Amendment 03
The purpose of this Amendment is to extend the combined synopsis/solicitation close date. Initial quotes and any modifications thereto are now due on or before 19 February 2016 at 12:00 PM Eastern Standard Time. 
[bookmark: _GoBack]All terms and conditions remain unchanged.



Amendment 02
This Amendment answers the following questions submitted in response to the combined synopsis/solicitation.
Question 03: Would you consider awarding this contract to a qualified offeror who would complete the work offsite as opposed to in Norfolk?
Answer 03: No. All work must be performed on the government site.
Question 04: Item No. 9, states that the place of performance for the commander is on site at Naval Reserve Forces command in Norfolk, Va.  Would consideration be given to an initial period of performance on site and then transition the work to an offsite location?
Answer 04: All the TNR design and production work needs to be performed at the Commander, Navy Reserve Forces Command Headquarters Public Affairs Office exclusively for the duration of the entire contract period.
Question 05: Will the contractor serve as the direct point of contact for article and photograph contributors, or will the CNRFC PA? 
Answer 05: The contractor will serve as the direct point of contact for ALL article and photograph contributors. The contractor should be a self -starter who has no problem picking up the phone to contact other offices to solicit information needed for the magazine. The CNRFC PAO will always be available to provide assistance with the acquisition of any resources and contacts that the contractor may need or desire, and act as a military subject matter expert.
Question 06: Will the contractor be responsible for coordinating payment/compensation to contributors for their published content?
Answer 06: No. All content will be derived from government/public sector contacts with CNRFC. There are no outside ads. No payments/compensation will be made to any contributor for any reason.
Question 07: The degree of necessity for article rewrites and/or substantive editing would be a vital factor in determining the editorial involvement this project would require. Can you please tell us about the writing experience and skill level of the typical TNR contributor? How much content has the typical TNR contributor published previously?
Answer 07: This project would require VERY extensive rewriting and editing. All of the articles are original articles that have generally not been edited before reaching CNRFC PA. Please assume that some articles will be of the lengthy academic type that will need to be cut down and rewritten using the AP and Navy style guides. Other stories will be misspelled and contain incomplete sentences. 90 percent of the content will need work of some sort as most submissions are from people that are average to below average feature writers.  50 percent of the articles are from different types of Sailors who have not contributed to any publication. 30 percent of the articles are written by Sailors whose military occupation includes writing; however, their true expertise is in video or photography. 10 percent of the articles are written by Sailors who are used to writing straight news stories, not feature. 10 percent of all stories will only require sizing in the layout.
Question 08:  Please describe TNR's current proofing process for each issue prior to upload to the FTP. How many rounds of edits to the full issue proof does the CNRFC PA typically require prior to final approval? What would be the turnaround time for CNRFC PA edits/approval once a full issue proof is submitted?
Answer 08: Generally, CNRFC PA preliminarily reviews the layout of pages as they are developed. Specifically, the approval process includes:
1- CNRFC PA reviews the layout and content of the entire magazine when complete as many  times as it takes until no errors are found. Each iteration is usually reviewed within eight hours of receipt. 
2- Once the magazine is free of errors, the CNRFC executive director reviews the magazine, usually within eight hours. 
3- The final review is completed by the CNRFC commander prior to being uploaded to the printer via FTP. The commander's review can take from one to three days.  Due to the unpredictable nature of leadership's schedule, the contractor will not be held accountable for any delays incurred while waiting for approval chain edits, or final approval.
Question 09: Will the contractor also be involved in the print proofing process (e.g., preparing and submitting print orders, coordinating with printer, approving hard and/or digital proofs, giving final print authorization)? If so, in what capacity?
Answer 09: The contractor will be responsible for reviewing and approving the hard and digital proofs from the printer and giving final print authorization. They will also coordinate all aspects of the printing of the magazine that do not include funding/payment/mailing addresses. CNRFC PA will be responsible for all print order submissions and payments, and upload and maintenance of the address lists for the magazine to the printer.
Question 10: How much, if any, copy will the contractor be required to produce for TNR or the Almanac (aside from contributed content)?
Answer 10: The contractor should expect to develop copy and a comprehensive design for approximately 4-6 pages a month. Some sections are new initiatives that need to be explained in a two page spread and will need copy and a graphic. A subject matter expert will be available and usually provide rough copy that will need to be organized and visually enhanced. Examples can be seen in: August 2015 pages 28-29; May 2015 pages 28-29; September 2014 pages  28-29 
TNR Archive link: https://www.navyreserve.navy.mil/Pages/TNR.aspx?RootFolder=%2FPublications%2F2015&FolderCTID=0x01200084966EE6E836034B9FAE20C792853A61009457ACE7700ABD4489E86FD37160463A&View={96FBAC2F-04B5-491B-98E8-FB47EC45E1FC} 
Question 11: How closely is the contractor expected to adhere to the visual style of current TNR editions? Does TNR have its own graphic design style guide it would like the contractor to follow?
Answer 11: TNR does not have a specific graphic style guide. Contractor will be expected to review recent TNR magazines (APR-NOV 2015) and produce a similar product. CNRFC PA is open to discussion with contractor on new ideas to improve layout and enhance the magazine.
All terms and conditions remain unchanged.



Amendment 01
This Amendment answers the following questions submitted in response to the combined synopsis/solicitation.
Question 01: Will all work on the magazine have to be done onsite or can it be managed out of office?
Answer 01: All work for The Naval Reservist magazine will be performed at the government facility as stated in Section 9.0.
Question 02: Will photography be provided or is the contractor responsible for shooting it?
Answer 02: All photography will be provided by the Public Affairs Office. Contractor will not be responsible for taking any photography. 
All terms and conditions remain unchanged.


N00189-16-T-Z081

This is a combined synopsis/solicitation for commercial items prepared in accordance with the format in FAR Subpart 12.6, as supplemented by FAR 13.5, with additional information included in this notice. This announcement constitutes the only solicitation; quotes are being requested and a written solicitation will not be issued. Solicitation number N00189-16-T-Z081 is being issued as a Request for Quote (RFQ). The solicitation document and incorporated provisions and clauses are provided as an attachment to this synopsis. 

This requirement is being competed as a 100% small business set-aside. The NAICS code is 511120- Magazine Publisher services. The small business size standard is 500 Employees.  
The Philadelphia Division, Contracting Department of NAVSUP Fleet Logistics Center Norfolk intends to solicit and award a Firm Fixed Price contract for this requirement. 
REQUIREMENT:
The Commander, Naval Reserves Forces Command (CNRFC) Norfolk, VA requires magazine editorial and design services in support of the design and production of “The Naval Reservist” Magazine. 
Services will be inspected and accepted at Destination by the Government. The anticipated award date for the one (1) year base period is 01 April 2016. This requirement does include four (4) one (1) year option periods. 
The contract line item number, item description, and quantities are listed in Attachment 1 Section A.
SUBMISSION OF QUOTES:
Initial quotes and any modifications thereto are due on or before 12 February 2016 at 1200 PM Eastern Standard Time. Quotes shall be sent to only one method provided below:
Preferred Method Tessa.Wastun@Navy.Mil, Subject: RFQ N00189-16-T-Z081
Or
NAVSUP Fleet Logistics Center Norfolk, Philadelphia Office
Attn: Tessa Wastun, RFQ N00189-16-T-Z081
700 Robbins Ave
Building 2B
Philadelphia, PA 19111

