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Part I – The Schedule

Section C: Description/Specifications/Work Statement

C.1 GENERAL INFORMATION

The purpose of this Performance Work Statement (PWS) is to obtain Administrative Support Services for Fleet Technical Support Center, Atlantic (FTSCLANT) by means of a firm fixed-price contract.  FTSCLANT headquarters is in Norfolk, VA with detachments in Mayport, FL; New London, CT; Ingleside, TX; and Naples, IT.  Unless specifically stated otherwise in this PWS, the personnel/ employees that provide Administrative Support Services will perform all such duties in Norfolk, VA, and Mayport, FL.

C.1.1 General Requirements

The SP shall perform Administrative Support Service functions for FTSCLANT. 

The SP shall furnish fully trained and qualified managerial, technical, administrative, and supervisory personnel to accomplish all work required.  The SP personnel must be skilled in the use of a number of common, commercial software applications to perform the tasks described in this PWS.  Specifically, the SP shall be skilled in the use of personal computers and proficient in systems as specified in Section C.3 and Technical Exhibit 3 (TE-3).  The SP shall stay current with COTS and corporate software upgrades.  

The Service Provider (SP) shall provide all labor, supervision, training, tools, materials, equipment, and transportation, except as specified in Section C.3 or in Section C.5, necessary to perform the services as described herein.    

The Government will provide standard hardware and associated software programs as well as the software for command specific or unique systems. FTSCLANT will provide training as necessary for any unique software system to be used by the SP.

All SP employees shall abide by pertinent regulations set forth in this PWS.  The SP shall comply with applicable Federal, Navy, State, and local requirements, including, but not limited to, rules and regulations listed in Section C.6.  The revision level and date for each directive, publication, and form shall be the most recent version unless this PWS specifically directs that an older version must be utilized.  When needed for performance of ordered tasks, the Government shall provide directives, publications, and forms that are not available on the World Wide Web.
C.1.2 Scope of Work

The SP shall provide Administrative Support Services in the following areas:

C.5.1 
Processing Documents (PD)

C.5.2
Scheduling Support Services (SS)
C.5.3
Office Operations Support Services (OO)

C.5.4
Reception Support Services (RS)

C.5.5
Mail Distribution Services (MD)

C.5.6
Training Services (TS)

C.5.7
Media Services (MS)
Detailed information for each area can be found in Section C.5.  The SP shall meet the Performance Standards as stated in Technical Exhibit 1, Minimum Standards of Performance (TE-1).  Projected workload data is shown in Technical Exhibit 2 (TE-2).

Technical Exhibit 1  Minimum Standards of Performance

Standards of Quality - Tasks’ quality standard and acceptable quality level (AQL)

Standard of Timeliness - Tasks’ timeliness standard, acceptable quality level (AQL), and maximum deviation from standard (MDS); "days," wherever used, refers to “work days.”

Technical Exhibit 2  Workload

Workload tables are comprised of the tasks’ workload indicators, historical workload, base year workload, plus a workload projection for the remaining option years.

C.1.3 FTSCLANT Mission and Functions

FTSCLANT is an Echelon Three Command reporting to Commander in Chief, U.S. Atlantic Fleet (CINCLANTFLT).  The Command is a Field Service Engineering activity which provides direct support to the Fleet, Type Commanders, and Regional Maintenance Centers in matters of technical and logistics services and maintenance training for the installation, operation, alteration, maintenance, and readiness of shipboard equipment and systems.  FTSCLANT also performs the role of promoting fleet readiness and maintenance self-sufficiency in shipboard systems and equipment through direct technical support in troubleshooting, logistics reviews, and technical documentation.

FTSCLANT is comprised of approximately 1070 personnel.  This includes 600 civilian and 240 military personnel at headquarters (Norfolk, VA); 50 civilians and 90 military at Mayport, FL; and a total of approximately 30 civilian and 60 military personnel assigned to all other detachments.  

C.1.4 General Operating Conditions

C.1.4.1 Operating Hours

FTSCLANT's normal business hours are from 0700 – 1630, Monday through Friday, except Federal Holidays.  FTSCLANT operating hours are from 0600 – 1800, Monday through Friday, except Federal Holidays.  The SP shall provide Administrative Support Services during normal business hours unless otherwise specified in Section C.5.  The SP may be required to perform work and have access to assigned work spaces outside of normal business hours.

C.1.4.2 Operating Locations and Travel

The SP shall provide Administrative Support Services at FTSCLANT office locations in Norfolk, VA and Mayport, FL.  Currently, the physical locations of these offices are:

Norfolk, VA:
FTSCLANT 



Naval Station Norfolk



Building LF-18



9727 Avionics Loop



Norfolk, VA 12411



Mayport, FL:
FTSCLANT Mayport Detachment



Naval Station Mayport



Building 24



Mayport, FL 32228

The Government reserves the right to change, without prior notice, the specific locations of work areas of any employee(s) of the SP within these general geographic areas.  For example, FTSCLANT could require one, some, or all SP employees to relocate to another building at the Norfolk Naval Station, or to a building at another area Naval Facility (e.g. Little Creek Amphibious Base; Oceana Air Station).  Such relocation will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.4.3 Alternative Work Schedules (AWS)

Current FTSCLANT AWS policy provides Government employees several options for work schedules other than the traditional 8 hours per day/40 hours per week. The choice of which alternatives to offer, if any, within the normal business hours, rests with management of FTSCLANT.  The SP shall support and comply with AWS policy adopted by the Command.  Neither the SP, nor any of its employees, have any right or entitlement to AWS.  FTSCLANT may alter, amend, change, or cancel AWS at will.  Any adoption, change, continuation, or termination of FTSCLANT’s AWS policy will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.4.4 Telecommuting

FTSCLANT does not currently have a policy regarding Alternative Workplace/ Telecommuting.  The choice of which workplace alternatives to offer, if any, rests with management of FTSCLANT. The SP shall support and comply with Alternative Workplace/ Telecommuting policy adopted by the Command.   Neither the SP, nor any of its employees, have any right or entitlement to Alternative Workplace/Telecommuting. FTSCLANT may alter, amend, change, or cancel Alternative Workplace/ Telecommuting at will.  Any adoption, change, continuation, or termination of FTSCLANT’s Alternative Workplace/ Telecommuting policy will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.
C.1.4.5 Federal Holidays

Unless otherwise specified, the SP shall not be required to perform Administrative Support Services on Federal Holidays.  Federal Holidays are listed below.  Should a Federal Holiday fall on a Saturday, the Friday immediately before is considered the Holiday; if the Federal Holiday falls on a Sunday, the Monday immediately following is considered the Holiday.

New Years Day
Labor Day

M.L. King JR Birthday
Columbus Day

Presidents Day
Veterans Day

Memorial Day
Thanksgiving Day

Independence Day
Christmas Day

C.1.4.6 FTSCLANT Shut Down  

In the event that FTSCLANT operations are curtailed as a result of weather emergencies or other unplanned events, SP personnel shall be considered Bravo and non-essential personnel and shall follow instructions for Bravo or non-essential personnel. Notification normally is provided by local radio and television stations which air closings and delayed opening announcements for Government.  The SP shall provide employees with guidance concerning pay for these periods.  In the event FTSCLANT, or any higher echelon command, or the Navy, or the Federal Government, establishes new or different weather, emergency, threat condition, defense condition, force condition categories and designators, such will be adopted, followed, and implemented by the SP.  Such action will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.5   Personnel

C.1.5.1 General  

The SP shall furnish trained and qualified personnel to accomplish all work required.  SP employees shall be able to read, write, communicate, and understand the English language.  The SP staff shall be capable of operating desktop computers utilizing the Microsoft Office set of products (Word, Excel, Access, Outlook, PowerPoint).  The SP shall be capable of accessing, researching, and gathering information via the World Wide Web.  

