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C-1 GENERAL INFORMATION

C-1.0 Introduction

This Performance Work Statement (PWS) defines the required performance for successful operation of the Contracts Support function which supports the Supply and Contracts Department located at SPAWAR Systems Center, San Diego (SSC SD) CA.  The Supply and Contracts Department supports SSC San Diego activities as well as activities/detachments located in Guam, Philadelphia, Japan, Norfolk, Chesapeake and New Orleans, SPAWAR Headquarters and U.S. Navy ships.

C-1.1 Functional Areas

The functional areas covered by this PWS include: 

· Contract Support.  The SP shall perform tasks related to contract support including 1.) Contracts Purchase Requisition Receipt Functions, 2.) Contracts File Management, 3.) Contracting Action Reporting, 4.) Purchase Card Support, 5.) Freedom Of Information Act Support (FOIA), and 6.) Required Reports.  

· Web Administration Support.  The SP shall provide SSC SD Supply and Contracts Department with support that includes Maintaining and Developing the department’s Web Pages.

· Supply Support.  The SP shall serve as the Command central focal point for both internal/external SSC SD MILSTRIP customer requirements and is the initial point of contract for Defense Supply System inquiries.  Support shall include 1.) Requisition Support, 2.) Repairables/Carcass Management, 3.) Coordinate Special Material (Precious Metals), 4.) Receipts Processing, 5.) Process Discrepancy Reports, 6.) Perform Investigations on Push Material, 7.) Delivery Service, and 8.) Track SSC SD Payback Material and Equipment.

· Other Support.  The SP shall provide administrative support services to Government personnel within the Supply and Contracts Department.   Support provided shall include 1.) Prepare Welcome Aboard Packages, 2.) Provide Correspondence and Administrative Support, 3.) Process Training Requests and Set Up Training Courses, 4.) Excess IT Equipment, 5.) Coordinate Computer, Phone and Facilities Changes, 6.) Maintain and Replace Printer/Fax Toner and Equipment, 7.) Maintain Computer/Laptop Inventory, 8.) Process Business Cards and Signage, and 9.) Provide Organizational Property Administrator Support.

C-1.2 Mission

 SPAWAR Systems Center San Diego (SSC SD), 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 SD ranges from basic research and prototype development through systems engineering and integration to life-cycle support of fielded systems.  

The personnel and mission of SSC SD's facilities, laboratories, and fleet communications capabilities require timely, accurate, responsive, and highly professional contract support.  The Contracts Support function primarily provides direct support to the SSC SD Supply & Contracts Department.  The Supply Support function provides support to all SSC SD and the Purchase Card Support function provides support to all SSC SD in addition to other SSC detachments throughout the world.  The Contracts Support mission is to "provide proactive quality service to our customers using innovative techniques and effective supply operations in support of the SPAWAR Mission".

C-1.2.1 Command Relationships

The functions within this PWS are part of the SSC SD Supply & Contracts Department and report to the SSC SD Supply & Contracts Department Head.  SSC SD Supply & Contracts Department is one of several departments serving the Commanding Officer of SSC SD, an echelon III command.  SSC SD is one of several echelon III commands that report to the Space and Naval Warfare Systems Command (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 requirements identified for Performance Periods 1, 2, 3, 4 and 5 are a specific number of actions anticipated based on calculations, 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).  Historical workload is represented in Technical Exhibit 02 (Historical Workload) for each functional area.  Technical Exhibit 03 (Monthly Historical Workload Detail) illustrates historical monthly workload fluctuations.  Technical Exhibit 04 (Projected Workload) summarizes 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 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 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 MILSTRIP Requisitions Submitted 
	Monthly
	Occurrence(s)
	6,531
	6,531
	6,531
	4,200
	3,507

	Performance Standard
	Guidance and Regulations

	Technically screen and submit all requisitions within 1 day of receipt. 
	NAVSUP Publication 485, Vol. III, Chps. 2, 3, 6, 8

OPNAVINST 4790.2, Vol. I, Ch. 18

MILSTRIP INST 4000.25.1-M

RDD P485 Vol III  Para 03100.b.(5).(6)

NRAD INST 4614.1


Sample Output Table

	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 1 - 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" Table 1.  As explained above, the table reads that the successful accomplishment of the output will be evaluated against the performance standard, "Technically screen and submit all requisitions within 1 day of receipt."  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 a requisition, the requisition must be screened and processed within 1 day of receipt of the requisition.

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-1.4 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, 10 calendar days 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.  Non-working hours requirements will generally be related to critical Contracts Support requirements as identified in Technical Exhibit 05 (Essential Services During Base Closure).

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.  

C-1.4.2 Positions Requiring Security Clearance

The SP shall obtain Secret security clearances for two SP employees and employees performing the Contracts File Management functions.  Specific personnel security clearance requirements by task are contained in Technical Exhibit 06 (Personnel Security Clearance Requirements by Task WBS).  

C-2 Terms & Definitions 

C-2.1 Definitions 

Agency Program Coordinator (APC) - An individual designated by the ordering agency/organization to perform contract administration for purchase cards within the limits of delegated authority. This individual has overall responsibility for the purchase card program.

Application Extender (A/E) - ApplicationXtender from 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 

Approving Official (AO) - An individual who has a number of cardholders under his/her purview. The approving official is responsible for, at a minimum, reviewing his/her cardholder's monthly statements and verifying that all transactions made were necessary to the government.

Billing Cycle - A 30 day cycle period that begins on the 22nd of each month and active until the 21st of the following month as designed by authorized bank.

Blanket Purchase Agreement (BPA) - A blanket purchase agreement (BPA) is a simplified method of filling anticipated repetitive needs for supplies or services by establishing "charge accounts'' with qualified sources of supply.

“C” Type Contracts - The term "C" contract is tied to the uniform procurement instrument identification numbering system located at DFARS 204.7003.  The “C” is for use in the ninth position of the number and is used to indicate Contracts of all types except indefinite delivery contracts, facilities contracts, sales contracts, and contracts placed with or through other Government departments or agencies or against contracts placed by such departments or agencies outside the DoD.

“D” Type Contract - The term "D" contract is tied to the uniform procurement instrument identification numbering system located at DFARS 204.7003.  The “D” is for use in the ninth position of the number and is used to indicate an indefinite delivery contract.  

CAGE Code - The Commercial And Government Entity (CAGE) code is 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. The code may be used for a Facility Clearance, a Pre-Award survey, automated Bidders Lists, pay processes, source of supply, etc. In some cases, prime contractors may require their sub-contractors to have a CAGE Code also. See http://www.dlis.dla.mil/cage_welcome.asp for more information.

Cardholder - A DoD employee authorized by the APC to be issued a government purchase card to purchase goods and services and/or pay for official expenses in compliance with applicable regulations.

Citibank - The purchase card Contractor selected by DoN to issue cards to authorized cardholders. Citibank issues monthly statements to cardholders, reports to Approving Officials and consolidates invoices to finance offices.  

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.
Commercial-Off-The-Shelf (COTS) - Refers to software and hardware technology that is commercially available and requires minimum changes (design/development), if any, before implementation.

Continental United States (CONUS) - The 48 contiguous states and the District of Columbia. (FAR 47.001)

Contract Tracking System - (CTS) - A Management Information System (MIS) to track historical workload and support documents information concerning awards/modification, etc.  CTS is also commonly referred to as the Work In Progress (WIP)/Management Information System (MIS). This system is DOS based and specific to SSC SD.

Contract Modifications - Any written change in the terms of a contract (see FAR 43.103) (SF30).

Cooperative Agreements - A legal instrument used to enter into a relationship, the principal purpose of which is to transfer a thing of value to the recipient to carry out a public purpose of support or stimulation authorized by a law of the United States, rather than to acquire property or services for the Department of Defense's direct benefit or use.  Substantial involvement is expected between the Department of Defense and the recipient when carrying out the activity contemplated by the cooperative agreement.  The term does not include "Cooperative Research and Development Agreements" as defined in 15 U.S.C 3710A.

Customer - Person or Activity receiving services or supplies. 

DAASC Automatic Message Exchange System (DAMES) - DAMES is a PC based software package that provides the user with the capability to communicate with the Defense Automatic Addressing System Center (DAASC). It provides capability to send/receive logistics transactions and narrative text through a modem using standard telephone lines or the Internet. DAMES provides a bridge between DAMES subscribers and the DoD Logistics Community. DAMES provides activities without Defense Information System Network (DISN), Non-secure Internet Protocol Routing Network (NIPRNET) or other Internet capabilities a communications link, through DAAS, into the DoD Logistics System.  See https://www.daas.dla.mil/daashome/daasc_dames.asp for more information.

Day - In this document, a day means one 9 or 8-hour period during the SSC SD 5-4/9 schedule, or an 8-hour period during a standard 5-day workweek.

Defense Assistance Award Action Data System (DAAADS) - The Defense Assistance Award Action Data System is the Department of Defense's (DoDs) automated formal reporting system of the DD Forms 2566, Individual Grant Action Report, for all federal domestic assistance programs which include all DoD grants, cooperative agreements and other assistance arrangements. This system is prescribed and detailed in the DoD Grant and Agreement Regulations (DoDGARS) 3210.6-R §21.305.

Defense Supply Expert System (DESEX) - The Defense Supply Expert System (DESEX) is an automated system used for tracking DoD supply requisitions and stock availability.  DESEX allows queries by telephone, E-mail messages, or from World-Wide Web (WWW) forms. DESEX systems are located at 16 DoD Inventory Control Points (ICPs), and are available 24 hours a day, every day of the year. See https://desx.daas.dla.mil/ for more information.
Defense Finance & Accounting Service (DFAS) - DFAS is the consolidated finance and accounting operations center for the Department of Defense. DFAS is responsible for military and civilian pay, accounting within DoD, commercial (contract) pay, and continued consolidation and standardization within DoD.  See www.dfas.mil for more information.

Defense Logistics Agency (DLA) - A supply support organization assigned management responsibility and control of items in common use by all military services.  About 60% of the line items in the integrated Navy Supply System are managed by DLA.  Material with a 9 in the first position of the cognizance symbol is identified as DLA material.  See www.dla.mil for more information.

Defense Reutilization Marketing Office (DRMO)- A field activity of the Defense Reutilization and Material Service that accepts and processes Government material being turned in for disposal. See http://www.drms.dla.mil/drmo/site/national/sandiego.pdf for more information.

Delivery Order - Is an order for supplies placed against an established contract or with Government sources.  Within the DoD DD Form 1155 is used to document the order. 

Depot Level Repairable (DLR) - A DLR is a secondary item reparable that can be completely repaired only at the depot level or special repair activity (SRA). Includes critical items at General Support, Direct Support or Unit Level. Typically, DLRs are returned to the supply system for repair/rebuild when broken. Repairables are defined as secondary items with a MRC of 'D', 'L', or field reparable items with MRC = 'F', 'H', or 'O', and an ARI code of 'C', 'E', 'R', or 'S'. Generally, any part, assembly, subassembly or component required on a recurring basis for the repair of major end items of equipment subsequent to fielding. DLR’s are   further categorized as follows: Aviation Depot Level Repairable  (AVDLRs) which are under the management of the Naval Inventory Control  Point-Philadelphia  (NAVICP-PM).  Non-AVDLRs which are under the management of the Naval Inventory Control Point-Mechanicsburg (NAVICP-Mech). NSA DLRs are Defense Business Operations Fund (DBOF) owned DLRs under the management of NAVICP-Phil or NAVICP-Mech. 
Designated Government Representative (DGR) - Government individual authorized to take a specific action(s) identified in the PWS.

Direct Turn Over (DTO) - Material received for direct delivery to the customer or for customer pick-up.

Discrepancy - Overages, shortages, damages, incorrect material received, or Non-receipt of material and/or material received which cannot be used for its intended purpose because it does not meet the form, fit, or function requirements.

