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SECTION C-1

DESCRIPTION OF SERVICES

The contractor shall perform multimedia services for Hanscom AFB that include but are not limited to graphic photo, video, presentation, Video Teleconferencing (VTC) and customer service.  Hanscom AFB Multimedia Center customers consist of Electronic Systems Center, 66th Air Base Wing, and several on and off base tenant organizations identified in the Appendices.  Contractor shall participate in Electronic Systems Center (ESC) and 66th Air Base Wing exercises, real world situations, and special events. The contractor shall participate as a member of the base Disaster Control Group (DCG).  Multimedia Services include Alert Photography. The contractor shall meet the performance thresholds contained in Table 2.1, Service Delivery Summary (SDS).

1.0. TRANSITION PERIOD.  During this period, the contractor shall familiarize themselves with the day-to-day work currently being performed by the Most Efficient Orgination (MEO).  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. GRAPHICS SERVICES.  The contractor shall perform graphic services including but not limited to design, printing and mounting services for illustrations, charts, graphics, diagrams, posters, displays, exhibits (2-D and 3-D), interior signs, temporary exterior signs, and web pages, to support managerial, operational, training, educational, and administrative base level requirements.  

1.1.1. DESIGN.  The contractor shall provide knowledge and expertise in designing multimedia graphic products including but not limited to animation and presentations. 

1.1.2. PRINTING.  The contractor shall print multimedia graphic products including but not limited to dye sublimation, large ink-jet format, and standard format.

1.1.3. MOUNTING.  The contractor shall mount multimedia graphic products up to 36”X108”.

1.1.4. LAMINATION SERVICES.  The contractor shall perform lamination services of multimedia products and any other products including but not limited to posters, photos, ID cards, signs, and maps. 

1.2. VIDEO SERVICES.  The contractor shall perform video services including but not limited to video and setup to support training, investigations, historical documentation, retirements, commander’s calls, and other special events.   

1.2.1. RECORDING.  The contractor shall provide recording services for presentations, training presentations, Commander’s calls, retirements, promotions, historical events (i.e. Distinguished Visitors, Hanscom community cable channel, Special Commander’s Projects, and other special events to include, but not limited to, Air Show, C2 Summit, U-Banks, Award Ceremonies). 

1.2.1.1. SETUP.  The contractor shall provide setup services to include, but not limited to, stage setup, video lights, single/multiple microphones, teleprompters, and screens for live video.

1.2.2. EDITING.  The contractor shall edit any official video media, to include interactive DVD’s.

1.2.3. DUPLICATION.  The contractor shall duplicate and/or convert any official video media to or from  mediums including but not limited to DVD’s, CD, VHS, Super VHS, DVC Pro, Mini-DV, and Beta Cam, not to exceed 25 copies per project. The contractor shall also convert from any video media to web-ready video (i.e. AVI, MPG, etc.).

1.3. PRESENTATION SERVICES.  The contractor shall perform presentation services to include, but not limited to, setting up projectors, laptops, live video, and multiple front and rear projection screens to include piping and draping.  

1.4. PHOTOGRAPHIC SERVICES. The contractor shall perform photographic services including but not limited to photography and printing for civilian and military personnel official photos, training presentations, investigations, historical documentation, retirements, commander’s calls, promotions, distinguished visitors (DV’s), public affairs, aerial photography, product photography, and other special events (Air Show, C2 Summit, U-Banks, Award Ceremonies).  Locations of services may include but are not limited to photographic or video documentation from open windows, roof tops, towers, ladders, helicopters or fixed wing aircraft, and mechanical lifting devices such as a “Cherry Picker”.  When any specific photography job that is of a sensitive or classified nature, the contractor shall provide personnel with the appropriate clearance up to the Secret level.   

1.4.1. ALERT PHOTOGRAPHY.  The contractor shall provide alert photography services (24 hours per day/7days per week) to include but not limited to investigations (i.e. OSI, Command Post, Security Forces), base exercises, accidents, and damage to government property.  Alert photography commences when the contractor receives telephone notification from the Command Post, Security Forces Duty Desk, or any OSI Agent.   The contractor shall provide an alert photography roster IAW CDRL A001.  


