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SECTION C-1, GENERAL INFORMATION

C-1. Introduction

This Performance Work Statement (PWS) defines the required performance for successful operation of the Financial Support function located at SPAWAR Systems Center, San Diego (SSC SD) CA.  Customers supported shall include but are not limited to SSC San Diego and activities/detachments located in Guam, Philadelphia, Japan, Hawaii, Charleston, Norfolk, Chesapeake and New Orleans, SPAWAR Headquarters and U.S. Navy ships.

This section, C-1, General Information, provides information necessary to understand the requirements.  Section C-2, Terms and Definitions, provides definitions and acronyms used throughout this document and in the performance of this effort.  Section C-3, Government Furnished Property (GFP) and Services, and Section C-4, SP Furnished Items and Services, provide information as to Government and Service Provider (SP) furnished items, respectively.  Section C-5, Specific Tasks, presents the specific tasks of this Performance Work Statement (PWS). Section C-6, Applicable Directives, Publications, Instructions and Forms, outlines applicable documents that impact this PWS.  Attached Technical Exhibits are referenced throughout this document and support this PWS in greater detail.

C-1.1. Functional Areas

The functional areas covered by this PWS include: 

· Develop and Maintain Contract Financial Folders.  Support includes developing contract financial folders from contracts-related information received from SSC SD Contracting personnel or from a DGR.  Additional support includes maintaining folders in accordance with DoD FMR Volume 1, Chapter 9 and updating them as information such as Contracts, Delivery Orders, Modifications, Invoices and other applicable documentation is received or changed.     

· Record and Modify Obligations.   Support for this function includes recording initial obligations, obligation increases, de-obligations and administrative changes.

· Record Invoice Plans.   Support includes recording initial and revised invoice plans (accruals) against obligations for SSC Service Contracts.  Additional support includes providing guidance and assistance to SSC SD Technical Codes in revising accrual plans and adjusting funding to optimize technical code cost data.

· Process Invoices for Payment.   Support includes processing SSC SD Contract invoices for payment in accordance with the Prompt Payment Act DoD FMR, Chapter 7.  Specific support includes technically reviewing the invoice, preparing the invoice package for payment, recording invoice packages into the Standard Invoice Loading Tracking System (SILTS), and forwarding the invoice package to the appropriate paying office. 

· Manage and Clear Cash.   Support of this function includes ensuring disbursements are recorded and matched to the corresponding obligations, performing account maintenance and reconciling and clearing unmatched disbursements for all SSC San Diego financial accounts.  

· Miscellaneous Support.   Miscellaneous support includes processing incoming checks, performing cost transfers, archiving and scanning closed contract files, reporting operational information and attending miscellaneous meetings.  

C-1.2.
Mission
SSC San Diego: SPAWAR Systems Center (SSC), San Diego, is to be “the Navy’s RDT&E, engineering and fleet support center for command and control, communications, ocean surveillance, and the integration of those systems which overarch multi-platforms.” The work of SSC San Diego ranges from basic research and prototype development through systems engineering and integration to life-cycle support of fielded systems.  

Financial Support: The personnel and mission of SSC San Diego’s facilities, laboratories, and fleet communications capabilities require timely, accurate, responsive, and highly professional financial support.  The Financial Support function provides direct support for approximately 4,700 SSC San Diego and SPAWAR headquarters personnel (as well as for small detachments throughout the world).  Its mission is to provide proactive quality service to SSC customers by ensuring that all accounting records are current, accurately recorded and the General Ledger Accounts are in balance. 

C-1.2.1. Command Relationships
The functions within this PWS are part of the SSC SD Comptroller Department and report to the SSC SD Comptroller.  SSC SD Comptroller Department is one of several departments serving the Commanding Officer of SSC San Diego, an echelon III command.  SSC SD is one of several echelon III commands that report to SPAWAR Headquarters (also located in San Diego CA), an echelon II command.  

C-1.2.2. Location
The functions within this PWS are performed in building A-33 located in the Point Loma area of San Diego CA.  

C-1.3. Broad Work Description 

The SP shall provide the services as specified in Section C-5, Specific Tasks.  The SP shall conduct work in accordance with this PWS and all applicable Federal, State and local laws, regulations and directives to include applicable publications contained in Section C-6, Applicable Directives, Publications, Instructions and Forms.  The SP shall ensure that all work meets performance standards specified in Section C-5, Specific Tasks, and the Performance Requirements Summary (PRS) (Technical Exhibit 01), or the applicable referenced documents

C-1.3.1. Workload Data 

For the Specific Tasks located in Section C-5, the workload shown for Performance Periods 1, 2, 3, 4 and 5 is a calculation based on regulatory guidance, historical trend analysis and/or technical/management estimate of projected workload required for each 12-month period.  Each method is explained below.  All tasks and workload were reviewed to ensure the proper/acceptable levels of service were applied (performance standards).  Technical Exhibit 02 (Monthly Historical Workload Detail) illustrates historical monthly workload fluctuations.   Technical Exhibit 03 (Projected Site Workload) identifies the projected workload requirements for each performance period.  Unless task performance or support is specifically indicated within Section C-5, Specific Tasks, or associated Technical Exhibits as site specific or restricted, this presentation is not meant to preclude the SP from proposing innovative solutions, to include but not limited to resource, service, equipment and facility centralization to fulfill the requirements of this PWS.  This workload data is provided to assist in proposal preparation and shall not be a limiting factor on the Service Provider’s obligation to perform all services described in this Performance Work Statement (PWS) to the required level of effort.  

· Regulatory Guidance: This method was used in cases where workload is mandated by regulatory guidance/policy, and frequency of occurrence was used as defined in these documents.  An example is, “Reports are due quarterly.” 

· Historical Workload: In functions where workload records are maintained in a consistent and accurate manner, work center personnel were asked to provide workload counts.  

· Technical Estimate: In functions where workload records were not maintained in a manner which allowed counting, work center personnel were asked to review available documentation and pool their knowledge to derive the best calculated estimate of workload to be performed during each Performance Period. 

Output Tables: The output tables illustrated in the PWS reflect anticipated workload for each of the five annual Performance Periods.  The following tables and narrative further explain the output table.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Unmatched Disbursements Cleared
	Annually
	Occurrence(s)
	11,245
	11,245
	11,245
	10,137
	9,422

	Performance Standard
	Guidance and Regulations

	Clear 90% of unmatched disbursements within 5 days of receipt of report or request.  Clear 99% of unmatched disbursements within 7 days of receipt of report or request.  
	DoD FMR Vol. 3, Chp. 11




Sample Output Table 

Table 1- Output Table Example
	BLOCK
	DESCRIPTION

	Output
	Identifies the quantifiable item or service produced as a result of the completion of the task narrative as reflected in the PWS.

	Frequency
	Indicates the total annual workload associated with each Performance Period.  In this PWS, the “Frequency” of all outputs will be indicated as “Annual.”  Note that most outputs are not performed only as an annual requirement, and instead require performance daily; as needed; quarterly or in a frequency identified in the individual narrative and/or performance standard.   

	Measurement
	Reflects the unit of measure.  In this PWS, the “Measurement” of all outputs will be indicated as “Occurrence.” 

	Periods 1, 2, 3, 4 and 5
	Each period represents one year (12 months) of PWS performance.  The corresponding block indicates the annual workload for each output.  Note increases or decreases to mission or functions can be indicated with changes to the workload in the affected periods.  In the example above, assume a reduction in requirements for that task in the last two years of the PWS.

	Performance Standard
	This is a metric, which, if met, indicates that the output is being performed successfully.

	Guidance/Regulations
	Specific guidance, regulations and other directives that indicate or direct the requirement for the work to be performed.  Work shall be performed in accordance with the guidance and regulations contained in each applicable section of the PWS.  


Table 2 - Output Table Description
Acceptable Levels of Performance (ALPs).  ALPs represent the required success rate for the performance of each output, which comprises the total workload.   The ALP must be reasonable to allow for the possibility of unexpected problems that prevent some outputs from meeting the requirements of the performance standards.  The ALP indicates a percentage value of the number of performances of each output that must adhere to the performance standard set for that output.  ALPs were determined based on agency directives, historical records of how well the function is currently being performed, and /or management decisions.

Reference the above example “Output Table.”  As explained above, the table reads that the successful accomplishment of the output will be evaluated against the performance standard, “Clear 90% of unmatched disbursements within 5 days of receipt of report or request.”  The ALP determines how often the Service Provider must successfully accomplish that output.  In this example, the ALP might be established as 90%.  An ALP of 90% in this case would mean that for at least 90% of the occurrences, in which the Service Provider selected an Unmatched Disbursement (UMD), the UMD must be cleared within 5 days of receipt of the report or request.

Determination of compliance with ALPs will be evaluated on the basis of a statistically significant sampling pool.  For some outputs, it is reasonable to evaluate adherence to ALPs on the basis of their frequency.  That is, if an output was accomplished 100 times weekly, and the ALP was 90%, it would be reasonable to expect the Service Provider to meet the performance standard on at least 90 of the 100 accomplishments of the output each week.

However, for an output that is only accomplished 3 times monthly and also has an ALP of 90%, it is not reasonable in this case to evaluate adherence to the ALP on the basis of frequency.  Since there are only 3 accomplishments per month, if the Service Provider does not meet the performance standard on 1 of the 3 accomplishments, the performance level is 67% for that month.  To meet the ALP of 90% for that month, the Service Provider would have to meet the performance standard on all 3 accomplishments.  An ALP should be reasonable enough to allow for unexpected problems, it should not be raised to 100% in most cases.  Furthermore, an ALP of 100% would be cost prohibitive due the labor-intensive efforts the Service Provider would have to undertake to check and then recheck the process to ensure compliance with the ALP.   Therefore, it is more reasonable in this case to evaluate adherence to the ALP on an annual basis.  With 36 accomplishments per year, the Service Provider must meet the performance standard on at least 33 of the 36 accomplishments in order to meet the ALP of 90%.  Using this basis allows for the possibility of unexpected problems that prevent accomplishment of the performance standard, but still ensures that the ALP is met over a reasonable time period.

C-1.3.2. Technical Exhibits
Technical Exhibits are used to provide supplementary information and can be in the form of tables, graphs, maps or memorandums.  Technical Exhibits may be referenced from any part of the PWS.

