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STATEMENT OF WORK

FOR

EDUCATION AND TRAINING

1.  DESCRIPTION OF SERVICES.  The contractor shall provide all personnel, equipment, tools, materials, vehicles, supervision, (except as specified in Appendix C as government-furnished property and services), and other items and services necessary to perform the management and operations of the Education and Training function as defined in this Statement of Work (SOW) for Hanscom Air Force Base, its tenant units, Geographically Separated Units (GSUs), and support for other off-base activities.  Because much of the work in this SOW is typical in the commercial industry, all work, services, and operations shall be performed to commercial industry standards to the maximum extent practicable.  The contractor shall ensure all work, services, and operations are in compliance with local, state, and federal laws and regulations.  The historical quantities of work are listed in Appendix A, Workload Data and Required Meetings. 

1.1.  EDUCATION SERVICES.  

1.1.1.  Instructional Program Management.  The contractor shall In Accordance With (IAW) AFI 36-2306, The Education Services Program, paragraph 3.1 and AFMCI 36-201, Education and Training Process Guide, paragraph 8.11 determine the need for suitable on-base post-secondary programs from empirical evidence obtained from the customer population (see Appendix A). The contractor shall then determine suitable programs to meet that need and submit a report with the empirical results and recommendations to the Functional Director (FD) for approval.   

1.1.2.  Customer Service.
The contractor shall respond to all customer inquiries in a timely manner. The contractor shall assess the needs of all Education and Training customers (including but not limited to active duty military members, Department of Defense (DoD) employees, retirees, and dependents of active duty military members) and refer customers to the appropriate staff member.  The areas of assessment and advisement include programs listed in this SOW.  The contractor shall develop customer surveys based on a 1 to 5 rating system and submit to the FD for approval. The surveys shall measure demographics and customer satisfaction.  The surveys shall be available to all customers.  The contractor shall review the surveys monthly to determine customer expectations of facilities and programs and use the information to refine Education Center programs to fit the needs of the customers.   

1.1.2.1.  Information Management Support. The contractor shall:  perform tasks required to support Education and Training information management including records update, file maintenance and disposition, and correspondence management IAW AFI 33-322, Records Management Program, Paragraph 9; update Education and Training records IAW AFI 36-2305, Educational Classification and Coding Procedures, paragraphs 1.4 and 3.2 following course enrollment, withdrawal, and successful completion and verification of training; provide certificates of course completion to students for on-site training; process military enrollments through Air Force Automated Education Management System (AFAEMS), Personnel Concepts III (PCIII) computer system, and the Military Modernization System (MilMod) or equivalent. Market education center programs to base personnel via the mass distribution systems, including electronic mail, base bulletin, and base newspaper, weekly; process actions and ensure responses meet established deadlines; and refer to AFI 33-332, Air Force Privacy Act Program, for the handling of all Privacy Act information.  

1.1.2.2
Classroom Management. The contractor shall:  create and maintain classroom schedules for all classroom facilities belonging to the Education and Training Services and those classrooms utilized for off-duty education; schedule classroom and facility use according to the priority set by the FD; inspect classrooms after use to ensure they are free of debris and properly arranged for follow-on use; and conduct an end-of-class day security check of all classrooms managed by the Education and Training Services, and document accordingly.    

1.1.2.3.  Transcripts. The contractor shall provide information for ordering transcripts from colleges and universities. The contractor shall provide DD Form 295, Application for the Evaluation of Learning Experiences during Military Service, and appropriate source documents and guidance on identifying military training that will earn college credit.  

1.1.2.4.   Nathan Altschular Award for Excellence in Education Programs. The contractor shall, upon request by FD, prepare and submit award on AF Form 1206, Nomination for Award, for approval to FD, and submit to MAJCOM in accordance with established deadline.   
1.1.3.  Tuition Assistance (TA).  The contractor shall IAW AFI 36-2306 paragraph 5.4.1 inform customers of the requirements of the Air Force Tuition Assistance Program for the off-duty voluntary education program and provide application instructions for TA. The customer base for TA is composed of Air Force active duty personnel, and Air Force Reservists currently assigned to Hanscom and on active duty.  Active duty members from other branches of the Armed Services are also authorized TA if assigned to Hanscom Air Force Base.  The contractor shall check all AF Forms 1227, Authority for Tuition Assistance Education Services Program, for eligibility and AF Forms 63, Officer/Airman Active Duty Service Commitment (ADSC) Counseling Statement, for completeness and accuracy.  Upon receipt of invoice from academic institutions, the contractor shall review for accuracy, validate, approve for payment and forward to FD.  Tuition assistance requests shall be processed before class start date and reports prepared within 5 work days of the end of the month.   

1.1.3.1.  Funds Reimbursement. The contractor shall:  provide information to customer on receiving reimbursement for courses taken; inform student of reimbursement options: collect proof of payment, registration, and grade from customer; and create AF Form 1227 and SF 1034, Public Voucher for Purchases and Services Other than Personal, and forward to FD.  

1.1.3.2.  Tuition Assistance Waiver. The contractor shall process AF Form 118, Refund of Tuition Assistance- Education Services Program, for student request of tuition assistance waiver and verify waiver justification.   

1.1.3.3.  Active Duty Service Commitment (ADSC) and Assignment Availability Code (AAC). The contractor shall IAW AFI 36-2107, ADSC and Specified Period of Time Contracts (SPTC) paragraph 1.3, 1.10, and 2.6:  advise individual on ADSC and AAC, and forward AF Form 63 to HQ AFPC; assign AAC; and serve as installation ADSC point of contact with Air Force Personnel Center (AFPC).  

1.1.3.4.  Financial Aid. The contractor shall advise qualified customers on available financial aid programs, including scholarships, PELL grants, and federal loans. The contractor shall determine customer qualifications for these programs.   

1.1.4.  Advisement.   The contractor shall:  IAW AFI 36-2306 paragraphs 3.2 and 3.3 administer the general education program to include advising individuals who are enlisted in any component of the United States Air Force on Community College of the Air Force (CCAF), including local (Education Center and the surrounding community) course offerings, Veterans’ Administration (VA) Programs, commissioning programs, and Professional Military Education (PME) opportunities; advise on local and national certificate, undergraduate, and graduate degree programs, to include distance learning opportunities; act as test examiner and monitor;  research programs, write and send announcements to base newspaper and send base-wide e-mails, advertise the programs, provide registration, track enrollments, and provide course information on new and existing programs, both off-base and on-base, of interest to the customer base; and develop customer surveys based on a 1 to 5 rating system and submit to the FD for approval. The surveys shall measure demographics and customer satisfaction.  The surveys shall be available to all advisement customers.  The contractor shall review the surveys monthly to determine customer expectations of facilities and programs and use the information to refine Education Center programs to fit the needs of the customers.   

1.1.4.1.  Community College of the Air Force (CCAF)
1.1.4.1.1.  Course Offerings.  The contractor shall:  IAW AFI 36-2304, Community College of the Air Force, Section 5 recommend courses, complete required documentation, and interface with CCAF, Air University, Maxwell AFB, AL for all Air Force enlisted customers; conduct follow-up advisement to ensure program is meeting individual’s needs; and refer to CCAF Catalog and CCAF Handbook for additional guidance.  

1.1.4.1.2. CCAF Graduation.  The contractor shall schedule, plan, and conduct the CCAF graduation ceremony, to include scheduling government approved graduation speaker.  The contractor shall develop graduation operating plan and acquire approval for plan from Air Base Wing Commander (ABW/CC) through chain of command.  

1.1.4.2.  Education Services Briefings. The contractor shall:  develop briefings and advertise programs available; present briefings and answer questions to Newcomer’s Orientation and to units when requested; and present briefings and answer questions in support of regional AF recruiting activities.  

1.1.4.3.  Veterans Administration (VA) Programs. The contractor shall IAW AFI 36-2306 Chapter 6 advise any military customer on benefits, order handouts, and make referrals.  

1.1.4.4.   Commissioning Programs. The contractor shall:  IAW AFI 36-2013, Officer Training School (OTS) and Airmen Commissioning Programs, paragraphs 2.2.5, 2.5, 2.6, 2.7.4, 3.3, 3.6.5, 3.8.1, 3.8.7, 3.9.8, 3.9.12, 3.11.4, and 4.2.9 advise customers, explain program requirements, provide forms, and send applications for the Airman Education and Commissioning Program (AECP), Air Force Reserve Officer Training Corps (AFROTC), Leaders Encouraging Airmen Development (LEAD) Phase I and Phase II (Scholarships to Outstanding Airmen for ROTC [SOAR]), United States Air Force Academy and United States Air Force Academy Preparatory School and Officer Training School (OTS) programs; assign AAC; and notify applicant of selection/nonselection consistent with Electronic System Center (ESC) and/or Air Base Wing (ABW) policy.

1.1.4.5.  Air Force Educational Leave of Absence Program (AFELA). The contractor shall:  IAW AFI 36-2306 Chapter 10 advise customer, determine eligibility, provide forms, and forward application to AFPC if necessary; advertise the program, interface with colleges on questions of education plans and courses, and maintain database. Assign AAC; and notify applicant of selection/nonselection consistent with ESC and/or ABW policy.

1.1.4.6.   Professional Military Education (PME).  The contractor shall administer all PME on base seminars and PME correspondence program.

1.1.4.6.1.  Air Command and Staff College  (ACSC) and Air War College (AWC) Seminars. The contractor shall:  advise military officers and DOD civilian equivalents, enroll students, provide guidance, respond to queries, and determine senior leader and senior ranking officer; conduct seminar orientation and provide documentation to ACSC and AWC; and arrange for live broadcasts, distribute seminar information, administer exams, and process academic disenrollments. Host PME  staff assistance visits (SAVs).

1.1.4.6.2.  SOS, ACSC and AWC Correspondence Program. The contractor shall: advise enrollee; complete enrollment forms, and send to Air University, Air Force Institute for Advanced Distributive Learning (AFIADL); and work with agency to resolve questions or discrepancies. 

1.1.4.7.  Air Force Institute of Technology (AFIT). The contractor shall:  IAW AFI 36-2013 paragraph 2.4.3 advise officers on program requirements for AFIT programs; advertise and administer AFIT programs to customer base; and interface with appropriate AFIT staff members on customer inquiries.

1.1.4.8.  Deferments. The contractor shall determine customer eligibility for Code 52 deferment. The contractor shall complete documentation, update student record and submit for AAC updating in MILPDS or equivalent.

1.1.4.9.  Degree Programs and Certification. The contractor shall provide advisement to customers on applicable and available programs on base, locally, and nationally. The contractor shall compare programs to student’s requirements, and interface with colleges on behalf of customer with specific questions.

1.1.4.10.  American Council on Education (ACE). The contractor shall:  provide ACE guidance upon request; evaluate individual’s military training to determine applicability for degree programs; advise customer on earning college credits for military training; and complete required forms and advise customer on school selection and comparison testing program.

1.1.4.11.  Publicity. The contractor shall: advertise testing policies, colleges, Air Force Educational Leave of Absence Program (AFELA) procedures and deferments for office use, briefings, and base information services for all programs offered by the Education Services Branch; obtain and distribute to interested personnel all OTS and commissioning program handouts and guides; and order and distribute Defense Activity for Non-Traditional Education Services (DANTES) education material and test study guides.

1.1.5.  Testing Services.  The contractor shall provide testing services IAW AFI 36-2306 paragraph 3.5, sign and mail answer sheets, prepare reports, and conduct test material inventory and dispose of as required by the appropriate testing service.  The contractor shall administer and conduct testing sessions (scheduled and emergency) IAW the schedule approved by the FD.  The contractor shall perform all testing duties IAW DANTES regulations.

1.1.5.1.  Monitor Test Requirement. The contractor shall:  review all incoming documentation and maintain testing inventories; log tests in and out; notify customer of test arrival if requested; and advertise and schedule special test sessions.

1.1.5.2.  Test Examiner. The contractor shall administer tests to scheduled customers, document test completion on the appropriate form, order testing materials, and maintain test inventory and security IAW DANTES Examination Program Handbook, Part I.  The customer base is limited to military personnel serving on active duty, dependants of active duty military members with valid I.D. card, personnel retired from military service, DoD personnel and their dependants, and students who participate in continuing education programs.

1.1.5.3.   Answer Sheets. The contractor shall check answer sheets for accuracy of information and Prepare and mail test materials to appropriate agency IAW DANTES Examination Program Handbook, Part I.

1.1.5.4.  Reports. The contractor shall:  prepare written reports of lost, irregular, or compromised controlled test material; identify loss, irregularity, or compromise to FD; and submit report to appropriate testing agency and provide a copy to the FD.

1.1.5.5.  Inventory. The contractor shall:  conduct monthly DANTES and AFIADL test inventory; add, delete, and date exam data on monthly inventories and computer database; verify exams in stock against monthly report and document receipt forms; report DANTES and AFIADL inventory quarterly to FD; submit to appropriate testing agency; and dispose of AFIADL and other test materials as required by the test providing institution.

1.1.5.6. Testing Sessions. The contractor shall determine need and conduct, if necessary, scheduled and emergency test sessions IAW directives provided by the testing services.  

1.1.6. Distance Learning (DL).  The contractor shall provide overall management and administration of DL resources, computer based training/testing (CBT) programs, and Air Technology Network (ATN) learning services. 