1.4.1.1. RESPONSE TIME.  Response time is defined as being physically on-site at the location specified by the requestor within the allotted time. The contractor shall respond immediately during normal duty hours.  After duty hours, the contractor shall respond within one hour of notification.
1.4.2.  STUDIO PHOTOGRAPHY.  The contractor shall provide photography to include but not limited to official portraits (ie. Promotions, Officer records, Special duty assignment), official passport, visa, citizenship, immigration and product photographs.   The contractor shall review each request to ensure that it is supported by an official government source document.  

1.4.2.1. OFFICIAL MILITARY PORTRAITS.  The contractor shall provide official portraits in accordance with AFI 33-117 paragraph 2.1.1.2 , 2.1.1.2.1 and the following:

Air Force:  

AFI 36-2110, paragraph A16.9.4.2.3 and A16.9.4.3.3  
AFI 36-2632. paragraphs 1-4.38
Army:


http://www.doim.army.mil/viweb 
Marines:  

MCO P1070.12K W/CH 1 
Navy:  

MILPERSMAN 1070-180

Coast Guard:  
Manual 5728.2C, paragraph E
National Guard: 
AR600-100, paragraph 11-8A 1 and 2
1.4.3. LOCATION PHOTOGRAPHY.  The contractor shall provide photography to include, but not limited to, awards ceremonies, news releases, historical events, base level or higher awards and decorations, retirements, construction, mission or orientation briefings, training programs, aerial documentation, Distinguished Visitors, and Commander’s Calls.

1.4.4. DIGITAL FLATBED SCANNING.  The contractor shall perform digital flatbed scanning.

1.4.5. PHOTO-EDITING.  The contractor shall perform photo-editing services in accordance with AFI 33-117 paragraph 2.8.

1.4.6. PRINTING.  The contractor shall provide digital dye sublimation prints from any media and reprints from negatives or hard copies up to 30 copies each, per project.  The contractor shall provide digital prints and custom reprints from negatives.   

1.4.7. PHOTO AND PRINT PROCESSING.  The contractor shall comply with Massachusetts Water Resource Authority (MWRA) Permit Number 03102735, and shall coordinate all HAZMAT purchases/disposal in writing through 66 MSG/CEK.  Coordination records shall be maintained throughout the life of the contract.   


1.5. VIDEO TELECONFERENCING (VTC) SERVICES.  The contractor shall perform video teleconferencing services including, but not limited to, the operation and scheduling of two studios on the Defense Information System Network  (DISN) Digital Video Services Global for secure and non-secure VTC sessions.  Scheduling of the Multi-point audio/video shall be performed using the government-wide VTC scheduling system (VTCSS).  The contractor shall prepare reports in accordance with CDRL A002. In addition to the normal everyday VTC operations the contractor may be required to conduct Morale, Welfare and Recreation Activities IAW AFI 33-117, paragraph 2.6.     

1.5.1. SECURITY CLEARANCE.  Contractor personnel performing VTC services shall possess at a minimum a secret security clearance.  The conference chairperson (customer) who requests a secure VTC has the overall responsibility for seeing that security clearance verification of all attendees is performed prior to holding the VTC.  At the end of a classified conference, the contractor shall ensure that the VTC room is properly sanitized of all classified materials, including any electronically stored images/information.

1.5.2. OPERATION.  The contractor shall be responsible for set-up of the VTC equipment, scheduling, monitoring and troubleshooting of the Multi-Point Gateway.  
1.5.2.1. SET-UP.  Contractor shall be responsible for ensuring that the VTC equipment (audio and video) is operational prior to the scheduled time including establishing the multi-point connection and/or Gateway Bridge.  

1.5.2.2. MULTI-POINT GATEWAY (BRIDGE).  The contractor shall schedule, monitor, and reset when necessary the multi-point gateway.  If the contractor is not able to reset the gateway, the contractor shall contact ESC/DIT at DSN 478-5661, located in Building 1435 for appropriate maintenance support.