C-1.4. General Information

C-1.4.1. Program Management

The SP shall provide overall management coordination and shall designate a Central Point of Contact (CPOC) to respond to the Government for performance of all work under the PWS.  The SP shall provide to the PCO or (DGR)  written, 48-hour advance notice of such designation or change in the Central Point of Contact.  The SP shall provide an alternate Point of Contact for periods when the CPOC is unavailable.

C-1.4.1.1. Responsiveness 

The CPOC shall return all communications from the PCO or COR within two hours during normal operating working hours unless otherwise specified herein.  During non-working hours, the CPOC shall return all communications from the PCO or COR within four hours unless otherwise specified herein. 

C-1.4.1.2. Attendance at Government Meetings
The SP shall attend, participate in, and furnish input to scheduled and unscheduled meetings, conferences and briefings that affect PWS functions and serve to provide effective communication and impart necessary information. These meetings shall include both on-site and off-site meetings.   Meeting attendees shall at times include SP managerial, supervisory or other personnel knowledgeable of the subject matter. Technical Exhibit 04 (Required Meetings, Briefings and Conferences) provides information on meetings, briefings and conferences the SP shall support.   
C-1.5. Security Requirements

C-1.5.1 Security Clearances 

SP personnel may require access to Enterprise Resource Planning software; therefore they must meet the requirements for positions designated Information Technology (IT) Category I.  SP employees who have a current Single Scope Background Investigation (SSBI), completed within the last 5 years, or SSBI Periodic Reinvestigation (SSBI-PR) do not require an additional investigation for IT Category I.  If SP personnel do not have a completed SSBI, or it is older than 5 years, an IT category I trustworthiness investigation must be completed.  Requirements are described in DoD 5200.2-R, paragraph C3.6.15 and Appendix 10.  The Government retains the right to exclude any SP employee from performance of duties under this PWS if that employee is a security risk or is unable to obtain a favorable trustworthiness determination.  The exclusion of an employee for trustworthiness reasons shall not relieve the SP from performance of the services required under this PWS. 

SECTION C-2, TERMS AND DEFINITIONS

C-2.0. Terms & Definitions 

C-2.1. Definitions 

Account Maintenance - Account Maintenance is required for those invoices that come in with a document number that matches a financial document in the system but does not have the correct commitment, obligation, accrual or accounts payable established to clear the payment.  These documents do not become Unmatched Disbursements because they go to the Vendor Accounts in SAP vice the GL account.
Accounts Payable – Amounts owed by the accounting entity for goods or services received.

Accrual – A term used in company accounts where income is due or cost is incurred during an accounting period but has not been received or paid.

Aged Accounts Payable – A listing of past due accounts payables, generally identified by date or amount.  

Aged Accrual - A listing of past due accruals, generally identified by date or amount.
Aged Commitment – An outstanding commitment, generally identified by date or amount.

Aged Obligation – An outstanding obligation, generally identified by date or amount.

Agency Program Coordinator (APC) - The person charged with the overall management of the Purchase Card Program.

Approving Official (AO)– Responsible for reviewing the Purchase Cardholder’s transactions to ensure purchases are made in accordance with FAR, NAVSUPINST 4200.94 (current edition). 

Authorizing Official – Responsible for authorizing payment of invoices.

Contractor And Government Entity (CAGE) Code – A five (5) position code that identifies companies doing or wishing to do business with the Federal Government.  The code is used to support a variety of mechanized systems throughout the Government. The code provides for a standardized method of identifying a given facility at a specific location. See http://www.dlis.dla.mil/cage_welcome.asp for more information.

Central Contractor Registration (CCR) – A web-based vendor registration system for those vendors wishing to do business with the Federal Government.  The CCR specifically contains vendor data and the financial electronic funds transfer (EFT) information.  See www.ccr.gov for more information.

Consolidated Expenditure & Reimbursement Processing System (CERPS) -   This program allows the analyst to investigate transactions or payments that have been registered to the Treasury and the Accounting Station.

Classified Material – Material that requires protection in the interest of National Security.

Clearing Cash – The task of reconciling expenditures/collections to cost.
Computer Optimized Batch Reconciliation Application (COBRA) - A web-based query tool to access CERPS.

Commitment - An outstanding administrative reservation of funds based on firm procurement requests, unaccepted customer orders, Directives, and equivalent instruments.

Contract Payment Control (CPC) Sheet – An internal multi-purpose sheet utilized in every contract folder to summarize and track transaction activity of the purchase order.   

Cost Transfer – The transfer between customer orders or of direct job orders for the purpose of correcting erroneous charges.

Custody – The responsibility for proper care, stowage, use, and record keeping of government material.

Customer – Person or Activity receiving services or supplies from a retail supply activity.

Day – In this document, a day means one 8-hour period during a normal workweek Monday through Friday, otherwise known as a workday. (Note: SSC San Diego utilizes an alternate work schedule 5/4/9 as addressed in C-1.3.8.1)

Defense Finance and Accounting Service (DFAS) – DFAS is the finance and accounting arm of the Department of Defense (DoD).  DFAS’s mission is to provide responsive, professional finance and accounting services for the people who defend America.  DFAS pays all major DoD contracts and vendors, its military and civilian personnel, retirees and annuitants, and operates the Department’s major finance and accounting systems.  
Defense Logistics Agency (DLA) – A supply support organization assigned management responsibility and control of items in common use by all military services.  Approximately 60% of the line items in the integrated Navy Supply System are managed by DLA.  These items are identified by 9 in the first position of the cognizance symbol.

Delivery Order – An order for supplies placed against an established contract or with Government sources.

Deobligation – The transaction to release obligated funds back to the customer or sponsor. 

Designated Government Representative (DGR) – Government individual authorized to take a specific action(s) identified in the PWS.

Direct Cite – Citation of customer funds as the financing source on documents leaving the DoD system, that is, contracts with commercial firms, General Services Administration, or Department of Transportation.  When direct cite is used, all accounting is accomplished by the ordering activity.  The source documents are returned to the allotment holder who accomplishes all required accounting.

Disbursement – The amount of a check issued, cash payment made, and “no-check-issued” disbursement transaction (charges to an appropriation or fund account that was initially charged to another appropriation or fund account with reimbursement effected without a check issuance) processed that was reported to Treasury during the reporting period, including amounts reported on DD Forms 1400, “Statement of Interfund Transactions” and "Statements of Intra-Governmental Transactions”.

Document – A business record in hard copy or electronic form.

Electronic Funds Transfer (EFT) – The act of debiting or crediting accounts in financial institutions by wire rather than source documents, such as, paper checks.

Enterprise Resource Planning (ERP) – Enterprise Resource Planning (ERP) is an integrated, on-line software system with modules for specific functions such as accounts receivable and payable, materials management, personnel benefits administration, inventory management, and budgeting. SSC SD utilizes the SAP/R3 version of this software. 

Exception – transaction reject or error.
F04 Transactions – An SAP transaction used to post reconciled expenditures/collections and cost.

Freedom of Information Act (FOIA) – The FOIA is a Federal Law that establishes the right of the public to request records from Federal government agencies.

Fiscal Year (FY) – A continuous accounting year beginning 1 October and ending 30 September of the following year.

Fleet – Term used when describing the operational units within the Navy.

General Ledger Account (GLA) – A section in the General Ledger devoted to a single aspect of a business (e.g. an asset, liability, or proprietary account).

Government Furnished Material (GFM) – Material in the possession of, or acquired by the Government, and later delivered or otherwise made available to a Service Provider.  GFM is property that may be incorporated into or attached to a deliverable end item, or that may be consumed or expended in performing a contract.  GFM includes assemblies, components, parts, raw and processed materials, small tools, and supplies that are consumed 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 SP.  GFP consists of Government-Furnished Facilities (GFF), Government-Furnished Equipment (GFE), Government-Furnished Vehicles (GFV), Government-Furnished Supplies and Material (GFM), and Government-Furnished Services (GFS).
Hazardous Material (HAZMAT) - A substance or material that has been classified by the U.S. Environmental Protection Agency (EPA) to be capable of posing an unreasonable risk to health, safety or property when stored or transported.
Invoice – A vendor’s bill for goods provided or services rendered.

Incoming Direct Cite Invoice - Incoming direct cites are when SSC San Diego receives funding documents from other commands to use SSC established contracts and the outside command is billed directly.  

Invoice Payment – A Government disbursement of monies to a contractor under a contract or other authorization for material or services accepted by the Government.

Issue – Conducting a material transfer of custody from one authorized party to another.

Line of Accounting (LOA) – Accounting classification that is shown on all purchase requests and resulting obligation and expenditure documents, including travel orders, collection documents, project orders, and Military Interdepartmental Purchase Requests.

Material – Supplies, repair parts, equipment, and equipage used in the Navy.

Military Standard Requisitioning and Issue Procedures (MILSTRIP) – The uniform procedures, data elements and codes, formats, forms, and time standards for use in automated and manual data processing, involving both high speed electronic and other media of communications employed in the requisitioning, issuing, lateral distribution, and returning of DoD material.
Modification – Any change to a contractual document.

Navy Air Force Interface (NAFI) – NAFI exists to provide a simple, efficient electronic access to executed procurement instruments: contracts, delivery orders, and modifications to the Defense Finance and Accounting Service (DFAS), the Defense Finance Management Command (DCMC) and Department of Defense (DoD) users. The NAFI system is the means that the Air Force and the Navy post items to the Department of Defense Electronic Data Access (EDA) system.

Navy Marine Corps Intranet (NMCI) – Government IT contract for standardization of IT equipment and services throughout the Navy and Marine Corps.
Obligation – Funds allocated for procurement of material/services not yet rendered.

Outgoing Direct Cite Invoices - Outgoing direct cites are when SSC San Diego provides other commands funding to use the other commands’ established contracts and SSC San Diego is billed directly.

Paying Office – A disbursing office.  In the case of contracts, the placed named in the contract for forwarding invoices for payment.

Payment Reconciliation – The task of determining the Who, What ,When, Why, Which, and How of a payment transaction.

Prompt Payment Certification – To certify that a legal disbursement of public funds may be made.  

Purchase card – Government credit card.

Purchase Cardholders – Government Employees authorized to make credit card purchases on behalf of the U. S. Government.

