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This is a COMBINED SYNOPSIS/SOLICITATION for commercial items prepared in accordance with the information in FAR Subpart 12.6, using Simplified Acquisition Procedures under the test program for commercial items found at FAR 13.5, as supplemented with the additional information included in this notice.  This announcement constitutes the only solicitation; PAPER COPIES OF THIS SOLICITATION WILL NOT BE AVAILABLE.  

The proposed contract action is for commercial services (Administrative Support Services), in accordance with the Performance Work Statement (see below).  This requirement is set-aside for HUBZONE-certified small businesses.  The NAICS code is 561110 and the Small Business Standard is $7.5 Million.  The reference number for this proposed contract action is:  N00189-15-T-Z181. 

Naval Supply Systems Command (NAVSUP) Fleet Logistics Center (FLC) Norfolk – Philadelphia Office requests submissions from responsible sources to provide Administrative Support Services in support of the Center for Information Dominance (CID).

NOTICE:

THIS SOLICITATION IS BEING ISSUED USING SAP-CI PROCEDURES IN ACCORDANCE WITH FAR 13.5.

TO THE EXTENT THAT THE TERMS APPEAR IN THE SOLICITATION, THE TERMS “RFP”, “OFFER”, “PROPOSAL”, AND “OFFEROR” SHALL MEAN “RFQ”, “QUOTE”, AND “QUOTER”, RESPECTIVELY.
 
The CLIN structure is as follows:

	CLIN
	Supplies/Services
	QTY
	Unit of Issue
	Unit Price
	Total Price

	0001
	Administrative Support Services – FFP 
Base – 01 October 2015 – 30 September 2016
	12
	MO
	
	

	1001
	Administrative Support Services – FFP 
Option I – 01 October 2016 – 30 September 2017
	12
	MO
	
	

	2001
	Administrative Support Services – FFP 
Option II – 01 October 2017 – 30 September 2018
	12
	MO
	
	

	3001
	Administrative Support Services – FFP 
Option III – 01 October 2018 – 30 September 2019
	12
	MO
	
	

	4001
	Administrative Support Services – FFP 
Option IV – 01 October 2019 – 30 September 2020
	12
	MO
	
	



FAR 52.216-1 “Type of Contract” (APR 1984):

The Government contemplates award of a Firm-Fixed-Price (FFP) contract resulting from this solicitation.


The Performance Work Statement is as follows:

ADMINISTRATIVE SUPPORT SERVICES:

1.0	GENERAL:

1.1 Introduction:  

The Center for Information Dominance (CID) Corry Station, Pensacola, Florida operates and administers those assigned schools which provide technical training to military and civilian personnel of the Department of Defense (DOD), selected non-DOD personnel, and international military students.

1.2         Scope:

The contractor shall provide all necessary personnel  supervision, management, equipment, materials, and services (except those provided by the Navy as detailed in this Performance Work Statement) to provide administrative support for the CID Command Administrative Office, Special Security Office and the Center for Language, Regional Expertise and Culture (CLREC) at CID Corry Station, CID Detachment (CIDD) Goodfellow AFB, San Angelo, TX., CID Unit Dam Neck Command Administrative Office, CID Unit San Diego Command Administrative Office and CID Unit Monterey, CA. Special Security Office.  The contractor’s CID Corry Station personnel shall provide administrative support to the command’s other 19 geographically separate Learning Sites (LS) as required.  The 19 Headquarters and subordinate units’ locations are detailed below:

1.  Center for Information Dominance
     COMMANDING OFFICE
     CENTER FOR INFORMATION DOMINANCE
     640 ROBERTS AV
     PENSACOLA FL 32511-5138

2.  Center for Information Dominance Unit Hampton Roads
     COMMANDING OFFICER 
     CENTER FOR INFORMATION DOMINANCE UNIT HAMPTON ROADS
     2088 REGULUS AVE 
     VIRGINIA BEACH VA 23461-2099

 3.  Center for Information Dominance Unit San Diego
      COMMANDING OFFICER
      CENTER FOR INFORMATION DOMINANCE UNIT SAN DIEGO
      3955 N HARBOR DRIV
      SAN DIEGO CA 92101

 4.  Center for Information Dominance Unit Corry Station
      COMMANDING OFFICER
      CENTER FOR INFORMATION DOMINANCE UNIT CORRY STATION
      640 ROBERTS AVE
      PENSACOLA FL 32511-5138

 5.  Center for Information Dominance Unit Monterey
      COMMANDING OFFICER
      CID UNIT MONTEREY
      412 RIFLE RANGE ROAD NO 228
      MONTEREY CA 93944-3120

 6.  Center for Information Dominance Detachment Fort Gordon
      OFFICER IN CHARGE
      CID DET FT GORDON
      423 25TH STREET BLDG 25702
      FORT GORDON GA  30905

 7.  Center for Information Dominance Detachment Goodfellow
      OFFICER IN CHARGE
      CID DETACHMENT GOODFELLOW
      170 VANCE STREET
      SAN ANGELO TX 76908-4407

 8.  Center for Information Dominance Learning Site Fort Meade
      SITE DIRECTOR
      NIOC MARYLAND
      ATTN N3
      9800 SAVAGE ROAD
      FORT MEADE, MD 20755

9.  Center for Information Dominance Learning Site Groton
     SITE DIRECTOR
     CID LEARNING SITE GROTON
     P O BOX 700
     BLDG 518 RM 418
     GROTON CT 06349-5700

10.  Center for Information Dominance Learning Site Hawaii
      SITE DIRECTOR
      CID LS HAWAII
      1130 BOLE LOOP  BLDG 1262
      PEARL HARBOR  HI 96860-4437

 11.  Center for Information Dominance Learning Site Jacksonville
        SITE DIRECTOR
        CID LEARNING SITE JACKSONVILLE
        NAS BOX 112
        JACKSONVILLE FL 32212

 12.  Center for Information Dominance Learning Site Keelser
        ELECTROMAGNETIC SPECTRUM COURSE
        ATTN  SITE DIRECTOR CID LS KEESLER
        333RD TRS/UMCS
        601 1ST STREET SUITE 140
        KEESLER AFB MS 39534

 13.  Center for Information Dominance Learning Site Kings Bay
        SITE DIRECTOR 
        CID LEARNING SITE KINGS BAY
        TRIDENT TRAINING FACILITY
        1040 USS GEORGIA AVE
        KINGS BAY GA 31547

 14.  Center for Information Dominance Learning Site Mayport
        SITE DIRECTOR
        CID LEARNING SITE MAYPORT
        TRAINING SUPPORT DETACHMENT
        P O BOX 281047
        MAYPORT FL 32228

 15.  Center for Information Dominance Learning Site Medina
        SITE DIRECTOR 
        CID LEARNING SITE MEDINA
        7700 PORTRANCO ROAD
        SAN ANTONIO TX 78251

 16.  Center for Information Dominance Learning Site Pacific Northwest
        SITE DIRECTOR 
        CID LEARNING SITE PACNORWEST
        2000 W MARINE VIEW DRIVE
        BLDG 2200 
        EVERETT WA 98207

  17.  Center for Information Dominance Learning Site Yokosuka
         SITE DIRECTOR 
         CID LEARNING SITE YOKOSUKA
         PSC 473 BOX 16
         FPO AP 96349-0016

18.  Center for Information Dominance Support Site Dam Neck
       SITE DIRECTOR
       CID SUPPORT DAM NECK
       ATTN  JOEL MARQUEZ OR LISA DAUM
       2088 REGULUS AVE
       VIRGINIA BEACH VA 23461-2099

19.  Center for Information Dominance DLI Liaison Office Washington, DC
       NAVY REPRESENTATIVE
       DEFENSE LANGUAGE INSTITUTE
       1111 JEFFERSON DAVIS HAWAII
       ARLINGTON VA 22202-4306

The contractor shall also provide support for the Command Post Office at CID Corry Station. The contractor shall be responsible for performing the tasks identified in Section 5.0 of this Performance Work Statement (PWS).

1.3  Personnel:

1.3.1 Oversight.  The contractor shall assign an individual(s) who shall be responsible for the performance of all work prescribed in this Performance Work Statement.  The name of this person and alternate(s) who can act for this individual in his/her absence shall be in writing to the Contracting Officer and the COR.

1.3.1.1 This individual shall have full authority to act for the contractor.  The individual or alternate shall meet as necessary with the COR to discuss immediate problem areas.

1.3.1.2 This individual or alternate shall be on-site during normal duty hours and respond within a reasonable period from notification by the COR regarding any areas affecting performance of the contract.

1.3.1.3 This individual shall attend meetings pertaining to contract performance as designated by the COR.

1.3.2 The contractor shall, within 15 calendar days before commencement of contract performance period, provide the COR a list of all its employees who will perform work under this contract.  This list shall include full name, social security number, and position to be held by each of its employees.

1.3.3 Personnel Substitutions.  The COR shall be notified in advance of personnel substitutions.  The contractor shall forward notification of personnel substitutions to the COR at least 5 working days prior to the proposed substitution.  All proposed substitutes must have qualifications that are equal to or higher than the qualifications of the person(s) to be replaced.  

1.3.4 Employment of Federal Employees.  The contractor and its subcontractors, if any, shall provide qualified supervisory, administrative, and direct support personnel to accomplish the work required.  The contractor shall not employ or enter into a contract to perform work under this contract with any person who is an employee of the United States Government, either military or civilian, unless such person seeks and receives prior written approval in accordance with applicable Department of Defense (DOD) and Navy regulations.

1.3.5 Personnel Experience.  The contractor shall provide adequate numbers of qualified personnel to ensure satisfactory performance of the services required by this contract.  The minimum acceptable personnel qualifications are outlined in Section 7.0 of the PWS.

1.3.6 Dress Code Requirements/Grooming Standards.  The contractor shall ensure all contractor personnel assigned to CID maintain a standard of grooming and personal appearance that is in keeping with their positions in a military environment.  Standards of dress, grooming, and character shall be appropriate to a traditional military organization.  Eccentricities or extremes in dress or appearance (as determined in the sole discretion of the Government) are unacceptable.

1.3.7 Training.  All contractor employees shall be fully trained and properly licensed prior to performing the work defined in the PWS.  The contractor shall provide employees training to maintain currency with emergent technologies.

1.4 Work location:  

Contractor shall perform duties in buildings as assigned.

1.5 Hours of Operation:

The contractor shall open and man the Administrative Office and Post Office from 7:00 a.m. to 4:00 p.m. (0700 to 1600 hours), Monday through Friday, excluding Federal Holidays as specified in paragraph 1.5.2.1 unless otherwise directed/approved.  The Administrative Office will remain open continuously during these hours.  Contractor personnel will be available at all times to provide assistance.

1.5.1 Contractor shall cease operations during shutdowns of the command, severe weather, or other occasions as directed by the COR.  See 1.5.2.2 below.  No work shall be left unprotected during these periods.

1.5.2 Federal Holidays and other closings.

1.5.2.1 Federal holidays. Work shall not be required on the following holidays:

 Jan – New Year’s Day                                                                   January 1st
Jan – Martin Luther King’s Birthday                                             3rd Monday in January
Feb – President’s Day                                                                    3rd Monday in February
May – Memorial Day                                                                     4th Monday in May
Jul – Independence Day                                                                 July 4th
Sep - Labor Day                                                                             1st Monday in September
Oct – Columbus Day                                                                      2nd Monday in October
Nov – Veteran’s Day                                                                      November 11th
Nov – Thanksgiving                                                                       4th Thursday in November
Dec – Christmas Day                                                                      December 25th
 
1.5.2.2.   Other Closings.  When safety is involved, the closure order of the Base Commander will apply.  At times, Government employees are authorized administrative leave by the host command, the Commanding Officer, or higher authority.  This authorization does NOT apply to contractor employees.  Government personnel may not intervene with contractor leave, time or attendance.  Leave issues are the contractor's internal company policy and Government employees must not become involved.  When administrative leave is authorized for Government employees, contractor employees will contact their employer about the situation.  

1.5.3 Work outside Normal Hours.  Except as may otherwise be specified, all work shall be performed during normal hours.  The contractor shall not work any hours other than 0700-1600 without written consent of the COR.
  
1.6 Contingencies:  

Special and emergency situations (i.e. structural fire, civil disturbances, disaster warnings, weather warnings, and military alerts) may necessitate the contractor operating on an expanded basis.  The contractor shall provide these services as requested by the COR, subject to the changes clause of the contract. 

1.7 Right of Removal:

The Government reserves the right to revoke base privileges of any contractor employee who endangers persons or property, and whose continued employment is inconsistent with the interest of military security.  Further, the Government reserves the right to refuse to permit entry on the installation of any contractor employee who is wrongfully appropriating and/or disposing of Government property or wrongfully mismanaging Government property.  In such cases, the COR will advise the contractor of the reason(s) for denying access to onto the installation.

1.7.1 The contractor shall remove from duty any contract employee found to be incapacitated or under the influence of alcohol, drugs, or other incapacitating agents, and shall not return that employee to duty unless and until he/she is fully able to perform the normally assigned duties.  Removal of employees for such causes does not relieve the contractor of the requirement to provide sufficient personnel to adequately perform services specified under this contract.

1.7.2 Use of alcoholic beverages and/or possession, use (unless specifically prescribed by a licensed physician for medical treatment) or sale of controlled substances by contractor personnel while on Government property is forbidden and any violation shall be cause for removal of the offender(s) by the contractor from work on this contract.

1.8 Government Equipment:

No Government equipment or supplies shall be removed from CID Corry Station, CID Detachments or CID LS without the written permission of the COR.  Failure to comply with this requirement may be considered by the Contracting Officer as cause for employee removal from performance of the contact in addition to any other actions taken by the Government.

1.9 Base Regulations:

All personnel employed by the contractor in the performance of this contract, or any representative of the contractor, entering the Government installation shall abide by all security regulations for the installation that may be in effect during the contract period and shall be subject to such checks of their person and property as may be deemed necessary to ensure no violations occur.  No employee will be permitted on the installation when such checks reveal his/her presence would be detrimental to the security of CID Corry Station, CID Detachments or CID LS.
 
1.9.1 Restricted areas within the confines of these military stations are “OFF LIMITS” to contractor personnel unless specifically assigned to a route authorizing entrance into such areas.
 
1.9.2 Contractor employees shall not loiter in any work area of CID Corry Station, CID Detachments or CID LS.  Contractor personnel will depart the facility within 30 minutes of completion of their assigned shift or duties.

1.10   	Security:

1.10.1 Base Regulations.  All personnel employed by the contractor in the performance of this contract, or any representative of the contractor, entering the Government installation shall abide by all security regulations for the installation which may be in effect during the contract period and shall be subject to such checks of their person and property as may be deemed necessary to ensure that no violations occur.  No employee will be permitted on the installation when such checks reveal that his/her presence would be detrimental to the security of CID Corry Station, CID Detachments or CID LS. 

1.10.2 Identification of Contractor Employees.  The Government will issue badges and vehicle passes as approved by Base Security, based on the contractor’s employee list, without charge.

1.10.2.1 Contractor Personnel shall wear the Government-issued identification badge over the front and above the waist of the outer clothing.  Contractor employees will not be permitted to work in the facility if not properly identified.  When an employee leaves the contractor’s employment or ceases to work on this contract, the employee’s badge and vehicle pass must be returned to the Base Security Officer immediately upon termination of employment.

1.10.2.2 Each contractor employee‘s vehicle will have a valid license tag (and inspection sticker – if applicable), and have adequate liability insurance coverage as required by pertinent Navy regulations.

1.10.3 Employment of Foreign Nationals.  All employees of the contractor performing work under this PWS shall be U.S. citizens.  The contractor shall take all reasonable steps to ensure that no contractor employee performing under this PWS is a foreign national.

1.10.4 Security Clearances.  The contractor shall conform to the provisions of SECNAVINST 5510 series, (Department of the Navy Information and Personnel Security Program Regulations).  Instruction will be provided to the contractor at contract start.  The contractor is responsible for obtaining Top Secret security clearances for the site supervisor and other personnel required to process and/or handle classified material.  Mail clerks must be eligible for a Secret clearance. Only those persons who have a “need to know” in accordance with the performance of work under this contract shall be given access to classified information or material.

1.10.5 Command Post Office Mail Room and Administrative Office.  Access to these areas will be restricted to authorized personnel only and to normal hours of operation unless directed or approved by the COR.

1.11    	Physical Security:

Contractor shall safeguard all Government property in assigned work areas and secure all Government material in the contractor’s possession when not under direct physical control of contractor employees.

1.11.1 The contractor shall establish and implement methods of ensuring that all keys issued to the contractor by the Government are not lost, misplaced, or used by unauthorized persons.  Keys issued to the contractor by the Government will not be duplicated.  The contractor shall maintain a listing of keys provided by the Government.

1.11.1.1 The contractor will be required to replace, re-key, or reimburse the Government for replacement locks or re-keying required as a result of contractor losing keys.  In the event a master key is lost or duplicated by contractor, the Government shall replace all locks and keys for that system and the total cost of such replacement shall be deducted from the monthly payment due the contractor.

1.11.1.2 The contractor shall report the occurrence of a lost key immediately to the COR.

1.11.1.3 It is the responsibility of the contractor to prohibit the use of keys, issued by the Government, to be used by any persons other than the contractor’s employees.  It is also the responsibility of the contractor to prohibit the opening of locked areas by the contractor’s employees to permit entrance of persons other than contractor’s employees engaged in the performance of assigned work in those areas.

1.11.2 The contractor shall establish and implement methods of ensuring that no lock combination is revealed to any unauthorized persons.

1.11.3 The contractor shall lock the mailroom, Administrative Office, and other limited access work areas when not occupied.

1.11.4 The contractor will not permit unauthorized persons to enter the mailroom, Administrative Office, or other, limited access work areas.

1.12   	Automated Information System (AIS) Security:

The contractor shall designate a person to act as the contractor’s Information System Security Officer (ISSO).  The ISSO will assist in the protection of all automated information systems, networks, and computer resources within their area of responsibility.  The ISSO will be the focal point for all AIS security matters for ASP systems under the cognizance of the contractor and ensure that all contractor personnel are aware of AIS security responsibilities described in current Command instructions to be provided to the contractor at contract start.  Specific ISSO responsibilities are contained in the same instruction.  The performance of ISSO duties will not require more than 5 hours per week.

1.13   	Fire Prevention:

The contractor and contractor employees will become familiar with current Regional and Command instructions to be provided to the contractor at contract start.  The contractor and contractor employees will be cognizant of and observe all requirements for the processing, storage, and disposal of combustible supplies and materials.

1.14   	Conservation of Utilities:

The contractor shall instruct its employees in utilities conservation practices.  The contractor shall operate under conditions that preclude the waste of utilities.

1.14.1 Lights shall be used only in areas where and when work is being performed.

1.14.2 Mechanical equipment controls for heating, ventilation, and air conditioning systems shall not be adjusted by the contractor.  All window air conditioners shall be turned off and all windows shut at end of day.

1.14.3 Water faucets or valves shall be turned off after required use.

1.14.4 Government telephones shall not be used by contractor employees for personal calls or for unauthorized toll or long distance calls.

1.15   	Recycling:

The contractor shall recycle paper and aluminum products by depositing such items in designated recycling receptacles.

1.16   	Disaster Preparedness:

The contractor shall take all actions as required by the Disaster Control Plan, to be provided to the contractor at contract start.  This includes, but is not limited to, making all preparations for scheduling of affected contractor personnel, submitting an updated disaster control team membership report to the COR, and making contractor personnel available for work and aware of their responsibilities in the event a disaster is declared.

1.17  	Relationship and Liabilities of Parties:

It is expressly agreed and understood that the services rendered by the contractor are rendered in its capacity as an independent contractor.  While the contract contains provisions to allow the Government to evaluate the quality of services provided, and for certain other administrative requirements, the Government retains no control over the services rendered by the contractor.  Contractor shall be solely liable for any liability producing act or omission by it or its employees or agents. 

1.18   	Safety:

Because of the inherent dangers in any work environment, the contractor shall be responsible for maintaining a safe work environment in assigned work areas in accordance with OPNAVINST 5100 series (Navy Occupational Safety and Health (NAVOSH) Program), to be provided to the contractor at contract start, and other requirements as set forth in this contract.

1.18.1 If the contractor fails or refuses to promptly comply with safety requirements, the Contracting Officer may issue an order stopping all or part of the work until satisfactory corrective action has been taken.  No part of the time lost due to any such stop work order shall be made the subject of claim for extension of time or for excess costs or damage to the contractor.

1.18.2 Accident Reporting.  The contractor shall maintain an accurate record of an accident and shall report to the COR, TA and the Duty Officer verbally, within 1 hour, all accidents resulting in death, trauma, occupational disease, property and/or equipment damage caused by or involving contractor employees.  Within 2 working days of any accident, the contractor shall submit to the COR the Accidental Injury/Death Report and/or the Material (Property) Damage Report IAW Navy and Command instructions.  Contractor employees shall cooperate fully in any Government investigation into such accidents.

1.18.3 Emergency Medical Care.  Only emergency medical care is available in Government facilities to contractor employees who suffer on-the-job injury or illness.  The contractor shall make care cost reimbursement to the appropriate Navy Collection agent upon receipt of statement.

1.19  	Applicable Regulations and Manuals:

Documents (regulations, manuals, supplements, directives, etc.) applicable to this PWS are listed in Section 6.0 of the PWS and will be made available by the Government at the start of the contract.  They have been coded as advisory or mandatory.  The contractor is obligated to follow the procedures in these documents to the extent they are applicable to the work described in this PWS.  Supplements or amendments to documents may be issued during the life of the contract and will be supplied by the Government.  Supplements and amendments shall be considered to be in full force and effect immediately upon receipt by the contractor.  It is the contractor’s responsibility to ensure all documents are on file and up to date.  Upon completion or termination of the contract, the contractor shall return all issued publications to the Government.

1.20  	Quality Assurance and Control:

1.20.1 Contractor Responsibility.  The contractor shall implement and modify (as needed) quality control procedures to ensure performance standards established in the Performance Requirements Summary (PRS) (attached to the Quality Assurance Surveillance Program (QASP)) are met throughout the performance period.

1.20.2 Government Responsibility.  The Government will administer a QASP to monitor contractor performance.  The Government will revise its QASP, through the Contracting Officer, as necessary throughout the performance period.  The QASP is set forth within the solicitation.  The contractor shall meet or exceed acceptable quality levels as specified in the Performance Requirements Summary (PRS).  In keeping with the Government’s responsibility for quality assurance, the Government reserves the right to review all products and services using the PRS and the following procedures.

                 a.  Solicitation of user’s comments and assessment of services received.
                 b.  Observation of the activities of contractor staff and operations.
                 c.  Examination of methods, procedures, and end product of the contractor.
  d.  Observation of the general physical condition of the Government provided facilities for cleanliness, safety, and security.

1.21  	Performance Evaluation Meetings:

The contractor shall meet with the COR weekly during the first month after performance start date.  Thereafter, meetings will be scheduled as deemed necessary by the Government.  A mutual effort will be made to resolve all problems during the meetings.  The COR will provide written minutes of each performance evaluation meeting to the contractor.  The COR and the contractor’s project manager will sign the minutes.  Should the contractor not concur with the minutes, the contractor shall, within 3 working days, state in writing to the Contracting Officer the specific area of disagreement.

1.22  	Government Observation:

Government safety officials, environmental engineers, fire inspectors, security officers, etc., will be allowed to conduct surveys, studies, and inspections of operations and facilities where contractor employees are performing under these PWS at all reasonable times.  Other Government personnel, such as management and Inspector General Staff are authorized to observe contractor operations.  However, these personnel will not interfere with contractor performance and will refer all comments concerning the contractor’s operation to the COR.  The project manager is authorized to request from the COR a summary of the findings of any such survey, study, inspection, or observation.

1.23  	Phase-In:  

In order to ensure the smooth transition to contractor performance and to prevent possible decreases in productivity, the contractor shall be authorized to have personnel on board, at no additional cost to the contract, during the 30-day period prior to contract start date.  Contractor personnel shall not interfere with the normal conduct of Government business.  During the period the contractor may further familiarize itself with contract requirements in order to commence full performance on contract start date.

1.24  	Continuity of Services.  

Upon expiration of this contract, the contractor shall give their best effort and cooperation to the successor.  The contractor shall, upon written notification by the Contracting Officer, provide phase-in, phase-out (PIPO) services for up to 30 days after this contract expires.  An equitable adjustment to the contract price shall be negotiated between the Government and the contractor for the additional work.
 
