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SECTION C-1

DESCRIPTION OF SERVICES
The contractor will perform information management services for Hanscom AFB that include, but are not limited to, Records Management, Base Information Transfer Center (BITC), Publishing & Publication/Forms Management, and Products & Services.  Hanscom AFB Information Management Services customers consist of Electronic Systems Center, 66th Air Base Wing, and several on and off base tenant organizations identified in Appendix 5.   Contractor will support Electronic Systems Center (ESC) and 66th Air Base Wing during exercises, real world situations, and special events. 

1.0. TRANSITION PERIOD.  During this period, the contractor shall familiarize themselves with the day-to-day work currently being performed by the incumbent contractor.  This may also include, but is not limited to, obtaining security clearances, scheduling and/or fulfilling training requirements, obtaining base identification cards and vehicle passes.  The contractor shall not impede the existing contract requirements of the incumbent contractor.  

1.0.1. PHASE-OUT.  In the event a follow-on contract is awarded to other than the incumbent, the incumbent contractor shall cooperate to the extent required to permit an orderly transition to the successful contractor.  The incumbent shall participate in a transition period described above in Paragraph 1.0.  During the phase-out period the incumbent shall be fully responsible for transitioning all government owned records to the successful contractor.

1.1.  RECORDS MANAGEMENT.  The contractor shall perform records management services, including but not limited to, providing assistance, training, shipping and retrieving records, and maintaining case files.  

1.1.1.  Records Management Guidance. The contractor shall provide guidance to the Functional Area Records Managers (FARM), the Chief of the Office of Records (COR), and Records Custodians (RC) in following the 33-series instructions and guidance published by National Archives and Records Administration (NARA).

1.1.2.  Electronic Record Keeping. The contractor shall provide guidance to CORs on using electronic record keeping for record storage and authorized disposition of imaged records.  The contractor shall provide guidance on electronic record keeping requirements and establish local procedures for creating, transferring, storing, retrieving, and disposing of electronic records.

1.1.3.  Records Information Management System (RIMS).  The contractor shall operate and maintain Records Information Management Systems (RIMS) in accordance with AFMAN 37-123, Chapter 2.  The contractor shall review and approve file plans and ensure changes are made to the file plans within 5 working days.

1.1.4.  Records Management Operational Guidance.  The contractor shall provide records management guidance, assistance, and services for joint activities, where the Air Force is designated the Records Custodian (RC), and where a support agreement exists.

1.1.5.  Staff Assistance Visits (SAVs).  The contractor shall ensure all offices of record receive a Staff Assistance Visit (SAV) every 24 months within 30 calendar days of the due date indicated in RIMS.  The contractor shall review records, regardless of media, both unclassified and classified  (CONFIDENTIAL/SECRET), to ensure they are being maintained and disposed of in accordance with AFMAN 37-139.  The contractor shall prepare a written report within 14 days after visit, addressed to the applicable Commander/Director of the organization and the Functional Area Records Manager (FARM), containing analysis of findings with recommendations for corrective action in accordance with the CDRL.

1.1.6.  Training.  The contractor shall create a records management training program covering AFI 33-322, advisory paragraphs 7, 8, 9 and 10, and provide training to all individuals who maintain, create or have custody of records.

1.1.6.1.  Beginner’s Training for Records Custodians.  The contractor shall train new records custodians within three months of assignment.  The training shall include, but not limited to, explaining the RIMS program, basic records management terminology, how to create, maintain, use, dispose, ship and retrieve  records.  The contractor shall notify individuals’ supervisors in writing within five workdays after completion of training.

1.1.6.2.  Refresher Training for Records Custodians.  The contractor shall provide refresher training not earlier than 18 months, but not later than 24 months from the initial/refresher training date for such topics as, but not limited to, new technology, procedures and changes in directives.

1.1.6.3.  Functional Area Records Managers  (FARM) Training.  The contractor shall provide new FARMs training within 30 calendar days of appointment.  The training shall include, but is not limited to, identifying basic responsibilities of the FARM, performing staff assistance visits, training for the CORs, and assisting RCs with any records management problems.

1.1.6.4.  Chief of an Office of Record (COR) Training.  The contractor shall provide training material to the FARMs within five workdays of request.  Training must include CORs responsibilities in maintaining an effective records management program within their office.