Purchase Orders – An offer by the Government to buy materials or services including construction and research and development, upon specified terms and conditions, using simplified acquisition procedures.

Purchase Request – A written request for the acquisition of material and/or services.

Quality Assurance Evaluator (QAE) - A government representative responsible for ensuring the service provider’s compliance with the performance requirements of the contract.
Quality Discrepancy Report (QDR) – Used to report quality deficient material to activities responsible for the design, development, purchasing, supply, maintenance, and contract administration so that the cause of the deficiency can be determined, deficiencies can be corrected, and action can be taken to prevent recurrence.

Query – A query allows a user to see specific records in a particular file without changing the records.

Receiving Official – A military member or civilian employee of the Department authorized to substantiate the receipt, inspection, and acceptance of material and/or services.

Receiving Report – Written evidence that indicates Government acceptance of material delivered or services performed.

Reconcile – Identifying and fixing the inconsistencies between one or more lists, reports, management information systems or other types of documents.

Reimbursable Invoice – Invoices, which indicate that SSC SD will be billed for goods and services received and then they will bill the sponsor in order to get reimbursed.
Reimbursable Order – An order accepted into a DoD appropriation or fund. 

Service Contract – A contract for the acquisition and performance of services only.  No supplies/equipment will be provided.   

Service Provider (SP) - A Government or commercial enterprise selected to perform the Retail Supply Services defined in this PWS.

STARS-HCM - STARS-HCM is a Navy financial system used by Echelon II commands i.e., SPAWAR Headquarters and NAVSEA, to track allocated funds from the time they are authorized through the life cycle of the appropriation at the field level.  STARS-HCM is designed to provide the Operating Location (OPLOC) and Fund Administrator Activity (FAA) with real time financial information.  The Service Provider shall use STARS-HCM to verify that sufficient funds are available for payment purposes and receipt control.  The Service Provider will be given protected access so obligations can be validated but not modified.

STARS-OBP – Stars One Bill Pay is the module within STARS-Fl-Ashore that is utilized by SSC SD to process the electronic invoice files.  It is also utilized as a research and inquiry tool for vendor data and payments. 

SSC SD Standard Invoice Loading and Tracking System (SILTS) – An application that creates, maintains, and reports on invoice information.  Invoice information is maintained through standard data-entry (insert/update/delete).  Reports are run through tab menu options. 

Undisbursed Balance – The balance for services/materials received but payment has not been made in full.

Unmatched Disbursements (UMDs) – The disbursements for which there is not any corresponding expenditure.

Unmatched Expenditures – The expenditures for which there is not any corresponding disbursement.

Vendor – Any person, organization, or business concern engaged in a profession, trade, or business including a not-for-profit entity operating as a vendor (including state and local governments and foreign entities, but excluding Federal entities and foreign governments).

Vendor Pay – The process of computing the amount to be paid to a contractor or vendor for all contract/purchase orders, except those administered by the Defense Contract Management Command.  A functional pay area.

C.2.2. Acronyms

	A-76-OMB Circular No. A-76:
	Revised Supplemental Handbook

	ACRNS
	Accounting Classification Reference Numbers

	AE
	ApplicationXtender

	AO
	Authorizing Official

	AOD
	Accounting Obligation Documents

	AP
	Accounts Payable

	BDI
	Business Data Input

	BRIO
	Query Tool

	CA
	Commercial Activity

	CBL
	Commercial Bill of Lading

	CCR
	Central Contractor Registration

	CERPS 
	Consolidated Expenditure and Reimbursement Processing System

	CMET
	Centralized Master Edit Table

	CNRSW
	Commander Navy Region Southwest

	COBRA
	Computer Optimized Batch Reconciliation Application

	CO
	Commanding Officer

	CONUS
	Continental United States

	COR
	Contract Officer’s Representative

	CPC
	Contract Payment Control

	DFAS
	Defense Finance & Accounting Service

	DGCO
	Designated Government Certifying Officer

	DGR
	Designated Government Representative

	DoD
	Department of Defense

	DoDINST
	Department of Defense Instruction

	DON
	Department of the Navy

	EDA
	Electronic Data Access

	ERP
	Enterprise Resource Planning

	FIMS
	Financial Information Management System

	FMR 
	Financial Management Regulations

	FTE
	Full Time Equivalent

	GFE
	Government Furnished Equipment

	GFF
	Government Furnished Facilities

	GFM
	Government Furnished Materials

	GFP
	Government Furnished Property

	GFS
	Government Furnished Services

	GL
	General Ledger

	IDA-M
	Integrated Disbursing and Accounting

	ISSA
	Inter Service Support Agreement

	IT
	Information Technology

	LAN
	Local Area Network

	MIT
	Material in Transit

	MOA
	Memorandum of Agreement

	MOU
	Memorandum of Understanding

	NMCI
	Navy Marine Corps Intranet

	NWA
	Network Activity

	OCONUS
	Outside the Continental United States

	OPNAVINST
	Office of Chief of Naval Operations Instruction

	OPNAV
	Office of Chief of Naval Operations

	OSHA
	Occupational Safety and Health Administration

	PCO
	Procuring Contracting Officer

	PWS
	Performance Work Statement

	RDO
	Regular Day Off

	SAP
	Enterprise Resource Management Software

	SAP
	Simplified Acquisition Procedures

	SECNAV
	Secretary of the Navy

	SILTS
	SSC SD Standard Invoice Loading Tracking System

	SME
	Subject Matter Expert

	SOP
	Standing Operating Procedure

	SOW
	Statement Of Work

	SP
	Service Provider

	SPAWARSYSCOM
	Space and Naval Warfare Systems Command

	SPAWARSYSCEN
	Space and Naval Warfare Systems Center

	SSC
	SPAWAR Systems Center

	SSC SD
	SPAWAR Systems Center San Diego

	STARS-HCM
	Standardized Accounting & Reporting System – Headquarters Command

	TAC
	Transportation Account Code

	TCN
	Transportation Control Number

	UMD
	Unmatched Disbursement

	WBS
	Work Breakdown Structure

	WIP
	Work in Progress


Table 1 -Acronyms

SECTION C-3, GOVERNMENT OWNED ITEMS AND GOVERNMENT FURNISHED PROPERTY

C-3.1. General Information

The Government will furnish, provide access to, or make available to the Service Provider certain Government-Owned Items, Government Furnished Property (GFP) and Services in connection with this Performance Work Statement (PWS).  Property or services supplied by the Government may be used only for performance of work under this PWS or as authorized by the Procuring Contracting Officer (PCO).  Government Owned Items and GFP are to be used only at SSC San Diego.  Government Owned Items, GFP and Services should not be construed as being sufficient to meet all the requirements of this specification.   

C-3.2. Use of Government Owned Items and GFP
Government Owned Items and GFP listed will be made available by the Government and shall be utilized by the SP only for the performance of work under this PWS.  Government Owned Items and GFP shall be made available in an “As-Is” condition for inspection and may be accepted at the SP’s discretion and convenience for use.  

C-3.3. Government Owned Items and GFP

C-3.3.1. SP Access to Government Facilities

The Government will furnish or make available to the SP the use of and access to Government-owned facilities, the areas within facilities, and installed equipment.  A listing of current facilities that will be available to the SP and their current use is included in Technical Exhibit 10 (SP Access to Government Facilities).  The Government will provide maintenance of real property (facilities and installed equipment). Existing drawings will be made available in the Technical Library.  Government Facilities shall be returned to the Government in the same condition as at initial inventory with normal wear and tear and approved alterations.

C-3.3.2. SP Access to Government Equipment

SP access to Government Equipment is set forth in Technical Exhibit 11 (SP Access to Government Equipment).  Government Equipment will be provided to the SP in an “As-Is” condition and will be made available to the SP for inspection prior to the submission of offers during the scheduled site visit.  The SP is responsible for determining whether the Government Equipment is suitable for their use.  The Government will provide SP employees with access to a NMCI and/or Legacy workstation as needed and a workspace, which shall include a chair, desk and file space.

C-3.3.3. Government Furnished Materials (GFM)   

SSC SD shall furnish an initial stock of administrative office supplies, for example, pens, pencils, paper clips, staplers, contract folders, printer toner and printer paper.  The SP shall submit requests for all other supplies and materials requirements in support of the work identified in this PWS to the DGR for review, approval and procurement.  Any supplies or materials required outside of that which is approved by the DGR shall be the responsibility of the SP.  

C-3.3.4. Inventory of Manuals and Catalogs

The Government will make available to the SP all technical manuals, Government publications and forms; equipment operating manuals and suppliers catalogs presently on-hand.  These will be available in hard copy format, and through use of the Internet or SSC San Diego Intranet.  A joint inventory of these publications shall be taken during the initial SP/Government joint equipment inventory.  The SP shall thereafter maintain the library of technical publications up-to-date.

C-3.2. Government Furnished IT Support

The Government will provide access to existing IT equipment, software, systems and services for the SP’s use, including but not limited to the Local Area Network (LAN).  The SP shall only use Government equipment, software and systems for official use that is directly related to the performance of the work contained in this PWS.  SP support and services provided for this PWS shall require the use of Navy & Marine Corps Internet (NMCI) and Legacy IT Equipment.  The Government will provide access to NMCI and legacy computers and peripheral equipment required to perform the functions identified in this PWS.  Government furnished IT is subject to random security monitoring.  Technical Exhibit 12 (SP Access to Government Software) identifies software that will be provided by the Government for SP use in the performance of this PWS.  The SP shall be responsible for actions IAW manufacturer warranties, initial troubleshooting, reporting of IT problems, exterior cleaning of workstations and printers.  The SP shall not alter any software that is made available for its use.  

It is at the discretion of the SP to utilize any provided items or to initiate new items.   The SP shall ensure any new system that is connected to the existing LAN is compatible with, does not cause disruptions to, or result in harm to, any Government system.  Should the SP introduce viruses into SSC San Diego/NMCI systems, the SP shall be financially responsible for all actions necessary to ensure that SSC San Diego/NMCI systems are restored to fully operational, virus-free status, and shall reimburse the Government for all direct and indirect costs incurred as a result of the virus.  In addition, if the SP proposes to deviate from the existing systems, the SP shall submit all proposals in writing through the COR or other DGR for approval by the PCO prior to implementation.  Any new software being proposed must be submitted, via the Activity Customer Technical Representative, the Navy and Marine Corps Intranet (NMCI) testing laboratory for certification and approval.  The cost of the certification testing and, if approved, the actual installation of the new software shall be the responsibility of the SP.