C.1.5.2 Standards of Conduct  

All personnel employed by the SP in the performance of this Contract, or any representative of the SP entering Government property, shall obey all regulations of the Command.  The SP shall be responsible for maintaining satisfactory standards of employee conduct and for taking such disciplinary actions with respect to their employees as may be necessary.  The FTSCLANT Security Office will require the SP to remove from the job site any SP employees found under the influence of alcohol, drugs, or any other incapacitating agent during their tour of duty, or whose conduct or appearance adversely affects the efficiency or the accomplishment of the mission of FTSCLANT or the Department of the Navy (DON).  SP employees shall adhere to Government directives with respect to sexual harassment.  The removal from the job site of a SP employee shall not relieve the SP of the requirements to provide Administrative Support Services.  No SP employee will be permitted on the installation when such checks reveal that their presence would be detrimental to the security of the installation or to the accomplishment of the work prescribed.  The Government reserves the right to require removal from the job sites any SP employee who endangers persons or property or whose continued employment is inconsistent with the interests of military security.  Further, the Government reserves the right to refuse to permit any SP employee to perform services under this Contract who is not in compliance with requirements of this Contract.  In such cases, the COR will advise the SP in writing of the reason for requesting an employee's removal or withdrawing their authorization to enter the installation.  Removal or rejection of SP personnel for any of the reasons mentioned above, or for any other reason authorized by law or regulation, will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.5.3 Attire  

It shall be the responsibility of the SP to ensure that personnel working under the PWS are properly attired for safety and display the degree of neatness and cleanliness practical in the accomplishment of their duties consistent with accepted business practices.  While at work, civilian attire should be business-like and consistent with a highly-motivated, productive organization committed to supporting the world’s finest fleet.  The Government may demand a level of professional attire exceeding that maintained by Government employees if the COR determines that the SP employees are working in high-traffic or high-visibility locations where the professional image of FTSCLANT is on display. Compliance with the COR instructions regarding professional attire will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.
C.1.5.4 Disorderly Conduct  

Disorderly conduct such as fighting, use of abusive or offensive language, disruptive shouting, intimidation by words or actions, or sexual harassment shall not be permitted.  SP employees shall not participate in disruptive activities that interfere with normal and efficient Government operations.

C.1.5.5 Intoxicants  

The SP shall not allow any employee (while on duty) to possess, sell, consume, or be under the influence of intoxicants, drugs, or substances that produce similar effects.

In the event that the Government determines that safety or security requires drug testing of FTSCLANT personnel, the Government will have the right to subject any one or all SP employees to drug testing to the same extent, and under the same or similar procedures as applied to Government employees and Military Personnel.  Any SP employee who refuses to participate in such testing shall, upon request of the Contracting Officer, be removed from the Administrative Support Services Contract.  Any SP employee who is tested “positive” for illegal controlled substances shall, upon request of the Contracting Officer, be removed from the Administrative Support Services Contract.  Removal or rejection of SP personnel for any of the reasons mentioned above, or for any other reason authorized by law or regulation, will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.
C.1.5.6 Licenses

SP employees driving vehicles in the performance of work under this PWS shall possess valid and up-to-date drivers' licenses.  SP employees operating commercial vehicles in the performance of this PWS must have valid and up-to-date commercial drivers' licenses.  The SP shall ensure compliance with all applicable Federal and State Laws, as well as all DOD and Naval Instructions applicable to the operation of private, official, and commercial vehicles.
C.1.6 Project Management   

A SP Project Manager shall be responsible for overall management and coordination.  The SP shall have an operational lead, or representative, physically present at FTSCLANT headquarters full time during normal business hours to task and to provide oversight for the SP employees at all locations and to be available for discussions with the COR.  The SP may, at its discretion, combine the foregoing requirements with functions listed in C5 of this PWS, so long as all contractual requirements are met.  The SP shall provide names and telephone numbers of those who shall serve as a focal point between the SP and the COR to resolve problems and emergency situations, and those who shall be on call 24 hours a day, seven days a week.  The SP shall keep this list updated and shall notify the COR within one workday, in writing, whenever changes are made. 

C.1.7 Security

C.1.7.1 Physical Security

The SP shall comply with the physical security requirements of FTSCLANTINST 5530.1B, DON, DOD, and other national organizations for the protection of Government assets.  Changes, modifications, or alterations to physical security requirements, practices, and procedures will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.7.2 Identification of SP's Employees  

In order to facilitate employee badge authorizations, the SP shall provide to the COR a list of all employees who will perform under the PWS.  The list shall contain the full name of each employee, social security number, date and place of birth, home address and telephone number, emergency point of contact, job title or position held by each employee, employees work assignment, citizenship status, and security clearance level.  The SP shall notify the COR, in writing, of any addition, deletion or change within one workday of such change.  

While on the work site, all SP employees shall be identified by a badge attached above the waist to an outer garment, in full view at all times, per FTSCLANTINST 5530.1B.

The FTSCLANT Security Office will have and exercise full and complete control over granting or denying identification cards or other required security identification badges.  It shall be the SP's responsibility to account for all identification cards/badges issued to SP employees.  

If awarded to contractor, base contractor badges are required and issued by base authority.  A FTSCLANT badge will be issued to SP personnel by the Security Office upon check-in with FTSCLANT upon receipt of a valid visit request from the SP.  Automobile decals are issued by the base pass office.  The SP assumes full responsibility for the proper use of the badges and automobile decal, and shall be responsible for the return of the badges and/or destruction of the automobile decal upon termination of personnel or expiration or completion of employment.  The SP shall be responsible for ensuring all departing SP employees are out-processed, to include turn-in of identification badges.  The SP shall return the employee's identification badges to the issuing authority within two working days of departure.

C.1.7.3 SP Visitors

SP visitors must comply with all security and pass procedures established by the FTSCLANT Security Office and the Pass/Security Offices of the Norfolk, VA and Mayport, FL Naval Stations.

C.1.7.4 Keys 

The FTSCLANT Security Office will issue keys to the SP as determined by the COR.  No keys issued to the SP by the Government shall be duplicated.

C.1.7.5 Key and FTSCLANT Badge Loss Reporting 

The SP shall report the loss of any key or badge immediately, or at the beginning of the next working day if after hours, to the Security Office.  The report shall include the identification of the areas or spaces controlled by the said key or badge as well as the circumstances surrounding the loss. 

C.1.7.6 Lock Combinations

The SP shall establish procedures to ensure lock combinations are not revealed to unauthorized persons and ensure the procedures are implemented.  The SP is not authorized to record lock combinations.  SP procedures must be submitted to the COR, and approved by the FTSCLANT Security Officer, prior to performance under this PWS.