2.0	DEFINITION AND ACRONYMS:

DEFINITIONS:

Acceptable Quality Level (AQL) – The maximum percent defective, the maximum number of defects per hundred units, or the number of defects in a lot that is considered satisfactory on the average that is the allowable leeway or variance from a standard before the Government will reject the specific service.  An AQL does not allow the contractor to knowingly offer defective service, but admits that defective performance may sometimes be unintentional.  As long as the percent of defective performance does not exceed the AQL, the Government will not reject the service.  However, the contractor must correct deficiencies, as required, at no additional cost to the Government.

Action Correspondence.  Correspondence received which requires action to be taken within the command or written correspondence leaving the command.

Activity.  An organizational unit designated to perform a specific mission or function.


Administrative Support.  Official mail collection/distribution, suspense control, files maintenance, office copying, receptionist/answering services, typing, appointment recording, word processing, messenger services.

Assistance.  Service that is rendered to aid, helps, or gives support to someone.

Burn.  To destroy by shredding.

Case File.  Historical file which is established and maintained on one subject matter.

Centralized Files.  A filing system wherein the official correspondence of a command is maintained in one centralized location.

Classified Material.  Any matter, document, product, or device on or in which classified information is recorded or embodied.

Clearance.  As used in relation to classified information, an administrative determination by competent authority that an individual is eligible for access to classified information of a specific classification.

Code.  Numerical designation for each individual office, shop, or organization within CID Corry Station and CIDD Goodfellow AFB.

Contingency Operations.  Unanticipated increases or decreases of the level of services required.

Contracting Officer.  An individual who is authorized to enter into, administer, and/or terminate contracts for supplies or services on behalf of the Government and in the name of the United States of America by sealed bidding, by negotiation or by coordinated or interdepartmental actions.

Contracting Officer’s Representative (COR).  A Government project or program officer designated and authorized in writing by the contracting officer to perform specific technical or administrative functions.  The authority of the COR is limited to that specific contract.  The COR duties are set forth in the Contract Administration Plan (CAP) attached to this contract.

Contractor Discrepancy Report (CDR).  A report that is issued to and completed by the SP whenever, his overall performance, as determined by the AQL is unsatisfactory.

Correspondence.  All Navy written communications including, but not limited to, letters, endorsements, memoranda, reports, forms, meeting minutes, messages, publications, periodicals, administrative orders, directives, talking papers, and curricula.

Courier.  A person who hand-carries personal or classified material.

Date Time Group.  Assigned on messages for identification and file purposes only.  It is expressed in six digits, the first two digits being the day, the second two digits being the hour, and the third two digits being the minutes.  It is followed by a suffix zone, the month, and the year.

Directive.  A publication which directs action to be taken or specifies procedure or policy.  A directive may be a manual, instruction, or notice.

Distribution.  The act of dispersing material to designated individuals, codes, or commands.

Equipment.  All items listed in Sections 3.0 and 4.0.

Facilities.  Those Government provided areas assigned to the contractor for contract performance.

File, Computerized.  A collection of data similar to a manual file except all data is entered and retrieved from a computerized data storage system.

File, Manual.  An organization of data or material, usually paper media, contained in a folder, cabinet, or other container arranged in convenient order.

For Official Use Only (FOUO).  Information that is not releasable to the public under the Freedom of Information Act.

Form.  A fixed arrangement of captioned spaces designed for entering and extracting prescribed information.

Freedom of Information Act (FOIA).  Establishes a right for individuals to request records from the Government subject to specified restrictions.  See Department of Defense Memorandum 5200.01 – v4 (dated 24 February 2012)

High-Priority Correspondence.  The material provided to the contractor and identified by Government employees as high-priority with delivery required within 1 hour.

Internal Correspondence.  All handwritten, typewritten, or computerized paperwork generated within CID Corry Station and CIDD Goodfellow AFB for use within the command.

Mail.  All correspondence, computer printouts, packages, and other material processed through the postal system or yard mail system or received from commercial carriers.

Registered Mail.  Any mail that has a monetary value assigned.

Certified Mail.  Any mail where no monetary value is assigned, but is traceable and signed for.

Yard Mail.  Printed material or documents sent between organizations within Corry Station and Regional Offices.  May also be referred to as guard mail or messenger mail.

Accountable Mail.  Any express, registered, certified, number insured, or other mail that must be signed for upon receipt.

Mail Card.  DD Form 285 used for identification of personnel authorized to pick and carry personal and official mail.

Mail Directory Service.  A search of mail directory files for the name of the addressee of undeliverable mail and endorsing each piece to show a forwarding address or reason for non-delivery.

Mail Room.  The area set aside in the Command Post Office at CID Corry Station used to sort/process mail.

Master Files.  Those official command files that are maintained in one central location for reference.  Also called central files or command files.

Material.  Items required for the performance of a given task.

Message.  A typed piece of naval correspondence that is transmitted via telecommunications.

Message Traffic.  Communications electronically transmitted from one activity to one or more activities.

Official Mail.  Any letter, publication, or parcel relating exclusively to the business of the U. S. Government that is mailed using postage paid by any Government department or agency.

Originator.  A person who originates correspondence or directives.

Outgoing Official Correspondence.  Correspondence which is serialized and mailed from the command.

Parcel.  Mail article that is wrapped or packaged.

Performance Requirements Summary (PRS).  Identifies the key performance indicators of the contract that will be evaluated by the Government to assure the contractor meets performance standards.

Performance Work Statement (PWS).  A statement of work that describes the Government’s minimum requirements for services.  This document tells the contractor what has to be done but not how to do it.

Personal Mail.  Mail which is addressed to an individual for his/her personal use.

Privacy Act.  Establishes an individual’s right to privacy and right to request access and amendment of records maintained on them that are contained in systems, or records subject to specified restrictions.

Privacy Act Coordinator. Ensures compliance with SECNAV INSTRUCTION 5211.5E (DEPARTMENT OF THE NAVY (DON) PRIVACY PROGRAM.

Proofreading.  The review of correspondence to detect format, spelling, punctuation, and grammatical errors.

Quality Assurance.  A planned and systematic pattern of all actions necessary to provide adequate confidence the item or product conforms to established technical requirements.  Those actions taken by the Government to check goods or services listed on the PRS to determine they met the requirement of the PWS.  Quality assurance is the Government’s responsibility.

Quality Assurance Evaluator.  That person responsible for checking contractor performance.

Quality Assurance Surveillance Plan.  An organized written document used for the quality assurance surveillance of the contractor for each item on the PRS.

Quality Control.  The function of management relative to procedures, inspection, examinations, and tests required during procurement, production, receipt, storage, and issuance necessary to provide the used with an item of the required quality.  Those actions taken by the contractor to control the production of goods or services so they will meet the requirements of the PWS.  Quality control is the contractor responsibility.

Random Sample.  A sampling method, with no specific pattern, to ensure each service output in a lot has equal chance of being selected.

Report.  Data or information collected for use in determining policy; planning, controlling and evaluating operations and performance; making administrative determinations; or preparing other reports.

Reproduction To recreate or copy by using an image-making machine.  The act of reproducing copies.

Routing Mail.  The act of sorting mail to ensure it is routed to the appropriate addressee.

Sample.  One or more service outputs drawn from a lot, chosen either at random or planned by subjective judgment of the evaluator.

Services.  Duties performed to provide help or assistance to customers.

Supply.  The office within the activity that provides supplies, information, and assistance in ordering stock.

Tickler File.  A file established to remind administrative personnel of pending actions or events.

Tracer.  A copy of correspondence requesting action or a personnel request which is marked “TRACER”, and mailed to the addressee when a response to the original correspondence is not received within a specified time.

Travel Orders.  A written instrument issued or approved by an authorized person directing a member or group of members to travel between designated points.

 2.2          Acronyms:

ADP                        Automatic Data Processing
AIG                        Address Indicating Group
AIS                         Automated Information System
AQL                       Acceptable Quality Level
BEQ                       Bachelor Enlisted Quarters
BOQ                       Bachelor Officers Quarters
BUPERS	  Bureau of Naval Personnel
CETARS                Corporate Enterprise and Training Activity Resource System
CID                        Center for Information Dominance
CIDD                     CID Detachment
CIDU                     CID Unit 
CDR                      Contractor Discrepancy Report
CLREC                  Center for Language, Regional Expertise and Culture
CNO                       Chief of Naval Operations
CO                          Commanding Officer
COR                       Contracting Officer’s Representative
CPC                        Command Pass Coordinator
DAPS                     Defense Automated Printing Service
DOD                       Department of Defense
DON                       Department of the Navy
PVS                        Distributed Plain Language Address Verification System
DSN                        Defense Switch Network
DTG                       Date Time Group
DTS                        Defense Travel System
ED                          Executive Director
FEDEX                  Federal Express
FOIA                      Freedom of Information Act
FOUO                     For Official Use Only
FRC                        Federal Records Center
HAZMAT              Hazardous Material
HRO                       Human Resources Office
ISSO                       Information System Security Officer
JFTR                       Joint Federal Travel Regulations
JPAS                       Joint Personnel Adjudication System
LAN                       Local Area Network
MCA                      Mission Capability Assessment
MCR                      Management Control Review
MEDEVAC           Medical Evacuation
MILCAP                Military Cash Awards Program
MTF                       Message Traffic Formatter
NDAWS                 Navy Department Awards Web Service
NTE                        Not To Exceed
OPTAR                  Operating Target
PAC		  Privacy Act Coordinator
PII		  Personal Identifying Information
PIPO                      Phase-in, Phase-Out
PIM                        Performance Information Memorandum
POD                       Plan of the Day
POM                      Plan of the Month
POW                      Plan of the Week
PRS                        Performance Requirements Summary
PSD                        Personnel Support Activity Detachment
PWS                       Performance Work Statement
QAE                       Quality Assurance Evaluator
QASP                     Quality Assurance Surveillance Plan
SNDL                     Standard Navy Distribution List
SSIC                       Standard Subject Identification code
SSO                        Special Security Office
STASS                   Standard Training Activity Support System
TOPS                     Transaction Online Processing System
UPS                        United Parcel Service
USPS                      United States Postal Service
WAN                      Wide Area Network
XO                          Executive Officer
 
3.0 	GOVERNMENT PROVIDED EQUIPMENT/FACILITIES/SUPPLIES (ALL INCIDENTAL):

The following Government equipment/facilities/supplies will be available for the contractor to use in the performance of this contract.

3.1.1	Facilities.  The Administrative Office is located in building 501, the Command Post Office is located in building 1090, SSO is in Bldg 513, CLREC is located at CID Corry Station.  Restroom facilities are easily accessible and will be available.  Traffic lanes that traverse the Government provided facilities shall be kept open for the passage of Government personnel and supplies  General parking areas are available for contractor employees’ private vehicles on the south side of building 501 and the west side of building 1090 at CID Corry Station.  Contractor personnel may not park their private vehicles in parking spaces reserved for other vehicles.

3.1.2      Telephones.  Telephone service will be provided for contractor personnel to make local official business calls only.  DSN will be used to place long distance official business calls to other DOD activities.  Commercial long distance will be used for official business calls only when DSN is not available.

3.1.3       Equipment (as required):

3.1.3.1    Administrative Supervisor Office, Building 501, Room 209A at CID Corry Station 
                                Nomenclature                                                                                                      Quantity
                                Executive Desk/Credenza/Island                                                                                       1
                                Office Chair                                                                                                                       1
                                Desk Chairs                                                                                                                        2
                                Book Case                                                                                                                          1
                                File Cabinet (4 Drawer)                                                                                                     2
                                File Cabinet (2 Drawer)                                                                                                     2
                                Refrigerator                                                                                                                        1
                                Phone                                                                                                                                  1
                                Computer/Monitor/Keyboard                                                                                             1
                                Wall Clock                                                                                                                          1

 3.1.3.2    Base Administration Office, Building 501, Room 209 at CID Corry Station
                                Nomenclature                                                                                                      Quantity
                                Desks/Work Space Modules                                                                                        3
                                File Cabinets (4-drawer)                                                                                               2
                                Book Cases (5-shelf)                                                                                                     1
                                Typewriter                                                                                                                     1
                                Computer/Monitors/Keyboards                                                                                     2
                                Printers                                                                                                                           1
                                Office Chairs                                                                                                                  4
                                Chairs (Straight)                                                                                                             3
                                Phones                                                                                                                            3
                                Wall Clock                                                                                                                      1

 3.1.3.3    Command Post Office, Building 1090, 1st Floor at CID Corry Station
                                Nomenclature                                                                                                      Quantity
                                Desks                                                                                                                               5
                                Typewriter                                                                                                                       1
                                Filing Cabinets                                                                                                                2
                                Computer/Monitors/Keyboards                                                                                       2
                                Dot-Matrix Printers                                                                                                          2
                                Chairs                                                                                                                               7
                                Book Cases                                                                                                                        3
                                File Safe                                                                                                                              2
                                Tables                                                                                                                                  5
                                Cart                                                                                                                                      1
                                Hand Truck                                                                                                                          2
                                Sorting Bins                                                                                                                         5
                                Refrigerator                                                                                                                         1
                                Microwave Oven                                                                                                                 1
                                Supply Locker                                                                                                                     1
                                Coat Rack                                                                                                                            1
                                Phones                                                                                                                                  2
                                Mail Distribution Boxes                                                                                                  1,870
 
3.1.3.4    SSO Office, Building 513, Room 136 at CID Corry Station
                                Nomenclature                                                                                                      Quantity
                                Phones                                                                                                                         2
                                Desks                                                                                                                           2
                                Computer/Monitor/Keyboard (Unclassified)                                                              2
                                Computer/Monitor/Keyboard (Classified)                                                                  2
                                Chairs                                                                                                                          2

 3.1.3.5    Administrative Office, at CIDD Goodfellow AFB, TX.
                                Nomenclature                                                                                                    Quantity
                                Phones                                                                                                                      2
                                Desks                                                                                                                        2
                                Computer/Monitor/Keyboard (Unclassified)                                                            2
                                Chairs                                                                                                                         2

 3.1.3.6    Special Security Office, at CID Unit Monterey, CA.
                                Nomenclature                                                                                                   Quantity
                                Phones                                                                                                                        1
                                Desks                                                                                                                          1
                                Computer/Monitor/Keyboard (Unclassified)                                                              1
                                Chairs                                                                                                                          1

 3.1.3.7    Center for Language, Regional Expertise and Culture

                	Nomenclature                                                                                                        Quantity
                	Phones                                                                                                                            1
                	Desks                                                                                                                              1
              Computer/Monitor/Keyboard (Unclassified)                                                                 1
              Chairs                                                                                                                              1 

3.1.3.8    N7, at CID Corry Station, FL.
             		   Nomenclature                                                                                                   Quantity
                                Phones                                                                                                                       1
                                Desks                                                                                                                         1
                                Computer/Monitor/Keyboard (Unclassified)                                                            1
                                 Chairs                                                                                                                        1

3.1.4       Smoking Facilities.  Smoking is not permitted inside any Government building.    Smoking is permitted only in designated smoking areas.

3.1.5       Utilities:

The Government shall provide all utilities.

3.1.6       Security-Fire Protection.  The Government will provide all security, police, and fire protection.

3.1.7       Contractor Mail.  The Government will provide postal distribution of incoming, business-related contractor mail.

3.1.8       Office Supplies.  The Government will provide all envelopes, letterhead, and office supplies required to perform the work.

3.1.9       Duplicating Machine Supplies.  Duplicating paper, ink, developer, fuser agent or dispersant, staples, and meter reading record cards will be provided by the Government.

 3.1.10     Fax Machine Supplies.  The Government will provide paper and ink for equipment.

3.2          Repair and Replacement:

Repair and/or replacement of Government equipment and facilities – (owned or leased) will be the responsibility of the Government – EXCEPT for items damaged due to contractor negligence.  The contractor shall be responsible for equipment or facilities damaged/destroyed through negligence on the part of the contractor and its employees.
 
4.0 	CONTRACTOR PROVIDED ITEMS:

Only the equipment, facilities, property, and supplies, referenced in Section 3.0 will be provided by the Government.  The contractor shall provide ALL other equipment/supplies required in performance of this purchase order.  The contractor is responsible for taking action necessary to protect its equipment/supplies and the personal property of its employees from damage, loss, and/or theft.

5.0	SCOPE OF WORK (SPECIFIC TASKS): 

The contractor shall perform administrative support functions for the Center for Information Dominance (CID) located at Corry Station, Pensacola, FL, for CIDUHR, CIDU Monterey, CIDUSD and for the CID Detachment located at Goodfellow Air Force Base, San Angelo, TX.  The contractor CID Corry Station personnel shall provide administrative support to the command’s 18 additional geographically separate Learning Sites as required. The specific functions contained in this Performance Work Statement are:  Administrative Management, Correspondence, Classified Material, Message Processing, Office Automation, Mail, Administrative Support Services, , No-cost Travel Orders Personnel Security Clearance Support, Publications Management, Reports Management, Directives Management, Forms Management, Special Security Office, Privacy Act Coordinator (PAC), and Command Pass Coordinator (CPC).

 5.0.1       The contractor shall comply with current directives as listed in Section 6.0 and revisions thereto.

 5.0.2       The contractor shall prepare all material accurately and error-free with regard to typing, grammar, formatting, and punctuation.  Material submitted with errors will be returned to the contractor for correction at no additional cost to the Government.

 5.0.3     The contractor shall designate a team leader, who will be the focal point to provide administrative support for CIDU Goodfellow AFB.

5.0.4	Privacy Act and Protected Personal Information (PPI). The contractor shall safeguard all PA/PPI in their assigned work areas and secure all PA/PPI material in their possession when not under direct physical control of contractor employees.   Sharing of PA/PPI material to unauthorized personnel is strictly forbidden and any violation shall be cause for removal of the offenders(s).  The contractor employees may be asked to fulfill the role of Privacy Act Coordinator and all contractor’s will comply with SECNAV INSTRUCTION 5211.5E (DEPARTMENT OF THE NAVY (DON) PRIVACY PROGRAM. 

5.1          SERVICES PERFORMED AT CID CORRY STATION

5.1.1     Administrative Management – CID

5.1.1.1    The contractor shall provide management, guidance and supervision for the overall operation of services provided in administrative support activities and coordinate personnel studies, programs, and applications.

5.1.1.2    The contractor shall meet the requirements of the daily activity routine, and participate in all Command and Staff meetings, briefs, and discussions as required but not limited to administrative support.

5.1.1.3    The contractor shall send out action notices to ensure all due dates are met and also to proofread, edit, correct format, grammar, and other errors in all written material.

5.1.1.4    The contractor shall research, administer and conduct surveys, compile statistics and prepare reports and associated correspondence in order to properly draft correspondence, messages, directives, changes to directives, reports and memoranda.

5.1.1.5    The contractor shall prepare requisitions for ordering and maintaining a sufficient quantity of supplies and materials needed by the Administrative Department.  The contractor shall provide budget input as requested to project expenditures and equipment needed within the Administrative Department.

5.1.2       Correspondence – CID

5.1.2.1    The contractor shall receive, open, and review incoming correspondence, determine proper routing, reroute as needed, sort into action or non-action categories, and prepare a weekly Executive Read File.

5.1.2.2    The contractor shall route non-action material to the proper office.

5.1.2.3    The contractor shall prepare route slips for action correspondence, annotate correspondence control log, file the route slips, and make distribution.

5.1.2.4    The contractor shall monitor correspondence suspense files, notify all departments/divisions having overdue action items, and prepare a weekly tickler for distribution to all department/divisions.

5.1.2.5    The contractor shall annotate the tickler report as changes occur and remove, file, and destroy action route slips.

5.1.2.6    The contractor shall initiate and prepare outgoing correspondence in accordance with originator instructions and the Navy Correspondence Manual (copy to be provided to contractor at contract start) and review for completeness and correctness.  The contractor shall ensure all typed correspondence is proofread and the routing annotated on the routing transmittal.

 5.1.2.7    The contractor shall assemble all correspondence in correct sequence, send prepared correspondence to the appropriate person through the command’s applicable routing chain for signature, track all outgoing action correspondence and send tracer if necessary.

 5.1.2.8    The contractor shall assign a serial number, affix date, prepare address label, and prepare mailing containers, if necessary, make appropriate number of copies required by the activity, with all enclosures, and deliver to the United States Postal Service (USPS) or commercial mailing services.

 5.1.2.9    The contractor shall prepare envelopes with proper address in accordance with postal regulations and the Standard Navy Distribution List (SNDL), copy to be provided to contractor at contract start.  The contractor shall conserve postage through consolidation and other means available and forward all completed, properly addressed mail.

 5.1.2.10	   The contractor shall maintain a reproducible master copy of all action and official correspondence, to include all enclosures and attachments, and shall provide reprographic services as required.

5.1.2.11   The contractor shall purge the correspondence file annually, transfer historically significant records to the National Archives; retire semi-active records to the Federal Records Centers or other holding or storage areas; and destroy records when they are no longer needed.

 5.1.3       Classified Material – CID

 5.1.3.1    The contractor must comply with all DoD and Navy security regulations and instructions concerning the handling of classified material.  Copies of these regulations and instructions will be provided to contractor at contract start.

 5.1.4       Message Processing – CID

 5.1.4.1    The contractor shall transmit messages via email to the Message Center 5.1.4.2    The contractor shall prepare messages in Microsoft WORD.

 5.1.4.3    The contractor shall prepare an action tickler for action messages, monitor message suspense files, and notify all codes having overdue action items.

 5.1.4.4    The contractor shall maintain a current list of personnel authorized to release messages.

5.1.5       Office Automation – CID

 5.1.5.1    The contractor shall perform office automation services as directed for all command departments, special assistants and staff functions, and provide information and instruction upon request to callers and visitors concerning administrative policies and procedures.

 5.1.5.2    The contractor shall provide and initiate office automation services which may include but are not limited to Naval and business letters, administrative reports, technical curriculum, memoranda, regulations, directives, Plan of the Week, staff and student military evaluations, fitness reports, Naval messages, mailing lists, programs, invitations, citations, briefs, presentations, charts, forms, graphs, flow charts, certificates, and similar text documents.  The contractor shall transcribe such material from previously typed material, longhand submissions, electronic systems, or any acceptable standard similar to industry state-of-the art system (from rough draft to final smooth copy).

 5.1.5.3    The contractor shall assign job order priority, within the guidance parameters of the command group and type in requested format.

5.1.5.4	The contractor types, edits, formats and prints a wide variety of documents for the command staff, including correspondence, technical reports, organizational proposals and justifications, technical notes, instructions, notices and other directives.
 	
 5.1.6       Mail – CID

 5.1.6.1    The contractor shall pick-up and sort all incoming mail.  The contractor shall receive all types of mail addressed to Commanding Officer, Center for Information Dominance, Corry Station, including personal, official, command, and guard mail.  Personal mail shall be delivered to the addressee within 24 hours of receipt.  Official or command mail shall be separated for closer review and further action.  All other mail received will be processed to ensure prompt delivery to whom it is addressed.

5.1.6.1.1  The contractor shall pick-up, receive and sort mail from Building 1090, and deliver to Building 501 once each day, Monday through Friday between the hours of 1000 and 1400.

 5.1.6.1.2   The contractor shall receive, sort, and distribute all internal mail.

 5.1.6.1.3   The contractor shall dispense mail on a “walk-in” basis.

 5.1.6.1.4   The contractor shall provide unscheduled mail pick-up and delivery as necessary.

 5.1.6.1.5  The contractor shall deliver all outgoing mail to Command Post Office in building 1090 on a daily basis (Monday through Friday).

5.1.7       Administrative Support Services – CID

 5.1.7.1    The contractor shall update the command directory and maintain an updated activity telephone directory.

 5.1.7.2    The contractor shall prepare, review, and distribute muster reports.

 5.1.7.3    The contractor shall process all personnel and higher authority unit awards for approval/disapproval by the awards board.

 5.1.7.3.1  The contractor shall review personnel awards, proofread for errors, edit, and make corrections and forward Award recommendations to Commanding Officer for review and signature.

 5.1.7.3.2  The contractor shall forward awards to higher authority for approval, maintain an awards file, prepare awards for ceremony, forward copy of award to NETC for entry into the NDAWS and  member’s service record.  Civilian awards are to be forwarded to the appropriate HRO.