All data generated as a result of work performed for this PWS and system database updates are the property of the Government.  The SP shall give an authorized Government Representative access to all IT system files upon request and without prior notification.  

The SP shall ensure all systems proprietary to or furnished by the SP, such as the SP’s financial management, personnel and other systems will be maintained separately from all Government systems.  The source programs and databases for the Government furnished systems and all modifications are Government property.  Upon termination of the contact, the SP shall return all current source and compiled programs, documentation and data, in a useable format consistent with the manner in which it was originally furnished or as modified during the PWS period, including any approved SP applications with databases.  

The SP shall comply with any initiatives resulting from the Navy and Marine Corps Intranet (NMCI) contract.  Each NMCI seat will have the Gold Disk contents installed, at a minimum.  Proposed NMCI Desktop components are outlined in Table 2, Gold Disk Desktop Content, below. 

	Services
	Software
	Vendor

	Operating System
	MS Windows 2000 
	Microsoft

	Office Suite
	MS Office Pro 2000 
	Microsoft

	Email Client
	MS Outlook 2000
	Microsoft

	Internet Browser
	MS Internet Explorer 5.5 
	Microsoft

	PDF Viewer
	Acrobat Reader v.4.05c
	Adobe

	Terminal Emulator – Host

(TN3270, VT100, X-Terminal)
	Reflection 8.0.5
	WRQ

	Compression Tool
	WinZip v.8
	WinZip

	Collaboration Tool
	Net Meeting v3.01 (4.43385)
	Microsoft

	Multi-Media
	RealPlayer 8 (6.0.9.450)
	RealNetworks

	Multi-Media
	Windows Media Player v7.0.0.1956
	Microsoft

	Internet Browser
	Communicator 4.76
	Netscape

	
	
	

	Plug-ins
	
	

	Web Controls
	Macromedia Shockwave v 8.0
	Macromedia

	Web Controls
	Flash Player 5.0d
	Macromedia

	Web Controls
	Apple QuickTime Movie and Audio Viewer v4.12
	Apple

	Web Controls
	IPIX v6.2.0.5
	Internet Pictures


Table 1 - Gold Disk Desktop Content

C-3.4.1. Government Furnished Supply Management Information Data Systems
The Government will provide access to two types of data systems for use in the performance of this PWS: Transactional and Reference Inquiry.  Unless specifically stated elsewhere in this PWS, the Government will be responsible for the upgrade and maintenance of the systems it provides access to.  User Manuals on the operations and functions of Government Data Systems will be made available in the Technical Library.

Also listed in this section, are other Government and non-Government systems that may be used by the SP.  Technical Exhibit 07 (Government Data Systems) provides additional information regarding the use of various Transactional, Reference Inquiry, and other systems performing work contained in Section C-5, Specific Tasks.  

C-3.4.1.1. Transactional Systems 

The SP shall use the following transactional systems in the performance of this PWS:

C-3.4.1.1.1. Enterprise Resource Planning (ERP) System

Enterprise Resource Planning (ERP) is an integrated, on-line software system with modules for specific functions such as accounts receivable and payable, materials management, personnel benefits administration, inventory management, and budgeting. SSC SD utilizes the SAP/R3 version of this software. 

C-3.4.1.1.2. ApplicationXtender (AE) 

OTG Software is a 32-bit document management solution that lets you organize and store documents in user-defined applications. ApplicationXtender organizes all of your documents, allowing quick and easy retrieval of  information from your desktop.  Further information on Application Xtender can be found at http://www.microteckstl.com/software.htm.

C-3.4.1.1.3. Mechanization of Contract Administration Services (MOCAS)

A system utilized for the electronic submission and exchange of commercial invoices and other financial transactions by way of Electronic Data Interchange (EDI).

C-3.4.1.1.4. Electronic Data Access (EDA) Website

EDA is a World Wide Web (WWW) based document repository system that supports information needs of the Defense Finance and Accounting Service (DFAS) and the CINCS/Services/Agencies (C/S/A) of the DoD.  EDA combines Internet and Web technologies with electronic document management to eliminate paper files.  EDA facilitates information sharing among DoD communities and provides secure access to single-source DoD official documents.  EDA is a reference archive that provides the user a read-only view of various documents such as Contracts and Modifications, Vouchers, and Government Bills of Ladings (GBLs).  The EDA system provides users with an efficient method for retrieving, sharing and storing documents.

C-3.4.1.1.5. Business Data Inputs (BDI)/Standard Invoice Loading Tracking System (SILTS)

BDI/SILTS is a system that is utilized to record invoice packages, generate prompt payment certificates and perform research in regard to invoice payments.

C-3.4.1.2. Reference Inquiry Systems

The following inquiry systems are available for use by the SP in the performance of this PWS (subsystems will be identified as transactional where applicable):

C-3.4.1.2.1. Standard Accounting and Reporting System – Field Level (STARS-Fl)

The Government will provide query capability to STARS-Fl.   STARS-Fl is a Navy financial system used to track allocated funds from the time they are authorized through the life cycle of the appropriation at the field level.  STARS-Fl is designed to provide the Operating Location (OPLOC) and Fund Administrator Activity (FAA) with real time financial information.  The Service Provider shall use STARS-Fl to verify that sufficient funds are available for payment purposes and receipt control.  The Service Provider will be given protected access so obligations can be validated but not modified.

C-3.4.1.2.2. BRIO 

A query tool that provides the ability to access research information from legacy SSC SD accounting systems (NFAS and DIFMS).

C-3.4.1.2.3. Power Track 

The Government will provide access to Power Track.  Power Track is an internet-based service provided by U.S. Bank for online freight payment and transaction tracking.  It is used as a standard method to pay carriers for the DLA, eliminating paper from the freight payment process by automatically paying carriers and electronically billing shippers.  Power Track provides access to shipment data for both carriers and shippers.

C-3.4.1.2.4. Computer Optimized Batch Reconciliation Application (COBRA)
COBRA is a web-based query tool to access CERPS.

C-3.4.1.2.5. Navy Air Force Interface (NAFI)

Navy Air Force Interface (NAFI) to DOD Electronic Document Access (EDA) exists to provide simple, efficient, electronic access to executed procurement instruments: contracts, delivery orders, modifications, etc., to the Defense Finance Accounting Service (DFAS), the Defense Contract Management Agency (DCMA) and Department of Defense (DoD) users. 

C-3.4.1.2.6. Standard Contract Reconciliation Tool (SCRT)

SCRT is a system that provides the ability to query contracts paid by DFAS Columbus.  

C-3.4.1.2.7. CitiDirect Database

Purchase Card Program Contractor Database utilized to track, monitor, establish and change requirements for SSC SD cardholders and Approving Officials.  All purchase card charges and monthly bills are available via this system. 

C-3.4.2. Electronic Mail
The Government will provide the SP with user accounts on the Government's electronic mail system to facilitate SP performance under this PWS.  The SP shall comply with applicable site instructions regarding the use of electronic mail.  Within 15 days of contract award, the SP shall provide a list of positions requiring electronic mail services to the COR or DGR for approval.  At the pre-performance conference, SP shall submit a roster of names and other pertinent information as identified by SSC for positions approved by the DGR.

SECTION C-4, SERVICE PROVIDER-FURNISHED ITEMS AND SERVICES

C-4.1. SP Furnished Items

The Service Provider (SP) is responsible for furnishing all labor, materials and equipment required for the performance of work described in Section C-5 of this PWS that is not identified in Section C-3 as furnished by the Government.  All equipment to which the SP has acquired title shall be clearly and permanently marked with the SP’s name or logo for ready identification. 

SECTION C-5,  SPECIFIC TASKS

C-5.0. Transition Plan

The period between the Contract Start and Full Performance date will constitute the Transition-In Period.  During the Transition-In Period, the SP shall prepare to assume full responsibility for all areas of operation.  The SP shall take all actions necessary for a smooth transition of the Contracted operations.  This period will be approximately 120 days in duration.  The phase-in of SP personnel will occur in conjunction with a phase-out of existing Government Organization.  The Service Provider (SP) shall develop a Transition-In Plan to effect the smooth and orderly assumption of the responsibilities contained in this PWS. A draft of this Transition-In Plan shall be submitted to the Government for use in evaluation of the SP’s proposal.  The SP shall be required to perform in accordance with their Transition Plan.

C-5.0.1. Employee Roster

Not later than commencement of full performance, the SP shall provide the COR with an Employee Roster, identifying by functional area, all employees, their job titles and work phone numbers.  For Key Employees, employees requiring after-hours contact as identified in Section C-5, Specific Tasks, and the SP shall also include after-hours phone numbers (Existing Reports Listing Technical Exhibit 05).  The SP shall update the Employee Roster, as required.    

C-5.1. Manage and Maintain Contract Financial Folders

The Service Provider (SP) shall receive Accounting Obligation Documents from SSC-SD Contracts Division and develop contract financial folders.  The SP shall create new contract folders and update existing folders with Contracts, Delivery Orders, Modifications, Invoices and other applicable documentation.   The SP shall maintain complete, consistent, and accurate contract files and related disbursement and accounting records to facilitate the obligation, payment reconciliation and resolution of erroneous vendor payments.  The SP shall maintain contract financial documents in accordance with the financial record retention requirements in the DoD FMR Volume 1, Chapter 9, and these folders shall be made available for review and audit upon request.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Contract Folders Prepared
	Annually
	Occurrence(s)
	8,860
	8,860
	8,860
	8,860
	8,860

	Performance Standard
	Guidance and Regulations

	Prepare Contract Financial Folder within 1 day of receipt of AOD or financial documents.
	DoD FMR Vol 10, Ch. 1 

DoD FMR Volume 1, Chapter 9


C-5.2. Record and Modify Obligations

The SP shall record and modify obligations.  Support provided shall include recording initial obligations, obligation increases, deobligations and administrative changes.