C.1.7.7 Information Security (INFOSEC)  

INFOSEC will be maintained by the SP IAW FTSCLANTINST 5510.2, DoDINST 5220.22M, SECNAVINST 5239.3, and SECNAVINST 5510.36.  Changes, modifications, or alterations to information security requirements, practices, and procedures will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.7.8 Access to National Security Information

Tasks requiring access to National Security Information will be designated during the performance period and may be reclassified higher or lower. Also, new requirements may be created or existing requirements eliminated.  Specific security clearance requirements will be provided to the SP on announcement of the final decision.  Approximately two thirds of the current admin/clerical work force have SECRET security clearances.  Message traffic shall be processed on the Secret Internet Protocol Router Network (SIPRNET).  SIPRNET access shall only be granted to personnel with a final secret clearance.  The cost of compliance with all employee security clearance requirements will be borne by the SP and such expenses will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.
C.1.7.9 Security Training  

The Government shall conduct a security indoctrination of all SP employees and refresher sessions annually thereafter.  This training will include general security education, Operations Security (OPSEC) awareness, and training on subversion and espionage directed against the Navy, Force Protection, and Information Systems security.

C.1.7.10 Classified Documents

Requirements for accounting and control of classified documents are included in FTSCLANTINST 5510.3 and 5510.5 and other applicable security directives. 

C.1.7.11 Privacy Act/Personal Information

The SP shall comply with requirements of 5 U.S.C. §522a.  The SP and its employees shall not disclose or disseminate any information that may be considered private in nature concerning FTSCLANT or contractor employees except as directed by the COR.

C.1.8 Safety and Health  

The SP shall comply with requirements of FTSCLANTINST 5100.1A.

C.1.8.1 Safety Plan

The SP shall prepare, implement, and maintain a Safety Plan.  The SP shall ensure that all safety programs/provisions meet Federal, Navy, State, and local requirements, including rules and regulations listed in, but not limited to, the applicable documents of Section C.6.  The SP is responsible directly to the Department of Labor’s Occupational Safety and Health Administration (OSHA) and the appropriate state office where OSHA has approved a state plan.  The SP Safety Plan must be submitted to, and approved by, the FTSCLANT Safety Officer prior to commencing work under the PWS.

C.1.8.2 Accident/Mishap Reporting

The SP shall report accidents to the COR or duty officer orally within one hour of any accident.  Within two working days of any accident, the SP shall submit to the COR the Accident Report (OPNAV 5102/9) that will cover the circumstances of the accident.

C.1.8.3 Specific OSHA Requirements
The SP is subject to enforcement authority by Federal, State, and local safety and health officials.  Compliance with all safety requirements shall be at SP expense and will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.9 Citizenship and Foreign Nationals

C.1.9.1 Foreign Visitors  

The SP shall comply with FTSCLANT current physical security and access control requirements established by FTSCLANT for the processing of visits by non-US citizens.

C.1.9.2 Employment of Non-US Citizens

The SP shall ensure that all personnel employed in the performance of Admistrative Support Services will be United States citizens, or non-citizens legally admitted into the

United States who can produce evidence that they are legally authorized to reside in, and to be employed in, the United States.

C.1.10 Telephone Service 

The Government-furnished telephone service as described in C.3 shall be used for official business only.  Government-furnished telephones are subject to security monitoring at all times.  Use of these telephones constitutes consent to security monitoring.  The SP shall contact the COR when changes/additions are needed for any Government phones or network lines.

C.1.11 Data Reports

During the performance period, the SP shall collect workload information as noted on the DD Form 1423-1 (Jun 90) Contract Data Requirements List and provide a monthly summary to the COR.  Data and information created by the SP in performance of the PWS is the property of the Government and the SP shall provide access when directed by the COR.

C.1.12 Transition  

C.1.12.1 Transition Plan

The Transition Plan (TP) is a written plan to enable the orderly and progressive transition from full performance under the pre-award organizational structure to full performance by the SP.  It is to be designed to minimize disruption and adverse impacts, and describes capitalization and start-up requirements.  The Transition Plan shall ensure:

· A smooth transition from formal selection of the SP to full operational status (phase-in);

· A smooth transition from the SP to performance by a potential future SP in a follow-on period (phase-out);

· There will be no interruption to mission requirements as defined in this PWS. 

The SP "phase-in" TP shall be submitted to the COR within 10 working days of announcement of the final public/private source selection decision.  The SP "phase-out" TP shall be submitted to the COR within 10 working days of request. 

C.1.12.2 Transition Requirements

There will be a phased implementation within 30 days.  During the implementation period the SP will gain familiarity with necessary processes and procedures. 

C.1.12.3 Transition Period Access

During the implementation period, the SP will have access to the facilities to familiarize supervisors, key personnel, and staff with equipment, reporting, work scheduling, and procedures.  Also, SP personnel will have access to perform joint property and equipment inventories.  Property and equipment inventories will be maintained in the FTSCLANT Property Management System.  To preclude any interference with operations, the SP shall make arrangements for access to the FTSCLANT facilities with the COR.

C.1.13 Quality Control and Assurance

C.1.13.1 Quality Control

The SP shall establish and maintain a complete quality control program in accordance with FAR 52.246-1, "Inspection of Services--Fixed Price."  SP performed inspections are independent of those performed by the Government.  The SP Project Manager and the SP Quality Control Inspector shall meet with the Contracting Officer and/or the COR on a routine basis to identify quality issues, customer satisfactions, and to resolve problems that may arise in the course of work. Quality corrections will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief unless the Contracting Officer first issues a written change order or contract modification that recognizes the SP's entitlement to an equitable adjustment.
C.1.13.2 Quality Control Plan

The SP shall submit a QC Plan with the Technical Proposal that includes:


An inspection system;


A description of records and availability for review;


Methods for identifying, correcting, and preventing defects.

C.1.13.3 Government Quality Assurance

The Government reserves the right to inspect and conduct quality assurance at all times and locations under this PWS.  The Government's quality assurance may include, but not be limited to, continual, periodic, intermittent, and/or unannounced inspections.  When an observation indicates defective or substandard performance, the COR will request the SP Project Manager and Quality Control Representative to examine and acknowledge the problem.  The Government's inspections shall not constitute acceptance, nor relieve the SP of any responsibility to ensure the highest quality services under the PWS. 

C.1.14  Terms and conditions of the agreement

Upon the selection of the SP under the final public/private source selection decision, the terms and conditions of this PWS, including Technical Exhibits, Attachments, and Appendices, shall govern the agreement of the parties.  Furthermore:

In the event a private offeror is selected for the award of a Contract, the Contract will also include:

· The Contract award form;

· All Contract schedules/CLINS;

· Contract clauses including clauses incorporated by reference;

· The private offeror's proposal, final revision, or Best and Final Offer (BAFO), or portions thereof selected by the Contracting Officer for incorporation into the Contract, not inconsistent with the requirements of law or of the PWS. 

· Documents, plans, and processes and procedures required under either the PWS or the private offeror's proposal, final revision, or Best and Final Offer (BAFO).

· In the event the Government's Most Efficient Organization (MEO) is selected to perform the Administrative Support Services, the standards of performance will also include:

· The MEO Technical Performance Plan

· Documents, plans, and processes and procedures required under either the PWS or the MEO's Technical Performance Plan.