 5.1.7.4    The contractor shall process staff military fitness reports, evaluation reports, Letters of Extension and Performance Information Memorandum (PIM) for completeness and forward to reporting senior for signature.

 5.1.7.4.1 The contractor shall prepare and maintain military fitness reports, evaluations, and PIM suspense lists and notify action office of due date for regular reports.

 5.1.7.4.2  The contractor shall review and proofread military fitness reports, evaluation reports, and Letters of Extension and PIM for completeness and forward to reporting senior for signature.

 5.1.7.4.3  The contractor shall mail military fitness reports, evaluation reports, Letters of Extension, and PIM to appropriate activity, and forward copies as appropriate.

 5.1.7.5    The contractor shall proofread and process all officer and enlisted promotions and advancements; prepare promotion, or selection notifications; and, related acceptance documents, frocking letters and advancement certifications as appropriate.

 5.1.7.6    The contractor shall receive notification of prospective gains, request sponsors, and prepare and mail welcome aboard letter and package for each prospective gain.

 5.1.7.7    The contractor shall process all incoming and transferring staff personnel.  The contractor shall maintain a tickler file of incoming and outgoing personnel for dissemination at Command Planning Board meetings and update the tickler list as necessary using Naval Orders.

 5.1.7.8    The contractor shall manage the military electronic leave control program for staff and student personnel of the activity.

 5.1.7.9   The contractor shall maintain a long distance phone log and review and verify the Administrative Department’s telephone calls.

5.1.7.10  The contractor shall provide office automation support services, which include but not limited to fax machine, reproduction machines, and shredders.  The contractor shall operate the equipment per manufacturer’s instructions and render assistance to personnel using the equipment, if needed.  Provide operator assistance for malfunctioning machines (paper jams, etc.) and arrange for repairs.  The contractor will not perform the repairs, as repairs are beyond the scope of this contract and will be performed under other contracts.

5.1.7.11   The contractor shall provide customer assistance to callers or visitors.

5.1.8 Reserved

5.1.9   Publications Management - CID.  The contractor shall order publications from higher authority and other activities as required, receive, annotate, route and distribute publications, update publication master file, conduct a periodic review of publication files, remove obsolete material, and maintain required classified directives and  publications.

5.1.10    Reports Management – CID

5.1.10.1   The contractor shall review incoming and outgoing directives and correspondence to determine reporting requirements, maintain tickler system, research need, develop case file, and assign report title and control.

5.1.10.2     The contractor shall review listing of required and recurring reports, conduct periodic reviews, and prepare updated notice.

5.1.11    Directives Management – CID

5.1.11.1  The contractor shall process and review requests for new or revised directives, draft requested directives, and distribute for comments and changes to appropriate government approving personnel.

5.1.11.2   The contractor shall proofread final directive, obtain signature or approving authority, prepare reproduction request, or copy directive for distribution, develop a history file for each new directive, and insert all attachments and comments
.
5.1.11.3   The contractor shall conduct an annual review of directives.

5.1.11.4   The contractor shall review all directives indexes issued by higher authority to ensure applicable directives are held, current, and in order with applicable changes and procure required directives not held.

5.1.12     Forms Management – CID

5.1.12.1  The contractor shall review and process requests for new and revised forms.  Assign a number to new forms.

5.1.12.2   The contractor shall design new and revised forms, prepare forms for copying, copy form internally or forward to Defense Automated Printing Service (DAPS), develop a history file of new form, and insert attachments.

 5.1.12.3   The contractor shall conduct an annual forms review, dispose of all obsolete forms, prepare and update forms listing, and maintain an adequate supply of all forms utilized by the activity.

 5.1.13   Plan of the Day/Week/Month.  The contractor shall receive and review all articles to be published in the Plan of the Day/Week/Month, prepare and submit to appropriate party for review, obtain signature, and make distribution.

 5.1.14     Command Pass Coordinator (CPC) – CID

 5.1.14.1  The contractor shall perform CPC duties as the representative for matters affecting pay, transportation, advancement, service record maintenance for both staff and students, and attend meetings.

 5.1.14.2    The contractor shall process documents via TOPS necessary for service record entries.

 5.1.14.3    The contractor shall process enlisted personnel advancement paperwork to include, but not limited to initiating advancement certificates and frocking letters.

 5.1.15       Command Postal Service 

5.1.15.1   The contractor shall provide mail delivery and receipt service for CID Corry Station and tenant activities and personnel.  Mail received at 0830, 1030, and 1630 will be sorted, processed, and delivered to the addressee at 1000 and 1400, Monday through Friday.  The contractor shall research the unit locator file to determine addressee’s distribution symbol.  The COR must be notified and justification provided if this schedule cannot be met.  All mail shall be properly distributed to the addressee the same day it is received while personal mail may be held in the mailroom overnight for next day delivery.  The contractor will date stamp all mail unless determined by the COR it is not necessary.

 5.1.15.1.1     The contractor shall receive and sort certified, registered and classified mail from the U.S. Post Office, sign for it as required, obtain the required chain of custody signatures in accordance with all current regulations, and deliver to security clerk.

5.1.15.1.2    The contractor shall receive, sign for, and sort mail received from United Parcel Service (UPS), Federal Express (FEDEX), and other commercial mail services.

5.1.15.1.3    The contractor shall identify and track mail and packages deemed to be priority in nature which may be sent via an express mail service for pickup and track as necessary.

 5.1.15.1.4    The contractor shall receive, sort, and distribute outgoing mail brought to the mailroom by authorized courier employees.

 5.1.15.2     The contractor shall prepare all required forms, reports, and requests on discrepancies, damaged mail and tracers.

 5.1.15.3     The contractor shall operate a customer service window from 0630-0830 and 1000-1600 daily.

 5.1.15.4     The contractor shall dispense mail to customers on a “walk-in” basis.

 5.1.15.5     The contractor shall provide check-in/check-out/address change/general services to customers.

 5.1.15.6     The contractor shall issue mailboxes and combinations to student personnel.

 5.1.15.7     The contractor shall issue mail pick-up notification slips to customers.

 5.1.15.8     The contractor shall manage and maintain approximately 2,400 customer mail receptacles, make combination changes, maintain operation and cleanliness of boxes, maintain security, and safeguard combination cards and records.

 5.1.15.9     The contractor shall maintain current designation and authorization files, to include but not limited to, mail orderly designations, signature authorizations, and daily pick-up sheets, and screen personnel for authorization to pick-up mail.

 5.1.15.10   The contractor shall screen outgoing mail to ensure it meets required standards.  The contractor shall return all outgoing mail to originator, which does not meet required standards.

 5.1.15.11    The contractor shall provide a centralized locator service and a mail directory service for official military mail.

 5.1.15.12    The contractor shall research returned mail and misaddressed mail and forward to the correct address.

 5.1.16      Special Security Office (SSO) – CID

 5.1.16.1       The contractor shall review SSO files, record message traffic and Joint Personnel Adjudication System (JPAS) database to determine current status of individual clearances and investigations.

 5.1.16.2      The contractor shall add/delete information in the JPAS, internal and external resource databases as directed.

 5.1.16.3      The contractor shall update the database on a regular basis and develop reports to satisfy higher level employee requirements.

 5.1.16.4      The contractor shall create/maintain personnel security files as directed.

 5.1.16.5      The contractor shall track the status of student security clearances, determine level of access authorized, and issue appropriate security badges to personnel in accordance with current instructions.

 5.1.16.6      The contractor shall check message traffic and JPAS daily to obtain the most current clearance status on all students.

 5.1.16.7      The contractor shall record results in local personnel security database and update student SSO files accordingly.

 5.1.16.8      The contractor shall advise CID SSO when clearance eligibility is received.

 5.1.16.9      The contractor shall conduct appropriate level security indoctrination briefings.

 5.1.16.10     The contractor shall ensure appropriate indoctrination is recorded in JPAS.

 5.1.16.11     The contractor shall conduct appropriate security debriefs and check-out functions for departing staff and student personnel.

 5.1.16.12     The contractor shall perform check-in and check-outs on staff and students as directed.

 5.1.16.13     The contractor shall prepare SSO Personnel Security files for mailing. 

 5.1.16.14     The contractor shall coordinate student indoctrinations with Student Management and CID Unit Corry Station command representatives.

 5.1.16.15      The contractor Shall prepare request for ordering and maintaining a sufficient quantity of supplies and materials required by the SSO Department.

5.1.16.16     The contractor will assist with the destruction of classified and Personnel Identifiable Information (PII) as directed.
 
 5.2          Services to be performed at CIDD Goodfellow AFB.

 5.2.1       Administrative Support Services – CIDD and CID.

 5.2.1.1    The contractor shall update the CIDD directory and maintain an updated CIDD telephone directory.

 5.2.1.2    The contractor shall prepare, review, and distribute muster report.

 5.2.1.3    The contractor shall update and distribute command personnel alpha (officer/enlisted/civilian), division list, and recall bill.

5.2.1.4    The contractor shall process all personnel and higher authority unit awards approval/disapproval by the CIDD Officer In Charge (OIC).

 5.2.1.4.1  The contractor shall review awards, make corrections, and proofread all awards and forward award recommendation to OIC Officer for review and signature.

 5.2.1.4.2     The contractor shall forward awards to higher authority for approval, maintain an awards file, prepare awards for ceremony, forward copy of award to Personnel Support Detachment (PSD) for entry into member’s service records, and forward copy to CNO.  Civilian awards are to be forwarded to the appropriate HRO.

 5.2.1.5       The contractor shall process all military fitness, evaluation reports, and letters of continuation, and PIM for completeness and forward to reporting senior for signature.

 5.2.1.5.1     The contractor shall prepare and maintain military fitness, evaluation, and notify action office of due date.

 5.2.1.5.2     The contractor shall review and proofread all military fitness reports, evaluation reports, and Letters of Extension, and PIM for completeness and forward to reporting senior for signature.

 5.2.1.5.3     The contractor shall mail military fitness reports, evaluation reports, Letters of Extension, and PIM to appropriate activity, and forward copies as appropriate.

 5.2.1.6        The contractor shall process all overseas screening forms, schedule interviews, annotate screening forms and ensure a final determination of eligibility is made in accordance with all applicable instructions.

 5.2.1.7        The contractor shall review and process all officer and enlisted promotions and advancement. Prepare promotion or selection notifications, and related acceptance documents, frocking letters and advancement certifications as appropriate.

 5.2.1.8    The contractor shall provide support for the military sponsor program.  The contractor will receive notification of prospective gain, request a sponsor, prepare welcome aboard letter and package for prospective gain, and mail.

 5.2.1.9    The contractor shall process all receipts and transfers for military personnel of the activity.

 5.2.1.10  The contractor shall manage military leave control program for personnel of the activity.

 5.2.1.11  The contractor shall maintain a long distance phone log and review and verify the Administrative Department’s telephone call.

 5.2.1.12  The contractor shall provide office automation support services, which include but are not limited to fax machine, reproduction machines, and shredders.  The contractor shall operate the equipment per manufacturer’s instructions and render assistance to personnel using the equipment, if needed.  Provide operator assistance for malfunctioning machines (paper jams, etc.) and arrange for repairs beyond the scope of this contract.

 5.2.1.13  The contractor shall provide customer assistance to callers or visitors.

 5.2.2       Command Pass Coordinator (CPC) – CIDD

 5.2.2.1    The contractor shall perform CPC duties as the representative for matters affecting pay, transportation, advancement, service record maintenance for both staff and students, and attend meetings.

 5.2.2.2    Reserved

 5.2.2.3    The contractor shall coordinate with PSD to ensure student personnel receive per diem payments in a timely manner.

 5.2.2.4    The contractor shall obtain service records and process documents necessary for service record entries.

 5.2.2.5    The contractor shall provide officer and enlisted personnel assistance in obtaining military identification cards for the member and their families from the Military Personnel Flight (MPF).

 5.2.2.6    The contractor shall assist in the paperwork to include, but not limited to, arranging for exam proctors, initiating advancement certificates and frocking letters, and proper destruction of examinations.

 5.2.2.7    The contractor shall attend quarterly CPC meetings at the designated meeting area to remain current on policy changes.

 5.2.3       Correspondence – CIDD

 5.2.3.1    The contractor shall receive, open, and review incoming correspondence, determine proper routing, reroute as required, sort into action or non-action categories, and prepare an Executive Read File.
 5.2.3.2    The contractor shall route non-action material to the proper office.

 5.2.3.3    The contractor shall prepare route slips for action correspondence, annotate correspondence control log, file the route slips, and make distribution.

 5.2.3.4    The contractor shall monitor correspondence suspense files, notify all departments/divisions having overdue action items, and prepare a weekly tickler for distribution to all department/divisions.

 5.2.3.5    The contractor shall annotate the tickler report as changes occur and remove, file, and destroy action route slips.

 5.2.3.6    The contractor shall initiate and prepare outgoing correspondence in accordance with originator instructions and the Navy Correspondence Manual and review for completeness and correctness.  The contractor shall ensure all typed correspondence is proofread and the routing annotated on the routing transmittal.

 5.2.3.7    The contractor shall assemble all correspondence in correct sequence, send prepared correspondence to the appropriate person through the command’s applicable routing chain for signature, and track all outgoing action correspondence and send tracer if necessary.

 5.2.3.8    The contractor shall assign a serial number, affix date, prepare address label, prepare mailing container, if necessary, make appropriate number of copies required by the activity, with all enclosures, and deliver to the United States Postal Service (USPS) or commercial mail service.

 5.2.3.9    The contractor shall prepare envelopes with proper address in accordance with postal regulations and the Standard Navy Distribution List (SNDL).  The contractor shall conserve postage through consolidation and other means available and forward all completed, properly addressed mail.

 5.2.3.10  The contractor shall maintain a reproducible master copy of all action and official correspondence, to include all enclosures and attachments, and will provide reprographic services as required.

 5.2.3.11  The contractor shall purge the correspondence file annually, transfer historically significant records to the National Archives; retire semi-active records to the Federal Records Centers or other holding or storage areas; and destroy records in accordance with the relevant retention policy when they are no longer needed.

 5.2.4       Travel Order Functions – CIDD

 5.2.4.1    The contractor shall calculate all requested travel costs, showing breakdown of travel costs, entitlements and miscellaneous amounts, reconcile with the Comptroller/Disbursing Office, and maintain a signature receipt log.

 5.2.4.2    The contractor shall prepare travel orders including medical evacuation (MEDEVAC) and notify requesting office when orders are ready.

 5.2.4.3    The contractor shall make all travel arrangements and reservations for the individual concerning airline tickets, rental cars and hotels or BEQ/BOQ.

 5.2.4.4    The contractor shall check all travel claims for completeness and accuracy, advise the traveler of any omissions, and makes all copies necessary for liquidation.  The contractor shall assist the traveler and Personnel Support Detachment (PSD) to ensure prompt filing of travel claims and/or resolution of problems arising during liquidation.   Travel claims must be forwarded to PSD within five working days.

 5.2.5       Publications Management – CIDD

 5.2.5.1    The contractor shall order publications from higher authority and other activities as required, receive, annotate, route and distribute publications, update publication master file, conduct a periodic review of publication files, remove obsolete material, and maintain required classified directives and publications.

 5.2.6       Directives Management – CIDD

 5.2.6.1    The contractor shall process and review requests for new or revised directives/instructions, prepare directives/instructions, and distribute for comments and changes.

 5.2.6.2    The contractor shall proofread final directives/instructions, obtain signature or approving authority, prepare reproduction request, or copy directives/ instructions for distribution, develop a history file for each new directives/instructions, and insert all attachments and comments.

 5.2.6.3    The contractor shall conduct an annual review of directives/instructions.

 5.2.6.4    The contractor shall review all directives/instructions indexes issued by higher authority to ensure applicable directives/instructions are held, current, and in order with applicable changes and procure required directives/instructions directives not held.

 5.2.7       Forms Management – CIDD

 5.2.7.1    The contractor shall review and process requests for new and revised forms.  Assign a number to new forms.

 5.2.7.2    The contractor shall design new and revised forms, prepare forms for copying, copy form internally or forward to Defense Automated Printing Service (DAPS), develop a history file of new form, and insert attachments.

 5.2.7.3    The contractor shall conduct an annual forms review, dispose of all obsolete forms, prepare and update forms listing, and maintain an adequate supply of all forms utilized by the activity.

 5.2.8       Plan of the Day/Week/Month.  The contractor shall receive and review all articles to be published in the Plan of the Day/Week/Month, prepare and submit to appropriate party for review, obtain signature, and make distribution.

 5.3          Special Security Office (SSO)  CID MONTEREY 

 5.3.1       The contractor shall coordinate the Single Scope Background Investigation-Periodic Review (SSBI-PR) Program for staff, supported element personnel and selected students with access to Sensitive Compartmented Information (SCI).  

 5.3.1.1    The contractor shall review SSO files and Joint Personnel Adjudication System (JPAS) database to determine current status of individual clearances and investigations.  

 5.3.1.2    The contractor shall establish schedules for the periodic review of SSBI clearances, contact individuals when updates are required, and assist with completion of DOD Electronic Questionnaires for Investigations Processing (E-Qip).

 5.3.1.3   The contractor shall conduct one-on-one personal interviews to clarify personnel security information and/or resolve any potentially derogatory issues.

 5.3.1.3.1 The contractor shall assess individual’s eligibility for continued access to classified information and advise supervisor of cases in which continued eligibility is not recommended.

 5.3.1.4    The contractor shall compile all required personnel release forms and mail or fax to Office of Personnel Management (OPM).

 5.3.1.5    The contractor shall maintain liaison with OPM and DON CAF personnel involved with investigations and adjudication in order to determine status of ongoing investigations and resolve any problems with regard to individual personnel security information. 

 5.3.1.6    The contractor shall maintain personnel database for staff members that reflects personal identification and status of security clearance, access, and investigations.  

 5.3.1.6.1  The contractor shall update the personnel database on a regular basis and develop reports to satisfy higher level employee requirements.

 5.3.2       The contractor shall track the status of student security investigations and clearances, determine level of access authorized, and issue appropriate security badges to personnel in accordance with current instructions.

 5.3.2.1    The contractor shall check message traffic and JPAS daily to obtain the most current clearance status on all students.  

 5.3.2.1.1  The contractor shall record results in personnel security database and update student SSO files accordingly.

 5.3.2.2    The contractor shall interact with points of contact at OPM and DON CAF to resolve clearance related issues and expedite clearance certification.  

 5.3.2.2.1  The contractor shall advise the member’s Chain of Command when clearance eligibility is received.

 5.3.2.3    The contractor shall conduct appropriate level security indoctrination briefings.  

 5.3.2.4    The contractor shall conduct security debriefs and check-out functions for departing staff and student personnel.  

  5.3.2.4.1 The contractor shall review BUPERS orders to ensure security related requirements are satisfied.  

 5.3.2.4.2  The contractor shall ensure appropriate indoctrination is recorded in JPAS.

 5.3.3       The contractor shall manage visitor access control procedures to ensure protection of classified material during official and unofficial visits.

 5.3.3.1    The contractor shall review incoming messages and correspondence for visit notifications and clearance certifications.  

 5.3.3.1.1 The contractor shall maintain local database with personal identification and clearance data for all authorized command visits.

 5.3.3.2    The contractor shall review conference and visit schedules and prepare appropriate visitor badges and documentation for access at times and locations required.  

 5.3.2.1    The contractor shall coordinate with external organizations as required to obtain clearance for visitors without current authorization.  

 5.3.3.3    The contractor shall maintain accountability of security badges assigned to all visitors. 

5.3.3.4     The contractor shall maintain the schedule for NCIS Polygraph Agents.

 5.4          ADMINISTRATIVE SUPPORT CID CLREC

 5.4.1       Administrative Management – CID CLREC

 5.4.1.1    The contractor shall meet the requirements of the daily CLREC routine, and participate in all CLREC staff meetings, briefs, and discussions as required but not limited to administrative support.

 5.4.1.2    The contractor shall send out action notices to ensure all due dates are met and also to proofread, edit, correct format, grammar, and other errors in all written material.

 5.4.1.3    The contractor shall research, administer and conduct surveys, compile statistics and prepare reports and associated correspondence in order to properly draft correspondence, reports and memoranda.

 5.4.1.4    The contractor shall prepare requests for ordering and maintaining a sufficient quantity of supplies and materials needed by CLREC administrative department.  The contractor shall provide budget input as requested to project expenditures and equipment needed within the CLREC administrative department.

 5.4.2       Correspondence – CID CLREC

 5.4.2.1    The contractor shall receive, open, and review department incoming correspondence,   determine proper routing, reroute as needed, sort into action or non-action categories.

 5.4.2.2    The contractor shall route non-action material to the proper staff.

 5.4.2.3    The contractor shall track all action correspondence

 5.4.2.4    The contractor shall maintain the department correspondence log.

 5.4.2.5    The contractor shall initiate and prepare outgoing correspondence in accordance with originator instructions and the Navy Correspondence Manual (copy to be provided to contractor at contract start) and review for completeness and correctness.  The contractor shall ensure all typed correspondence is proofread and the routing annotated on the routing transmittal.

 5.4.2.6    The contractor shall assemble all correspondence in correct sequence, send prepared correspondence to the appropriate person through the command’s applicable routing chain for signature, and track all outgoing action correspondence and send tracer if necessary.

 5.4.2.7    The contractor shall burn and or copy disks as required, affix date, prepare address label, and Prepare mailing containers, if necessary, with all enclosures, and deliver to CID Administrative office, the United Postal Service (USPS) or commercial mailing services.

  5.4.2.8  The contractor shall prepare envelopes with proper address in accordance with postal regulations and the Standard Navy Distribution List (SNDL), copy to be provided to the contractor at contract start.  The contractor shall conserve postage through consolidation and other means available and forward all completed, properly addressed mail to CID Administrative office.

 5.4.2.9    The contractor shall maintain a reproducible master copy of all department action and official correspondence, to include all enclosures and attachments, and shall provide reprographic services as required.

 5.4.3       Classified Material – CID CLREC

 5.4.3.1    The contractor must comply with all DoD and Navy security regulations and instructions concerning the handling of classified material.  Copies of these regulations and instructions will be provided to the contractor.

 5.4.4       Office Automation – CID CLREC

 5.4.4.1    The contractor shall perform office automation services, answer phones, the door (this is a secure building) as well as provide information and instruction upon request to callers and visitors. 

 5.4.4.2    The contractor shall provide and initiate office automation services which may include but are not limited to Naval and business letters, administrative reports, technical curriculum, memoranda, regulations, directives. The contractor shall transcribe such material from previously typed material, longhand submissions, electronic systems, or any acceptable standard similar to industry state-of-the art system (from rough draft to final smooth copy).

 5.4.5             Mail – CID CLREC

 5.4.5.1          The contractor shall pick-up and sort all incoming department’s mail to/from building 501.

 5.4.5.2          The contractor shall deliver mail to customers and dispense mail on a “walk-in” basis.

 5.4.5.3          The contractor shall provide unscheduled mail pick-up and delivery.

 5.4.5.4          The contractor shall deliver all outgoing mail to the Command administrative office.

 5.4.6             Administrative Support Services – CID

5.4.6.1          The contractor shall process all incoming and transferring staff personnel.

5.4.6.2          The contractor shall maintain the department shipping log.

 5.4.6.3   The contractor shall provide office automation support services, which include but not limited to fax machine, reproduction machines, and shredders.  The contractor shall operate the equipment per manufacturer’s instructions and render assistance to personnel using the equipment, if needed.  Provide operator assistance for malfunctioning machines (paper jams, etc.) and arrange for repairs.  The contractor will not perform the repairs, as repairs are beyond the scope of this contract and will be performed under other contracts.

 5.4.6.4          The contractor shall provide customer assistance to callers or visitors.

5.4.7             CID CLREC

 5.4.8             Reports Management – CID CLREC

 5.4.8.1        The contractor shall review incoming and outgoing directives and correspondence to determine reporting requirements, maintain tickler system, research need, develop case file, and assign report title and control.

 5.4.8..2         The contractor shall review listing of required and recurring reports, conduct periodic reviews, and prepare updated notice.

 5.4.9             Forms Management – CID CLREC

 5. 4.9.1         The contractor shall review and process requests for new and revised forms.  

 5. 4.9.2         The contractor shall design new and revised forms, prepare forms for copying, copy form internally or forward to Defense Automated Printing Service (DAPS).