All questions about this RFQ shall be submitted by 10 February 2016 to Tessa Wastun at Tessa.Wastun@navy.mil. 
ATTACHMENT 1:
Section		Title
A		Contract Line Item Numbers 1 – 5
B		Performance Based Work Statement
C		Additional Instructions
D		Past Performance Information Form

POINT OF CONTACT:
The point of contact for questions about this requirement is: Tessa Wastun, Code 280.1D, Tessa.Wastun@navy.mil


Attachment 1
Section A:
Contract Line Item Numbers 1 – 5

	ITEM NO
	SUPPLIES/SERVICES
	QUANTITY
	UNIT
	UNIT PRICE
	TOTAL AMOUNT

	0001
	
	12
	Months
	
	

	
	Magazine Editor
FFP
Magazine editorial and design services in support of the design and production of TNR Magazine in accordance with the PWS.
FOB: Destination

	

	ITEM NO
	SUPPLIES/SERVICES
	QUANTITY
	UNIT
	UNIT PRICE
	TOTAL AMOUNT

	0002
	
	12
	Months
	
	

	OPTION
	Magazine Editor
FFP
Magazine editorial and design services in support of the design and production of TNR Magazine in accordance with the PWS.
FOB: Destination

	

	ITEM NO
	SUPPLIES/SERVICES
	QUANTITY
	UNIT
	UNIT PRICE
	TOTAL AMOUNT

	0003
	
	12
	Months
	
	

	OPTION
	Magazine Editor
FFP
Magazine editorial and design services in support of the design and production of TNR Magazine in accordance with the PWS.
FOB: Destination

	

	ITEM NO
	SUPPLIES/SERVICES
	QUANTITY
	UNIT
	UNIT PRICE
	TOTAL AMOUNT

	0004
	
	12
	Months
	
	

	OPTION
	Magazine Editor
FFP
Magazine editorial and design services in support of the design and production of TNR Magazine in accordance with the PWS.
FOB: Destination

	

	ITEM NO
	SUPPLIES/SERVICES
	QUANTITY
	UNIT
	UNIT PRICE
	TOTAL AMOUNT

	[bookmark: clin_nmbr_cd]0005
	
	[bookmark: clin_qy]12
	[bookmark: unit_isu_desc]Months
	
	

	[bookmark: option]OPTION
	[bookmark: clin_desc]Magazine Editor
[bookmark: con_type]FFP
[bookmark: ext_desc]Magazine editorial and design services in support of the design and production of TNR Magazine in accordance with the PWS.
[bookmark: fob]FOB: Destination

	


[bookmark: stepladder][bookmark: exhibit_reference] 

Section B:
Performance Work Statement for
Commander, Navy Reserve Force Command
1.0 INTRODUCTION:
The CNRFC Public Affairs N00P directs all command information, community outreach, media outreach and special projects, and develops public affairs policy and processes for headquarters and subordinate commands.  To aid in the implementation of on internal information program, processes are in place to submit input for command information products such as the “The Navy Reservist” (TNR) magazine.  The Commander, Navy Reserve Force Command Public Affairs Office, N00P is acquiring non-personnel professional services necessary to provide design support services. 

2.0	BACKGROUND: 
The CNRFC Public Affairs N00P directs all command information, community outreach, media outreach and special projects, and develops public affairs policy and processes for headquarters and subordinate commands.  To aid in the implementation of an internal information program, processes are in place to submit input for command information products such as the “The Navy Reservist” (TNR) magazine.  TNR magazine is published monthly from February to November of each year and includes an almanac that is published in January of each year.  TNR magazine accepts original stories that are pre-coordinated with the TNR staff, and not published elsewhere.  Once all of the content has been received, reviewed and approved for a particular TNR issue it is prepared for production through content layout design and editing.  The PAO has suffered a 50 percent staffing reduction, thus making the continued design and production of the TNR magazine impossible to support.  The continued production of TNR is high on the priority list of the Vice Admiral Braun, Commander, Navy Reserve Force (CNRF).  TNR magazine has an audience of 60,000, readers and continued production support of TNR is critical to the successful execution of the PAO’s mission support to CNRF. 

3.0 SCOPE: 
The contractor shall provide the necessary level of administrative, professional, and technical support required to facilitate the overall objectives of the Commander, Navy Reserve Forces Command (CNRFC), Norfolk, VA.  The objective of this task is to plan and design, and solicit for, layout and develop editorial content for “The Navy Reservist” (TNR) magazine, the flagship periodical of the Navy Reserve.  The contractor shall provide those services to perform the work delineated herein.

4.0 APPLICABLE DIRECTIVES:  
This section lists all documents referenced under Section 5.0 Performance Requirements that the contractor will have to comply with in performance of the PWS.  

	Document
	Title

	Style Guide
	U.S. Navy Style Guide

	Style Guide
	The Associated Press Style Book 2015



4.1 	ACRONYMS AND ABBREVIATIONS:
· CAC		Common Access Card
· CAPS		Centralized Account Processing System
· CNRFC		Commander Reserve Forces Command
· COR		Contracting Officer Representative
· DAPS		Document Automation and Production Service
· DoD		Department of Defense
· FORCM		Navy Reserve Force Master Chief
· FTP			File Transfer Protocol
· NMCI 		Navy and Marine Corp Intranet
· NACLC		National Agency Check with Local Agency Check and Credit Check
· OCNR		Office of the Chief of Naval Reserve
· OPM		Officer of Personnel Management
· PA			Public Affairs
· PWS		Performance Work Statement
· SAAR-N		System Authorization Access Request Navy
· TNR		“The Navy Reservist” 
· WAWF		Wide Area Work Flow

5.0	PERFORMANCE REQUIREMENTS:  The contractor shall plan, design, develop, edit and deliver 10 standard 36-page full color magazines as per the production schedule in the performance work statement (PWS).  Additionally, the contractor will deliver one full color specialty almanac of 66 pages per the production schedule.

5.1	Production Schedule:
a. A list of primary topics for each 36-page edition, as well as the overall theme of the 66-page almanac, will be supplied by Commander, Naval Reserve Forces Command (CNRFC) PA in October of each calendar year. 
b. A 36-page edition of TNR magazine shall be produced annually for the months of February, March, April, May, June, July, August, September, October and November.
c. Each 36-page edition shall be completed and uploaded to the Document Automation and Production Service (DAPS) contracted printer three weeks prior to publication.  For example, the September edition will be uploaded via File Transfer Protocol (FTP) to the DAPS contracted printer by August 11th to ensure printing and delivery of the edition by September 1st.
d. The 66-page almanac shall be completed and uploaded to the contracted printer by December 11th of each year, or within 4 working days of the release of the official Department of Defense (DoD) pay charts, whichever is later.