 ACRONYMS and DEFINITIONS

C.1.15 Acronyms

Abbreviation/Acronym
Meaning

ACOR
Alternate Contracting Officer’s Representative

ACO
Administrative Contracting Officer

ANSI
American National Standards Institute

AQL
Acceptable Quality Level

AWS
Alternate Work Schedule

CA
Commercial Activities

CDRL
Contract Data Requirements List

CFR
Code of Federal Regulations

CLIN
Contract Line Item Number

CNET
Commander, Naval Education and Training

COB
Close of Business

COBND
Close of Business Next Day

COR
Contracting Officer’s Representative

COTS
Commercial-Off-The-Shelf

CY
Calendar Year

DAPS
Defense Automated Printing Service

DCPDS
Defense Civil Servant Personnel Data System

DD Form
Department of Defense Form

DFARS
Defense Federal Acquisition Regulation Supplement

DoD or DOD
Department of Defense

DoN or DON
Department of the Navy

DTIC
Defense Technical Information Center

E-Mail
Electronic Mail

FAR
Federal Acquisition Regulation

FOIA
Freedom of Information Act

FTSCLANT
Fleet Technical Support Center, Atlantic

FY
Fiscal Year

GFE
Government Furnished Equipment

GFF
Government Furnished Facilities

GFM
Government Furnished Supplies and Material

GFP
Government Furnished Properties

GFS
Government Furnished Services

GPO
Government Printing Office

GSA
General Services Administration

HRC
Human Resources Center

IAW
In Accordance With

INFOSEC
Information Security

INST
Instruction

INSURV
Board of Inspection and Survey

IPT
Integrated Program (or Process) Team

IT
Information Technology

JFTR
Joint Federal Travel Regulations

KO
Contracting Officer

KTR
Contractor

LAN
Local Area Network

MDS
Maximum Deviation from Standard

MEO
Most Efficient Organization

MIL-STD
Military Standard

NAPS
Navy Acquisition Procedures Supplement

NAVCOMPT
Comptroller of the Navy

NAVFAC
Naval Facilities (Command)

NAVOSH
Naval Occupational Safety and Health

NAVPERS
Naval Personnel

NLT
Not Later Than

OF
Optional Form

OMB
Office of Management and Budget

OPM
Office of Personnel Management

OPNAV
Chief of Naval Operations

OPSEC
Operational Security

OSHA
Occupational Safety and Health Administration

PAO
Public Affairs Office

PBR
Performance Base Requirement

PCO
Procuring Contracting Officer

PSAD
Personnel Support Activity Detachment

PWS
Performance Work Statement

QA
Quality Assurance

QAE
Quality Assurance Evaluator

QASP
Quality Assurance Surveillance Plan

QC
Quality Control

SATO
Schedule Airline Ticket Office

SCA
Service Contract Act

SECNAV
Secretary of the Navy

SF
Standard Form

SIPRNET
Secret Internet Protocol Router Network

SOP
Standard Operating Procedure

SP
Service Provider

TDY
Temporary Duty

TE
Technical Exhibit

TP
Transition Plan

TPP
Technical Performance Plan

USPS
United States Postal Service

VI
Visual Information

C.1.16 Definitions

Term
Nomenclature

Acceptance
The act by which the Government assumes ownership of existing identified products tendered or approves specific services rendered as partial or complete performance of the Contract.  (FAR 46.5)

Accurate and Complete
“Accurate and complete” is a standard of quality used throughout this PWS.  Unless otherwise stated in this PWS, accurate shall be defined as “lacking errors” and complete shall be defined as “finished.”

Adequate Evidence
Information sufficient to support the reasonable belief that a particular act or omission has occurred. (FAR 9.403)

Acceptable Quality Level (AQL)
The maximum error rate of products or services that do no meet the performance standard in a lot of deliverables.

Administrative Contracting Officer (ACO)
Individual authorized to administer the Contract.

Alternate COR (ACOR)
An officer designated by the PCO to act in the place of the COR on all technical and procedural issues pertaining to this Award.

Alternate Work Schedule (AWS)
FTSCLANT AWS policy provides employees several options for work schedules other than the traditional 8 hour per day/40 hours per week. 

Business Hours
0700-1630 business days, unless otherwise specified.

Calendar Days
Unless otherwise specified, calendar days, as used throughout this PWS, are defined as Sunday through Saturday.

Classified Material
Material which requires safeguarding in the interest of national security.

Close of Business (COB)
1630 hours unless otherwise stated.

Close of Business Next Day (COBND)
1630 hours the following business day, unless otherwise stated.

Contract Discrepancy Report (CDR)
The report issued to a SP citing unsatisfactory service or performance for which the SP is responsible under the terms of the Contract.

Contracting Officer’s Representative (COR)
The officer designated by the KO to interface with the SP on all technical or procedural issues pertaining to this Contract.  The COR is not authorized to deviate from the terms of the Contract unless authorized by the KO.  The COR may delegate approval authority for technical and procedural items to an ACOR.

Contractor-Acquired Property
Property acquired or otherwise provided by the Contractor for performing a Contract and to which the Government has title.  (FAR 45.1.1, 46.605)

Days
Unless otherwise specified, days, as used throughout this PWS are defined as working days, Monday through Friday.

Government Furnished Equipment (GFE) 
A term often used to encompass all forms of Government furnished property.  The FAR does not list “equipment” as a separate category, but specifies certain kinds of equipment, such as plant equipment or special test equipment.  (FAR 45)

Government Furnished Facilities (GFF)
Property used for production, maintenance, research, development, or testing.  It includes plant equipment and real property.  It does not include material, special test equipment, special tooling, or agency-peculiar property.  (FAR 45)

Government Furnished Supplies and Material (GFM)
Property that may be incorporated into or attached to a deliverable end item that may be consumed or expended in performing a Contract.  It includes assemblies, components, parts, raw and processed materials, and small tools and supplies that may be consumed in normal use in performing a Contract.

Government Furnished Property (GFP)
Property in the possession of or directly acquired by the Government and subsequently made available to the contractor.  (FAR 45)

Government Furnished Services (GFS)
Utilities furnished as currently installed in GFF.  Types include water, electric, telephone, sewage, steam, fuel, oil, and gas. 

Government Property
All property owned by or leased to the Government or acquired by the Government under the terms of the Award.  It includes both Government-furnished property and contractor-acquired property.

Guard Mail
Includes mail that is delivered internally, between commands and local naval facilities, outside the USPS system, and does not utilize postage.  However, USPS weight and size restrictions apply to guard mail.

Inspection
Examining and testing products or services (including, when appropriate, raw materials, components, and intermediate assemblies) to determine whether they conform to contract requirements.  (FAR 46.101)

Lot Size
The total number of service outputs in a surveillance period.

Maximum Deviation from Standard
The absolute outside limit within which the SP must complete an activity IAW an established timeliness standard.

Official Mail
Includes any letter, publication, or parcel relating exclusively to the business of the U.S. Government which is mailed using an official USPS commercial mailing permit or official postage meter.  Only items mailable under postal laws may be sent as official mail.

Operating Hours
0600-1800 business days, unless otherwise specified.

Output
The product or products of a system or process.

The amount of something produced by a system or process during a given time period.

Performance Period
The contractual interval of time during which the SP is solely responsible for accomplishment of all activities set forth in this PWS through day-to-day management of the required service.  (This period excludes the transition period and any interval between Award and commencement of performance of the PWS.)

Physical Security
Those actions taken to preserve Government property and protect equipment from loss or damage.

Plant Equipment
Personal property of a capital nature (including equipment, machine tools, test equipment, furniture, vehicles, accessory and auxiliary times) for use in manufacturing supplies, in performing services, or for any administrative or general plant purpose.  It does not include special tooling or special test equipment.

Procuring Contracting Officer (PCO)
The sole individual authorized to enter into contracts on behalf of the Government.  

Property
All property, both real and personal.  It includes facilities, material, special tooling, special test equipment, and agency-peculiar property.

PWS
The terms of the agreement that set forth the technical requirements and standards that the SP must fulfill in performing the work.