1.1.6.5  Miscellaneous Training.  The contractor shall provide miscellaneous training as requested from offices of record within 30 calendar days of the request.  The contractor shall provide training on any area(s) of life cycle management of records as requested by offices of record.

1.1.6.6.  Training Material.  The contractor shall provide training material for attendees to classes in paragraphs 1.1.6.1. through 1.1.6.3.   The contractor shall provide training material to the FARM for COR training as defined in paragraph 1.1.6.4, in accordance with the CDRL.
1.1.6.7  Training Certificates.  The contractor shall provide certificates of training to all class participants upon completion of any class.  Certificates are not provided for COR or Miscellaneous Training, in accordance with the CDRL.

1.1.7.  Shipping and Retrieving Records.
1.1.7.1.  Standard Form 135.  The contractor shall receive and inspect records for shipments by validating the records with the SF 135 (Records Transmittal and Receipt).  AFI 37-138, Chapter 6, and NARA Bulletins on Shipping Records may be used in an advisory capacity.

1.1.7.2.  Shipping Records.  The contractor shall ship, at contractors expense, records to various Federal Records Centers to include Waltham, MA, St. Louis, MO, and Washington, DC.  The contractor shall ship records within 30 calendar days after receipt of the records containing SF 135 (Records Transmittal and Receipt).  The contractor shall ensure that all records are in the same sequence as they were when received from field offices as identified on the SF 135.  The contractor shall provide a staging area for all office of record shipping requirements.  The contractor may ship to the Federal Records Center out of cycle in palletized lots of 45 storage boxes with prior contractor coordination with the records center.  AFI 37-138, Chapters 6 & 7, and NARA Field Bulletin on Shipping Records may be used in an advisory capacity.

1.1.7.3.  Retrieval of Records.  The contractor shall submit a request for retrieval of records from the Federal Records Center.  The contractor shall initiate the request within one workday of request from customer.  The contractor shall return the records to the records center within five workdays of return by the customer.  AFI 37-138, Chapter 8 may be used in an advisory capacity.

1.1.7.4.  Records Accountability. The contractor shall maintain custody of and accountability for staged records and accountability for records transferred to other agencies or Federal Records Centers until notified of destruction by NARA.

1.1.8. Maintaining Case Files. The contractor shall ensure that all case files are kept current for each organization supported, documenting their records management program.  The case file shall include, but is not limited to, Letter of Designation of FARM, the latest Staff Assistance Visit (SAV) report, current file plans for all offices of record in the two-letter organization, Standard Forms 135, if applicable to that organization, and other miscellaneous correspondence documenting the organization’s program.  

1.2.  BASE INFORMATION TRANSFER CENTER (BITC) GENERAL.  The contractor shall provide services for receiving and picking up, processing, distributing, and dispatching official mail, for all base-supported activities, including government offices located at MITRE Corporation (Bedford, MA), in accordance with DoD 4525.8M Dec 01 – Chapters 2, 3 and 4, Official Mail Manual, [United States Postal Service (USPS) Domestic Mail Manual], DoD 5200.1-R (Classified Documents, Chapter 7, Accountable Mail), AFI 31-401, AFI 37-129 and DOD 4525-6M, Volume II.  (All personnel performing these tasks shall possess a SECRET security clearance IAW security requirements in paragraph 1.2.3 of this PWS).  The contractor shall ensure drivers can communicate with on-base personnel (contractor or government) when vehicles are in use.

1.2.1.  Receive/Pick-Up Mail.  The contractor shall receive/pick-up mail from Bedford Post Office, Activity Distribution Offices (ADO), and parcel delivery companies during hours of operation.  The contractor shall also receive official mail brought directly to the BITC by authorized government representatives.   

1.2.1.1.  Accountable Mail.  The contractor shall receive and sign for all accountable mail at the Bedford Post Office.  The contractor shall return all accountable mail found intermingled with other classes of mail to the Bedford Post Office immediately.  The contractor shall process accountable mail IAW DoD 4525.8-M/AF Supplement (Holdover), Chapter 2.

1.2.1.2.  Parcels.  The contractor shall receive parcels from parcel delivery companies, delivered to building 1700, and generate an AF Form 12, Accountable Receipt. 