Disposal  - The proper destruction or transfer of material, which is in excess or no longer of any value for its intended purpose.

Enterprise Resource Planning (ERP) - 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. 

Estimated Delivery Date (EDD) - The date and time a package or shipment is expected to be delivered to a given destination.

Exception - transaction reject or error.

Excess Material - The quantity of material, on hand or on order, above the requisitioning objective.

Federal Logistic Data (FEDLOG) - FEDLOG is a logistics information system that combines personal computers with advanced storage technology that permits retrieval of information from the Defense Logistics Information System (DLIS) and other databases.  Retrieval of data such as management information, part number, supplier, freight and characteristics data for an NSN is possible.  See http://www.dlis.dla.mil/FedLog/default.asp for more information.
Fleet - Term used when describing the operational units within the Navy.

Frustrated Material - Material for Navy units that is not sufficiently marked to ensure prompt delivery to the end user.

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

Government Furnished Property (GFP) - means property in the possession of, or directly acquired by, the Government and subsequently made available to the contractor..

HAYSTACK - HAYSTACK is a system utilized by activities without access to FEDLOG.  The system provides logistics information regarding an item, such as part number, National Stock Number (NSN), procurement history, source of supply, next higher assembly, and material characteristics such as size, shape, and material content.  The system combines personal computers with the advanced storage technology of CD-ROM to permit retrieval of information from the Federal Logistics Information System (FLIS) and other databases.  Data is updated on a monthly basis by the Information Handling Services.  
Invoice - A vendor's bill for goods provided or services rendered.

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

IT Umbrella Program - Mandatory purchase card source of supply for Information Technology requirements.  Further information can be found at http://www.it-umbrella.navy.mil. 

ITEC Direct - Mandatory source of supply for Information Technology requirements. See  http://www.itec-direct.navy.mil/ for more information.

Line Item - The identification of a type of commodity or item of supply.

Loaned Material and Equipment- Material owed to SSC SD In Service Engineering Agents as a result of material utilized in support of Fleet repairs.

Management Information System (MIS) – See Contract Tracking System (CTS)
Material - Supplies, repair parts, equipment, and equipage used in the Navy, including any product or substance on or in which information is embodied or associated.

Material Obligation - That unfilled quantity of a requisition that is not immediately available for issue, but is recorded by the inventory manager or stock point as a commitment for future issue.  Material obligations are usually assigned status code BB, BC, BD, BP, or BV.

Material Outstanding Validation (MOV)
- Used to verify the unfilled quantity of a requisition that is recorded as a commitment against existing or prospective stock dues or direct deliveries from vendors.

Material Obligation Validation (MOV) Request - Request from an inventory manager or stock point to a requisitioner for a validation of the requirement of unfilled requisitions held as material obligations with outstanding requisitions held by the requisitioner.

Material Obligation Validation (MOV) Response - Reply by a requisitioner to an MOV request advising the requisition holder to continue action to fill material obligation or to cancel all or a portion of material obligation.

Merchant Category Codes - This code is used by the purchase card company to categorize each merchant. The code is determined by the type of business in which the merchant is engaged and the kinds of goods and services provided. The purchase card company assigns each merchant a Merchant Type Code.

Military Standard Requisitioning and Issue Procedures (MILSTRIP) - Used for ordering commodities from the Naval Supply System, other military installations, Defense Logistics Agency and General Services Administration.

National Stock Number (NSN) - A 13 digit number that identifies an asset in the Federal Supply Catalog.  The first 4 digits identify the commodity and the last 9, which is the NIIN, provides specific identification.  On the DD-Form 1348-1/1A, the NSN appears in record position 8-20.

Navy Inventory Control Point (NAVICP) - A component of the Naval Supply Systems Command responsible for weapons systems supply support and inventory management of Navy owned repair parts.  A detachment in Mechanicsburg, PA is responsible for surface and subsurface systems and a detachment in Philadelphia, PA is responsible for aviation systems.  See www.navicp.navy.mil for more information.

Naval Logistics Library (NLL) - Naval Logistics Library (NLL) (specifically .mil access) allows provides electronic versions of various publications, instructions and forms, which may be viewed, printed, downloaded and ordered.  See http://www.nll.navsup.navy.mil/  for more information.
Navy Marine Corps Intranet (NMCI) - Government IT contract for standardization of IT equipment and services throughout the Navy and Marine Corps. See www.nmci.navy.mil for more information.

Navy Supply Systems Command (NAVSUP) - The major Navy systems command responsible for supply support and logistical services.  NAVSUP is responsible for overall management of the Navy field contracting activities. See www.navsup.navy.mil for more information. 

Naval Transportation Support Center (NAVTRANS) - A component of the Naval Supply Systems Command responsible for transportation management of all Navy material.  See http://www.navtrans.navy.mil/portal.html for more information.

Network Activity (NWA) - A number used by SSC SD to report costs expended for accounting purposes in the ERP system  (primarily used by the technical codes).

Not in Stock (NIS) Items - Items not on board when demand occurs.

Off-Site - Area other than normal work area.

One Touch Supply - One-Touch Supply is used to perform supply technical screening, submit requisitions, review requisition status, stock checks and serves as a portal to many other logistic sites. See https://www.onetouch.navy.mil/ for more information.

Open BA - An item identified as being processed for shipment but never processed from the supply system.

Outstanding Requisition - A requisition for which requested material has not been received.

PC Logistics Information Network (PCLINK) - PCLINK is an application that provides direct access to logistic information to all DLA, Government Services Agency (GSA) and NAVICP supply management information systems in order to perform supply management data inquiries. See http://www.dlis.dla.mil/link_use.asp for more information.

Physical Inventory - The act of counting and validating stock on hand.

Plant Property - An asset with a recorded cost equal to or greater than the capitalization threshold established by DoD that meets all capitalization criteria.

Power Track - Electronic system used to reconcile and certify shipment payments.

Priority Designator (PD) - The priority designator (01-15) expresses the relationship between the requisitioners assigned force/activity designator and its selected urgency of need designator, and determines the time frame within which the requisition will be processed.

Procurement Management Reporting System (PMRS) - PMRS is the DON central collection and repository location for the Defense Contract Action Data System prescribed by DFARS 204.670.  

Proof of Delivery (POD) - POD is the documented identification of the person taking custody of material at the time of delivery.  POD is essential for accountability and control, and requires the date of delivery, and either the signature and printed name of the recipient or a verifiable electronic signature which has been approved by the COR for use.

Proof of Receipt (POR) - POR is the documented verification of receipt of material by the service provider.  POR must include the date of receipt and either the legible signature of the recipient or a verifiable electronic signature which has been approved by the COR for use.

Proof of Shipment (POS) - POS is an entry into the applicable supply systems updating date of shipment of material to Off Station Customers. Essential for accountability and control, POS includes the date and shipment mode.

Purchase Card - Card issued to authorized cardholders to make and/or pay for official government purchases.

Purchase Card Account - A unique account set up for each cardholder by the participating agency and the purchase card company.

Purchase Order - when issued by the Government, means an offer by the Government to buy supplies or services, including construction and research and development, upon specified terms and conditions, using simplified acquisition procedures. 

Purchase Requisition or Request (PR) - A Purchase Requisition is used to request the acquisition of goods and 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 can be initiated.

Ready for Issue (RFI) Material - Material or equipment which does not require any rework, replacement or overage parts, or other than routine installation condition verification prior to use.  RFI items are not necessarily new or like new, but are functionally reliable and meet performance specifications.

Receipt - Documented acknowledgement of physical receipt/stowage of material on-site.

Receipt Documents - Documents used to indicate a transaction has taken place, or the material that has been physically acquired through a transaction.

Repairable - A component, module, assembly, subassembly or equipment determined by the inventory manager to be economically repairable when it becomes unserviceable. A repairable is identified as a Mandatory Turn-In Repairable (MTR), which consists of Depot Level Repairable (DLR), Progressive Depot Level Repairable (PDLR), or as Field Level Repairable (FLR). A MTR is identified by Material Control Codes (MCC) E, G, H, Q, or X. An FLR is identified by MCC D. A repairable is sent to a Designated Support Point (DSP)/Designated Overhaul Point (DOP) indicated in FEDLOG for repair or disposed of in accordance with FEDLOG when it cannot be repaired locally.

Report of Discrepancy (ROD) –  ROD’s are used to report shipping or packaging discrepancies attributable to or the responsibility of the shipper (including contractors, manufacturers, or vendors). This form is prepared by the receiving activity.

Required Delivery Date (RDD) - The specific Julian date (other than the priority delivery date) when the requisitioner requires the material.

Requisition - The document submitted to a supply source to obtain material. Requisitions may be transmitted by message, telephone, or radio when time is of the essence. Such requisitions will be relayed in exactly the same coded format as that specified for message requisitions. Written confirmation of receipt of these requisitions is not required and will not be forwarded.

Retrograde Material - DLRs being returned to the Navy supply system for repair.

Safeguarding - Measures and controls that are prescribed to protect classified information. Safeguarding and protection of classified information are synonymous terms.

SAP/R3 - SSC SD version of ERP software that has modules for specific functions such as accounts receivable and payable, materials management, personnel benefits administration, inventory management, and budgeting. 

Service Provider (SP) - A Government or commercial enterprise selected to perform the requirements of this PWS. 

Service Provider Employee - For the purpose of this PWS, the term "SP employee(s)" applies to all SP employees and Sub-contractor employees performing work on this PWS.

Shipment Status - Consists of advice of shipment, including the estimated shipment date or the date shipped, the transportation control number (TCN) or bill of lading number, parcel post registration number, when applicable, the mode of shipment, and the port of embarkation (overseas) or date available for shipment in the United States excluding Alaska and Hawaii.

Shipping Activity - A service/agency activity that originates shipments and plans, assembles, consolidates, documents, and arranges for movement of material.

Status Codes - Two character alphabetic-alphabetic or alphabetic-numeric codes that are used by inventory managers or supply sources to advise the requisitioner, consignee, or designated monitoring activity of the status of requisitions.

Stock Material - Any consumable or repair part, which is stored in a storeroom or space under the control and responsibility of the Retail Supply Activities.

Supply Discrepancy Report (SDR) - Report performed to take corrective action on defective items. The SDR is used for discrepancies attributable to the shipper, and includes overages, shortages, damages, incorrect or non-receipt of material.  A discrepancy report should be prepared for material that cannot be used for its intended purposes.   Standard Form 364 is used to prepare and submit SDRs.

Task Order - means an order for services placed against an established contract or with Government sources. 
Telecommunications - The preparation, transmission, or communication of information by electronic means.

Thirsty Thursday- Thirsty Thursday is the title given to local training courses provided on Thursday afternoons to personnel within the Supply and Contracts Department.  This training is usually provided by personnel with topical expertise from within the department, or by other locally available experts from sources like the Defense Contract Audit Agency, the Defense Contract Management Agency, Department of Labor, etc.

Transportation Discrepancy (TDR) - Report prepared to document any variation in quantity or condition of material received from that shown in the piece count by type of transportation pack on the bill of lading or government transportation document; or material that is delivered without documentation, other deficiencies or discrepancies, improper or inadequate carrier handling, service or repetitive discrepancies by the same carriers are noted.

Unauthorized Disclosure - A communication or physical transfer of classified information to an unauthorized recipient.

Uniform Material Movement and Issue Priority System (UMMIPS) -A performance report which indicates the number and percentage of requisitions introduced into the Supply System by Urgency of Need Designator (UND) since the last report. Its purpose is to show what percentage of an activity's requirements are high priorities versus routine.

Vendor- The source of the products and services purchased with a purchase card and may be a Governmental agency, a required source, a contractor, or a merchant. 

Warrant - An official document (Standard Form 1402) designating an individual as a contracting officer.  The warrant will state the limits of the contracting officer's authority.

Web Customer Account Tracking System (WEBCATS) - An Oracle based Internet DoD software that enables customers to view a wide range of logistics information, primarily from DLA's legacy systems such as SAMMS.