Quality
The composite of material attributes including performance features and characteristics of supplies or services to satisfy a given need.  (DFARS 246.101)

Quality Assurance (QA)
Those actions performed by the Government to ensure services meet the requirements of the PWS.  (FAR 46.2 and the QASP)

Quality Assurance Surveillance Plan (QASP)
An organized written document used by the Government for quality assurance surveillance.  The document contains specific methods to perform surveillance of the SP.

Quality Control (QC)     
Those actions taken by a SP to control the performance of services to ensure compliance with the requirements of this PWS.

Review
A term stated throughout the requirements.  Unless otherwise stated in this PWS, review shall be defined as the determination that a product is accurate and complete.

GOVERNMENT FURNISHED PROPERTY AND SERVICES

C.1.17 General Information

The Government will furnish or make available to the SP certain facilities, equipment, utilities, supplies, services, and materials for use in connection with performance under this PWS.  Facilities, equipment, and materials furnished by the Government may only be used for performance of work under this PWS.  Government furnished property (GFP) shall not be removed from FTSCLANT unless approved by the COR in writing.  A list of GFP/GFM is provided in TE-3.

C.1.18 Coordination of trades

In the performance of this PWS, the SP shall have access to GFE including, but not limited to, office space, computers, printers, scanners, copiers, fax machines, and the SIPRNET. The SP shall have contact with other contractor and Government personnel to include shared property, facilities, equipment, and materials.  Most GFP is “common usage."  The SP and its employees must coordinate, cooperate, and work in harmonious efficiency with all other users of office space and GFP.  Issues of usage that cannot be resolved regarding office space and GFP shall be referred to the COR.
C.1.19 Inventories

C.1.19.1 Joint Inventories

The SP and COR shall conduct a joint inventory of all types GFE prior to the start of full performance under this PWS.  This inventory shall detail the description and quantities of all GFE to determine the exact number and serviceability.  The SP shall certify the findings of this inventory and subsequently report inventory discrepancies to the COR.  

C.1.19.2  Inventory Acceptance and Accountability

GFE will be maintained by the Government and supplied to the SP for the accomplishment of the tasks cited in the PWS.  Property and equipment inventories will be maintained in the FTSCLANT Property Management System.

C.1.19.3  Joint Closing Inventory 

At the completion of performance under this PWS, the SP and the Government shall conduct a closing inventory of all types of GFE.   Upon termination of this PWS, GFE shall be returned in a condition at least equal to that existing when the SP assumed responsibility for the equipment, normal wear and tear excepted.

C.1.19.4  Annual and Special Inventories

The SP and COR shall perform a joint annual inventory of GFE.  Special or regulatory inventories will be conducted accordingly and at the request of the Government.  Cost of special or regulatory inventories will be negotiated at the time of request.  
C.1.20 Government-Furnished Property (GFP)

All property and the use of the property shall be subject to the inspection and approval of the COR prior to and during the life of this PWS.  The Government will furnish all warranties and maintenance agreements and the SP shall handle GFP in accordance with the maintenance agreements.

C.1.21 Government Furnished Facilities (GFF)

The Government will provide the SP the use of Government work cubicle/areas within the Government facility.  FTSCLANT can not accommodate one centralized area for  administrative support services.  However, hubs or other collective work arears are available.  Condition of facilities shall be reported to the COR by the SP prior to performance under this PWS.  The SP shall maintain such spaces in a manner to maximize efficiency, order, cleanliness, and professionalism.  The COR will inspect the SP work cubicle/areas to ensure an orderly and professional appearance is maintained.  The COR may demand a level of order and cleanliness that exceeds that maintained by Government employees at their work cubicle/areas if the COR determines that the SP cubicle/areas are high-traffic or high-visibility locations. Compliance with the COR instructions regarding the maintenance of a tidy and professional work area will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief

The SP shall not make any alterations without the concurrence of the Government.  Any such alterations are at the expense of the SP, unless agreed to in advance by the Government, and become the property of the Government.  In the case of alterations necessary for compliance with OSHA, such permission shall not be unreasonably withheld.  

C.1.22 Government Furnished Equipment (GFE)

Government-Furnished Equipment (GFE) includes a computer workstation and the necessary equipment, furnishings, and supplies needed to perform the tasks shown in the PWS. This GFE is solely for use in performing work specified in this PWS. The Government will make this GFE available to the SP at the work cubicle/area to which a SP employee is assigned. The Government will maintain the GFE.  GFE that becomes unserviceable during use will be repaired or replaced at the discretion of the Government.  SP shall comply with the Navy Marine Corps Intranet policies at FTSCLANT.

If lost, stolen, or damaged beyond practicable repair due to SP fault, wrongdoing, or negligence, the SP will replace the GFE at its own expense.  Title to such replaced equipment shall be vested in the Government.  Refer to FAR part 45 for controlling authority.

C.1.23 Government Furnished Supplies and Materials (GFM)

The SP will prepare and deliver to the COR order forms for supplies, consumables, and materials as required.  The COR will review the requested items, determine which items are bonafide needs of the SP, process order, and deliver supplies.  The refusal to order items deemed unnecessary for the performance of work will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.  

C.1.24 Government-Furnished Services (GFS)

C.1.24.1 Utilities

The Government will furnish utilities as currently installed in GFF.  Types of utilities furnished include water, electric, telephone, gas, sewage, steam, fuel, oil, and LP gas.  The SP shall not change or alter any service, or component, without prior Government review and approval.  The SP shall not connect any SP equipment/system without prior Government review and written approval.  The SP will operate in a manner to preclude waste of utilities.

C.1.24.2 Telephone Service

The Government will provide telephone instruments and lines currently located in facilities to be occupied by the SP at no cost to the SP.  Telephones are those authorized for transaction of official business of the FTSCLANT, with access to the commercial telephone lines as necessary to perform work requirements.  Government furnished telephones and telephone lines are to be used for transaction of official business of the FTSCLANT.  The SP shall make every effort to conserve Government funds by limiting commercial long distance calls to the absolute minimum necessary for transaction of official business.  SP personnel shall not relocate Government furnished telephone equipment or in any way tamper with the telephone distribution system.  The SP shall not install its own telephone system or handsets.  The SP is not authorized to initiate any moves, adds, or changes without the express written authorization of the COR.  The decisions to approve any and all moves, adds, or changes are within the sole discretion of the Government.  If any move, add, or change requires the services of a commercial vendor/private telecommunications company, this service must be approved by the Government.  The refusal to approve any moves, adds, or changes will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.24.3 Custodial Services

The Government will provide trash pick-up, vacuuming, and restroom cleanliness.  The SP shall also meet requirements established by OSHA and the FTSCLANT Safety Office.

C.1.24.4 Information Management Systems

The Government will furnish the SP’s personnel access to FTSCLANT computer systems (see TE-3).  All systems shall be utilized for the conduct of “Official Business” only.  FTSCLANT will provide hardware and software application assistance via the Helpdesk.  In addition, FTSCLANT will provide routine maintenance and normal wear and tear repairs of GFE.  The Government will provide secure access to the Network for all computers used by the SP.  Should the SP require remote access, the SP shall provide all necessary equipment to connect to the FTSCLANT Network.  The Government will provide access to the FTSCLANT Network and SIPRNET with appropriate levels of access by providing IDs and passwords.

Access to the FTSCLANT Local Area Network and SIPRNET, support for the standard Desktop hardware and software, and account management shall be provided by the Government.  Government shall also provide moves, adds, changes; operational monitoring; system problem determination and resolution; and technical support.