C-5.2.1. Perform Initial Obligations and Obligation Increases
The SP shall receive contract and contract documents from the SSC-SD Supply Department and conduct a review of the documents to determine whether obligations are established and recorded for orders placed and contracts awarded.   The SP shall submit requests to the DGR to obtain copies of documents scanned into SAP/R3 as needed.  Support of this task shall include making initial obligations and obligation adjustments to ensure sufficient funds are available to cover the terms of the contract.   

The SP shall review the type of documents received to determine whether it requires initial obligations or obligation increases to be performed in SAP, FIMS and STARS-HCM.  The SP shall review the documentation to determine whether it is a basic or administrative change and whether it requires an obligation increase.  The SP shall perform initial obligations for new contracts and obligation increases for contracts that have modifications.  The SP shall verify contract information is correct and then increase funds as indicated in the modification.  The SP shall print out contract modifications and add them to the contract financial folder.  Support of this task shall include making initial obligations and obligation increases as a result of invoice reversals identified in WBS 5.2.2.  The SP shall update the Contract Payment Control (CPC) sheet, print it and add it to the contract financial folder. 

The SP shall ensure that personnel who have the duty of recording obligations are separate from other payment functions; to include posting receiving reports or preparing invoices for payment.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Initial Obligations
	Annually
	Occurrence(s)
	2,204
	2,204
	2,204
	2,204
	2,204

	Performance Standard
	Guidance and Regulations

	Obligations recorded within 1 day of receipt of AOD and/or financial documentation
	DoD FMR Vol 10, Ch. 1


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Obligation Increases 
	Annually
	Occurrence(s)
	1,495
	1,495
	1,495
	1,495
	1,495

	Performance Standard
	Guidance and Regulations

	Obligations recorded within 1 day of receipt of AOD and/or financial documentation 
	DoD FMR Vol 10, Ch. 1

DoD FMR 081402 B


C-5.2.2. Perform Deobligations

The SP shall review documents received from SSC-SD Supply and Financial Control.  The SP shall determine the type of document and whether it requires deobligations to be performed in SAP/R3.  The SP shall review the documentation to determine the "Lifecycle" category, if it is a basic or administrative change, and whether it requires an obligation decrease.  Support of this task shall include performing financial transaction deobligations for reversals.    

The SP shall perform a validation of all funds, obligations, material and services received associated with the contract documents.  Support of this task shall include verifying contract information is correct and confirming funds are available.  Upon completion of this validation the SP shall submit the recommendation to decrease the funds to the Designated Government Representative (DGR) for approval.  The DGR will make an effort to provide the SP with approval status within one day.  Upon approval of the deobligation recommendation from the DGR, the SP shall perform the decrease of funds in SAP.  The SP shall print the modification and add it to the contract financial folder.  In addition, the SP shall update the Contract Payment Control (CPC) sheet, print it and add it to the contract financial folder.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Deobligations
	Annually
	Occurrence(s)
	1,528
	1,528
	1,528
	1,528
	1,528

	Performance Standard
	Guidance and Regulations

	Perform deobligation within 5 days of receipt of the AOD or financial documentation.
	DoD FMR Vol. 3, Chp. 8


C-5.2.3. Perform Administrative Changes

The SP shall correct administrative errors identified during technical review performed and when notified by receipt of a formal modification from the SSC-SD Contracting Office and/or Financial Control.  Support of this task shall include notifying the contract administrator of items in the contract that need to be corrected.  The SP shall receive authorized hard copy contract changes from SSC-SD Contracts Code 221 and perform the required updates in SAP.  Hard copy administrative changes may include making changes to the line of accounting, paying office, contractor name, Commercial And Government Entity (CAGE) codes, dates, address changes and other changes as required.

Additionally, the SP shall make administrative changes in SAP that are identified as a result of the technical reviews conducted during the work performed in this Performance Work Statement.  The SP shall identify, verify and submit any SAP changes required to the DGR for review and approval.  The DGR will make an effort to provide the SP with approval status within one day.  Upon receipt of approval the SP shall perform the required updates in SAP.  Typical SAP changes include correcting electronic non-financial purchase order information to include; partner tabs, cost codes, general ledger accounts, goods receipt indicator, ACRNS. 

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Administrative Changes 
	Annually
	Occurrence(s)
	3,822
	3,822
	3,822
	3,822
	3,822

	Performance Standard
	Guidance and Regulations

	Perform Administrative Change within 1 day of identification of error or receipt of contract modification.
	DoD FMR Vol. 10, Chp. 9


C-5.3. Record Invoice Plans (accruals)

The SP shall record invoice plans (accruals) against obligations for SSC-SD Service Contracts.  Every SSC-SD Service Contract requires that an invoice plan be established that forecasts or projects the monthly intervals where services are anticipated to be received and when payments are to be made.  The SSC-SD Technical Codes are required to scan invoice plans into SAP software.  DGR will generate hard copy after request from the SP.  Upon receipt of the schedule the SP shall record the invoice plan.  In absence of an initial accrual schedule, the SP shall request that the SSC-SD Technical Code provide one.  The SP shall provide assistance revising invoice plans in SAP to the SSC-SD Technical Codes when requested.  Support of this task shall include receiving revised invoice plans, identifying document numbers/invoice plans that require reversals and submitting them to the DGR for action.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Invoice Plans Recorded 
	Annually
	Occurrence(s)
	3,868
	3,868
	3,868
	3,868
	3,868

	Performance Standard
	Guidance and Regulations

	Record Invoice Plan within 1 day of receiving accrual schedule.  
	SSC-SD Accrual SOP, June 02


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Invoice Plan Revisions
	Annually
	Occurrence(s)
	390
	390
	390
	390
	390

	Performance Standard
	Guidance and Regulations

	Record Invoice Plan within 1 day of receiving accrual schedule revision.
	SSC-SD Accrual SOP, June 02


C-5.4. Process Invoices for Payment

The SP shall receive and process SSC-SD Contract invoices for payment in accordance with the Prompt Payment Act, DoD FMR, Vol. 10, Chapter 7.  Support of this task shall include technically reviewing the invoice, preparing the invoice package for payment and forwarding the invoice package to the appropriate paying office.  The SP shall date stamp all invoices upon receipt.  The SP shall prepare reimbursable, direct cite, purchase card and shipping invoices packages for payment.  The SP shall record all invoice packages prepared into the Standard Invoice Loading Tracking System (SILTS).   

C-5.4.1. Invoice Validation
Vendor invoices, for contracts administered by SSC-SD, will be delivered to Accounting by the SSC-SD Supply Department.  The SP shall perform a review of the invoices to ensure they are valid and submitted in accordance with the proper invoice requirements as identified in the DoD FMR Volume 10, Chapter 7.    Support of this task shall include returning defective invoices to the contractor within 5 days after the receipt of the invoice with a Defective Invoice Form.  The Defective Invoice Form shall indicate the cause for rejection and corrective action(s) required for invoice resubmission.  The SP shall enter all invoices received into the Business Data Input (BDI)/SSC-SD Standard Invoice Loading and Tracking System (SILTS).  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Invoices Validated 
	Annually
	Occurrence(s)
	17,220
	17,220
	17,220
	17,220
	17,220

	Performance Standard
	Guidance and Regulations

	Invoices shall be validated within 1 day of receipt and input into BDI.
	DoD FMR Volume 10, Chapter 7


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Defective Invoice Forms Generated 
	Annually
	Occurrence(s)
	930
	930
	930
	930
	930

	Performance Standard
	Guidance and Regulations

	Return defective invoices to the contractor within 5 days after the receipt of the invoice.
	DoD FMR Volume 10, Chapter 7


C-5.4.2. Perform Invoice Technical Review and Prepare Invoice Package for Payment
The SP shall perform technical review of invoice packages to include verifying vendor information is correct per the Central Contractor Registration (CCR) website.  Support of this task shall include ensuring that the CAGE code and the name of the vendor match in the Central Contractor Registration website.  The SP shall review the CPC sheet for payments and modifications against the amounts listed in Computer Optimized Batch Reconciliation Application (COBRA).  The SP shall ensure there is a goods receipt posted or invoice plan established in SAP as part of their technical review of the invoice.  The SP shall submit requests for required documentation scanned into the SAP container from the DGR.  For those invoices received that do not have goods receipt posted or invoice plan established, the SP shall follow up with the Technical Code to ensure the invoice received is valid.  For all invoices other than SF 1034 invoices, the SP shall obtain documentation from the Technical Code confirming official receipt and acceptance of material and services on invoices received. 

The SP shall prepare and submit invoice packages to the Designated Government Certifying Officer (DGCO) for review and approval.  The SP shall determine whether the invoice was issued using reimbursable, incoming direct cite or outgoing direct cite funding.  

The SP shall work with SSC-SD Contracts Code 221 to reconcile contracts being closed out and process the final invoice.  The SP shall receive invoices and amendments from SSC-SD Contracts and process the increases and decreases that are specified for the contract being closed.  

C-5.4.2.1. Prepare Contract/Agreement Reimbursable Invoices for Payment

The SP shall prepare and submit invoice packages to the DGCO for review and approval.  Support of this task shall include entering data into SAP before the invoice package is prepared.  The SP shall generate an invoice certification package consisting of the original invoice, original prompt payment certification, copy of supporting documentation, receipt and acceptance documentation if applicable, and forward the package to the Designated Government Certifying Officer.  The SP shall submit requests for required documentation scanned into the SAP container from the DGR.  For paying offices other than DFAS San Diego, after certification of manual packages, the SP shall forward the certified invoice package to the designated official paying office specified in the order or contract.

The SP shall update and replace the CPC sheet in the contract financial folder.  For invoices processed for payment by the SP, a copy of the invoice certification package must be filed in the appropriate contract financial folder.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Reimbursable Invoice Packages Prepared for Payment
	Annually
	Occurrence(s)
	13,702
	13,702
	13,702
	13,702
	13,702

	Performance Standard
	Guidance and Regulations

	Invoices will be processed for payment and forwarded to the official payment office within 10 days of receipt.
	DoD FMR Volume 10, Chp. 8


C-5.4.2.2. Prepare Contract/Agreement Direct Cite Invoices for Payment

The SP shall prepare and submit direct cite invoice packages to the DGCO for review and approval.  The SP shall generate an invoice certification package consisting of the original invoice, original prompt payment certification, copy of supporting documentation, receipt and acceptance documentation if applicable, and forward the package to the DGCO.  After certification of manual packages, the SP shall forward the certified invoice package to the designated official paying office specified in the order or contract.  The SP shall update and replace the CPC sheet in the contract financial folder.  A copy of the invoice certification package must be filed in the appropriate contract financial folder.  