5.2	Specific Tasking:
a. The contractor shall plan and develop each edition of TNR magazine according to the layout plans contained in the PWS.
b. Contractor will coordinate with CNRFC PA to plan each edition of magazine. 
c. Contractor will coordinate with CNRFC PA to solicit for and acquire all articles, photos and graphics required to complete the design and layout of each magazine.
d. Contractor will edit all content submitted for publication in each edition of magazine using AP and Navy style guides. 
e. Contractor will be required to make significant edits and rewrites of submitted articles when necessary to ensure the quality of content.
f. Contractor will design all graphics needed to enhance the layout of each article in each edition of magazine.
g. For a given month's edition, contractor will upload edited digital proof via FTP to DAPS contracted printer upon approval of CNRFC PA representative.
h. Contractor will be responsible for creating high-resolution, quality graphics that complement a particular layout.
i. Contractor will utilize only their issued NMCI Navy.mil email account, the official CNRFC PA email account (CNRFC1@gmail.com) or the official magazine email address (navyreservemagazine@gmail.com) when conducting any exchange of information concerning TNR magazine content, planning or execution. 
j. Contractor will be required to process requests for payment for services through WAWF.
k. Contractor will be required to fill out a SAAR-N form to receive access to NMCI.

5.3. Layout Plans:
5.3.1 Layout plan for 36-page magazine:
a. Page FC: Photo of Reserve Sailor(s) preferably working in the fleet.
b. Page IC-1: Table of Contents. Includes a large visually compelling picture that tells a story.
c. Pages 2-3: Focus on the Force. Columns supplied from OCNR and FORCM with pictures.
d. Page 4: History. Article and pictures that cover a notable topic in Navy Reserve history.
e. Page 5: Profiles in Professionalism. Headshots and answered questions from two Sailors in the fleet.
f. Page 6-7: Pass down information on assorted topics of interest that are garnered from networking with directorates within CNRFC.
g. Pages 8-15: Original articles that focus on the primary monthly theme. Articles are approximately 900 words with 2-5 high resolution images (two page layout) or 1300 words with 3-7 high resolution images (four page layout) in length.
h. Pages 16-17: Back to Basics. Two page spread of Navy general information that provides a foundational knowledge for new Sailors and a refresher for others.
i. Pages 18-27: Original articles from around the fleet on a variety of topics that are two or four pages in length. Articles are requisitioned from commands throughout the fleet.
j. Pages 28-29: Graphic spread detailing an initiative or program of importance to Reserve Sailors, garnered from networking with directorates within CNRFC.
k. Page 30: “Citizen Patriot” or “Centennial Salute” highlighting a noteworthy civilian who has significantly contributed to the Navy Reserve. In the October edition, this page will highlight all of the new reserve admirals that were selected that year.
l. Page 31: Faces of the Force, headshots and information or the noteworthy accomplishments of 6 sailors.
m. Pages 32-33: Navy Reserve Force Phone Directory
n. Page BC: Navy advertisement 

5.3.2 Layout plan for 66-page almanac: (Themed edition)
a. Page FC: Picture or design element. 
b. Page IC-1: Picture or design element.
c. Page 2-3: Table of Contents. Includes a large visually compelling picture that tells a story.
d. Pages 4-5: Focus on the Force. CNR and FORCM columns with official photos 
e. Page 6-15 Pay/Points/Retirement
f. Pages 16-27: Career Development
g. Pages 28-33: Education
h. Pages 34-35: Two page pullout poster on Navy topic/message.
i. Pages: 36-41: Mobilization/Demobilization
j. Pages: 42-45: Medical
k. Pages: 46-49: Travel
l. Pages 50-61: Benefits
m. Pages 62-63: Navy Reserve Force Phone Directory
n. Pages 64-65: Picture or design element.
o. Page BC: Continuation of FC picture or design element. 
p. All articles shall be original articles that have not been published elsewhere and will focus on the contribution of the Reserve Sailor/unit to the fleet, community or joint forces. 
q. On very rare occasions, CNRFC PA may ask for a specific layout for a particular story, standing article or advertisement. In these instances, CNRFC PA will provide guidance at content delivery for that month.
r. The first half of each 36-page monthly edition shall be themed in terms of content, such as a Surface Navy edition or Expeditionary edition.  The contractor is expected to align layout elements with that issue's overall theme.
s. All layout design must be provided to CNRFC PA not later than (NLT) five working days prior to contractor due date for review and approval prior to publication and upload to the DAPS contracted printer.
t. Other than the exceptions noted above and any changes directed by CNRFC PA, the contractor has control of layout. 

5.4 Approvals:
a. All content for each magazine edition must be approved for release by CNRFC PA prior to publication and upload to the DAPS contracted printer.
b. On occasion, CNRFC PA may rescind approval for a topic/article that is deemed by CNRFC no longer releasable.  In these cases, CNRFC PA will provide contractor with a substitute article for layout, and an extension of three working days from receipt to complete it.
c. On occasion, CNRFC PA may replace a topic/article that is deemed by CNRFC as more timely for an edition. In these cases, CNRFC PA will provide contractor with a substitute article for layout, and an extension of two working days from receipt to complete it.
d. Should information required to complete a CNRFC PA mandated article/section of a magazine edition be unavailable until after contractor’s deadline, contractor will deliver the remainder of the edition to CNRFC PA for approval by the due date and receive a two-day extension from actual receipt of information to deliver the completed article/section for final approval.
e. Regardless of the deadline, CNRFC reserves the sole right to make changes to content or layout, and extend out any deadlines that it deems necessary to support its mission.

6.0 	Specific Skill Sets Required:
Contractor shall provide a Magazine Editor commensurate with the specific tasks identified in the above specific tasking section. 
Deliverables:
This section refers to the deliverables produced by the contractor as a result of the work performed in PWS Section 
	Task
	Performance Objective
	Performance Standards
	Frequency
	Acceptable Quality Level (AQL)
	Surveillance Method

	Production Schedule
	Plan, design, develop, edit and deliver 10 standard 36-page full color magazines as per the production schedule
	Adhere to requirements specified in paragraph 5.1 of the PWS
	Monthly from February to November of each year
	Quality: All performed IAW PWS and QCP
	Specific Inspection

	Production Schedule
	Plan, design, edit and deliver one full color specialty almanac of 66 pages per the production schedule.
	Adhere to requirements specified in paragraph 5.1 of the PWS
	Annually In January of each year.
	Quality: All performed IAW PWS and QCP
	Specific Inspection

	Monthly Contract Status Report (MCSR)
	Prepare and provide the MCSR.
	Adhere to requirements specified in paragraph 7.1 of the PWS
	Monthly NLT the 15th of the month following the reporting month.
	Quality: All performed IAW PWS and QCP
	Specific Inspection



7.1	MONTHLY CONTRACT STATUS REPORTS (MCSR):  
The Monthly Contract is prepared by the contractor in the contractor’s format as approved by the COR.  The MCSR is designed to provide a comprehensive review and analysis of cost, schedule and technical performance for each contract/task order.  The MCSR report data is used by the Technical Point of Contact and the COR to evaluate task performance and deliverables provided, to identify the magnitude and impact of actual and potential problem areas which could cause cost or schedule variances from plan, and to provide, valid, timely and auditable task information.  The MCSR shall include a financial summary for the current reporting period and for total accrued expenditures.  Additionally a Technical Summary shall also be provided covering accomplishments during the reporting period and why the accomplishment was significant, any deliverables provided during the reporting period, any issues and actions taken to resolve the issue, and a projection of accomplishments and deliverables anticipated to be provided during the next reporting period.  MCSR must be password protected submitted electronically to the Contracting Officer Representative (COR) not later than the 15th day of every month.  A second copy shall be submitted electronically to the customer Technical Point of Contact (TPOC) not later than the 15th day of every month.  The contractor shall send document passwords to the government points of contact via separate email. 