The SP is not authorized to initiate any moves, adds, changes, operational monitoring, system problem determination and resolution, or technical support without the express written authorization of the COR.  The decisions to approve any and all of these actions are within the sole discretion of the Government.  If any of these actions require the services of a commercial vendor/private telecommunications company, this service must be approved by the Government.  The refusal to approve any moves, adds, or changes will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.24.5 Service Requests

All requests for service, repair, and assistance shall be made through the Help Desk.

C.1.24.6 Pest Management Services

The Government will provide internal and external pest management for all GFF and Government owned property.  The SP shall contact the COR if services are required.  The SP shall cooperate with regularly scheduled services.  The SP will notify the Government if any SP employee is allergic to any pesticide used for the eradication or control of vermin.  The SP is responsible for mitigating any adversely affected employee's situation by providing appropriate and medically necessary health/safety/environmental equipment.  In the event that the situation of any employee(s) cannot be effectively mitigated, the SP is responsible for relocating or replacing any employee(s) that cannot perform duties due to adverse reactions to necessary use of pesticides.  Actions in mitigation, relocation, or replacement of personnel will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.  Nothing in this provision is to be construed to relieve the SP from any legal obligation, duty, or liability under the Americans with Disabilities Act.

C.1.24.7 Police and Fire Protection

The Government will provide police and fire protection within the confines of FTSCLANT. The SP shall notify the appropriate office for emergency services and shall participate in Government conducted fire drills or other emergency drills.  Advance notice of drills may or may not be given.  The Government's obligation to provide police and fire protection services does not guarantee the safety or security of persons or property of the SP or any employees thereof.  The SP remains responsible for assessing workplace risks, and taking appropriate precautions for said risks.  The SP is responsible for keeping all necessary insurance policies current.  The SP will not be entitled to any equitable adjustment, contract modification, claim, or other relief based upon insurance costs, or losses due to fire, flood, weather, accident, criminal misconduct of third parties, Acts of God, acts of war, or other causes of damages and injury.

C.1.24.8 Training

The Government requires attendance in specific areas of training such as Safety and Security Awareness.  It will be the responsibility of the SP to ensure attendance of personnel at these training sessions periodically conducted by the Government.  Attendance of SP employees at training sessions does not relieve the SP of performing the functions of this PWS, and attendance at training will not entitle the SP to any equitable adjustment, contract modification, claim, or other relief.

C.1.25 Warranties and Maintenance Agreements

The SP shall utilize all existing manufacturer’s commercial warranties and maintenance agreements on Government furnished equipment on the Government's behalf.  The SP shall report any difficulty in exercising manufacturer warranties and maintenance agreements to the COR and request assistance as necessary.  The SP shall not be responsible for and is not authorized to repair equipment under warranty or maintenance agreement. The COR will furnish to the SP warranty information on Government-furnished equipment.

CONTRACTOR-FURNISHED PROPERTY (CFP) AND SERVICES

C.1.26 General Information  

Except for those items or services specifically stated in section C.3 and TE-3 as Government furnished, the SP shall furnish everything needed to perform this PWS in its entirety.

C.1.27 Compliance with requirements 

All SP furnished materials, supplies, parts, etc. shall meet manufacturer specifications or Government approved deviations.  The SP furnished equipment shall meet the same safety requirements as those established for Government equipment.

C.1.28 Service Provider-furnished Equipment and Materials

All equipment, including motor vehicles and administrative equipment, not furnished by the Government but desired by the SP, shall be clearly and permanently marked with the SP's name or logo for ready identification.

C.1.29 Service Provider Vehicles

SP vehicles shall be identified as SP property and shall have the name of the SP neatly exhibited on each side of the vehicle.  The sign must be readable from a reasonable distance. The SP shall obtain, in accordance with the Security Officer’s instructions, a pass and identification (ID) for employees’ and non-Government-owned vehicles.

The SP shall operate vehicles to comply with FTSCLANT traffic regulations. SP vehicles operated on Government property shall be maintained in good repair and appearance and shall meet all State of Virginia (for Norfolk), State of Florida (for Mayport), and Federal safety, licensing, inspection, and insurance requirements, and the requirements of 40 Code of Federal Regulations (CFR) 243, 13 February 1976 or subsequent revisions.  Vehicle-mounted communications equipment shall conform to all applicable FTSCLANT and Federal frequency regulations.  Vehicles identified as not meeting the above safety requirements, by inspection of the FTSCLANT Safety Office, shall be removed from service within one hour of notification by the Safety Office, and repaired or replaced at the SP's expense.

C.2  Specific REQUIREMENTS

The SP shall furnish fully trained and qualified managerial, technical, administrative, and supervisory personnel to accomplish all work required.  The SP personnel must be skilled in the use of a number of common, commercial software applications to perform the tasks described in this Contract.  Specifically, the SP shall be skilled in the use of personal computers and proficient in systems as specified in Section C.3 and Technical Exhibit 3 (TE-3).  The SP shall stay current with COTS and corporate software upgrades.  The SP shall comply with procedures in current regulations, instructions, and directives as listed in this Section and in Section C.6, and revisions thereto.  

The Government will provide standard hardware and associated software programs as well as the software for command specific or unique systems.  FTSCLANT will provide training as necessary for any unique software system to be used by the SP.

C.2.1 Processing Documents (PD)

The SP shall perform document processing services, which include, but not be limited to, the following:

Maintain Files

Generate Documents

Produce Spreadsheets, Databases, Graphics, Presentations, and Reports

Revise Spreadsheets, Databases, Graphics, Presentations, and Reports

Process Facsimile Documents and Scan Documents

The SP shall receive document processing work request forms from FTSCLANT employees.  The SP Project Manager is personally responsible for monitoring workflow and issuing assignments relating to this function and all subfunctions.  Documents shall be provided in hard copy or electronic form, as requested by the FTSCLANT employee.  Documents in progress and the status of all documents shall be available to authorized FTSCLANT employees at all times. 

Documents to be processed will vary from single to several hundred pages.  Historically, the typical letter to be processed has been approximately 1-1/2 pages, including the originator’s signature and separate pages for internal and external distribution.  See  TE-2 for projections of the annual number of items to be processed.  Some letters will include enclosures along with the basic forwarding letter.  Enclosures average 10 pages.  

Section C.6 includes applicable reference documents and forms for document mail distribution.  Special handling and expedited delivery shall be provided, as requested by the FTSCLANT customer.  

Classified correspondence/documents shall be handled in accordance with FTSCLANT Instructions and other applicable security directives.

PD1 Maintain Files
The SP shall maintain, dispose and retire files in accordance with SECNAVINST 5212.5D, Navy and Marine Corps Records Disposition Manual.  Filing systems include filing cabinets for hard copies as well as electronic Central Files on the FTSCLANT server.  Files include general correspondence, timekeeping, and instructions.  The SP shall also establish action files for controlled correspondence.  Document files shall be maintained in a manner permitting access by authorized FTSCLANT employees at all times.  

PD2 Generate Documents

The SP shall generate documents in accordance with work request forms from FTSCLANT employees, in accordance with SECNAVINST 5215.C, DON Directives Issuance System, and SECNAVINST 5216.5D, DON Correspondence Manual, and as specified below.  Documents include correspondence, directives and forms, award certificates, and personnel actions.  The SP shall generate documents using government approved software on hard or soft draft documents, including attachments and enclosures, provided by the requestor.  Documents in progress and the status of all documents shall be available to authorized FTSCLANT employees at all times.  