Web Visual Logistics Information Processing System (WEBVLIPS) - is a web based DoD access controlled query system that is useable from any Internet attached PC. Customers can track requisitions from their release into the DoD pipeline, until the materiel is posted to the accountable records at the destination activity.

Work in Process (WIP) – See Contract Tracking System (CTS).

Work Breakdown Structure (WBS) - A number used to report costs expended for accounting purposes in the ERP system  (primarily used by the overhead and support codes).

C-2.2 Acronyms

A-76


Automated Data Processing

AO


Approving Official

ASDP


Abbreviated System Decision Paper

ATAC


Advanced Traceability and Control

BPA


Blanket Purchase Agreement

CA


Commercial Activity

CAGE


Contractor and Government Entity

CASREP

Casualty Report

CLIN


Contract Line Item Number

CNRSW

Commander Navy Region Southwest

CO


Commanding Officer

CONUS

Continental United States

COR


Contracting Officer's Representative

CRLCMP'S

Computer Resources Lifecycle Management Plans

CTS


Contract Tracking System  (also known as WIP/MIS)

DAAADS

Defense Assistance Award Action Data System

DAMES

DAASC Automated Message Exchange System

DCAA


Defense Contract Audit Agency

DCMA

Defense Contract Management Agency

DFARS

Defense Federal Acquisition Regulation Supplement

DFAS


Defense Finance & Accounting Service

DGR


Designated Government Representative

DLR


Depot Level Repairables

DoD


Department of Defense

DoDINST

Department of Defense Instruction

DoN


Department of the Navy

DRMO

Defense Reutilization & Marketing Office

EPA


Environmental Protection Agency

ERP


Enterprise Resource Planning

ETA


Electronic Transportation Acquisition System

FAD


Facilities Access Determination

FAR


Federal Acquisition Regulation

FEDLOG

Federal Logistics Data

FOIA


Freedom of Information Act

FPO


Force Protection Officer

FTE


Full Time Equivalent

GCB


Global Communications Backbone

GFE


Government Furnished Equipment

GFF


Government Furnished Facilities

GFM


Government Furnished Materials

GFP


Government Furnished Property

GFS


Government Furnished Services

GFV


Government Furnished Vehicles

IDTC


Indefinite Delivery-Type Contract

IT


Information Technology

LAN


Local Area Network

LCM


Lifecycle Management

MAC


Move, Add, & Change request

MILSTRIP

Military Standard Requisitioning and Issue Procedures

MIS


Management Information System (also known as CTS/WIP)

MOA


Memorandum of Agreement

MOCAS

Mechanization of Contract Administration Services

MOU


Memorandum of Understanding

MOV


Material Obligation Validations

NAC


National Agency Check

NAVICP

Naval Inventory Control Point

NAVOSH

Naval Occupational Safety and Health

NAVSUPINST 
Navy Supply Systems Command Instruction

NAVSUP

Naval Supply Systems Command

NLT


Not Later Than

NMCI


Navy Marine Corps Intranet

NSN


National Stock Number

OCONUS

Outside the Continental United States

OPNAVINST

Office of Chief of Naval Operations Instruction

OPNAV

Office of Chief of Naval Operations

OPREPS

Operations Readiness Reports

OSHA


Occupational Safety and Health Administration

OTF


One Touch Financial System

PBSA


Performance Based Service Acquisition

PCARSS

Plant Clearance Automated Reutilization Screening Systems

PCO


Procuring Contracting Officer

POD


Proof of Delivery

PO


Purchase Order

POS


Proof of Shipment

PMRS


Procurement Management Reporting System

PR


Purchase Request

PWC


Public Works Center

PWS


Performance Work Statement

QDR


Quality Deficiency Report

RDD


Required Delivery Date

RDO


Regular Day Off

RDT&E

Research, Development, Test & Evaluation

RFI


Ready for Issue

ROB


Receipt on Board

ROD


Report of Discrepancy

SALTS

Streamlined Automated Logistics Transmission System

SAP


Simplified Acquisition Procedures

SAP/R3

Systems Application and Programming Version R3

SDM's


System Decision Memorandum

SDP's


System Decision Papers 

SDR


Supply Discrepancy Reports

SECNAV

Secretary of the Navy

SECNAVINST
Secretary of the Navy Instruction

SME


Subject Matter Expert

SOP


Standard Operating Procedure

SOW


Statement Of Work

SPAWARSYSCOM
Space and Naval Warfare Systems Command

SPAWARSYSCEN
Space And Naval Warfare Systems Center

SSC SD

SPAWAR Systems Center San Diego

TAO


Technical Assistance Office

TCN


Transportation Control Number

TDR


Transportation Discrepancy Reports

UIC


Unit Identification Code

UMMIPS

Uniform Materiel Movement & Issue Priority System

WBS


Work Breakdown Structure

WEBCATS

Web Customer Account Tracking System

WEBVLIPS

Web Visual Logistics Information Processing System

WIP


Work in Progress (also knows as CTS/MIS)

C-3 GOVERNMENT-FURNISHED PROPERTY (GFP) AND SERVICE PROVIDER ACCESS TO GOVERNMENT PROPERTY

C-3.1 Government Furnished Property (GFP)

The Government will furnish to the SP the property as listed in Technical Exhibit 7 (Government Furnished Property).  
C-3.2 SP Access to Government Property

The Government will also make available to the SP access to Government-property as listed in Technical Exhibit 8 (SP Access to Government Property). 

C-3.3 Government Provided Training 

The Government will provide training to the SP as listed in Technical Exhibit 9 (Government Provided Training.)  

C-3.4 Government Vehicles

The SP shall perform daily checks, maintain daily maintenance logs, replenish all fluid levels, and contact the COR prior to delivery and pick up of the vehicles for maintenance/repair.   When applicable, the SP shall complete a report on property damage or motor vehicle mishap and a copy of the report shall be submitted to the COR.  This report shall be provided to the COR within one working day of the mishap, and it shall be reported on either a SP's Report Form or Standard Form (SF) 91A for motor vehicles.  The estimated cost of property or vehicle damages shall be included. The Government, at no cost to the SP, will furnish gasoline, for Government Vehicles identified for use in SP operations in support of this PWS.  Fuel shall be controlled and issued by the SP for use at the existing Government-owned dispensing stations.  The SP shall be responsible for implementing stringent safeguards, controls, and security of Government Furnished fuel pump equipment and fuel cards to prevent pilferage, theft, and abuse of Government Furnished fuels.  
C-3.5 Government Furnished Materials (GFM)   

The Government will 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 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-3.6 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 SD 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-3.7 Government Furnished Information Technology (IT) Support

The Government will provide access to existing IT equipment, software, systems and services for the SP's use, including but not limited 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.  The SP shall be responsible for actions in accordance with manufacturer warranties, initial troubleshooting, reporting of IT problems, exterior cleaning of workstations and printers, and the replacement of printer consumable components (i.e., toner cartridges).  

C-3.7.1 Software

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 SD CDI legacy/NMCI systems, the SP shall be financially responsible for all actions necessary to ensure that SSC SD CDI legacy/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 proposed software must be submitted via the COR for laboratory testing to obtain certification and approval and shall not be implemented until such approval is obtained.  The cost of the certification testing and, if approved, the actual installation of the new software shall be the responsibility of the SP. 

C-3.7.2 Data/System Access

All data generated as a result of work performed for this PWS and system database updates are automatically licensed to the Government for government purpose use as defined by DFARS 252.227-7013.  The SP shall give the COR 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.  

C-3.7.3 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 all applicable instructions regarding the use of electronic mail.  Within 7 days after contract award, the SP shall provide a list of positions requiring electronic mail services to the DGR for approval.  At the post-award conference, SP shall submit a roster of names and other pertinent information as identified by SSC SD for positions approved by the DGR.

C-3.7.4 Navy Marine Corps Intranet (NMCI)

Table 2 below identifies software that is provided as part of the NMCI “Gold Disk” desktop.

	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 SP-2 128bit
	Microsoft

	Virus Protection
	Norton A/V Corp Edition v7.5
	Symantec

	PDF Viewer
	Acrobat Reader v.5.05
	Adobe

	Terminal Emulator – Host

(TN3270, VT100, X-Terminal)
	Reflection 8.0.5 – Web Launch Utility
	WRQ

	Compression Tool
	WinZip v.8.1
	WinZip

	Collaboration Tool
	Net Meeting v3.01 (4.43385)
	Microsoft

	Multi-Media
	Real Player 8 (6.0.9.450)
	Real Networks

	Multi-Media
	Windows Media Player v7.01.00.3055
	Microsoft

	Internet Browser
	Communicator 4.76
	Netscape

	Electronic Records Mgmt
	Trim Context
	Tower

	Plug-ins
	
	

	Web Controls
	Macromedia Shockwave v 8.0
	Macromedia

	Web Controls
	Flash Player 5.0
	Macromedia

	Web Controls
	Apple QuickTime Movie and Audio Viewer 5.0
	Apple

	Web Controls
	IPIX v6.2.0.5
	Internet Pictures

	Security Apps
	
	

	Security
	Intruder Alert v3.6
	Symantec

	Security
	ESM v5.1
	Symantec

	Agents
	
	

	Software Management
	Radia Client Connect v.2.1
	Novadigm

	Inventory, Remote control
	Tivoli TMA v3.71
	IBM/Tivoli

	Remote Connectivity (Notebooks)
	
	

	Dial-up connectivity
	PAL v4.3
	MCI/WorldCom

	VPN
	VPN client v4.1
	Alcatel


Table 2 - Gold Disk Desktop Content

C-3.7.5 CDI or “Legacy” IT System

Table 3 below identifies software that is provided as part of the CDI or “legacy” IT desktop.  Please note that the below list is not as comprehensive as the NMCI list.

	CDI WORKSTATION (V. 5.22)

	WIN-NT version 4.0
	CDI - Operating System

	WIN-XP Pro 2003
	For Scanner Stations and Laptops

	WIN 2000
	NMCI

	VISIO PROFESSIONAL 2000
	CDI/NMCI

	SIMS
	Special Install CDI - Silent Program

	Microsoft PhotoEditor 2000
	CDI/NMCI

	OMNIPAGE version 10
	CDI

	FRONT PAGE 2000
	CDI

	OFFICE PRO 2000
	CDI

	OFFICE PRO XP
	CDI

	WINDOWS XP PRO
	CDI

	Print Key version 5.1
	CDI/NMCI


Table 3- CDI “legacy” Desktop Content

C-4 SERVICE PROVIDER-FURNISHED ITEMS AND SUPPLIES

The 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. 

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 Technical Exhibit 05) Specific Tasks, the SP shall also include after-hours phone numbers (Existing Reports Listing Technical Exhibit 12).  The SP shall update the Employee Roster, as required.  The SP shall also identify individual employees identified as performing essential services Technical Exhibit 05 (Essential Services during Base Closure).  

C-5.1 Contract Support

The SP shall perform tasks related to contract support including 1.) Contracts Purchase Requisition Receipt Functions, 2.) Contracts File Management, 3.) Contracting Action Reporting, 4.) Purchase Card Support, 5.) Freedom Of Information Act Support (FOIA), and 6.) Required Reports.  

C-5.1.1 Contracts Purchase Requisition Receipt Functions

C-5.1.1.1 Assign schedule, task order, modification numbers

The SP shall receive and process new procurement documents via SSC SD Enterprise Resource Planning (ERP) Systems Application and Programming (SAP/R3) into the Contract Tracking System (CTS).  CTS is also commonly referred to as the Work In Progress (WIP)/Management Information System (MIS).  Support of this task shall include utilizing and updating the SAP/R3 and CTS systems.