7.2	QUALITY CONTROL PLAN (QCP):  
The contractor shall ensure quality service is maintained to perform services throughout the life of the contract and methods for improving the overall quality are also employed.  The contractor shall implement and maintain a Quality System Plan (QSP) at the Program level and a Quality Control Plan (QCP) to ensure the requirements of the contract are provided as specified.  The contractor shall prepare a QCP for Government review within 15 working days of contract/task order award and be prepared to implement the QCP upon Government approval.  The QCP shall reflect the Contractor’s overall approach, internal controls and establishment of procedures for evaluating each of the major service areas (who, method, how often), for reporting to the Government, for resolving deficiencies, for identifying potential improvements, and for maintaining and making available to the Government, documentation (as listed in PWS Performance Requirements Section 5) reflecting quality control inspections and any corrective actions taken.  

7.2.1	The contractor shall have an inspection system covering all services required by the contract.  It shall specify the areas to be inspected on a scheduled and unscheduled basis, frequency of inspections, and the titles of individuals performing the inspection.

7.2.2	The contractor shall have methods for identifying, preventing and correcting deficiencies in the quality of service performed before the level of performance becomes unacceptable.  A file on all inspections conducted and the corrective action taken.  This file shall be made available to the Government as an item briefed in the Annual Site Review and at any time during the term of the contract.

7.2.3	The contractor shall conduct Annual Contractor Performance/Site Reviews.  Contractor SM shall prepare and present a briefing to the designated COR addressing the status of each area of responsibility under their cognizance.  Thirty days advance notice will be given to allow the Contractor adequate preparation time.  The review will be coordinated with the COR and may be held in conjunction with CNRFC/CNAFR team site visit. Special focus shall be on problems areas and their resolution.  Action items shall be recorded and follow-up reviews will be held as necessary to address specific problems identified during the annual meeting.  The method of presentation (i.e., slides, etc.) shall be at Contractor discretion.  

8.0 PERIOD OF PERFORMANCE
Base Year: 		Date of award through 12 months thereafter
Option Year I:		Date Exercised through 12 months thereafter
Option Year II:		Date Exercised through 12 months thereafter 
Option Year III:		Date Exercised through 12 months thereafter
Option Year IV:		Date Exercised through 12 months thereafter

9.0	PLACE OF PERFORMANCE
The contractor shall perform all TNR magazine support at the following location:
Commander Naval Reserve Forces Command, 
Public Affairs Office, N00P
1915 Forrestal Drive, 
Building NH32
Norfolk, VA 23551

10.0	TRAVEL:  Contractor travel is not authorized under this contract.  

11.0	SECURITY BACKGROUND INVESTIGATION:

11.1	All contract personnel performing under this contract/task order must maintain a favorably adjudicated National Agency Check with Local Agency Check and Credit Checks (NACLC) investigation current within 10 years in accordance with DoD 5220.22-M (NISPOM) and SECNAV M-5510.30.  Contractors must be United States citizens.  Non Critical Sensitive IT-II level access required.

11.2	The contractor will provide the Navy's Security Manager and the COR, the name, title, address and phone number for the Contractor's Security Representative (CSR)/Facility Security Officer (FSO).  The CSR/FSO shall be the primary point of contact on any security matter.  The contractor shall provide a listing of contract personnel performing under this contract/task order within 15 days of contract award.  The Navy’s Security Manager is responsible for entering contract personnel information into the Joint Personnel Adjudication System (JPAS)/Central Verification System (CVS), having “Owning” role in JPAS/CVS for contract personnel.  CSR/FSO shall submit a visit authorization letters (VAL) to Navy’s Security Manager for contract personnel performing under this contract/task order.  The command Navy Security Manager will take an “Owning” role in JPAS/CVS for contract personnel for the duration of contract.  Contract personnel shall in-process with the Navy Security Manager upon arrival to Navy command and shall out-process prior to the conclusion of the contract/task order or employment termination.  The VAL shall be renewed annually for contract personnel performing under this contract/task order.  Failure to submit VAL shall result in a delay in contract personnel start date.  Personnel support 

11.3	Once the SF-86P has been submitted in (OPM), an interim eligibility cannot be granted by Department of Defense Central Adjunction Facility (DODCAF) through the CSR/FSO, because there is no interim for a favorable adjudication.  The Navy Security Manager cannot authorize issuance of a CAC or access a DON or DoD classified/unclassified computer/network, and/or have access to sensitive unclassified information.  The contractor shall ensure that the individual employee has a current requisite background investigation for the duration of the contract/task order.  The investigation must be submitted and results received prior to commencement of work.  

11.4	Derogatory information (i.e. Medical Evaluations, Letters of Intent, Statement of Reasons) or “No Determination Made” decisions resulting from a personnel security investigation shall be addressed by the CSR/FSO.  Contract personnel shall self-report any derogatory issue to their supervisor or the CSR/FSO in accordance with NISPOM.  The CSR/FSO shall notify the Government Sponsor regarding issues that will impact a contract personnel’s ability to maintain access.  No contract personnel shall have access to any DoD classified/unclassified or sensitive information/CUI until completion of the adjudication process and/or resolution of issues.  An unfavorable determination does not relieve the contractor from meeting any contractual obligation under this contract/task order.

11.5	Contractors are required to attend annual security refresher trainer.  If onsite, government will provide training.

11.6	The contractor shall ensure contract personnel requiring access to IT systems or networks are certified in accordance with DoD 8570.01-M and provide documentation.  The contractor shall ensure contract personnel complete annual Information Assurance (IA) training and maintain a current requisite background investigation.  The contractor shall ensure a System Authorization Access Request Navy (SAAR-N) is completed on contract personnel requiring access to IT systems.  The contractor shall ensure a completed SAAR-N is forwarded to the Navy Command’s Security Manage at least five (5) days prior to the contract personnel’s start date.  Failure to provide the required documentation in the prescribed timeframe shall result in a delay in contract personnel’s start date.

11.7	The contractor shall comply with Directive-Type Memorandum (DTM) 08-003, DoD 5200.2R, and SECNAV M-5510.30 regarding CAC issuance, Personnel Security Program procedures for contract employees requiring:  (1) Physical access to a federally controlled base, facility or activity and/or; (2) Access to DoD computers and networks (information technology and systems) to perform certain classified, unclassified, or non-critical sensitive duties under this contract/task order.
a.  The contractor shall immediately report a lost or stolen CAC to the Government Sponsor.
b.  FAR Clause, 52.204-9, “Personal Identity Verification of Contractor Personnel”, also included in this contract is applicable and provides further direction regarding the CAC.
c.  The contractor is responsible for the absence of contract personnel due to expired CACs/credentials.
d.  Contract personnel shall return CACs to the government Technical Point of Contact/Government Sponsor upon contractor change in status, expiration of the CAC, or completion or expiration of the contract.