Correspondence.  The SP shall generate correspondence documents.  This service shall include, but not be limited to, the following:

· Typing and formatting, as required

· Correcting punctuation, grammar and spelling to ensure accuracy

· Providing smooth drafts to the originator for review and making changes as requested until the document is accepted by the originator

· Routing documents for approval and signature of the authorized FTSCLANT manager

· Copying, distributing, and filing documents as requested

· Preparing documents for mailing, including envelope labels

Classified documents shall be safeguarded as such and shall not be sent via unclassified electronic e-mail systems.

Directives and Forms.  The SP shall generate directives and forms in accordance with instructions listed in Section C.6.  This service shall include, but not be limited to, the following: 

· Tracking directive annual review requirements

· Notifying the directive originator when a directive is due for review

· Typing and formatting, as required

· Correcting punctuation, grammar and spelling to ensure accuracy

· Preparing directives and forms in a format suitable for the World Wide Web

· Providing smooth drafts to the originator for review and making changes as requested until the document is accepted by the originator

· Routing directives to pertinent staff for review and comment and making changes as requested

· Routing documents for approval and signature of the authorized FTSCLANT manager

· Ensuring appropriate distribution is made

Award Certificates.  The SP shall generate award certificates.  This service shall include, but not be limited to, the following:

· Researching personnel data for reward-related information

· Preparing the appropriate certificates

· Routing certificates for appropriate signatures

· Requesting any pins, medals or other external items 

· Delivering award certificates and award items to the requestor

· Maintaining database on awards and award recipients

PD3 Produce Spreadsheets, Databases, Presentations, Reports, and Graphics
The SP shall produce spreadsheets, databases, presentations, reports and graphics in accordance with work request forms from FTSCLANT employees and as specified below.  The SP shall produce information provided or maintained in software applications.  Products include electronic files, slides, view graphs, plotter charts, flip charts handouts, and brochures.  The SP shall develop products on information extracted from databases.  The average presentation is approximately 20 pages.  Products in progress and the status of all products shall be available to authorized FTSCLANT employees at all times. Products shall be delivered as requested.  

PD4 Revise Spreadsheets, Databases, Presentations, Reports, and Graphics

The SP shall revise and update spreadsheets, databases, presentations, reports and graphics in accordance with work request or other forms from FTSCLANT employees and as specified below.  The SP shall revise and update products provided or maintained in software applications.  Products include electronic files, slides, view graphs, plotter charts, flip charts handouts, and brochures.  Updating shall include data provided on scheduled and real-time basis.  The SP may be required to contact various individuals identified by FTSCLANT employees to obtain the latest information.  The SP shall revise products on information extracted from databases.  Products in progress and the status of all products shall be available to authorized FTSCLANT employees at all times.  

Timekeeping.  The SP shall provide timekeeping services for the FTSCLANT organizations supported.  These services shall be provided twice each pay period (every week) and completed in time for manager’s certification.  Timekeeping services include the following:
· Receiving completed timesheets, overtime forms and leave forms from FTSCLANT employees

· Preparing amendment forms as required, and obtaining signatures and forwarding these forms as required

· Entering all work times, hours and other data from the timesheets into the timekeeping database, SLDCADA

· Maintaining associated files

PD5 Process Facsimile (Fax) Documents and Scan Documents

The SP shall scan and deliver documents in accordance with work request forms from FTSCLANT employees, this includes copying the scanned document onto a floppy disk, server or CD-ROM as requested.

Fax actions may be to an individual addressee or to mailing lists.  The SP shall verify successful transmission of outgoing faxes and return the original document, with verification, to the requestor.

The SP shall receive incoming fax documents on FTSCLANT facsimile machines.  The SP shall distribute incoming faxes to the in box or desk of the recipient.

C.2.2 Scheduling Support Services (SS)

The SP shall perform scheduling support services, which shall include, but not be limited to, the following:

Schedule Training/Conference Rooms

Provide General Meeting Support

Take, Generate and Publish Meeting Minutes

An average meeting is approximately one hour with 15 attendees.  A few meetings may extend over a three to four day period with 50 or more attendees.

SS1 Schedule Training/Conference Rooms

The SP shall schedule training rooms and conference rooms.  Calendar entries shall include name of meeting or training event, dates and times, resources needed, and name of requestor.  Calendar shall be available for review by FTSCLANT employees at all times.  The SP shall notify requestor of nonavailability of rooms and provide a proposed alternate if applicable.  A list of rooms will be provided by COR at start of performance implementation.

SS2 Provide General Meeting Support

The SP shall provide general meeting support, which includes scheduling conference rooms and making arrangements for meetings, events, symposiums, seminars, including notifying attendees, ensuring room is set-up, and that all required audiovisual and/or computer equipment and/or video teleconferencing is available and operational.  

SS3 Take, Generate and Publish Meeting Minutes

The SP shall generate and publish meeting minutes when requested.  Generating and publishing meeting minutes includes attending meetings to take notes, editing and proofreading to clarify notes, publishing, and distributing to proper recipients.

C.2.3 Office Operations Support Services (OO)

The SP shall perform office operations support services, which shall include, but not be limited to, the following:

Maintain Office and Award Supplies

Research/Provide Information

Collect Burn Bags

Make Copies

Process Travel Requirements

Process Travel Vouchers

Troubleshoot and Place Trouble Calls

OO1 Maintain Office and Award Supplies

The SP shall maintain, distribute, and account for office supplies (office supplies are defined as office consumables such as paper, pads, pens, staples, paper clips, etc.) for FTSCLANT offices.  The SP shall maintain, distribute and account for the Command awards store supplies.  The SP shall follow procedures described in Section C.3 to obtain supplies.

OO2 Research/Provide Information 

The SP shall provide information based on FTSCLANT employees’ inquiries of procedures, policy, regulations and general questions.    The SP shall research available resources to locate information.  The SP shall notify requestor of information.

OO3 Collect Burn Bags

When notified, the SP shall collect burn bags from requestors and place them in a collection bin.  The SP shall ensure burn bags are properly marked and call the FTSCLANT warehouse for pickup when the collection bin is full.  

OO4 Make Copies

The SP shall provide printing and copying services in accordance with work request forms.  The SP shall prepare and process DD 282 forms for Defense Automated Printing Services (DAPS) consistent with applicable regulations. 

OO5 Process Travel Requirements

Travel Orders.  The SP shall prepare travel orders and required modifications. This service shall include, but is not limited to, the following: 
· Ensuring FTSCLANT employee travel request forms have necessary approvals/ authorizations

· Entering data from request form to generate travel orders and maintain financial data, and obtain final signature approval on orders

· Scheduling travel mode and lodging for FTSCLANT employees when notified of the need

· Delivering orders to/from the base travel office twice each working day 

· Delivering completed travel package to the traveler  

· Providing and preparing necessary documents, instructions/briefs, liaisons to other agencies or vendors, and tracking mechanisms for timely processing of travel orders, passports, visas, country clearances and travel credit cards

· Processing emergent travel requests within one hour of request (24/7)  
Local Travel Orders.  The SP shall process local travel reimbursements.  This service shall include, but not be limited to, the following:

· Entering the accounting data on reimbursement forms

· Obtaining signature

· Forwarding forms to Finance

OO6 Process Travel Vouchers

The SP shall process travel vouchers and supplemental claims for FTSCLANT employees.  This service shall include, but is not limited to, the following:

· Receiving completed travel vouchers from the Government traveler and reviewing the voucher package for deficiencies using a check list provided by COR

· Returning incomplete/inaccurate packages with annotations of all deficiencies to traveler

· Delivering/picking up all completed original packages to/from base travel office for payment, providing status to traveler upon request

· Entering final financial data in system

· Delivering completed voucher to traveler

· Verify completion of vouchers during employees' check-out process.