The SP shall receive new procurement requests and assign the appropriate contract, schedule, task order or modification numbers in accordance with the procedures stated in the Contracts Purchase Requisition Receipt Functions Standard Operating Procedures (SOP).  New procurement requests include new pre-awards, C & D contracts, assistance awards, cooperative agreements, delivery orders, task orders, Blanket Purchase Agreements (BPAs), grants, cooperative agreements, Purchase Orders (POs) and modifications.  The SP shall manage and maintain contract-numbering system in accordance with the procedures stated in the Contracts Purchase Requisition Receipt Functions SOP.

The SP shall review the documentation to determine if it is in compliance with the requirements stated in the Contracts Purchase Requisition Receipt Functions SOP.  For documents that arrive with missing/incorrect documentation (i.e. no SOW, signed Delivery Order compliance form, DD254s, etc) the SP shall return the document to the applicable Technical Code for correction.   

Upon completion of the updates to CTS and SAP R/3 the SP shall distribute copies of the package to the appropriate contracts team for further review.  For contracts with a classification requirement, the SP shall also forward the contract documentation to the SSC SD Security Contracting Officer Representative for review and approval.  

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

	# of New Procurements Entered
	Annually
	Occurrence(s)
	434
	434
	434
	434
	434

	Performance Standard
	Guidance and Regulations

	Process within 1 workday from date of last ERP approval level release. 
	Contracts Purchase Requisition Receipt Functions SOP

DFARS 204.70


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

	#  of Task Orders Entered
	Annually
	Occurrence(s)
	2,150
	2,150
	2,150
	2,150
	2,150

	Performance Standard
	Guidance and Regulations

	Process within 1 workday from date of last ERP approval level release. 
	Contracts Purchase Requisition Receipt Functions SOP

DFARS 204.70


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

	# of Modifications Entered
	Annually
	Occurrence(s)
	1,120
	1,120
	1,120
	1,120
	1,120

	Performance Standard
	Guidance and Regulations

	Process within 1 workday from date of last ERP approval level release. 
	Contracts Purchase Requisition Receipt Functions SOP

DFARS 204.70


C-5.1.2 Contracts File Management

The SP shall perform tasks related to contracts file management.  Support of this task shall include 1.) Developing a Transition Plan, 2.) Scanning Contract Files into ApplicationXtender (AE 3.) Managing the Contracts File Room.

C-5.1.2.1 Contracts File Management Transition (Option Task)

The SP shall perform to the approved Contracts File Management Transition Plan to convert the hard copy contracts files maintained in the File Room to electronic format by the end of the fifth period of performance for this PWS.  There are approximately 15,000 contract files that have to be converted from hard copy to electronic format.  The SP shall utilize the Government Furnished software ApplicationXtender (AE) to complete this task.  At a minimum, the SP's Contracts File Management Transition shall:  

· Convert Contract Files from hardcopy to electronic format.

· Incorporate/utilize SSC SD Indexing Structure as identified in Technical Exhibit 10 (SSC SD Index Structure) to scan and save files.

· Perform the necessary work plans, programs and procedures.

· Ensure all files are easily accessible and readable.

· Maintain accountability for all files. 

· Limit access to sensitive or classified information.

· Comply with records storage requirements as indicated in SECNAVINST 5212.5D and www.archives.gov 

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

	# of Contracts File Management Transition Plans
	Annually
	Occurrence(s)
	1
	0
	0
	0
	0

	Performance Standard
	Guidance and Regulations

	Contracts File Management Transition Plan to be submitted to the Government for use in evaluation of the SP’s proposal.  SP’s Contracts File Management Transition Plan shall address all of the factors and requirements listed above. 
	SSC SD Index Structure (TE 10)

SECNAVINST 5212.5D

www.archives.gov 


C-5.1.2.2 Scan Active Contracts Files and Documents

The SP shall receive and scan procurement documents and invoices into AE.  The SP shall review contractual documents to ensure the files are indexed, scanned and saved properly.  The SP shall file documents according to the established SPAWAR naming and indexing conventions as identified in Technical Exhibit 10 (SSC SD Index Structure).  The workload provided is based upon historical data for how many pages were scanned into AE in fiscal year 2002.  The workload in this section of the PWS will increase or decrease across the performance periods based upon the SP's approach developed in PWS Section C-5.1.2.1 Develop Contracts File Management Transition Plan.

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

	# of Pages Scanned into AE
	Annually
	Occurrence(s)
	87,661
	87,661
	87,661
	87,661
	87,661

	Performance Standard
	Guidance and Regulations

	All data scanned in conforms to SPAWAR index structure.

Each document is tagged with the correct index number.

75% of documents scanned into AE within 3 days of receipt.

100% of documents scanned into AE within 5 days of receipt.

Purge files from electronic storage in accordance with records retention requirements specified in SECNAVINST 5215.5D.
	SSC SD Index Structure (TE 10)

www.archives.gov
SECNAVINST 5212.5D 


C-5.1.2.3 Maintain Current Active Contracts File Room

The SP shall maintain contract folders for the SSC SD contract specialists.  These files shall include but will not be limited to Contracts (Vol. I, Vol. II, Vol. III, and Accordion), General Services Administration (GSA)/Federal Supply Schedule (FSS) orders, Cooperative Research and Development Agreements (CRADAs), Delivery Orders, Task Orders, Blanket Purchase Agreements (BPAs), Grants and Loan Agreements, Cooperative Agreements, Simplified Acquisition hard copy documents and other reports.  The SP shall maintain, store and distribute contract folders.  Support of this task shall include receiving loose file documents from SSC SD contract specialists and inserting the documents into the appropriate contract folder and indexing as indicated by the contract specialist. 

Support of this task will include tracking the contract folders that are checked out to customers.  The SP shall maintain and provide empty contract folders, accordion files and delivery order folders as requested by SSC SD Contracting Office personnel.  The SP shall maintain a stock of required folders and files and submit requests for replenishment of the stock to the Designated Government Representative (DGR) for approval and procurement as required.  The Contracts File Room will make files available to SSC SD Customers daily from 0630-1700 with the exception of weekends and federal holidays.  Support provided shall include redistributing files to maximize efficient storage of contract folders in the space provided.  

The SP shall maintain classified or sensitive contract files in accordance with the Navy Records Management Program.  The SP shall provide security of classified documents in accordance with Office of Chief of Naval Personnel (OPNAV) Instruction 5510.60L, and DoD 5200.1-R, Ch. 5-7 and DoD 5220.22-M, Ch. 5.  The Government shall provide access to a safe for maintaining classified and sensitive files as indicated in TE 7 (Government Furnished Property).  

The SP shall retain files in accordance with SECNAVINST 5212.5D and arrange for the destruction or shipment of files to Regional Repositories as required.  The workload provided is based upon historical data for fiscal year 2002.  The workload for the file room will decrease across the performance periods based upon the SP's approach developed in PWS Section C-5.1.2.1 Develop Contracts File Management Transition Plan.

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

	# of Files Checked In
	Annually
	Occurrence(s)
	9,565
	9,565
	9,565
	9,565
	9,565

	Performance Standard
	Guidance and Regulations

	All contract files received filed within 4 hours of receipt.
	www.archives.gov
SECNAVINST 5212.5D


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

	# of Files Checked Out
	Annually
	Occurrence(s)
	5,163
	5,163
	5,163
	5,163
	5,163

	Performance Standard
	Guidance and Regulations

	All contract files provided upon request.
	www.archives.gov
SECNAVINST 5212.5D


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

	# of Folders Provided
	Annually
	Occurrence(s)
	2,111
	2,111
	2,111
	2,111
	2,111

	Performance Standard
	Guidance and Regulations

	Provide properly prepared and indexed contract file folders within 4 hours of receiving the request.
	


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

	# of Loose Documents Filed
	Annually
	Occurrence(s)
	24,627
	24,627
	24,627
	24,627
	24,627

	Performance Standard
	Guidance and Regulations

	File and index all loose contracting documents within 4 hours of receipt.
	www.archives.gov
SECNAVINST 5212.5D


C-5.1.3 Contracting Action Reporting

The SP shall perform tasks related to contracting action reporting.  Support of this task shall include 1.) Processing Individual Contracting Action Reports (DD Form 350s), 2.) Process DoD Assistance Award Action Report (DD Form 2566), 3.) Process Monthly Summary of Contracting Actions (DD Form 1057), and 4.) Process Transactions for Contracting Actions over $500,000 (DD Form 1547). 

It is noted that the Federal Procurement Data System-Next Generation (FPDS-NG) officially stood up on October 1, 2003.  During fiscal year 2004 DoD and Navy will transition from the Federal Procurement Data System-Next Generation (FPDS), Defense Contract Action Data System (DCADS), and Navy Procurement Management Reporting System (PMRS) to the FPDS-NG. Transition to this system will require reengineering several of the DoD and DoN business processes affecting the way DoN currently collects and reports its contract actions via DD350 reporting.  Prior to October1, 2004 all FPDS-NG feeder systems will be retired, to include the PMRS and DCADS. During fiscal year 2003 DoN contract writing systems will begin the process of integrating contract award data from its contract writing systems directly into the Federal FPDS-NG system. As a result of this change it is anticipated that this portion of the PWS will be updated as more information becomes available to SSC SD.

C-5.1.3.1 Process Individual Contracting Action Reports (DD Form 350s)

The SP shall receive and record DD Form 350s into the Procurement Management Reporting System (PMRS).  Support shall include entering DD Form 350 data into a web-based format.  For DD Form 350s that fail to pass PMRS error edits, the SP shall coordinate with the applicable contract negotiator to ascertain the correct information.  Upon receipt of corrected information, the SP shall correct any missing or inaccurate information in PMRS.    

On a monthly basis the SP shall compare DD Form 350s against the Work In Progress (WIP) reports to verify the amount obligated in each system agrees, that all blocks are accurate and complete, and that all DD Form 350s have been received and input.  Additional support shall include correcting OSD error listings each month and providing a written explanation of the errors to the COR.  Support provided shall include contacting the appropriate contractor's to correct errors on the OSD listing that only the applicable contractor can correct.

Access to the PMRS shall require SP employees to have an approved Systems Access Authorization Request (SAAR Form 41) on file. This requirement is in accordance with DFARS 215.404-76.  The SP shall complete the SAAR form and submit it to the DGR for approval.  The DGR will coordinate the completion of the submission with local security and Defense Information Systems Agency (DISA). 

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

	# of  DD 350s Input 
	Annually
	Occurrence(s)
	2,679
	2,679
	2,679
	2,679
	2,679

	Performance Standard
	Guidance and Regulations

	DD 350s input within 3 days after receipt from contract specialist.  All DD 350s shall be entered and errors cleared prior to monthly closeout.
	DFARS 252.204-79

DFARS 215.404-76


C-5.1.3.2 Process DoD Assistance Award Action Reports (DD Form 2566)

The SP shall receive DD Form 2566s from contract negotiators and record data into Defense Assistance Award Action Data System (DAAADS).  Support shall include entering DD Form 2566 data into a web-based format.  For DD Form 2566s that fail to pass DAAADS error edits, the SP will coordinate with the applicable contract negotiator to ascertain the correct information.  Upon receipt of the correct information, the SP shall correct any missing or inaccurate information in DAAADS.    

On a monthly basis the SP shall compare DD Form 2566s against the WIP reports to verify the amount obligated is correct, that all blocks are accurate and complete, and that all DD Form 2566s have been received and input.  

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

	# of DD 2566s Input 
	Annually
	Occurrence(s)
	162
	162
	162
	162
	162

	
	Guidance and Regulations

	DD 2566s input within 3 days after award.  All 2566s must be input and erroneous entries must be corrected prior to monthly closeout.  
	DoD 3210-6-R, Part 21, Section 21.110 (b)(2)(i) and CSOP No. 105


C-5.1.3.3 Process Monthly Summary of Contracting Actions Report (DD Form 1057)

The SP shall research and prepare the Monthly Summary of Contracting Actions Report (DD Form 1057) for SSC SD utilizing PMRS.  The SP shall utilize PMRS to input information for the DD Form 1057.  The SP shall research and summarize all contracting actions and the dollar amounts utilizing CTS and ERP.  