12	ACCESS TO GOVERNMENT IT SYSTEMS

12.1	Contractor personnel assigned to perform work under this contract will require basic user only access to DON IT systems.  Prior to accessing any Government IT System, Contractor personnel shall submit a completed Systems Authorization Access Request Navy (SAAR-N), OPNAV 5239-14 (latest version); and, complete DOD/DON Information Assurance (IA) or Cyber Awareness Training, Privacy and Personally Identifiable Information (PII) Awareness Training and obtain a certificates of completion.  To maintain access, the COR shall ensure completion of the IA or Cyber Awareness Training and PII by contractor personnel requiring access to IT systems on an annual basis; maintain training certificates; monitor expiration of requisite background investigations; and, initiate re-investigations as required.  

12.2	Contractor personnel shall complete, sign, and date Part I of the SAAR-N and coordinate with the Government Sponsor to designate in Part III, block 28c, the appropriate IT level designation (IT-I or IT-II). The completed SAAR-N and proof of a current background investigation is to be provided to the Government Sponsor.  The Government Sponsor shall review the SAAR-N submitted by the Contractor, and if the Government Sponsor concurs the Contractor requires the IT access designated, the Government Sponsor shall complete and sign Part II.  

12.3	INFORMATION ASSURANCE:  
The Contractor shall ensure that personnel accessing information systems have the proper and current information assurance certification to perform information assurance functions in accordance with the Information Assurance Workforce Improvement Program DOD 8570.01-M.  The Contractor shall meet the applicable information assurance certification requirements, including:
a. DOD-approved information assurance workforce certifications appropriate for each category and level as listed in the current version of DOD 8570.01-M; and
b. Appropriate operating system certification for information assurance technical positions as required by DOD 8570.01-M.
c. Upon request by the Government, the Contractor shall provide documentation supporting the information assurance certification status of personnel performing information assurance functions.
d. Contractor personnel who do not have proper and current certifications shall be denied access to DOD information systems for the purpose of performing information assurance functions.
e. It has been determined that contractors supporting this contract/task order will be basic NMCI Users only, therefore current versions of DOD Cyber Awareness Challenge Information Assurance (IA) and Identifying and Safeguarding Personally Identifiable Information (PII) training is required prior to NMCI account creation, and repeated as per DON and/or RESFOR guidance annually thereafter.

12.4	OPERATIONS SECURITY (OPSEC) REQUIREMENTS (For Government Site): 
Employees associated with this contract are required to attend all Operational Security training.  Personnel must comply with all OPSEC principles and procedures.  All personnel are responsible to protect the U.S. Navy and Commander, Navy Reserve forces Command.

12.4.1	General Contractor OPSEC Requirements:  During the course of this contract/task order, in addition to those restrictions, instructions and guidelines delineated in the contract Performance Work Statement (PWS) and/or other references provided, the contractor will adhere to the following minimum requirements in support of Commander, Navy Reserve Forces Command (CNRFC) and Commander, Navy Air Force Reserve (CNAFR) OPSEC Programs: 
a. Introduction of personnel electronic devices into government networks, government spaces, laptops, tablet PCs, cellular phones, cameras, recording devices, and data recording/storage devices is STRICTLY controlled and forbidden in most cases.  Company issued equipment required for the performance of work at CNRFC/CNAFR site must be approved by the government security officer.  Photography and recording is not allowed except for official use and by permit only.  (Unless otherwise stipulated in the contract, contact the CNRFC/CNAFR Security Officer for approval.) 
b. Contractor personnel shall not discuss government operations in public or over unprotected or unencrypted communications.  Official Business, controlled unclassified information may only be transmitted as directed in the Performance Work Statement. 
c. The Contractor shall not post to company websites, publications, newsletters or other media any images, data or information that reveal sensitive government operations, personnel, equipment, and/or classified or controlled unclassified information, refer to paragraph (d) below.  When in doubt, company press releases related to this contract should be coordinated through the Contracting Officer Representative (COR) and the CNRFC/CNAFR Public Affairs Officer (PAO). 
d. Contractor personnel shall not disclose to unauthorized third parties, post to unofficial sites (including Social Networking sites) any images, data or information that reveals sensitive government operations, personnel, equipment, including, but not limited to: 
(1) Tactics, techniques and procedures, production or work schedules, any visible or concealed modifications, upgrades, additions to vessels, aircraft, or weapons or equipment; increases, change, or decreases in work/deployment frequency or government personnel, vehicle, vessel or aircraft movements; specialized equipment orders, deliveries, shipments, etc. (Unauthorized disclosure and transfer of National Security Information is punishable under 18 United States Code (USC) § 793.) 
(2) Any Non-Disclosure requirements will remain in effect during the duration of this contract/task order an indefinitely thereafter. 
(3) Unauthorized disclosures and attempts to solicit this type information by unauthorized third parties or others not affiliated with this contract shall be reported to the CNRFC/CNARF Security Office and the contract point of contact, and your company Facility Security Officer (FSO) and the Defense Security Service (DSS). 
e. Government issued badges, identification shall be removed and/or concealed from plain sight when off station and shall not be left in vehicles or unprotected.  Badges and Passes may not be duplicated or copied.  Lost or stolen identification badges, vehicle passes etc., will be immediately reported to the CNRFC/CNAFR Security Office. 
f. Practice OPSEC and implement countermeasures to protect Critical Information (CI) and other sensitive unclassified information and activities vigilance, or degrade the planning and execution of military operations performed or supported by the contractor in support of the mission.  Protection of CI will include the adherence to and execution of countermeasures which the contractor initiates or as provided by CNRFC/CNARF Security Office, for CI on or related to this Performance Work Statement. 
g. The contractor must mark and protect related internal production schedules, deliverables, inventories and shortages and identified vulnerabilities related to production of government material as For Official Use Only (FOUO) Information. 
h. All government information must be destroyed at contract termination or returned to the government at the government’s discretion. 

12.4.2	Permanent Government Site Contractor Support:  When a contract includes permanent/embedded contract personnel performing at CNRFC/CNAFR or other government facilities, these additional requirements apply: 
(1) The contractor shall assign an OPSEC Point of Contact for this contract. 
(2) OPSEC Awareness Education and Training shall be provided by or coordinated through government channels (CNRFC/CNAFR OPSEC Program) at no cost to the contractor. All personnel supporting the contract shall receive initial OPSEC awareness training and Annual OPSEC Refresher training; verification of contractor personnel OPSEC training will be provided.  The contractor should contact CNRFC/CNAFR Operations Security Officer to assist with this requirement.  
(3) The CNRFC/CNAFR Command Critical Information List (CIL) or additional information identified by CNRFC/CNAFR or the COR including company-generated information whether in electronic or hardcopy form; e.g.; internal schedules, deficiency reports, and other internal documents, related to this project will be marked and handled appropriately as FOR OFFICIAL USE ONLY (FOUO) or other required marking (if applicable) of this Performance Work Statement.  Government Critical Information includes but is not limited to: 
· Known or probable vulnerabilities to any U.S. system and their direct support systems, 
· Details of information about military operations, unit, vessel, aircraft movements/arrivals, missions and exercises, 
· Specific TAD/TDY deployment data including personnel numbers, duration, location, etc.
· Specific details concerning TAD/TDY travel itineraries and purposes of travel by key personnel; 
· Association of abbreviations, acronyms, nicknames, or code words with projects or locations, 
· New, projected, of expanded secure communications capabilities, and
· Don’t display security badge outside the building and don’t allow "piggy backing" on the doors entering CNRFC/CNAFR facilities.
(4) A complete list of CNRFC/CNAFR Critical Information will be provided to the contractor project manager (if assigned) by the CNRFC/CNAFR OPSEC Officer.  Questions regarding Critical Information shall be directed toward the CNRFC/CNAFR OPSEC Program Manager. 
(5) OPSEC requirements are additional to the requirements of DOD 5220.02M, National Industrial Security Program Operating Manual.  Thus, contractors may not impose OPSEC requirements on their subcontractors unless CNRFC/CNAFR OPSEC Officer approves the OPSEC requirements. 
(6) OPSEC Training Requirements.  When a contract requires long term access to CNFRC/CNAFR or other government facilities, such as embedded contractors, onsite work or participates in CNRFC/CNAFR operations, they must follow the provisions of the COMNAVFORINST 3432.1 Operations Security Program Instruction, to include training and awareness.  The contractor is required to maintain individual training records for compliance purposes.  CNRFC/CNAFR will provide initial and annual refresher training to contractor personnel upon assignment to this contract/task order and preforming at a CNRFC/CNAFR or other government site on a permanent basis.  Initial OPSEC training, which may be provided by computer-based training, live training or a combination of both and, is required initially within 30 days of assignment and annually thereafter.  The online OPSEC training course ID is NIOC NIOC-USOPSEC-2.0 and the Couse Title is “Uncle Sam's OPSEC”, which can be found on Navy Knowledge Online (NKO).  Additionally, the command’s OPSEC Manager can provide classroom training.