OO7 Troubleshoot and Place Trouble Calls

The SP shall respond to problems concerning facilities or equipment.  The SP shall attempt correction of document center jams, and minor computer assistance.  The SP shall place or assist in placing trouble calls for facilities, document centers and computer problems when problem goes beyond SP capabilities.

C.2.4 Reception Support Services (RS)

The SP shall provide reception support services, which shall include, but not be limited to, the following:

Greet/Escort Visitors 

Receive and Transfer Telephone Calls 

RS1 Greet/Escort Visitors

The SP shall escort authorized visitors to specified locations as requested by FTSCLANT personnel.  Visitors shall be greeted at the quarterdeck and escorted to FTSCLANT offices, upon request of FTSCLANT employees.  

RS2 Receive and Transfer Telephone Calls

The SP shall answer telephones, transfer calls, and take messages.  The SP shall provide live coverage to timely answer telephone calls received during the hours of 0700 to 1630 on all work days.  The SP shall determine proper action, such as providing the caller with directions to FTSCLANT buildings, FTSCLANT employee extensions, transferring the call to the appropriate individual or organization, or sending an email message.

C.2.5  Mail Distribution Services (MD)

The SP shall provide mail distribution services, which shall include, but not be limited to, the following:

Receive and Distribute All Incoming, Outgoing and Internal Mail

Provide Courier/Messenger Service

MD1 Receive and Distribute All Incoming, Outgoing and Internal Mail

The SP shall provide mail distribution, which shall include, but not be limited to, the following:

· Receiving incoming mail and delivering outgoing mail to/from the Post Office and base Mail Center at least once each business day when the Post Office and base Mail Center are in operation

· Delivering incoming mail and receiving outgoing and internal mail from approximately 50 mail distribution points in FTSCLANT occupied buildings at least twice each business day

· Reviewing all outgoing mail for correct mail addressing format and return any incorrect mail to originator for correction

· Sorting and consolidating mail in categories required by the Post Office and/or base Mail Center

· Opening official correspondence addressed to the command but not specified for a staff member

· Electronically broadcasting official correspondence received on official government letterhead

· Tracking official correspondence received on official government letterhead that requires action response and forwarding weekly ticklers on outstanding items

· Controlling, tracking, and maintaining an inventory of incoming accountable and classified mail until items leave the command, making classified mail items and inventory data available for review by FTSCLANT Security Office at all times

MD2 Provide Courier/Messenger Service

The SP shall deliver documents between various buildings in the local Hampton Roads Virginia and Mayport Naval Air Station Florida areas when requested by FTSCLANT employees.

C.2.6 Training Services (TS)

The SP shall provide training services, which shall include, but not be limited to, the following:

Provide Cost Analysis of Training Budget and Courses

Administer Quota Controls

Coordinate Training

Administer Training Library

Provide Course Availabilities and Reports Based on Individual Development Plans

Develop Training Products

Maintain Electronic Classroom and Media Center

TS1 Provide Cost Analysis of Training Budget and Courses

The SP shall evaluate courses for cost effectiveness and content. 

The SP shall provide cost analysis, which shall include, but not be limited to, the following:

· Notifying department training coordinator or employee’s supervisor if requested course has been found to be available for less cost

· Tracking training tuition costs per organizational code as training is requested and taken, providing an up-to-date status that is available at all times

TS2 Administer Quota Controls for Training Provided by FTSCLANT

The SP shall track fleet and shore activities’ requests for FTSCLANT courses, reviewing and approving eligibility requirements with notification and reminder to Security, the trainers, attendees, and attendees’ commands.  

The SP shall provide quota control, which shall include, but not be limited to, the following:

· Requesting instructors’ training schedules quarterly

· Notifying Atlantic Fleet of quarterly training schedule

· Coordinating quotas with Atlantic Fleet, reviewing attendee status based on attendance requirements received from instructor, and notifying attendees and their commands of confirmation, including class information package

· Notifying standby attendees of attendance status

· Maintaining a database on course attendance

TS3 Coordinate Training

The SP shall coordinate courses for FTSCLANT military and civil service personnel, processing and tracking requests in personnel data systems and obtaining quotas from other commands/vendors for FTSCLANT employees’ training.  The SP shall track attendance of General Military Training, command indoctrination, mentoring program, and other mandatory training. 

The SP shall coordinate training, which shall include, but not be limited to, the following:

· Receiving and processing funding-approved training requests, contacting vendor to obtain seat quota

· Notifying attendees and their department training coordinator of course confirmation

· Contacting attendee if course is cancelled or changed  

· Requesting cancellation process from vendor upon notification from attendee or representative that they can not attend a confirmed course, notifying attendee’s supervisor for possible substitution if refund is not available

TS4 Maintain Training Library

The SP shall maintain material for a library that is available for checkout by FTSCLANT employees.  Material listing and availability shall be forwarded for web page distribution.  

TS5 Provide Course Availabilities and Reports Based on Individual Development Plans

The SP shall research training availabilities based on employees’ desires as stated in their Individual Development Plans and provide quarterly reports on data to branches, divisions, departments, and offices. 

The SP shall provide course availabilities and reports, which shall include, but not be limited to, the following:

· Extracting course needs from database and research cost, location, and date of courses

· Compiling extracted course needs data as well as course completion data for a comprehensive quarterly report that is segregated by branch and forwarded to applicable branch, division, department, and office managers

· Forwarding course information for web page distribution

TS6 Develop Training Products

The SP shall create CDs and presentations for training in accordance with Navy Education and Training curriculum standards.

The SP shall develop training products, which shall include, but not be limited to, the following:

· Converting technical training content into interactive training CDs, ensuring all applicable Military Specifications are properly referenced and incorporated into the course

· Producing a test version CD for review

· Making copies of approved CDs and distributing as requested

TS7 Maintain Electronic Classroom and Media Center

The SP shall maintain audio and video library and classroom training software.   Internet address links that pertain to training shall be forwarded for web page distribution.

C.5.7 Media Services (MS)

The SP shall provide media services, which shall include, but not be limited to, the following:

MS1 Evaluate Visual Information Equipment for Suitability
Using OPNAVINST 5290.1A, SP shall evaluate equipment for suitability of equipment purchases for purpose intended.

MS2 Frame, Mat, Display, and Bind Media

The SP shall provide necessary services required for display of products, including, but not limited to the following:

· Determining and requesting appropriate materials needed for framing, binding, and matting

· Using materials provided to frame, mat, display, or bind media

MS3 Provide Visual Information Products

The SP shall originate and edit signs/drawings that can include equipment renderings, print-ready artwork, or original artwork; computer or photo graphics, engravings, equipment renderings, and displays.

The SP shall provide visual information products to include, but not be limited to, the following:

· Presenting most suitable media to be used for presentation of product to requestor  

· Preparing and presenting product for review, and providing final product upon approval 

· Attending events or visit sites to photograph items

· Providing appropriate format for items to be printed commercially

MS4 Publish Command Publications

The SP shall originate and edit articles, attending events as needed to solicit articles from and interview FTSCLANT employees for publication preparation.  Create layout design, obtain approval, and submit to webmaster for publication. 

The SP shall publish command publications including, but not limited to, the following:

· Researching, writing/typing, proofreading, and editing articles for publication

· Attending command functions to photograph and develop articles

· Creating layout and design of publication, making submission for final approval

· Forwarding approved publication for distribution 
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