1.1.6.1.  Distance Learning (DL). The contractor shall:  manage DL receiving station and equipment use, operation, setup, equipment servicing, and problem resolution; monitor and evaluate adequacy of DL resources available to meet current and forecasted needs, and submit written recommendation to FD of policies and procedures needed to implement new DL technologies; provide courseware consultation to developers, training monitors Electronic Systems Center (ESC) Acquisition Training Coordinator, and DL program managers; prepare student attendance and status reports for FD approval.  Forward to training monitor.  Assist with course usage and delivery, and record satellite broadcasts of higher education courses; and develop customer surveys based on a 1 to 5 rating system and submit to FD for approval. The surveys shall measure demographics and customer satisfaction.  The surveys shall be available to all DL customers.  The contractor shall review the surveys monthly to determine customer expectations of facilities and programs and use the information to refine DL programs to fit the needs of the customers.

1.1.6.2.  Computer Based Training (CBT). The contractor shall: provide Air Force CBT programs to customer base; manage CBT marketing program via available mass distribution systems, to include electronic mail, base bulletin, and base newspaper; serve as local program administrator by receiving customer enrollment request, creating student account, and conducting initial student training; receive course completion data from student and issue certificate of completion to student; troubleshoot CBT database on student request; and coordinate with MAJCOM on policy and procedures and implement changes as required.

1.1.6.3. Air Technology Network (ATN) Learning Services. The contractor shall:  receive message indicating impending ATN broadcast; inform intended audience of scheduled time and provide classroom or Integrated Digital Services Network (ISDN) feed; monitor enrollment in satellite distance programs endorsed by the FD; configure equipment and download broadcasts to classrooms and/or video, as required; and advise customer on personal computer setup and configuration requirements.

1.1.6.4  Education Technology Support Services. The contractor shall provide education technology and classroom support services to include setup, configuration of software provided by on-base academic institutions and user organizations, and periodic system optimization and maintenance. The contractor shall maintain and configure classroom furniture. Classroom computers are all those computers located in the classrooms used in support of training and continuing education requirements, as depicted in Appendix B.  Computers currently in the classrooms will be transferred as GFE to the contractor. For GFE Computer hardware/software problems, the contractor shall call the Defense Information Infrastructure (ESC/DI) Response Center at telephone 3-HELP for resolution of those problems.  Replacement of computers and all peripheral equipment, and maintenance of the same, shall be the responsibility of the contractor. Normally computers are replaced on a three-year cycle and shall comply with ESC/DI standards:

1) Run current Microsoft Operating System; 2) Run software standardized by the 66th ABW Communications and Information Division (for example, Microsoft Office, Microsoft Internet Explorer, etc); 3) Support Ethernet with TCP/IP stack, which must be able to be managed and cataloged with the Systems Management Server automated tracking system. The Contractor shall call ESC/DI at telephone 3-HELP prior to installation of any hardware and/or software to ensure standards are maintained.  Disposal of GFE equipment shall be in compliance with the direction provided in paragraph 3.1.5.3. of this SOW.

1.2.  Employee Development and Training.    The contractor shall manage the civilian training programs.

1.2.1.  Civilian Training.  The contractor shall IAW AFI 36-602, Civilian Intern Programs, paragraphs 2.14.7-2.14.13 and 2.20.3 provide planning, processing, programming, and course development to support civilian training needs.  The contractor shall assist civilian customers in developing formal training plans IAW AFI 36-401, Employee Training and Development, para 1.8.14 and IAW AFI 36-401, para 6.2, maintain civilian intern program training plans and related documentation.

1.2.1.1. Program Administration. The contractor shall: develop local quarterly training requirement requests with training monitors, compile and analyze data, identify needs and solution, document, and forward to the FD; upon approval, inform applicable training monitor(s); conduct MAJCOM (major command) directed annual training needs survey to training monitors and forward survey results to FD for approval; forward to MAJCOM; update the Civilian Modernization System (CIVMOD) or equivalent as needed; and coordinate training requests (DD Form 1556, Request, Authorization, Agreement, Certification Training Reimbursement) for all civilian training to ensure FD certification prior to attending training or education programs, IAW 36-401, para 10.5.2, Attachment 8 A8.1. Part 1, and IAW the Installation Training Guide, para 3.7; process DD Form 1556 within 20 work days of receipt or prior to commencement date, whichever is soonest.

1.2.1.2.  Education and Training Working Group (ETWG).  Attend meetings as scheduled by the FD and provide input on Air Force, command, and local training policies.

1.2.1.3  Formal Civilian Training. The contractor shall: receive training requirements from source, including MAJCOM and Air Force Acquisition Training Office (AFATO); submit FD approved training requirements identified by priority to requesting training monitor; assist nominee and supervisor in reviewing nominations received from higher headquarters; process mandatory training requests, ensure training is provided; administer the Acquisition Professional Development Program (APDP); document training completion in databases; update CIVMOD or equivalent; update Continued Service Agreement (CSA) if course is over 80 hours IAW AFI 36-401, para 4.1.; and update CSA in CivMod or equivalent.

1.2.1.4.  Short Term Civilian Training. The contractor shall:  receive training requests (DD Form 1556) from organization. Identify and schedule training by type, source, and cost to include, on-site/offsite, academic institution, private vendor, or government agency;  provide administrative support for on-site courses, i.e., advertising, marketing for maximum participation, soliciting attendees, prepare roster, certificates, update in CIVMOD or equivalent: upon request, provide administrative assistance to selection committee and chair for competitive training; submit training requests to FD for approval; update course completion in CIVMOD or equivalent; process CSA IAW AFI 36-401, para 4.1.; and update CSA in CivMod or equivalent.

1.2.1.5.  Civilian Competitive Leadership Programs. The contractor shall:  receive requests from MAJCOM/local competitive programs/AFRL Long-term Training Programs requesting nomination; announce opportunity through appropriate mass distribution means, certify customer eligibility, convene and administer board to rate and rank applicant; brief customer base and leadership on available training programs; obtain required CSA from selected customers and update the CSA in CIVMOD or equivalent; update course completion in Modern Defense Civilian Personnel Data System (CIVMOD) or equivalent; and prepare and maintain files for civilian competitive leadership programs

1.2.1.6.  Letters of Authorization (LA).  Upon FD approval, the contractor shall provide LA for civilian personnel attending training.   LAs for formal training courses will include the school's student reporting instructions.

1.2.1.7.  Administrative and Marketing Support. The contractor shall: assist and resolve customer queries generated through customer base; when requested, provide briefings to organizations to market civilian training opportunities; provide career advisement, to include school options and funding for short-term training; receive official transcripts, verify as official, update and forward to AFPC; and inform customer of failing grades.

1.2.1.8.  Career Enhancement Plan (CEP). The contractor shall assist Air Force career program teams and advise employees and managers on Air Force career programs, and administer CEP Call via Education Training Management System (ETMS) or equivalent system.  

1.2.1.9.  RESERVED

1.2.1.10.  Installation Training Guide. The contractor shall update the Installation Training Guide upon FD request.  

1.2.1.11. Course Administration. The contractor shall provide training using the Instructional Systems Development principles to supervisors and managers and provide speakers for supervisory training, career program training, DoD and Office of Special Investigations mandated training and the Employee Orientation Program.  Refer to AFMAN 36-2234, Instructional Systems Development.

1.2.1.12.  Reports. The contractor shall:  prepare special reports, including Equal Employment Opportunity (EEO) reports, and maintain adequate documentation for audit trail purposes; brief EEO data to the EEO committee; and prepare and brief training information and statistics to senior leadership as requested.

1.2.2  RESERVED
1.3.  FORMAL MILITARY TRAINING.  The contractor shall:  process formal training requests and quotas;  conduct an annual formal military training survey to determine base needs; and administer the Acquisition Professional Development Program (APDP).  

1.3.1.  Formal Military Training.   The contractor shall: receive request from unit for out-of-cycle training and coordinate with FD and MAJCOM; notify the unit training monitor of denial or approval; receive named or unnamed training quota from MAJCOM for Undergraduate Flying Training (UFT), in-residence PME, and commissioning programs; process training allocation and coordinate with individual’s orderly room and Training Manager(s); process temporary duty (TDY) orders on DD Form 1610, Request and Authorization for TDY Travel of DoD Personnel and DD Form 973, amendments, as required; use the Education and Training Course Announcement (ETCA) to locate formal training course announcements); and develop customer surveys based on a 1 to 5 rating system and submit to FD for approval. The surveys shall measure demographics and customer satisfaction.  The surveys shall be available to all formal training customers.  The contractor shall review the surveys monthly to determine customer expectations of facilities and programs and shall use the information to refine formal training processes to fit the needs of the customers.

1.3.1.1.  Undergraduate Flight Training (UFT). The contractor shall:  receive announcement of board date and input suspense date from AFPC; complete UFT packages IAW AFI 36-2205, Applying for Flying and Astronaut Training Programs, chapters 1.3 and 1.5.3, AFPC and the ABW policy and forward to AFPC prior to AFPC established deadline; and receive board results and submit staff package IAW ESC and ABW policy and guidance and AFH 33-337, The Tongue and Quill.

1.3.1.2.  In-residence Professional Military Education (PME).

1.3.1.2.1.  Squadron Officer School (SOS).   The contractor shall administer the SOS in-residence selection process.  This process includes the receipt of eligible records from Military Personnel Flight (MPF), assisting individuals and units with their responsibility to update records prior to convening the selection board, establishing selection criteria based on guidance from the board chair and reviewing the board decisions and results consistent with ESC policy.  After selection, the contractor will:  update MILMOD or equivalent with selectees and establish training folders; forward allocations to unit commanders or ESC/CV for approval; inform selectees and appropriate 

commanders according to ABW or ESC policy; and prepare TDY orders and amendments, as required; and ensure a list of alternates is identified in the event a primary selectee is unavailable to attend.    

1.3.1.2.2.  Intermediate Service School (ISS) and Senior Service School (SSS). The contractor shall:  administer the ISS and SSS In-Residence selection process; receive lists of ISS and SSS candidates to determine the senior rater of the selectees; forward eligibility list to units, ensure a standardized unit selection process, and receive candidate availability and non-candidate nominations from the units; assist units and nominees with completion of documentation, gather appropriate records, and convene board IAW ESC policy; forward board nominations through FD to ESC Commander (ESC/CC) for signature and forward to MAJCOM; and inform selectees and appropriate commanders according to established ESC and ABW policy.

1.3.1.2.3.  Non-Commissioned Officer (NCO) Academy. The contractor shall: receive unnamed NCO Academy quota from MAJCOM; request and prepare and prepare MILMOD or equivalent eligible list received from MILMOD or equivalent and forward to Training Managers, First Sergeants, and Commanders for quality check and student preference list; receive quality check and ensure compliance with standardized Air Force selection process; provide list to the units, update PDS with selectees, and establish relocation folders; forward allocations to selectees orderly room and prepare TDY orders and amendments, as required; and ensure availability of alternates in the event the primary is unable to attend.

1.3.1.2.4.  Senior Non-Commissioned Officers (SNCO) Academy. The contractor shall serve as focal point for questions and answers pertaining to SNCO Academy, receive selection list from AFPC of selectees, forward training allocation to individuals unit orderly room, and prepare TDY orders and amendments, as required.

1.3.1.3.  Physician’s Assistant Program. The contractor shall process applications for Physician’s Assistant Training, receive selection list, inform nominee of selection or denial, and process TDY orders and amendments, as required. 

1.3.1.4.  Annual Formal Military Training Survey. The contractor shall conduct Annual Training Survey to determine local training needs as requested by MAJCOM, inform training monitors with suspense for data, compile data in accordance with MAJCOM guidelines, and forward through FD to MAJCOM.

1.3.2.  Acquisition Professional Development Program (APDP).  The contractor shall serve as focal point, receive reconciliation database listing from MAJCOM, and update data as applicable.  Upon receipt of military personnel APDP Level Certificates, contractor shall forward to the Air Force Material Command (AFMC) for update in the Military Modernization System (MILMOD) or equivalent system, update DAU course certificates as needed, and manage program in concert with APDP Functional Training Managers to ensure both critical and non-critical certification requirements meet established (or published) MAJCOM standards.

1.3.3.  Warfighter Proficiency Training.  The contractor shall schedule the Hanscom AFB Tennis Bubble, or similar facility, for one-day training on a Quarterly basis in support of Phase II Warfighter Training.  The contractor shall schedule the facility in accordance with the timetable established by the Installation Deployment Officer (IDO).  The contractor shall ensure that the scheduled facility is prepared to accommodate the training of approximately 140 personnel, to include coordinating with the proper agency for the delivery and set up of equipment by that agency, according to the training schedule and floor plans published by the IDO.

1.3.3.1.  Airman’s Manual Testing.  As a part of the Quarterly Warfighter Proficiency Training, the contractor shall administer the Airman’s Manual Test.  The contractor shall distribute the test to training participants, monitor the test session, collect and score the tests upon completion and forward written results to the MSS Commander or his/her designated representative within five working days.

Surge:  Revert to one-day per week training on an annual basis in preparation for scheduled ORI.

1.4.  Enlisted Specialty training. The contractor shall IAW AFI 36-2201, Developing Managing, and Conducting Training, Volume 3, 3.1 and IAW AFI 36-2101, Classifying Military Personnel, Table 3.3 manage the installation enlisted on-the-job (OJT) training program and support and maintain ETMS.  