There are two types of direct cite invoices, which include incoming and outgoing direct cites.  Incoming direct cites are when SSC SD receives funding documents from other commands to use SSC-SD established contracts and the outside command is billed directly.  Outgoing direct cites are when SSC-SD provides other commands funding to use the other commands’ established contracts and SSC-SD is billed directly.  For incoming direct cite invoices the SP shall record the obligation, create the contract financial folder and deobligate funds upon receiving direction from the DGR.  For outgoing direct cite invoices the SP shall perform Accounts Payable transactions in SAP to clear invoices that are awaiting payment at a paying activity.  The SP shall receive instructions to clear outgoing direct cite invoices either by the IDA-M report or by the direction of the DGR.  The SP shall provide the DGR with weekly status updates on items that are older than 30 days and have not been cleared.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Direct Cite Invoice Packages Prepared for Payment
	Annually
	Occurrence(s)
	956
	956
	956
	956
	956

	Performance Standard
	Guidance and Regulations

	Outgoing Direct Cite Invoices will be processed for payment and SAP transaction shall be made within 10 days of item showing up on IDA-M report.  Provide the DGR with weekly status updates on items that are older than 30 days and have not been cleared.

Incoming Direct Cite Invoices will be processed for payment and forwarded to the official payment office within 10 days of receipt.
	DoD FMR Volume 10, Chp. 8


C-5.4.3. Track and Maintain SSC-SD Purchase Card Invoices
The SP shall prepare and submit SSC-SD purchase card invoice packages to the DGCO for review and approval.  Support of this task shall include entering data into SAP before the invoice package is prepared.  The SP shall generate monthly invoice packages for each SSC-SD Purchase Card Approving Official (AO) whose cardholders have purchase activity during that month.  Support of this task shall include verifying that the cardholders and Approving Officials have performed their validation and approved the invoice for payment.  

The SP shall consolidate the supporting documentation and prepare the package for prompt payment certification and forward it to the Designated Government Certifying Officer (DGCO) for certification.  The DGCO will perform daily certification of properly prepared invoice packages.  The SP shall maintain a hard copy of all invoice packages submitted to the DGCO.  These files shall be made available for review upon request.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Purchase Card Invoices Packages Prepared
	Annually
	Occurrence(s)
	1,560
	1,560
	1,560
	1,560
	1,560

	Performance Standard
	Guidance and Regulations

	Invoices will be processed for payment within 10 days of receipt.
	DoD FMR Volume 10, Chapter 7

DoD FMR Volume 10, Chp. 8

DONEBUSOPSOFFINST 4200.1

DoD FMR Vol. 5, Chap. 33
SSCSDINST 7300.1A


C-5.4.4. Process Shipping Invoices
The SP shall receive, review, reconcile and prepare commercial shipping invoices for payment for SSC-SD, SSA Pacific, SSF Guam and SSC Philadelphia. For hard copy invoices, the SP shall compare invoices paid within the Power Track System shipping log against the hard copy invoices to verify that there are no duplicate charges.  Federal Express is the primary commercial shipper submitting hard copy invoices.  The SP shall reject any duplicate hard copy invoices and return them to the carrier with an explanation as to why the invoice was rejected.  Support of this task shall include the identification of invoice discrepancies, suspending applicable invoices, conducting research to determine the source of discrepancies and resolving discrepancies. The SP shall utilize STARS and COBRA to ensure shipping invoices have been paid.  The SP shall be responsible to pay other secondary commercial shippers (e.g. UPS, DHL, Pilot, Danza, etc.) that may send invoices.

For SSC-SD shipments, the SP shall receive hard copy shipping invoices, date stamp when they were received, obtain proof of receipt and acceptance and research and obtain the General Ledger (GL) account in SAP.  For shipping invoices where proof of receipt and GL account numbers are readily available, the SP shall perform the reconciliation and prepare the invoices for payment and certification.  For shipping invoices where proof of receipt and GL account numbers are not available, the SP shall be required to contact the person initiating the shipment to obtain information needed to process the invoice.  SSA Pacific Activities send GL templates to SSC-SD Code 220 to be uploaded into SAP/R3.  After Code 220 processes the GL upload, the SP shall process shipping invoices for payment.

The SP shall print the monthly Power Track statement and verify it against the shipping log to ensure all have a TCN, TAC or CBL and submit the reconciled statement to the DGCO for payment certification.   The SP shall provide SSC-SD Code 220 with a monthly shipping transaction report as identified in Technical Exhibit 05 (Existing Reports Listing).    

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Shipping Invoices
	Annually
	Occurrence(s)
	501
	501
	501
	501
	501

	Performance Standard
	Guidance and Regulations

	Power Track invoices must be downloaded, reconciled, certified and forwarded via express mail to NAVTRANS within 72 hours of availability.  All other commercial invoices must be processed for payment within 1 day of receipt.
	Power Track Users Guide


C-5.5. Manage and Clear Cash

The SP shall manage and clear cash for all SSC-SD Financial Accounts.  Support of this task shall include ensuring that all disbursements shall be recorded, and matched to their corresponding obligations.  The SP shall perform account maintenance, reconcile and clear unmatched disbursements.

C-5.5.1. Account Maintenance
The SP shall perform account maintenance on all SSC-SD Financial Accounts.  Account maintenance shall include reconciling and clearing aged commitments, obligations, accruals and accounts payables.  Support provided shall also include reconciling and clearing Vendor and General Ledger (GL) accounts.

C-5.5.1.1. Reconcile Aged Commitments, Obligations, Accruals, Accounts Payable and General Ledger Accounts

The SP shall reconcile and clear aged commitments, obligations, accruals,  accounts payable and General Ledger (GL) Accounts.  The SP shall receive the Out of Balance Accounts Payable report or requests from the DGR that identify commitments, obligations, accruals and accounts payable that need to be reconciled in order to balance vendor accounts.  The SP shall also identify and reconcile commitments, obligations, accruals and accounts payable while reviewing Vendor and GL accounts and reconcile and clear unmatched expenditures.  

The SP shall liaison with SSC-SD Technical Codes and Financial Control to ensure the required obligations, invoice plans/goods receipts, and accounts payable are established in SAP/R3 and all amendments have been received to clear invoices.  For those transactions that have obligations, invoice plans/goods receipts or accounts payable established and sufficient funding available, the SP shall reconcile the contract financial file, identify the corrective actions and forward to a DGR.  The DGR shall return the contract financial file to the SP to update the CPC sheet and file.  The SP shall provide the DGR with weekly status updates on all uncleared items.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of GL Account Transactions
	Annually
	Occurrence(s)
	312
	312
	312
	312
	312

	Performance Standard
	Guidance and Regulations

	Clear 90% of GL transactions within 5 days of receipt of report or request.  Clear 99% of GL transactions within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes.  Provide the DGR with weekly status updates on all uncleared items.
	DoD FMR Vol. 3, Chp. 11

DoD FMR Vol. 13, Chp. 13


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Aged Commitments Cleared 
	Annually
	Occurrence(s)
	1,500
	1,500
	1,500
	1,500
	1,500

	Performance Standard
	Guidance and Regulations

	Clear 90% of aged commitments within 5 days of receipt of report or request.  Clear 99% of aged commitments within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes. Provide the DGR with weekly status updates on all uncleared items.
	DoD FMR Vol. 3, Chp. 11


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Aged Obligations Cleared 
	Annually
	Occurrence(s)
	761
	761
	761
	761
	761

	Performance Standard
	Guidance and Regulations

	Clear 90% of aged obligations within 5 days of receipt of report or request.  Clear 99% of aged obligations within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes.  Provide the DGR with weekly status updates on all uncleared items.
	DoD FMR Vol. 3, Chp. 11


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Aged Accruals Cleared 
	Annually
	Occurrence(s)
	358
	358
	358
	358
	358

	Performance Standard
	Guidance and Regulations

	Clear 90% of aged accruals within 5 days of receipt of report or request.  Clear 99% of aged accruals within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes.  Provide the DGR with weekly status updates on all uncleared items.
	DoD FMR Vol. 3, Chp. 11


	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Aged Accounts Payables Cleared 
	Annually
	Occurrence(s)
	7
	7
	7
	7
	7

	Performance Standard
	Guidance and Regulations

	Clear 90% of aged accounts payable within 5 days of receipt of report or request.  Clear 99% of aged accruals within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes. Provide the DGR with weekly status updates on all uncleared items.
	DoD FMR Vol. 3, Chp. 11


C-5.5.1.2. Reconcile Vendor Accounts (Accruals and Accounts Payable)

The SP shall reconcile SSC-SD Vendor accounts.  The SP shall receive requests from the DGR and identify vendor account transactions that need to be made in order to balance the accounts.  These vendor account transactions are separate and distinct from the commitments, obligations, accruals, accounts payable and general ledger accounts reconciled in WBS C-5.5.1.1.  The SP shall also identify and reconcile vendor accounts while they are reviewing, reconciling and clearing unmatched expenditures and other cash transactions.   The SP shall utilize CERPS, STARS, Electronic Data Access (EDA), NAFI, Centralized Master Edit Table (CMET) and BRIO to perform research.

The SP shall reconcile the contract financial file, identify the corrective actions and forward to a DGR.  The DGR shall return the contract financial file to the SP to update the CPC sheet and file.  The SP shall provide the DGR with weekly status updates on all uncleared items.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Vendor Accounts Maintenance Transactions
	Annually
	Occurrence(s)
	3,400
	3,400
	3,400
	3,400
	3,400

	Performance Standard
	Guidance and Regulations

	Clear 90% of open vendor items within 5 days of receipt of report or request.  Clear 99% of open vendor items within 7 days of receipt of report or request.  Initiate research actions for all items that cannot be cleared in required timeframes.  Follow up on research actions weekly.  
	DoD FMR Vol. 3, Chp. 11


C-5.5.2. Reconcile and Clear Unmatched Disbursements (UMDs)

The SP shall research and correct UMDs that are identified on lists provided by the DGR.  The SP shall be required to manually match disbursements, which are recorded in the accounting system but did not automatically match to a cost.  In addition, the SP shall research and correct transactions where the amount of the disbursement exceeds the amount on the recorded cost.  The SP shall research whether the disbursement is a valid charge to SSC-SD, and whether the disbursement can be matched to a cost transaction is recorded at SSC-SD.  