1.2.1.3.  Express/Overnight Mail.  When express/overnight mail is received from USPS or private carriers after a distribution run, the contractor shall notify the addressee within 30 minutes of receipt and give the person/organization the option of picking up the mail immediately or waiting until the next distribution run.  

1.2.1.4.  Late Receipt of Overnight Mail.  The contractor shall notify the sender when the overnight mail shipment did not meet the guaranteed delivery time within one workday when overnight mail was not received on time. 

1.2.1.5.  Anti-Terrorism Measures.  The contractor shall review all incoming mail for suspicious characteristics as described in Air Force and US Postal Service Bulletins as supplied by the Official Mail Manager and the Air Force Anti-Terrorism Team.

1.2.2.  Perform Distribution.  The contractor shall distribute all official mail/distribution to all ADOs IAW accepted distribution schedule.  The contractor shall perform a distribution run twice a day to ESC/CC and 66 ABW/CC; once in the morning, and once in the afternoon between 1400 and 1430 hours each workday.  
1.2.2.1.  Categorically Addressed Material.  The contractor shall receive and distribute categorically addressed material including, but not limited to:  letters, printed materials, and other similar items.  The contractor shall use an established distribution list provided by the government in Appendix 5.

1.2.3. Process Outgoing Official Mail.  On the day of receipt, the contractor shall process all outgoing

official mail for all base-supported activities, Bedford USPS, and parcel delivery companies during the hours of operation according to Chapters 2 and 3, of the Official Mail Manual.  The contractor shall use the most cost-effective rate possible to meet the sender’s delivery requirement.

1.2.3.1.  Non-Compliant Material.  For material that does not meet USPS and Air Force packaging, endorsing and addressing requirements, the contractor shall return the material to the originator with a completed AFMC Form 10, Mail Discrepancy Notice, on the next distribution run.

1.2.3.2.  Consolidated Mail Shipments.  The contractor shall consolidate all official mail going to each location designated in Appendix 4, when it provides the most economical means.  

1.2.3.3.  USPS Delivery.  The contractor shall deliver all official mail sent via USPS to arrive at the Bedford Post Office on the same day it is metered.

1.2.3.4.  Overnight Mail.  The contractor shall process all overnight mail using the USPS or an authorized private carrier delivery company.  The government will notify the contractor of any change in authorized private delivery company.  Any overnight mail not accompanied by a properly executed government Memorandum of Justification shall not be processed.  The Government Representative (GR) will provide the contractor policy on appropriate authorization levels. The contractor shall have all USPS overnight mail ready for dispatch on the next available run.  All private carriers overnight mail shall be ready for dispatch on the next available pick-up.

1.2.3.5.  Late Delivery of Overnight Mail.  Upon notification from the customer, the contractor shall apply for refund/credit through the corresponding overnight mail service carrier when the overnight mail shipment did not meet the guaranteed delivery time.  The contractor shall notify the overnight mail service within one workday when overnight mail was not delivered on time.  

1.2.4.  Provide Referral Mail Service.  The contractor shall process referral mail within three workdays of receipt.

1.2.5.  Postal Service Center (PSC) General.  The contractor shall receive, process, distribute, and forward official mail within three hours after receipt to all authorized personnel supported by the Postal Service Center (PSC).  The contractor shall also receive, process, distribute, and forward parcels from private carriers.  
1.2.5.1.  Parcels.  For parcels received from private delivery carrier during hours of operation, the contractor shall place the parcel(s) or a notice (for parcels too large for PSC boxes) in the correct post office box on the same day of receipt. 
1.2.5.2.  Express/Overnight Mail.  For all express/overnight mail received, the contractor shall contact the express/overnight mail addressee within one hour of receipt.  The contractor shall annotate on express/overnight parcel the date and time received, box number, and the time the customer was notified.   
1.2.5.3.  Customer Service.  The contractor shall provide for customer pick-up of official mail, answering customer questions and providing general delivery services from 1100-1300 hours and 1430-1630 hours each workday.  The contractor shall post the hours that these services will be available.

1.2.5.4.  PSC Box Management.    The contractor shall inspect all PSC boxes and notify the government of any deficiencies.  

1.2.5.5.  PSC Box Service.  The contractor shall assign PSC boxes, issue keys and close out individual boxes including transferring PSC box doors immediately upon receipt of completed AF Form 624 and PS Form 3575.  The contractor shall annotate the date the completed forms were received and file for forwarding mail use.