1.4.1.  Installation Enlisted Specialty OJT Program.  The contractor shall manage the installation Enlisted Specialty (EST) and On the Job Training (OJT) Program, produce and analyze training reports, manage training data, manage all mandatory upgrade training requirements, instruct and monitor completion of the Air Force Training Course (AFTC), administer surveys, and conduct annual screening.

1.4.1.1.  Enlisted Specialty (EST) and On the Job Training (OJT) Program Management. The contractor shall: provide enlisted OJT program management to analyze unit’s training capability and capacity to ensure a quality work force; conduct annual SAVs both on the installation and at GSUs with the unit training managers to evaluate unit’s program and submit report through FD for approval to wing commander and MAJCOM; schedule and conduct additional visits as requested by the unit commanders or when deficiencies are noted during previous visits; distribute policy changes and provide the unit training manager to ensure compliance with policy change; 

review base level and unit level training policy documents for compliance with established policies; and provide quarterly briefing covering overall status of base OJT program to wing commander.

1.4.1.2.  Reports. The contractor shall: produce statistical reports, analyze data for trends in efficiency and effectiveness of training; analyze trends and advise commanders; coordinate corrective actions, if indicated, between the unit involved and training agencies; and ensure complete reporting of requested data from all units.  

1.4.1.3.  Data Management. The contractor shall: ensure enlisted OJT specialty training information in the PDS is accurate, valid, and current; coordinate and forward actions, if applicable; coordinate corrective actions with ABW and ESC chain of command, if applicable; request enlisted OJT rosters from MPF and provide these rosters to units who lack access to PCIII, MILMOD or equivalent; update training status code changes; order Career Development Course materials (CDCs) and course exams; and process extensions. 

1.4.1.4.  Upgrade Training. The contractor shall: review and recommend approval/disapproval for reactivations, reenrollments, extensions, and waivers; review, recommend, and coordinate with affected agencies on all CDC failures; forward associated reports to FD for approval; and file associated reports by the 10th of the month following action with MAJCOM. 

1.4.1.5.  Air Force Training Course (AFTC). The contractor shall: teach the AFTC to all unit training monitors and alternates; as well as, supervisors, trainers, and task certifiers, when requested; monitor program IAW AFI 36-2201, paragraph 4.8.4; and document course completion in MILMOD or equivalent.  Instructor material for the AFTC can be obtained from the 82nd Training Squadron.

1.4.1.6.  Surveys. The contractor shall process all specialty training evaluation and occupational surveys upon receipt as required by the survey originator, including Air Force Occupational Measurement Squadron (AFOMS) and various Air Force technical schools. Return to originator upon completion. 

1.4.1.7.  Annual Assessment Report. The contractor shall ensure unit training monitors complete annual report and forward to Enlisted Specialty training office.  Review for accuracy.  Maintain reports in unit training monitor file.

1.4.2 Education and Training Management System (ETMS).  The contractor shall:  implement and maintain a training program for all system users; designate a site administrator as a central point for system enhancement requests from higher headquarters; provide training on using and updating of ETMS, activating programs to download data from ETMS and uploading to personnel data systems, and transferring data to other government systems; develop and use quality control procedures to ensure all training monitors are proficient in the system; report on usage of Individual Development Plans (IDPs); maintain the local course catalog; coordinate and disseminate updates from MAJCOM to training monitors; and resolve customer problems.

1.4.3 Short Term Military Training.  The contractor shall receive training requests (DD Form 1556) from organization and coordinate for all military education and training to ensure FD certification within 20 workdays of receipt.  Verify training type, source and cost.  Provide administrative assistance to selection source for competitive training.  Submit training requests to FD for approval.

1.5. Business Performance Indicators (BPI): The contractor shall prepare base performance index reports.  This metric data is used to determine the condition of the base and is also used to measure contractor performance. The government will provide automated data spreadsheet formats for contractor use.  

1.6 SUPPORT OF THE 85TH ARIEL PORT SQUADRON (APS)

1.6.1  Description of Services:  The contractor shall provide the Unit Training Activity (UTA) access to, and use of, Education Center classrooms and facilities one weekend every month, from 0800 to 1700 both Saturday and Sunday.  A Company employee will be present during the UTAs.  The contractor shall provide a test proctor for 3-4 hours on Sunday mornings (0800-1200) to conduct testing for the 85th APS.  Use of government furnished equipment (computers and distance learning equipment) is required by the 85th APS.

1.6.2.  Schedule:  The facility will be utilized one weekend per month, which will be the first full weekend of the month.  If the first weekend falls on a holiday, it will be scheduled for the following weekend.  If rescheduling is required due to inclement weather, the new date is the third weekend of the month.  A schedule through 30 Sep 03 is attached.  Subsequent schedules will be provided to the contractor on or about 15 July for additional years.  
1.6.3.  inclement weather:  The 85th APS will contact the contractor no later than 6:00 AM the morning of the UTA if inclement weather causes the UTA to be cancelled/rescheduled.  At this time the 85th APS will also confirm the date of the rescheduled UTA.

1.6.4.  Additional Days:  There may be occasions when the 85th APS will require additional access to the Education Center.  This would most likely occur on a Saturday and would only be for one day.  When this occurs the 85th APS will provide the contractor a minimum of ten (10) work days advance notification in order to gain access/support to the Education Center.

1.6.5.   Janitorial:  the 85th APS is fully accountable to insure that at the end of their duty day, the facility will be returned to the contractor in the same condition they received it.  Trash will be removed daily from the facility by the 85th APS.  

1.6.6.  Equipment:  The contractor will make available the use of computers, in-focus machines (projectors), and distance learning equipment.  The 85th APS will assume, in writing, full responsibility for damage or loss of any GFE.  The contractor will provide training on the use of GFE equipment to the 85th APS Senior Air Reserve Technician and 2 alternates during one of The company’s’s normal duty days prior to using the equipment.  One of the trained members of the 85th APS must be present during the UTA while equipment is being used.  

1.6.7.  Computer Labs:  The use of the computer labs will be required for computer-based training.  The 85th APS will provide a knowledgeable employee/monitor to set-up, load their program, assist students, and closeout/download at the end of each weekend for Computer Based Training (CBT).  

1.6.8.  Classrooms:  The contractor will allow access to all classrooms.  A,B and E will be used for small group meetings and study areas as well as CDC testing.  Rooms C and D will be used for CBT and Distance Learning Satellite Training.  Rooms G, H and I are needed to hold large group training sessions using the In-Focus machine, computer, TV, VCR, and white boards.  Various units from Hanscom and Westover, as well as other agencies will conduct training for the 85th APS.

1.6.9.   Testing:  On average the 85th APS will have from three (3) to eight (8) service members that will need to test each month.  The tests will be mailed to the contractor on an as needed basis.  Safeguarding, storage and administration of these tests will be the responsibility of the contractor following the same procedures as other military testing.  The contractor will then mail the test answer sheets back to Westover ARB at the following address:

439 MSS/DPMT

100 Starlifter Avenue

ATTN:  TCO

Westover ARB, MA 01022-1818

The contractor will either destroy the test booklets or mail them back with the answer sheets to Westover.  There may be an occasional requirement for Computer Based Testing.

85th ARIEL PORT SQUADRON (APS)

USE OF THE HANSCOM EDUCATION CENTER

Unit Training Activity (UTS) Schedule for April 2003 through September 2003:

April 03

05 - 06 

May 03

03 - 04 

June 03

07 - 08 

July 03

12 - 13 

August 03
09 - 10

September 03
06 - 07
2. SERVICE DELIVERY SUMMARY.  The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success.

	Performance Objective
	Paragraph

 Number
	Performance Threshold

	Education Services
	1.1.
	

	Instructional Program Management  

Courses and curriculum provided meet customer needs


	1.1.1.
	Submittal of complete, timely, and accurate report.

	Customer Service 

Assessment of customer needs
	1.1.2.
	Customer service survey rating of at least a 4.0 on a 5.0 scale.

	Tuition Assistance

Process TA forms and reports IAW AFI 36-2306
	1.1.3.
	TAs processed before class start and reports prepared within 5 workdays of end of month.

	Advisement 

Administer advisement program
	1.1.4.
	Customer service survey rating of at least a 4.0 on a 5.0 scale.

	Testing Services

Administer testing program
	1.1.5.
	Testing materials forwarded to appropriate testing agency on time.

	Distance Learning 

Provide CBT and DL courses
	1.1.6.1.
	Customer service survey rating of at least a 4.0 on a 5.0 scale.

	Employee development and training
	1.2.
	

	Civilian Training 

Process DD Form 1556
	1.2.1.1.
	DD Form 1556 processed prior to class start date and within 20 workdays of receipt, whichever is sooner.  

	Formal Military Training
	1.3
	

	Fill training quotas with qualified personnel
	1.3.1
	Fill with 100% qualified personnel.



	Formal Military Training  

Provide formal training administrative support
	1.3.1
	Customer service survey rating of 4.0 on a 5.0 scale.

	APDP

Monitor acquisition 

certification rate
	1.3.2.
	95% critical certification completed and 80% non-critical certification completed as required by MAJCOM. 

	
	
	

	Enlisted Specialty training
	1.4.
	

	Installation OJT Program

Monitor CDC rates
	1.4.1.4.
	All trends reported to commanders.

	Short Term Military Training 

Process DD Form 1556
	1.4.3. 
	DD Form 1556 processed within 20 workdays of receipt.

	BPI

Submit BPI reports quarterly
	1.5.
	On time and accurate.




3. GOVERNMENT FURNISHED PROPERTY AND SERVICES.  The government will provide to the contractor the facilities, equipment, information, and services listed below and in Appendix C. 

3.1.  GOVERNMENT FURNISHED PROPERTY.  The contractor shall use general government facilities, equipment, and services as provided in this contract. Obtain approval from the government to use facilities, equipment, or services not identified in this paragraph or in Appendix C.  Government furnished property shall be used only in the conduct of tasks outlined in the SOW.

3.1.1.  Facilities.  The government will furnish and/or make available facilities described in Appendix C.  Government facilities have been inspected for compliance with Occupational Safety and Health Act (OSHA).  No hazards have been identified for which workarounds have been established.  Should a hazard be identified, the government corrects OSHA hazards according to government-developed and approved plans of abatement, taking into account safety and health priorities.  A higher priority for correction will not be assigned to the facilities provided hereunder merely because of this contracting initiative.  The fact that no such conditions have been identified does not warrant or guarantee that no possible hazard exists, or that workaround procedures will not be necessary or that the facilities as furnished will be adequate to meet the responsibilities of the contractor. Prior to any modification of the facilities performed by the contractor, at contractor expense, the contractor shall furnish the government documentation describing, in detail, the modification requested.  No alterations to the facilities shall be made without specific written permission from the government.  However, in the case of alterations necessary for OSHA compliance, such permission shall not be unreasonably withheld.  The contractor shall return the facilities to the government in the same condition as received, fair wear and tear and approved modifications excepted.  These facilities shall only be used for performance of this contract.

3.1.2. Safety Compliance.  The Contractor is solely responsible for compliance with the 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. The contractor shall immediately report any accidents involving Air Force property/equipment damage, or contractor personnel injuries occurring on the job to the contracting officer (CO). Additionally, the contractor is responsible for securing the scene and impounding evidence/wreckage until released by the contracting officer.  It will be the CO’s responsibility to notify the ESC  Safety Office.  The Air Force's interest is to protect Air Force personnel working in or around contractor operations, and with protection of Air Force equipment/property. In the event an unsafe condition is discovered with Air Force provided facilities or equipment the ESC Safety office will be immediately notified by the CO.  Air Force Safety, Fire Protection, and Bioenvironmental Engineering officials may periodically enter a contractor’s workplace to verify working conditions of Air Force personnel, provided the contracting officer authorizes such action. If an improper procedure or unsafe condition exists, which places AF personnel or equipment in jeopardy the CO shall be notified and the situation corrected.  Department of Labor, OSHA inspectors are authorized right of entry to inspect any place of employment operated by an Air Force contractor.  They are, for the most part, “NO NOTICE” inspections.  NOTE:  Notify the ESC Safety Office, (781) 377-5135, if an OSHA inspector visits the site unescorted by an Air Force Safety Technician. If an Air Force inspector observes a potential OSHA violation, he/she will report the violation to the CO, who will then notify the contractor. 

3.1.3.  Building Custodian.  The contractor shall provide a point of contact to Base Civil Engineering to perform the responsibilities of the Education and Training building custodians.

3.1.4.  Equipment.  The government will provide the contractor the equipment listed in Appendix C.  The contractor shall conduct an inventory of all government-furnished equipment listed in Appendix C with the government representative (the government representative is used throughout the remainder of the SOW and is a government person in the education and training services function whose tasking is outside this SOW and include, the FD, the Quality Assurance personnel [QAs], or members of the Business Requirements and Advisory Group) within the orientation period.  The contractor shall sign a receipt for all equipment provided by the government.  Items of equipment missing or not in working order shall be reported to the government representative in writing.  The contractor shall maintain the existing computer inventory as described in Appendix C and replace same with functional equipment capable of performing equivalent functions, to include application software.