If a matching obligation is recorded under a different document number than that posted by the paying activity, the SP shall correct the incorrect document number to the correct document number, allowing for the proper matching of the disbursement to its corresponding obligation.  If the disbursement is not a valid charge to SSC-SD, the SP shall perform research and identify the corrective action to be taken by the DGR.  The SP shall use various tools (SAP/R3, CERPS, STARS, Electronic Data Access (EDA), NAFI, Centralized Master Edit Table (CMET), BRIO, etc.) to conduct the research.  Support of this requirement shall require the SP to liaison with SSC-SD Technical Codes and Financial Control to ensure obligations, accruals and accounts payable are properly established.

For those transactions where insufficient information is available to clear the UMD, the SP shall prepare a voucher request to be submitted to the paying activity in order to obtain a copy of the voucher in order to determine whether it is a valid SSC-SD charge.  The SP shall generate forms that identify which UMDs are a result of duplicate payments or overbills made by the paying activity and submit the forms to the paying activity for resolution.  The SP shall prepare SF 1081s for UMDs that were posted to the incorrect line of accounting and identify the appropriate appropriation the disbursement should be posted against.  The SP shall submit the prepared SF 1081s to the DGR.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Unmatched Disbursements Cleared
	Annually
	Occurrence(s)
	11,245
	11,245
	11,245
	11,245
	11,245

	Performance Standard
	Guidance and Regulations

	Clear 90% of unmatched disbursements within 5 days of receipt of report or request.  Clear 99% of unmatched disbursements within 7 days of receipt of report or request.  
	DoD FMR Vol. 3, Chp. 11




	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of External Actions Required to Clear UMDs (Duplicate Payments, Overbills, 1081’s Voucher Requests, Command Letters)
	Annually
	Occurrence(s)
	254
	254
	254
	254
	254

	Performance Standard
	Guidance and Regulations

	Initiate research actions for all items that cannot be cleared in required timeframes.  Follow up on research actions weekly.  
	DoD FMR Vol. 3, Chp. 11


C-5.6. Manage Incoming Checks

The SP shall receive checks from vendors, Freedom Of Information Act (FOIA) payments, and other government activities.  The SP shall log all incoming checks.  Support shall include receiving and providing safekeeping for the checks.  The SP shall research whether the check is valid and the amount is correct and determine which line(s) of accounting or contract(s) should be credited.  The SP shall update SAP as required and prepare a DD Form 1131 package.  The SP shall submit the DD Form 1131 package to the DGR.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of DD Form 1131 Packages Prepared 
	Annually
	Occurrence(s)
	448
	448
	448
	448
	448

	Performance Standard
	Guidance and Regulations

	Receive, research and process 95% incoming checks within 5 days of receipt.  Receive, research and process 99% incoming checks within 10 days of receipt.  Any checks remaining that cannot be identified to a contract will be collected or returned to vendor at the direction of the DGR.   
	DoD FMR Vol 5, Chp. 10


C-5.7. Perform Cost Transfers

The SP shall transfer costs that have been entered against the wrong WBS or NWA.  Support of this task will include researching and performing cost transfers for both labor and non-labor activities.

C-5.7.1. Labor Cost Transfers
The SP shall receive and process requests from the SSC-SD Payroll, Labor and Travel Section to move labor costs between WBS' or NWAs in SAP.  The request received shall include the accounts to be decremented and charged.  The SP shall log all transactions and notify the initiator of the request that the cost transfer has been completed.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of  Labor Redistribution Transactions 
	Annually
	Occurrence(s)
	59
	59
	59
	59
	59

	Performance Standard
	Guidance and Regulations

	Receive and process 99% labor cost transfers within 3 days of receipt of request.  
	


C-5.7.2. Non Labor Cost Transfers

The SP shall receive and process requests from SSC-SD Technical Codes to move non labor costs between WBS' or NWAs in SAP.  Support provided shall include researching requirements associated with the cost transfer.  Research performed shall include reviewing when the contract was established, whether funding is available to transfer and determining whether it is a materials or services contract.  The SP shall return invalid requests to the SSC-SD Technical Codes with the reason for rejection documented.  The SP shall submit the results of their research and recommended actions to the DGR for review and approval.  The DGR will complete their review and approval of correctly identified transaction within 1 day of receipt.  The DGR will perform any required reversal transactions.  The SP shall process DGR approved transfer transactions upon receipt in SAP/R3.  Transactions performed shall include performing transfers.  The SP shall coordinate with SSC-SD Supply Code 220 to perform material reversals in SAP/R3.

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of  Non Labor Cost Transfer Transactions 
	Annually
	Occurrence(s)
	1,983
	1,983
	1,983
	1,983
	1,983

	Performance Standard
	Guidance and Regulations

	Receive and process 99% non-labor cost transfers within 5 days of receipt of request.  
	


C-5.8. Scanning and Archiving

The SP shall receive and scan invoices and prepare closed contract financial files for archiving and scanning.  

C-5.8.1. Invoice Package Scanning

The SP shall scan certified invoice packages into ApplicationXtender.  Support of this task shall include reviewing scanned documents to ensure the files were scanned properly.  For invoices scanned with errors, the SP shall submit necessary correction to the DGR.  The SP shall scan and file documents according to established SPAWAR naming and indexing conventions.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Invoice Packages Scanned 
	Annually
	Occurrence(s)
	32,832
	32,832
	32,832
	32,832
	32,832

	Performance Standard
	Guidance and Regulations

	Scan and index invoice package within 5 days of receipt of check register.  The SP shall review 100% of the certified payment files for accuracy.
	


C-5.8.2. Archiving and Scanning of Closed Contract Files

The SP shall archive and scan closed contract financial files.  The SP shall arrange documents in accordance with established SSC-SD naming and indexing requirements.  Support of this task shall include the review of scanned and uploaded documents to ensure the files were scanned properly.  For invoices scanned with errors, the SP shall submit necessary correction to the DGR.  

	Output
	Frequency
	Measurement
	Period 1
	Period 2
	Period 3
	Period 4
	Period 5

	# of Contract Folders Reviewed, Prepared and Scanned
	Annually
	Occurrence(s)
	14,385
	14,385
	14,385
	14,385
	14,385

	Performance Standard
	Guidance and Regulations

	Prepare, bar code, index and scan closed contract file within 5 days of receipt.  
	


C-5.9. Required Reports

The SP shall furnish all recurring reports and information as specified in Technical Exhibit 05 (Existing Reports Listing).  Technical Exhibit 05 identifies the Government's need for specific information and identifies instructions for the development format.   The SP shall maintain copies of all submitted reports and forms for the life of the contract.  Due dates are specified for each separate report.  When the due date falls on a Saturday, Sunday, or holiday, the report is due No Later Than (NLT) 1600 on the preceding work day.

C-5.10. Required Meetings, Training, and Conferences

The SP shall attend, participate in, and furnish input to scheduled and unscheduled meetings, conferences and briefings that affect PWS functions and serve to provide effective communication and impart necessary information.  Meetings may occur on or off-site (CONUS and OCONUS), and the frequency may be weekly, monthly or as otherwise required, and may start or end outside of normal operating hours.  Technical Exhibit 04 (Required Meetings, Briefings and Conferences) provides information on meetings, briefings and conferences that the SP shall support.

C-5.11. Phase-Out Plan

If there is a change in the contract or if the operation reverts to SSC SD, the SP shall present a detailed plan for the phase-out period.  The SP shall provide familiarization to either SSC SD or the successor SP.  The SP shall coordinate activities with the successor SP or SSC SD to effect a smooth and orderly transition.  The SP shall cooperate to the extent required to include training and access to files to permit an orderly changeover to the successor SP or to SSC SD.  During the phase-out period, the SP shall be fully responsible for operation of all services as defined in this contract.  SSC SD facilities used by the SP shall be left in a neat, clean, orderly, and sanitary condition as originally provided at the start of the contract.  The SP and the DGR shall jointly inventory all equipment, software, and library holdings prior to the close of the contract.  All equipment and software shall be returned, or the SP's payments shall be reduced to reflect lost, stolen, or unserviceable replacement values.  Replacement for normal wear and tear shall be at SSC SD’s expense.  The successor SP may place a recruitment notice in SSC SD’s facilities where Contract Support services are performed.  

SECTION C-6, APPLICABLE DIRECTIVES, PUBLICATIONS, INSTRUCTIONS AND FORMS

C-6.1. Guidance and Regulations

Guidance and regulations identified in this document must be complied with for the duration of the Performance Work Statement (PWS). The Government has made most publications and forms available via the Internet; where applicable, website information has been included for each publication.  When not available electronically via the Internet, the Government will make hard copy/electronic versions available.  Publications cited in this PWS are current, as of the date the PWS was prepared.  Commercial practices for documentation will be considered where the performance requirements are determined by the Government to equal or exceed the requirements of these documents. When not electronically available, the Government will provide an initial supply of Government forms to the Service Provider.  These are standard forms currently utilized in performance of work under this PWS.  The Service Provider shall determine replenishment requirements and requisition through the Government to maintain sufficient forms to meet normal operating requirements. The Service Provider shall accomplish the tasks set forth in this PWS in accordance with the references listed and in accordance with the following guidelines:

· If there is a conflict between Section C and the cited references, Section C shall have precedence over the references.

· If there is a conflict between or among two or more such references those coded mandatory shall have precedence over those coded advisory.  If there is a conflict between or among those similarly coded references, those issued by a higher authority shall have precedence over those issued by a lower authority.  If there is a conflict between or among those issued at the same level of authority, those with a later date of issue shall have precedence over those with earlier dates of issue.

· Any task set forth in any such reference that calls for the exercise of discretionary Government authority that cannot be delegated shall be subject to the final approval of the Government official having such authority.

· During performance of the PWS, the Service Provider shall use the most current publications and forms unless otherwise directed by the COR.