1.5.2.3. TROUBLESHOOTING.  The government’s Video Operations Center (VOC) at Scott AFB, IL, manages the Multi-Point Gateway system.  The contractor shall call the VOC DISN Digital Video Services Global  Video Management Center at 1-800-367-8722 for appropriate maintenance support.     

1.5.2.4. HOURS OF OPERATION.  The contractor shall provide VTC services from 0730 to 1700.

1.6. PRODUCTION SERVICES.  The contractor shall perform local and MAJCOM production services IAW AFI 33-117, paragraphs 4.1 and 4.4, to include Production Approval Number (PAN) and Production Identification Number (PIN) approval process’ IAW AFI 33-117, paragraphs 4.2, 4.7, and 4.8.  Production services include, but are not limited to, post production videos and photo/graphics presentations.  Prior to initiation of any production effort, contractor shall coordinate the AF Form 833 through the Base Multimedia Manager (BMM). 

1.6.1. MASTER PRODUCTION FILE.  The contractor shall keep a master production file for each multimedia production  IAW AFI 33-117, para. 4.5.7.4.
1.7. CUSTOMER SERVICE. The contractor shall provide customer service to include, but not limited to, consultation services as well as managing the self-help program.  

1.7.1. CONSULTATION SERVICES.  The contractor shall provide consultation services and make recommendations directly to customers during all stages of planning, preparation, and production of multimedia products.  

1.7.2. SELF-HELP.  The contractor shall manage the self-help service program to include but not limited to providing graphics expertise, non-professional still and video cameras, projectors, screens and a self-help workstation (computer, flatbed scanner, film scanner, printing capabilities) in Building 1508.  The purpose of the self-help program is to provide additional resources to base multimedia customers. 

1.8. DISASTER CONTROL GROUP.  The contractor shall be responsible for fulfilling the duties associated with the Disaster Control Group (DCG), 24/7 for photographic and video services.  The contractor shall attend DCG training.  These services are separate and distinct from Alert Photography Services reference paragraph 1.4.1.  The contractor shall provide a DCG Appointment Letter IAW CDRL A003.

1.9.  WORK ORDERS.  Customers request video/MM production support on DD Form 1995.  Customers request all other MM products/services using AF Form 833, Multimedia Support Request.  The contractor shall review AF Form 833 and DD Form 1995 for compliance with the definition of official multimedia products and services IAW AFI 33-117 para 1.10.1 and ensure Base Multimedia Manager (BMM) coordination on the DD Form 1995 IAW AFI 33-117 para 1.6.2.5.  Any work orders that do not meet the definition of official multimedia products shall be referred to the BMM.
1.9.1.  CUSTOMER CRITIEQUES.  The contractor shall require customers to complete the customer Critique section of AF Form 833 for all work performed under PWS paragraphs 1.1 (Graphics Services), 1.2 (Video Services), 1.3 (Presentation Services), 1.4 (Photographic Services).
1.10.  PRIORITY.  All work orders shall fall into one of the following priorities

1.10.1.  PRIORITY 1.  Commander directed tasking or work of an emergency nature (i.e. accidents, investigations boards, intelligence collection, criminal investigations and certain time-sensitive public affairs material).  Priority 1 work shall be accomplished without delay and will preempt all lower priority work.   

1.10.2.  PRIORITY 2. This shall apply to all complex video production, some publication art, large format graphic designs and display exhibits (2-D and 3-D).  Work will be performed on a first in – first out basis, unless otherwise designate by the BMM.  Priority 2 work orders shall be completed and the customer notified within 10 working days after the actual event (photography) or submission of the work order. 

1.10.3.  PRIORITY 3.  This shall apply to all routine work that can be programmed in advance or on a recurring basis.  Priority 3 work orders shall be completed and the customer notified within 5 working days after the actual event (photography) or submission of the work order.  


1.11.  MIMS.  The contractor shall maintain the Multimedia Information Management System (MIMS). IAW AFI 33-117 paragraph 1.6.2.7.  