3.1.5.  Computer Equipment.  Computer equipment is used in classroom and administrative environments. 

3.1.5.1. Administrative Computers.  Administrative computers are all GFE computers 

not in designated classrooms, as depicted in Appendix B.  All administrative computers will be transferred as Government Furnished Equipment (GFE) to the contractor.  For GFE Computer hardware/software problems, the contractor shall call the ESC/DI Response Center at extension 3-HELP for resolution of those problems. Replacement of GFE computers and all peripheral equipment, and maintenance of the same, shall be the responsibility of the contractor. Normally GFE computers are replaced on a three-year cycle.  Replacement of those computers (that will subsequently be connected to the Hanscom AFB network) by the contractor shall comply with the specifications listed at 1.1.6.4 in this SOW. 

3.1.5.2.   Classroom Computers.  See SOW 1.1.6.4.

3.1.5.3 GFE Disposal. Disposal of GFE computers (administrative computers, paragraph 3.1.5.1 and education technology support services, paragraph 1.1.6.4) will be accomplished by the 66 ABW Communications and Information Division, to include pick-up and actual disposal of this equipment to the Property Disposal Office. The contractor is expected to call the Computer System Management office at 377-7892 to arrange any action involving eliminating, discarding, or transfer of any GFE computer hardware/software equipment.

3.1.5.4. Software. Contractor owned computer hardware/software maintenance is the responsibility of the contractor. Updates to any software resident on the network is normally automated and a contractor responsibility. This is normally accomplished over the network via an Icon presentation that must be employed and by following the steps as outlined on the computer monitor.  For example: McAfee Anti-Virus averages updates once a month and takes less than 5 minutes to install on each unit. Other software updates are sporadic but are usually accomplished in the same manner and take approximately the same time. Major software upgrade/replacement is normally done in phases and is accomplished by the 66 ABW Communications and Information Division. 

3.2.  GOVERNMENT FURNISHED SERVICES.  Services will include any service that is currently provided by contract or other base organization.  This includes emergency medical service, postal service, fire protection, and utilities.
3.2.1.  Utilities.  The government will furnish utility services including water, sewer, and electric services for contractor use in government-furnished facilities.  However, if contractor personnel require utility services that are not existing within a facility or area of work, it shall be the contractor’s responsibility to provide such utility service.

3.2.2.  Postal Service and Internal Base Distribution.  Official government-contractor mail that is generated as a result of this contract will be handled by the base information transfer center.

3.2.3. Telephone Service.  The contractor may use existing telephone equipment and services in government furnished facilities.  Unofficial local area and long distance phone service will be billed to the contractor.  Phone use is limited to matters related to the performance of this contract.  Location, class, and quantity of telephones provided are listed in Appendix C.  If additional telephone services are required, it shall be the contractor’s responsibility to obtain them.  The contractor may request additional telephone lines from the 66 ABW Communications and Information Division. 

3.2.4. Custodial Service.  Custodial services will be provided under the current base custodial contract to Education and Services facility as listed in Appendix C.  The extent of service is listed in the current base custodial contract. 

3.2.5. Refuse Collection.  The government will provide for refuse service.  The contractor shall follow procedural guidelines established by the installation regarding proper use of dumpsters.  The contractor shall not dump prohibited items in dumpsters, to include but not limited to paint, petroleum, hazardous waste, and liquids.  The contractor shall comply with all base-recycling programs.

3.2.6. Fire Prevention and Protection.  The government will provide fire prevention, protection, inspection, and maintenance of government furnished fire extinguishers and systems.  Fire Department telephone extension is 911 for emergencies and 377-3330 for routine calls.

3.2.7. Emergency Medical Service.  The government will provide emergency medical treatment and emergency patient transportation service for contractor personnel who are injured or become critically ill during the performance of this contract.  Treated personnel shall be responsible for reimbursing the government for the cost of medical treatment and patient transportation at the current inpatient or outpatient treatment rate.  Care will be limited to initial evaluation and treatment according to the capabilities of the 66th Medical Group (MDG).  Currently the 66th MDG operates a 24 hour ambulance service staffed with Emergency Medical Technicians trained to the EMT-basic level.  The 66th MDG does not have an emergency department or an urgent care clinic.  The government reserves the right to change the level of services.

3.2.8.  Security Forces.  The government will provide general security service.  Security forces phone extensions are 911 (9-911 on base) for emergencies, and 377-2314 for routine calls.

3.3.  FORMS AND PUBLICATIONS.  The contractor is responsible for maintaining files for forms and publications.  The contractor may develop new electronic forms with government approval.  The contractor is encouraged to create more efficient and effective forms and reporting procedures.  The contractor shall research publications to ensure all performance outputs meet publication guidelines.  Air Force publications are located at http://afpubs.hq.af.mil/elec-products/series.stm on the Internet.  The contractor is encouraged to use the most efficient method of producing work without sacrificing quality standards.

3.4.  PROPERTY CONTROL PROCEDURES.  The contractor shall submit a written property control system to the government representative for approval prior to the start of the first operational performance period.  The contractor's plan shall meet the requirements of FAR 52.245-2  (ALT I), Government Property (Fixed-Price Contracts) (Apr 1984).
3.4.1.  Property Disposal. The contractor shall turn government owned items into Defense Reutilization Marketing Office (DRMO) when the items are no longer useable or necessary.  The contractor shall report any DRMO action to the FD.

4.
GENERAL INFORMATION.

4.1
ORIENTATION PERIOD.

4.1.1.  Access to Facilities.  The contractor shall be allowed access to government facilities at Hanscom Air Force Base and to all GSUs where SAVs are performed prior to the first operational period.  The contractor may familiarize their supervisors, key personnel and staff with existing equipment, reporting, work scheduling and procedures.  However, such access shall not interfere with the work efforts of current in-house personnel.  The contracting officer will arrange the access to ensure interference does not occur.

4.1.1.1.  The contractor shall familiarize themselves with work and personnel requirements during this period.  This includes obtaining training requirements, vehicle passes; development of work plans and procedures; and development of quality control plans and procedures.

4.1.2. OJT.  The government will provide training on government-peculiar software, to include PC III, DCPDS, ETMS, AAFTAP, and ATARRS.  The contractor shall identify all training needs requiring OJT at the pre-performance conference.

4.1.2.1.   The orientation period shall last one month.  An education and training specialist is available during the orientation period and for an additional three month period to provide OJT and familiarize the contractor with hardware, software, regulations, and local procedures. The education and training specialist is available to assist and advise the contractor’s work force; however, the government will not act in a supervisory capacity over contractor employees; nor shall the contractor supervise the education and training specialist position.  The contractor shall assume responsibility for execution of all requirements identified in the SOW at the end of the orientation period.

4.2. CONTRACT PERFORMANCE.

4.2.1. Contract Manager.  The contractor shall provide a contract manager (may be a full-time position or additional duty position) and one alternate responsible for work performance and authority to make decisions on all contract matters.  Submit their names and phone numbers for approval to the CO at the start of the orientation period.  The government must be able to contact a contract manager or alternate 24 hours a day, 7 days a week.

4.2.1.1.  The contract manager or alternate shall be available during normal duty hours within 60 minutes after notification.  After normal duty hours, the manager or designated alternate shall respond within 2 hours.

4.2.2. Contractor Employees.  The contractor shall not employ persons as employees identified as a potential threat to the health, safety, security, general well being or operational mission of the installation or its population.  Employees shall be able to speak, read, and understand English, communicate well, and shall do so in the performance of duties outlined in the SOW.  In accordance with DANTES Examination Program Handbook Part I page I-11, the test examiner shall possess at least a Bachelor’s Degree.

4.2.2.1.  Contractor personnel shall present a neat appearance and be easily recognized as contractor employees.  Furnish an identifying badge or patch, which shall include as a minimum the company name and employee name.  Each employee shall wear the badge or patch on the front outer clothing.  The badge shall be visible at all times. 

4.2.2.2.  As per FAR clause 52.207-3, Right of First Refusal of Employment (NOV 1991), the contractor is required to offer to current United States government employees the right of first refusal to fill positions within his organization.  However, prior to award, the contractor shall not employ any person who is an employee of the United States government if the employment of that person would create a conflict of interest, or the appearance of a conflict of interest.

4.2.2.3.   Keep work areas clean daily.  Storage areas shall be free from accumulations of waste material, rubbish, tools, equipment, and materials.  Upon completion of the job, leave the work premises clean, neat, and professional.  All debris shall be removed and properly disposed of.

4.2.2.4.  The contractor is prohibited from employing off-duty QAs who are managing any contracts or subcontracts awarded to the contractor.

4.2.3.  Employee Contingency. The contractor shall develop plans and procedures to ensure contractor employee work interruptions are minimized. The contractor shall provide continued service under this contract during periods of labor unrest such as walkouts, work slow downs, and strikes. The contractor shall submit a contingency plan to FD for CO approval prior to the start of the first operational performance period.

4.2.4
Employee Training.   The contractor shall be responsible for all training for their employees necessary to perform the tasks outlined in this SOW.  The contractor shall ensure that their employees stay current and proficient in their areas of responsibility.  The contractor shall obtain required training and shall be responsible for all costs, including travel and per diem.

4.3. HOURS OF OPERATION.

4.3.1.  Normal Duty Hours.  Normal duty hours are defined as 7:30 A.M. to 4:30 P.M., Monday through Friday, except federal holidays, for all customer service functions.  However, the Education and Training Center remains open until 9:30 PM on weekdays and from 7:30 A.M. to 12:15 P.M. on Saturdays for classes.  As outlined in this SOW, a contractor representative must be present at the conclusion of classes to reconfigure and secure the facility.

4.3.2. Federal Holidays.  Federal holidays include: 

New Year's Day

Martin Luther King Day 

Presidents Day 

Memorial Day 

Independence Day

Labor Day 

Columbus Day

Veterans Day

Thanksgiving

Christmas  

The contractor may be required to perform contract activities at full or reduced levels during the above holidays as dictated by mission requirements.  The contractor may request a clarification on what constitutes a mission requirement through the CO.

4.4. QUALITY ASSURANCE.  The government representative will evaluate the contractor’s performance through intermittent on-site inspections of the contractor's quality control program and receipt of complaints from base personnel.  The government representative may inspect each task as completed.  The government representative may increase the number inspections because of repeated failures discovered during periodic inspections or because of repeated customer complaints.  Likewise, the government may decrease the number of quality control inspections if performance dictates.  The contractor shall be responsible for initially validating customer complaints.  However, the government representative will make final determination of the validity of customer complaints in cases of disagreement with customers. 
4.4.1.  QAs.  The QAs are representatives of the CO and will participate in the administration of this contract except where stated.  After contract award, a description of their authority and their duties will be furnished to the contractor. The QA will notify the contract manager when discrepancies occur and the QA will request corrective action.  The QA will make written records of discrepancies and will ask the contract manager (or authorized representative) to initial the record. Any matter concerning a change in scope, price, terms or conditions of this contract shall be referred to the CO and not to the QA.

4.4.2. Quality Control.  The contractor shall make appropriate modifications and obtain acceptance of their proposed quality control plan by the CO within 10 calendar days after the start of the  orientation period.  The CO will notify the contractor of acceptance of any required modification to the quality control plan submitted during the solicitation process.  The plan shall ensure the requirements of this contract are provided as specified.  Develop and implement procedures identifying, preventing, and ensuring defective services do not occur.  Provide information on how discrepancies or defective services shall be corrected.

4.4.3. Performance Evaluation Meetings.  The contract manager shall meet at least weekly with the QA and the CO during the first operational performance period. Meetings will be as often as necessary thereafter as determined by the CO.  At contractor request, a meeting shall be held whenever a Contract Discrepancy Report (CDR) is issued.  The government will prepare written minutes of performance evaluation meetings.  The minutes shall be signed by the contract manager, CO, and QA.  If the contractor does not concur with the minutes, state in writing all areas of nonconcurrence within ten (10) calendar days.  The minutes will be included in the contract file.

4.5. MEETINGS.  The contractor shall ensure a responsible member is present at all meetings of base activities that involve Education and Training interests or support. The contractor shall submit reports and data as requested.  Brief installation leadership and government as required. Briefings shall cover all aspects and functions of the Education and Training Services.  A list of meetings is in the historical workload in Appendix A, Table 4.

4.5.1. Attendance. The contractor shall attend all meetings which may task education and training requirements, to include as a minimum those listed in Appendix A, Table 4 “Required Meetings.”  Attend meetings requested by other base agencies.   The contractor shall attend all off-base meetings if requested.

4.6.  ADMINISTRATIVE SUPPORT.  The contractor shall provide administrative support for education and training activities.  All records, documents, and associated papers provided by the government and generated during the period of this contract become government property and will remain in place upon contract termination or completion.  During the period of the contract, records, documents, and associated papers shall be available for government review at all times.

4.6.1. Format and Suspense. The contractor shall process correspondence and reports using official formats approved by the base information manager. The contractor shall meet all suspense dates established by government, MAJCOM, and base commanders. The contractor shall develop a tracking system for government periodic review. The contractor shall keep all files current, accurate, and complete.  The files shall be available for government review and audit.  Files shall be easy to locate and easy to read.

4.6.2. Correspondence. The contractor shall coordinate all base-representative correspondence replies, such as award nominations, action lines, suggestions, group commander requests for information, safety office surveys, newspaper articles, replies to MAJCOM inquiries, reports submitted to MAJCOM, or congressional interest items through the government representative. The contractor shall provide education and training advice to the base suggestion program and any other base customer service activity. The contractor shall prepare responses to the installation action line and provide the proposed response to the government representative for release within two workdays.  Upon request, the contractor shall conduct research and prepare response to congressional and other similar inquiries concerning education and training as well as other issues. The contractor shall obtain government approval prior to providing verbal or written response to base leadership.