Access to the PMRS shall require SP employees to have an approved Systems Access Authorization Request (SAAR Form 41) on file. This requirement is in accordance with DFARS 215.404-76.  The SP shall complete the SAAR form and submit it to the DGR for approval.  The DGR will coordinate the completion of the submission with local security and Defense Information Systems Agency (DISA). 

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

	# of DD 1057s Prepared
	Annually
	Occurrence(s)
	12
	12
	12
	12
	12

	Performance Standard
	Guidance and Regulations

	All DD 1057 input performed and errors corrected in PMRS prior to monthly closeout.
	DFARS 253.204-71

DFARS 215.404-76


C-5.1.3.4 Process Contracting Actions over $500,000 Report (DD Form 1547)

The SP shall receive DD Form 1547s from contract specialist and record data into PMRS.  The SP shall run a monthly report that summarizes the number of DD Form 1547s that were prepared sorted by purchasing office and code.  The SP shall provide the report to the DGR in accordance with the requirements stated in Technical Exhibit 12 (Existing Reports Listing).  

Access to the PMRS shall require SP employees to have an approved Systems Access Authorization Request (SAAR Form 41) on file. This requirement is in accordance with DFARS 215.404-76.  The SP shall complete the SAAR form and submit it to the DGR for approval.  The DGR will coordinate the completion of the submission with local security and Defense Information Systems Agency (DISA). 

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

	# of DD 1547s Input
	Annually
	Occurrence(s)
	12
	12
	12
	12
	12

	Performance Standard
	Guidance and Regulations

	All DD 1547 input performed and errors corrected in PMRS prior to monthly closeout.
	DFARS 253.204-71

DFARS 215.404-76


C-5.1.4 Purchase Card Support

 The SP shall assist the SSC SD Purchase Card Agency Program Coordinator (APC) with the monitoring and management of the SSC SD Purchase Card program.  Support shall include 1.) Account Establishment, 2.) Monitor Purchase Card Program, 3.) Account Maintenance, 4.) Provide Training on Purchase Card Rules and Regulations, and 5.) Respond to Cardholder and Approving Official  (AO) Inquiries.

C-5.1.4.1 Account Establishment

The SP shall receive and prepare nomination requests for new AOs and Cardholders for SSC SD.  Support of this task will include preparing Warrants, Cardholder and AO appointment letters and new account paperwork for prospective Cardholder and AOs.  The SP shall ensure Cardholders and AOs receive initial training as identified in PWS Section C-5.1.4.4 and Technical Exhibit 11 (Service Provider Conducted Training).  The SP shall prepare a file for each nominee, which includes account set up forms, and letters of delegation for AOs and Cardholders and copies of required training certificates.  The SP shall submit all Warrants, Letters of Appointment (LOA) and nomination forms to the APC for approval.  

Support of this task shall also include the preparation of signature card forms (DD Form 577) for AOs.  The SP shall submit all account establishment forms to the SSC SD Purchase Card APC for approval prior to APC's entry into the Citibank Database.    The SP shall review initial authorization requirements for single transaction and monthly purchase limits with relevant information to substantiate requirements to the APC who will make the final approval decision.    The SP shall ensure the total number of SSC SD Cardholders does not exceed 300 without prior approval of the APC.

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

	# of  Warrants Prepared
	Annually
	Occurrence(s)
	316
	316
	316
	316
	316

	Performance Standard
	Guidance and Regulations

	Warrants prepared within 5 days of successful completion of training. 


	DoNEBUSOPSOFFINST4200.1A Chaps.1&3

SSCSDINST 7300.1


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

	# of  Letters Of Appointment Prepared
	Annually
	Occurrence(s)
	143
	143
	143
	143
	143

	Performance Standard
	Guidance and Regulations

	Letters Of Appointment prepared within 5 days of successful completion of training.
	DoNEBUSOPSOFFINST4200.1A Chaps.1&3

SSCSDINST 7300.1 


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

	# of New Approving Official Accounts Prepared
	Annually
	Occurrence(s)
	53
	53
	53
	53
	53

	Performance Standard
	Guidance and Regulations

	Prepare and submit request to the APC  for approval within 5 days of successful completion of training 
	DoNEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1 


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

	# of New Cardholder Account Nomination forms Reviewed 
	Annually
	Occurrence(s)
	90
	90
	90
	90
	90

	Performance Standard
	Guidance and Regulations

	Review and prepare file for new account nomination forms within 3 days of receipt of request.
	DoNEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1


C-5.1.4.2 Monitor Purchase Card Program

The SP shall assist the SSC SD APC with the monitoring and auditing of the SSC SD Purchase Card program.  Support shall include 1.) Conduct Monthly Purchase Card Reviews, 2.) Perform Purchase Card Audits.

SSC SD currently has 187 cardholders in its purchase card program and has the potential to increase to 300 total cardholders.  

C-5.1.4.2.1 Conduct Monthly Purchase Card Reviews

The SP shall perform a review of 100% of all purchase card transactions under the SSC SD APC cognizance for the previous month to ensure they are in compliance with the DoD and DoN guidance.  The SP shall receive and review monthly Ad Hoc downloaded reports from the CitiDirect Purchase Card Program from the APC to target the critical elements identified in DoNEBUSOPSOFFINST 4200.1A Chapter 4.  Upon discovery of suspicious activity the SP shall follow the procedures as identified in DoNEBUSOPSOFFINST 4200.1A.  The SP shall track all critical element deficiencies by individual and type of deficiency.  Deficiencies and related disciplinary/corrective action shall be recorded in the Purchase Card Access database and also in the individual AO and Cardholder file.  

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

	# of Transactions Monitored
	 Annually
	Occurrence(s)
	23,000 
	23,000 
	23,000 
	23,000 
	23,000 

	Performance Standard
	Guidance and Regulations

	Review 100% of all cardholder transactions monthly and notify the APC and Alternate APC within 2 business days of identification of any suspected critical element deficiencies.
	DONEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1


C-5.1.4.2.2 Perform Purchase Card Audits

In addition to the review of 100% of all purchase card transactions as identified in PWS Section C-5.1.4.2.1, the SP shall perform complete monthly audits on 40% of all monthly cardholder transactions for the review cycle. A random selection tool shall be utilized to determine the transactions that will be audited.  The SP shall perform these random audits in accordance with the SSCSDINST 7300.1and DONEBUSOPSINST 4200.1A Chapter 2.  The SP shall receive the CitiDirect monthly transaction report from the APC to initiate the audit.  Support of this task shall include utilizing ERP to review: the purchase request process, compliance with all applicable guidance including SSCSDINST 7300.1 and deficiencies listed in the Purchase Card Access database.  In addition to the complete review of 40% of the randomly selected transaction, the SP shall perform a complete audit of 100% of all new cardholder accounts for 6 months from the time they become active.  The results of the audit for each transaction will be recorded in the Purchase Card Access database.  Upon completion of these reviews,  a report from the Purchase Card Access Database identifying all SSC SD Purchase Card deficiencies shall be generated and forwarded to the APC.

The SP shall provide support for all external Purchase Card Audits/Reviews, General Accounting Office inquiries and other Purchase Card Support as identified by the APC.  

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

	# of Purchase Card transactions Audited
	Annually
	Occurrence(s)
	9,200
	9,200
	9,200
	9,200
	9,200

	Performance Standard
	Guidance and Regulations

	Begin audit within 15 calendar days of billing cycle completion.  Complete audit and submit audit results report to the APC within 30 calendar days of cycle completion.
	DONEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1 


C-5.1.4.3 Support for Purchase Card Maintenance

The SP shall assist the SSC SD APC and/or Alternate APC in account maintenance in account changes, review of inactive accounts, review of activity on accounts and closing of accounts.  The SP shall establish and maintain an individual file for each AO and Cardholder.  Individual files will be maintained for the duration the AO and Cardholder serves in that capacity and for 3 years after they complete their duties.  Each individual file will contain records/documentation in accordance with DONEBUSOPSOFFINST 4200.1A Chapter 3.

C-5.1.4.3.1 Account Changes

The SP shall receive written or email requests from SSC SD Supervisors to update the limits for their AOs or Cardholders.  The SP shall review reports provided by the APC or alternate APC for single and monthly purchase limits and forward recommended changes to the APC.  Support shall include reviewing existing Cardholder and AO history in the SSC SD Purchase Card Access Database and in reports downloaded by the APC and/or Alternate APC from the CitiDirect Purchase card Program to determine and recommend modifications to single and monthly purchase card limits to the APC.  The SP shall prepare recommendations for updates and modifications to account hierarchy, addresses, Transaction Types and Merchant Category Codes for each Cardholder and AO and submit the recommendations to the APC for review and approval.  All recommended changes will be supported by relevant documentation.

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

	# of Account Changes Prepared
	Annually
	Occurrence(s)
	180
	180
	180
	180
	180

	Performance Standard
	Guidance and Regulations

	Prepare account changes paperwork within 3 days of request and submit to the APC for approval.
	DONEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1


C-5.1.4.3.2 Cancel/Suspend Accounts

The SP shall prepare paperwork required for AO and Cardholder account cancellation or suspension.  Support of this task shall include identifying Cardholder and AO accounts that require cancellation prior to the date of transfer, retirement or termination which shall be supported by relevant supporting documentation.  The SP shall review the downloaded reports provided by the APC and follow up with each Cardholder and/or AO to ensure that all transactions and payments have cleared for the account prior to their official detachment date and before making the recommendation to close the account to the APC.  Support of this task will include comparing the entire cardholder listing against the SSC SD official personnel roster and recommend closing any cardholder accounts that cannot be verified with the personnel office. The SP shall prepare and submit recommendations to the APC to cancel cards in accordance with DONEBUSOPSOFFINST 4200.1A.  The SP shall process requests as requested by the APC in the SSC SD Purchase Card Access Database to suspend or cancel AO or Cardholder privileges for those who abuse their cardholder responsibilities or prescribed spending limits and file backup documentation.  The SP shall ensure that all cancelled cards are destroyed and document that all files are updated accordingly.  The SP shall notify the APC of any cards that are reported lost or stolen.

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

	# of Card Cancellations Prepared
	Annually
	Occurrence(s)
	252
	252
	252
	252
	252

	Performance Standard
	Guidance and Regulations

	The SP shall prepare requests to cancel lost/stolen cards immediately upon notification and submit to the APC for action.  Prepare requests to cancel/suspend Cardholder and Approving Official accounts at least 30 days prior to projected date of transfer, retirement or termination.  Prepare paperwork for all other cancellations/suspensions within 3 days of receipt of request.
	DONEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1 


C-5.1.4.3.3 Monthly Review of Inactive Accounts

The SP shall conduct a monthly review of accounts, using the SSC SD Purchase Card Access Program and CitiDirect reports that are downloaded by the APC and/or alternate APC, that remain inactive for a six month period or are being used on average less than 3 times in 6 months, the SP shall notify the Cardholders, AO and APC that they recommend the account be closed.  The SP shall follow-up on each notification and forward responses to the APC and Alternate APC.   All recommendation for changes shall be accompanied by relevant supporting documentation.  

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

	# of Inactive Accounts Reviewed
	Annually
	Occurrence(s)
	187
	187
	187
	187
	187

	Performance Standard
	Guidance and Regulations

	Conduct monthly review on inactive/low usage accounts.  Provide recommendations for accounts to be closed to the APC and AO.  
	DONEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1 


C-5.1.4.4 Provide Training on Purchase Card Rules and Regulations

The SP shall provide purchase card training to all SSC Purchase Cardholders and AOs.  Mandatory initial and refresher training is available online, the SP provided training shall cover activity specific SSC SD Internal Operating Procedures (IOP).  The SP shall be required to be familiar with DoD and DoN Purchase Card and Simplified Acquisition regulations in addition to local SSC SD policies and requirements.  Support of this training requirement shall include providing training to other SSC sites to include but not limited to Hawaii, Guam, Japan, Norfolk, Washington D.C. and Philadelphia.  Technical Exhibit 11 (SP Conducted Training) provides additional information in regard to the purchase card training the SP shall provide to SSC Cardholders and AOs.  The SP shall submit requests for travel to the Agency Program Coordinator for approval and submit requests for reimbursement for travel to the APC within 5 days of completion of travel.