SECTION C-2

SERVICE DELIVERY SUMMARY (SDS)

Table 2.1

	Performance Objectives
	PWS Para.
	Performance Threshold

	Graphics Services
	1.1
	*Average score of 6 or more on the customer critique section of the AF Form 833 90% of the time, per month

	Video Services
	1.2
	*Average score of 6 or more on the customer critique section of the AF Form 833 90% of the time, per month

	Presentation Services
	1.3
	*Average score of 6 or more on the customer critique section of the AF Form 833 90% of the time, per month

	Photographic Services
(Excluding Alert Photography)
	1.4
	*Average score of 6 or more on the customer critique section of the AF Form 833 90% of the time, per month

	Alert Photography
	1.4.1 & 1.4.1.1
	Responds on-time 98% for  all calls for the month

	VTC Calls
	1.5.4.1
	95 % VTC calls start on-time per month


NOTE:  *Average score means the average of the Customer Critique Section responses on each AF 833, not the average of all AF 833’s for the month.

2.0.  QUALITY ASSURANCE. The Government will periodically evaluate the Contractor’s performance by appointing a representative(s) to monitor performance to ensure services are received.  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 multimedia 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).  

2.1. INSPECTION OF SERVICES.  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.  


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.  GOVERNMENT-FURNISHED SERVICES/UTILITIES.  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).   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.  GOVERNMENT-FURNISHED OFFICE SPACE.  The Government will provide rent-free use of office space including heating, electricity, water, and sewer in building 1508 and the VTC facility and equipment in building 1612.  The location of this building can be found on the attached map in Appendix 4.   Reconfiguration of existing equipment requires approval of the Contracting Officer.  The contractor shall participate in the building security procedures with other building occupants.

3.2.  GOVERNMENT FURNISHED DATA.  The Government will provide access to the following during the performance of this contract:  

3.2.1.  MULTIMEDIA ARCHIVAL DATABASE.  The Government will provide access to the multimedia archival database during performance of the contract. 

3.2.2.  VTC SCHEDULING SYSTEM.  The contractor will be provided access to the government-wide VTC scheduling system.
3.2.3 MULTIMEDIA INFORMATION MANAGEMENT SYSTEM (MIMS).  The contractor will be provided access to MIMS.
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

	Disaster Control Group Training
	Initial, Refresher
	Classroom
	66 ABW/CEKX

3-4923


SECTION 4

GENERAL INFORMATION

4.1.  ACCESS TO 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 retain originals and negatives, in accordance with the instructions on the AF Form 833, of all multimedia products for one year with the exception of Alert Photography, which will be retained by the requestor.  Any questions as to the disposition of any original material shall be directed to the BMM for a decision. 

4.3.  PERFORMANCE OF SERVICES DURING CRISIS DECLARED BY THE 

INSTALLATION COMMANDER.   The contractor shall perform DCG services as described in paragraph 1.8 of the PWS during a crisis declared by the Installation Commander.  The contractor may be notified by the Crisis Action Team 24/7.   

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.  The QCP and subsequent updates must be submitted in accordance with CDRL 0004.  Any changes to the QCP must be coordinated through the contracting officer , 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. 0700-1600, except federal holidays, alert photography (Paragraph 1.4.1) and VTC Services (paragraph 1.5.4.2).  On occasion the contractor shall be required to process last minute high priority services, which may include work outside normal duty hours.
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 participate in snow removal from entrances and walk ways within 50 feet from building, with other building occupants. 

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 SECURITY.  The contractor shall participate in the facility security program established by the Facility Manager.
4.10.  MARKINGS.  The contractor shall establish Visual Information Record Identification Number (VIRIN’s) F3427 in accordance with paragraphs 6.8 of AFI 33-117.  
4.11.  MULTIMEDIA PRODUCTS.  Any Multimedia products produced or collected in performance of this contract shall become Air Force property and shall not be provided or released to any person or organization without prior consent of the Public Affairs office through the Base Multimedia Manager.  

4.12.  TOURS.  The contractor shall conduct tours of the Multi-media Center when requested via AF Form 833.  Tours may include a demonstration of multimedia capabilities and products; for example: how to produce a photographic print, operate a graphics imaging system for computer generated products, or other demonstration of aspects related to the multimedia field.  
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