4.6.3. Publication Review. The contractor shall review and update Hanscom AFB Education and Training publications annually (See Appendix D).  The government representative will approve all revisions.

4.7.  WEB PAGE.    The contractor shall develop and maintain an Education and Training Services Internet web page that sufficiently serves Education and Training customers.  The contractor shall update Internet/Intranet web pages to provide up-to-date education and training activities.   Changes to the web page shall go through the FD and the base Public Affairs office.  The 66th ABW Communications and Information Division uploads the web page and maintains the Internet site.  The web page format is currently in Microsoft Front Page on Internet Explorer 4.0.  The web page shall contain education and training information and links to other community pages.
4.8.  SECURITY REQUIREMENTS.

4.8.1.   Property.  The contractor shall be responsible for safeguarding all government property provided for contractor use.  At the close of each work period, government facilities, property, and materials shall be secured.  
4.8.2  Key Control. The contractor shall establish and implement methods of ensuring that keys/key cards issued to

the contractor by the government are not lost or misplaced and are not used by unauthorized persons.  All references to keys include key cards.  No key issued to the contractor shall be duplicated.  The contractor shall develop procedures involving key control that shall be included in the Quality Control Plan.  Such procedures shall include turn-in of any issued keys by personnel who no longer require access to locked areas.  The Quality Control Plan shall be submitted to the government representative for approval prior to the start of the first operational performance period. The contractor shall immediately report the occurrences of lost or duplicate keys to the government.  Upon direction of the government, the contractor shall re-key or replace the affected lock or locks.  In the event a master key is lost or duplicated, the contractor shall replace all locks and keys for that system and the total cost shall be deducted from the payment due to the contractor.  The Firm Fixed-Price of CLIN Education and Training Services and option CLINs Education and Training Services, if options exercised will be reduced by the amount due as a result of lost or duplicated keys. The contractor shall prohibit the use of government issued keys by any persons other than the contractor's employees. The contractor shall prohibit the opening of locked areas by contractor employees to permit entrance of persons other than contractor's employees engaged in the performance of assigned work in those areas, or personnel authorized entrance by the government.

4.8.3.  Lock Combinations.  The contractor shall establish and implement methods of insuring that all lock combinations are not revealed to unauthorized persons.  The contractor shall ensure that lock combinations are changed when personnel having access to the combinations no longer have a need to know such combinations.  These procedures shall be included in the contractor’s Quality Control Plan.

4.8.4. Security Measures.  When the THREATCON levels change due to either exercises or real-world events, the contractor shall comply with checklist taskings affiliated with current THREATCON level. The contractor shall submit a threatcon level duty plan to the government representative within the orientation period.

4.9.  VANDALISM.  The contractor shall notify the government and Security Forces of all suspected facility abuse or vandalism.  The Government will determine validity of all suspected facility abuse or vandalism. 

4.10.  CONTINGENCY EXERCISES AND OPERATIONS.  The contractor shall participate in emergency and disaster exercises and operations.  Tasks are outlined in host-tenant agreements and Hanscom AFB plans.  The contractor shall keep emergency information current with the fire department and the mission service centers.

4.11.  PERFORMANCE OF SERVICES DURING CRISIS DECLARED BY THE NATIONAL COMMAND AUTHORITY OR OVERSEAS COMBATANT COMMANDER.  All services stated in this SOW are deemed non-essential for performance during crisis according to DoDI 3020.37.

4.12.  GOVERNMENT REMEDIES.  The CO will follow FAR 52.246-4, Inspection of Services – Fixed Price, for contractor’s failure to perform satisfactory services or failure to correct non-conforming services.

4.13.  PHASE OUT.  If the contracted operation reverts to in-house operations, the contractor shall cooperate with government personnel to ensure an orderly change over.  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.  Recruitment notices may be placed in each facility to allow successor contractor’s access to incumbent employees.

APPENDIX A

WORKLOAD DATA AND REQUIRED MEETINGS

APPENDIX A

WORKLOAD DATA and REQUIRED MEETINGS

The following workload data represents the government’s best estimate of the volume of work shown for each item listed.  This exhibit is not intended to cover all of the workload items, but lists the major categories of work.

Historical average yearly workload based on three years data

1.                                                   Course Data

Conducted at the Education and Training Center, Hanscom AFB

	Formal Training (Defense Systems Management College)
	10 annually, randomly distributed

	ESC Management of Information Systems:

       Small Computer Training
	176 classes annually, average of 14 students per class

	Vendor supplied classes
	24 annually, randomly distributed

	Locally originated and conducted classes
	339 annually, randomly distributed

	Night continuing education classes, 

       Undergraduate and graduate, from one 

       Private college and one state university
	164 classes, randomly distributed, terms commence in January, March, June, August and October for private college and January, May, July, and September for state university


2.                                     Customer Population Data 1999

	1.1.1.1.1 Electronic Systems Center 

      Hanscom AFB

                Military

                       Officer

                       Enlisted

                Civilian, DoD

                Contractor

      GSUs (Serviced by Formal Training and 

              Civilian Leadership Programs)

             Standard Systems Group (Gunter

                    AFS, AL)

              Material Systems Group (Wright-

                     Patterson AFB, OH)

              Cryptologic Systems Group (Kelly

                      AFB, TX)

               38th Electronic Installation Wing

                      (Tinker AFB, OK)
	                                      1,222

                                         753

                                         469

                                      1,109

                                      7,542

                                      1,777

                                         576

                                         563

                                       2,334

	Hanscom AFB tenant units
	                                          764

	Regional support requirements
	                                       1,857


Note 1: Continuing education night classes are open to active duty military, government civilians, reservists, contractors, dependant family members, and civilians from the local and regional community.

Note 2:  Manpower analysis predicts a 50% drop in enlisted population by FY 2003.

3.                                         Instructional Program Management

	2. Workload 
	Quantity

	Collect Needs Data
	1 data collection project/report every three years


4.                                           Customer Service

	Workload 
	Quantity

	Customer visits (in-person)
	5000 visits

annually; 10% increase in August and January

	Customer Requests (FAX, telephone, e-mail)
	26000   requests; 10% increase in August and January

	Deadlines
	100 annually, randomly distributed

	Schedule tests
	1000 students tested annually, randomly distributed

	Perform records update
	2400 records annually, 10% increase in May and December

	Perform file maintenance and disposition
	1200 actions annually, randomly distributed

	Perform correspondence management
	800 letters annually, randomly distributed

	Issue certificates for all courses
	300 certificates annually, randomly distributed

	Develop or revise customer survey
	1 annually

	Conduct survey review
	Once monthly

	Market programs
	24 annually

	Provide transcript information
	95 times annually, randomly distributed

	Schedule classrooms
	750 classes scheduled annually, with 10% increase in January, April, June, August, and October

	Inspect and security check classrooms 
	365 classroom inspections annually, evenly distributed

	Prepare Altschular Award
	Upon request by FD


5.                                           Tuition Assistance

	Workload 
	Quantity

	Process Tuition Assistance requests through AAFTAP, PC III, and PDS (AF Forms 1227 and 63)
	2000 requests annually, evenly distributed; 10% increase in August and January

	Provide information to customer, including      requirements and application instructions
	3000 requests annually, 10% increase in August and January

	Receive and process invoices from academic institutions, forward for certification
	1665 invoices annually, 10% increase in September and February

	Course reimbursement information
	300 requests annually, randomly distributed

	Collect proof of payment, registration, and grade, create form and forward
	150 requests annually, randomly distributed

	Process AF Form 118
	75 requests annually, with 10% increase in August and January

	Advise on ADSC and AAC and forward to HQ AFPC
	700 requests annually, with 10% increase in August and January

	Serve as installation ADSC contact
	12 contacts annually, randomly distributed


6.                                           Advisement

	Workload 
	Quantity

	Recommend, complete and interface with CCAF, to include follow-ups
	2200 customer visits and contacts, with a 5% increase in January and August

	Perform education services briefings, to include recruiting briefings


	48 annually, evenly distributed

	Develop handouts
	2 handout versions annually, in March and October, 100 copies each

	Advise on VA benefits
	200 customers annually, randomly distributed

	Advise on AECP, SOAR, AFROTC, and OTS programs
	110 customers annually, randomly distributed

	Notify commissioning customers of selection or non-selection
	20 customers annually, randomly distributed


                                                Advisement Continued

	Workload 
	Quantity

	Advise on Bootstrap to determine eligibility, to include interface with colleges and universities, and notify of nonselection
	50 customers annually, randomly distributed

	Process Bootstrap applications, to include forwarding to AFPC if necessary
	15 customers annually, randomly distributed

	Develop Bootstrap handout
	Annual, 50 copies

	Advise and enroll in ACSC seminars
	26 students annually, enrollment in August

	Advise and enroll in AWC seminars
	25 students annually, enrollment in August

	Agency interface, SOS, ACSC, AWC
	80 actions annually, 70% in August and September

	Live broadcasts, ACSC and AWC
	6 broadcasts annually for both programs, 2 in August, remainder randomly distributed

	Distribute seminar information
	Annually, in August

	Process disenrollments
	10, 50% in September

	Host PME staff assistance visit
	Annually, in September

	Advise and enroll in SOS, ACSC, and AWC correspondence programs
	190 students annually, 40% in August

	Advise officers on AFIT programs
	120 customers annually, randomly distributed

	Develop and provide handouts on AFIT
	1 handout annually, 40 copies

	AFIT interface
	20 contacts annually, randomly distributed

	Advise customers on code 52
	50 customers annually

	Complete code 52 procedures for qualified customers, to include updates to personnel record and PDS updating
	25 customers annually

	Advise on degree programs and certification
	300 customer visits and contacts annually, randomly distributed

	Interface with colleges and universities on degree programs
	50 contacts annually

	Provide ACE guidance and information and prepare forms
	125 customers annually, randomly distributed


                                                 Advisement Continued

	Workload 
	Quantity

	Provide publicity
	6 handouts annually, every six months, maintain stock of OTS guides and DANTES guides to meet demand of 50 OTS guides and 200 DANTES guides annually


7.                                             Testing Services

	Workload 
	Quantity

	Test requirements and exam duties, to include answer sheets
	1000 tests annually, 5% increase in August and December

	Test examiner, inventory, and security, including emergency and special sessions
	115 sessions annually, evenly distributed, at least twice a week

	Provide Reports of Loss
	Less than one occurrence annually

	Perform DANTES/ECI inventory, weekly and quarterly
	56 annually, weekly and at start of government FY quarter

	Dispose of ECI material
	1200 items destroyed 

annually


8.                                             Distance Learning
	Workload 
	Quantity

	Acquire, maintain, update and recommend equipment
	Monthly, 12 annually

	Download and distribute higher education, to include attendance and status reports
	50 courses annually, randomly distributed, each with approximately 12 class meetings

	Courseware consultation
	10 consults annually, randomly distributed

	Provide CBT student support, to include enrollment request, student account maintenance, and initial student training
	1500 courses annually, 500 students, evenly distributed

	Receipt of CBT course completion 
	1000 courses completed 

	Troubleshoot CBT database
	100 times annually, randomly distributed

	Coordinate with AFMC on CBT policy and procedures
	15 times annually, randomly distributed


                                                 Distance Learning Continued

	Workload 
	Quantity

	Download and distribute ATN, to include enrollment monitoring, downloading and distribution
	250 courses annually, evenly distributed with exception of Acquisition Reform Week, which has a 50% increase in courses


9.                             Education and Technology Support Services

	Workload 
	Quantity

	Setup and configuration of computers, software loads
	15 actions per computer annually, randomly distributed

	Setup and configuration of computers, optimization and maintenance 
	15 actions per computer annually, randomly distributed

	Maintain classroom furniture, to include setups, replacements, reconfigurations and repairs
	Daily, 250 annually


10.                                   Employee Development & Training

	Workload 
	Quantity

	Conduct training surveys, compile and forward data to FD
	5 annually

	Receipt and submission process of formal training requirement notifications
	240 annually, randomly distributed

	Process DD Form 1556 for short term training
	1500 forms annually, randomly distributed

	MAJCOM training needs survey
	Annually, with 5 surveys annually, evenly distributed

	Manage Civilian Leadership Programs
	50 applications and nominations received annually, randomly distributed

	Provide letters of authorization
	1500 annually, randomly distributed

	Provide briefings to market civilian training programs
	12 annually, randomly distributed


                                         Employee Development & Training

	Workload 
	Quantity

	Provide career advisement information 
	100 customers annually, randomly distributed

	Receive, update, and forward transcripts to AFPC 
	95 annually, randomly distributed

	Revise Installation Training Guide
	1 revision annually

	Develop local programs 
	24 programs annually

	Provide speakers for the Employee Orientation Program
	24 annually, randomly distributed

	Provide special reports, to include EEO data
	10 times annually, randomly distributed