1.2.5.6.  Hold Mail.  The contractor shall hold mail 15 calendar days past due-in date for personnel due to arrive at Hanscom AFB, MA.  The contractor shall hold incoming mail for an additional 15 calendar days if there is reason to believe individual is due to arrive past projected arrival date.

1.2.6.  Other Support.  The contractor shall provide the following:

1.2.6.1.  Postage Meter(s).  The contractor shall notify the QAE whenever the postage meter(s) reach a balance of $1,000 or less.  Contractor shall annotate ascending and descending meter readings on a daily basis. 

1.2.6.2.  Postage Expenditure Report.  The contractor shall prepare a postage expenditure report two times a year (1 Oct – 31 Mar & 1 Apr – 30 Sep) in accordance with the CDRL.  All postage expenditures contained in this report will be paid by the government.

1.2.6.3.  Base Central Destruction Facility (BCDF).  The contractor shall manage the BCDF. 

1.2.6.3.1.  Scheduling.  The contractor shall schedule appointments to destroy all paper materials that require special handling Monday – Thursday, 0730-1500, within three workdays of request.  The contractor shall maintain a record of all users.  The contractor shall dispose of the record  per AF MAN 37-139.   

1.2.6.3.2.  Disposal of Waste.  If residue needs to be scheduled for pickup more than the normal one time per week, the contractor shall coordinate an additional pickup with the government.  The contractor shall clean up any debris outside the BCDF (Bldg. 1700A).

1.2.6.3.3.  BCDF Training.  The contractor shall provide initial training to all new BCDF customers before they use the facility on proper operating procedures and safety requirements.  The contractor shall also provide training before a customer uses the facility for the first time after his/her one year anniversary date of training.  The contractor shall maintain and update a record of all training.

1.2.6.3.4.  Facility Inspection.  After each operation, the contractor shall verify that no material is left in the equipment, ensure the equipment is in working condition, disconnect or turn off all equipment, and secure the facility at the end of each operation.  If the equipment becomes inoperable, the contractor shall notify the government. The customer will be responsible for removing all material not destroyed from the facility and cleaning the facility after use and ensure it is in the same state as originally found.  The contractor will be responsible to inspect the facility before the customer departs.  However any remaining residue (future settling) is the responsibility of the contractor

1.2.6.4.  Base Locator.  The contractor shall provide only duty phone numbers and unit addresses via Global Address Listing (GAL) to requesters.  
1.3 PUBLISHING & PUBLICATION/FORMS MANAGEMENT: The contractor shall provide publishing and publications/forms management services.  The contractor shall perform consultation services with customers prior to developing publications and forms.  The contractor serves as the base publishing program manager (to include: AF Electronic Publishing Program) and recommends improvements through 66th MSG/SCS for submission to HQ, AFMC publications manager.  

1.3.1  Publications Management.  The contractor shall perform publications management to include, but not limited to, reviewing and publishing local directives in compliance with AFI 33-360, Vol. 1, Chapter 1, to include, but is not limited to, local or higher headquarters supplements, and superseding documents.  The contractor shall maintain and retire electronic and paper history files in accordance with AFMAN 37-139.  The contractor shall ensure local publications and forms are reviewed by the OPR every two years on the anniversary date and are maintained on the local electronic publications site.  

1.3.1.1 Editing Publications.  The contractor shall review all new or revised ESC publications/supplements using guidelines specified in AFI 33-360, Vol. 1, Chapter 1.  Upon review, the contractor shall return the draft for editing to the Office of Primary Responsibility (OPR) within 30 calendar days from the date the publication was received.    

1.3.1.2  Publishing Publications.  The contractor shall receive, review, and make corrections to a final draft  publication from the OPR, with proper coordination and signatures listed on the AF Form 673.  Within 10 workdays from date the final draft is delivered by the OPR, the contractor shall review publications for format and content to ensure guidelines listed in AFI 33-360, Vol. 1, are followed for new or revised ESC publications/supplements.  The contractor shall make corrections, print publication, provide copies as needed to the OPR, and electronically upload publication onto the local electronic publications site within one workday after publishing.  The contractor shall annotate the new/revised publication within the ESC Index 2 for update of that publication.  The contractor shall maintain publications as stated in the CDRL.   
1.3.2 Forms Management.  The contractor shall perform forms management to include, but not limited to, receiving and publishing local directives in compliance with AFI 33-360, Vol 2, Paragraph 1.7, Chapter 4, Paragraphs 4.1-4.4 as supplemented.  The contractor shall assist customers with administrative questions concerning electronic forms.
1.3.2.1.   Publishing Electronic Forms.  Within 10 workdays from date the final draft with a prescribing directive is delivered by the OPR, the contractor shall review form for format and content to ensure guidelines listed in AFI 33-360, Vol. 2, paragraph 1.7, Chapter 3 and Chapter 4, paragraphs 4.1 – 4.4 are followed.  The contractor shall make corrections, print form, provide one copy to the OPR, and electronically upload form onto local server within one workday after publishing.  The contractor shall annotate the new/revised publication within the ESC Index 9 for update of that publication.  The contractor shall make one copy of the form, place with prescribing directive, and retain IAW disposition instructions.

1.3.2.2.  Design. The contractor shall design local forms using Pure Edge.  The contractor shall return the draft form to the OPR within 30 calendar days from the date the draft is received.    
1.3.3. Publishing.  The contractor shall perform publishing services, including but not limited to, the base bulletin, Hanscom Happenings, ESC Indices and ESC Staff Directory.

1.3.3.1.  Base Bulletin.  The contractor shall compile all inputs for the Hanscom AFB, MA Base Bulletin and publish electronically weekly according to ESC Manual 33-304, paragraphs 2, 3, 4, and 5.  Example of bulletin format provided with CDRL.  

1.3.3.2.  Hanscom Happenings.  The contractor shall compile all inputs for the Hanscom AFB, MA Hanscom Happenings and publish electronically bi-weekly. The contractor shall maintain the distribution list for this publication.  Example of Hanscom Happenings format provided with CDRL.  

1.3.3.3.  ESC Index.  The contractor shall publish ESCIND2 and ESCIND9 two times each year in accordance with CDRL. 
1.3.3.4.  ESC Executive Staff Directory, ESC Visual Aid 38-103 (ESCVA).  The contractor shall accurately update the ESCVA 38-103 quarterly in accordance with CDRL.
1.4.  INFORMATION PRODUCTS AND SERVICES. The contractor shall provide products and services that support and enhance information management activities.  

1.4.1. Alphabetical Listing of Programs.  The contractor shall compile and update an Alphabetical Listing of Programs with data provided by the government and IAW the CDRL. 

1.4.2.  Economic Impact Calculation (EIC) and Data Book.  The contractor shall compile and update an EIC and Data Book with data provided by the government and IAW the CDRL.  

1.4.3 Web Site Maintenance.  The contractor shall make updates, additions, and deletions to the MSG/SC Web Site within five workdays after requested by the Government. The MSG/SC Web Site will be consistent with the ESC/Hanscom World Wide Web Rules and Guidelines. 

1.5  CONTRACTOR PERSONNEL:
1.5.1.  On-Site Manager.  The contractor shall provide an on-site manager who shall be responsible for the performance of the work.  The name of this person and an alternate or alternates who shall act for the contractor when the manager is absent shall be designated in writing to the Contracting Officer (CO) within 30 calendar days after contract award.  The contractor shall provide telephone numbers of the site manager or alternates where these persons may be contacted outside of normal duty hours.

1.5.1.1.  The on-site manager or alternate shall have full authority to act for the contractor on all contract matters relating to the daily operations of this contract on the installation.

1.5.1.2.  The on-site manager or alternate shall be available during normal duty hours within 30 minutes to meet on the installation with government personnel designated by the Contracting Officer (CO) to discuss problem areas.  The on-site manager or alternate shall be on-site during normal duty hours and contingencies requiring work beyond normal duty hours.  After normal duty hours, the manager or designated alternate shall be available within one hour. 

1.5.1.3.  The on-site manager and alternate(s) shall be able to read, write, speak, and understand English.

1.5.2.  Contractor Employees.  Contractor personnel shall present a neat appearance and be easily recognized as contractor employees.  The contractor shall furnish an identifying badge, which shall include as a minimum, the person's name, the name of the contractor, and the words Information Management.  Each employee shall wear the badge on the outer clothing on the front of the body above the waist so that the badge is visible at all times.  In addition, all mail handlers shall wear uniforms with company name/logo. 