12.5	Information and Information System Security.  
To the extent that the Contractor receives or is given access to proprietary data, data protected by the Privacy Act of 1974 or other classified or privileged technical, business or financial information under this PWS, the Contractor shall treat and protect such information IAW any restrictions imposed on such information. The Contractor shall comply with Chief of Naval Operations Instruction (OPNAVINST) 5239.1B, Navy Information Assurance (IA) Program and Naval Supply Systems Command instruction (NAVSUPINST) 5239.1A, Automated Information Systems (AIS) Security Policy for the NAVSUP for security of information and information systems.

12.6	Information Disclosure.  
Neither the Contractor nor any of its employees shall disclose, or disseminate information concerning operations or security or an interruption of its operations.  Disclosure of information relating to the services provided under this PWS is prohibited.  The Contractor shall direct inquiries, comments or complaints to the COR for any matter observed, experienced or learned during the performance of this PWS since the resolution may require the dissemination of government proprietary information.

12.7	Proprietary Documents. 
The Contractor shall be responsible for appropriately marking Contractor documents that the Contractor considers proprietary.

13.0	OPERATING POLICIES:

13.1	Hours of Operation/Scheduling.   Monday through Friday between the hours of 0600-1800 local time, hours may vary but will not normally exceed a total of 40 hours per work week.

13.1.1	National Emergency.  In the event of a national emergency, natural disaster or military exigency, the Contractor shall be prepared to accommodate a surge in support service requirement.  All support operations shall continue operational services as directed during a crisis declared by the National Command Authority.  This function has been determined to be essential to performance during crisis and is IAW DOD 3020.37, Continuation of Essential DOD Contractor Services during Crisis and Navy implementation thereof.

13.1.2	Federal Holidays. The following Federal holidays are public holidays that are observed by DON. In the event that a Federal holiday falls on a Saturday, the holiday will be observed on the Friday immediately before the holiday; if the Federal holiday falls on a Sunday, the holiday will be observed on the Monday immediately following the holiday.  Other holidays are determined by Executive Order.

New Year’s Day (1 January)
Martin Luther King’s Birthday (Third Monday in January)
President’s Day (Third Monday in February)
Memorial Day (Last Monday in May)
Independence Day (4 July)
Labor Day (First Monday in September)
Columbus Day (Second Monday in October)
Veteran’s Day (11 November)
Thanksgiving Day (Fourth Thursday in November)
Christmas Day (25 December)

13.1.3	Temporary Base Closures.  When unforeseen base installation closures or curtailment of activities occurs on a regularly scheduled work day due to inclement weather, natural disasters or heightened security conditions, the base will broadcast notification of base closings and delayed-openings. The Contractor shall comply with the base closings and delayed reporting notices affecting their activity, not to interfere with operational requirements.

13.2	PHYSICAL SECURITY.

13.2.1	Heightened Security Operations.  The Contractor shall comply with the base policies and OPNAVINST 3300.54, Protection of Navy Personnel and Activities against Acts of Terrorism and Political Turbulence, to ensure mission accomplishment during heightened military installation security postures or 	other security postures as implemented. Heightened security conditions are known as Force Protection Conditions (FPCON) Bravo, Charlie and Delta.  These postures apply when an incident occurs or intelligence is received indicating an imminent threat or act of terrorism against personnel and facilities.  To provide continuity of operations in such conditions, the Contractor shall provide the scheduling authority and COR written documentation of designated “mission essential personnel” who will require access to military installations during increased FPCON instances, Charlie and Delta.

13.2.2	Contractor Personnel. All Contractor employees and their representatives who enter a DOD location to perform under the requirements of this PWS must adhere to all security regulations and as such will be subject to security checks. Contractor personnel and their personal property will be subject to searches and seizures when entering, while on, or leaving a DOD location pursuant to the installation’s regulations. In the event of a strike by the Contractor’s personnel, the Contractor shall be responsible for the cost of any increase in security required by the installation commander.  The installation commander has the authority to bar individuals from the installation. Removal of an employee from the job site or dismissal from the premises shall not relieve the Contractor of its requirement to provide sufficient personnel for performance of the services required by the PWS.  The Contractor shall remove any individual from the site whose continued presence or employment is contrary to public interest or inconsistent with the best interests of national security.

13.2.3	Contractor Identification. Civilian contractor employee personnel are to identify themselves as contractors and to wear badges or other visible identification for, and in, meetings with federal or U.S. Government employees, so their civilian contractor status is clearly known. Contractors must identify themselves as such prior to in-person conversations, meetings, over the telephone, via e-mail and other mass media, and in informal and formal correspondence, meetings, and the like.  

13.2.4	Employee and Vehicle Identification. All Contractor employees shall obtain and display vehicle passes according to the Pass and Decal Office at the employee’s primary work location. The Government will issue badges at no charge to all contracted employees. Each employee shall provide the information requested for an employee badge and vehicle pass. Government issued employee identification badges shall be worn at all times while on the Government installation. Badges shall be displayed on the contracted employees’ outer clothing, above the waist, and shall be offered for inspection when requested by management, security or police personnel. Lost badges must be reported immediately to the issuing office. The COR will exercise complete control when granting or denying security identification badges. The Contractor shall be accountable at all times for all security identification badges issued to its employees.

14.0 TECHNICAL POINT OF CONTACT:

To be filled in at time of award.




Section C:
Additional Instructions
GENERAL:

Initial quotes and any modifications thereto are to be submitted to the Contracting Specialist on or before the closing date and time cited in the Combined Synopsis/Solicitation.  Faxes, e-mails, and/or responses through NECO are not acceptable.

Hand-carried proposals 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 proposals outside the compound.

Quoters shall submit their quotes in two separate volumes as follows:

Volume I	Non-Price Quote		Original, plus 1 CD* copy 
Volume II	Price Quote		Original, plus 1 CD** copy

* Non-Price Quote CD shall only contain the Non-Price quote in PDF format. 
** Price Quote CD shall only contain the Price Quote in Microsoft Excel format. 