The Service Provider shall abide by all directives and references in the performance of the requirements in the PWS even if the directives and references are not listed in the PWS.

C-6.1.1. Deviation from Advisory Guidance

The Service Provider shall utilize the following procedures prior to deviating from Government publications or forms coded as “A” for advisory in the performance of this PWS:

· Develop and keep current a published manual of Service Provider publications and forms.

· Specifically delineating the Service Provider’s responsibilities and actions that deviate from the applicable Government publication(s) or form(s).

· Comply with the intended effect or product contemplated.

· Submit to the Procuring Contracting Officer (PCO) for review and acceptance prior to use or implementation.

· Ensure publication or form is not in conflict with any portion of this PWS.

The Government will have unlimited rights to use, duplicate, or disclose such Service Provider publications, in whole or part, in any manner and for any purpose whatsoever.  In the event the follow-on Contract is awarded to other than the incumbent, the incumbent Service Provider’s publications shall be made available to the successor Service Provider for information purposes until the successor Service Provider publications are published and approved by the Government.

C-6.1.2. Technical References
From the solicitation opening to closing dates, the installation shall maintain a collection of Technical References for potential offerors.  This collection shall contain information and data, which may be useful in providing additional insight into the installation requirements and mission.   

C-6.1.3. Publication Changes

The Service Provider shall establish and implement a system to ensure regulations, publications and other guidance is current, applicable and received and implemented in a timely manner.  Supplements or amendments to listed publications can be issued to the Service Provider from any organization level during the life of the PWS.  The Service Provider shall immediately implement those changes to mandatory publications that result in a decrease or no change in Contract costs.  The PCO and the Service Provider shall negotiate any changes/additions to a mandatory publication that results in an increase in Service Provider cost under the provisions of the Contract clause entitled “Changes.”  Failure by the Service Provider to initiate a change which causes an increase in costs without (1) submission of a price proposal within 10 days (unless the requirement is waived by the PCO) following receipt of the change; and/or (2) approval of the PCO, will result in such costs being considered unallowable under this PWS.

C-6.2. Mandatory and Advisory Directives, Publications and Instructions

	PUBLICATION NUMBER
	TITLE
	DATE
	MANDATORY (M)/

ADVISORY (A)
	SOURCE

	DEPARTMENT OF DEFENSE
	
	
	
	

	DoD  0- 2000.12-H
	Protection of DoD Personnel and Activities against Acts of Terrorism and Political Turbulence
	Feb 93

Ch 1 5/21/93

Ch 2 10/3/97
	M
	http://www.dtic.mil/whs/directives/corres/pub1.html

	DoDD 5200.1
	DoD Information Security Program
	13 Dec 96
	M
	www.dtic.mil/whs/directives/corres/dir2.html 

	DoDD 5205.2
	DoD Operations Security Program
	29 Nov 99
	M
	www.dtic.mil/whs/directives/corres/dir2.html

	DoD 5220.22-R
	Industrial Security Regulation
	Dec 85
	M
	www.dtic.mil/whs/directives/corres/pub1.html

	DoD 5220.22-M
	National Industrial Security Program Operating Manual (NISPOM)
	Feb 95
	M
	www.dtic.mil/whs/directives/corres/pub1.html

	DoD 5220.22-S
	COMSEC Supplement to Industrial Security Manual for Safeguarding Classified Information
	Mar 88
	M
	www.dtic.mil/whs/directives/corres/pub1.html

	DoDI 5240.6
	Counterintelligence (CI) Awareness and Briefing Program
	16 July 96
	M
	www.dtic.mil/whs/directives/corres/ins1.html

	DoD FMR
	Department of Defense Financial Management Regulations
	May 2002
	M
	http://www.dod.mil/comptroller/fmr/ 

	
	
	
	
	

	SECNAV
	
	
	
	

	SECNAVINST 5216.5D
	Department of the Navy Correspondence Manual
	29 Aug 96
	M
	http://neds.nebt.daps.mil/Directives/table47.html

	SECNAVINST 5510.30A
	Department of Navy Personnel Security Program
	10 Mar 99
	M
	http://neds.nebt.daps.mil/Directives/table52.html

	SECNAVINST 5510.36
	Department of the Navy Information Security Program
	17 Mar 99
	M
	http://neds.nebt.daps.mil/Directives/table52.html

	
	
	
	
	

	OPNAV
	
	
	
	

	OPNAVINST 5102.1C
	Mishap Investigation and Reporting
	03 Mar 89
	M
	http://neds.nebt.daps.mil/Directives/table21.html

	OPNAVINST 5510.60
	Security Regulations for Offices Under the Cognizance of the Chief of Naval Personnel (CNO)
	24 May 91
	M
	http://neds.nebt.daps.mil/Directives/dirindex.html 

	OPNAVINST 5530.14C
	Navy Physical Security
	10 Dec 99
	M
	http://neds.nebt.daps.mil/Directives/table29.1.html

	
	
	
	
	

	
	
	
	
	

	DON
	
	
	
	

	DONEBUSOPSOFFINST4200.1
	DON Policies and Procedures for the Operation and Management of the Government Purchase Card Program
	
	M
	http://www.don-ebusiness.navsup.navy.mil/ebiz/cardtraining/purchase/EBUSOPSOFFINST4200-1.pdf#pagemode=bookmarks 

	
	
	
	
	

	SSC San Diego
	
	
	
	

	SSC SD 5530.4
	Physical Security Plan
	
	M
	https://skc.spawar.navy.mil/skctoday.nsf/ 

	SSCSDINST 7300.1A
	
	
	
	

	SSC SD Accrual SOP
	Accrual Standard Operating Procedures
	Jun 02
	M
	

	SSC SD Index Structure
	
	
	M
	

	Document Management System (DMS) Scanning Station Users Manual
	
	
	
	

	
	
	
	
	

	OTHER
	
	
	
	

	18 USC 793 and 798
	United States Code Crimes and Criminal Procedure
	02 Jan 01
	M
	http://www.access.gpo.gov/uscode/uscmain.html 

	CFR
	Code of Federal Regulations
	
	M
	http://www.access.gpo.gov/nara/cfr/ 

	Code 8 of California Code of Regulations
	
	
	
	

	DFARS
	Defense Financial Acquisition Regulation
	
	M
	http://www.acq.osd.mil/dp/dars/dfars.html 

	DLAR 5200.12R
	Standards for Handling Classified Material
	
	
	http://www.dlaps.hq.dla.mil/SR2.htm

	FAR
	Financial Acquisition Regulation
	22 May 03
	M
	http://www.acqnet.gov/far/current/pdf/FAR.book.pdf

	Immigration Reform and Control Act
	
	
	
	

	JFTR
	Joint Federal Travel Regulations
	01 Apr 03
	M
	http://www.dtic.mil/perdiem/jftr.html

	NAVSUPINST 4200.92
	
	
	
	

	OCPMINST 12792.3
	General Notice of Implementation of Drug Testing under Department of the Navy Drug-Free Workplace Program
	06 Aug 88
	M
	http://www.chro.usmc.mil/drugtesting.htm

	Power Track Users Guide
	
	
	
	http://www.usbank.com/cgi_w/cfm/commercial_business/products_and_services/corp_payment/powertrack_home.cfm

	SSC SAN DIEGO INSTRUCTION 7300.1
	ERP Instructions for Purchase card Purchases 
	21 Dec 01
	M
	https://iweb.spawar.navy.mil/services/sti/publications/inst/SSCSD/7300-1

	
	Purchase Card
	24 Apr 03
	M
	Hard copy available

	
	
	
	
	

	COMMANDER NAVAL BASE SAN DIEGO
	
	
	
	

	COMNAVBASE San Diego Instruction 11320.1B
	COMNAVBASE San Diego Fire Bill
	
	M
	

	
	
	
	
	

	COMMANDER, NAVY REGION SOUTHWEST
	
	
	
	

	COMNAVREGSW 4101.4
	Base energy conservation program
	
	M
	

	COMNAVREGSWINST 5100.11
	
	
	M
	


C-6.3. Forms

The forms listed in this section are not all-inclusive and merely represent a range of forms that may be used by the Service Provider in the performance of the work contained in this PWS.  

	FORM NUMBER
	TITLE
	SOURCE

	CPC Sheet
	Contract Payment Control Sheet
	

	Defective Invoice Form
	Defective Invoice Form
	SSC SD Vendor Pay internal document.

	DD Form 250
	Material Inspection and Receiving Report
	www.dior.whs.mil/forms/DD0250.PDF

	DD Form 254
	Contract Security Classification Specification, Department of Defense
	http://web1.whs.osd.mil/ICDHOME/DD-0999.htm

	DD Form 282
	Printing Requisition/Order DoD
	http://web1.whs.osd.mil/ICDHOME/DD-0999.htm

	DD Form 1131
	Cash Collection Voucher
	http://web1.whs.osd.mil/ICDHOME/DD1000-.htm

	DD Form 1400
	Statement of Inter-fund Transactions
	http://www.dior.whs.mil/icdhome/formsrpt/WWWDDAllbyNumber_1Page9.htm

	DD Form 1662
	DoD Property in the Custody of Contractors
	http://web1.whs.osd.mil/ICDHOME/DD1500-.htm

	DD Form 2056
	Telephone Monitoring Notification Decal
	http://web1.whs.osd.mil/ICDHOME/DD2000-.htm

	DLA Form 1591
	Mishap Report
	http://www.dla.mil/dss/forms/ 

	Facilities Request Form
	Facilities Request Form
	

	SF85P
	Questionnaires for Non-Sensitive Public Trust and National Security Positions
	http://www.dior.whs.mil/ICDHOME/SFEFORMS.HTM

	SF 91A
	Motor Vehicle Accident Report
	http://www.dior.whs.mil/ICDHOME/SFEFORMS.HTM

	SF 701
	Activity Security Checklist
	http://www.dior.whs.mil/ICDHOME/SFEFORMS.HTM

	SF 702
	Security Container Check Sheet
	http://www.dior.whs.mil/ICDHOME/SFEFORMS.HTM

	SF 1034
	Contractor Invoice
	http://www.gsa.gov/Portal/formslibrary.jsp

	SF 1081
	Voucher for Transfers between Appropriations and/or funds 
	http://www.dior.whs.mil/ICDHOME/SFEFORMS.HTM