 5.4.10           Reserved

 5.4.11       Travel Order Functions – CID CLREC

5.4.11.1    The contractor shall calculate all requested travel costs, showing breakdown of travel cost, entitlements and miscellaneous amounts, reconcile with the Comptroller/Disbursing Office, and maintain a signature receipt log.

5.5          ADMINISTRATIVE SUPPORT CID UHR

5.5.1       Administrative Management – CIDUHR

5.5.2       These positions are located in the Administrative Department (N1), CIDUHR, Dam Neck, 2088 Regulus Avenue, Building 420, Virginia Beach, VA 23461. The primary purpose of the position is to perform office automation work, including word processing, and a variety of clerical functions in support of the organization’s mission and functions.  This is a full time 40 hour per week position. 

This position is located in the Administrative Department at CID U SAN DIEGO, 3955 North Harbor Drive, San Diego, CA, 92101. The primary purpose of the position is to perform office automation work, including word processing, and a variety of clerical functions in support of the organization’s mission and functions. This is a full time 40 hour per week position.

5.5.2.1    The working hours are 0730 to 1600 Monday Through Friday for CIDUHR, Dam Neck.

	The working hours are 0700 to 1530 Monday Through Friday for CID U San Diego.

5.5.3       The contractor types, edits, formats and prints a wide variety of documents for the command staff, including correspondence, technical reports, organizational proposals and justifications, technical notes, instructions, notices and other directives.

5.5.3.1    The contractor maintains documents in electronic files, make copies, maintain master correspondence files.

5.5.3.2    The contractor processes command awards.

5.5.3.3    The contractor acts as the Command Leave Coordinator, set-up command electronic leave procedures for staff active duty personnel.

 5.5.3.4    The contractor produces and distributes the Plan of the Week.

 5.5.3.5    The contractor delivers, picks up, and sorts mail.   

 5.5.3.6    The contractor tracks command military transfers and receipts. 

 5.5.3.7    The contractor issues and resets MyPay Pins.

 5.5.3.8    The contractor processes electronic service record updates via Transaction On-line Processing System.

5.5.3.9    The contractor will be the Command Pass Coordinator. 

5.5.4.0    The contractor edits Enlisted evaluations and Officer fitness reports.

5.5.4.1    The contractor acts as the Command muster coordinator.

5.5.4.2    The contractor is required to have and maintain a Secret Clearance

5.5.4.3	The contractor will operate a government vehicle to drive between command sites in the San Diego area to perform assigned work. (San Diego)

5.5.4.4	The contractor will maintain a command calendar. (San Diego)

5.6          Cross Training and Cross Utilization of Employees.  CID and CIDD

5.6.1       The contractor shall cross train and cross utilize all employees in their respective work area or areas which employee may be qualified for.

5.7           30 Day Ramp Up Time

5.7.1         It is anticipated that the contractor will have 30 days prior to the start of period of performance of the contract in order to address and obtain all applicable Security Requirements as stated in the Attached DD 254 - Contract Security Classification Specification.

5.8             Required (Minimum) Staffing Levels

5.8.1          The following staffing levels represent contract requirements. The contractor shall provide the below minimum staffing:

	Corry Station, FL

	Labor Category:
	Full Time Equivalent (FTE):

	General Clerk I
	3

	General Clerk III
	2

	Word Processor I
	1

	Word Processor II
	2

	Program Manager
	1

	Goodfellow AFB, TX

	General Clerk II
	2

	Monterey, CA

	General Clerk III
	1

	Hampton Roads, VA

	Secretary I
	2

	San Diego, CA

	Secretary I
	1


Total FTE:  15    –    FTE – Based on 2080 Man-Hours
 
5.8.2	Security Clearances
 
The security requirements are as follows:

	Corry Station, FL

	Labor Category:
	Full Time Equivalent (FTE):

	General Clerk I
	3 – SECRET

	General Clerk III
	2 – TOP SECRET

	Word Processor I
	1 – SECRET

	Word Processor II
	2 – TOP SECRET

	Program Manager
	1 – TOP SECRET

	Goodfellow AFB, TX

	General Clerk II
	2 – SECRET

	Monterey, CA

	General Clerk III
	1 – TOP SECRET

	Hampton Roads, VA

	Secretary I
	2 - SECRET

	San Diego, CA

	Secretary I
	1 - SECRET



6.0	AVERAGE MONTHLY TASK (BASED ON HISTORICAL DATA):

PWS                                       DEFINITION OF TASK                                       	  	MONTHLY AVERAGE 

5.1.1.1                                    Administrative Management
5.1.1.2                                    Attend Meetings and Briefs                                                                     3
5.1.1.3                                    Prepare Action Route Slips/Ticklers                                                        8
5.1.1.4                                    Support DOD/DON Surveys                                                                  24
5.1.1.5                                    Maintain/Order Supplies                                                                           2
5.1.2                                       Correspondence   
5.1.2.1                                    Process Incoming Correspondence                                                        131
5.1.2.3                                    Process Outgoing Correspondence                                                        111
5.1.4                                       Message Processing                                                                                                     
5.1.4.1                                    Outgoing Messages                                                                                   6
5.1.5                                       Office Automation              
5.1.5.1                                    Develop and Reproduce Presentation, Etc.                                               0
5.1.5.2                                    Maintain Long Range Schedules                                                              0
5.1.6                                       Mail CID               
5.1.6.1                                    Incoming Mail                                                                                         327
5.1.6.2                                    Outgoing Mail                                                                                         291
5.1.7                                       Administrative Support Services      
5.1.7.1                                    Update Command/Activity Telephone Directory                                     0
5.1.7.2                                    Prepare Muster Reports                                                                            18
5.1.7.3                                    Process Personnel and Unit Awards                                                        100
5.1.7.4                                    Process Staff Military Fitness, Evaluations and PIMS 65
5.1.7.5                                    Prepare Officer/Enlisted Promotions                                                         13
5.1.7.6                                    Support Military Sponsor Program                                                            10
5.1.7.7                                    Process Receipts and Transfers for Staff Personnel     
                                                Check Ins                                                                                                   17
                                                Check Outs                                                                                                18
5.1.7.8                                    Manage Military Leave Control Program                                                 350
5.1.7.9                                    Telephone Bill Verification                                                                          1
5.1.7.10                                 Office Equipment Support-Number of Pieces               
                                                Operating/Maintaining       
5.1.7.11                                 Phone/Customer Service Duties       
5.1.9                                       Publication Management  
5.1.10                                     Reports Management                                                         
5.1.11                                     Directives Management     
5.1.11.1                                 Number of Local Directives reviewed                                                         21
5.1.11.2                                 Number of New, Revised, and Deleted Directives                                      13
5.1.12                                     Forms Management           
5.1.12.1                                 Number of Local Forms Reviewed                                                               6
5.1.12.3                                 Number of New, Revised, Deleted Forms                                                    4
5.1.13                                     Plan of the Day/Week/Month                                                                      4
5.1.14                                     CPC Duties
5.1.14.1                                 Meeting with PSD                                                                                         4              
5.1.14.2                                 Service Record Maintenance                                                                        51
5.1.14.3                                 Number of Advancement Issues                                                                    2
5.1.15                                     Command Postal Service
5.1.15.1                                 Number of Customers                                                                                  894
                                                Incoming Mail                                                                                           2746
                                                Outgoing Mail                                                                                           1128
5.1.15.8                                 Manage Mailboxes, Combinations, and Mailroom records                          501
5.1.16                                     Special Security Office       
5.1.16.1                                 Review, Process (for distribution) and File Naval Messages                     1,000
5.1.16.2                                  Draft Routine Messages and Electronically Process Naval Messages         42
5.1.16.3                                Identify Clearance Levels of Visitors via AMHS/DMS Message
                                                Systems                                                                                                        312
5.1.16.4                                 Add/Delete Information in the SSO Database/Joint Personnel
                                                Adjudication System (JPAS) and Commander, Naval Security
                                                Group (CNSG) Human Resource Data Base                                               407
5.1.16.5                                 Create Routine /Maintain Personnel Security files                                        545
5.1.16.6                                 Issue Security Badges                                                                                    126
5.1.16.7                                 Conduct Security Indoctrinations                                                                  124
5.1.16.8                                 Create Routine and/or Maintain Visitor Clearance Logs                              158
5.1.16.9                                 Check Outs                                                                                                      99
5.1.16.10                               Perform Debriefs                                                                                             2
 
5.2                                          Administrative Support Services – CIDD                                       
5.2.1.1                                    Update/Maintain CIDD Goodfellow Directory                                              2
5.2.1.2                                    Prepare Muster Report                                                                                    20
5.2.1.4                                    Process Unit Awards                                                                                       8
5.2.1.5                                    Process Fitness/Evaluation Reports                                                                26
5.2.1.5.1                                 Prepare and Maintain Military Fitness/Evaluation Reports                           26
5.2.1.6                                    Prepare all Overseas Screening                                                                      15
5.2.1.7                                    Review/Process all Military Promotion/Advancements                                 10
5.2.1.8                                    Provide Support to Military Sponsor Program                                               26
5.2.1.9                                    Process Receipts and Transfers for Military Personnel                                  45
5.2.1.10                                  Manage Leave Control Program                                                                     6
5.2.1.11                                  Maintain Phone Log                                                                                        1
5.2.1.12                                  Operate Office Automated Equipment                                                            4
5.2.1.13                                  Provide Customer Assistance                                                                          23
 
5.2.2                                       PASS Liaison Representative – CIDD
5.2.2.1                                    Perform CPC Duties                                                                                        46
5.2.2.2                                    Provide Assistance for Pay and Personnel Matters                                         49
5.2.2.3                                    Coordinate Student Per Diem                                                                          49
5.2.2.4                                    Obtain Service Records and Process Documents                                            49
5.2.2.5                                    Provide Assistance                                                                                           49
5.2.2.6                                    Assist with Paperwork                                                                                     49
5.2.2.7                                    Attend Quarterly CPC Meetings                                                                       0
 
5.2.3                                       Correspondence – CIDD
5.2.3.1                                    Process Correspondence                                                                                    45
5.2.3.2                                    Route Non-Action Material                                                                               8
5.2.3..3                                   Prepare Route Slips                                                                                           3
5.2.3.4                                    Monitor Correspondence Files                                                                          4
5.2.3.5                                    Annotate Tickler Report                                                                                    1
5.2.3.6                                    Initiate and Prepare Outgoing Correspondence                                                30
5.2.3.7                                    Assemble all Correspondence                                                                            2
5.2.3.8                                    Assign Serial Numbers                                                                                       8
5.2.3.9                                    Prepare Envelopes                                                                                              8
5.2.3.10                                  Maintain Master Copies of Correspondence                                                      4
5.2.3.11                                  Purge Correspondence Files                                                                               2
5.2.4                                       Travel Order Functions – CIDD                                                                        
5.2.4.1                                    Calculate all Requested Travel Costs                                                                 6
5.2.4.2                                    Prepare Travel Orders                                                                                        6
5.2.4.3                                    Make Travel Arrangements                                                                                3
5.2.4.4                                    Review Travel Claims                                                                                        6
5.2.4.5                                    Complete Annual Travel Plan                                                                            0
 
5.2.5                                       Publications Management - CIDD
5.2.5.1                                    Order Publications                                                                                              1
5.2.6                                       Directives Management – CIDD
5.2.6.1                                    Process and Review all Requests for Directives                                                3              
5.2.6.2                                    Review Final Directives                                                                                     3
5.2.6.3                                    Conduct Annual Review of Directives                                                               3
5.2.6.4                                    Review Directives Indexes                                                                                 4
5.2.7                                       Forms Management – CIDD
5.2.7.1                                    Process and Review Requests for Forms                                                            2
5.2.7.2                                    Design New and Revised Local Forms                                                               0
5.2.7.3                                    Conduct Forms Review                                                                                       0
5.2.8                                       Plan of the Day/Week/Month – Receive and Review                                        20

7.0	CONTRACTOR PERSONNEL:

The contractor shall provide personnel who are qualified, sufficiently trained, and properly supervised following accepted industry best practices and methodologies.  Experience or knowledge of the military transition system is beneficial.  The effort is further characterized by endeavoring to use effective management and quality control methods to meet project demands.  The selection, assignment, reassignment, transfer, supervision, management, and control of contractor personnel employed to perform tasks under this purchase order shall be the responsibility of the contractor.  The contractor shall be responsible for the performance and conduct of contractor and subcontractor (if applicable) employees.

The following is specified with regard to personnel employed to deliver the PWS requirements by the contractor:

· All personnel employed by the contractor shall have the ability to speak and communicate in English.
· Personnel shall be capable of learning and using current office equipment (including various office technology and applications – i.e. computers, Microsoft Office)
· Contractor employees shall not represent or appear to represent themselves as Government employees.  At all times, contractor personnel will wear appropriate identification identifying themselves as contractor personnel.  At all meetings, conferences, or sessions with the Government personnel, contractor personnel shall clearly identify their status as contractor employees.  Email signatures and other correspondence shall clearly identify their status as contractor employees.
· All personnel shall be United States citizens.

The skill level and training of the staff provided shall be sufficient to perform the required tasks under this contract and shall be current and consistent with new technologies.  Minimum qualifications shall be applicable to the tasks outlined in Section 5.0 of this PWS.

8.0 	APPLICABLE REGULATIONS, MANUALS, AND DIRECTIVES:

The government will provide all publications listed below at the start of the contract.  Supplements or amendments to listed publications may be issued during the life of the contract.  The contractor shall ensure all publications are posted and kept up to date.  Upon completion or termination of the contract, the contractor shall return all issued publications to the government.
                                                                                                                                                                                                                                                                                                   
Document                             Title                                                                                        Optional/Mandatory
 
CIDINST                               Processing Special Request /Authorization                    Mandatory
1000.1
 
OPNAVINST                        Manual of Navy Total Force Manpower Policies         Mandatory
1000.16                                and Procedures
 
CIDINST                               Hometown Area Recruiting Program (HARP)               Mandatory
1040.3
 
CIDINST                               Command Retention Program                                         Mandatory
1040.4
 
CIDINST                               Leave and Liberty                                                               Mandatory
1050.1

CIDINST                               Accounting for Staff and Student Personnel and         Mandatory
1080.3                                   Submission of Muster Report
 
OPNAVINST                        Enlisted Bonus and Special Duty Assignment Pay       Mandatory
1160.6                                   Programs
 
OPNAVINST                        Suitability Screening for Overseas and Remote            Mandatory
1330.14                                 Duty Assignment
 
CIDINST                               Assignment Limited Personnel Reporting                       Mandatory
1306.1
 
BUPERINST                        Advancement Manual                                                       Mandatory
1430.16
 
CIDINST                               Navy Performance Evaluation and Counseling            Mandatory
1610.10                                System
 
BUPERINST                        Navy Performance Evaluation and Counseling            Mandatory
1610.10                               System
 
CIDINST                               Counseling                                                                            Mandatory
1616.2
 
NETCINST                           Policy and Procedures for the Awards Program            Mandatory
1650.1                                   Within the Naval Education and Training Command
 
SECNAVINST                   United States Navy and Marine Corps Awards               Mandatory
1650.1                                   Manual
 
CIDINST                               NAVTECHTRACEN Awards Manual                            Mandatory
1650.1
 
CIDINST                               Command Awards Ceremony                                          Mandatory
1650.2C
 
CIDINST                               Meritorious Mast                                                                 Mandatory
1650.6
 
CIDINST                               Retirement and Fleet Reserve Transfers                         Mandatory
1650.7
 
OPNAVINST                       Cash Awards for Military Personnel for                          Mandatory
1650.8                                   Suggestions, Inventions, Scientific Achievements,
                                              And Disclosures
 
CIDINST                               Sailor/Instructor Special Recognition Programs            Mandatory
1650.10
 
OPNAVINST                        Social Usage and Protocol Handbook                            Mandatory
1710.7
 
CIDINST                               Sponsor Program                                                                 Mandatory
1720.1
 
CIDINST                               U.S. Navy Family Care Policy                                          Mandatory
1740.2
 
OPNAVINST                        Navy Sponsor Program                                                      Mandatory
1740.3
 
OPNAVINST                        U.S. Navy Family Care Policy                                          Mandatory
1740.4
 
BUPERSINT                        The Navy Casualty Asst Calls Program Manual          Mandatory
1770.3
 
SECNAVINST                   Management of Department of Defense (DOD)             Mandatory
2060.1                                   Telephones within the Department of the Navy (DON)
 
SECNAVINST     Use of Department of Defense (DOD) Telephones                       Mandatory
2305.11
 
OPNAVINST                        Standard Organization and Regulations of the             Mandatory
3120.32                                Navy (SORM)
 
CIDINST                               Disaster Preparedness Plan                                                Mandatory
3440.1
 
CIDINST                               Special Recognition Awards                                              Mandatory
3590.1
 
CIDINST                               Policy and Procedures Governing Commuted               Mandatory
4061.4                                   Rations (COMRATS)
 
CIDINST                               Energy Conservation Program                                          Mandatory
4101.1
 
CIDINST                               Requisition and Procurement Procedures                       Mandatory
4200.1
 
DoD 4525.8-M                    DoD Official Mail Manual                                 Mandatory
 
CIDINST                               Temporary Additional Duty (TAD) Policies and           Mandatory
4650.1                                   Procedures for Military and Civilian Personnel
 
CNETINST                           Government Travel Charge Card Program                    Mandatory
4650.4
 
CIDINST                               Navy Commercial Activity Program                               Mandatory
4860.1
 
CIDINST                               Command Evaluation Program                                       Mandatory
5000.4
 
CIDINST                               Designation of Master Training Specialist                      Mandatory
5000.5
 
CIDINST                               Command Visits                                                                  Mandatory
5050.2
 
CIDINST                               NAVTECHTRACEN Pensacola Occupation Safety    Mandatory
5100.3                                   Safety and Health Program Manual
 
CIDINST                               Safety Policy Statement and Goals and                         Mandatory
5101.1                                   Objectives for Accident Prevention
 
DODINST                             Department of Defense (DOD) Directives                      Mandatory
5105.21                               (M-1) NAVSUP
 
CIDINST                               Station Postal System                                                         Mandatory
5110.1
 
OPNAVINST                        Mail Handling and Delivery Procedures for                   Mandatory
5112.5                                   Mailrooms and Postal Service Centers
 
OPNAVINST                        Department of the Navy Postal Instructions                 Mandatory
5112.6
 
CIDINST                               Management Control Program                                         Mandatory
5200.1
 
SECNAVINST                  Department of the Navy File Maintenance                      Mandatory
5210.11                              Procedures and Standard Subject Identification
                                             Codes (SSIC)
 
CIDINST                               Personal Privacy and Rights of Individuals                   Mandatory
5211.2                                   Regarding Their Personal Records Under the
                                                Privacy Act
 
SECNAVINST                  Department of the Navy Privacy Act Program                Mandatory
5211.5
 
SECNAVINST                  Navy and Marine Corps Records Disposition Manual Mandatory
5212.5
 
CIDINST                               Forms Management                                                           Mandatory
5213.1
 
SECNAVINST                   Department of the Navy Forms Management Program Mandatory
213.10
 
SECNAVINST                    Department of the Navy Information Requirements    Mandatory
5214.2                                   (Reports) Management Program
 
OPNAVNOTE                    Department if the Navy Directives Consolidated          Mandatory
5215                                       Subject Index
 
CIDPNOTE                           Index of CID Pensacola Instructions                             Mandatory
5215
 
SECNAVINST                   Department of the Navy Directives Issuance System    Mandatory
5215.1
 
CIDINST                               NAVTECHTRACEN Corry Station Distribution Lists Mandatory
5216.2
 
SECNAVINST                   Department of the Navy Correspondence Manual         Mandatory
5216.5
 
OPNAVINST                        Navy Official Mail Management Instruction                                Mandatory
5218.7
 
CIDINST                               Electronic Mail (E-Mail) Policy and Standards             Mandatory
5230.2
 
CIDINST                               Internet Connectivity for End Users of Government   Mandatory
5230.3                                   Computers
 
CIDINST                               Information Systems Security (ISS) Plan                       Mandatory
5239.1
 
CNETINST                           Incentive Awards Program for Military and                  Mandatory
5305.1                                   Civilian Personnel
 
CIDINST                               Position Management (PM) Program                              Optional
5310.1
 
CIDINST                               Procedures for Plan of the Week (POW)                         Mandatory
5330.2
 
CIDINST                               Standards of Conduct and Government Ethics            Mandatory
5370.1

OPNAVNOTE                     Standard Navy Distribution List                       Mandatory
5400
 
CIDINST                               Standard Organization Manual for the Naval                              Mandatory
5400.1
 
CIDINST                               Missing, Lost, Stolen or Recovered (MLSR)                  Mandatory
5500.5                                   Government Property
 
OPNAVINST                        Department of the Navy Information and                    Mandatory
5510.1                                   Personnel Security Program
 
CIDINST                               Information Personnel Security Program Regulation   Mandatory
5510.1
 
OPNAVINST                      Withholding of Unclassified Technical Data                   Mandatory
5510.61                               From Public Disclosure
 
SECNAVINST                   Department of the Navy (DON) Personnel Security       Mandatory
5510.30                               Program
 
SECNAVINST                   Nuclear Weapons Personnel Reliability Program (PRP) Mandatory
5510.35
 
SECNAVINST                   Department of the Navy Security Program                      Mandatory
5510.36
 
OPNAVINST                     Department of the Navy Classification Guide                 Mandatory
5133.1
 
BUPERINST                        Personnel Security Eligibility, Clearance and Access Mandatory
5520.1
 
CIDINST                               Physical Security and Loss Prevention                            Mandatory
5530.14
 
CIDINST                               Operation of the Command Printing (Reprographics) Mandatory
5600.2                                   Facility
 
CIDINST                               Procedures for the Procurement of Self-Service Copiers Mandatory
5600.3
 
CIDINST                               Control, Usage, and Ordering of Facsimile Machines Mandatory
5608.1
 
CIDINST                               Availability to the Public of Department of the Navy Mandatory
5720.2                                   of the Navy Records
 
CIDINST                             Release of Information and Media Coordination          Mandatory
5720.3
 
SECNAVINST                  Department of the Navy Freedom of Information         Mandatory
5720.3                               Action Program
 
CIDINST                               Command History                                                              Mandatory
5750.1
 
DOD 700.14R                      DOD Financial Management Regulation                       Mandatory
Vol 9                                      (Travel Policy and Procedures)
 
SECNAVINST                  Leave Authorization and Reporting Procedures             Mandatory
7220.81
 
CIDINST                             Military Man-hour Collection and Reporting Procedures Mandatory
7310.1
 
CIDINST                               Inventory, Accounting, and Reporting for                     Mandatory
7320.1                                   Government Property
 
CIDINST                               Civilian Time, Attendance and Labor Distribution       Optional
7410.1                                   Procedures
 
CIDINST                               Services for Manufacturing Signs, Brass Engravings Mandatory
10770.1                               and Name Tags
 
CIDINST                               Procedures for Requesting Maintenance, Repair and  Mandatory
11000.1                              Alteration of Facilities
 
CIDINST                               Off-Station Residence for Students                                 Mandatory
11101.6
 
CIDINST                               Bachelor Quarters Regulations                                         Mandatory
11103.1
 
CIDINST                               Civilian Employee of the Quarter/Year Awards            Optional
12450.1                                Program
 
CIDINST                               Civilian Personnel Management Policy and                  Optional
12510.1                                Procedures
 
JFTR Vol 1                            DOD Uniformed Service Travel                                        Mandatory
 
JFTR Vol 2                            DOD Civilian Personnel Travel                                         Mandatory
 
NAVEDTRA                         Navy Customer Service Manual                                      Mandatory
12972
 
NAVPERS                             Register of Commissioned and Warrant Officers         Mandatory
15018                                    of the U.S. Navy and Reserve Officers on Active Duty
 
NAVPERS                             Officer Transfer Manual                                                    Mandatory
15559
 
NAVPERS 15560                Navy Military Personnel Manual                                     Mandatory
 
NAVPERS 15665                Uniform Regulations                                                          Mandatory
 
NAVPERS 15909                Enlisted Transfer Manual                                                  Mandatory
 
NAVSO P-1459                   U.S. Navy Travel Instructions                                            Mandatory
 
NAVSO P-3050                    Navy Pay and Personnel Procedures Manual                                Mandatory
 
NAVSO P-35                        DON Publication and Printing Regulations                   Mandatory
 
NAVSO P-6034    Joint Federal Travel Regulations                                      Mandatory
 
NTP-3                    U.S. Navy Address Indicating Group (AIG) and           Mandatory
SUPP-1                  Collective Address Designator (CAD) Handbook
 
NTP-3                    Naval Telecommunications Procedures,                        Mandatory
                               Telecommunications Users Manual
 
NTP-21                  Defense Message System Users Manual                        Mandatory
 
NTP-22                  Defense Message System Local Management              Mandatory
                                Policies and Procedures
 
Defense Security  EPSQ Customer Manual                                                    Mandatory
Service
 
Defense Security  EPSQ Security Officer                                                        Mandatory
Service
 
GSA                                        Supply Catalog                                                    Advisory
 
                                                Various OPNAV Notices
 
                                                U.S. Navy Regulations                                       Mandatory
 
The applicable documents can be found at the following link:

http://doni.daps.dla.mil/navyregs.aspx 

NOTE:  Please contact Mr. David Walker – 850-452-6171 – david.e.walker@navy.mil for any document that cannot be accessed.