Quotes consist of and shall include Representations and Certifications completed by the quoter in accordance with instructions contained elsewhere in this solicitation.  If the quoter has completed all of the representations and certifications required by this solicitation in SAM in accordance with FAR 52.204-8 and DFARS 252.204-7007 ALT A, then the quoter need not submit the hardcopy Representations and Certifications.

Quoters shall respond to all requirements of the solicitation document.  Quoters are cautioned not to alter the solicitation. Alternate quotes are not authorized.  An objection to any of the terms and conditions of the solicitation will constitute a deficiency which will make the quote ineligible for award.

REQUIREMENTS FOR QUOTE CONTENT:

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
				Identification of original signature copy

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 are encouraged. 

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.

Page Limitations:

Volume I, “Non-Price Quote”: Performance Approach Section is limited to a maximum of ten (10) pages in length inclusive of any charts, diagrams, and/or other graphics; Past Performance Section is limited to a maximum of two (2) pages in length per reference.  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 Form" 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 Quote,” is not page limited.  

QUOTE CONTENT:

(1) Volume I – Non-Price Quote

This volume shall address Performance Approach and Past Performance; additionally quotes shall include all information required for quote evaluation.  This volume of the quote shall exclude any reference to the price aspects of the quote.  Each page of each copy should include the following legend: Source Selection Information - See FAR 2.101 and 3.104. 

The non-price evaluation factors are listed below, which will include Performance Approach and Past Performance: 

Performance Approach

The Quoter shall provide in detail a performance approach that will successfully accomplish the requirements of the solicitation, including all elements of PWS sections: Task 5.1 Production Schedule, Task 5.2 Specific Tasking, Task 5.3 Layout Plans, and Task 5.4 Approvals.  The quoter should provide an overview of the quoter's quality control plan to monitor and ensure the quality of services provided, including corrective action procedures.  The quoter should describe any risks associated with the solicitation, including the PWS and any risks associated with implementation of the quoter’s performance approach; describe any techniques and actions to mitigate such risks; and explain whether the techniques and actions identified for risk mitigation have been successfully used by the quoter.  The quoter should provide any other information the quoter considers relevant to the solicitation.
The quoter should provide in detail a management approach that will successfully accomplish the requirements of the solicitation, including all elements of the PWS. The quoter should demonstrate a management plan that shows the quoter has an acceptable organizational structure (as outlined in an organizational chart which identifies the management structure of key personnel with a description of roles and responsibilities). The management approach assesses the quoter’s understanding of the skills needed to execute the requirements in the Performance Work Statement (PWS) as well as how they are to be implemented and utilized in contract performance in accordance with the PWS. The soundness of the plan and the comprehensiveness of the document will also be evaluated.
The quoter should demonstrate a staffing plan that identifies adequate staffing and includes the labor categories and number of personnel proposed. The staffing plan assesses the quoter’s intended methodology for accomplishing the following tasks: accommodate fluctuating workloads, minimize turnover, recruit and retain qualified experienced personnel. The soundness and comprehensiveness of the quoter’s staffing plan and the intended methodology for obtaining and maintaining the skills needed in performance of the contract will be evaluated.

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 three years that is the same as, or similar to, the scope, magnitude and complexity of the work described by this solicitation. Only a single set of up to two (2) references shall be submitted. 
The Past Performance factor is defined by how well the quoter has performed relevant contracts or efforts over the past five years. The primary focus of the Past Performance evaluation will be on those contracts identified in the proposal that are found to be relevant to the solicitation’s requirements, although the Government reserves the right to consider the quality of performance on relevant contracts or efforts that are not identified in the proposal. Greater significance will be placed on the quality of performance on contracts that are determined to be of greater relevance.  
To demonstrate its past performance, the quoter shall identify up to two (2) of its most relevant contracts or efforts within the past three (3) 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. If subcontractor past performance is provided as part of the two (2) of its most relevant contracts or efforts, the subcontractor past performance will be given weight relative to the scope, magnitude and complexity of the aspects of the work under the solicitation that the subcontractor is proposed to perform.  Therefore, the quoter’s proposal should detail clearly the aspects of the work in the solicitation that the subcontractor is proposed to perform.
The quoter should complete a “Past Performance Information Form” for each reference submitted.  The form is an attachment to the solicitation.  For additional information regarding a particular reference beyond that which will fit on the form, the Quoter may continue onto another sheet of paper.  

(2) Volume II – Price

Volume II shall include the completed solicitation documents and a complete and detailed price breakdown with all supporting documentation, including at a minimum of all proposed labor categories/labor mix, level of effort, and labor rates.  

Options: The Government will evaluate offers for award purposes by adding the total price for all options to the total price for the basic requirement. The Government may determine that an offer is unacceptable if the option prices are significantly unbalanced. Evaluation of options shall not obligate the Government to exercise the option(s).

A written notice of award or acceptance of an offer, e-mailed or otherwise furnished to the successful offeror within the time for acceptance specified in the offer, shall result in a binding contract without further action by either party. Before the offer's specified expiration time, the Government may accept an offer (or part of an offer), whether or not there are negotiations after its receipt, unless a written notice of withdrawal is received before award.

Each page of each copy should include the following legend: Source Selection Information - See FAR 2.101 and 3.104

EVALUATION CRITERIA AND THE BASIS FOR AWARD – BEST VALUE

Award shall be made to a responsible small business concern whose quotation is determined to be the best value to the Government considering the non-price quote and the price quote. 
The Non-Price evaluation factors are performance approach, including management approach and staffing approach, being of equal importance to past performance, with the non-price quote being more important than the price quote.
Prices will be evaluated on the basis of price analysis.  Price analysis pertains to the quoter’s ability to submit a firm fixed price quote which is fair and reasonable for the full contract performance.
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. 

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.

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 the Commander, Navy Reserve Forces Command Public Affairs Office TNR Design 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 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
	Monthly 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.
	>99% 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/task 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.   

For Firm Fixed Price Contracts:  

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.  

