as of 12/23/2003

OPERATING INSTRUCTIONS AND RULES FOR VISITORS TO THE GROUND ELEMENT MEECN SYSTEM (GEMS) REQUEST FOR PROPOSAL (RFP) LIBRARY

General

1.  The GEMS RFP Bidders’ Library has been established for use by authorized industry personnel.  The primary purpose of the Library is to make program pertinent data available to all interested companies as data becomes available.  Please be advised, however, that potential offerors should not assume that the documents in this Library are complete or accurate as of the proposal due date; all documents are subject to change without notice.
2.  An index of available library documents is posted on HERBB and will be available at the library. The document index will be updated as required.
3.  Documents related to the GEMS effort that are marked “proprietary” will not be available at the RFP Library.

Library Visits

1. Visits are by appointment only, scheduled at least 3 days in advance and recorded by ESC/NDM. All appointments will be made on a first come first serve basis.  For planning purposes, a RFP Library appointment schedule will be posted and routinely updated on HERBB.  

a.  During the first 30 days of library operations, visits will be limited to one two-day visit by each company’s representatives.  To ensure the widest availability of appointments, the Government requests only those companies intending to propose as prime contractors schedule review time and, in turn, make copies of documents available to their intended subcontractors. These limitations  are subject to revision based on the volume of industry requests.

b.  Thereafter, visits are limited to one company per day with a maximum of 4 persons per visit.  Hours of operation are 0830 – 1600, Monday through Friday.  

c. Visitor registration is required for each visit to the Library.  Please see registration form at the bottom of this document.

3.  The copiers and fax machines in the library, building 1618, are intended for library use.  

4.  Contractors visiting the RFP Library must restrict their activity to that purpose only during their appointment.  No other meetings with Government personnel are permitted and phone calls cannot be received, or made, while visiting the Library.  

Library Security

1.  Individual visitor security clearances are required to view classified information.  Clearances shall be forwarded to the Library Administrator, Ms. Dalia Zikas at ESC/NDM, 11 Eglin Street, Hanscom AFB, MA 01731-2120, fax (781) 377-8553, or email dalia.Zikas@hanscom.af.mil  well in advance of library visits.  Corporate security officers must forward DD Form 2345 in order to view Export Controlled documents.  Specific location of building 1618 will be posted on the Hanscom AFB Electronic RFP Bulletin Board (HERBB) web site (http://herbb.hanscom.af.mil).  All visitor requests will be sent through the company’s facility security manager (NOTE: Hand-carried security clearances will not be processed).  
2.  No cell phones, cameras, tape recorders, video cameras, lap tops, calculators, hand-helds (palm devices) or other reproduction or input devices are permitted in the RFP Library. 

3.  In the event copies are required, unclassified documents not subject to export control restrictions, can be checked-out of the library for a period of 24 hours for reproduction at off-base facilities.   Copies of classified and export control documents will be sent by the Government to the company’s security officer. Copies of FOUO will be sent by the Government to the requestor.  Turn around time for processing these requests may be from two to three weeks.  No more than four documents may be requested per week.

4.  Documents may not be marked, nor under any circumstances are pages to be removed.

5.  Classified documents, including unclassified pages, may not be removed from the RFP Library area and may not be photocopied.  However, contractors are permitted to take notes from classified documents.  These notes must include:


a.  Identification of the document by index number and page

b.  The level of classification of the information underlined and centered at the top and      bottom of each page

c.  Downgrading/declassification instructions

All notes taken from classified documents must be turned into the RFP Library monitor for forwarding by ESC/NDM to corporate security officers.  Any notes containing classified information,  that are not in accordance with the criteria listed above, will not be sent to the corporate security officer by the library administrator.
6.  The Government reserves the right to inspect all personal belongings.

7.  For directions on how to get to HAFB, please go to this link: http://www.hanscom.af.mil/frameIE.asp?url=newComers.htm
Please note: you will need to enter through the Vandenberg gate off of Route 2A via the Visitor’s Center. 

USER REGISTRATION AND DISCLAIMER FORM

Any information obtained from the GEMS’ RFP Library will be used for the sole purpose of:

Assisting_________________________________ in the technical evaluation and response to the 



Individual and Company Name

Government’s request for proposal (RFP) for the GEMS program.

______________________________, (hereafter referred to as the contractor), is responsible for



 Company Name
assuring that the information that is received will not be used for any purpose(s) other than stated above.  The information will be destroyed when work outlined under Library Security, paragraph 5, above is complete.

The contractor guarantees that the provided information, and/or any modified version thereof, will not be published in any manner or offered for sale.  It will not be sold or given to any other firm, without prior written approval from the ESC/NDM program office.  Classified material will be appropriately protected IAW AFI 31-401, found at http://www.e-publishing.af.mil/pubfiles/af/31/afi31-401/afi31-401.pdf.

The contractor understands that the information is intended for domestic use only.  It will not be made available to foreign governments nor used in any contract with a foreign government.

The GEMS’ RFP Library will close on the day final proposals are due.

I ________________________________________, as a representative of the 



Name of Individual & Title (PLEASE PRINT)

company listed below, understand and agree to the above mentioned rules.

____________________________


____________________________

Signature of Individual



Date

____________________________




Company Name



____________________________

Company Address
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