	Brief EEO committee
	2 times annually

	Provide and brief training statistics
	5 times annually, randomly distributed


11.                                   Formal Military Training

	Workload 
	Quantity

	UFT
	30 customers annually, during the Spring

	SOS
	50 customers quarterly

	ISS
	60 customers annually, with all activity in July

	SSS
	40 customers annually, with all activity in July

	NCO Academy
	150 customers annually

	SNCO Academy
	60 customers annually

	Physician’s Assistant Program
	2 customers annually

	Prepare and distribute Training survey
	100 customers surveyed annually

	Update deferments for Bootstrap and other programs, to include updated and verifying AAC
	30 deferments annually

	Military TLN’s
	1000 annually

	Warfighter Proficiency Training
	4 events annually


12.                                        Enlisted Specialty Training

	Workload 
	Quantity

	Conduct unit/GSU SAVs, surveys, and additional visits
	10 annually, randomly distributed

	Distribute policy changes and provide OJT manager training
	30 annually, randomly distributed, each requiring training 

	Review training policy documents
	15 times annually, randomly distributed

	Provide statistical reports and analyze trends
	15 annually, randomly distributed

	Advise commanders upon request
	6 annually, randomly distributed

	Coordinate corrective actions and manage for complete reporting
	10 actions and associated management, randomly distributed

	Manage and check CDC transactions
	375 transactions, randomly distributed

	Coordinate CDC corrective actions
	120 actions, randomly distributed

	Provide OJT rosters, update, order, and process
	200 actions, randomly distributed

	Review and recommend for reactivations, reenrollments, waivers, and failures
	10 annually, randomly distributed

	Monitor AFTC completion and document
	12 annually, randomly distributed

	Teach AFTC
	Quarterly, 4 times annually

	Administer surveys
	5 types to 500 customers annually, randomly distributed

	Annual Assessment Report
	Once annually from 18 training monitors


13.                                  Education and Training Management Systems

	Workload 
	Quantity

	Implement training program
	10 annually, randomly distributed

	Perform quality control inspections
	30 training monitors inspected

	Coordinate and disseminate updates
	5 annually, randomly distributed


14.                                                         Required Meetings. 

	Section
	Frequency

	Employee Development and Training
	

	Education and Training Working Group
	Quarterly

	Education Services
	

	Base In-Processing
	Once per week 

	Transition Assistance Program
	Once per quarter

	Right Start
	Once per quarter

	Recruiter’s Briefings
	Once per month

	Formal Training
	

	APDP Update Briefing to ESC/CV
	Once per month

	APDP Functional Cross-Talks
	Once per month

	Enlisted Specialty Training
	

	Base In-Processing
	Once per week

	Enlisted Professional Development Course
	Once per quarter

	Right Start Course
	Once per quarter

	Training Monitor Meeting
	Once per quarter


15.    Enlisted Specialty Training Staff Assistance Visits: Geographically Separate Units

	Unit 
	Location
	Frequency

	Cape Cod Air Force Station,

6th Space Warning Squadron
	Bourne, MA
	Annual, 2 days duration

	Sagamore Hill Air Force Station,  55th Space Weather Squadron
	Hamilton, MA
	Annual, 1 day duration

	JPSO
	Chelmsford
	Annual, 1 day duration

	Defense Finance and Accounting Service Limestone
	Limestone, ME
	Annual, 4 days duration

	New Boston Air Force Station

23rd Space Operations Squadron
	New Boston, NH
	Annual, 1 day duration

	Det 4, Rome Laboratory
	Rome, NY
	Annual, 3 day duration


16.                                                   Required Conferences

	Type
	Location 
	Frequency
	Duration

	Community College of the Air Force
	Maxwell AFB, AL
	Annual
	5 days

	APDP
	Wright-Patterson AFB, OH
	Annually
	3 days

	AFATO
	San Antonio, TX
	Annually
	3 days

	AFMC Distance Learning Conference
	AFMC Host (rotates throughout command)
	Annually
	3 days

	Base Training Managers’ Conference
	Wright-Patterson AFB, OH
	Bi-annual
	3 days

	Base Training Utilization and Training Workshop
	Sheppard AFB, TX
	Bi-annual
	5 days


17.  Approximate percentage estimate of the workload performed in support of personnel located at GSUs.   Only those workload tasks that are performed in support of personnel at GSUs are listed in the chart. 

	WORKLOAD
	PERCENTAGE ESTIMATE

	Customer Service
	

	Customer visits (in-person)
	4%

	Customer Requests
	15%

	Schedule tests
	4%

	Perform records update
	5%

	Tuition Assistance
	

	Process TA requests through AAFTAP, PC III, and PDS
	13%

	Provide information to customer, including requirements and application instructions
	10%

	Advise on ADSC and AAC and forward to AFPC
	7%

	Advisement 
	

	Recommend, complete and interface with CCAF, to include follow-ups
	10%

	Advise on AECP, SOAR, AFROTC, and OTS programs
	10%

	Advise on degree programs and certification
	10%

	Testing Services
	

	Test requirements and exam duties, to include answer sheets
	5%

	Employee Development and Training
	


                                    Approximate Percentage Estimate Continued

	WORKLOAD
	PERCENTAGE ESTIMATE

	Manage Civilian Leadership Programs
	35%

	Formal Military Training
	

	UFT
	10%

	SOS
	5%

	ISS
	3%

	SSS
	3%

	NCO Academy
	25%

	SNCO Academy
	2%

	Prepare and distribute Training survey
	4%

	Update deferments for Bootstrap and other programs, to include updated and verifying AAC
	50%

	ESC APDP Focal Point
	25%

	Enlisted Specialty Training
	

	Advise commanders upon request
	15%

	Manage and check CDC transactions
	6%

	Coordinate CDC corrective actions
	10%

	Review and recommend for reactivations, reenrollments, waivers, and failures
	10%

	Administer surveys
	5%


18. Historical List of Continuing Education Classrooms outside of Building 1728

	BUILDING #
	TITLE 
	FREQUENCY

	1218
	Family Support Center
	4 times/yr for a period of 3 months each, some to run concurrently on different week nights 

	1725
	Security Forces
	3 times/yr for a period of 3 months each, some to run concurrently on different week nights

	1217
	Social Actions
	5 times/yr for a period of 3 months each, some to run concurrently on different week nights

	1994
	Child Development Center
	1 time/yr for a period of 3 months, some to run concurrently on different week nights 

	1540
	Health and Wellness Center
	3 times/yr for a period of 3 months each, some to run concurrently on different week nights

	1543
	Airmen Leadership School
	8 times/yr for a period of 3 months each, some to run concurrently on different week nights
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BASE MAP AND OFFICE LAYOUT
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APPENDIX C

GOVERNMENT FURNISHED PROPERTY AND SERVICES

APPENDIX C

GOVERNMENT FURNISHED PROPERTY

The government will furnish all items in this appendix before the start of the first operational performance period.  The government will maintain and replace telephones lines throughout the life of this contract.  The contractor shall maintain and replace the equipment listed in Table C-2.

1. Government Facility

	Facility
	Building Number
	Room Numbers
	Street Address
	Total Square Feet

	Education and Training Center, to include 1 fixed digital satellite dish and 1 steerable digital/analog satellite dish and associated receiving equipment
	1728
	Classrooms A-H

Offices 12,14B,15,16A,16B,17,19A,19B
	29 Chennault Street
	17,000


2.  Equipment 
Description






QTY
  


 

	1. 
	Dark brown desk
	6

	2. 
	Grayish modular computer desk w/slide tray 
	3

	3. 
	“walnut” typing table
	2

	4. 
	Dark brown typing table
	1

	5. 
	Single dark brown computer stand
	1

	6. 
	“wood” single computer stations w/glass
	14

	7. 
	Under desk 3 drawer file – tan 
	13

	8. 
	Under desk 3 drawer file – brown
	15

	9. 
	Gray metal 5 drawer tall file
	4

	10. 
	Dark brown 4 drawer file 
	1

	11. 
	Desk podium
	1

	12. 
	Podium
	5

	13. 
	Gray chair w/arms
	155

	14. 
	Maroon chairs 
	35

	15. 
	Blue chairs
	15

	16. 
	Maroon chair w/arms
	1

	17. 
	Tall gray chair w/arms
	3

	18. 
	Gray chair w/arms & metal frame
	6

	19. 
	White boards
	11

	20. 
	TV stands (all inclusive: metal of variety of colors)
	7

	21. 
	Attached projection screen
	5

	22. 
	Gray 2 student desk
	34

	23. 
	Conference tables
	16

	24. 
	Large cork board
	2

	25. 
	Tall 2 door tan cabinet
	1


Equipment Continued
Description






QTY
  




	26. 
	Tall 2 door black cabinet
	1

	27. 
	Fan short
	5

	28. 
	Fan tall
	2

	29. 
	Apartment fridge black
	1

	30. 
	Cork boards (all – wood and black)
	10

	31. 
	Maroon couch
	3

	32. 
	Maroon 2 seat
	1

	33. 
	Maroon full chair
	1

	34. 
	End table – pine
	1

	35. 
	Coffee table – pine
	1

	36. 
	End table dark wood
	2

	37. 
	Magazine rack
	3

	38. 
	Book cases
	11

	39. 
	Large tan top desk
	4

	40. 
	Short 2 door cabinet (next to TV)
	1

	41. 
	Hanging coat rack
	2

	42. 
	Gray single computer table
	4

	43. 
	Black desk
	1

	44. 
	Metal cart
	1

	45. 
	Small brown table
	1

	46. 
	Mobile projection screen
	1

	47. 
	3’ small table
	1

	48. 
	Tan/black metal cupboard – 3 doors & 2 drawers
	1

	49. 
	Two part end table
	1

	50. 
	Tan 4 drawer filing cabinet
	2

	51. 
	Gray 2 drawer heavy safe
	1

	52. 
	Tan 2 drawer under desk metal
	1

	53. 
	Microwave white
	2

	54. 
	4’ “wood” table
	1

	55. 
	100 video tape cabinet
	1

	56. 
	Audio workstation
	1

	57. 
	Metal stand
	1

	58. 
	2 door short cabinet
	1

	59. 
	3 drawer, 1 door cabinet short 
	1

	60. 
	Blue chairs w/arms wood
	3

	61. 
	Computer screen bracket
	1

	62. 
	Welcome board
	1


POC: Debra Parkinson x9990

	Distance Learning (DL) Equipment
	Model 
	Serial Number 

	ALS Homeworx 750mhz receiver Fiber Optic
	 
	96012376

	ALS Homeworx 750mhz transceiver Fiber Optic
	 
	96020009

	General Instruments  MPEG-2/Digicipher II Digital  Satellite Receiver
	DSR-4200V
	219017268004288

	Chaparral Communications Descrambler Equipped Computer Synthesized Satellite Receiver
	Monterey 100C Video Cipher II Plus
	A04017771

	Video Commander 30 Output head unit
	PX-series
	PX9495024

	Blonder Tongue Labs Agile Modulator
	AM 5945
	15134

	Panasonic Video Editing Controller
	AG-A96-P
	D4D9198KB

	Mitsubishi TV 33”
	XC-3725C
	303102275

	Mitsubishi TV 36”
	CS-35301
	541381

	GE VCR
	VG-7685
	927331158

	Zenith VCR
	VRA412
	S87041858

	Sharp TV 27”
	27RV749
	A91112498

	GE Remote TV/VCR
	13TVR03
	532220326

	JVC Stereo Receiver
	RX-554VBK
	073C5939

	Panasonic Video Cassette recorder
	AG 1980-P
	LOYC00062

	Epson Powerlite Digital Projector
	ELP7200
	APM0840477C

	Pioneer Laser Disc Player
	CLD-V2600
	3926252

	Sony Trinitron 9” Display monitor
	PVM-8040
	2006168

	C/KU Ban Steerable Satellite Dish
	 
	 

	RF Matrix Switch
	 
	 

	Scientific-Atlanta Receiver Earthstation ES22910
	9640 SN
	 

	 
	 
	 

	Dacrome audio conferencing unit
	UNK
	 

	ATP audio conferencing unit
	UNK
	 

	CDV Fixed satellite dish
	 
	 

	NDS Videoguard CSR820 L band Commercial Satellite Receiver
	B84082711202
	784A6000070052536   784A600007005055F

	NDS Videoguard CSR820 L band Commercial Satellite Receiver
	B84082711202
	784A600007005055F

	Blonder Tongue Labs Agile Modulator
	AM 5945
	 

	Modulators:  NCS Industries Willow Grove PA
	C6M
	J2E7000165CM 8005232342 

	Jerrold Communications
	
	

	 
	 
	J4J7000679CM 

	 
	 
	J4J7000678CM

	 
	 
	J2E7000154CM

	Distance Learning (DL) Equipment Continued
	Model
	Serial Number

	 
	 
	J457000661CM

	General Instruments Jerrold Modulator
	Model 5450M
	Unk

	Dracom Agile Modulator
	550 VMA LR50454
	0I36090477

	 
	
	0I36090515

	 
	
	0I36090479

	PX-3200 Power Unit
	Unk
	 

	Scientific Atlanta Signal Processor
	6150
	33301

	Scientific Atlanta Modulator
	6350
	44278

	General Instruments Starone SFT
	DJ30327xxx
	268886421218

	CATV Converter
	DJ30327xxx
	268886421218

	 
	DM30328xxx
	28902358221

	 
	DWT/1134/1451/AC
	1257200039

	Scientific Atlanta Receiver
	Model 9640
	ES22910

	Chaparral
	Monterey 100C Plus
	AP00693

	Video Cipher Rs Descrambler
	
	