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

	# of Purchase Card Training Sessions Conducted
	Annually
	Occurrence(s)
	24
	24
	24
	24
	24

	Performance Standard
	Guidance and Regulations

	All prospective cardholders identified will receive initial training within 30 days of request.  Initial training sessions shall last no longer than 8 hours.

The SP shall ensure all purchase cardholders and AOs receive required refresher training at least every two years.  Refresher training on the IOP shall last no longer than 4 hours.  
	DoNEBUSOPSOFFINST 4200.1A

SSCSDINST 7300.1 


C-5.1.4.5 Respond to Cardholder and AO inquiries

The SP shall receive and respond to SSC Purchase Card AO and Cardholder inquiries.  The SP shall be required to be familiar with DoD and DoN Purchase Card and Simplified Acquisition regulations in addition to local SSC SD policies and requirements.

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

	# of Purchase Card Inquiries Responded To
	Annually
	Occurrence(s)
	8,320
	8,320
	8,320
	8,320
	8,320

	Performance Standard
	Guidance and Regulations

	Respond to inquiries within 1  business day  of receipt of request.  
	DoNEBUSOPSOFFINST 4200.1 ,IOP, FAR, DFARS,  etc.




C-5.1.5 Freedom of Information Act (FOIA) Support

The SP shall receive Freedom Of Information Act (FOIA) requests from the SSC SD FOIA Coordinator, Code 2001.  The SP shall conduct basic redaction of non-releasable information, based on FOIA exemptions, as set forth in SECNAVINST 5720.42F and SPAWARINST 5720.3C.  This tasking includes locating the contract files in question and forwarding them to the SSC SD FOIA Coordinator.  The SSC SD FOIA Coordinator will provide basic redaction guidance to the SP.  The FOIA Coordinator will perform final redaction and processing.  

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

	# of FOIA Requests Processed
	Annually
	Occurrence(s)
	225
	225
	225
	225
	225

	Performance Standard
	Guidance and Regulations

	Provide 90% of basic redacted documentation to the office of the FOIA Coordinator within 7 days of receipt of request.  
	SECNAVINST 5720.42F 

SPAWARINST 5720.3C

www.foia.navy.mil


C-5.1.6 Required Reports

The SP shall furnish all recurring reports and information as specified in the Technical Exhibit 12 (Existing Reports Listing).   Technical Exhibit 12 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 following business day.

C-5.2 Web Administration Management Support

C-5.2.1 Maintain and Develop SSC SD Supply and Contracts Department Web Pages

The SP shall develop, modify and delete SSC SD Supply and Contracts Department web pages on the SSC SD external Internet and internal Intranet sites as approved by the DGR.  The SP shall receive web page content and design recommendations from the DGR.  The SP shall design, modify and post web pages using Microsoft Front Page, Hyper Text Markup Language (HTML), File Transfer Protocol or equivalent software/programs.  Support shall include maintaining the web pages in accordance with DoD, DoN, and SSC SD guidance and instructions.  

The SP shall be required to maintain backup documentation to include an electronic record of all web pages and changes made for a minimum of two years.  The SP shall be responsible for maintaining and updating approximately 30 web pages on the SSC SD Internet site and 100 pages on the SSC SD Intranet site.  Support of this task will include ensuring all SSC SD Supply and Contracts Department web page links are functioning and up-to-date.   The SP shall update and maintain the Supply and Contracts Department information on the SSC SD Supply and Contracts Department Web drive(s).  Support shall include filing and deleting data as directed by the DGR.  The SP shall be required to make the most efficient use of space on these drives in order to minimize NMCI costs for utilizing disk space.     

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

	# of Web Page Additions,  Modifications and Deletions
	Annually
	Occurrence(s)
	3,453
	3,453
	3,453
	3,453
	3,453

	Performance Standard
	Guidance and Regulations

	Respond to DGR within 1 day of receipt of request to identify requirements and establish completion dates.  Ensure that no more than 5% of tasks are overdue.  Ensure that all documents are written in the approved format and meet the requirements of applicable local, SPAWAR, Navy, DoD and Federal rules and regulations.  Minimum standard of performance is no more than one substantiated instance of failure to meet completion date due to fault of the SP, no more than one customer complaint per month and/or no more than on customer report of unacceptable performance on the annual customer survey.   
	SPAWAR Web Policy and Guidelines

SECNAVINST 5720.47

SSCSDINST 5270.1

SPAWARINST 5720.4 Chg 1


C-5.3 Supply Support

The SP shall serve as the Command central focal point for both internal/external SSC SD MILSTRIP customer requirements and is the initial point of contract for Defense Supply System inquiries.  Support shall include 1.) Requisition Support, 2.) Repairables/Carcass Management, 3.) Coordinate Special Material (Precious Metals), 4.) Receipts Processing, 5.) Process Discrepancy Reports, 6.) Perform Investigations on Push Material, 7.) Delivery Service, and 8.) Track SSC SD Loaned Material and Equipment.      

C-5.3.1 Requisition Support

The SP shall perform tasks related to providing customer service by receiving and processing SSC SD MILSTRIP customer requests for consumable material and repairable equipment.  Support provided shall include 1.) Edit MILSTRIP Requisitions, 2.) Process Defense Reutilization Marketing Office (DRMO) Requisitions, 3.) Process Urgent Requirement Walk Through Requisitions, and 4.) Process Material Obligation Validations (MOVs). 

C-5.3.1.1 Edit MILSTRIP Requisitions

The SP shall perform quality assurance reviews on customer MILSTRIP requests for materials and services to include receiving requests, reviewing, working exceptions, and processing the requirements.  Support provided shall include receiving MILSTRIP requisitions via ERP from SSC SD Technical Codes and screening the requirements to ensure they submitted in accordance with the requirements stated in DoD 4000.25-1-M Chapters 2 and 4, NAVSUP Publication 485, Volume III Chapters 2, 3 and 6 and OPNAVINST 4614.1F.  The SP shall edit the requisitions to ensure they are in compliance with the listed regulations.  The SP shall approve and submit the requisitions via ERP to the appropriate supply source to obtain the material.  

The SP shall provide customers with telephone support during normal business hours for stock availability, requisition status, shipping and miscellaneous information.  The SP shall receive a MILSTRIP Requisition Status Report from SSC SD Supply Department.  The SP shall utilize the MILSTRIP Requisition Status Report to manage the order, follow up on back orders and expedite material that has a priority designator of 01 thru 07.  The SP will further process follow-ups, as required for orders that have passed their Estimated Delivery Date (EDD) or if the end users urgency for the material increases. Support shall include submitting a material receipt transaction report to the distribution activity via DAASC Automated Message Exchange System (DAMES).  The SP shall notify SSC Technical Code personnel of any price changes and respond to all NAVICP inquiries.

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

	# of MILSTRIP Requisitions Edited
	Annually
	Occurrence(s)
	6,531
	6,531
	6,531
	6,531
	6,531

	Performance Standard
	Guidance and Regulations

	Technically screen and submit all requisitions within 1 day of receipt. 
	NAVSUP Publication 485, Vol. III, Chps. 2, 3, 6, & 8

OPNAVINST 4614.1F

OPNAVINST 4790.2H, Vol. I, Ch. 18

DOD 4000.25.1-M, Chps. 2 & 4

NAVSUP Publication 485 Vol III  Para 03100.b.(5).(6)

NRAD INST 4614.1


C-5.3.1.2 Process Defense Reutilization Marketing Office (DRMO) Requisitions

The SP shall receive and process SSC Technical Code requests for DRMO material.  Support provided shall include screening the GSA DRMO Web Page (http://www.drms.dla.mil) in accordance with DRMS I 4160.14 Vol. III, Chapters 2 and 4.  The SP shall flag the required material and obtain a GSA Faxed Material Request Application.  Upon receipt of GSA Faxed Material Request Application, the SP shall review the NSN and quantity information for accuracy, obtain approval to order the material from the SSC SD Accountable Property Officer and fax the request to GSA for issue. 

For local DRMO screening and selection, the SP shall prepare a DD1348-1A (or request via web), and submit the DD1348-1A to the DGR for authorization and signature.  Upon receipt of approval the SP shall provide the completed DD1348-1A to the customer for pick up.  The SP shall maintain a copy of the completed DD1348-1A (or web request) on file.

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

	# of DRMO Requisitions 
	Annually
	Occurrence(s)
	34
	34
	34
	34
	34

	Performance Standard
	Guidance and Regulations

	Submit DRMO Requisition with 4 hours of receipt of request from customer.
	DoD 4160.21M

DRMS I 4160.14Vol. III, Supplement 4. Chp 1. Para. 3

DRMS I 4160.14 Vol. III, Chps 2, 4 &5


C-5.3.1.3 Process Urgent Requirement Walk Thru Requisitions

The SP shall receive and process urgent customer MILSTRIP requisitions.  The SP shall intervene with normal supply systems process to support the expediting of available emergent customer requirements.  Support provided shall include generating  the required action in ERP and preparing a DD1348-1A requisition form for walk thrus in accordance with NAVSUP Publication 485, Volume III, Chapter 3 and DoD 4000.25-1-M, Chapter 3.    

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

	# of Walk Thrus
	Annually
	Occurrence(s)
	24
	24
	24
	24
	24

	Performance Standard
	Guidance and Regulations

	Process and submit all walk thrus within 2 hours of receipt. 
	OPNAVINST 4614.1F

OPNAVINST 4790.2H, Vol. I, Chap. 18

NAVSUP  P485 Vol III  Chp. 3

DOD 4000.25-1-M, Chp. 3

NRAD INST 4614.1


C-5.3.1.4 Process Material Obligation Validations (MOV's)

The SP shall process MOV's to include a quarterly listing, coordinating customer validation, and submitting responses.  The SP shall follow the procedures for the requisitioner's action on MOV requests in accordance with the NAVSUP Publication 485, Volume III, Chapter 3, paragraphs 03400 through 03495 and 08389.

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

	# of MOV’s Performed 
	Annually
	Occurrence(s)
	607
	607
	607
	607
	607

	Performance Standard
	Guidance and Regulations

	Process or validate customer receipts NLT 5 days following receipt of MOV.  
	NAVSUP Publication 485, Vol. III, Chps. 3, 8 


C-5.3.2 Repairables/Carcass Management

The SP shall provide carcass management support by tracking and investigating the status of carcass turn-ins for work associated with SSC SD Technicians and other SSC detachments.  The SP shall perform repairables/carcass management and tracking functions in accordance with NAVSUP Publication 485, Volume III, Chapters 7 and 8.  Support of this task shall include receiving and filing signed Advanced Traceability and Control (ATAC) Depot Level Repairables (DLR) turn-in documents from SSC Old Town Excess Center.  The SP shall monitor and respond to NAVICP Mechanicsburg carcass tracking inquiries that identify a turn in was not made and research SSC SD carcass turn-in documents and files to determine the status of the turn-in.  If documentation of the carcass turn-in can not be found, the SP shall contact the applicable technical code to obtain proof of the turn-in or request that the technical code turn the item in if it is still on hand.  Support of this task shall require the SP to interface with SSC technicians, the SSC SD Excessing facility, Navy Inventory Control Point (NAVICP), ATAC facilities and fleet activities to ascertain final status of carcass turn-ins.  For items where proof of turn-in is available, the SP shall prepare the appropriate response to NAVICP to update the status of the turn-in.  