9.0	SYSTEM SECURITY:

Contractor access to DOD Information systems is required during performance of this order.  The work performed under this order is Sensitive UNCLASSIFIED.  With the concurrence of the COR, contractor personnel may be issued a Common Access Card (CAC) to access DOD information systems.   The CAC is the principal identity credential for supporting interoperable access to DOD installations, facilities, buildings, controlled spaces, and access to U.S. Government information systems.  The CAC is a closely controlled and authorized credential.   Information regarding issuance of a CAC to contractor personnel may be found at http://www.cac.mil.

Issuance of a CAC requires, at a minimum, the favorable completion of an Access National Agency Check with Inquiries (ANACI) or National Agency Check with Law and Credit (NACLC) investigation conducted for each contractor employee requiring a CAC.  The ANACI or NACLC shall be requested by the contractor by submission of an FBI fingerprint check (FD Form 258) and submission of a Questionnaire for National Security Position (SF Form 86) to the Office of Personnel Management (OPM).  Interim approval for issuance of a CAC may be provided upon a favorable FBI fingerprint check and submission of a complete SF Form 86.  

The contractor shall coordinate with the Government sponsor Trusted Agent to obtain a CAC.  The contractor Verification System (CVS) and Trusted Associate Sponsorship System (TASS) will be used in the CAC application and issuance process.  The contractor shall consider the administrative lead-time involved in obtaining a CAC when scheduling support under this order.  

The exclusion of an employee for security reasons or for failure to obtain a CAC shall not relieve the contractor from performance of the services required under this contract.  Additional security checks required for access to Government facilities and computer systems may be identified by a COR and may require completion and submission of Government forms and questionnaires before a contractor employee reports to work.   

9.1	Control Items:

The contractor shall control and account for all Government-provided identification and access credentials issued in performance of this contract.

9.2	Control Items Return:
	
The contractor shall return the CAC and all Government-provided identification and access credentials issued in performance of this contract to the issuing agency when: a) they are no longer needed for contract performance, b) upon termination of a contractor employee, or c) upon contract completion or termination.  

9.3	Local Installation Condition of Entry:
	
Contractor employees shall meet any local installation requirements that may be established as a condition of entry onto the installation.

10.0	INFORMATION SECURITY: 

10.1	Privacy Act Compliance:

The contractor may be in contact with data subject to the Privacy Act Title 5 of the U.S. Code, Section 552.a).  The contractor shall ensure that employees assigned to this effort understand and adhere to the Privacy Act of 1974.  The contractor shall identify and safeguard reports and data accordingly.  The contractor shall follow DON policy and procedures detailed in SECNAVINST 5211.5D.  The contractor shall ensure that contractor employees assigned to the contract are trained annually on properly identifying and handling Privacy Act data and information.  The contractor shall furnish documentation evidencing such training to the Government upon request

10.2	Information Security:

The contractor shall safeguard all sensitive [including For Official Use Only (FOUO) and Personally Identifiable Information (PII)] and critical program information and comply with SECNAVINST 5510.30A.  The contractor shall enforce these safeguards throughout the life of the order.

11.0	INSTALLATION SECURITY:

Government rules, regulations, laws, directives, and requirements that are issued during the term of the performance period relating to law and order, installation administration, and security shall be applicable to all contractor employees and representatives.  Violation of such rules, regulations, laws, directives, or requirements shall be grounds for removal (permanently or temporarily as the Government determines) from the work site or installation and from access to Government systems.  Removal of contractor employees from the work site or installation does not relieve the contractor from the responsibility for the work defined under this order.

Homeland Security Presidential Directive (HSPD)-12, requires government agencies to develop and implement Federal security standards for Federal employees and contractors.  The Deputy Secretary of Defense Directive-Type Memorandum (DTM) 08-006 - "DoD Implementation of Homeland Security Presidential Directive - 12 (HSPD-12)" dated November 26, 2008 (or its subsequent DoD instruction) directs implementation of HSPD-12.  This clause is in accordance with HSPD-12 and its implementing directives.

APPLICABILITY

This applies to contractor employees requiring physical access to any area of a federally controlled base, facility or activity and/or requiring access to a DoN or DoD computer/network/system to perform certain unclassified sensitive duties.  This clause also applies to contractor employees who access Privacy Act and Protected Health Information, provide support associated with fiduciary duties, or perform duties that have been identified by DON as National Security Position, as advised by the command security manager. It is the responsibility of the responsible security officer of the command/facility where the work is performed to ensure compliance.  
    
Each contractor employee providing services at a Navy Command under this contract is required to obtain a Department of Defense Common Access Card (DoD CAC).  Additionally, depending on the level of computer/network access, the contract employee will require a successful investigation as detailed below. 

ACCESS TO FEDERAL FACILITIES

Per HSPD-12 and implementing guidance, all contractor employees working at a federally controlled base, facility or activity under this clause will require a DoD CAC.  When access to a base, facility or activity is required contractor employees shall in-process with the Navy Command's Security Manager upon arrival to the Navy Command and shall out-process prior to their departure at the completion of the individual's performance under the contract. 

ACCESS TO DOD IT SYSTEMS
In accordance with SECNAV M-5510.30, contractor employees who require access to DoN or DoD networks are categorized as IT-I, IT-II, or IT-III.  The IT-II level, defined in detail in SECNAV M-5510.30, includes positions which require access to information protected under the Privacy Act, to include Protected Health Information (PHI).  All contractor employees under this contract who require access to Privacy Act protected information are therefore categorized no lower than IT-II.  IT Levels are determined by the requiring activity's Command Information Assurance Manager. Contractor employees requiring privileged or IT-I level access, (when specified by the terms of the contract) require a Single Scope Background Investigation (SSBI) which is a higher level investigation than the National Agency Check with Law and Credit (NACLC) described below. Due to the privileged system access, a SSBI suitable for High Risk public trusts positions is required. Individuals who have access to system control, monitoring, or administration functions (e.g. system administrator, database administrator) require training and certification to Information Assurance Technical Level 1, and must be trained and certified on the Operating System or Computing Environment they are required to maintain.  

Access to sensitive IT systems is contingent upon a favorably adjudicated background investigation.  When access to IT systems is required for performance of the contractor employee's duties, such employees shall in-process with the Navy Command's Security Manager and Information Assurance Manager upon arrival to the Navy command and shall out-process prior to their departure at the completion of the individual's performance under the contract.  Completion and approval of a System Authorization Access Request Navy (SAAR-N) form is required for all individuals accessing Navy Information Technology resources.  The decision to authorize access to a government IT system/network is inherently governmental.  The contractor supervisor is not authorized to sign the SAAR-N; therefore, the government employee with knowledge of the system/network access required or the COR shall sign the SAAR-N as the "supervisor". 

The SAAR-N shall be forwarded to the Navy Command's Security Manager at least 30 days prior to the individual's start date.  Failure to provide the required documentation at least 30 days prior to the individual's start date may result in delaying the individual's start date.   
     
When required to maintain access to required IT systems or networks, the contractor shall ensure that all employees requiring access complete annual Information Assurance (IA) training, and maintain a current requisite background investigation.  The Contractor's Security Representative shall contact the Command Security Manager for guidance when reinvestigations are required.  The Government is not responsible for the cost of the contractor obtaining IA training and certifications for contractor employees as required by DoD Manual 8570.01-M.

INTERIM ACCESS

The Navy Command's Security Manager may authorize issuance of a DoD CAC and interim access to a DoN or DoD unclassified computer/network upon a favorable review of the investigative questionnaire and advance favorable fingerprint results.  When the results of the investigation are received and a favorable determination is not made, the contractor employee working on the contract under interim access will be denied access to the computer network and this denial will not relieve the contractor of his/her responsibility to perform.   

DENIAL OR TERMINATION OF ACCESS

The potential consequences of any requirement under this clause including denial or termination of physical or system access in no way relieves the contractor from the requirement to execute performance under the contract within the timeframes specified in the contract.  Contractors shall plan ahead in processing their employees and subcontractor employees. The contractor shall insert this clause in all subcontracts when the subcontractor is permitted to have unclassified access to a federally controlled facility, federally-controlled information system/network and/or to government information, meaning information not authorized for public release.

CONTRACTOR'S SECURITY REPRESENTATIVE

The contractor shall designate an employee to serve as the Contractor's Security Representative.  Within three work days after contract award, the contractor shall provide to the requiring activity's Security Manager and the Contracting Officer, in writing, the name, title, address and phone number for the Contractor's Security Representative.  The Contractor's Security Representative shall be the primary point of contact on any security matter.  The Contractor's Security Representative shall not be replaced or removed without prior notice to the Contracting Officer and Command Security Manager. 

BACKGROUND INVESTIGATION REQUIREMENTS AND SECURITY APPROVAL PROCESS FOR CONTRACTORS ASSIGNED TO NATIONAL SECURITY POSITIONS OR PERFORMING SENSITIVE DUTIES 

Navy security policy requires that all positions be given a sensitivity value based on level of risk factors to ensure appropriate protective measures are applied.  Navy recognizes contractor employees under this contract as Non-Critical Sensitive [ADP/IT-II] when the contract scope of work require physical access to a federally controlled base, facility or activity and/or requiring access to a DoD computer/network, to perform unclassified sensitive duties.  This designation is also applied to contractor employees who access Privacy Act and Protected Health Information (PHI), provide support associated with fiduciary duties, or perform duties that have been identified by DON as National Security Positions.  At a minimum, each contractor employee must be a US citizen and have a favorably completed NACLC to obtain a favorable determination for assignment to a non-critical sensitive or IT-II position.  The NACLC consists of a standard NAC and a FBI fingerprint check plus law enforcement checks and credit check.  Each contractor employee filling a non-critical sensitive or IT-II position is required to complete:

.	SF-86 Questionnaire for National Security Positions (or equivalent OPM investigative product)
.	Two FD-258 Applicant Fingerprint Cards (or an electronic fingerprint submission)
.	Original Signed Release Statements

Failure to provide the required documentation at least 30 days prior to the individual's start date shall result in delaying the individual's start date.   Background investigations shall be reinitiated as required to ensure investigations remain current (not older than 10 years) throughout the contract performance period.  The Contractor's Security Representative shall contact the Command Security Manager for guidance when reinvestigations are required.

Regardless of their duties or IT access requirements ALL contractor employees shall in-process with the Navy Command's Security Manager upon arrival to the Navy command and shall out-process prior to their departure at the completion of the individual's performance under the contract.  Employees requiring IT access shall also check-in and check-out with the Navy Command's Information Assurance Manager.  Completion and approval of a System Authorization Access Request Navy (SAAR-N) form is required for all individuals accessing Navy Information Technology resources.  The SAAR-N shall be forwarded
to the Navy Command's Security Manager at least 30 days prior to the individual's start date.  Failure to provide the required documentation at least 30 days prior to the individual's start date shall result in delaying the individual's start date. 
     
The contractor shall ensure that each contract employee requiring access to IT systems or networks complete annual Information Assurance (IA) training, and maintain a current requisite background investigation.  Contractor employees shall accurately complete the required investigative forms prior to submission to the Navy Command Security Manager.  The Navy Command's Security Manager will review the submitted documentation for completeness prior to submitting it to the Office of Personnel Management (OPM).  Suitability/security issues identified by the Navy may render the contractor employee ineligible for the assignment.  An unfavorable determination made by the Navy is final (subject to SF-86 appeal procedures) and such a determination does not relieve the contractor from meeting any contractual obligation under the contract.  The Navy Command's Security Manager will forward the required forms to OPM for processing.  Once the investigation is complete, the results will be forwarded by OPM to the DON Central Adjudication Facility (CAF) for a determination.  

If the contractor employee already possesses a current favorably adjudicated investigation, the contractor shall submit a Visit Authorization Request (VAR) via the Joint Personnel Adjudication System (JPAS) or a hard copy VAR directly from the contractor's Security Representative.  Although the contractor will take JPAS "Owning" role over the contractor employee, the Navy Command will take JPAS "Servicing" role over the contractor employee during the hiring process and for the duration of assignment under that contract.  The contractor shall include the IT Position Category per SECNAV M-5510.30 for each employee designated on a VAR.  The VAR requires annual renewal for the duration of the employee's performance under the contract. 

BACKGROUND INVESTIGATION REQUIREMENTS AND SECURITY APPROVAL PROCESS FOR CONTRACTORS ASSIGNED TO OR PERFORMING NON-SENSITIVE DUTIES 
Contractor employee whose work is unclassified and non-sensitive (e.g., performing certain duties such as lawn maintenance, vendor services, etc ...) and who require physical access to publicly accessible areas to perform those duties shall meet the following minimum requirements: 

.	Must be either a US citizen (as required by The Deputy Secretary of Defense DTM 08-006 or its subsequent DoD instruction) and 
.	Must have a favorably completed National Agency Check with Written Inquiries (NACI) including a FBI fingerprint check prior to installation access.  

To be considered for a favorable trustworthiness determination, the Contractor's Security Representative must submit for all employees each of the following: 

.	SF-85 Questionnaire for Non-Sensitive Positions
.	Two FD-258 Applicant Fingerprint Cards (or an electronic fingerprint submission)
.	Original Signed Release Statements

The contractor shall ensure each individual employee has a current favorably completed National Agency Check with Written Inquiries (NACI) or ensure successful FBI fingerprint results have been gained and investigation has been processed with OPM 

Failure to provide the required documentation at least 30 days prior to the individual's start date may result in delaying the individual's start date.  

* Consult with your Command Security Manager and Information Assurance Manager for local policy when IT-III (non-sensitive) access is required for non-US citizens outside the United States.


QUALITY ASSURANCE SURVEILLANCE PLAN

Purpose:  To ensure that the Government has an effective and systematic method of surveillance for the services in the PWS.  The QASP will be used primarily as a tool to verify that the contractor is performing all services required by the PWS in a timely, accurate and complete fashion.

1.	 Critical performance processes and requirements.   Critical to the performance of Administrative Support Services is the timely, accurate and thorough completion of all contract/task order requirements.

2.	 Performance Standards

	a.	Schedule - The due dates for deliverables and the actual accomplishment of the schedule will be assessed against original due dates and milestones established for the contract or task order(s).

	b.	Deliverables – The deliverables required to be submitted will be assessed against the specifications for the deliverables detailed in the contract/task order(s) and the Quality Control Plan (QCP), if required by the contract, for the required content, quality, timeliness, and accuracy.

	c.	Past Performance - In addition to any schedule, deliverables, and cost aspects of performance discussed above, pursuant to FAR 42.15, the Government will assess the contractor’s record of conforming to contract requirements and to standards of good workmanship, the contractor’s adherence to contract schedules including the administrative aspects of performance, the contractor’s history of reasonable and cooperative behavior and commitment to customer satisfaction, and the contractor’s business-like concern for the interest of the customer.

3.	Surveillance methods:  The primary methods of surveillance used to monitor performance of this contract will include, but not be limited to, random or planned sampling, periodic or inspection, and validated customer complaints.  

4.	 Performance Measurement:  Performance will be measured in accordance with the following Performance Requirements Summary (PRS) table:


	 
	 
	 
	 
	 

	Performance Element
	Performance Requirement
	Surveillance Method
	Frequency
	Acceptable Quality Level

	Contractor Quality Control Plan
	QC activities, inspections, and corrective actions completed as required by the plan.
	Inspection by the COR
	Quarterly for overall QC activities;
	100% Compliance with the contractor plan.

	 
	
	
	As Required for corrective actions.
	

	(If required by the contract)
	
	
	 
	

	 
	
	
	 
	

	 
	
	
	 
	

	Contract Deliverables 
	Contract deliverables furnished as prescribed in the PWS, attachments, CDRLs, Task Orders, etc., as applicable.
	Inspection by the COR
	100% inspection of all contract deliverables.
	>95% of deliverables submitted timely and without rework required.

	
	
	
	
	

	
	
	
	
	

	Overall Contract Performance
	Overall contract performance of sufficient quality to earn a Satisfactory (or higher) rating in the COR’s annual report on Contractor Performance
	Assessment by the COR
	Annual
	All performance elements rated Satisfactory (or higher)

	
	
	
	
	

	
	
	
	
	

	Invoicing
	Monthly invoices per contract procedures are timely and accurate.
	Review & acceptance of the invoice
	Monthly
	100% accuracy

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



If performance is within acceptable levels, it will be considered to be satisfactory.  If not, overall performance may be considered unsatisfactory.  

Incentives/Disincentives:

The COR’s makes an annual report on Contractor Performance (CPARS or other annual report).  The contractor’s failure to achieve satisfactory performance under the contract/task order, reflected in the COR’s annual report, may result in termination of the contract/task order and may also result in the loss of future Government contracts/task orders.  The contractor’s failure to achieve satisfactory performance under the contract/order may result in the non-exercise of available options

For each item that does not meet acceptable levels, the Government may issue a Contract Discrepancy Report (CDR).  CDRs will be forwarded to the Contracting Officer with a copy sent to the contractor.  The contractor must reply in writing within 5 days of receipt identifying how future occurrences of the problem will be prevented.  Based upon the contractor’s past performance and plan to solve the problem, the Contracting Officer will determine if any further action will be taken.   

In accordance with the inspection of services provisions of the contract, the contractor will be incentivized to provide quality products in a timely manner since the Government can require the Contractor, at no additional cost, to replace or correct work that fails to meet contract requirements.  

CONTRACT ADMINISTRATION PLAN (CAP)
FOR FIXED PRICE CONTRACTS

In order to expedite the administration of this contract, the following delineation of duties is provided.  The names, addresses and phone numbers for these offices or individuals are included elsewhere in the contract award document.  The office or individual designated as having responsibility should be contacted for any questions, clarifications, or information regarding the administration function assigned.

1.  The Procuring Contract Office (PCO) is responsible for:

    	a.  All pre-award duties such as solicitation, negotiation and award of contracts. 

    	b.  Any information or questions during the pre-award stage of the procurement.

    	c.  Freedom of Information inquiries.

   	 d.  Changes in contract terms and/or conditions.

   	 e.  Post award conference.

2.  The Contract Administration Office (CAO) is responsible for matters specified in the FAR 42.302 and DFARS 42.302 except those areas otherwise designated as the responsibility of the Contracting Officer's Representative (COR) or someone else herein. 

3.  The paying office is responsible for making payment of proper invoices after acceptance is documented.

4.  The Contracting Officer's Representative (COR) is responsible for interface with the contractor and performance of duties such as those set forth below.  It is emphasized that only the PCO/CAO has the authority to modify the terms of the contract.  In no event will any understanding, agreement, modification, change order, or other matter deviating from the terms of the basic contract between the contractor and any other person be effective or binding on the Government.  If in the opinion of the contractor an effort outside the scope of the contract is requested, the contractor shall promptly notify the PCO in writing.  No action may be taken by the contractor unless the PCO or CAO has issued a contractual change.  The COR duties are as follows:

  	a.  Technical Interface                                                                                                                                                                                                       	                                                                                                                                               	
               	(1) The COR is responsible for all Government technical interface concerning the contractor and furnishing technical instructions to the contractor.  These instructions may include:  technical advice/recommendations/clarifications of specific details relating to technical aspects of contract requirements; milestones to be met within the general terms of the contract or specific subtasks of the contract; or, any other interface of a technical nature necessary for the contractor to perform the work specified in the contract.   The COR is the point of contact through whom the contractor can relay questions and problems of a technical nature to the PCO. 

	  	(2) The COR is prohibited from issuing any instruction which would constitute a contractual change.  The COR shall not instruct the contractor how to perform. If there is any doubt whether technical instructions contemplated fall within the scope of work, contact the PCO for guidance before transmitting the instructions to the contractor.

    	b.  Contract Surveillance

	  	(1) The COR shall monitor the contractor's performance and progress under the contract.  In performing contract surveillance duties, the COR should exercise extreme care to ensure that he/she does not cross the line of personal services.  The COR must be able to distinguish between surveillance (which is proper and necessary) and supervision (which is not permitted).  Surveillance becomes supervision when you go beyond enforcing the terms of the contract.  If the contractor is directed to perform the contract services in a specific manner, the line is being crossed.  In such a situation, the COR's actions would be equivalent to using the contractor's personnel as if they were government employees and would constitute transforming the contract into one for personal services.

	  	(2) The COR shall monitor contractor performance to see that inefficient or wasteful methods are not being used.  If such practices are observed, the COR is responsible for taking reasonable and timely action to alert the contractor and the PCO to the situation.

	  	(3) The COR will take timely action to alert the PCO to any potential performance problems.  If performance schedule slippage is detected, the COR should determine the factors causing the delay and report them to the PCO, along with the contractor's proposed actions to eliminate or overcome these factors and recover the slippage.  Once a recovery plan has been put in place, the COR is responsible for monitoring the recovery and keeping the PCO advised of progress.

		(4) If the Contractor Performance Assessment Reporting System (CPARS) is applicable to the contract you are responsible for completing a Contractor Performance Assessment Report (CPAR) in the CPARS Automated Information System (AIS).  The initial CPAR, under an eligible contract, must reflect evaluation of at least 180 days of contractor performance.  The completed CPAR, including contractor comments if any, (NOTE: contractors are allowed 30 days to input their comments) should be available in the CPARS AIS for reviewing official (PCO) review no later than 270 days after start of contract performance.  Subsequent CPARs covering any contract option periods should be ready at 1-year intervals thereafter. 

    	c.  Invoice Review and Approval/Inspection and Acceptance

	  	(1) The COR is responsible for quality assurance of services performed and acceptance of the services or deliverables.  The COR shall expeditiously review copies of the contractor's invoices or vouchers, certificate of performance and all other supporting documentation to determine the reasonableness of the billing.  In making this determination, the COR must take into consideration all documentary information available and any information developed from personal observations. 

	  	(2) The COR must indicate either complete or partial concurrence with the contractor's invoice/voucher by executing the applicable certificate of performance furnished by the contractor.  The COR must be cognizant of the invoicing procedures and prompt payment due dates detailed elsewhere in the contract. 

	 	(3) The COR will provide the PCO and the CAO with copies of acceptance documents such as Certificates of Performance. 

		(4) The COR shall work with the Contractor to obtain and execute a final invoice no more than 60 days after completion of contract performance.  The COR shall ensure that the invoice is clearly marked as a “Final Invoice.”

    	d.  Contract Modifications.  The COR is responsible for developing the statement of work for change orders or modifications and for preparing an independent government cost estimate of the effort described in the proposed statement of work. 

    	e.  Administrative Duties

	  	(1) The COR shall take appropriate action on technical correspondence pertaining to the contract and for maintaining files on each contract.  This includes all modifications, government cost estimates, contractor invoices/vouchers, certificates of performance, DD 250 forms and contractor's status reports. 

	  	(2) The COR shall maintain files on all correspondence relating to contractor performance, whether satisfactory or unsatisfactory, and on trip reports for all government personnel visiting the contractor's place of business for the purpose of discussing the contract. 

	  	(3) The COR must take prompt action to provide the PCO with any contractor or technical code request for change, deviation or waiver, along with any supporting analysis or other required documentation.

    	f.  Government Furnished Property.  When government property is to be furnished to the contractor, the COR will take the necessary steps to insure that it is furnished in a timely fashion and in proper condition for use. The COR will maintain adequate records to ensure that property furnished is returned and/or that material has been consumed in the performance of work. 
											                     Enclosure (1)
    	g.  Security.  The COR is responsible for ensuring that any applicable security requirements are strictly adhered to.

    	h.  Standards of Conduct.  The COR is responsible for reading and complying with all applicable agency standards of conduct and conflict of interest instructions. 

    	i.  Written Report/Contract Completion Statement.  