1.5.3. Employee's Training.  Contractor employees shall attend, locally provided government furnished job specific, training as necessary to fulfill contract and base requirements.  This training may include but is not limited to Building Manager, Security, Environmental and Hazardous Waste Management.

1.5.4    Suitability Investigations.  Contractor personnel shall successfully complete, as a minimum, a National Agency Check (NAC), before operating government furnished workstations that have access to Air Force e-mail systems.  The contractor shall comply with the DoD 5200.2-R, Personnel Security Program, and AFI 33-119, Electronic Mail (E-Mail) Management and Use, requirements.  
1.5.5  Occupational Safety and Health Act. The Contractor is solely responsible for compliance with the Occupational Safety and Health Act (OSHA) (Public Law 91-596) and the resulting standards, OSHA Standard 29 CFR 1910, 1926, and the protection of their employees. It is the contractor’s sole responsibility to make certain that all safety requirements are met. Additionally, the contractor is responsible for the safety and health of all sub-contractor employees.

2.  SERVICE DELIVERY SUMMARY (SDS)

2.1  The following performance objectives and performance thresholds are as follows.

Table 2.1

	Performance Objectives
	PWS Para.
	Performance

Threshold



	SDS-1  Conduct Staff Assistance Visits (SAV)
	 1.1.5.
	100% Performed Within 24 Months 

	SDS-2  Provide Training 
	 1.1.6.
	85% of the people  trained within required timeframes 

	 SDS-3  Maintain Case Files
	1.1.8. 
	85% of files maintained without deficiencies 

	SDS-4  Deliver Mail To Correct Destination Daily
	1.2.2

1.2.3
	95% of the Mail Delivered Daily

	SDS-5  Properly Document, Safeguard And Deliver Accountable Mail
	1.2.1.1 
	100% of Mail Delivered Daily 

	SDS-6   Ensure Proper Postage is applied to outgoing mail 
	1.2.3
	95% of Postage Applied to Daily Outgoing Mail 

	SDS-7  Ensure Mail Is Distributed Within Three Hours Of Receipt
	1.2.5
	95% of Mail Delivered Daily

	SDS-8  Publish Data Book and EIC 
	1.4.2
	Meets Annual Requirement

	SDS-9  Quality Control Plan
	1.6.12
	Meets Requirement Stated in Contractor’s Quality Control Plan


2.2 The Government will appoint a representative(s) to periodically evaluate and monitor Contractor performance to ensure services are received.  Normally, the Government representative will evaluate the Contractor’s performance through inspections as stated in the Quality Assurance Surveillance Plan (QASP) and receive and investigate all complaints from base customers.  The Government may inspect each task as completed or increase the number of quality control inspections if deemed appropriate because of repeated failures discovered during quality control inspections or because of repeated customer complaints.  Likewise, the Government may decrease the number of quality control inspections if performance dictates.  The Government representative shall make final determination of the validity of customer complaint(s).  In addition, Government surveillance of tasks not listed in the Service Delivery Summary or by methods other than those listed in the Service Delivery Summary (such as provided for by the Inspection of Services clause) may occur during the performance period of this contract.  Such surveillance will be done according to standard inspection procedures or other contract provisions.  Any action taken by the contracting officer as a result of surveillance will be according to the terms of this contract.

2.3 If any of the services do not conform with contract requirements, the Government may require the Contractor to perform the services again in conformity with contract requirements, at no increase in contract amount. When the defects in services cannot be corrected by re-performance, the Government may:

(1) Require the Contractor to take necessary action to ensure that future performance conforms to contract requirements; and

(2) Reduce the contract price to reflect the reduced value of the services performed.  

2.4  The Government may audit the contractor’s Quality Control Plan against actual contract performance 

over and beyond that indicated in table 2.1.

SECTION 3

GOVERNMENT-FURNISHED PROPERTY AND SERVICES

3.1  Government-Furnished Property and Services:  Except for those items or services specifically stated below and those items listed in Appendix 3, the Contractor shall furnish everything required to perform this Performance Work Statement.  

3.1.1   The Government will provide rent-free use of telephone, mail service, network access, refuse collection, custodial services, and grounds maintenance services (excluding snow removal in accordance with Section 4, General Information, Paragraph 4.7 when the contractor is the sole occupant of the building).   Government-provided services that are not used in direct relation to the performance of this contract will be at the contractor’s expense.

3.1.1.1 The Contractor will be provided rent-free use of buildings 1700 & 1700A including heating, electricity, water, and sewer.  The location of this building can be found on the attached map in Appendix 4.   The Contractor cannot reconfigure the existing equipment in any way without prior approval of the Contracting Officer.  The contractor shall be responsible for building security procedures with other building occupants.

3.2 GOVERNMENT FURNISHED DATA.  The Government will provide the contractor, prior to the conclusion of the Transition Period, all records, files, documents, and work papers generated in support of the previous contract (see Appendix 7).  

3.3 GOVERNMENT FURNISHED TRAINING.  The Contractor shall attend the following Government Furnished Training:

	Title of Course
	Requirement
	Type 
	Office of Primary Responsibility

	AF Information Assurance Training
	Annual
	On-Line at SC (Bldg. 1302F)
	66 ABW/SCB

3-7014



	Level 1 Anti-Terrorism Training
	Annual
	On-Line (ESCenternet/On-Line Training)
	AFOSI/OSI

3-7406

	NATO Security Training
	Annual
	On-Line (ESCenternet/On-Line Training)
	ESC/IN

3-3849

	Operations Security (OPSEC)
	Annujal
	On-Line (ESCenternet/On-Line Training)
	ESC/IN

3-3849

	Privacy Act Training (PAT)
	Annual
	On-Line (ESCenternet/On-Line Training)
	66 ABW/SC

3-8606

	Security Awareness & Education Newcomers Briefing
	One Time Requirement
	On-Line (ESCenternet/On-Line Training)
	ESC/IN

3-3849

	Facility Manager Training 
	Initial, Refresher, and Seasonal
	Classroom
	66 ABW/CEKM

3-3924


SECTION 4

GENERAL INFORMATION

4.1.  CLASSIFIED MATERIAL.  The contractor shall comply with all security requirements in accordance with DD Form 254 (DoD Contract Security Classification Specification).  
4.2.  RECORDS RETENTION.  The contractor shall maintain all records, files, documents, and work papers generated in support of this contract and disposed of per AFMAN 37-139, Records Disposition Schedule.

4.3. PERFORMANCE OF SERVICES DURING CRISIS DECLARED BY THE 

INSTALLATION COMMANDER.   The contractor shall not be required to perform any services during a crisis declared by the Installation Commander. 

4.4  QUALITY CONTROL PROGRAM.  The contractor shall establish and maintain a quality control program that ensures performance standards in the PWS are achieved.  The contractor shall maintain an accurate Quality Control Plan (QCP) to ensure the requirements of the contract are provided as specified.  The basic QCP must provide for appropriate controls of service characteristics and attributes from contract start and include inspection and test criteria/methodology/data that is used to verify/validate conformance to acceptance criteria established for the contract.  It should describe specific policies, procedures and practices and identify quality responsibilities for all operational interfaces.  The key consideration is the delivery of services that fall within allowable tolerances.  Quality planning procedures define how the requirements for quality will be met.  Updates to the QCP must be submitted in accordance with the CDRL.  Any changes to the QCP must be coordinated through the contracting officer, IAW the CDRL, not later than 15 days after implementation. 


4.4.1.  Quality Control/Contract Manager.  As part of the Quality Control Plan, the contractor shall assign a person who will be the primary point of contact for the government to contact for quality control and contracting items. 

4.5. Hours of Operation.  Normal hours of operation are: MON. - FRI. 0730-1630, except federal holidays.  

STATE LOCAL, FEDERAL LAWS, AND REGULATIONS FOR HAZARDOUS MATERIAL HANDLING, OSHA STANDARDS, RECYCLING, 

4.6 Environmental and OSHA Standards.  The contractor shall comply with EPA and OSHA standards, including all Federal, State, Local laws and regulations, including base policies.

4.7  Snow Removal.  The contractor shall be responsible for snow removal from entrances and walk ways within 50 feet from building. 

4.8. DATA. The contractor shall prepare and submit all documentation in accordance with the Contract Data Requirements List, DD Form 1423, Exhibit A. 

4.9  Facility Manager.  The contractor shall attend Facility Manager training and perform all duties defined in the training. 
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