	Blonder Tongue Labs Agile Modulator
	AM 60-550
	Unk

	JVC Monitor
	TM-A13SU
	10487697

	JVC Monitor
	TM-A13SU
	9486584

	JVC Monitor
	TM-A13SU
	8484234

	JVC Monitor
	TM-A13SU
	8483611

	Sony VCR
	SVO-140
	818994

	Sony  HI FI VCR
	SVO-1500
	10766

	Sony  HI FI VCR
	SVO-1500
	10437

	Sony VCR
	Monitor
	CF250783

	Sony VCR
	Monitor
	250809

	Sony VCR
	Monitor
	2500161

	Sony VCR
	Monitor
	2500103

	Panasonic Video Cassette recorder
	AG 1970
	F4TA02341

	Panasonic Video Cassette recorder
	AG 1970
	F4TA01156

	Panasonic Video Cassette Recorder
	AG 1970
	F4TA02321

	Scientific Atlanta Digital Receiver
	Powervu D9235
	31881004565

	Scientific Atlanta Digital Receiver
	Powervu D9235
	587044493

	Jerold Analog Commander 5 Modulator
	C5MP
	3831082

	GE VCR
	VG-7685
	927331110

	GE VCR
	VG-7865
	936631508

	GE VCR
	VG-7685
	936630274

	GE VCR
	VG-7685
	936631514

	GE VCR
	VG-7865
	936631557

	Distance Learning (DL) Equipment Continued
	Model
	Serial Number

	Zenith VCR
	VRA412
	S87044605

	Zenith VCR
	VRA412
	S87044471

	Zenith VCR
	VRA412
	NS87044430

	Zenith VCR
	VRA412
	NS87044620

	GE Remote TV/VCR
	13TVR03
	532220419

	GE Remote TV/VCR
	13TVR03
	531620080

	GE Remote TV/VCR
	13TVR03
	531620336

	GE Remote TV/VCR
	13TVR03
	532220346

	GE Remote TV/VCR
	13TVR03
	532220412

	JVC A/V Control Receiver
	RX-554VBK
	073C5930

	JVC A/V Control Receiver
	RX-554VBK
	133X3634

	Dukane Overhead Projector
	 
	1862349

	Dukane Overhead Projector
	4000
	1862347

	Epson Powerlite Digital Projector
	ELP7200
	 

	Epson Powerlite Digital Projector
	ELP7200
	 

	Epson Powerlite Digital Projector
	ELP7100
	APM08400096C

	Sony Trinitron 9” Display monitor
	PVM-8020
	5020240

	Sony Trinitron 9” Display monitor
	PVM-8020
	5020246

	Sony Trinitron 9” Display monitor
	PVM-8020
	5020254

	Sony Trinitron 9” Display monitor
	PVM-8020
	5020257

	Sony Trinitron 9” Display monitor
	PVM-8040
	20061090

	Sony Trinitron 9” Display monitor
	PVM-8041Q
	2500156

	Sony Trinitron 9” Display monitor
	PVM-8041Q
	2500180

	Sony Trinitron 9” Display monitor
	PVM-8041Q
	2500103

	Sony Trinitron 9” Display monitor
	PVM-8041Q
	2500161

	Sony Trinitron 9” Display monitor
	PVM 8020
	5020251

	Kodak Slide Projector
	Ektagraphic III ATS
	A483785         

	
	
	A549438

	Buhl Overhead Projector
	 
	5051

	Buhl Overhead Projector
	 
	5062

	LCD Projector
	N-View Mediapro
	1173196

	
	
	92532

	Bogen Intercom Commander
	SBA225/MCP35A
	 

	3M Overhead Projector
	213AJPF
	963986

	
	
	964216


3.  Distance Learning Equipment Maintained and Replaced by AFMC

	CLI impressed digital video receiver 

(i.e. NDS Videoguard CSR820 L band Commercial Satellite Receiver)
	1

	ATP audio conferencing unit 
	1

	Darome audio conferencing unit
	1

	CDV fixed satellite dish
	1


4.  Information Technology Equipment   

	MICRON CLIENT PRO 
	PII
	WINDOWS 2000 PRO
	14989840003

	DELL INSPIRION 5000E LAPTOP
	PIII
	WINDOWS 2000 PRO
	2VR3401

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017896

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017901

	Destination PC for Networks PII 400
	PII
	WINDOWS 2000 PRO
	0014913192

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	19243520001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	19243610001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	19243690001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	19243720001

	Destination PC for Networks PII 400
	PII
	WINDOWS 2000 PRO
	0014913191

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	0015017897

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	0015017904

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1334660-0013

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1498984-0002

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924346-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924349-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924355-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	0015017898

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924366-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924367-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924370-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924375-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924378-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	1924379-0001

	MICRON
	Client Pro PII
	WINDOWS 2000 PRO
	19243630001

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017894

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017895

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017905

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017902

	Micron
	PII
	WINDOWS 2000
	1498980001

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017899

	Gateway Pentium 400
	PII
	WINDOWS 2000 PRO
	0015017900

	Gateway
	PII
	WINDOWS 2000
	0019124841

	Gateway
	PII
	WINDOWS 2000 PRO
	15017896

	Gateway
	PIII
	WINDOWS 2000 PRO
	0020985861

	Gateway
	PIII
	WINDOWS 2000
	20663856

	 Gateway
	PII
	WINDOWS 2000 PRO
	0015017903

	Micron CLIENT PRO 
	PII
	WINDOWS 2000 PRO
	19243470001

	Dell
	PIII
	WINDOWS 2000 PRO
	1YR3401

	DELL INSPIRION 5000E LAPTOP
	PIII
	WINDOWS 2000 PRO
	81S3401

	DELL INSPIRION 5000E LAPTOP
	PIII
	WINDOWS 2000 PRO
	D3S3401

	MICRON
	PII
	WINDOWS 2000
	19243770001


.  Information Technology Equipment Continued  
	DELL
	PII
	Windows 2000Pro
	1498984-0005

	MICRON
	PII
	Windows 2000Pro
	19243730001

	MICRON
	PII
	Windows 2000Pro
	19243740001

	MICRON
	PII
	Windows 2000Pro
	19243650001

	MICRON
	PII
	Windows 2000Pro
	1924350001

	MICRON
	PII
	Windows 2000Pro
	19243710001

	MICRON
	PII
	Windows 2000Pro
	19243600001

	MICRON
	PII
	Windows 2000Pro
	1.92436E+11

	MICRON
	PII
	Windows 2000Pro
	1.92436E+11

	MICRON
	PII
	Windows 2000Pro
	1.92435E+11

	MICRON
	PII
	Windows 2000Pro
	1.92435E+11

	MICRON
	PII
	Windows 2000Pro
	1.92436E+11

	MICRON
	PII
	Windows 2000Pro
	19243530001

	MICRON
	PII
	Windows 2000Pro
	19243560001

	MICRON
	PII
	Windows 2000Pro
	19243760001

	MICRON
	PII
	Windows 2000Pro
	19243680001


5.   Software.   Microsoft Office 97, Delrina FormFlow

6.  Leased Equipment.  The government will provide one (1) Xerox 5626 copier and one fax machine for contractor use.  The government will maintain and replace said copier and fax machine.  The government will provide paper and toner as required for the performance of the contract.

7.  Telephone Lines:
	Location 
	Class A
	Class C
	FAX
	Voice Mail

	Bldg 1728
	9
	3
	2
	9


Note: Class A lines have access to the following services: Hanscom (3-Extension), Long Distance (9-1-Area Code-Number), Defense Switching Network (DSN) (8-number), MITRE (186-Extension), 9-1-800-Number and 9-1-888-Number.  Class C lines have access to the following: Hanscom, DSN, 1-800, and 1-888 numbers.

8.  Government Furnished Information

The following is a list of Government furnished information that  will be provided to the Contractor at the start of the Orientation Period.

Current Memorandums of Agreement

Special Interest Items (SII)

File Plans

BPIs for the previous FY

Base training SAVs conducted during the previous FY

Latest Operational Readiness and Unit Compliance Inspection Results

Self-Inspection Checklists

Appointment Letters

Authorization Letters

Unit Annual Training Assessments for last FY

Base Training Meeting Minutes for last FY

Staff Assistance Visit Reports

Training Policy Messages received in last FY

Government Furnished Information Continued

	Customer Surveys in last FY

	General Correspondence and Office Read Files

	Suspense Control

	Transitory Material


APPENDIX D

APPLICABLE PUBLICATIONS, REGULATIONS AND FORMS

 APPENDIX D

APPLICABLE PUBLICATIONS, REGULATIONS and Forms

1. General Information.  Documents applicable to this SOW are listed below.  The contractor is required to follow those publications and use forms designated as mandatory to the extent specified in other sections of this SOW.  The contractor shall be guided by those publications or use those forms indicated as advisory to extent necessary to accomplish the requirements of this SOW.  DoD, AF, AFMC, and local publications are generally available from appropriate World Wide Web servers.  The Government will provide those publications not available from WWW servers in either paper or electronic forms (for example, CD-ROM).

2. Publication Changes.  Supplements or amendments to listed publications from any organizational level may be issued to the life of the contract.  The contractor shall ensure that all mandatory publication changes are posted and all publications are up-to-date.  Upon completion of the contract, the contractor shall return to the Government all issued publications.

3. Hierarchy of Publications.  The contractor shall accomplish the tasks and references established in the contract provided.

a. If there is a conflict between this SOW and the references established herein, the SOW shall control.

b. If there was a conflict between or among two or more references then those designated as mandatory by this contract shall control over those coded as advisory.

c. If there is a conflict between or among two or more references that are issued at the same level of authority then those with a later date of issue shall control over those with earlier dates of issue.

4. PUBLICATIONS AND REGULATIONS

	PUBLICATION NUMBER
	TITLE
	APPLICABLE PARAGRAPHS

	DODD 1322.8
	Voluntary Education Programs for Military Personnel
	 Advisory

	DODD 1322.16
	Montgomery GI Bill (MGIB) Program
	Implements US Code 10 Title 38, Sec 3011 Advisory

	DODI 1322.25
	Voluntary Education Programs
	 Advisory

	AFI 31-209
	The Air Force Resource Protection Program
	 Advisory


                                          Publications and Regulations Continued

	PUBLICATION NUMBER
	TITLE
	APPLICABLE PARAGRAPHS

	AFI 33-119
	Electronic Mail Management and Use
	Paragraphs 1-8 and 10 Advisory

	AFI 33-322
	Records Management Program
	Paragraphs 6 – 8 Advisory; Paragraph 9 Mandatory

	AFI 33-328
	Administrative Orders
	  Advisory

	AFI  33-332
	Air Force Privacy Act Program
	 Ch 1, 3, 4, 7, 9.1-9.4, and 9.8 Advisory

	AFI 36-401
	Employee Training and Development
	Chapters 1.6, 2.1.4, 2.1.5, 3, 4, 6 mandatory; rest are advisory

	AFI 36-602
	Civilian Intern Programs
	 Chapters 2.14.7, 2.14.8, 2.14.9, 2.14.10, 2.14.11, 2.14.12, 2.14.13, 2.20.3 mandatory; rest are advisory

	AFI 36-2013
	Officer Training School (OTS) and Airman Commissioning Programs
	Para 2.2.5, 2.4.3, 2.5, 2.6, 2.7.4, 3.3, 3.6.5, 3.8.1, 3.8.7, 3.9.8, 3.9.12, 3.11.4, 4.2.9 rest of AFI is advisory

	AFI 36-2101
	Classifying Military Personnel (Officers and Enlisted)
	 Chapters 3.1,3.7,Table 3.2, 3.7, 3.8, 3.25, 3.27, Table 4.1, Table 4.2, Attachment 1 Advisory, Table 3.3 Mandatory

	AFI 36-2107
	ADSC and Specified Period of Time Contracts (SPTC)
	Para 1.4, 1.7, Tables 1.5 to 1.8, Table 1.14 and Table 2.1 Advisory 1.3, 1.10, 2.6 Mandatory

	AFI 36-2201
	Developing, Managing, and Conducting Training
	Paragraph 4.8, 5.12, 5.13. Other sections of Paragraph 4 and Paragraph 9 are Advisory

	AFI 36-2205
	Applying for Flying and Astronaut Training Programs
	 Chapters 1.3, 1.5.3 mandatory; rest are advisory

	AFI 36-2301
	Professional Military Education
	 Advisory

	AFI 36-2302
	Professional Development
	Advisory

	AFI 36-2304
	Community College of the Air Force
	Section 5 Mandatory; Section 7,8 Advisory

	AFI 36-2305
	Educational Classification and Coding Procedures
	Para 1.4, 3.2.  Remainder of AFI is advisory.

	AFI 36-2306
	The Education Services Program
	 Paragraphs 3.1, 3.2, 3.3, 3.5, 5.4.1, 6, 10, and 11are mandatory.  Paragraphs 5.2, 5.4.2, 5.4.4, 5.5 and 12 are advisory.  