		(1) The COR is responsible for timely preparation and submission to the PCO, of a written, annual evaluation of the contractors performance.  The report shall be submitted within 30 days prior to the exercise of any contract option and 60 days after contract completion.  The report shall include a written statement that services were received in accordance with the Contract terms and that the contract is now available for close-out.  The report shall also include a statement as to the use made of any deliverables furnished by the contractor. 

		(2) If the Contractor Performance Assessment Reporting System (CPARS) is applicable to the contract you are responsible for completing a final Contractor Performance Assessment Report (CPAR) in the CPARS with 30 days of contract completion.

		(3) The COR is responsible for providing necessary assistance to the Contracting Officer in performing Contract Close-out in accordance with FAR 4.804, Closeout of Contract Files.

5.  The Technical Assistant (TA), if appointed, is responsible for providing routine administration and monitoring assistance to the COR.  The TA does not have the authority to provide any technical direction or clarification to the contract.  Duties that may be performed by the TA are as follows: 

    	a.  Identify contractor deficiencies to the COR.  

    	b.  Review contract deliverables, recommend acceptance/rejection, and provide the COR with documentation to support the recommendation.  

    	c.  Assist in preparing the final report on contractor performance for the applicable contract in accordance with the format and procedures prescribed by the COR.

    	d.  Identify contract noncompliance with reporting requirements to the COR.

    	e.  Review contractor status and progress reports, identify deficiencies to the COR, and provide the COR with recommendations regarding acceptance, rejection, and/or Government technical clarification requests.

    	f.  Review invoices and provide the COR with recommendations to facilitate COR certification of the invoice.

    	g.  Provide the COR with timely input regarding technical clarifications for the statement of work, possible technical direction to provide the contractor, and recommend corrective actions.

    	h.  Provide detailed written reports of any trip, meeting, or conversation to the COR subsequent to any interface between the TA and contractor.

POINTS OF CONTACT:

CONTRACTING OFFICER’S REPRESENTATIVE (COR):

DAVID WALKER – 850-452-6171 – DAVID.E.WALKER@NAVY.MIL 

CONTRACT SPECIALIST:

JOSEPH CALTAGIRONE – 215-697-9687 – JOSEPH.CALTAGIRONE@NAVY.MIL 

APPOINTMENT OF COR:

(a) The Contracting Officer hereby designates the following individual as Contracting Officer’s Representative(s) (COR) for this contract:

Center for Information Dominance (CID)
David Walker
640 Roberts Avenue
Pensacola, FL 32511
Phone:  850-452-6171
Email:  david.e.walker@navy.mil 

(b) In the absence of the COR named above, all responsibilities and functions assigned to the COR shall be the responsibility of the alternate COR acting on behalf of the COR. The Contracting Officer hereby appoints the following individual as the alternate COR:

N/A

(c) The COR will act as the Contracting Officer’s representative for technical matters, providing technical direction and discussion as necessary with respect to the specification or statement of work, and monitoring the progress and quality of contractor performance. The COR is not an Administrative Contracting Officer and does not have authority to take any action, either directly or indirectly, that would change the pricing, quantity, quality, place of performance, delivery schedule, or any other terms and conditions of the contract (or delivery/task order), or to direct the accomplishment of effort which goes beyond the scope of the statement of work in the contract (or delivery/task order).

(d) It is emphasized that only a Contracting officer has the authority to modify the terms of the contract, therefore, in no event will any understanding, agreement, modification, change order, or other matter deviating from the terms of the basic contract between the contractor and any other person be effective or binding on the Government. When/if, in the opinion of the contractor, an effort outside the existing scope of the contract (or delivery/task order) is requested, the contractor shall promptly notify the PCO in writing. No action shall be taken by the contractor under such direction unless the PCO or ACO has issued a contractual change or otherwise resolved the issue.

COMMUNICATIONS:

(a) Except as specified in paragraph (b) below, no order, statement, or conduct of Government personnel who visit the Contractor's facilities or in any other manner communicates with Contractor personnel during the performance of this contract shall constitute a change under the “Changes” clause of this contract.

(b) The Contractor shall not comply with any order, direction or request of Government personnel unless it is issued in writing and signed by the Contracting Officer, or is pursuant to specific authority otherwise included as a part of this contract.

(c) The Contracting Officer is the only person authorized to approve changes in any of the requirements of this contract and, notwithstanding provisions contained elsewhere in this contract, the said authority remains solely the Contracting Officer’s. In the event the contractor effects any change at the direction of any person other than the Contracting Officer, the change will be considered to have been made without authority and no adjustment will be made in the contract price to cover any increase in charges incurred as a result thereof. The address and telephone number of the Principal Contracting Officer is:

Kenneth Bullock
NAVSUP Fleet Logistics Center Norfolk, Philadelphia Office
700 Robbins Avenue, Building 2B
Philadelphia, PA. 19111-5083
Phone:  215-697-9640
Email:  kenneth.bullock@navy.mil  

ATTACHMENTS:

· ATTACHMENT I:  DoD SECURITY – DD FORM 254 – TO BE PROVIDED AS A SEPARATE ATTACHMENT
· ATTACHMENT II – PAST PERFORMANCE INFORMATION FORM – PROVIDED AS A SEPARATE ATTACHMENT
· ATTACHMENT III – WAGE DETERMINATIONS:
· Wage Determination 2005-2049 (Revision 19 – dated 08 July 2015)
· Wage Determination 2005-2057 (Revision 17 – dated 08 July 2015)
· Wage Determination 2005-2517 (Revision 20 – dated 08 July 2015)
· Wage Determination 2005-2543 (Revision 18 – dated 08 July 2015) 
· Wage Determination 2005-3033 (Revision 16 – dated 08 July 2015) 

INSPECTION AND ACCEPTANCE TERMS:

Supplies/services will be inspected/accepted at:

	CLIN 
	INSPECT AT 
	INSPECT BY 
	ACCEPT AT 
	ACCEPT BY 

	0001 
	Destination 
	Government 
	Destination 
	Government 

	1001 
	Destination 
	Government 
	Destination 
	Government 

	2001 
	Destination 
	Government 
	Destination 
	Government 

	3001 
	Destination 
	Government 
	Destination 
	Government 

	4001 
	Destination 
	Government 
	Destination 
	Government 



DELIVERY INFORMATION:

The resultant purchase order will have a one-year base period and four (4), one-year option periods.  The performance period will be as follows:

· Base Period:  01 October 2015 through 30 September 2016
· Option I:  01 October 2016 through 30 September 2017
· Option II:  01 October 2017 through 30 September 2018
· Option III:  01 October 2018 through 30 September 2019
· Option IV:  01 October 2019 through 30 September 2020

THE FOLLOWING CLAUSES/PROVISIONS ARE INCORPATED BY REFERENCE:

	52.203-3 
	Gratuities 
	APR 1984 

	52.204-2
	Security Requirements
	AUG 1996

	52.204-7 
	System for Award Management 
	JUL 2013 

	52.204-9
	Personal Identity Verification of Contractor Personnel
	JAN 2011

	52.204-13
	System for Award Management Maintenance
	JUL 2013

	52.209-2
	Prohibition on Contracting With Inverted Domestic Corporations – Representation
	DEC 2014 

	52.212-1 
	Instructions to Offerors--Commercial Items 
	APR 2014 

	52.217-5 
	Evaluation Of Options 
	JUL 1990 

	52.222-41 
	Service Contract Labor Standards 
	MAY 2014 

	52.222-43 
	Fair Labor Standards Act And Service Contract Labor Standards - Price Adjustment (Multiple Year And Option Contracts) 
	MAY 2014 

	52.222-55
	Minimum Wages Under Executive Order 13658
	DEC 2014

	52.224-1
	Privacy Act Notification
	APR 1984

	52.224-2
	Privacy Act
	APR 1984

	52.232-19 
	Availability Of Funds For The Next Fiscal Year 
	APR 1984 

	52.232-39 
	Unenforceability of Unauthorized Obligations 
	JUN 2013 

	52.232-40 
	Providing Accelerated Payments to Small Business Subcontractors 
	DEC 2013 

	52.237-1 
	Site Visit 
	APR 1984 

	52.237-2 
	Protection Of Government Buildings, Equipment, And Vegetation 
	APR 1984 

	52.237-3
	Continuity of Services
	JAN 1991

	52.242-15 
	Stop-Work Order 
	AUG 1989 

	252.201-7000 
	Contracting Officer's Representative 
	DEC 1991 

	252.203-7000 
	Requirements Relating to Compensation of Former DoD Officials 
	SEP 2011 

	252.203-7002
	Requirement to Inform Employees of Whistleblower Rights
	SEP 2013

	252.204-7003 
	Control Of Government Personnel Work Product 
	APR 1992 

	252.204-7004 Alt A 
	System for Award Management Alternate A 
	FEB 2014 

	252.204-7012 
	Safeguarding of Unclassified Controlled Technical Information 
	NOV 2013 

	252.204-7015 
	Disclosure of Information to Litigation Support Contractors 
	FEB 2014 

	252.205-7000 
	Provision Of Information To Cooperative Agreement Holders 
	DEC 1991 

	252.223-7006 
	Prohibition On Storage, Treatment, and Disposal of Toxic or Hazardous Materials 
	SEP 2014 

	252.225-7048
	Export Controlled Items
	JUN 2013

	252.232-7003 
	Electronic Submission of Payment Requests and Receiving Reports 
	JUN 2012 

	252.232-7010 
	Levies on Contract Payments 
	DEC 2006 

	252.237-7010 
	Prohibition on Interrogation of Detainees by Contractor Personnel 
	JUN 2013 

	252.239-7001
	Information Assurance Contractor Training and Certification
	JAN 2008

	252.243-7002 
	Requests for Equitable Adjustment 
	DEC 2012 

	252.247-7023 
	Transportation of Supplies by Sea 
	APR 2014 



THE FOLLOWING CLAUSES/PROVISIONS ARE INCORPATED BY FULL TEXT:

	52.209-3 
	Certification Regarding Responsibility Matters
	APR 2010

	52.209-7 
	Information Regarding Responsibility Matters
	JUL 2013

	52.212-4 
	Contract Terms and Conditions – Commercial Items
	DEC 2014

	52.212-5
	Contract Terms and Conditions Required to Implement Statues or Executive Orders – Commercial Items
	APR 2015


	52.203-6 
	Restrictions on Subcontractor Sales to the Government
	SEP 2006

	52.204-10
	Reporting Executive Compensation and First-Tier Subcontract Awards
	JUL 2013

	52.209-6
	Protecting the Government’s Interest When Subcontracting with Contractors Debarred, Suspended, or Proposed for Debarment
	AUG 2013

	52.209-9
	Updates of Publicly Available Information Regarding Responsibility Matters
	JUL 2013

	52.209-10
	Prohibition on Contracting With Inverted Domestic Corporations
	DEC 2014

	52.219-3
	Notice of HUBZone Set-Aside or Sole-Source Award
	NOV 2011

	52.219-8
	Utilization of Small Business Concerns
	OCT 2014

	52.219-14
	Limitations on Subcontracting 
	NOV 2011

	52.219-28
	Post Award Small Business Program Rerepresentation
	JUL 2013

	52.222-3
	Convict Labor
	JUN 2003

	52.222-19
	Child Labor – Cooperation with Authorities and Remedies
	JAN 2014

	52.222-21
	Prohibition of Segregated Facilities 
	APR 2015

	52.222-26
	Equal Opportunity
	APR 2015

	52.222-35
	Equal Opportunity for Veterans
	JUL 2014

	52.222-36
	Equal Opportunity for Workers with Disabilities
	JUL 2014

	52.222-37
	Employment Reports on Veterans
	JUL 2014

	52.222-40
	Notification of Employee Rights Under the National Labor Relations Act
	DEC 2010

	52.222-50
	Combating Trafficking in Persons
	MAR 2015

	52.223-18
	Encouraging Contractor Policies to Ban Text Messaging While Driving
	AUG 2011

	52.232-33
	Payment by Electronic Funds Transfer – System for Award Management 
	JUL 2013

	52.225-25

	Prohibition on Contracting with Entities Engaging in Certain Activities or Transactions Relating to Iran-Representation and Certifications
	DEC 2012

	52.232-18
	Availability of Funds
	APR 2014

	52.252-1
	Solicitation Provisions Incorporated by Reference
	FEB 1998

	52.252-2
	Clauses Incorporated by Reference
	FEB 1998

	252.203-7005
	Representation Relating to Compensation of Former DoD Officials
	NOV 2011

	252.203-7998
	Prohibition on Contracting with Entities that Require Certain Internal Confidentiality Agreements – Representation (Deviation 2015-O0010)
	FEB 2015

	252.203-7999
	Prohibition on Contracting with Entities that Require Certain Internal Confidentiality Agreements (Deviation 2005-P0010)
	FEB 2015

	252.204-7011
	Alternative Line-Item Structure
	SEP 2011

	252.209-7992
	Representation by Corporations Regarding an Unpaid Delinquent Tax Liability or a Felony Conviction Under Any Federal Low – Fiscal Year 2015 Appropriations (Deviations 2015-O0005)
	DEC 2014

	252.232-7006
	Wide Area Workflow Payment Instructions
	MAY 2013



NOTE:  The above italicized clauses/provisions are incorporated by reference under FAR Clause 52.212-5 “Contract Terms and Conditions Required to Implement Statues or Executive Orders – Commercial Items”.

52.217-9     OPTION TO EXTEND THE TERM OF THE CONTRACT (MAR 2000)

[bookmark: Text2](a) The Government may extend the term of this contract by written notice to the Contractor within 15 days; provided that the Government gives the Contractor a preliminary written notice of its intent to extend at least 15 days before the contract expires. The preliminary notice does not commit the Government to an extension.

(b) If the Government exercises this option, the extended contract shall be considered to include this option clause.

[bookmark: Text3](c) The total duration of this contract, including the exercise of any options under this clause, shall not exceed 60 months.

(End of clause)

52.233-2     SERVICE OF PROTEST (SEP 2006)
 
(a) Protests, as defined in section 33.101 of the Federal Acquisition Regulation, that are filed directly with an agency, and copies of any protests that are filed with the Government Accountability Office (GAO), shall be served on the Contracting Officer (addressed as follows) by obtaining written and dated acknowledgment of receipt from 

Kenneth Bullock
NAVSUP Fleet Logistics Center Norfolk, Philadelphia Office
700 Robbins Avenue, Building 2B
Philadelphia, PA. 19111-5083
Phone:  215-697-9640
Email:  kenneth.bullock@navy.mil  

(b) The copy of any protest shall be received in the office designated above within one day of filing a protest with the GAO. 

(End of provision) 

5252.243-9400 Authorized Changes Only By The Contracting Officer (Jan 1992)

(a) Except as specified in paragraph (b) below, no order, statement, or conduct of Government personnel who visit the Contractor's facilities or in any other manner communicate with Contractor personnel during the performance of this contract shall constitute a change under the "Changes" clause of this contract.

(b) The Contractor shall not comply with any order, direction or request of Government personnel unless it is issued in writing and signed by the Contracting Officer, or is pursuant to specific authority otherwise included as a part of this contract.

(c) The Contracting Officer is the only person authorized to approve changes in any of the requirements of this contract and notwithstanding provisions contained elsewhere in this contract, the said authority remains solely with the Contracting Officer. In the event the Contractor effects any change at the direction of any person other than the Contracting Officer, the change will be considered to have been made without authority and no adjustment will be made in the contract price to cover any increase in charges incurred as a result thereof. The address and telephone number of the Contracting Officer is:

Kenneth Bullock
NAVSUP Fleet Logistics Center Norfolk, Philadelphia Office
700 Robbins Avenue, Building 2B
Philadelphia, PA. 19111-5083
Phone:  215-697-9640
Email:  kenneth.bullock@navy.mil  

(End of Clause)

CONTRACT ADMINISTRATION APPOINTMENTS AND DUTIES  

     In order to expedite administration of this contract/order, the following delineation of duties is provided including the names, addresses and phone numbers for each individual or office as specified.  The individual/position designated as having responsibility should be contacted for any questions, clarifications or information regarding the functions assigned.

1.  PROCURING CONTRACTING OFFICER (PCO) is responsible for:
    a.  All pre-award information, questions, or data;
    b.  Freedom of Information inquiries;
    c.  Change/question/information regarding the scope, terms or conditions of the basic contract document; and/or
    d.  Arranging the post award conference (See FAR 42.503).

Kenneth Bullock
NAVSUP Fleet Logistics Center Norfolk, Philadelphia Office
700 Robbins Avenue, Building 2B
Philadelphia, PA. 19111-5083
Phone:  215-697-9640
Email:  kenneth.bullock@navy.mil  

2.  CONTRACT ADMINISTRATION OFFICE (CAO) is responsible for matters specified in FAR 42.302 and DFARS 242.302 except in those areas otherwise designated herein.

        Name:      To be provided at time of award
        Address:  -----------------------------------------
                        ------------------------------------------
                        ------------------------------------------
        Phone:     ------------------------------------------

3.  DEFENSE CONTRACT AUDIT AGENCY (DCAA) is responsible for audit verification/provisional approval of invoices and final audit of the contract prior to final payment to the contractor.

        Name:      N/A
        Address:  ------------------------------------------
                        -------------------------------------------
                        -------------------------------------------
        Phone:     -------------------------------------------

4.  PAYING OFFICE is responsible for payment of proper invoices after acceptance is documented.

        Name:      To be provided at time of award
        Address:  -------------------------------------------
                        -------------------------------------------
                        -------------------------------------------
        Phone:     -------------------------------------------

5.  CONTRACTING OFFICERS REPRESENTATIVE (COR) is responsible for:
    a.  Liaison with personnel at the Government installation and the contractor personnel on site;
    b.  Technical advice/recommendations/clarification on the statement of work;
    c.  The statement of work under this contract.
    d.  Quality assurance of services performed and acceptance of the services or deliverables;
    e.  Government furnished property (NOT APPLICABLE);
    f.  Security requirements on Government installation;
    g.  Providing the PCO or his designated Ordering Officer with appropriate funds for issuance of the Delivery/Task order; and/or
    h.  Certification of invoice for payment.
NOTE: When, in the opinion of the Contractor, the COR requests effort outside the existing scope of the contract (or delivery/task order), the Contractor shall promptly notify the Contracting Officer (or Ordering Officer) in writing.  No action shall be taken by the contractor under such direction until the Contracting Officer has issued a modification to the contract or, in the case of a delivery/task order, until the Ordering Officer has issued a modification of the delivery/task order; or until the issue has otherwise been resolved.  THE COR IS NOT AN ADMINISTRATIVE CONTRACTING OFFICER AND DOES NOT HAVE THE AUTHORITY TO DIRECT THE ACCOMPLISHMENT OF EFFORT WHICH IS BEYOND THE SCOPE OF THE STATEMENT OF WORK IN THE CONTRACT OR DELIVERY/TASK ORDER.

Center for Information Dominance (CID)
David Walker
640 Roberts Avenue
Pensacola, FL 32511
Phone:  850-452-6171
Email:  david.e.walker@navy.mil 

In the event that the COR named above is absent due to leave, illness, or official business, all responsibilities and functions assigned to the COR will be the responsibility of the alternate COR listed below:

        ACOR Name:  N/A
        Address:          -------------------------------------------
                                -------------------------------------------
                                -------------------------------------------
        Phone:             -------------------------------------------

6.  TECHNICAL ASSISTANT, if assigned by the requiring activity, is responsible for providing technical assistance and support to the COR in contract administration by:
    a.  Identifying contractor deficiencies to the COR;
    b.  Reviewing contract/delivery/task order deliverables and recommending acceptance/rejection of deliverables;
    c.  Identifying contractor noncompliance of reporting requirements;        
    d.  Evaluating contractor quotes for specific contracts/orders and identifying areas of concern affecting negotiations;
    e.  Reviewing contractor reports providing recommendations for acceptance/rejection;
    f.  Reviewing invoices for appropriateness of costs and providing recommendations to facilitate certification of the invoice;
    g.  Providing COR with timely input regarding the SOW, technical direction to the contractor and recommending corrective actions; and
    h.  Providing written reports to the COR as required concerning trips, meetings or conversations with the contractor.

        Name:      N/A
        Address:  ------------------------------------------------
                        ------------------------------------------------
                        ------------------------------------------------
        Phone:     ------------------------------------------------

7.  ORDERING OFFICER is responsible for:
    a.  Requesting, obtaining, and evaluating quotes for orders to be issued;
    b.  Determining the estimated cost of the order is fair and reasonable for the effort proposed;
    c.  Obligating the funds by issuance of the delivery/task order;
    d.  Authorization for use of overtime;
    e.  Authorization to begin performance; and/or
    f.  Monitoring of total cost of delivery/task orders issued.
The following limitations/restrictions are placed on the Ordering Officer:
    a.  Type of order issued is limited by this contract to ------------------- pricing arrangements;
    b.  No order shall be placed in excess of $------------------ without the prior approval of the PCO; and/or
    c.  No order shall be placed with delivery requirements in excess of ------------------------.

        Name:       N/A
        Address:   ------------------------------------------------
                         ------------------------------------------------
                        -------------------------------------------------
        Phone:     -------------------------------------------------

(End of text)



PROSPECTIVE CONTRACTOR RESPONSIBILITY 
       In accordance with Federal Acquisition Regulation (FAR) Part 9.1, the Contracting Officer shall award contracts only to responsible quoters.  No purchase or award shall be made unless the contracting officer makes an affirmative determination of responsibility.
       To be determined responsible, a prospective contractor must have adequate financial resources to perform the contract, or the ability to obtain them.  The contracting officer shall require acceptable evidence of the prospective contractor's current sound financial status, as well as the ability to obtain required resources if the need arises.  In regard to resources, the contractor must be prepared to present acceptable evidence of subcontracts, commitments or explicit arrangement that will be in existence at the time of contract award, to rent, purchase, or otherwise acquire the needed facilities, equipment, services, materials, other resources, or personnel.  Consideration of a prime contractor's compliance with limitations on subcontracting shall be taken into account for the time period covered by the contract base period or quantities, plus option periods or quantities, if such options are considered when evaluating offers for award. 
       Pursuant to FAR 9.104-4, the Contracting Officer reserves the right to request adequate evidence of responsibility on the part of any prospective subcontractor(s). 
       In the absence of information clearly indicating that the prospective contractor is responsible, the contracting officer shall make a determination of non-responsibility. 
       As a minimum requirement, all quoters must submit, as part of the original quote, the following:
            (1) Company's Financial Statement which includes Balance Sheet and Income Statement; and
            (2) Point of Contact from their Bank or any financial institution with which they transact business.
(End of provision)

NMCARS 5237.102(90):

Enterprise-wide Contractor Manpower Reporting Application (ECMRA) - In accordance with NMCARS 5237.102-90 "Enterprise-wide Contractor Manpower Reporting Application (ECMRA)", the contractor shall report contractor labor hours (including subcontractor labor hours) required for performance of services provided under this contract for the provision of telephone communications technical support services to NCTAMS LANT via a secure data collection site. Contracted services excluded from reporting are based on Product Service Codes (PSCs). The excluded PSCs are:

(1) W, Lease/Rental of Equipment; 
(2) X, Lease/Rental of Facilities; 
(3) Y, Construction of Structures and Facilities; 
(4) S, Utilities ONLY; 
(5) V, Freight and Shipping ONLY

The contractor shall report ALL contractor labor hours (including subcontractor labor hours – if applicable) required for performance of services provided under this order for the Administrative Support Services 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.


[bookmark: PD000065]52.212-3     OFFEROR REPRESENTATIONS AND CERTIFICATIONS--COMMERCIAL ITEMS (MAR 2015)

The Offeror shall complete only paragraph (b) of this provision if the Offeror has completed the annual representations and certification electronically via the System for Award Management (SAM) Web site accessed through http://www.acquisition.gov. If the Offeror has not completed the annual representations and certifications electronically, the Offeror shall complete only paragraphs (c) through (p) of this provision.

(a) Definitions. As used in this provision -- 

“Economically disadvantaged women-owned small business (EDWOSB) Concern” means a small business concern that is at least 51 percent directly and unconditionally owned by, and the management and daily 
business operations of which are controlled by, one or more women who are citizens of the United States and who are economically disadvantaged in accordance with 13 CFR part 127. It automatically qualifies as a women-owned small business eligible under the WOSB Program.

"Forced or indentured child labor" means all work or service- 
(1) Exacted from any person under the age of 18 under the menace of any penalty for its nonperformance and for which the worker does not offer himself voluntarily; or 

(2) Performed by any person under the age of 18 pursuant to a contract the enforcement of which can be accomplished by process or penalties. 

Highest-level owner means the entity that owns or controls an immediate owner of the offeror, or that owns or controls one or more entities that control an immediate owner of the offeror. No entity 
owns or exercises control of the highest level owner.
   
Immediate owner means an entity, other than the offeror, that has direct control of the offeror. Indicators of control include, but are not limited to, one or more of the following: Ownership or interlocking management, identity of interests among family members, shared facilities and equipment, and the common use of employees.

Inverted domestic corporation means a foreign incorporated entity that meets the definition of an inverted domestic corporation under 6 U.S.C. 395(b), applied in accordance with the rules and definitions of 6 U.S.C. 395(c).

Manufactured end product means any end product in product and service codes (PSCs) 1000-9999, except--
    
(1) PSC 5510, Lumber and Related Basic Wood Materials;
    
(2) Product or Service Group (PSG) 87, Agricultural Supplies;
    
(3) PSG 88, Live Animals;
    
(4) PSG 89, Subsistence;
    
(5) PSC 9410, Crude Grades of Plant Materials;
    
(6) PSC 9430, Miscellaneous Crude Animal Products, Inedible;
    
(7) PSC 9440, Miscellaneous Crude Agricultural and Forestry Products;
    
(8) PSC 9610, Ores;
    
(9) PSC 9620, Minerals, Natural and Synthetic; and
    
(10) PSC 9630, Additive Metal Materials.

Place of manufacture means the place where an end product is assembled out of components, or otherwise made or processed from raw materials into the finished product that is to be provided to the Government. If a product is disassembled and reassembled, the place of reassembly is not the place of manufacture.

Restricted business operations means business operations in Sudan that include power production activities, mineral extraction activities, oil-related activities, or the production of military equipment, as those terms are defined in the Sudan Accountability and Divestment Act of 2007 (Pub. L. 110-174). Restricted business operations do not include business operations that the person (as that term is defined in Section 2 of the Sudan Accountability and Divestment Act of 2007) conducting the business can demonstrate--

(1) Are conducted under contract directly and exclusively with the regional government of southern Sudan;

(2) Are conducted pursuant to specific authorization from the Office of Foreign Assets Control in the Department of the Treasury, or are expressly exempted under Federal law from the requirement to be conducted under such authorization;

(3) Consist of providing goods or services to marginalized populations of Sudan;

(4) Consist of providing goods or services to an internationally recognized peacekeeping force or humanitarian organization;

(5) Consist of providing goods or services that are used only to promote health or education; or

(6) Have been voluntarily suspended.

Sensitive technology--
    
(1) Means hardware, software, telecommunications equipment, or any other technology that is to be used specifically--
    
(i) To restrict the free flow of unbiased information in Iran; or
    
(ii) To disrupt, monitor, or otherwise restrict speech of the people of Iran; and
    
(2) Does not include information or informational materials the export of which the President does not have the authority to regulate or prohibit pursuant to section 203(b)(3) of the International Emergency Economic Powers Act (50 U.S.C. 1702(b)(3)).

Service-disabled veteran-owned small business concern--

(1) Means a small business concern--

(i) Not less than 51 percent of which is owned by one or more service-disabled veterans or, in the case of any publicly owned business, not less than 51 percent of the stock of which is owned by one or more service-disabled veterans; and

(ii) The management and daily business operations of which are controlled by one or more service-disabled veterans or, in the case of a service-disabled veteran with permanent and severe disability, the spouse or permanent caregiver of such veteran.

(2) Service-disabled veteran means a veteran, as defined in 38 U.S.C. 101(2), with a disability that is service-connected, as defined in 38 U.S.C. 101(16).

"Small business concern" means a concern, including its affiliates, that is independently owned and operated, not dominant in the field of operation in which it is bidding on Government contracts, and qualified as a small business under the criteria in 13 CFR Part 121 and size standards in this solicitation. 

Small disadvantaged business concern, consistent with 13 CFR 124.1002, means a small business concern under the size standard applicable to the acquisition, that--
    
(1) Is at least 51 percent unconditionally and directly owned (as defined at 13 CFR 124.105) by--
    
(i) One or more socially disadvantaged (as defined at 13 CFR 124.103) and economically disadvantaged (as defined at 13 CFR 124.104) individuals who are citizens of the United States; and
    
(ii) Each individual claiming economic disadvantage has a net worth not exceeding $750,000 after taking into account the applicable exclusions set forth at 13 CFR 124.104(c)(2); and
    
(2) The management and daily business operations of which are controlled (as defined at 13.CFR 124.106) by individuals, who meet the criteria in paragraphs (1)(i) and (ii) of this definition.

Subsidiary means an entity in which more than 50 percent of the entity is owned--
    
(1) Directly by a parent corporation; or
    
(2) Through another subsidiary of a parent corporation.

Veteran-owned small business concern means a small business concern--

(1) Not less than 51 percent of which is owned by one or more veterans (as defined at 38 U.S.C. 101(2)) or, in the case of any publicly owned business, not less than 51 percent of the stock of which is owned by one or more veterans; and

(2) The management and daily business operations of which are controlled by one or more veterans.

"Women-owned business concern" means a concern which is at least 51 percent owned by one or more women; or in the case of any publicly owned business, at least 51 percent of the stock of which is owned by one or more women; and whose management and daily business operations are controlled by one or more women. 

"Women-owned small business concern" means a small business concern-- 

(1) That is at least 51 percent owned by one or more women or, in the case of any publicly owned business, at least 51 percent of its stock is owned by one or more women; or

(2) Whose management and daily business operations are controlled by one or more women. 

Women-owned small business (WOSB) concern eligible under the WOSB Program (in accordance with 13 CFR part 127)”, means a small business concern that is at least 51 percent directly and unconditionally owned by, and the management and daily business operations of which are controlled by, one or more women who are citizens of the United States.

(b) (1) Annual Representations and Certifications. Any changes provided by the offeror in paragraph (b)(2) of this provision do not automatically change the representations and certifications posted electronically on the SAM website.

(2) The offeror has completed the annual representations and certifications electronically via the SAM website accessed through https://www.acquisition.gov. After reviewing the SAM database information, the offeror verifies by submission of this offer that the representations and certifications currently posted electronically at FAR 52.212-3, Offeror Representations and Certifications--Commercial Items, have been entered or updated in the last 12 months, are current, accurate, complete, and applicable to this solicitation (including the business size standard applicable to the NAICS code referenced for this solicitation), as of the date of this offer and are incorporated in this offer by reference (see FAR 4.1201), except for paragraphs  ___  .

[Offeror to identify the applicable paragraphs at (c) through (p) of this provision that the offeror has completed for the purposes of this solicitation only, if any.) These amended representation(s) and/or certification(s) are also incorporated in this offer and are current, accurate, and complete as of the date of this offer. Any changes provided by the offeror are applicable to this solicitation only, and do not result in an update to the representations and certifications posted electronically on ORCA.]

(c) Offerors must complete the following representations when the resulting contract will be performed in the United States or its outlying areas. Check all that apply.

(1) Small business concern. The offeror represents as part of its offer that it ( ___   ) is, ( ___   ) is not a small business concern. 

(2) Veteran-owned small business concern. (Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.) The offeror represents as part of its offer that it ( ___   ) is, ( ___   ) is not a veteran-owned small business concern.

(3) Service-disabled veteran-owned small business concern. (Complete only if the offeror represented itself as a veteran-owned small business concern in paragraph (c)(2) of this provision.) The offeror represents as part of its offer that it ( ___    ) is, (   ___  ) is not a service-disabled veteran-owned small business concern.

(4) Small disadvantaged business concern. (Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.) The offeror represents that it ( ___   ) is, ( ___   )  is not a small disadvantaged business concern as defined in 13 CFR 124.1002.

(5) Women-owned small business concern. (Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.) The offeror represents that it ( ___   ) is, ( ___   )  is not a women-owned small business concern.

Note to paragraphs (c)(8) and (9): Complete paragraphs (c)(8) and (c)(9) only if this solicitation is expected to exceed the simplified acquisition threshold.

(6) WOSB concern eligible under the WOSB Program. [Complete only if the offeror represented itself as a women-owned small business concern in paragraph (c)(5) of this provision.] The offeror represents that--
    
(i) It [ ___  ] is, [ ___   ] is not a WOSB concern eligible under the WOSB Program, has provided all the required documents to the WOSB Repository, and no change in circumstances or adverse decisions have 
been issued that affects its eligibility; and
    
(ii) It [ ___  ] is, [ ___  ] is not a joint venture that complies with the requirements of 13 CFR part 127, and the representation in paragraph (c)(6)(i) of this provision is accurate for each WOSB concern eligible under the WOSB Program participating in the joint venture. [The offeror shall enter the name or names of the WOSB concern eligible under the WOSB Program and other small businesses that are participating in the joint venture:  ___  .] Each WOSB concern eligible under the WOSB Program participating in the joint venture shall submit a separate signed copy of the WOSB representation.
    
(7) Economically disadvantaged women-owned small business (EDWOSB) concern. [Complete only if the offeror represented itself as a WOSB concern eligible under the WOSB Program in (c)(6) of this provision.] The offeror represents that--
    
(i) It [ ___  ] is, [ ___  ] is not an EDWOSB concern, has provided all the required documents to the WOSB Repository, and no change in circumstances or adverse decisions have been issued that affects its eligibility; and
    
(ii) It [ ___  ] is, [ ___  ] is not a joint venture that complies with the requirements of 13 CFR part 127, and the representation in paragraph (c)(7)(i) of this provision is accurate for each EDWOSB concern participating in the joint venture. [The offeror shall enter the name or names of the EDWOSB concern and 
other small businesses that are participating in the joint venture:  ___  -.] Each EDWOSB concern participating in the joint venture shall submit a separate signed copy of the EDWOSB representation.

(8) Women-owned business concern (other than small business concern). (Complete only if the offeror is a women-owned business concern and did not represent itself as a small business concern in paragraph (c)(1) of this provision.) The offeror represents that it ( ___   ) is, a women-owned business concern.

(9) Tie bid priority for labor surplus area concerns. If this is an invitation for bid, small business offerors may identify the labor surplus areas in which costs to be incurred on account of manufacturing or production (by offeror or first-tier subcontractors) amount to more than 50 percent of the contract price: 

 ___   

(10) HUBZone small business concern. (Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.) The offeror represents, as part of its offer, that--

(i) It [ ___   ] is, [ ___   ] is not a HUBZone small business concern listed, on the date of this representation, on the List of Qualified HUBZone Small Business Concerns maintained by the Small Business Administration, and no material changes in ownership and control, principal office, or HUBZone employee percentage have occurred since it was certified in accordance with 13 CFR Part 126; and
   
(ii) It [ ___   ] is, [ ___   ] is not a HUBZone joint venture that complies with the requirements of 13 CFR Part 126, and the representation in paragraph (c)(10)(i) of this provision is accurate for each HUBZone small business concern participating in the HUBZone joint venture. [The offeror shall enter the names of each of the HUBZone small business concerns participating in the HUBZone joint venture:  ___  .] Each HUBZone small business concern participating in the HUBZone joint venture shall submit a separate 
signed copy of the HUBZone representation.

(d) Certifications and representations required to implement provisions of Executive Order 11246-- 

(1) Previous Contracts and Compliance. The offeror represents that-- 

(i) It ( ___   ) has, ( ___   ) has not, participated in a previous contract or subcontract subject either to the Equal Opportunity clause of this solicitation, the and 

(ii) It ( ___    ) has, ( ___   ) has not, filed all required compliance reports. 

(2) Affirmative Action Compliance. The offeror represents that-- 

(i) It ( ___   ) has developed and has on file, ( ___   ) has not developed and does not have on file, at each establishment, affirmative action programs required by rules and regulations of the Secretary of Labor (41 CFR Subparts 60-1 and 60-2), or 

(ii) It ( ___   ) has not previously had contracts subject to the written affirmative action programs requirement of the rules and regulations of the Secretary of Labor. 

(e) Certification Regarding Payments to Influence Federal Transactions (31 U.S.C. 1352). (Applies only if the contract is expected to exceed $150,000.) By submission of its offer, the offeror certifies to the best of its knowledge and belief that no Federal appropriated funds have been paid or will be paid to any person for influencing or attempting to influence an officer or employee of any agency, a Member of Congress, an officer or employee of Congress or an employee of a Member of Congress on his or her behalf in connection with the award of any resultant contract. If any registrants under the Lobbying Disclosure Act of 1995 have made a lobbying contact on behalf of the offeror with respect to this contract, the offeror shall complete and submit, with its offer, OMB Standard Form LLL, Disclosure of Lobbying Activities, to provide the name of the registrants. The offeror need not report regularly employed officers or employees of the offeror to whom payments of reasonable compensation were made.

(f) Buy American Certificate. (Applies only if the clause at Federal Acquisition Regulation (FAR) 52.225-1, Buy American --Supplies, is included in this solicitation.)

(1) The offeror certifies that each end product, except those listed in paragraph (f)(2) of this provision, is a domestic end product and that for other than COTS items, the offeror has considered components of unknown origin to have been mined, produced, or manufactured outside the United States. The offeror shall list as foreign end products those end products manufactured in the United States that do not qualify as domestic end products, i.e., an end product that is not a COTS item and does not meet the component test in paragraph (2) of the definition of “domestic end product.” The terms “commercially available off-the-shelf (COTS) item,” “component,” “domestic end product,” “end product,” “foreign end product,” and “United States” are defined in the clause of this solicitation entitled “Buy American--Supplies.”
(2) Foreign End Products:

	Line Item No.
	Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  



(List as necessary)

(3) The Government will evaluate offers in accordance with the policies and procedures of FAR Part 25.

[bookmark: BM1145801](g)(1) Buy American--Free Trade Agreements--Israeli Trade Act Certificate. (Applies only if the clause at FAR 52.225-3, Buy American--Free Trade Agreements--Israeli Trade Act, is included in this solicitation.)

(i) The offeror certifies that each end product, except those listed in paragraph (g)(1)(ii) or (g)(1)(iii) of this provision, is a domestic end product and that for other than COTS items, the offeror has considered components of unknown origin to have been mined, produced, or manufactured outside the United States. The terms ``Bahrainian, Moroccan, Omani, Panamanian, or Peruvian end product,'' ``commercially available off-the-shelf (COTS) item,'' ``component,'' ``domestic end product,'' ``end product,'' ``foreign end product,'' ``Free Trade Agreement country,'' ``Free Trade Agreement country end product,'' ``Israeli end product,'' and ``United States'' are defined in the clause of this solicitation entitled ``Buy American--Free Trade Agreements--Israeli Trade Act.''

(ii) The offeror certifies that the following supplies are Free Trade Agreement country end products (other than Bahrainian, Moroccan, Omani, Panamanian, or Peruvian end products) or Israeli end products as defined in the clause of this solicitation entitled ``Buy American--Free Trade Agreements--Israeli Trade Act'':
    
Free Trade Agreement Country End Products (Other than Bahrainian, Moroccan, Omani, Panamanian, or Peruvian End Products) or Israeli End Products:

	Line Item No.
	Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  



[List as necessary]

[bookmark: BM1140727](iii) The offeror shall list those supplies that are foreign end products (other than those listed in paragraph (g)(1)(ii) of this provision) as defined in the clause of this solicitation entitled "Buy American-Free Trade Agreements-Israeli Trade Act." The offeror shall list as other foreign end products those end products manufactured in the United States that do not qualify as domestic end products, i.e., an end product that is not a COTS item and does not meet the component test in paragraph (2) of the definition of “domestic end product.” 
[bookmark: BM1140745]Other Foreign End Products: 
	[bookmark: BM1140730]Line Item No.
	[bookmark: BM1140732]Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  


[bookmark: BM1140746][List as necessary] 
[bookmark: BM1140747]
(iv) The Government will evaluate offers in accordance with the policies and procedures of FAR Part 25. 
[bookmark: BM1140748](2) Buy American Act-Free Trade Agreements-Israeli Trade Act Certificate, Alternate I (Jan 2004). If Alternate I to the clause at FAR 52.225-3 is included in this solicitation, substitute the following paragraph (g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision: 
[bookmark: BM1140749]
(g)(1)(ii) The offeror certifies that the following supplies are Canadian end products as defined in the clause of this solicitation entitled "Buy American -Free Trade Agreements-Israeli Trade Act": 
[bookmark: BM1140759]Canadian End Products: 
	[bookmark: BM1140752]Line Item No.

	 ___  

	 ___  

	 ___  


[bookmark: BM1140760][List as necessary] 
[bookmark: BM1140761]
(3) Buy American-Free Trade Agreements-Israeli Trade Act Certificate, Alternate II (Jan 2004). If Alternate II to the clause at FAR 52.225-3 is included in this solicitation, substitute the following paragraph (g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision: 
[bookmark: BM1140762]
(g)(1)(ii) The offeror certifies that the following supplies are Canadian end products or Israeli end products as defined in the clause of this solicitation entitled "Buy American-Free Trade Agreements-Israeli Trade Act": 
[bookmark: BM1140780]Canadian or Israeli End Products: 
	[bookmark: BM1140765]Line Item No.
	[bookmark: BM1140767]Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  


[bookmark: BM1140781][List as necessary] 
[bookmark: BM1140782]
(4) Buy American--Free Trade Agreements--Israeli Trade Act Certificate, Alternate III. If Alternate III to the clause at FAR 52.225-3 is included in this solicitation, substitute the following paragraph (g)(1)(ii) for paragraph (g)(1)(ii) of the basic provision:

 (g)(1)(ii) The offeror certifies that the following supplies are Free Trade Agreement country end products (other than Bahrainian, Korean, Moroccan, Omani, Panamanian, or Peruvian end products) or Israeli end products as defined in the clause of this solicitation entitled ``Buy American --Free Trade Agreements--Israeli Trade Act'':
    
Free Trade Agreement Country End Products (Other than Bahrainian, Korean, Moroccan, Omani, Panamanian, or Peruvian End Products) or Israeli End Products:


	Line Item No.
	Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  


[List as necessary] 

(5) Trade Agreements Certificate. (Applies only if the clause at FAR 52.225-5, Trade Agreements, is included in this solicitation.)

(i) The offeror certifies that each end product, except those listed in paragraph (g)(5)(ii) of this provision, is a U.S.-made or designated country end product, as defined in the clause of this solicitation entitled ``Trade Agreements''.

(ii) The offeror shall list as other end products those end products that are not U.S.-made or designated country end products.

 Other End Products:

 
	Line Item No.
	Country of Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  


                           [List as necessary]
 

(iii) The Government will evaluate offers in accordance with the policies and procedures of FAR Part 25. For line items covered by the WTO GPA, the Government will evaluate offers of U.S.-made or designated 
country end products without regard to the restrictions of the Buy American statute. The Government will consider for award only offers of U.S.-made or designated country end products unless the Contracting 
Officer determines that there are no offers for such products or that the offers for such products are insufficient to fulfill the requirements of the solicitation.

(h) Certification Regarding Responsibility Matters (Executive Order 12689). (Applies only if the contract value is expected to exceed the simplified acquisition threshold.) The offeror certifies, to the best of its knowledge and belief, that --

(1) The offeror and/or any of its principals ( ___    ) are, ( ___   ) are not presently debarred, suspended, proposed for debarment, or declared ineligible for the award of contracts by any Federal agency,

(2) ( ___   ) Have, ( ___   ) have not, within a three-year period preceding this offer, been convicted of or had a civil judgment rendered against them for: commission of fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a Federal, state or local government contract or subcontract; violation of Federal or state antitrust statutes relating to the submission of offers; or commission of embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, tax evasion, violating Federal criminal tax laws, or receiving stolen property; and 

(3) ( ___   ) Are, ( ___   ) are not presently indicted for, or otherwise criminally or civilly charged by a Government entity with, commission of any of these offenses enumerated in paragraph (h)(2) of this clause; and

(4) (   ___  ) Have, ( ___   ) have not, within a three-year period preceding this offer, been notified of any delinquent Federal taxes in an amount that exceeds $3,000 for which the liability remains unsatisfied.

(i) Taxes are considered delinquent if both of the following criteria apply:

(A) The tax liability is finally determined. The liability is finally determined if it has been assessed. A liability is not finally determined if there is a pending administrative or judicial challenge. In the case of a judicial challenge to the liability, the liability is not finally determined until all judicial appeal rights have been exhausted.

(B) The taxpayer is delinquent in making payment. A taxpayer is delinquent if the taxpayer has failed to pay the tax liability when full payment was due and required. A taxpayer is not delinquent in cases where enforced collection action is precluded.

(ii) Examples. 

(A) The taxpayer has received a statutory notice of deficiency, under I.R.C. Sec.  6212, which entitles the taxpayer to seek Tax Court review of a proposed tax deficiency. This is not a delinquent tax because it is not a final tax liability. Should the taxpayer seek Tax Court review, this will not be a final tax liability until the taxpayer has exercised all judicial appeal rights.

(B) The IRS has filed a notice of Federal tax lien with respect to an assessed tax liability, and the taxpayer has been issued a notice under I.R.C. Sec.  6320 entitling the taxpayer to request a hearing with the IRS Office of Appeals contesting the lien filing, and to further appeal to the Tax Court if the IRS determines to sustain the lien filing. In the course of the hearing, the taxpayer is entitled to contest the underlying tax liability because the taxpayer has had no prior opportunity to contest the liability. This is not a delinquent tax because it is not a final tax liability. Should the taxpayer seek tax court review, this will not be a final tax liability until the taxpayer has exercised all judicial appeal rights.

(C) The taxpayer has entered into an installment agreement pursuant to I.R.C. Sec.  6159. The taxpayer is making timely payments and is in full compliance with the agreement terms. The taxpayer is not delinquent because the taxpayer is not currently required to make full payment.

(D) The taxpayer has filed for bankruptcy protection. The taxpayer is not delinquent because enforced collection action is stayed under 11 U.S.C. 362 (the Bankruptcy Code).


(i) Certification Regarding Knowledge of Child Labor for Listed End Products (Executive Order 13126). [The Contracting Officer must list in paragraph (i)(1) any end products being acquired under this solicitation that are included in the List of Products Requiring Contractor Certification as to Forced or Indentured Child Labor, unless excluded at 22.1503(b).] 

(1) Listed end products.


	Listed End Product
	Listed Countriesof Origin

	 ___  
	 ___  

	 ___  
	 ___  

	 ___  
	 ___  



(2) Certification. [If the Contracting Officer has identified end products and countries of origin in paragraph (i)(1) of this provision, then the offeror must certify to either (i)(2)(i) or (i)(2)(ii) by checking the appropriate block.] 

[bookmark: wp1179446][  ___   ] (i) The offeror will not supply any end product listed in paragraph (i)(1) of this provision that was mined, produced, or manufactured in the corresponding country as listed for that product. 
[bookmark: wp1179447]
[  ___   ] (ii) The offeror may supply an end product listed in paragraph (i)(1) of this provision that was mined, produced, or manufactured in the corresponding country as listed for that product. The offeror certifies that it has made a good faith effort to determine whether forced or indentured child labor was used to mine, produce, or manufacture any such end product furnished under this contract. On the basis of those efforts, the offeror certifies that it is not aware of any such use of child labor. 
[bookmark: wp1184099](j) Place of manufacture. (Does not apply unless the solicitation is predominantly for the acquisition of manufactured end products.) For statistical purposes only, the offeror shall indicate whether the place of manufacture of the end products it expects to provide in response to this solicitation is predominantly— 
[bookmark: wp1184100]
(1) ( ___   ) In the United States (Check this box if the total anticipated price of offered end products manufactured in the United States exceeds the total anticipated price of offered end products manufactured outside the United States); or 
[bookmark: wp1184101]
(2) ( ___   ) Outside the United States. 


(j) Place of manufacture. (Does not apply unless the solicitation is predominantly for the acquisition of manufactured end products.) For statistical purposes only, the offeror shall indicate whether the place of manufacture of the end products it expects to provide in response to this solicitation is predominantly--

(1) ( ___   ) In the United States (Check this box if the total anticipated price of offered end products manufactured in the United States exceeds the total anticipated price of offered end products manufactured outside the United States); or

(2) ( ___   ) Outside the United States.