THE FOLLOWING CLAUSES/PROVISIONS APPLY:
52.203-3 	Gratuities (APR 1984) 	 
52.203-6 Alt I 	Restrictions on Subcontractor Sales to the Gov't (Sept 2006)
52.204-7 	System for Award Management (JUL 2013) 	 
52.204-9		Personal Identity Verification of Contractor Personnel (Jan 2011)
52.204-10	Reporting Executive Compensation and First-Tier Subcontract Awards (Oct 2015)
52.204-13 	System for Award Management Maintenance (JUL 2013) 	 
52.209-2 	Prohibition on Contracting with Inverted Domestic Corporations--Representation (DEC 2014) 
52.209-5 	Certification Regarding Responsibility Matters (APR 2010) 	 
52.209-6 	Protecting the Government's Interest When Subcontracting With Contractors Debarred, Suspended, or Proposed for Debarment (AUG 2013) 	 
52.209-7 	Information Regarding Responsibility Matters (JUL 2013) 	 
52.209-10 	Prohibition on Contracting with Inverted Domestic Corporations (Nov 2015)
52.212-1 	Instructions to Offerors--Commercial Items (APR 2014) 	 
52.212-2		Evaluation -- Commercial Items (Oct 2014)
52.212-3 Alt I 	Offeror Representations and Certifications--Commercial Items (MAR 2015) 
52.212-4 	Contract Terms and Conditions--Commercial Items (MAY 2015) 	 
52.212-5 	Contract Terms and Conditions Required to Implement Statutes or Executive Orders--Commercial Items (MAY 2015) 	 
52.212-5 (Dev) 	Contract Terms and Conditions Required to Implement Statutes or Executive Orders--Commercial Items (Deviation 2013-O0019) (MAY 2015) 	 
52.217-5 	Evaluation of Options (JUL 1990) 	 
52.219-6 	Notice of Total Small Business Set-Aside (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) 	 
52.222-54 	Employment Eligibility Verification (AUG 2013) 	 
52.223-18 	Encouraging Contractor Policies to Ban Text Messaging While Driving (AUG 2011) 	 
52.225-13 	Restrictions on Certain Foreign Purchases (JUN 2008) 	 
52.225-25 	Prohibition on Contracting with Entities Engaging in Certain Activities or Transactions Relating to Iran-- Representation and Certifications. (DEC 2012) 	 
52.232-33 	Payment by Electronic Funds Transfer--System for Award Management (JUL 2013) 	 
52.232-39 	Unenforceability of Unauthorized Obligations (JUN 2013) 	 
52.232-40 	Providing Accelerated Payments to Small Business Subcontractors (DEC 2013) 	 
52.233-2 	Service of Protest (SEP 2006) 	 
Michael Capilato, NAVSUP FLC Norfolk, Contracting Department, Philadelphia Office 700 Robbins Ave, Philadelphia, PA 19111 Building 2B, 215-697-9676, Michael.Capilato@navy.mil 
52.233-4		Applicable Law for Breach of Contract Claim (Oct 2004)
52.237-1 	Site Visit (APR 1984) 	 
52.237-2 	Protection of Government Buildings, Equipment, and Vegetation (APR 1984) 	 
52.247-34 	F.O.B. Destination (NOV 1991) 	 
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) 	 
252.203-7005 	Representation Relating to Compensation of Former DoD Officials (NOV 2011) 	 
252.203-7996	Prohibition on Contracting with Entities that Require Certain Internal Confidentiality Agreements 
		— Representation (Dev 2016-O0003) Oct 2015
252.203-7997 	Prohibition on Contracting with Entities that Require Certain Internal Confidentiality Agreements 
		(Dev 2016-O0003) Oct 2015	 
252.204-7003 	Control Of Government Personnel Work Product (APR 1992) 	 
252.204-7004 Alt System for Award Management Alternate A (FEB 2014) 	 
252.204-7008	Compliance with Safeguarding Covered Defense Information Controls (Deviation 2016-O0001) (Oct 2015)
252.204-7009	Limitations on the Use or Disclosure of Third-Party Contractor Information (Aug 2015)
252.204-7011	Alternative Line Item Structure (Sept 2011)
252.204-7012 	Safeguarding Covered Defense Information and Cyber Incident Reporting (AUG 2015) 	 
252.204-7015 	Disclosure of Information to Litigation Support Contractors 	(FEB 2014) 	 
252.209-7004 	Subcontracting with Firms That Are Owned or Controlled by the Government of a Country that is a State Sponsor of Terrorism (DEC 2014) 	 
252.209-7991 	(Representation by Corporations Regarding an Unpaid Delinquent Tax Liability or a Felony 
		Conviction under any Federal Law—Fiscal Year 2016 Appropriations (Dev 2016 O0002) Oct 
2015
252.222-7007	Representation Regarding Combating Trafficking in Persons (Jan 2015)
252.223-7006	Prohibition on Storage, Treatment, and Disposal of Toxic or Hazardous Materials (Sept 2014)
252.232-7003 	Electronic Submission of Payment Requests and Receiving Reports (JUN 2012) 	  
252.232-7006 	Wide Area WorkFlow Payment Instructions 	(MAY 2013) 	 
		*To be filled in at time of award	
252.232-7010 	Levies on Contract Payments (DEC 2006) 	 
252.237-7010 	Prohibition on Interrogation of Detainees by Contractor Personnel (JUN 2013) 	 
252.243-7002 	Requests for Equitable Adjustment (DEC 2012) 	 
252.244-7000 	Subcontracts for Commercial Items (JUN 2013) 	 
252.247-7023 	Transportation of Supplies by Sea (APR 2014) 	
5252.204-9400	Contractor Unclassified Access to Federally Controlled Facilities, Sensitive Information, IT 
		Systems, or Protected Health Information (July 2013)

52.252-1     SOLICITATION PROVISIONS INCORPORATED BY REFERENCE (FEB 1998)
This solicitation incorporates one or more solicitation provisions by reference, with the same force and effect as if they were given in full text. Upon request, the Contracting Officer will make their full text available. The offeror is cautioned that the listed provisions may include blocks that must be completed by the offeror and submitted with its quotation or offer. In lieu of submitting the full text of those provisions, the offeror may identify the provision by paragraph identifier and provide the appropriate information with its quotation or offer. Also, the full text of a solicitation provision may be accessed electronically at this/these address(es):
FAR Clauses: http://acquisition.gov/far/
DFARS Clauses: http://www.acq.osd.mil/dpap/dars/dfarspgi/current/ 
(End of provision)
52.252-2      CLAUSES INCORPORATED BY REFERENCE (FEB 1998) 
This contract incorporates one or more clauses by reference, with the same force and effect as if they were given in full text. Upon request, the Contracting Officer will make their full text available. Also, the full text of a clause may be accessed electronically at this/these address(es):
FAR Clauses: http://acquisition.gov/far/
DFARS Clauses: http://www.acq.osd.mil/dpap/dars/dfarspgi/current/ 
(End of clause)
52.216-1     TYPE OF CONTRACT (APR 1984)
The Government contemplates award of a Firm Fixed Price contract resulting from this solicitation.
(End of provision)
52.217-9     OPTION TO EXTEND THE TERM OF THE CONTRACT (MAR 2000)
(a) The Government may extend the term of this contract by written notice to the Contractor at any time before the exercise of the option; provided that the Government gives the Contractor a preliminary written notice of its intent to extend 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.
(c) The total duration of this contract, including the exercise of any options under this clause, shall not exceed 60 months. 
(End of clause)


Section D:
Past Performance Information Form
	
 PAST PERFORMANCE INFORMATION FORM 
	Form ___ of ___

	Name of Quoter: 
	

	Contract Number, order number, or identifier:
	

	Customer Name & Location:
	

	Customer Point of Contact (Name & Title):
	

	Telephone Number (PLEASE VERIFY): 
and e-mail address
	

	Total dollar amount for this effort during the past five (5) years:
(For ordering vehicles, show both the annual estimated contract amount and the amount of orders actually performed):
	(Show calendar year and dollars)


	Number of personnel (FTE) performing per year (avg.):
	
	Period of Performance: 
	From:
To:         

	Detailed description of the work performed sufficient to demonstrate the relevance of the reference to the solicitation. 














	Quality, delivery, or cost problem(s); corrective action(s) taken; and effectiveness of the corrective action(s):







	Subcontractor(s) Utilized in Performance of this contract, description of the extent of work performed by subcontractor(s), along with annual dollar value of all subcontracts:









