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C.1 GENERAL INFORMATION

C.1.1 Purpose

The purpose of this Performance Work Statement (PWS) is to describe the performance requirements for Business, Operations and Administration Support Services (BOASS) at the Space and Naval Warfare Systems Command Information Technology Center (SPAWARINFOTECHCEN) in New Orleans, Louisiana.  As noted in the solicitation, this work is set-aside for companies in the 8(a) program.  

C.1.2  Scope of Work

The services to be provided include BOASS Support Services at the SPAWARINFOTECHCEN office complex in New Orleans, Louisiana, as delineated herein.  The contractor shall provide all management, supervision, labor, administrative support, reporting requirements, supplies, and associated support services necessary to perform the work specified in this solicitation except as specified in Section C.3 as government furnished, to conform to the standards of this PWS.  Section C.5 of this PWS describes the majority of tasks to be performed.  Other general tasks are detailed throughout the PWS.  The workload provided represents an estimate of contractual requirements for services in this solicitation.  The workload information displayed in the text and technical exhibits is based on annual data, or extrapolated to represent estimated annual workload.  

The services described in this PWS are provided across the SPAWARINFOTECHCEN organization and supporting contractor personnel in New Orleans, Louisiana. 

C.1.3 Applicable Regulations, Manuals, Directives

1. SPAWARINFOTECHCEN Instruction (SPAWARINFOTECHCENINST) 10120.1, Professional Appearance, 29 January 2003

2. Department of Defense (DoD) 8500.1

3. DoD 5200.2-R, Personnel Security Program Regulation Includes Change 3 

4. DoD 5200.2, DoD Personnel Security Program

5. Secretary of the Navy Instruction (SECNAVINST) 5510.30A, Department of Navy Personnel Security Program, dated 10 Mar 1999

6. DOD 5500.7-R, Joint Ethics Regulation

7. SECNAVINST 5239.3, Department Of The Navy Information Systems Security (INFOSEC) Program
8. Commander, Naval Reserve Force Instruction (COMNAVRESFORINST) 5239.1A, 

9. SECNAVINST 5216.5D, Department of Navy Correspondence Manual

10. NAVSO P-5239-08, Network Security Officer’s Guidebook

11. DoD 8510.1-M, DoD Information Technology Security Certification and Accreditation Process (DITSCAP)

12. DoDI 5200.40, DoD Information Technology Security Certification and Accreditation Process (DITSCAP)

13. SECNAVINST 5212.5D, Navy and Marine Corps. Records Disposition Manual

14. SEI Capability Maturity Model Guidelines

15. Government Performance and Results Act (GPRA), 1993

C.1.4 Documentation Websites

http://neds.nebt.daps.mil for SECNAV and OPNAV Instructions and Notices.

 http://www.dtic.mil/whs/directives/ for DoD Directives and Regulations.
www.bupers.navy.mil for BUPERS Instructions and Notices.

www.navres.navy.mil for COMNAVRESFOR Instructions and Notices.

www.spawar.navy.mil for COMSPAWARSYSCOM Instructions and Notices.

http://www.spawaritc.navy.mil for SPAWARINFOTECHCEN Instructions and Notices.

http://www.marcorsyscom.usmc.mil/ for NAVSO documents.

http://www.fas.org/irp/doddir/navy/comnavresintcom/inst5239_1b.htm for the COMNAVRESFOR documents.

http://www.dtic.mil/whs/directives/corres/pdf/d52002_040999/d52002p.pdf  for the Personnel Security Program
C.1.4 Performance Evaluation Meetings

The Contractor, the Contracting Officer, Contract Specialist (CS), Contracting Officer’s Representative (COR) and the Technical Point of Contact (TPOC) from each functional area shall meet to review performance under this contract.  During the first month after the performance start date, the Contractor, Contracting Officer, CS and COR will conduct weekly transition/phase-in meetings.  Thereafter, the Contractor, Contracting Officer, CS and COR will meet monthly to discuss key process indicators, process deficiencies and problem resolutions.  In addition, the TPOC will meet with the group identified above on a quarterly basis to discuss contractor performance.  During these meetings, the contractor’s performance and any existing problems will be discussed.  A mutual effort will be made to resolve all problems identified.  The Contracting Officer may request more frequent meetings if problems arise.

The Contractor shall submit an agenda to the COR and Contracting Officer, for Government approval prior to each meeting.  The contractor shall draft written minutes of these meetings and submit meeting minutes to the COR, with copy to the Contracting Officer, within two working days after the meeting.  The COR will review and sign the minutes upon concurrence.  The COR shall state in writing to the contractor any areas of disagreement within three working days after receipt of minutes.  The Contractor will be notified and shall correct, resubmit with a copy to the Contracting Officer, the minutes to the COR within two working days after notification.  

C.1.5 Management of Contract/Task Orders

The contractor shall manage and oversee the total work effort associated with the business, operations, administration and all other services required herein to assure fully adequate and timely completion of these services.  This function includes a full range of management and administrative duties including, but not limited to: planning, scheduling, training, preparing reports, establishing and maintaining records, performing customer liaison, resolving customer complaints, and ensuring inspection compliance and quality control.  The contractor shall provide an adequate staff of personnel with the necessary management expertise to ensure the performance of the work.  The contractor program manager will establish management processes at the Task Order level and will ensure that the processes effectively support the completion of contract objectives within established timelines.

The contractor shall provide adequate staffing for administrative support of contractor functions including reporting, correspondence, record keeping, personnel support, etc. to efficiently and effectively manage the effort described in this contract.

C.1.5.1  Project Manager

The contractor shall provide an on-site Service Provider Manager (SPM) who shall be responsible for the performance of the work.  The contractor may also name alternates to the SPM.  The name of the SPM and SPM’s alternate(s) shall be listed in Section C-11, Key Personnel, of the solicitation/contract.  The contractor cannot change the designated SPM unless the replacement is approved by the Contracting Officer in accordance with the Key Personnel clause.

The SPM and the SPM’s alternate(s) shall have full authority to act for the contractor.  The SPM and the SPM’s alternate(s) shall meet as necessary with the TPOCs to discuss problem areas.  Note that any changes to the scope of a Task Order can only be made in writing by the Contracting Officer.  

The SPM or alternate(s) shall be available during normal working hours and be able to respond within one hour of notification by the TPOC regarding any areas affecting performance of the contract.

C.1.5.2  Service Provider Personnel Requirements

Contractor employees shall conduct themselves in a proper, efficient, courteous and businesslike manner.  SPAWARINFOTECHCENINST 10120.1 contains the SPAWARINFOTECHCEN guidelines for professional appearance.

The government reserves the right to search contractor employees, as well as their vehicles, belongings, and work areas pursuant to 50 USC 797.

Contractor identification badges will be issued by the Government to on-site Contractor personnel and shall be visible at all times while employees are onboard the SPAWARINFOTECHCEN.  The Contractor shall furnish all requested information required to facilitate issuance of identification badges and shall comply to applicable instructions concerning the use and possession of the badges.

All contractor employees shall be able to understand, read, write, and speak English.  (This speaking skill is not required of a contractor employee who is hearing or speech impaired.)

C.1.5.3  Removal of Employees

The contractor shall remove from the site any individual whose continued employment is deemed by the COR to be contrary to the public interest or inconsistent with the best interests of National Security.

C.1.5.4  Proof of Citizenship

Contractor personnel hired to perform work under this contract shall be U.S. citizens.  The contractor shall complete appropriate background investigations for all personnel performing work under this contract.  All contractor employees shall meet all contract requirements and the requirements in the following regulations:  DoD 8500.1, DoD 5200.2-R, DoD 5200.2, and SECNAVINST 5510.30A.  The contractor shall provide documentation verifying contractor employees are U.S. citizens no later than fifteen days prior to contract start date.

C.1.6  Interface With Other Service Providers and Government Personnel

The contractor shall be aware that the government and other contractors are engaged in similar and supporting work, requiring close cooperation.  The contractor for this contract shall cooperate with all other contractors and make reasonable efforts to avoid conflicts with other contractors’ performance and work schedules.  In the event of conflicts with other contractors that cannot be satisfactorily resolved by the TPOC or COR, the matter shall be referred to the Contracting Officer or designated representative for decision.

C.1.7  Travel

All government directed travel and per diem associated with work requirements listed in Section C.4 of this PWS shall be billed in accordance with the Joint Federal Travel Regulation and the Joint Travel Regulation (JFTR/JTR).  Travel required to complete tasking will be reported at the specific Task Order level.  The COR must authorize all travel prior to commencement of travel.  An approved contractor’s Travel Authorization Request (TAR) shall be the standard document authorizing contractor travel.  All travel associated with training of personnel is the contractor’s responsibility.  Refer to Section H-23 of the solicitation for guidance.

C.1.8  Release of Public Information

All inquiries, comments, or complaints arising from any matter observed, experienced, or learned as a result of, or in connection with the performance of this contract, shall be directed to the Contracting Officer if a response requires the dissemination of official information to the public.

C.1.8.1 Release of Information Covered Under Title 5, Section 552 the Privacy Act

Disclosure of information relating to the services in this PWS to any person not entitled to receive it, or failure to safeguard any classified information that may come to the contractor or any person under his/her control in connection with work under this contract, may subject the contractor, its agents or employees to criminal penalties under 18 USC 793, and 798.  Neither the contractor nor any of its employees shall disclose or cause to be disseminated any information covered under the Privacy Act (e.g., home addresses, social security numbers, personal telephone numbers of personnel) to which the contractor may have access.

C.2  ACRONYMS AND DEFINITIONS

C.2.1  Acronyms

	Acronym
	Definition

	ACO
	Administrative Contracting Officer

	BOASS
	Business, Operations and Administration Support Services

	CNRF
	Commander, Naval Reserve Force

	COB
	Close of Business

	COMNAVRESFOR
	Commander, Naval Reserve Force

	COR
	Contracting Officer’s Representative

	CS
	Contract Specialist

	DAPS
	Defense Automated Printing Service

	DCPDS
	Defense Civilian Personnel Data System

	DCPS
	Defense Civilian Payroll System

	DD Form
	Department of Defense Form

	DFAR
	Defense Federal Acquisition Regulation

	DFAS
	Defense Finance and Accounting Service

	TPOC
	Designated Government Representative

	DIMHRS
	Defense Integrated Military Human Resources System

	DoD
	Department of Defense

	DOD
	Department of Defense

	DODD
	Department of Defense Directive

	DODI
	Department of Defense Instruction

	DODINST
	Department of Defense Instruction

	DODR
	Department of Defense Regulation

	DOE
	Department of Energy

	DON
	Department of Navy

	DONCAF
	Department of Navy Central Adjudication Facility

	DPAS
	Defense Property Accounting System

	DRMO
	Defense Reutilization and Marketing Office

	DSN
	Defense Switching Network

	DSS
	Defense Security Service

	E-Mail
	Electronic Mail

	EPSQ
	Electronic Personnel Security Questionnaire

	FAR
	Federal Acquisition Regulations

	FAS
	Fund Administrator System

	FASTDATA
	Fund Administration and Standardized Document Automation

	FedEx
	Federal Express

	FFP
	Firm Fixed Price

	FSO
	Facility Security Office

	FSR
	Financial Status Report

	FWS
	Flexible Work Schedule

	GFE
	Government Furnished Equipment

	GFM
	Government Furnished Material

	GFP
	Government Furnished Property

	GPRA
	Government Performance and Results Act

	HRO
	Human Resources Office

	HRSC
	Human Resources Service Center

	ID
	Identification

	IDP
	Individual Development Plan

	IG
	Inspector General

	INFOSEC
	Information Security

	INST
	Instruction

	JFTR
	Joint Federal Travel Regulation

	JPAS
	Joint Personnel Adjudication System

	JTR
	Joint Travel Regulation

	LAN
	Local Area Network

	LOA
	Line of Accounting

	MIPR
	Military Interdepartmental Purchase Request

	MSDS
	Material Safety Data Sheet

	NCTAMS LANT
	Naval Computer and Telecommunications Area Master Station Atlantic

	NCTS
	Naval Computer and Telecommunications Station

	NOLA
	New Orleans Louisiana

	NSIPS
	Navy Standard Integrated Personnel System

	NMAS
	Navy Recruiting Marketing and Advertising System

	NMCI
	Navy Marine Corps Intranet

	NPA
	Notification of Personnel Action

	NRAMS
	Navy Recruiting and Accession Management System

	NSN
	National Stock Number

	O&MN
	Operation and Maintenance, Navy

	OMB
	Office of Management and Budget

	OPM
	Office of Personnel Management

	OPN
	Other Procurement, Navy

	OPNAV
	Office of the Chief of Naval Operations

	OPTAR
	Operating Target

	OSHA
	Occupational Safety Health Administration

	POA&M
	Plan of Action and Milestones

	POC
	Point of Contact

	PWS
	Performance Work Statement

	QA
	Quality Assurance

	QCP
	Quality Control Plan

	ROD
	Report of Discrepancy

	PR
	Purchase Request

	RDT&E
	Research, Development, Test and Evaluation

	Regs
	Regulations

	SAP/FIMS+
	Service Access Program Financial Information Management System

	SECNAV
	Secretary of the Navy

	SEI CMM
	Software Engineering Institute Capability Maturity Model

	SF
	Standard Form

	SLDCADA
	Standard Labor Data Collection and Distribution Application

	SOP
	Standard Operating Procedure

	SPAWARINFOTECHCEN
	Space and Naval Warfare Systems Command Information Technology Center 

	SP
	Service Provider

	SPAWAR
	Space and Naval Warfare Systems Command

	SPM
	Service Provider Manager

	STARS-FL
	Standard Accounting and Reporting System-Field Level

	STARS-HQ
	Standard Accounting and Reporting System-Headquarters

	TAR
	Travel Authorization Request

	TMP
	Transportation Motor Pool

	TPOC
	Technical Point of Contact

	UNO
	University of New Orleans

	UNOF
	University of New Orleans Foundation

	UPS
	United Parcel Service

	USPS
	United States Postal Service

	WAN
	Wide Area Network

	WR
	Work Request


C.2.2  Definitions

	Term
	Definition

	Administrative Contracting Officer (ACO)
	The Contracting Officer responsible for administering this contract.

	Calendar Days
	Unless otherwise specified, calendar days are defined as Sunday through Saturday.

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

	Close of Business (COB)
	1530 hours unless otherwise stated.

	COR
	The officer designated by the ACO to interface with the contractor on all technical or procedural issues pertaining to this contract.  The COR is not authorized to deviate from the terms of the contract unless authorized by the ACO.

	Days
	Unless otherwise specified, days are defined as working days, Monday through Friday, excluding government holidays.

	
	

	Federal Acquisition Regulation (FAR)
	The regulation governing federal contracting.

	Government Furnished Property (GFP)
	A term used to encompass all forms of government furnished property. 

	Government Property
	All property owned by the Government.  It includes facilities, materials, special tooling, special test equipment, and agency-peculiar property.

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

	Performance Period
	The contractual interval of time during which the contractor is solely responsible for accomplishment of all activities set forth in this PWS.

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

	Quality Assurance (QA)
	Those actions performed by the government to ensure services meet the requirements of the PWS.

	Service Provider (SP)
	The private or public sector entity, including its employees, producing the products or performing the services required by the PWS under this Award.

	Technical Point of Contact
	The person(s) whom the Contracting Officer designates by name and/or position title to conduct liaison between the contractor and the Contracting Officer on matters pertinent to this contract and to be their authorized representative.

	Workdays
	Unless otherwise specified, workdays are defined as Monday through Friday, excluding government holidays.


C.3  WORKLOAD, PERFORMANCE STANDARD, AND MEASUREMENTS

In this performance based statement of work, performance criteria has been identified for the functional areas as specified in Section C.5.  The workload, performance standards, and measurements are contained in Technical Exhibit 1.

In Section C.4, 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 technical/management estimate of projected workload required for each 12-month period.  Each method is explained below.  All tasks and workloads were reviewed to ensure the proper and acceptable levels of service were applied (performance standards).  This workload is provided to assist in proposal preparation and shall not be a limiting factor on the contractor’s obligation to perform all services described in this 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. (e.g., 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, Subject Matter Experts 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. 

	Table C.3 - Output Table Description

	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 workload associated with each Performance Period.  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.  (Daily (252 times a year), Weekly (52 times a year), Bi-Weekly (26 times a year), Monthly (12 times a year), Quarterly (4 times a year), Semi-Annually (2 times a year), Annually (1 time a year), As Required (per occurrence) and Bi-Annually (1 time every two years).

	Measurement
	Reflects the unit of measure. 

	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.  Noted 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 and 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.  


C.4  NOT USED

C.5  SPECIFIC REQUIREMENTS

C.5.1  SCOPE OF WORK

The contractor shall provide professional and efficient administrative services to support SPAWARINFOTECHCEN’s business, administrative and operations requirements.  The contractor’s staff shall be fully trained, professional, and customer-service oriented.  The contractor shall ensure quality work performance is accomplished per specific guidance and applicable instructions, regulations and standards.  Recommendations and actions shall be based on professional assessments of lifecycle cost, best business practices, and customer-communicated needs.  The accumulation of costs under the resulting contract must be segregated and tracked at the Task Order level.

C.5.2  CONTINUAL IMPROVEMENT

It is the government’s intention to continually pursue improvements to processes and practices, which will result in meeting mission requirements at the lowest possible cost.  The contractor is expected to partner with the government to support this goal by actively studying existing processes and making recommendations for improvements.  The contractor should be aware that the SPAWARINFOTECHCEN has documented processes that must be adhered to during contract performance.  Furthermore, the contractor should be familiar with Software Engineering Institute Capability Maturity Model (SEI CMM).

C.5.3  PROGRAM MANAGEMENT SUPPORT

The contractor shall perform short and long term planning efforts to ensure that contractor resources provide optimal support for current and future SPAWARINFOTECHCEN requirements.  The contractor shall perform analysis and strategic planning on project issues for present and planned systems to include developing and maintaining project level Plans of Action and Milestones (POA&Ms).  The contractor shall provide cost analysis on tasks as required.  The contractor shall monitor project execution, identify deviations from the project baseline, isolate causes of performance problems, and offer recommendations for returning to the plan.  The contractor shall provide planning estimates/proposals for modifications to present systems and new projects.  The contractor shall provide monthly technical status report and weekly Financial Status Reports (FSRs) for each Task Order.  The contractor shall produce a Contractor’s Progress and Status Report for each task detailing the work accomplished during the reporting period, planned activities for the next reporting period, any problems encountered, and recommended solutions.  The contractor shall provide a trip report for all travel (except local travel) under any Task Order.  The trip report shall be distributed to the Contracting Officer’s Representative (COR) and Technical Point of Contact (TPOC) via e-mail.  

The contractor shall conduct research efforts, feasibility studies, economic analysis, and market surveys to identify impacts and develop strategies and implementation plans that are technically accurate, cost-effective, and compliant with applicable standards and guidance.  Applicable standards and guidance will be identified in each individual Task Order.

The contractor shall conduct budgeting analysis, auditing, reporting, and forecasting services necessary to support current and upcoming SPAWARINFOTECHCEN initiatives.  The contractor shall provide administrative support for tracking all data, including invoices, provided by other contractors associated with the SPAWARINFOTECHCEN.

The contractor shall develop, maintain, and update standard operating procedures for tasks within the cognizance of this PWS.  If no SOP is in place for the task, the contractor shall develop a draft within 180 days of the contract start date. The draft shall be provided to the TPOC for review and approval. Within 15 calendar days of receipt of comments from the TPOC, the contractor shall correct the plan, and submit to the TPOC for final approval.  This process will continue until the government approves the plan.  The contractor shall thereafter ensure the SOP is updated, maintained and reflects current operating procedures.

C.5.4  STRATEGIC PLANNING

The contractor shall provide support to the organization’s Balanced Scorecard Overarching Framework.  The contractor shall assist management in defining, quantifying and measuring factors that will influence enterprise performance and the accomplishment of the organization’s strategic objectives.  

The contractor shall provide support to the Strategic Initiative Office.  The contractor shall perform functions including:  development of detailed plans and strategies that support the SPAWARINFOTECHCEN’s future vision, mission, and customer expectations; establishment of a performance baseline for the SPAWARINFOTECHCEN; and metrics to track and measure SPAWARINFOTECHCEN performance. 

C.5.5  PROCESS MANAGEMENT

The contractor shall provide the SPAWARINFOTECHCEN support in achieving and sustaining enterprise process improvement by the management of end-to-end processing.  The contractor shall provide support by continuing to apply a structured methodology to define the process environment.  

At a minimum, the contractor shall:  

· Develop a process management framework capable of incorporating all management, organizational, and engineering processes.

· Develop and maintain a standard methodology for developing or reengineering and auditing SPAWARINFOTECHCEN processes.

· Identify, classify, and record current SPAWARINFOTECHCEN processes and procedures using process management framework.

· Design and manage an asset database capable of storing, retrieving, modifying, and downloading identified processes.

· Develop and maintain a change control process to manage changes to the process management framework and components thereof.

· Develop and deliver process development training.

· Define and maintain standard template(s) for documenting process representations.

· Provide technical assistance (coaching) for the development and implementation (rollout) of processes.

· Conduct audits of process utilization throughout SPAWARINFOTECHCEN.

C.5.6  COMPTROLLER SUPPORT 

The contractor shall provide support to the SPAWARINFOTECHCEN Comptroller office.  The contractor shall perform functions including: Financial Management, Operating Target (OPTAR) management, ad hoc reporting, Budgeting, and all other general functions in support of Comptroller services listed in the following sections.

C.5.6.1  Financial Management

C.5.6.1.1 Suspended and Invalid Transactions 

The contractor shall review Fund Administration and Standardized Document Automation (FASTDATA) and Standard Accounting and Reporting System-Field Level (STARS-FL) for suspended and invalid transactions.  The contractor shall research and correct suspended and invalid transactions when found and when notified.  For instances that can be corrected internally but require additional information, the contractor shall submit requests for additional information to Defense Finance and Accounting Service (DFAS) Pensacola.  Once reviewed and researched, if the transaction cannot be corrected internally, the contractor shall coordinate with DFAS Pensacola for transactions to be resolved.  Once corrected, the contractor shall verify that discrepancies are removed from the DFAS transaction suspense lists, which include, but are not limited to, the 1960 Account, TEXV, IDA 128, and IDA 129.  

C.5.6.2  OPTAR Management

C.5.6.2.1  Funds Administration

The contractor shall maintain the Fund Administrator System (FAS), which is a government financial system implemented at SPAWARINFOTECHCEN that manages internal financial data.  The FAS receives and feeds data between the FAS and each of the following systems: Budget Builder, FASTDATA, Order Writer, and STARS-FL through manual and automated distribution processes.  The contractor shall establish and maintain the financial framework that controls and accounts for allocated funds.  This framework determines which OPTARs, authorizations, Job Orders, and Document Numbers are to be used by each site.  The contractor shall electronically transfer data files that will be created for each site and receive electronically transferred data from each site.  

The contractor shall electronically transfer data to and from STARS-FL, which includes commitments, obligations, accounts payable, and expenditures.  The contractor shall also serve as the SPAWARINFOTECHCEN point of contact for the FASTDATA system.  

C.5.6.2.2  Prepare and Process FASTDATA and Funding Documents

The contractor shall receive requests for funding document(s) from SPAWARINFOTECHCEN.  The contractor shall ensure that accurate commitment and obligation documents are entered into FASTDATA.  The contractor shall verify availability of funds in the OPTAR and process funding documents.  The contractor shall notify SPAWARINFOTECHCEN of instances of insufficient funds or instances in which a funding document cannot be successfully processed.

Once the funding documents have been processed, the contractor shall submit them to the TPOC for approval.  The contractor shall ensure that the approved funding documents and all supporting documentation are routed through PRBuilder or manually forwarded to the appropriate office.  Funding and supporting documents include Request for Contractor Procurement (RC), Work Request (WR), Project Order (PO), Military Interdepartmental Purchase Request (MIPR), Training Document (TG), Printing Document (PT), Reimbursement of Expenses (RV), and amendments and cancellations.

C.5.6.2.3  Reconcile OPTAR

The contractor shall reconcile the current year OPTAR and five prior fiscal years of OPTAR account information residing in the STARS-FL and FASTDATA systems.  There are approximately 100 OPTARs per fiscal year.  The contractor shall ensure the OPTAR reconciliation is complete and balanced.  Reports used in reconciling the OPTAR accounts are the document status log in FASTDATA and the DCCSCC in STARS-FL.  The contractor shall ensure funding is in proper OPTAR accounts (commitments, obligations, accounts payable, expenditures).  The contractor shall make adjustments to the documents as required.  The contractor shall create a current year consolidated expense element report and ensure reconciliation with official accounts in STARS-FL.  

C.5.6.2.4  Establish and Manage Reimbursable Accounts

The contractor shall maintain and update the Reimbursable Report as reimbursable documents are received.  Information maintained includes grantor information, document number, date accepted, funding amount, document modifications, purpose of funds, and internal financial data.  The contractor shall distribute the Reimbursable Reports to appropriate personnel within the Comptroller’s Office.  

The contractor shall review Reimbursable Work Order Reports for each account in STARS-FL for current and prior years, and verify accounts for accuracy.  The contractor shall notify the TPOC in writing all discrepancies or funds available for return.  The contractor shall resolve all discrepancies and initiate return of funds. The contractor shall maintain the Reimbursable Work Order Reports for six years.

C.5.6.3  Budgeting

C.5.6.3.1  Perform Budgetary Analysis

The contractor, upon request, shall research, extract, compile, and summarize feeder information for use in budgetary analysis.  The contractor shall coordinate with the requestor to define the exact nature of the information required.  The contractor shall, upon completion, forward the information to the requestor.  

C.5.6.3.2  Annual Budget Submission

The contractor shall prepare detailed analysis and estimates of annual funding requirements.  The contractor shall gather information on project cost of current and future program requirements, and determine the costs/benefits of different levels of program operations.  For requests of funds, the contractor shall review written justifications, program Work Plans and Spend Plans, and requirements documentation.  The contractor shall prepare a recommended SPAWARINFOTECHCEN budget in the proper format for the three annual budget submissions (DoN, OSD, and Presidents’) and prepare same for forwarding to SPAWAR and the appropriate Program Executive Office (PEO).  The contractor shall ensure that the budgets equal known budget controls.  The contractor shall make adjustments to budget exhibits in accordance with higher-level budget reviews and, where applicable, provide required budget justifications to sustain or change original projections.  

C.5.6.3.3  Budget Execution

The contractor shall receive requests from program managers for funding documents.  The contractor shall review requests to ensure proper use of funds and adequate funds are available.  The contractor shall ensure that requests include adequate supporting documentation and approvals.  The contractor shall ensure proper obligation and expenditure of available funds, as well as monitor the use of funds.  The contractor shall annotate the request with the appropriate job order number.  The contractor shall ensure that all appropriate information on the request is provided.  The contractor shall input submission to FASTDATA.   

C.5.6.3.4  Program Objective Memorandum (POM)/Program Review (PR) Submissions

The contractor shall prepare detailed analysis and estimates for the Future Year Defense Plan (FYDP).  The contractor shall gather information on project cost for future program requirements (5 year projection), and determine the costs/benefits of different levels of program operations.  For requests of funds, the contractor shall review written justifications, program Spend Plans, and requirements documentation.  The contractor shall prepare a recommended POM/PR in the proper format and forward to SPAWAR and Program Executive Office (PEO).  The contractor shall make adjustments to "In-House" budget exhibits as required.   

C.5.6.3.5 Mid-Year Review Submissions  

The contractor shall receive and review requirements and justification from project managers for Mid-Year Review Submissions.  The contractor shall ensure proper format is used, verify funding levels and consolidate submission for review by Comptroller.

C.5.7  LOGISTICS 

The contractor shall provide logistics support for supply services, supply support, storage and warehousing, and installation transportation per the requirements of this section and all cited guidance, laws and regulations.

C.5.7.1  Supply Services

C.5.7.1.1  Return of Equipment

The contractor shall inspect and classify all equipment prior to acceptance of returned items and determine serviceability.  The contractor shall restock or dispose of returned items as appropriate, to include preparation of paperwork and the palletization and delivery of excess or broken equipment to the Defense Reutilization and Marketing Office (DRMO).  The contractor shall provide a receipt to each customer returning items and provide a copy of the receipt to the TPOC.

C.5.7.1.2  Issues 

The contractor shall issue or exchange equipment when presented with proper authorization documents.  The contractor shall provide receipts to customers for items issued and provide a copy of the receipt to the TPOC.

C.5.7.1.3  Supply and Equipment Support

The contractor shall operate the supply and equipment support office for SPAWARINFOTECHCEN.  The contractor shall process requests, issues, receipts, and returns, and shall deliver bulk orders of office supplies.

C.5.7.1.4  Supply Stock

The contractor shall review and maintain operating stock levels based on office supply demand and support requirements for activities.  The contractor shall maintain an updated price list for stocked items.  The government will purchase office supplies requested by the contractor to replenish stock levels.

C.5.7.1.5  Customer Support

The contractor shall provide customer assistance to individuals when requesting correct prices for supplies, National Stock Numbers (NSN), and explanation of approved logistics policies and procedures. 

C.5.7.1.6  Reporting Discrepancies

The contractor shall determine whether the items received from vendors match Supply Request Sheets.  When items received do not match those ordered (Qty or NSN), the contractor shall complete and process a Report of Discrepancy (ROD), Standard Form 363.

C.5.7.2  Storage and Warehousing Operations

The contractor shall provide storage operations to include secure storage of sensitive and designated items.  The contractor shall unload and warehouse incoming shipments and load outgoing shipments. 

C.5.7.2.1  Storage

The contractor shall store selected equipment awaiting issue to customers and equipment awaiting disposition instructions.

C.5.7.2.2  Inbound Freight

The contractor shall receive, inspect and accept freight, and transport freight from the loading dock to the warehouse.  The government will provide a forklift for use in transporting freight.  The contractor shall prepare a ROD for freight discrepancies due to shortages and damages as a result of incorrect packing, crating, and handling.  The contractor shall store damaged freight pending resolution of the Transportation Discrepancy Report, SF-361.

C.5.7.2.3  Outbound Freight Shipments

The contractor shall process and ship government freight to include, but not limited to, over-sized materials and high volume moves.  The contractor shall document the shipment on a Requisition and Invoice/Shipping Document, DD Form 1149.

C.5.7.3  Office/Local Moves

The contractor shall provide personnel to assist in all approved office/local moves within the SPAWARINFOTECHCEN compound.  The contractor shall maintain a record of the moves.

C.5.7.4  Transportation Motor Pool Operations

The contractor shall provide assistance for Transportation Motor Pool (TMP) services to include: general administration, dispatch and control of the GSA fleet, operations, and driver training.  TMP administrative and dispatch support services shall be provided each workday.  

The contractor shall provide assistance in submitting month ending odometer readings to GSA and responding to GSA fleet management queries. 

The contractor shall provide assistance to ensure all TMP vehicles are operationally ready.  The contractor shall provide assistance to the TPOC when assigned vehicles are scheduled for replacement, providing cost estimates for obtaining replacement vehicles, and returning vehicles to be replaced.  The contractor shall assistance as necessary, in pick up of replacement vehicles from GSA.  All GSA vehicle operators must have a valid drivers license and attend defensive driving training annually.

The contractor shall provide assistance to the TPOC in monitoring the due date of scheduled GSA vehicle maintenance.  The contractor shall assist the TPOC in recovery of disabled GSA vehicles, and obtaining wrecker services if necessary, and vehicle repairs.  The contractor shall also provide assistance in delivering vehicles to GSA for warranty service and picking up vehicles when repairs are complete.

The contractor shall assist the TPOC in maintaining a database for GSA vehicles and standard operating procedures for, but not limited to: fuel purchase, vehicle breakdown, recovery service, accident reporting, and vehicle return. 

The contractor shall assist in maintaining a record of all GSA issued credit cards to authorized operators of GSA vehicles, and maintaining all credit card information and activity.  Cards are assigned to the vehicle and shall be accounted for as part of the vehicle equipment.  The contractor shall assist in reporting all lost or stolen credit cards to GSA upon notification from the operator.  The contractor shall assist in completing a Lost/Stolen Credit Card Report to inform GSA of loss or abuse of any credit card. 

C.5.7.4.1  Forklift Driver Training

The contractor shall provide trained, qualified forklift operators as required and will be responsible for meeting OSHA certified forklift training requirements.  The contractor shall maintain a report of completed forklift classes and training requirements and maintain a list of contractor personnel who have satisfactorily completed the required courses.

C.5.7.4.2  Defensive Driver Course

The contractor shall provide properly licensed, qualified drivers as required.  Trained drivers shall have completed a Defensive Driving Course.  The contractor shall maintain records of all applicable license training, monitor training due dates for contractor employees, schedule training classes for contractor employees, and maintain records of all applicable license training.

C.5.7.5  Miscellaneous Logistics Support

Provide compact disk duplication services to on-site activities and off-site organizations, as required IAW applicable Support Agreements.

C.5.7.6  Facilities Engineer and Manager

The contractor shall provide a facilities engineer and manager (FEM) who will be responsible for the design, planning and coordination of construction, maintenance, and alteration of office space, computer facilities, equipment, and other facilities.  Specific duties include:

Answer/respond to immediate Facilities related problems and notifications from telephone calls and email from SPAWAR-ITC personnel.

Recommend resolutions to facility related safety and health issues as advised by NAVOSH Representative.  Implement those resolutions after obtaining approval.
Prepare and maintain floor plans, office space plans, utility plans, and schedules for all SPAWARINFOTECHCEN facilities. Plans must be updated monthly and shall include personnel names, telephone numbers and port numbers.

Develop and maintain an annual tactical facilities plan as well as a five-year strategic facility plan.  Both plans shall include, but not be limited to, objectives for the subject period, action plans, budget forecasts, and implementation plans.

Develop and maintain both short and long term preventive maintenance plans and schedules.

Prepare plans for, coordinate and execute plans for personnel moves, after proper approvals.

Coordinate assigned staff and contractors responsible for the maintenance and service programs for all facilities. Maintain and organize all facility related maintenance and service contracts (e.g. alarm, electrical, HVAC.) Ensure all scheduled maintenance is executed according to established schedule. Provide input/recommendations to government POC regarding the repair/maintenance/service of assigned facilities, grounds, and equipment. Implement as approved.

Oversee and ensure timely and accurate completion of assigned facility vendor related services. Research and resolve any related issues. Serve as liaison with all related service providers. Ensure all work by external vendors is completed accurately, timely, and within established budget constraints.

As requested, prepare related reports.

C.5.9  ADMINISTRATIVE SUPPORT 

The contractor shall perform clerical functions including: preparing correspondence, documentation and presentations; filing; administrative support; travel requests, travel arrangements and voucher submission; scheduling and supporting all other general functions of clerical services listed in the sections below.  

The contractor shall schedule meetings, and coordinate arrangements for conferences and meetings with outside activities, including set-up of rooms, answer phones and take messages, send facsimiles, route correspondence, prepare travel request forms, and send and receive 
email.  Other administrative support shall include taking messages, transferring and routing telephone calls, sending 

facsimiles, sending and receiving email, maintaining spreadsheets/databases (including, but not limited to, seating chart/locator information, personnel information database, and recall list) and reports, and processing time sheets.  The contractor shall prepare and distribute written correspondence to appropriate personnel.  The contractor shall pick up mail from the SPAWARINFOTECHCEN mailroom, and shall pick up all packages from the warehouse in building 3 at SPAWARINFOTECHCEN.  The contractor shall open the mail, file mail and distribute throughout the department as appropriate.  The contractor shall assist management with providing copies of documents and distributing information to customers.  The contractor shall provide messenger services to various points throughout the SPAWARINFOTECHCEN.  Services include pick up and delivery of envelopes, small packages, drawings, ADP equipment and supplies, and boxes normally weighing 50 pounds or less.  The contractor shall provide escort services for department visitors.  The contractor shall file, retrieve, archive, and destroy documents per SECNAVINST 5216.5D (Correspondence Manual), and maintain a repository to capture Configuration Management (CM) information and store versions of program files and meeting minutes as immutable objects.

C.5.9.1  Travel Order Support

The contractor shall provide travel services for civilian and military personnel, including but not limited to processing approved travel requests, reviewing requests for completeness, and providing advice and counsel to traveling employees.  Regulations require all airline, lodging (except at government installations), train, and rental car reservations using the government travel system.  

The contractor shall process travel requests by verifying each Travel Request Form is properly completed by employees, calculating the appropriate cash advance and total trip cost, producing Travel Orders, processing Travel Orders using the government travel system and distributing and maintaining files of final orders.

The contractor shall process claims for reimbursement including verifying each Travel Voucher is properly completed with receipts attached, and signed by the employee and supervisor; obtaining Approving Authority signature; forwarding; and distributing and maintaining files of approved travel vouchers.

The contractor shall enter the payment information into the order writing system, and provide a copy of the payment information received to the traveler and to the SPAWARINFOTECHCEN Financial Department.

C.5.9.2  Records Disposition 

The contractor shall maintain the Command files per the Navy and Marine Corps Records Disposition Manual (SECNAVINST 5212.5D).  The contractor shall review Command files and records, and take appropriate action regarding retention, destruction, and shipment to the Federal Records Center or placement in Command archives.  The contractor shall notify the TPOC of completion of annual requirements. 

C.5.9.3  Reproduction Services

The contractor shall provide reproduction services for print jobs of up to 50 copies.  The contractor shall obtain approval for purchasing reproduction services for print jobs in excess of 50 copies, and provide the approving documentation to the SPAWARINFOTECHCEN Financial Management Department.  The contractor shall provide the document to be copied and the printing requirement to the Defense Automated Printing Service (DAPS) office.  The contractor will be notified of completion and will pick up reproductions from the DAPS office.  The contractor shall distribute the reproductions to the requestor and provide actual cost information to the SPAWARINFOTECHCEN Financial Management Department.

C.5.9.4  Annual History

The contractor shall provide input for the annual Command history in the format prescribed by OPNAVINST 5750.12G.  The contractor shall submit the document to the TPOC to obtain the Commanding Officer’s signature for approval.

C.5.9.5  Training Requests 

The contractor shall receive and prepare employee training request forms (DD Form 1556), and forward the request to the TPOC for approval.  Upon receipt of the approved training forms, the contractor shall forward the requests to the Training Department.  Support shall include tracking all training requests for the Training Department.


C.5.9.6  Acquisition Support

The contractor may be required to assist the government project manager with preparing and reviewing statements of work and cost estimates on other contracts.



C.5.10  SPAWARINFOTECH Support of NMCI Services

The contractor shall follow current NMCI procedures to ensure accurate and complete service requests will be submitted.  Service requests shall be submitted using the Service Request Management Form Job Aid website tool.  The Service Request Management Form includes the following types of requests: Initial Requests, Create New Accounts, Update User Profiles, Move Users, Move Assets, Move User with Assets, Share Access, Deactivate User Accounts, Install/Uninstall Software, Install Hardware/Peripherals, Asset Assignment/Un-assignment/Transfers, Create Distribution List/Public Folder/Functional Mailboxes, and Change or Remove Distribution List/Public Folder/Functional Mailboxes.

C.5.10.1  Input Service Requests

The contractor shall input all service requests using the NMCI Service Request Form Job Aid.  

C.5.10.2  Seat Deployment

The contractor shall coordinate and monitor the NMCI system rollout, and maintain records with seat information on all SPAWARINFOTECHCEN NMCI seats.  The contractor shall also coordinate the collection of all legacy equipment that has been J-tagged as an NMCI asset.



C.5.11  Documentation Support 

The contractor shall ensure that all of the documentation produced through out a system’s life cycle meets the minimum standards of SPAWARINFOTECHCEN.  During each phase of a system’s life cycle, the contractor shall conduct activities to review, modify, and recommend modification to each document produced.  The contractor shall provide an established and documented set of document writing guidelines that SPAWARINFOTECHCEN may utilize as an addition to other applicable guidelines (498A, ISO 9000, etc.).  

The contractor must be able to provide high quality graphic art designs and services for use by the SPAWARINFOTECHCEN in development of presentations, documentation, brochures, awards, etc.  The contractor shall support development of presentations by utilizing the appropriate software and hardware tools to generate, modify, and produce both color and monochrome transparencies and lap copies.  The contractor shall provide support brochure and awards development by providing conceptual design, artwork, layout, and printer ready proofs as required.

C.5.11.1  Correspondence and Documentation Preparation

The contractor shall prepare correspondence and documents, maintain a tracking system for correspondence, obtain appropriate signatures, maintain a file of approved correspondence and documents, and distribute documentation.  Correspondence includes, but is not limited to letters, memorandums, naval messages, and visit requests.  Documents include, but are not limited to travel requests, printing requests, lists, charts, tables, instructions, handbooks, weekly program review, and annual command history input documents.  Correspondence and documents may be in hard copy or electronic form.

C.5.11.2  Presentation Preparation

The contractor shall create and update visual media (electronic slides), and maintain a file of presentations.  Updating slides shall include contacting various individuals to obtain the latest information.  Visual media includes electronic slides, view graphs, plotter charts, flip charts and handouts.  On occasion, preparing or updating presentations must be performed on an emergent basis.

C.5.11.3  Filing Correspondence

The contractor shall file, retrieve, archive, and destroy documents per SECNAVINST 5216.5D (Correspondence Manual), and maintain a repository to capture Configuration Management (CM) information and store versions of program files and meeting minutes as immutable objects.

C.5.12  TRAINING

The contractor shall provide training on systems, methods, processes, strategies, techniques, requirements and other areas relevant to SPAWARINFOTECHCEN needs.  Prepare courses and material on new systems as well as existing legacy systems.  Employ effective means of educating and training using classroom instruction, hands-on demonstration, computer-based training, and multi-media methods.  Instructors would emphasize the business use of the system with users, training them in the context of how they perform their jobs. 

The contractor shall coordinate the development curriculum for new training courses, analyze the curriculum for training courses, and prepare enhancements to training courses as appropriate.  Additionally, the contractor shall conduct local and remote training on supported and/or utilized products.

The contractor shall be required to support SPAWARINFOTECHCEN in determining the education and training needed for personnel; develop training plans; support facility analysis meetings and impact initiatives.

C.5.13  PUBLIC AFFAIRS 

The Public Affairs department is responsible for developing and managing policies, programs, and procedures governing information functions related to work of the SPAWARINFOTECHCEN.  The department coordinates and conducts tours, special events, ceremonies, etc., to develop interest in the organization’s mission and programs.  The department supports senior management by ensuring that appropriate protocol is executed with our visitors from institutions of higher education, local and state government officials, congressional staffers, federal agencies, and key business people.  Evaluates the effectiveness and efficiency of the external and internal information programs, media relations, and community relations programs in achieving greater understanding of the facility’s mission and programs.

Specifically, the contractor shall assist SPAWARINFOTECHCEN Public Affairs department and, as required, SPAWARINFOTECH management in performing the following activities:

Implementing the SPAWARINFOTECHCEN’s Communications Plan :

· Develop internal and external communications media (weekly Staff Notes, Internal and External), Professional Media Kit, Visitors Kit, Brochure, Break-room Monitors

· Develop/present briefings

· Assess effectiveness and efficiency of SPAWARINFOTECHCEN’s communications (Community Awareness Survey, Tracking of Media Coverage, SPAWARINFOTECHCEN Morale Measurement.)

C.5.14  KNOWLEDGE MANAGEMENT

The contractor shall be responsible for providing and maintaining KM assets and supporting all KM initiatives under this PWS.  The contractor shall be responsible for ensuring the successful completion of all KM projects, the generation of documentation that adequately outlay and depict KM tasks and responsibilities, and the timely and accurate reporting of KM activity.

C.5.14.1  Requirements Management and Administration

The contractor shall be responsible for gathering, compiling, and documenting requirements of the SPAWARINFOTECHCEN associated with KM tasks by utilizing strategies, methodologies, tools, processes and procedures approved by the TPOC.

C.5.14.2  Content Management 

The contractor shall develop, implement, utilize, and maintain a content management solution approved by the TPOC for various forms of content. Content may be contained in a variety of sources (files, databases, repositories, etc.) and in a variety of formats (html, spreadsheets, Word documents, pdf, gif, etc.).  Content Management will be applied to structured, non-structured, electronic and non-electronic knowledge assets.  

C.5.14.3  Web Administration Management Support

The contractor shall provide Web administration management support to the SPAWARINFOTECHCEN intranet sites as well as any browser-based/web-based tool or structure (such as a web portal) to be developed and maintained for the purpose of providing a single point of access to organization information, other web sites, SPAWARINFOTECHCEN applications/systems, and other knowledge sources and tools.

C.5.14.3.1  Develop and Maintain Knowledge Management Web Pages

The contractor shall develop, modify and delete web pages on the internal and external sites as approved by the TPOC.  The contractor shall design, modify and post web pages using existing tools and assets (MS Front Page, Macromedia Dreamweaver and Fireworks, Flash, HTML, FTP, etc.) and/or equivalent software tools and languages.  Support shall include designing and maintaining browser/web-based tools in accordance with DoD, DON, SPAWAR guidelines and instructions.

The contractor shall be responsible for populating the internal and external sites with content, links to information sources, web sites and other knowledge assets and tools, and links to government and commercial applications. 

C.5.14.3.2  Develop And Maintain Corporate Content Classification Structures

The contractor shall develop, implement, and maintain a content classification structure to organize content and make content available to the organization utilizing the technology, methods, processes and tools as approved by the TPOC.  

C.5.14.4  Technology Implementation

Implementation of new technologies will be needed to support requirements for KM initiatives.  Implementation may be enterprise-wide or user-community specific. The contractor shall remain abreast of current and emerging, horizon technologies, methodologies and products, and provide proactive recommendations. 

C.5.14.4.1  Technology Project Implementations

Upon customer request, the contractor shall implement and administer new technologies and configurations to minimize customer downtime.  Technology implementations shall integrate, compliment, and work non-intrusively with existing SPAWARINFOTECHCEN technology currently in use.

C.5.14.4.2  Technology Research

Upon customer request from the TPOC, the contractor shall conduct research, testing and analysis on current and horizon software and hardware configurations and technologies.  Research and analysis shall include consideration for potential hardware and software upgrades and the efficient utilization of government assets and resources. 

C.5.14.4.3  Technology Documentation

The contractor shall compile technology research and analysis documentation for submission to the TPOC for review and approval.  Documentation shall include assessment of costs, benefits, risks and implementation issues; applicable design specifications; test development and implementation plans; maintenance plans, and POA&Ms.  Documentation shall also include any recommendations regarding new or existing processes, procedures, agreements, or licensing issues, if applicable.  Documentation shall conform and align with DoD, DON and SPAWAR guidelines and instructions.  

C.5.15 NETWORK SECURITY SUPPORT

The contractor shall provide support to Network Security at the SPAWARINFOTECHCEN by performing the following activities:

· Ensure standard security procedures and measures supporting the security of the entire network are developed and implemented including all network components.

· Report the security status of the network to the government.

· Ensure the accountability and protection of network assets.

· Perform network audits on selected security events and review network audit reports.

· Support the government representative in initiating investigative, protective and/or corrective measures if a security problem is discovered.

· Support the government representative in performing risk management activities under the direction of the government.

· Participate in network penetration testing.

· Ensure programs housed at the SPAWARINFOTECHCEN are compliant with DITSCAP requirements.

· Review network configuration modifications to ensure network security is not degraded.

· Ensure network security is included in all contingency plans and that the contingency plans are tested periodically.

C.5.15.1  Network Security Monitoring and Management

The contractor shall:

· Perform a daily review of SPAWARINFOTECHCEN backbone security log files including intrusion detection system, firewall and screening router logs.

· Respond to security events by collecting and analyzing relevant data, and preparing incident reports as required.

· Assist network administrators with routine server log file review and analysis on a monthly basis.

· Respond to INFOCON changes and update SPAWARINFOTECHCEN INFOCON procedures to reflect current SPAWARINFOTECHCEN network configuration and configuration of hosted programs, as required.

· Provide port and protocol information on hosted programs to program Network Security Officer (NSO) in support of program risk assessment, certification and accreditation.  

C.5.15.2  Badge Access and Visitor Control

Provide administrative support to government security personnel.

· Process requests for and issue security access badges to permanent personnel and visitors.

· Assess, make recommendations regarding, and advise government security personnel on the badge issuance process, badge access and circulation control, and visitor processing.

· Provide administrative support for access and circulation control.

· Process all visitor requests and maintain records of all visitors.

· Monitor all visitors for the duration of their visit.

· Maintain security metrics and data as directed by the Director of Security.

· Provide administrative support for the issuance and control of common access cards.

C.5.16  QUALITY ASSURANCE  

The contractor shall provide Quality Assurance support to ensure programs/projects are following documented processes to produce products and artifacts.  The contractor shall participate and facilitate the Quality Assurance Evaluation/Audits.  In addition, the contractor shall assist in developing/updating a project’s Quality Assurance Plan.

At a minimum, the contractor shall: perform two (2) Quality Assurance audits in a twelve (12) month period; send out notification letters of project audits; conduct in-brief(s) and out-brief(s) with project management; request and analyze related material; prepare reports related to Quality Assurance audits; send out monthly Defect requests; and maintain a Defect database/repository.

C.5.17  CONFIGURATION MANAGEMENT (CM)

The contractor shall provide the following Configuration Management tasks:

· Identify and document the functional and physical characteristics of an item or system

· Control any changes to such characteristics.

· Record and report the change and its implementation status.

· Audit the items and systems to verify conformance to requirements.

C.5.18  COMPUTER OPERATIONS

The contractor shall perform environmental monitoring to include monitoring computer facilities for proper temperature, humidity, electrical power, and other environmental factors that may affect computer operations.  The contractor shall maintain a list of contact points for all facility environment service providers.  In the event a failure or problem condition is detected, the contractor shall perform troubleshooting and corrective action. Where fault isolation and necessary corrective action are beyond the capabilities of computer operations personnel, the contractor shall initiate a service request or trouble call to the appropriate service provider.

The contractor shall coordinate equipment installation and removal.  The contractor shall schedule and oversee all equipment installation and removal for the designated facilities.  

The contractor shall operate designated facilities in accordance with guidelines contained in SECNAVINST 5239.3, Department of the Navy Automated Information Systems Security Guidelines, COMNAVRESFORINST 5239.1A, and additional or alternative instructions as determined by the SPAWARINFOTECHCEN INFOSEC Officer and appropriate operations manuals.

The contractor shall:

· Provide computer operations personnel for the SPAWARINFOTECHCEN housing Navy automated data processing equipment and systems seven (7) days a week, twenty-four (24) hours each day.  

· Submit paperwork for a National Agency Check and maintain eligibility, as required by security for operation of ADP equipment.

· Maintain an onsite and offsite (disaster ready) media storage library.  Establish and maintain a controlled area for storage of magnetic tapes, disks, optical disks and cartridges, and other removable or portable media.  The contractor shall index and track media stored in the libraries.  The contractor shall develop and implement procedures for check-in and checkout of media. 

· Monitor and report on use of consumable supplies.  The contractor shall control and monitor use of data storage media and other consumable supplies.  The contractor shall request consumable supplies as depleted in accordance with SPAWARINFOTECHCEN Resource Management department procedures.

· Provide maintenance coordination.  The contractor shall schedule, subject to government approval, preventive and corrective maintenance action for all computer facility equipment.  The contractor shall monitor the performance of all external service providers and report findings to the SPAWARINFOTECHCEN Operations Manager.  The contractor shall keep system unavailability minimized.  

The contractor shall perform data processing operations, including: 

· Perform routine startup and shutdown of computer and telecommunications equipment as well as emergency procedures.

· Perform daily incremental and weekly full backups of supported computer systems (All backup tapes "Must" be tested to ensure backup data is valid/correct).

· Monitor telecommunications and computer systems.  Equipment will be monitored for proper operation and evidence of failure.

· Monitor batch job processing.

· Notify specified POCs as soon as possible in the event of equipment failure or batch jobs failure or equipment malfunction.

	

	Table C.5.18

	Core Service: Computer Operational Services

	1.  Service Description: Operations of test, development, and production application servers/systems 

	2.  Performance Measurements: 

	Description:
	Goal:
	Verification

Frequency:
	Methodology/Special Notes:

	Availability: 
     Test Systems

     Development Systems

     Production Systems
	>99.5%
>80%

100%
	Daily

Daily 

Hourly
	Formula: 

(Total hours – down time)
Total hours

 “Total hours” is exclusive of scheduled maintenance.

	2.2. Quality & Timeliness of Reports: 
	100%

	Measure daily, summarized and reported weekly.
	Performance monitoring tools. 

	2.3. Data Backup/Archiving & Recovery: 
	100%
	Daily incrementals, weekly full


	ITC includes these data as a monthly report to the Customer. 

	2.4. Offsite Data Storage 
	100%
	Daily
	Data retained for weekly, monthly and yearly cycles depending on customer SLA


C.5.18.1  Systems Management Center (SMC)  

The contractor shall provide professional services to aid SPAWARINFOTECHCEN in fulfilling its agency programs and management activities by managing, operating and maintaining the SMC in support of the Systems Management strategy. 

The contractor shall operate and maintain the following facets:

· Systems Administration:  Systems administration and management functions are those business activities and processes that support the management of server resources, including scheduling, workload balancing, and performance monitoring and reporting for the operating systems, databases, installed applications, and hardware resources.

· Network Management:  Network management includes the monitoring and control of supported network devices using (Simple Network Management Protocol) SNMP, Management Information Base (MIB) or Remote Monitor (RMON), filtering and reporting of network events, and notification of appropriate support personnel of significant events.

· Security Administration/Management:  Security administration and management activities include those activities and processes necessary to support user identification and log in, access controls for supported resources (e.g., servers, workstations, applications, databases, etc.), role based security profiles, monitoring and reporting of security violations, and security reporting.  

· Configuration Management:  Provide support for both hardware and software assets to include version control and support for the development and production environments. 

· Asset Management:  Asset management consists of those activities and processes involved in developing, maintaining, and tracking an accurate inventory and model of all systems components, printers, scanners, removable media devices, etc.).  Asset management business activities and processes include management of software licenses, software metering and version tracking/control.  This involves planning for new organizational demands as well as supporting the requirements for upkeep of existing resources.

· Help Desk and Problem Management:  Help desk and problem management includes the creation, tracking, and resolution of support requests; rule based escalation and automated problem ticket generation based on systems events. 

· Call Management:  Call management incorporates business processes and activities necessary to manage receipt and processing of user support requests or informational calls into the help desk system.  

· Trouble Ticket Tracking:  Trouble ticket tracking entails the business processes that govern origination, assignment, resolution and historical recordation of the trouble ticket. 

· Fault Management:  Identifying the occurrence of a fault in the enterprise, isolating the cause of the fault, correcting the fault, and reporting key performance indicators.

· Performance Management:  Ensure that networks, systems and applications remain accessible and highly optimized.  Proactively monitor network utilization and system resources for congestion, error rates, and exceeding predetermined resource limits.

· Workload Management:  Automate scheduling of batch job processing and the automation of operations control functions.

· Business Rule Automation:  Use the SPAWARINFOTECHCEN systems management software to create, implement and maintain automated processes embodying the business rules to be applied upon the occurrence of specific events on IT infrastructure elements managed from the SMC.  The SM software suite includes Computer Associates International’s CA-Unicenter -TNG as well as Tivoli System’s Expert Advisor, and interfacing software. 

· Research and Development (R&D) Lab Coordination and Control:  Provide project management support of R&D activities.  Responsibilities include review of Plan of Actions and Milestones (POA&M) submitted by groups performing individual tasks.  Provide control of Lab access, scheduling and allocation of resources based on project requirements.  Provide configuration management of all research, and development systems and electronics.  The contractor shall be responsible for the recommendation, installation, operation, and maintenance of R&D equipment and software.

· Requests for Service:  Requests for service are generally classified by the customer designation, by the severity level, and by the number of customers affected by the request (e.g., entire LAN, single workgroup, one individual).

Severity Levels used to determine the importance of the problem is defined as follows:

C.5.18.1.1 SEVERITY LEVELS

Severity 1 – Catastrophic

Problem is a system, network or application related disruption that affects multiple customers and has a global impact on the headquarters. 

Any MCC Disruption
Any Disruption during “heightened” operations.

Severity 2 - Critical

Problem has a severe impact on subset of the NAVRESNET and no alternative solution can be determined or arranged.

Any MCC Impairment. 

Any NMCC Disruption during normal business hours (this may change during “heightened operations”).

Severity 3 - Important

Problem has an impact on one or more customers, however, operations can continue and functions are available, even though capabilities are restricted. 

Any MCC, RFS or FAQ

Any NMCC Impairment.

Severity 4 - Non critical

Service Request-Not a production related issue, but is a request for service, training, software activation request, Move-Add-Change requests, or hardware/software orders.

The set of metrics below will assist the SPAWARINFOTECHCEN in evaluating the contractor’s responsiveness.  Definitions of Severity Levels are provided below.  The metrics will be used track and quantify support to the end user:

· Severity level 1  resolution success rate 

· Severity level 2  resolution success rate

· Severity level 3  resolution success rate

· Severity level 4  resolution success rate

· Overall severity level success rate 

	

	Table C.5.18.1

	Severity Levels and Time Periods
	Impact on Customer
	Initial Service Response To Customer
	Time Allotted for Resolution
	Escalation
	Feedback to Customer

	Severity Level 1

24X7
	Catastrophic
	1 hour 


	See Resolution Times listed in the Service Matrices
	See escalation procedures below
	Initial response to customer may be either by email or telephone call.

If input from the customer is required to resolve problem and neither the customer nor the POC can be contacted, the trouble ticket is placed in Pending status until the Support Engineer makes contact.

After problem is resolved and the Support Engineer closes the ticket, it remains active for 3 days in the eventuality that it must be reopened.

	Severity Level 2

24X7
	Critical
	2 hours
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Severity Level 3

–24X7
	Important
	3 hours respectively
	
	
	

	Severity Level 4

–24X7
	Non critical
	6 hours respectively
	
	
	


C.5.18.1.2 Response Times and Escalation Procedures
C.5.18.1.2.1 Priority Assistance Requirements
Priority assistance requests must meet the Severity Level 1 and Severity Level 2 criteria identified in Appendix A.

Priority assistance requirements should be submitted using the automated tools provided by the SITC, in order to track service needs, as well as facilitate rapid and appropriate response.  In the rare cases that an emergency exists, requests for service may be made directly to the SITC Customer Service Center.

All priority assistance requirements will take precedence over all other requests for service, and may cause a delay in service response to those customers already waiting.  All efforts will be made to notify customers of the reason for this delay.  This delay may, in turn, result in the contractor’s inability to meet the resolution and response times identified.  All data indicating requests for priority service will be charted and provided in the periodic reports.

The SITC operates and provides services 24-hours a day.  Support provided by the SITC includes basic troubleshooting, installation and repair services, as well as network administration and support services.    

Network Engineering support is provided through 24-hour on call service; the primary business day being 0630-1730 during the normal work week and on call duty after hours, on weekends and holidays.

Once a loss of service is detected or reported, or a request for service is identified, the contractor will respond as defined, or as appropriate.  Response may be provided via email, web or phone.  The customer will be notified of the actions being taken and provided suggestions, as appropriate, to handle future requests/problems of a similar nature.

If efforts to resolve problems have been unsuccessful, a request for service will be escalated within the SITC support organization, as needed.  All efforts will be made to service remote dial-in customers within the resolution times noted.  

C.5.18.1.2.2  Escalation Process

The diagram below illustrates the escalation process:
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C.5.18.1.2.3  Efficiency Report

The following chart is an example SPAWARINFOTECHCEN Efficiency Report:

	Table C.5.17.1

	Metric
	Weekly Rate
	Historical Ave
	Target based on IBPs 

	Weekly Ticket Volume 
	414
	562
	600

	Number of exceeded resolution times per severity
	Severity 4:  5

Severity 3:  22

Severity 2: 18

Severity 1:  2
	Severity 4:  3

Severity 3: 18

Severity 2: 11

Severity 1:  3
	Severity 4: (5

Severity 3: (22

Severity 2: (18

Severity 1: (2

	Issues Resolution (%) by Tier
	Tier 4:  90%

Tier 3:  80%

Tier 2:  77%

Tier 1:  82%
	Tier 4:  98%

Tier 3:  88%

Tier 2:  79%

Tier 1:  83%
	Tier 4:  =100%

Tier 3:  (90%

Tier 2:  (80%

Tier 1:  (80%

	ITC responsiveness within stated Response Times
	90%
	92%
	90%

	Ticket abandon rate
	9%
	8%
	(10%


The following definitions are provided as an explanation of the Tier support mentioned in Table C.5.17.1.

4 Tier Support Levels:

Tier 1 – Break/Fix/Installation Support

Tier 2 – Local Area Network (LAN) Support

Tier 3 – Network Engineer (Operations) Support

Tier 4 – Network Engineer (Planning) Support

The following example depicts how the contractor can graphically display performance metrics to augment the SPAWARINFOTECHCEN Efficiency Report:
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FIGURE C.5.18-1.  Example SLA Customer Report
The following chart is an example SLA Customer Report:

	

	Table C.5.18.2

	SLA Compliance by Severity Level
	Number of Tickets 
	Resolution Compliance Rate
	Resolution Compliance Goals
	Historical Resolution Average 

	Severity level 1 
	4
	100%
	95%
	100%

	Severity level 2
	10
	100%
	95%
	98%

	Severity level 3 
	200
	90%
	95%
	93%

	Severity level 4 
	200
	100%
	95%
	99%

	Overall 
	414
	99%
	95%
	99%


C.5.19 CUSTOMER SUPPORT CENTER (HELP DESK)  

The contractor shall provide a centralized customer support center under the SPAWARINFOTECHCEN.  The Customer Support Center (CSC) will serve as a tier 1/tier 2 point of contact for field user problem resolution, information, and service requests.

The contractor shall:

· Provide support for the development, implementation, and maintenance of automated customer support system technologies.

· Enter, track, prioritize, and update trouble reports in the SPAWARINFOTECHCEN Trouble Ticket system.  This system will be used to generate automated reports for submission to the TPOC.  Develop new reports upon customer request.

· Resolve reported problems or route Trouble Tickets to the appropriate Area of Responsibility (AOR) in accordance with approved procedures.  This includes coordinating with the appropriate AOR for resolution of those problem calls that the CSC is unable to close.  The Customer Support Center coordinates and supports resolution to approximately 11,000 calls per year.

· Design, implement, and maintain telephone switch call handling logic.

· Provide electronic reports in accordance with approved procedures. 

· Provide problem resolution and feedback to the customer.

· Implement a Quality Assurance program that includes soliciting ideas, recommendations, and feedback from the customers.  Design, implement, and maintain a problem notification system to include automated voicemail distribution, system status message facilities in the CSC hotline voice menu system, and automatic paging and text messaging.  Implement a CSC web page capable of providing:  Online trouble ticket status, dashboard metrics measuring performance, automated customer survey forms, and online documentation.

The SPAWARINFOTECHCEN tracks three sets of responsiveness metrics to measure how well the contractor supports the Service Level Agreement (between SPAWARINFOTECHCEN and customer community) and end user customers (government).  

The first set of metrics below will determine how well the Customer Support Center is operating.  The metrics will be tracked weekly to quantify efficiency and shall result in an Efficiency Report that consists of the following details:

· Ticket volume

· Ticket Abandon rate 

· Number of exceeded resolution times by severity

· Issue Resolution by Tier

· Average response time 

The second set of metrics will be used to evaluate the contractor’s performance based on customer satisfaction.  The on-line customer satisfaction survey’s will be used to track customer assessment of the contractors:

· Technical knowledge

· Courtesy

· Delivery of service

· Resolution and the length of the incident

· Response time

· Accurate diagnosis

· Interpersonal/professional communication

· Follow-up

The following table describes the Customer Support Center’s expected thresholds for success:

	

	Table C.5.19

	Category
	Performance Criteria

Goals
	Tools
	Methodology

	ITC Responsiveness within established Response Times
	90% fulfillment by times stated  


	An ARS application which supports time tracking for logged incidents.  Reports are generated on input data regarding established response times. 
	The established response time for each severity is set as a threshold within the ARS.  This threshold is monitored for infringement and logged by each incident.  

	Issue Resolution by  Tier 

Tier 1

Tier 2

Tier 3

Tier 4
	Issue resolution goal

80%

80%

90%

100%
	ARS that is configured to generate reports stating resolution by Tiers. The ITC technician is responsible for assigning severity levels
	The ARS tracks each ticket and logs the resolution by tier queues.  Reports are generated by tier category that depict the number of issues resolved by each tier divided by the total incidents addressed by each tier.

	Incident Abandon Rate 
	Not > 10 %
	ARS application that monitors and tracks tickets.
	This metric refers to the number of tickets that were not addressed

	Weekly ticket volume 


	No goal is required for this metric. The measurement can be used for trend analysis.
	ARS application that monitors tickets 
	The ARS counts the number of incidents logged by the CST’s. The sum of these incidents is reported each week 

	Number of logged requests per severity 
	No goal is required for this metric. The measurement is used for trend analysis.
	ARS application that monitors staff queues and records time and length of activity
	Total number of incidents are logged into the ARS are summed by severity level

	Number of exceeded resolution times per severity
	Severity 1 - ( 5

Severity 2 - ( 22

Severity 3 - ( 18

Severity 4 - ( 2
	ARS that is configured to monitor and track incidents by severity 
	The number instances an issue is not resolved within the established resolution time is summed by severity category

	Customer Satisfaction goals 


	On a scale of 1–10, 6 is the target 
	Surveys drafted by tier group managers and the SLA coordinator
	Distributed monthly on 10% of prior months service requests


C.5.20  Telephony 

The contractor shall provide maintenance for video room operations, systems design, engineering, installation for new and/or relocation of video systems and network/Integrated Services Digital Network (ISDN) equipment for the SPAWARINFOTECHCEN users.  The contractor shall provide video-broadcast and reception services over satellites leased for government use.  The contractor shall use both new and existing hardware and software packages as directed by the TPOC.  The contractor shall provide video production services, both recording and taping, as needed.  The contractor shall provide engineering and configuration management of the ISDN and coordination with commercial carrier as necessary for repair and new installation of additional access from FTS2001, successor contracts, and a local carrier.  The contractor shall perform traffic studies of the ISDN each month and make appropriate recommendations according to capacity needed in order to provide this service.  The contractor shall make the results of the studies available to the TPOC upon request.  The contractor shall provide all technical interfaces with other vendors and serve as the point of contact for ISDN/video projects at the various SPAWARINFOTECHCEN locations.  The contractor shall maintain a scheduling function that supports the various program offices and numerous field sites, nationwide, and provide analysis of the usages by organization on a monthly basis.  The contractor shall provide training to users on all video equipment and how to make calls to any location within the SPAWARINFOTECHCEN video community as well as international calls. Examples of work that will be performed as part of the scheduling function includes, but is not limited to inquiries, cancellations, and confirmation in support of video events for Satellite Broadcasts and video teleconferences.  The contractor shall provide mobile uplink service as required.  The contractor shall advise SPAWARINFOTECHCEN about upgrades or changes in configuration of the Video Network to ensure a highly reliable and cost effective system.  The contractor shall ensure that available services are adequate and meet Federal and general commercial standards as directed by the TPOC.

	

	Table C.5.20

	Core Service: Telephony

	


	1. Service Description: Provide dial-up connectivity for local/remote users

	2. Performance Measurements: 

	Description:
	Goal:
	Freq 
	Methodology/Special Notes: 

	2.1. Access Denied to Communications Server 

 
	Hours:

<1h

After Hours:

4h
	

	Ad hoc
	If restoration of service is beyond our control, resolution occurs when we identify as Telco or carrier problem; however, we will continue to track their resolution and notify customers when it occurs.

	2.2. Phone does not Answer, Unable to Connect 

 
	Hours:

<1h

After Hours:

8h
	
	Ad hoc
	If restoration of service is beyond our control, resolution occurs when we identify as Telco or carrier problem; however, we will continue to track their resolution and notify customers when it occurs. 

	2.3. DSN Number not Accessible or Reliable
 
	Hours:

<4h

After Hours:

8h
	
	Ad hoc
	If restoration of service is beyond our control, resolution occurs when we identify as Telco or carrier problem; however, we will continue to track their resolution and notify customers when it occurs.

	2.4. Long Distance Number not Accessible or Reliable
 
	Hours:

<4h

After Hours:

8h
	
	Ad hoc
	If restoration of service is beyond our control, resolution occurs when we identify as Telco or carrier problem; however, we will continue to track their resolution and notify customers when it occurs.

	2.5. Toll Free Number not Accessible or Reliable
 
	Hours:

<4h

After Hours:

8h
	
	Ad hoc
	If restoration of service is beyond our control, resolution occurs when we identify as Telco or carrier problem; however, we will continue to track their resolution and notify customers when it occurs.


C.5.21  AUDIO-VISUAL SUPPORT

The contractor shall provide scheduling and operations for multi-point video conferencing sessions.  The contractor shall provide professional consultation services for multimedia to include analysis, design, and implementation, including on-site meetings if requested by the customer.  The contractor shall provide customer training on multimedia services and conference room capabilities to include equipment such as video and data projectors, computer systems, overhead projectors, Liquid Crystal Display (LCD) room control systems, and video conferencing equipment.  The contractor shall provide technical support for multimedia services.

C.5.21.1  Multi-Point Conferencing Bridge Services

The contractor shall provide administration, maintenance, and operation of the Conference Room Control System (CRCS) and Multi-Point Control Unit (MCU).  The contractor shall ensure that CRCS and MCU are operational 100 percent 0600-1630, Monday through Friday, or upon customer request.  For each reservation, the contractor shall ensure each site requested has reached connectivity, and that each site has proper sound and video quality.

C.5.21.2  Scheduling Multi-Point Conferences

The contractor shall record multi-point reservation service requests into a work order system.  The contractor shall complete work orders within the time frames established by the customer.  The contractor shall schedule conferences at the highest bandwidth possible.  After scheduling the conference, the contractor shall provide a confirmation email to the customer within 10 minutes of completion of scheduling.

The contractor shall generate written monthly usage reports and provide those reports to the DGR.  The contractor shall maintain a file of the monthly usage reports by fiscal year for the life of the contract.

C.5.21.3  Training Customer on Use of Conference Rooms and Video Conferencing Equipment

Upon dispatch of a customer request, the contractor shall provide customer training on multimedia hardware and software.  Upon completion of training session, the contractor shall provide each participant with a government approved training survey.  The contractor shall collect the completed surveys and forward them to the DGR.

C.5.21.4  Technical Support for Conference Rooms and Video Conferencing Services

Upon customer request, the contractor shall provide technical support for multimedia services for conference rooms identified in Table C.5.21.4.1, and schedule conference rooms for other uses.  Customer requests shall be documented in a work order system.  

	

	Table C.5.21.4.1 - Conference Rooms Resources

	Room
	Function
	Video Conferencing Mode
	Local Presentation Mode
	Campus Fiber Mode

	ITC 2‑1
	A/V; classroom with PCs, seats 21, (29 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 22 Microphones, Rear forward facing Presenter Monitor, Electronic White Board, 21 desktop PCs at student desk
	Single LCD Projector/ Screen, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Rear forward facing Presenter Monitor Cable Access, Electronic White Board21 desktop PCs at student desk
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability)

	ITC 2‑2
	A/V; seats 20 – 25, (1 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 6 Tabletop Microphones, Rear forward facing Presenter Monitor, Electronic White Board
	Single LCD Projector/ Screen, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Rear forward facing Presenter Monitor Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability)

	ITC 2‑3
	A/V; seats 20 – 25, (1 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 4 Tabletop Microphones, Rear forward facing Presenter Monitor, Electronic White Board
	Single LCD Projector/ Screen, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Rear forward facing Presenter Monitor Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability)

	ITC 2‑4
	A/V; seats 20 – 25, (1 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 6 Tabletop Microphones, Rear forward facing Presenter Monitor, Electronic White Board
	Single LCD Projector/ Screen, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Rear forward facing Presenter Monitor, Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 2‑5
	A/V; seats 20 – 25, (3 PC)


	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 6 Tabletop Microphones, Rear forward facing Presenter Monitor, Conference Speakerphone, Electronic White Board
	Dual LCD Rear Projection, Single Overhead LCD Projector/Screen, Lectern PC, Laptop PC Input, Two PCs operator station, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 5 forward facing Monitors, Lectern Microphone, Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 2‑5A
	A/V; seats 16 – 20, (1 PC) Commanding Officer’s War Room
	PolyCom MP CoDec, Desktop PC, Laptop PC Input, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, 1 Tabletop Microphone, Forward facing Monitor, Conference Speakerphone
	Single Overhead LCD Projector/Screen, Desktop PC, Laptop PC Input, Video Rec/Playback, Elmo Transparency Camera, and Presenter Camera
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 3‑2
	A/V; seats 20 – 25, (1 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 6Ttabletop Microphones, Rear forward facing Presenter Monitor, Conference Speakerphone, Electronic White Board
	Single Overhead LCD Projector/Screen, Lectern PC, Laptop PC Input, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Lectern Microphone, Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 3‑3B
	A/V; seats 13 classroom style, PC desks, no PCs.
(1 PC)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 22 Microphones, Electronic White Board
	Dual Overhead LCD Projectors/ Screen, Lectern PC, Laptop PC Input, Dual Plasma Display, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, Monitor Cable Access, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability)

	ITC 3‑4
	A/V; seats up to 90, (3 PCs)
	PictureTel 4500 CoDec, Lectern PC, Laptop PC Input, Dual Overhead projectors/Screens, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, 2 Audience Cameras, 1 Mobil Aux Camera, 1 Lectern Microphone, 4 Tabletop Microphones, Conference Speakerphone
	Dual Overhead LCD Projectors/Screens, Lectern PC, 2 desktop PCs in Control Room, Laptop PC Input, Two PCs control room, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 1 Mobil Aux Camera, Lectern Microphone, Cable Access, DVD Playback, Audio CD-Recording, Video Matrix Switching
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 3‑5: 
	Presentation Room; seats 16 – 25, (1 PC)
	Tandberg CoDec, Lectern PC, Laptop PC Input, 4 BARCO Video Wall Display, Video Playback, Transparency Camera, Presenter Camera, 1 Audience Cameras, 2 Tabletop Microphones, Conference Speakerphone, 2 Handheld Wireless Microphones, Electronic White Board
	4 Cube BARCO Video Wall, Lectern PC, Laptop PC Input, Video Playback, Transparency Camera, Presenter Camera, 1 Audience Camera, Lectern Microphone, Cable Access, DVD Playback, Electronic White Board
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 3‑5


	Control Room (Operations); seats 1, (2 PCs)
	OPA Presentation PC
	Desktop PC Server
	4 Fiber Modems)

	ITC 4‑1


	seats up to 200 – 250, (3 PCs)
	PolyCom MP CoDec, Lectern PC, Laptop PC Input, 5 Overhead projectors/Screen, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, 2 Audience Cameras, 1 Mobil Aux Camera, 1 Lectern Microphone, 4 Tabletop Microphones, Conference Speakerphone, 2 Handheld Wireless Microphones, 2 Lavaliere Wireless Microphones
	5 Overhead LCD Projectors/Screens, Lectern PC, 2 desktop PCs in Control Room, Laptop PC Input, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, 2 Audience Camera, 1 Mobil Aux Camera, Lectern Microphone, Cable Access, DVD Playback, Audio CD-Recording, Video Matrix Switching
	Same as Local Presentation Mode with Fiber Broadcast In and Out Capability

	ITC 4‑2
	seats 25 – 30, Meetings only
	
	
	

	ITC 4‑3
	seats up to 90,  (1 PC)
	PolyCom MP VTC Roll-About, Electronic White Board, VCR
	Overhead LCD Projector/Screen Input for PC or Laptop Configuration, Electronic White Board
	

	ITC 4‑4
	seats 25 – 30, Meetings only
	
	
	

	ITC 4‑5
	seats up to 90, (3 PCs)
	PolyCom MP CoDec, Lectern PC, Laptop PC Input, Dual Overhead projectors/Screens, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, 2 Audience Cameras, 1 Mobil Aux Camera, 1 Lectern Microphone, 4 Tabletop Microphones, Conference Speakerphone, Electronic White Board
	Dual Overhead LCD Projectors/Screens, Lectern PC, 2 desktop PCs in Control Room, Laptop PC Input, Two PCs control room, Video Rec/Playback, Elmo Transparency Camera, Presenter Camera, Audience Camera, 1 Mobil Aux Camera, Lectern Microphone, Cable Access, DVD Playback, Audio CD-Recording, Video Matrix Switching, Electronic White Board
	Same as Local Presentation Mode with Fiber In and Out Capability


When conference rooms are in use, the contractor shall provide technical support assistance.  Response includes identifying, tracing, or isolating a problem with hardware and software located within the conference room being used.  If a hardware or software problem is encountered, the contractor shall make any modifications, corrections, or establish a work-around that can be implemented to bring the system back on-line so the current session can continue within 30 minutes of the technical support request.  If the problem is equipment or system failure that cannot be resolved, the contractor shall speak with the customer immediately about the problem.

C.6 APPLICABLE PUBLICATIONS AND FORMS 

C.6.1 Publications

All available instructions, manuals, regulations, publications and other reference material necessary to perform the work requirements under this specification shall be transferred between incumbent and successor as a result of a joint inventory including representatives from both the contractor and the TPOC during the transition period.  The contractor shall comply with all referenced requirements in publications listed in C.1.4 Applicable Regulations, Manuals, Directives of this document, as they apply to the services covered by this contract.  Throughout this work statement, wherever numbered references are utilized, it shall be interpreted that the most current version applies.  These documents shall be acquired and maintained by the contractor for reference, as needed.  Where discrepancies exist between the work statement and the documents listed in C.1.4, the work statement will take precedence.  Publications, manuals, schematics, engineering drawings and other available information referred to in this contract will be made available for review during the proposal preparation period.  The contractor shall be responsible for obtaining and updating regulations as they become available.

C.6.2 Forms

An initial issue of government forms will be supplied to the contractor during the transition period.  There is one exception; forms that must be requisitioned through the government supply system will be provided to the contractor throughout all performance periods.  The contractor shall maintain working levels of forms and request replenishment from the government in sufficient time for routine re-supply to prevent depletion.  Requests for replenishment shall be submitted by memorandum to the TPOC.  The contractor shall be responsible for reproducing local forms.  All unused forms shall be returned to the government at termination or upon completion of the final performance period.  A list of required forms will be provided after award.
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