The SP shall respond to requests from SSC financial personnel and technical codes to assist in researching the status on questionable billings for carcasses that NAVICP reports as missing.  The SP shall provide any turn-in documentation that is available, research the status via DoD and Navy Repairable web sites, and contact carcass turn-in facilities as required.   

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

	# of DLR Requisition Turn-In Documents Received (1348’s)
	Annually
	Occurrence(s)
	11,500
	11,500
	11,500
	11,500
	11,500

	Performance Standard
	Guidance and Regulations

	File signed ATAC DLR Turn-in Documents within 4 hours of receipt.
	NAVSUP Publication 485 Vol I Chap, 08 

NAVSUP Publication 485 Vol III Chaps. 07 & 08




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

	# of NAVICP Carcass Inquiries Responded To 
	Annually
	Occurrence(s)
	167
	167
	167
	167
	167

	Performance Standard
	Guidance and Regulations

	Investigate NAVICP initiated tracking inquiries within 1 day of receipt.  Reconcile DLR location and provide response within 5 days of receipt.
	NAVSUP Publication 485 Vol I Chap, 08 

NAVSUP Publication 485 Vol III Chaps. 07 (07055-07065) & 08 (08400-08495)




C-5.3.3 Coordinate Special Material (Precious Metals)

The SP shall coordinate precious metals requirements for SSC SD activities in accordance with SPAWARSYSCENINST 4570.1.  The SP shall ensure SSC SD technical codes that maintain precious metals in their respective areas have a custodian appointed in writing and maintain a copy of their appointment letters on file.  The SP shall receive notice of excess precious metals being turned in by SSC SD via email, fax and phone and maintain a listing of which items have been turned into DRMS.   

The SP shall track all precious metals that are procured through MILSTRIP requisitions (PWS Section C-5.3.1.1) and those purchased on contracts.  The Contracts Division shall provide the SP with a copy of each contract that requires the purchase of precious metals as it is written. The SP shall receive and consolidate the information into a report with the number of contracted orders that contain precious metal and provide to SSC SD Security Office Code 2035.  Further requirements for these reports are identified in Technical Exhibit 12 (Existing Reports Listing).

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

	# of Special Material Turn-ins
	Annually
	Occurrence(s)
	360
	360
	360
	360
	360

	Performance Standard
	Guidance and Regulations

	Provide disposition instructions and guidance within 2 days of customer requests.  Ensure all precious metals have been turned into DRMS.
	SPAWARINST 4570.2A

DRMS I 4160.14 Vol III Supp 4

DRMS I 4160.14, Vol. III, Chp. 1


C-5.3.4 Receipts Processing

The SP shall perform Transaction Item Reporting in accordance with NAVSUP Publication 485, Volume III Paragraph 06220 and NAVSUP Publication 485, Volume II, Appendix 28.  Support provided shall include processing MILSTRIP receipt documents via DAMES to document Receipt on Board (ROB) and Proof of Delivery (POD) of material to DLA, Navy, Army and Air Force Distribution Depots.  For receipts with discrepancies, as identified in PWS Section C-5.3.5, the SP shall contact the SSC Technical Code to resolve prior to processing the receipt transaction.  The SP shall maintain receipt files in accordance with applicable directives and provide copies as required by the customer.  

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

	# of MILSTRIP Receipts Processed 
	Annually
	Occurrence(s)
	6,758
	6,758
	6,758
	6,758
	6,758

	Performance Standard
	Guidance and Regulations

	Update receipt of material into DAMES with 4 hours of receipt of the receiving document from SSC SD Receiving Department.  
	NAVSUP Publication 485, Vol. III Para 06220 

NAVSUP Publication 485, Vol. II App. A28 page.125-127


C-5.3.5 Process Discrepancy Reports

The SP shall screen all incoming MILSTRIP and Simplified Acquisition receipts to validate material received and due (shipped but not received) to SSC SD.  The SP shall process supply discrepancies and submit to the designated Government and contractor activities.   The SP shall initiate and process SDRs in accordance with NAVSUP Publication 723; Chapter 6 paragraphs 06111 through 06126.    The SP shall initiate and prepare Transportation Discrepancy Reports (TDRs) in accordance with DoD 4500.9-R, Part II, Chapters 209 and 210.  The SP shall prepare Quality Discrepancy Reports in accordance with SECNAVINST 4855.5A.

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

	# of SDRs Submitted 
	Annually
	Occurrence(s)
	64
	64
	64
	64
	64

	Performance Standard
	Guidance and Regulations

	SDR documentation prepared and submitted on all customer-identified discrepancies.  SDR submitted NLT 5 days following receipt of identification of discrepancy.  SDR follow-ups submitted in accordance with NAVSUP P-723, paragraph 06125.  If the problem continues from the same activity reported it to NAVSUP.  A record must be kept on all follow-ups and initial orders for each calendar year.
	NAVSUP P-723, 06111-06126

NAVCOMPT Manual Vol 08 


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

	# of TDRs Submitted
	Annually
	Occurrence(s)
	1
	1
	1
	1
	1

	Performance Standard
	Guidance and Regulations

	TDR documentation prepared and submitted on all receiving identified transportation discrepancies.  TDR submitted NLT 5 days following receipt of identification of discrepancy.  95% of TDRs to be closed out within 60 days of identification of discrepancy.
	DOD 4500.9-R   Part II Chps. 209 & 210




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

	# of QDRs Submitted 
	Annually
	Occurrence(s)
	14
	14
	14
	14
	14

	Performance Standard
	Guidance and Regulations

	QDR documentation prepared and submitted on all receiving identified quality discrepancies.  QDR submitted NLT 5 days following receipt of identification of discrepancy.  95% of QDRs to be closed out within 60 days of identification of discrepancy.
	SECNAVINST 4855.5A 



C-5.3.6 Perform Investigations on Push Material

The SP shall receive notification (SF 364) from NAVICP Mechanicsburg via mail or email, of Unmatched Stock In Transit and shall identify the units, which indicate new items being pushed to SSC SD.  The SP shall respond to NAVICP Unmatched Stock In Transit inquiries via DAMES to turn off any tracking inquiries regarding the material.  

Items are pushed to SSC SD due to new systems replacing old ones and those being pushed for repair induction and redistribution.  Support of this task shall include notifying In Service Engineering Agents of new components being pushed to them or notify the SSC SD Designated Overhaul Point (DOP), Code 2654 of repairable components being pushed to them for repair induction or for repair/shipping out for those required on Operations Readiness Reports (OPREPS).  

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

	# of Investigations Performed
	Annually
	Occurrence(s)
	104
	104
	104
	104
	104

	Performance Standard
	Guidance and Regulations

	Notify In Service Engineering Agents of Material being pushed to them within 2 days of receipt of notification from NAVICP.  Identify receivers of the material   and perform receipt transaction in DAMES within 2 days of receipt of material.
	NAVSUP P723 Para. 06311 and 06315


C-5.3.7 Delivery Service

The SP shall provide on site and inter-site delivery and pickup services for SSC SD Supply and Contracts Department and Code 2009.  Support shall include sorting documents for delivery, loading the vehicle and transiting to and from the customer requested location.  The SP shall perform deliveries and pick-ups between various SSC SD sites including; Topside, Bayside, Barracks and Old Town.  Technical Exhibit 13 (SSC SD Delivery Sites) provides further detail on sites and locations supported.

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

	# of Deliveries 
	Annually
	Occurrence(s)
	679
	679
	679
	679
	679

	Performance Standard
	Guidance and Regulations

	Perform a minimum of 2 delivery runs per day in support of authorized customers (as identified in TE 18).  Special deliveries shall be made within 2 hours of receipt of request from the DGR.  
	


C-5.3.8 Track SSC SD Loaned Material and Equipment

The SP shall review Casualty Report Messages and Advance Shipping Papers (DD Form 1155s, SF 30s) to ascertain and compile a listing of loaned material and equipment to be received at SSC SD.  Loaned material and equipment is material owed to SSC SD In Service Engineering Agents as a result of material utilized in support of Fleet repairs.  Support of this task shall include screening outgoing SPAWAR messages to determine possible payback components and maintaining a list of these components.  This list shall be updated and posted on the SSC SD Intranet for use by warehouse personnel and In Service Engineering Agents (ISEAs) to perform research to identify the correct sender and recipient.  

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

	# of Loaned Items Tracked
	Annually
	Occurrence(s)
	124
	124
	124
	124
	124

	Performance Standard
	Guidance and Regulations

	Outgoing SPAWAR Messages shall be reviewed for payback material and the list of components shall be updated and posted daily.
	NAVSUP P-485, Vol. III Chap. 6




C-5.4 Other Support Services

The SP shall provide administrative support services to Government personnel comprising SSC SD Supply and Contracts Department.   Support provided shall include 1.) Prepare Welcome Aboard Packages, 2.) Provide Correspondence and Administrative Support, 3.) Process Training Requests and Set Up Training Courses, 4.) Excess IT Equipment, 5.) Coordinate Computer, Phone and Facilities Changes, 6.) Maintain and Replace Printer/Fax Toner and Equipment, 7.) Maintain Computer/Laptop Inventory, 8.) Process Business Cards and Signage, and 9.) Provide Organizational Property Administrator Support.

C-5.4.1 Prepare Welcome Aboard Packages

The SP shall prepare welcome aboard packages for SSC SD Supply and Contracts Department personnel. A list of items to be included in the welcome aboard package will be included in the Technical Library.  The SP shall submit requests to the DGR for additional welcome aboard supplies for approval and procurement as required.

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

	# of Welcome Aboard Packages Prepared
	Annually
	Occurrence(s)
	19
	19
	19
	19
	19

	Performance Standard
	Guidance and Regulations

	Prepare Welcome Aboard Package within 2 days of receipt of request from the DGR.
	


C-5.4.2 Provide Correspondence & Administrative Support

The SP shall provide administrative support to Contracting Specialists and Negotiators in SSC SD Supply and Contracts Department.  The SP shall prepare and maintain correspondence, files, reports and briefings as requested.  The SP shall provide reports in accordance PWS Section C-5.1.6.  The SP shall furnish all recurring reports and information as specified in the Technical Exhibit 06 (Existing Reports Listing).   Technical Exhibit 12 identifies the Government's need for specific information and identifies instructions for the development format.   Support provided shall include but is not limited to receiving electronic and hand-written submissions, formatting, editing and printing documents as required.  Performance of this task shall require the SP to merge documents, input information into various formats, standardized forms, manage files and outputs, print reports, copy reports and prepare briefings in electronic formats to include but not limited to MS Word, Excel and PowerPoint formats.

Other administrative support shall include providing escort services for SSC SD Supply and Contracts Department visitors, uploading CONT DOC documents to ERP, maintaining spreadsheets and reports, preparing Contracting Officer Representative (COR) letters, maintaining COR files, and serving as an interface for supplies and material orders.  The SP shall provide escort support for approximately 2 SSC SD Supply and Contracts Department visitors per week.  The SP shall prepare and distribute written correspondence to appropriate SSC SD Departments.  Support shall include the preparation and tracking of SSC SD Supply and Contracts Department packages to be forwarded via FedEx and certified mail.  Other support shall include tracking fees on Blanket Purchase Agreements (BPA) and maintaining copies of orders.  There are currently 55 open BPAs. The SP shall document the receipt of BPA checks; follow up on delinquent payments and forward checks received to the Department Administrative Officer.

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

	# of Documents Prepared
	Annually
	Occurrence(s)
	697
	697
	697
	697
	697

	Performance Standard
	Guidance and Regulations

	Prepare correspondence within 1 day of request in accordance with the Navy Correspondence Manual.
	SECNAVINST 5216.5D

SSCSDINST 5216.1B


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

	# of Copying Requests Made
	Annually
	Occurrence(s)
	1,537
	1,537
	1,537
	1,537
	1,537

	Performance Standard
	Guidance and Regulations

	Perform copying required within 1 day of receipt of request.
	NONE


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

	# of FedEx and Certified Mail Packages Sent Out
	Annually
	Occurrence(s)
	63
	63
	63
	63
	63

	Performance Standard
	Guidance and Regulations

	Prepare shipping documentation, package and deliver FedEx packages to SSC SD warehouse daily prior to 1200. Obtain receipts for all packages sent via FedEx.

For certified mail, prepare PS Form 3811 and PS Form 3800 for material and deliver to mail room (Bldg. 58) within 2 hours of receipt.  Obtain receipts for all packages sent via certified mail.
	SSCSDINST 4610.1

U.S. Government Shipping Instructions

Domestic Mail Manual S912 Certified Mail


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

	# of BPA Checks Received
	Annually
	Occurrence(s)
	121
	121
	121
	121
	121

	Performance Standard
	Guidance and Regulations

	Maintain a log of all incoming checks, a copy of the applicable BPA and checks and forward checks to department Administrative Officer.  Update and track all funding against BPA contracts to ensure contractors are submitting the appropriate fees.
	


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

	# of COR Letters Prepared
	Annually
	Occurrence(s)
	113
	113
	113
	113
	113

	Performance Standard
	Guidance and Regulations

	Prepare COR letters within 2 days of receipt of request.
	


C-5.4.3 Process Training Requests and Set Up Training Courses

The SP shall receive and prepare SSC SD Supply and Contracts Department employee training request forms (DD Form 1556), and forward the request to the DGR for approval.  Upon receipt of the DGR approved training forms, the SP shall forward the training requests to SSC SD Code 20207 (Training Department).  Support shall include tracking all training requests for SSC SD Supply and Contracts Department personnel.  

The SP shall receive Defense Acquisition Workforce Improvement Act (DAWIA) records of attendance from SSC SD Supply and Contracts Department personnel and maintain them on file and track their completion.  The SP shall make logistics arrangements for locally conducted training to include Thirsty Thursdays.  Logistics arrangements shall include but is not limited to coordinating time, room and topics with SSC SD Policy Office, obtaining badges for visitors and loading training/presentations onto computers as required.   The SP shall maintain a library of training opportunities for SSC SD Supply and Contracts Department personnel, and periodically post information on training opportunities in areas where SSC SD Supply and Contracts Department personnel can view them.  The SP shall maintain and track Individual Development Plans and training records for all SSC SD Supply and Contracts Department personnel.  Support shall include assisting SSC SD Supply and Contracts Department personnel in preparing out DD Form 1556's for Tuition Reimbursement.  

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

	# of  Logistics Arrangements made for Locally Conducted Training
	Annually
	Occurrence(s)
	9
	9
	9
	9
	9

	Performance Standard
	Guidance and Regulations

	Prepare logistics arrangements for training within 3 days of receipt of request.
	


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

	# of  DD Form 1556s Processed
	Annually
	Occurrence(s)
	315
	315
	315
	315
	315

	Performance Standard
	Guidance and Regulations

	Process training request forms within 3 days of receipt.
	Employee Guide (SD 211)

SDSOP No. 4, Enclosure 1 

SSC SD 12271/1 (IDP)

SSC SD Training Request Instructions (1 Apr 02)

SSC SD Training Reference Guide (August 2002)


C-5.4.4 Excess IT Equipment

The SP shall redistribute material identified as excess as directed by the DGR.  Support provided shall include preparing a Transfer of Plant Inventory (SSCSD Form 7321/4) to document property control transfer and removing the hard drives from the computers.  The SP shall consolidate IT Equipment and coordinate the pick up and delivery of equipment by SSC SD Old Town excess site (Code 220600).  

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

	# of IT Equipment Excessed
	Annually
	Occurrence(s)
	466
	466
	466
	466
	466

	Performance Standard
	Guidance and Regulations

	Pick up material to be excessed within 2 days of receipt of request.  All Excess equipment shall be excessed and prepared for delivery to SSC SD (Code 220600) in Old Town within 30 days. 
	SSCSD Form 7321/4

NOSCINST 7321.1F

SSCSDINST 4500.2A 


C-5.4.5 Coordinate Computer, Phone and Facilities Changes

The SP shall coordinate and perform computer, peripheral, LAN line, phone line and voicemail changes for SSC SD Supply and Contracts Department personnel.  Support of these tasks shall include requesting passwords and accounts where required.  The SP shall receive requests from the DGR to perform moves or changes for current SSC SD Supply and Contracts Department personnel and perform adds for new SSC SD Supply and Contracts Department personnel.  For phone and voicemail additions or changes, the SP shall prepare Telephone Service Requests Form (NCCOSC 2060/11) and submit them to the SSC SD Code 20223.  For legacy computer and LAN changes, the SP shall prepare a request which includes the user name, location, Internet Protocol address and phone number and submit it to the Global Communications Backbone (GCB) Net (SSC SD Code 20223).    Support provided shall include coordinating the requirements with the NMCI Support personnel, applicable supervisors and/or employees and the actual physical movement of the IT equipment and office furniture where necessary.  

Additional support shall include preparing NMCI Move, Add, Change (MAC) forms and submitting them to the DGR for approval.

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

	# of Equipment Moves Coordinated 
	Annually
	Occurrence(s)
	35
	35
	35
	35
	35

	Performance Standard
	Guidance and Regulations

	Perform moves and changes within 5 days of receipt of customer request.
	


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

	# of Phone Line Moves or Changes Coordinated (Telephone Service Requests Received)
	Annually
	Occurrence(s)
	40
	40
	40
	40
	40

	Performance Standard
	Guidance and Regulations

	Perform moves and changes within 2 days of receipt of customer request.
	NRaDINST 2060.1E, Para. 10, b. (1)


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

	# of Computers Set up for new personnel 
	Annually
	Occurrence(s)
	36
	36
	36
	36
	36

	Performance Standard
	Guidance and Regulations

	Prepare and submit forms for Computer Set ups to the DGR for approval.  Perform moves and changes within 5 days of receipt of customer request.
	SSC SD Form (Information Systems Authorization Form)

http://homeport/helpdesk/index.htm


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

	# of Phone Lines Established for new personnel 
	Annually
	Occurrence(s)
	36
	36
	36
	36
	36

	Performance Standard
	Guidance and Regulations

	Submit request to SSC SD (Code 2828) 2 days of receipt of customer request.
	NRaDINST 2060.1E, Para. 10, b. (1)


C-5.4.6 Maintain and Replace Printer/Fax Toner, Paper and Equipment

The SP shall maintain an adequate supply of toner for SSC SD Supply and Contracts Department printers and fax machines (legacy equipment only).  Support provided shall include identifying additional supply requirements and submitting to the DGR for approval and procurement.  Additional support shall include the physical replacement of toner transfer rollers, fusers and imaging units when required.  The SP shall receive requests for paper from SSC SD Supply and Contracts Department and coordinate the delivery with the SSC SD paper contractor.  

Technical Exhibit 14 identifies the printers, and fax machines supported.  

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

	# of Boxes of Paper Ordered
	Annually
	Occurrence(s)
	230
	230
	230
	230
	230

	Performance Standard
	Guidance and Regulations

	Submit paper order within 2 hours of receipt of request.
	


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

	# of Printer and Fax Toner Replaced
	Annually
	Occurrence(s)
	936
	936
	936
	936
	936

	Performance Standard
	Guidance and Regulations

	Replace Toner within 2 hours of receipt of request unless there is a work stoppage.  Replace Toner for work stoppages with 30 minutes of request.
	


C-5.4.7 Maintain Computer/Laptop Inventory

The SP shall serve as the custodian for SSC SD Supply and Contracts Department  NMCI and legacy application laptops.  Support provided shall include maintaining an inventory of laptops and checking them out to authorized personnel upon request.  The SP shall ensure requestors submit an approved authorization form (SSC SD 7320/3) prior to releasing equipment.  Support of this task shall include tracking the material to ensure it is returned and renewing authorization forms as necessary.  

The SP shall conduct physical inventories on a semi-annual basis of all items in custody with the intent to identify discrepancies including loss, damage or theft.  The SP shall be required to report an inventory of all laptops in custody to the DGR on a semi-annual basis.  Technical Exhibit 15 (IT Equipment Available for Checkout) provides a listing of the equipment available for check out.

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

	# of IT Equipment Checked Out
	Annually
	Occurrence(s)
	18
	18
	18
	18
	18

	Performance Standard
	Guidance and Regulations

	For regular check out requests provide IT Equipments within 2 days of request.  For urgent check out requests, identified by the DGR, provide IT Equipment within 1 day of request.
	SSCSDINST 7320.3


C-5.4.8. Process Business Cards and Signage Requests

The SP shall receive and process requests for business cards and signage for SSC SD Supply and Contracts Department personnel.  Support provided shall include providing nameplate and/or signage and 10 business cards to all new employees.  Signage includes identification of which personnel work in a particular space.  For all other business card requests, the SP shall process them in lots of 100.  The SP shall submit requests for material and supplies required for business cards and signage to the DGR for approval and procurement.  

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

	# of Business Card Requests
	Annually
	Occurrence(s)
	33
	33
	33
	33
	33

	Performance Standard
	Guidance and Regulations

	Provide 10 business cards to all new SSC SD Supply and Contracts Department personnel checking onboard.  Provide all other business cards within 5 days of receipt of request.
	


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

	# of Signage Requests 
	Annually
	Occurrence(s)
	55
	55
	55
	55
	55

	Performance Standard
	Guidance and Regulations

	Prepare signage for all new employees based on information provided by the DGR.  Process all other signage requirements within 5 days of request.  
	


C-5.4.9 Provide Organizational Property Administrator Support 

The SP shall monitor and track all Legacy IT equipment, software and IP addresses under the cognizance of SSC SD Supply and Contracts Department.  The quantity of equipment inventoried and monitored under this task includes approximately 190 workstations that may have two systems (includes monitor, CPU, mouse, speakers and keyboard),  88 peripherals (includes printers, proximas, scanners, CD Burners, etc.) and 324 IP addresses.  The DGR shall provide the SP with a complete and updated inventory listing at the start of this PWS.  Support of this task shall include performing semiannual inventories of all IT equipment, software and IP addresses and reporting results to the DGR.   The SP shall monitor software for missing or expired licenses and report any discrepancies to the DGR.      

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

	# of Inventories Conducted
	Annually
	Occurrence(s)
	2
	2
	2
	2
	2

	Performance Standard
	Guidance and Regulations

	All IT Equipment will be verified and if missing, an investigation shall be conducted and a Financial Liability Investigation of Property Loss (DD Form 200) shall be prepared for any irreconcilable inventory discrepancies and submitted to the DGR.  One of the 2 inventories shall be conducted at the end of the 3rd quarter of each fiscal year.  
	DoD 7200.10

NOSCINST 7321.1F Chap. 1

NAVCOMPT Manual Vol. III. Chap. 6


C-5.5 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.  

C-6 DIRECTIVES, PUBLICATIONS AND INSTRUCTIONS

	PUBLICATION NUMBER
	TITLE
	DATE
	SOURCE

	Department of Defense

	DoD 3020.37
	Continuation of Essential DoD Contractor Services During Crisis
	11/1990
	http://www.dtic.mil/whs/directives/corres/html/302037.htm

	DoD 3210.6-R
	DoD Grant and Agreement Regulations
	4/1998

	http://www.dtic.mil/whs/directives/corres/html/32106r.htm

	DoD 4000.25-1-M
	Military Standard Requisitioning and Issue Procedures (MILSTRIP)
	11/2000
	http://www.dla.mil/j-6/dlmso/eLibrary/manuals/MILSTRIP/Default.asp
http://www.dtic.mil/whs/directives/corres/html/4000251m.htm

	DoD 4000.25-2-M
	Military Standard Transaction Reporting and Accounting Procedures (MILSTRAP)
	9/2001

	http://www.dla.mil/j-6/dlmso/eLibrary/manuals/MILSTRAP/default.asp

	DoD 4140.1-R
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