                                          Publications and Regulations Continued

	PUBLICATION NUMBER
	TITLE
	APPLICABLE PARAGRAPHS

	AFI 37-131
	16 Feb 95, Freedom of Information Act Program
	Mandatory

	AFI 37-160, Vol.7
	Air Force Publications and Forms Management Program – Publication Libraries and Sets
	   Advisory

	AFI 37-161
	Distribution Management
	 Chapters 1.3.5, 1.10 advisory

	AFI 65-103
	Temporary Duty Orders
	 Chapters 2.1, 2.2, figure 2.1 and 2.2 Advisory

	AFMAN 30-13 Vol IV
	Education and Training System
	Chapter 13 advisory

	AFMAN 33-326
	Preparing Official Communications
	Advisory

	AFMAN 36-606, Vol. I
	Air Force Civilian Career Management Program
	 Advisory

	AFMAN 36-606, Vol. 2
	Air Force Civilian Career Planning
	 Advisory

	AFMAN 36-2234
	Instructional Systems Development
	Advisory

	AFMAN 36-2245
	Managing Career Field Education and Training
	 Chapters 4. And 5. Advisory

	AFMAN 36-2247
	Planning, Conducting, Administering and Evaluating Training
	 Chapters 1.2, 1.3 Advisory

	AFH 33-337
	The Tongue and Quill
	Pages 133, 159, 167 Advisory; Page 169 Mandatory

	AFH 36-2235, Volumes 1-11
	Instructional Systems Development
	  Advisory

	AFMCI 36-201
	Education and Training Process Guide http:www.afmc-mil.wpafb.af.mil/pdl/afmc/36afmc.htm
	Chapter 8.11 Mandatory;  Chapters  8.5, 8.8, Attach 2 and Table A5.1 Advisory

	AFMCPD 36-2
	Education and Training
	Advisory

	AFCSM 36-699, Vol. 1
	Education and Training System


	Chapter 13 advisory

	DANTES Examination Program Handbook, Part I
	
	Mandatory

	DANTES Examination Program Handbook, Part II
	
	Chapter 4 – 6 Mandatory

	DANTES Examination Program Handbook, Part IV
	
	Mandatory

	Defense Acquisition University (DAU)
	http://dau.fedworld.gov          
	Advisory


                                        Publications and Regulations Continued

	PUBLICATION NUMBER
	TITLE
	APPLICABLE PARAGRAPHS

	
	CCAF Catalog

(http://www.au.af.mil/au/ccaf)
	Advisory

	
	CCAF Handbook
	Advisory

	
	ECI Catalog, Unit 3

http://www.au.af.mil/au/oas/eci/eci/cattoc.htm
	Advisory

	http://hq2af.keesler.af.mil/etca.htm
	Education and Training Course Announcements Web Page
	Mandatory


5. SUPPLEMENTAL PUBLICATIONS AND REGULATIONS

Publications in this section shall be utilized by the contractor for additional working knowledge and familiarity to provide customer assistance to perform SOW requirements.

	PUBLICATION NUMBER 
	TITLE
	APPLICABLE PARAGRAPHS

	US Code 10 Title 38 Armed Forces
	Veteran’s Benefits

http://www4.law.cornell.edu/ucode/10.htm
	Entire

	AFI 36-601
	Air Force Civilian Career Program Management
	Entire

	AFI 36-2005
	Appointments in Commissioned Grades
	Entire

	AFI 36-2019
	Appointment to the United States Air Force Academy
	Entire

	AFI 36-2021
	Air Force Academy Preparatory School
	Entire

	AFI 36-2230
	Inter-service Training
	

	AFMAN 36-2105
	Officer Classification
	Entire

	AFMAN 36-2108
	Airman Classification
	Entire

	AFMAN 36-2236
	Guidebook for Air Force Instructors
	Entire

	AFPD 36-4
	Air Force Civilian Training and Education
	Entire

	AFPD 36-6
	Civilian Career Management
	Entire

	AFPD 36-13
	Air Force Civilian Supervisory, Management, and Leadership Development
	Entire

	AFPD 36-22
	Military Training
	Entire

	AFPD 36-23
	Military Education
	Entire


6. FORMS.

(http://www.afpubs.hq.af.mil)

AF Forms 
12 Accountable Container Receipt 

63 

Officer/Airman Active Duty Service Commitment (ADSC) Counseling Statement 

118

Refund of Tuition Assistance-Education Services Program 

139 

Pay Adjustment Authorization 

186 

Individual Record – Education Services Program 

204 

Permissive TDY Request-Operation Bootstrap  

968 

Community College of the Air Force Action Request 

973

Request and Authorization for Change of Administrative Orders  

1020 

Grade Point Average Computation Worksheet 

1131 Cash Collection Voucher 

1206                Nomination for Award  

1227 Authority for Tuition Assistance Education Services Program 

1768  

Staff Summary Sheet 

2099 

Request for Community College of the Air Force Transcript 

DD Forms

295 

Application for the Evaluation of Learning Experiences During Military Service 

844 Requisition for Local Duplicating Service 

1556 Request, Authorization, Agreement, Certification Training Reimbursement 

1572 

Test Log: DANTES and Others 

1610   

Request and Authorization for TDY Travel of DoD Personnel 

2481   

Request for Recovery of Debt due to US by Salary Offset 

SF Forms

1034 

Public Voucher for Purchases and Services other than Personal 

1049                Public Voucher for Funds
Extension Course Institute Forms

17   

Student Request for Assistance

23  

ECI Enrollment Request 

Maxwell AFB Forms
117 
ACSC Distance Learning Program Application  

AETC Forms

325   Student Record of Attendance

1360  Commissioning/Appointment Application Checklist

VA Forms

22-1990
Application for Education Benefits

22-1999   
Enrollment Certification

DANTES Forms

1560/11 
DANTES Annual Testing Facilities Review

1560/12 
DANTES Test Inventory Reports

1560/14 
DANTES Document Receipt Form

1560/37
DANTES Test Inventory Log

1561/5 
DANTES Material Request Form

1562/31 
DANTES Distance learning Enrollment Form for Service Members

Miscellaneous

AF Distance Learning Course Guide (http://hq2af.Keesler.af.mil/DstLearn/LiveGide.doc)

Air War College Program Enrollment Application  (http://www.au.af.mil/au/awc/enrolppr.htm)

Officers Training School Active Duty Application Checklist - no form number

Education Services Officer Seminar Checklist - no form number

Air University TV Broadcast Downlink Information - no form number

ETS Form: Application for Test Materials, I.N. 204903

Regents Form: DANTES: Regents College Examinations Test materials Order Form 1999-2000 

CFETP   Career Field Education and Training Plans  (htt://afpubs1hq.af.mil/search/asp?keyword+CFETP)

APPENDIX E

REQUIRED DATA DELIVERABLES

APPENDIX E

REQUIRED DATA DELIVERABLES

All data deliverables; i.e., data products, which are provided by the contractor under this contract shall be prepared in a format which is compatible with an IBM PC using any of the Microsoft operating systems: Windows 3.1, Windows 95, Windows 98, and Windows 2000.  The government preference for text documents is MS Word; the government preference for financial data is MS Excel.  Data products may also be presented in HTML format that is compatible with the MS Internet Explorer browser.  Data products shall be provided on paper or disk except for the Nathan Altschular Award submittal which shall be provided on paper and disk.  When specifying frequency (calendar days, years, annually, quarterly, etc.), time is from beginning of basic period of performance.

1. Orientation Period (Applicable to SubCLIN 0001AB)

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Quality Control Plan
	CO
	Within ten calendar days after start of orientation period
	CO
	4.4.2

	Contingency Plan
	FD
	Prior to start of first operational performance period
	CO
	4.2.3

	Property Control Plan
	government representative
	Prior to start of first operational performance period
	government representative
	3.4


2. Education and Training Services (Applicable to SubCLIN 0002AB and SubCLINs 0009AB, 0016AB, 0023AB, 0030AB, if option exercised.)

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Needs Assessment
	FD
	Every 3 years
	FD
	1.1.1

	Customer Surveys
	FD
	Prior to start of first operational performance period
	FD
	1.1.2

	Nathan Altshular Award
	MAJCOM
	Annually
	FD
	1.1.2.4

	DANTES and ECI inventory reports
	Testing Agency
	Quarterly
	FD
	1.1.5.5

	MAJCOM Training Needs Survey Results
	FD
	Annually
	FD
	1.2.1.1


                                                    Continued

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Staff Assistance Visits, Enlisted Specialty 
	Unit Commander/         

MAJCOM
	Annually
	FD
	1.4.1.1

	Enlisted OJT rosters 
	For Units without PC III
	Monthly
	N/A
	1.4.1.3

	CDC Failure Reports
	MAJCOM
	10th of month following failure
	FD
	1.4.1.4


3. CCAF Graduation (Applicable to SubCLIN 0003AB and SubCLINs 0010AB, 0017AB, 0024AB, 0031AB, if option exercised.)

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	CCAF Graduation Operating Plan
	ABW/CC
	Annually
	ABW/CC
	1.1.4.1.2


4. Employee Development and Training Program (Applicable to SubCLIN 0004AB and SubCLINs 0011AB, 0018AB, 0025AB, 0032AB, if option exercised.)

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Local Training Requirement Requests
	Training Monitors
	Quarterly
	FD
	1.2.1.1

	Customer Surveys
	FD
	Prior to start of first operational performance period
	FD
	1.2.2


5. Distance Learning (Applicable to SubCLIN 0006AB and SubCLINS 0013AB, 0020AB, 0027AB, 0034AB, if option exercised.)

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Distance Learning Student Attendance
	Training Monitor
	Every course attended
	FD
	1.1.6.1

	Distance Learning Status Reports
	Training Monitor
	Every course

downlinked
	FD
	1.1.6.1

	Customer Surveys
	FD
	Prior to start of first operational performance period
	FD
	1.1.6.1


6. Business Performance Indicators (Applicable to CLIN 0007 and CLINS 0014, 0021, 0028, 0035, if option exercised.

	Name 
	To
	Frequency
	Approval Authority
	SOW Paragraph

	Requests for Training DD Form 1556
	HQ AFMC/DP
	Quarterly
	FD
	1.5.

	Education and Training Flight Unit Cost
	HQ AFMC/DP
	Quarterly
	FD
	1.5.


7.  Miscellaneous Deliverables

	Name
	To
	Frequency
	Approval Authority 
	SOW 

Paragraph

	Contract Manager Information 
	CO
	Start of Orientation Period
	CO
	4.2.1

	Security Measures
	CO 
	Within the Orientation Period
	CO
	4.8.4.

	EEO Reports
	EEO Committee
	Annual
	CO
	1.2.1.12


APPENDIX F

ACRONYMS
ACRONYMS

AAC

Assignment Availability Code

AAFTAP
Automated Air Force Tuition Assistance Program

ABW/CC
Air Base Wing Command

ACE

American Council on Education

ACSC

Air Command and Air Staff College

ADSC

Active Duty Service Commitment

AECP

Airman Education and Commission Program

AFAEMS
Air Force Automated Education Management System

AFATO

Air Force Acquisition Training Office

AFIADL
Air Force Institute for Advanced Distributive Learning

AFIT

Air Force Institute of Technology

AFOMS

Air Force Occupational Measurement Squadron

AFPC

Air Force Personnel Center

AFMC

Air Force Material Command

AFOMS

Air Force Occupational Measurement Squadron

AFROTC
Air Force Reserve Officer Training Corps

AFTC

Air Force Training Course

APDP

Acquisition Professional Development Program

ATN

Air Technology Network

ATRRS

Army Training Resource and Requirement System

AWC

Air War College

BPI

Business Performance Indicators

BRAG

Business Requirement and Advisory Group

CBT

Computer Based Training

CCAF

Community College of the Air Force

CDC

Career Development Course

CEP

Career enhancement Program

CO

Contracting Officer

DANTES
Defense Activity for Non-Traditional Education Services

DCPDS

Defense Civilian Personnel Data System

DFAS

Defense Financial Accounting Service

DL

Distance Learning

DoD

Department of Defense

DRMO

Defense Revitalization Marketing Office

ECI

Extension Course Institute

EEO

Equal Employment Opportunity

ELA

Air Force Educational Leave of Absence Program

ESC

Electronic Systems Center

ETCA

Education and Training Course Announcements

ETMS

Education and Training Management System

ETWG

Education and Training Working Group

FD

Functional Director

GFE

Government Furnished Equipment

GFP

Government Furnished Property


GO

Government Team

GSU

Geographically Separated Units

IAW

In Accordance With

IDP

Individual Development Plan

IDSN

Integrated Digital Services Network

ISS

Intermediate Service School

LEAD

Leaders Encouraging Airmen Development

MAJCOM
Major Command

MDCPDS
Modern Defense Civilian Personnel Data System

MDG

Medical Group

MILMOD
Military Modernization System

MILPDS
Military Personnel Data System

MPF

Military Personnel Flight

NCO

Non-Commissioned Officer

OJT

On the Job Training

OSHA

Occupational Safety and Health Act

OTS

Officer Training School

PCIII

Personnel Concepts III



PDS

Personnel Data System

PME

Professional Military Education

QAP

Quality Assurance Personnel

QASP

Quality Assurance Surveillance Plan

QC

Quality Control

QCI

Quality Control Inspector

SAVS

Staff Assistance Visits

SDS

Service Delivery Summary

SNCO

Senior Non-Commissioned Officer



SOS

Squadron Officer School

SOW

Statement of Work

SPTC

Specified Period of Time Contracts

SSS

Senior Service School

TA

Tuition Assistance

TDY

Temporary Duty

UFT

Undergraduate Flying Training

VA

Veteran’s Administration
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