(k) Certificates regarding exemptions from the application of the Service Contract Labor Standards. (Certification by the offeror as to its compliance with respect to the contract also constitutes its certification as to compliance by its subcontractor if it subcontracts out the exempt services.)

[The contracting officer is to check a box to indicate if paragraph (k)(1) or (k)(2) applies.] 
[bookmark: wp1190969]
[  ___   ] (1) Maintenance, calibration, or repair of certain equipment as described in FAR 22.1003-4(c)(1). The offeror ( ___   ) does ( ___    ) does not certify that— 
[bookmark: wp1190842]
(i) The items of equipment to be serviced under this contract are used regularly for other than Governmental purposes and are sold or traded by the offeror (or subcontractor in the case of an exempt subcontract) in substantial quantities to the general public in the course of normal business operations; 
[bookmark: wp1190844]
(ii) The services will be furnished at prices which are, or are based on, established catalog or market prices (see FAR 22.1003-4(c)(2)(ii)) for the maintenance, calibration, or repair of such equipment; and 
[bookmark: wp1190846]
(iii) The compensation (wage and fringe benefits) plan for all service employees performing work under the contract will be the same as that used for these employees and equivalent employees servicing the same equipment of commercial customers. 
[bookmark: wp1190848]
[  ___   ] (2) Certain services as described in FAR 22.1003-4(d)(1). The offeror ( ___   ) does ( ___   ) does not certify that— 
[bookmark: wp1190850]
(i) The services under the contract are offered and sold regularly to non-Governmental customers, and are provided by the offeror (or subcontractor in the case of an exempt subcontract) to the general public in substantial quantities in the course of normal business operations; 
[bookmark: wp1190852]
(ii) The contract services will be furnished at prices that are, or are based on, established catalog or market prices (see FAR 22.1003-4(d)(2)(iii)); 
[bookmark: wp1190854]
(iii) Each service employee who will perform the services under the contract will spend only a small portion of his or her time (a monthly average of less than 20 percent of the available hours on an annualized basis, or less than 20 percent of available hours during the contract period if the contract period is less than a month) servicing the Government contract; and 
[bookmark: wp1190856](iv) The compensation (wage and fringe benefits) plan for all service employees performing work under the contract is the same as that used for these employees and equivalent employees servicing commercial customers. 
[bookmark: wp1190858]
(3) If paragraph (k)(1) or (k)(2) of this clause applies— 
[bookmark: wp1190860]
(i) If the offeror does not certify to the conditions in paragraph (k)(1) or (k)(2) and the Contracting Officer did not attach a Service Contract Labor Standards wage determination to the solicitation, the offeror shall notify the Contracting Officer as soon as possible; and 
[bookmark: wp1190862]
(ii) The Contracting Officer may not make an award to the offeror if the offeror fails to execute the certification in paragraph (k)(1) or (k)(2) of this clause or to contact the Contracting Officer as required in paragraph (k)(3)(i) of this clause. 

(l) Taxpayer Identification Number (TIN) (26 U.S.C. 6109, 31 U.S.C. 7701). (Not applicable if the offeror is required to provide this information to the SAM database to be eligible for award.)

(1) All offerors must submit the information required in paragraphs (l)(3) through (l)(5) of this provision to comply with debt collection requirements of 31 U.S.C. 7701(c) and 3325(d), reporting requirements of 26 U.S.C. 6041, 6041A, and 6050M, and implementing regulations issued by the Internal Revenue Service (IRS).

(2) The TIN may be used by the Government to collect and report on any delinquent amounts arising out of the offeror's relationship with the Government (31 U.S.C. 7701(c)(3)). If the resulting contract is subject to the payment reporting requirements described in FAR 4.904, the TIN provided hereunder may be matched with IRS records to verify the accuracy of the offeror's TIN.

(3) Taxpayer Identification Number (TIN).

( ___   ) TIN: --------------------.

( ___   ) TIN has been applied for.

( ___   ) TIN is not required because:

( ___   ) Offeror is a nonresident alien, foreign corporation, or foreign partnership that does not have income effectively connected with the conduct of a trade or business in the United States and does not have an office or place of business or a fiscal paying agent in the United States;

( ___   ) Offeror is an agency or instrumentality of a foreign government;

( ___    ) Offeror is an agency or instrumentality of the Federal Government.

(4) Type of organization.

( ___   ) Sole proprietorship;

(   ___  ) Partnership;

( ___   ) Corporate entity (not tax-exempt);

( ___    ) Corporate entity (tax-exempt);

( ___    ) Government entity (Federal, State, or local);

(   ___  ) Foreign government;

( ___   ) International organization per 26 CFR 1.6049-4;

( ___   ) Other ----------.

(5) Common parent.

(   ___  ) Offeror is not owned or controlled by a common parent;

( ___   ) Name and TIN of common parent:

Name - ___  .
TIN - ___  .

(m) Restricted business operations in Sudan. By submission of its offer, the offeror certifies that the offeror does not conduct any restricted business operations in Sudan.

(n) Prohibition on Contracting with Inverted Domestic Corporations—

(1) Government agencies are not permitted to use appropriated (or otherwise made available) funds for contracts with either an inverted domestic corporation, or a subsidiary of an inverted domestic corporation, unless the exception at 9.108-2(b) applies or the requirement is waived in accordance with the procedures at 9.108-4.

(2) Representation. By submission of its offer, the offeror represents that--
    
(i) It is not an inverted domestic corporation; and
    
(ii) It is not a subsidiary of an inverted domestic corporation.

(o) Prohibition on contracting with entities engaging in certain activities or transactions relating to Iran. 

(1) The offeror shall email questions concerning sensitive technology to the Department of State at CISADA106@state.gov.
    
(2) Representation and certifications. Unless a waiver is granted or an exception applies as provided in paragraph (o)(3) of this provision, by submission of its offer, the offeror--

(i) Represents, to the best of its knowledge and belief, that the offeror does not export any sensitive technology to the government of Iran or any entities or individuals owned or controlled by, or acting on behalf or at the direction of, the government of Iran;
    
(ii) Certifies that the offeror, or any person owned or controlled by the offeror, does not engage in any activities for which sanctions may be imposed under section 5 of the Iran Sanctions Act; and

(iii) Certifies that the offeror, and any person owned or controlled by the offeror, does not knowingly engage in any transaction that exceeds $3,000 with Iran's Revolutionary Guard Corps or any of its officials, agents, or affiliates, the property and interests in property of which are blocked pursuant to the 
International Emergency Economic Powers Act (50 U.S.C. 1701 et seq.) (see OFAC's Specially Designated Nationals and Blocked Persons List at http://www.treasury.gov/ofac/downloads/t11sdn.pdf).

(3) The representation and certification requirements of paragraph (o)(2) of this provision do not apply if—

(i) This solicitation includes a trade agreements certification (e.g., 52.212-3(g) or a comparable agency provision); and

(ii) The offeror has certified that all the offered products to be supplied are designated country end products.

(p) Ownership or Control of Offeror. (Applies in all solicitations when there is a requirement to be registered in SAM or a requirement to have a DUNS Number in the solicitation.
    
(1) The Offeror represents that it [ ___  ] has or [ ___  ] does not have an immediate owner. If the Offeror has more than one immediate owner (such as a joint venture), then the Offeror shall respond to paragraph (2) and if applicable, paragraph (3) of this provision for each participant in the joint venture.
    
(2) If the Offeror indicates ``has'' in paragraph (p)(1) of this provision, enter the following information:

Immediate owner CAGE code:
 ___  
Immediate owner legal name:
 ___  

(Do not use a ``doing business as'' name)
    
Is the immediate owner owned or controlled by another entity: 
[ ___  ] Yes or [ ___  ] No.
    
(3) If the Offeror indicates ``yes'' in paragraph (p)(2) of this provision, indicating that the immediate owner is owned or controlled by another entity, then enter the following information:

Highest-level owner CAGE code:
 ___  

Highest-level owner legal name:
 ___  

(Do not use a ``doing business as'' name)

(End of provision)





















SUBMISSIONS OF QUOTES:
[bookmark: PD000066]
LOWEST PRICE TECHNICALLY ACCEPTABLE (LPTA):

NOTE:  Method of Quote Submission:  The Navy Electronic Commerce Online (NECO) website has a “submit bid” button next to the solicitation number.  DO NOT use the “submit button” on the NECO website to submit your quote.  All quoters SHALL submit their quotes no later than 18 August 2015 (1200 EST) to the following location:

Naval Supply Systems Command (NAVSUP) Fleet Logistics Center (FLC) Norfolk, Philadelphia Office
700 Robbins Avenue – Building 2 B
Philadelphia, PA 19111-5083
Attention:  Mr. Joseph Caltagirone, Code 270.3E

[bookmark: _GoBack]The outer package being delivered shall be marked:  RFQ #:  N0018920151070

Quotes submitted in response to this solicitation shall be valid for a minimum of 90 days from the closing date.

Hand-carried quotes are not encouraged.  The Contracting Office is located on a secured compound.  Only personnel with current DoD Common Access Cards (CACs) or appropriate military credentials will be able to access the compound.  There will be no ability to drop off the quotes outside the compound.

Quoters shall provide their submissions in two separate volumes as follows:

Volume I	Non-Price Quote	

Volume II	Price Quote	


Volume I 	Non-Price Quote

This volume shall address Management Approach and Past Performance and include all information required for quote evaluation.
 
This volume of the quote shall exclude any pricing/cost information.

Each page of each copy should include the following legend:

	Source Selection Information - See FAR 2.101 and 3.104


Volume II	Price Quote

This volume shall include the completed solicitation documents and a complete and detailed price/cost breakdown with all supporting information.  Each page of each copy should include the following legend:

	Source Selection Information - See FAR 2.101 and 3.104

IMPORTANT NOTES:

(1)  Quoters shall respond to all requirements of the solicitation document.  Quoters are cautioned not to alter the solicitation.

(2)  In the event any portion of the non-price quote is written by anyone who is not a bona fide employee of the firm submitting the quote, a certificate to this effect shall be furnished which must be signed by a responsible officer of the quoter and shall also identify the person's name, employment capacity, the name of the person’s firm, the relationship of that firm to the quoter, and the portion of the non-price quote the person wrote.

II. REQUIREMENTS FOR QUOTE CONTENT 

(1) Any quoter who will be submitting CLASSIFIED data in its non-price quote shall first notify the Contracting Officer by contacting the point of contact in the solicitation.  CLASSIFIED data that is forwarded as part of an quoter’s submission shall be housed in its own binder, separate from the unclassified portion.

(2)  Introduction and Purpose - This section specifies the format that quoters should use in quotes submitted in response to this solicitation.  The intent is not to restrict the quoters in the manner in which they will perform their work but rather to ensure a certain degree of uniformity in the format of the quoters for evaluation purposes.

(3)  Each volume should contain the following items in addition to the other information required by this solicitation:

		Cover:				The cover should indicate the following:
							Title of the Quote
							Volume Number (I or II)
							Solicitation number
							Name and address of quoter
							
		Table of Contents:	The table of contents should provide detail sufficient to allow the important elements to be easily located.  The use of tabs and dividers is encouraged. 

(4)  Requirements for Style:  Each quoter shall submit a quote that clearly and concisely sets forth the contractor’s response to the requirements of the solicitation.  Unnecessary elaboration or other presentations beyond that sufficient to present a complete and effective quote are not desired and may be construed as an indication of the quoter’s lack of cost consciousness.  Elaborate artwork, expensive paper or bindings, and expensive visual or other presentation aids are neither necessary nor desired.  The quote shall contain all the pertinent information in sufficient detail in the one area of the quote where it contributes most critically to the discussion.  When necessary, the quoter shall refer to the initial discussion and identify its location within its quote.

(5)  Page Limitations

Volume I, “Non-price Quote,” is limited to a maximum of fifteen (15) pages in length inclusive of any charts, diagrams, and/or other graphics.  Each “page” is defined as one sheet, 8 ½ “ x 11”, with at least one inch margins on all sides, using a font with a point size of 12 or greater (e.g., "Times New Roman" style with 12 point font).  Lines shall, at a minimum, be single-spaced.   Pages shall be consecutively numbered.  Multiple pages, double pages, two-sided pages, or foldouts will count as an equivalent number of 8 ½" x 11" pages.  The cover sheet, table of contents (not to exceed one page per volume), tabs, and dividers will not count toward the page limit.  The one exception to the font size requirement shown above is that the "past performance information forms" may be completed with a point size of 10 or greater.  Pages submitted in excess of the page limitations described above will not be evaluated.

Volume II, “Price/Cost Quote,” is not page limited.  However, the price/cost quote is to be strictly limited to price information (and the completed solicitation document).   

III.  QUOTE CONTENT

NON-PRICE QUOTE:  

This shall address Management Approach and Past Performance.

· Management Approach:

The quoter shall provide a management approach to satisfy the solicitation requirements, including a work breakdown structure setting forth the minimum level of effort (hours) and labor mix (labor categories) proposed to meet the PWS requirements.  The quoter should provide a staffing plan to addresses personnel recruiting, development, and retention that minimizes staff turnover for timely and effective contract performance.  The quoter should identify the minimum qualifications that its personnel will possess – to include education, experience, training, security clearances, and certifications for each functional area of the PWS.

· Past Performance:

The quoter shall demonstrate relevant past performance or affirmatively state that it possesses no relevant past performance.  Relevant past performance is performance under contracts or efforts within the past five years that is the same as, or similar to, the scope, magnitude, and complexity of the work described by this solicitation.

To demonstrate its past performance, the quoter shall identify up to two (2) of its most relevant contracts or efforts within the past five (5) years, and provide any other information the quoter considers relevant to the requirements of the solicitation.  Quoters should provide a detailed explanation demonstrating the relevance of the contracts or efforts to the requirements of the solicitation.  

The references will be evaluated in the aggregate in order to allow quoters who may not have the entire scope, magnitude, and complexity of the requirement under one individual contract to still be considered acceptable if past performance with the full scope, magnitude, and complexity of the requirement can be demonstrated within the allotted number of references as described above.  

The quoter should complete a “Past Performance Information Form” for each reference submitted.  The form is an attachment to the solicitation.  The forms will count toward the Volume I page limit described above.  For additional information regarding a particular reference beyond that which will fit on the form, the quoter may continue onto another sheet of paper.  Such continuation sheet(s) for submitted references will count toward the Volume I page limit.  

PRICE QUOTE:

This shall be a complete and detailed price breakdown and shall include all elements of price and such other cost data as considered appropriate to support your quote.  The price breakdown shall identify at a minimum all proposed labor categories, direct labor rates, and level of effort – and demonstrate compliance with the applicable wage determinations.  The quoter is requested to submit any published commercial price catalogs or price lists verifying its proposed labor rates.  

The proposed contract is FFP, and quotes will not be evaluated for price realism purposes.


52.212-2     EVALUATION--COMMERCIAL ITEMS (OCT 2014)

The Government intends to award a contract resulting from this solicitation to the responsible lowest priced technically acceptable quoter.  By submission of its quote, the quoter accepts all solicitation requirements, including terms and conditions, representations and certifications, and technical requirements.  Failure to meet a requirement may result in an offer being determined technically unacceptable. Quoters must clearly identify any exception to the solicitation and conditions and provide complete accompanying rationale.  The quoter’s submission shall be in the form prescribed by, and shall contain a response to each of the areas identified in the solicitation provision entitled “Submission of Quotes.”  

Award will be issued to the responsible quoter whose submission is Low-Price-Technically-Acceptable (LPTA).  The non-price factors that will be used to determine technical acceptability are as follows:

· Management Approach
· Past Performance  

The Government reserves the right to obtain information for use in the evaluation of past performance from any and all sources including sources outside of the Government.  The quoter may provide information on problems encountered on the identified contracts and the quoter’s corrective actions.  The quoter should provide the information requested  herein for past performance evaluation, or affirmatively state that it possesses no relevant directly related or similar past performance.  The Government will consider the quality of quoter’s relevant past performance.  This consideration is separate and distinct from the Contracting Officer’s responsibility determination.  The assessment of the quoter’s past performance will be used as a means of evaluating the capability of the quoter and other competitors to successfully meet the requirements of the RFQ. When performance is evaluated, the outcome is either acceptable or unacceptable. Unacceptable performance will disqualify a quoter from award.  

NOTE:  FAR 15.305(a)(2)(iv) – In the case of a quoter without a record of relevant past performance or for whom information on past performance is not available, the quoter may not be evaluated favorably or unfavorably in past performance. 

The method of evaluation used by the Contracting Officer is solely within the discretion of the Contracting Officer.

For the purpose of preparing a price quote, the quoter shall assume that the basic period of performance shall be as follows:

· Base Period:  01 October 2015 through 30 September 2016
· Option I:  01 October 2016 through 30 September 2017
· Option II:  01 October 2017 through 30 September 2018
· Option III:  01 October 2018 through 30 September 2019
· Option IV:  01 October 2019 through 30 September 2020

(End of provision)

LOWEST PRICE TECHNICALLY ACCEPTABLE:

The lowest priced quote will be evaluated first and if technically acceptable, no further quotes will be evaluated, as that quote represents the best value to the government.  Award shall be made to that quoter without further evaluation of any other quotes.

If the lowest priced quote is not determined to be technically acceptable, the next lowest priced quote will be evaluated and the process will continue (in order by price) until a quoter is determined to be technically acceptable or until all quotes are evaluated.















REQUEST FOR QUOTATION (RFQ) QUESTIONS/ANSWERS:

QUESTION #1:

We currently hold a Secret Facility Clearance and it appears that for this contract we would a T/S for some of the staff.  Will the government sponsor a T/S and\or can we have a sub-contractor provide the staffing for those persons requiring a T\S clearance?    

ANSWER:

Yes, the Government would sponsor the T/S FCL.  Sub-contractor(s) are allowed; however, the Prime must sponsor the sub for T/S.


QUESTION #2:

Under Section 5.8.4, Security Clearances, the two positions in Virginia Beach do not indicate what clearance level is required. Can the government please clarify if they do require a clearance and at what level?

ANSWER:

The Virginia Beach (Hampton Roads) positions require a SECRET level security clearance.  This section has been updated in the RFQ.


QUESTION #3:

Under Section 5.8, Required (Minimum) Staffing Levels, the government indicates that at Corry Station, FL, the minimum staffing requires 4 General Clerk Is and 2 General Clerk IIIs but under 5.8.4 the clearance requirements are for 3 General Clerk Is to have a Secret level clearance and for 3 General Clerk IIIs to have a Top Secret clearance. These numbers do not match. Can the government please clarify? 

ANSWER:

The number of FTE for the Corry Stations General Clerk I and General Clerk III positions is 3 (each).  This section has been updated in the RFQ.


QUESTION #4:

Is there currently an incumbent contractor performing this support and if so, what is the awarded period of performance and value?

ANSWER:

Incumbent Contractor – American Systems Group (N00178-05-D-4191-EX01)
Performance Period – 01 October 2012 through 30 September 2015 (including two (2), one-year option periods)
Total Value - $2,107,494.00


QUESTION #5:

Can the government please confirm how many copies of each volume are needed to be submitted?



ANSWER:  

Non-Price Quote – One (1) Original and two (2) Copies
Price Quote – One (1) Original and one (1) copy


QUESTION #6:

What are the anniversary dates of incumbent employees?

ANSWER:

The government does not have this information.


QUESTION #7:

Is the incumbent allowed to bid on this contract?

ANSWER:

Yes, this requirement is available to ALL HUBZone-certified small businesses.


QUESTION #8:

Is the TS Facility Clearance required prior to the start of the contract or will the government allow the contractor to obtain the clearance post award?

ANSWER:

The Facility Clearance must be obtained prior to the start of the contract.
 

QUESTION #9:

Offeror Instructions state, "This volume shall include the completed solicitation documents and a complete and detailed price/cost breakdown with all supporting information.  Each page of each copy should include the following legend:" 

ANSWER:

Each page should include the following legend:  “Source Selection Information - See FAR 2.101 and 3.104”


QUESTION #10:

On page 77 of the Solicitation, it says:  “The quoter’s submission shall be in the form prescribed by, and shall contain a response to each of the areas identified in the Section L solicitation provision entitled “Submission of Quotes.”  That is the only reference to Section L, Submission of Quotes. Any idea where I can find that? 

ANSWER:

Since this is a Combined Synopsis/Solicitation, there are no official sections.  The “Section L” language has been removed.

QUESTION #11:

Please advise if past performance from a "teaming" partner can be used to meet past performance requirements as well as those from the prime (HUBZone Certified Firm).

ANSWER:

Past Performance can include reference(s) from subcontractors.


QUESTION #12:

18 sites are listed, however 15 positions are identified.  Does the government anticipate additional site support will be needed at those alternate locations or will the 15 support remotely?

ANSWER:

Site without an Admin contractor on-site are supported remotely. 


QUESTION #13:

In Section 1.3 there is a requirement to have an  individual that will provide overall oversight and an alternate. Does the government have a Labor Category associated with this oversight position from the labor pool mix identified in 5.8.1 and since this position is required to be on site, from what location is the position(s) required to perform? 

ANSWER:

The General Clerk III position serves as the Program Manager for all sites and alternate at Corry Station, Pensacola, FL.


QUESTION #14:

In addition, please clarify that this position is separate and distinct from 5.0.3 The Team Lead in CIDU Goodfellow AFB?

ANSWER:

The Program Manager position at Corry Station is separate and distinct from the Team Lead position on CIDU Goodfellow.  Both Goodfellow positions are the same labor category but one of them must serve as the primary point of contact for exchange of information.


QUESTION #15:

For clarification the 2 Secretary I in Hampton Road, VA does not require a DOD Secret or Top Secret Clearance?

ANSWER:

See Question/Answer #2.





QUESTION #16:

Section 1.3.1 states the contractor shall assign an individual who shall be responsible for the performance of all work prescribed in the Performance Work Statement.  Section 1.3.1.2 states the individual cited in Section 1.3.1 shall be on-site during normal duty hours and respond within a reasonable period from notification by the COR regarding any areas affecting performance of the contract.   Section 5.8.1 includes a table of the minimum staffing requirements for the awarded contract.  Questions:  Is the individual assigned by the contractor responsible for the performance of all work also expected to fulfill the requirements of one of the positions listed in the table of Section 5.8.1 detailing the minimum staffing requirements?

ANSWER:  

See Question/Answer #13.


QUESTION #17:

Why are the staffing levels for the General Clerk I and General Clerk III for Corry Station, FL different?

ANSWER:

Both positions require 3 FTE.


QUESTION #18:

What is the value of the current contract?

ANSWER:

See Question/Answer #4


QUESTION #19:

Is it possible to either add allow more pages for the technical volume or exclude the past performance from the page count.  One past performance can take up to 2-3 pages leaving very little room for the management approach.  The form itself with no data is 1 page.

ANSWER:

This Combined Synopsis/Solicitation was updated to allow quoters up to fifteen (15) pages for their non-price quote (including past performance).


QUESTION #20:

Are security clearances required upon award or would an interim be sufficient?

ANSWER:

An interim security clearance with an adjudicated Background investigation would suffice.




QUESTION #21:

Is there a requirement to address each technical task in our response, or is the government only looking for a management approach and staffing plan?

ANSWER:

Each individual task does not have to be addressed.  A staffing plan to include experience and clearance requirements and management approach will suffice. 


QUESTION #22:

In cases where there is only 1 FTE, are the offeror expected to provide an alternate in case of vacation, and other absences?

ANSWER:

At sites with only I FTE, contractor is expected to coordinate vacation in advance with local service recipient to mitigate performance impacts. This has historically worked, augmented with remote support from Corry to the service site during contract employee’s absence to the largest extent possible.


QUESTION #23:

Can the government please verify the equipment list matches the FTEs?  Assuming that every person should have access to a computer the numbers don't seem to match for Corry Station

ANSWER:

All contractor personnel will be provided with the applicable equipment.


QUESTION #24:

Is there an equipment list for Hampton Roads?

ANSWER:

See Question/Answer #23.


QUESTION #25:

Can you please confirm if quote can be submitted via email?

ANSWER:

No – ALL Quotes shall be submitted to the following location:

Naval Supply Systems Command (NAVSUP) Fleet Logistics Center (FLC) Norfolk, Philadelphia Office
700 Robbins Avenue – Building 2 B
Philadelphia, PA 19111-5083
Attention:  Mr. Joseph Caltagirone, Code 270.3E



