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 DESCRIPTION OF SERVICES
1.0  Scope of Work.     The service provider shall provide all personnel, equipment, tools, materials, supervision and services necessary for the Military Personnel Flight (MPF) work centers of Unit Personnel Records Group (UPRG), Personnel Systems Management (PSM) and Awards and Decorations for Hanscom AFB MA and all organizations supported by Hanscom AFB.  The service providers shall comply with AFI 33-322 Records Management Program, AFI 33-332, Air Force Privacy Act Program, AFI 37-138, Records Disposition Procedures and Responsibilities and DODD 5400.11, DOD Privacy Act Program, Section 4.  

1.1  Unit Personnel Record Group (UPRG) Management.  The service provider shall maintain all Unit Personnel Records Group (UPRG) for each military member serviced by the Hanscom AFB Military Personnel Flight IAW AFI 36-2608, Military Personnel Records System

1.1.1. Accountability and Access.   The service provider shall ensure full accountability at all times for each UPRGs and only grant access and/or possession to authorized personnel.  The service provider shall ensure all records are returned within 72 hours.  

1.1.1.1  The service provider shall validate all requests prior to granting access and/or possession to UPRGs.  

1.1.1.2 MPF management and Casualty Assistance Personnel (CAST) will have 24-hour access to the UPRGs.  The Service Provider shall establish procedures for ensuring 24-hour access to UPRGs including contractor file plan familiarization training for MPF management personnel.   

1.1.1.3 Store and Safeguard:.  The service provider shall ensure all UPRGs are properly stored and safeguarded IAW AFI 33-332, Air Force Privacy Act Program and chapter 2, AFI 36-2608, Military Personnel Records System. 

1.1.1.4 The service provider shall ensure the original forms of the DD Form 93, Record of Emergency Data Card; SGLV Form 8286 Servicemember’s Group Life Insurance for Veterans and SGLI Form 8285, Servicemember’s Group Life Insurance, Election and Certificate be kept in the UPRG control area when the UPRG is checked out. These forms must be provided to MPF Commander (CC) and CAR upon request.  
1.1.1.5 Initial/Annual Review.  The service provider shall perform an initial review of all incoming UPRGs to ensure accuracy and completeness in accordance with information contained in the Military Personnel Data System (Mil PDS) and annually thereafter. 

1.1.1.6 Customer Service.  The service provider shall provide service to authorized customers to include reproduction, review of UPRGs and return extraneous documents to the member.  The service provider shall refer members to the appropriate work centers within the Mission Support Squadron to initiate corrective action on UPRG discrepancies.

1.1.1.7 The service provider shall file documents received from all MPF work centers within three (3) working days.

1.1.1.8 The service provider shall initiate trace action for lost records within two workdays of notification of lost record.

1.1.2  Create Records

1.1.2.1 The service provider shall create UPRGs for new officer and enlisted accessions and lost and/or missing record if trace actions have failed IAW AFI 36-2608.  

1.1.2.2 The service provider shall create and mail Senior Non-commissioned Officer (SNCA) Selection Record and Officer Command Selection Command Record Group (OCSRGp) within prescribed time limits.

1.1.3  Update Records.   The service provider shall file documents received from MPF elements in the UPRG within the timeline established in the Service Delivery Summary (SDS).  Documents for individual no longer assigned to Hanscom AFB shall be forwarded to the appropriate agency.  
1.1.4  Transfer IN/OUT Records

1.1.4.1 The service provider shall purge and file incoming UPRGs and transfer outgoing  UPRGs and/or ROPs/2As to MPF work centers upon official request.

1.1.4.2  The service provider shall transfer extraneous UPRGs to the appropriate work centers or agencies upon discovery.

1.1.5  General Administration.   The Government reserves the right to perform or supplement performance of contract functions with Government personnel during periods of disaster, war, emergencies, police action, acts of God, or labor unrest.

1.2. Personnel Systems Management (PSM).  The service provider shall ensure information flows properly through the military personnel data system.  The service provider shall advise MPF flight commander and staff on military personnel data systems technical matters. 

1.2.1   Operate/Maintain Personnel Data Systems .    The service provider shall conduct quarterly data audits using management assessment products (MAPs) distributed to the appropriate work centers bi-weekly.  

1.2.1.1. The service provider shall build and maintain local tables in the military personnel data systems as required by MPF personnel.  (i.e.  MiL PDS)

1.2.1.2. The service provider shall review summary report actions daily to ensure DEPCON products have been received and PC-III processed transactions and refresh status.

1.2.1.3. PC-III.  The service provider shall operate and maintain the PC-III system.

1.2.1.3.1 The service provider shall monitor, track and provide status to the MPF Commander on MPF and CSS PC-III user accounts to ensure the system is being used appropriately.

1.2.1.3.2 The service provider shall ensure incoming and outgoing coordination’s are being processed.

1.2.1.3.3 The service provider shall build and maintain local tables in PC-III. 

1.2.2   System Administrator.  

1.2.2.1 The service provider shall verify and perform Defense Joint Military Pay Systems (DJMS) transactions AFSCM 36-699, vols 1 and 6.  

1.2.2.1.1.  The service provider shall distribute and comply with Military Personnel System (MIL PDS) 0002 tasks and inform users of system releases. 

1.2.2.1.2. The service provider shall provide initial and updated appointment letters to Distributed Systems Administrator (DSA) IAW AFSCM 36-699, vol 6, chapter 25 and Discoverer Access letter IAW AFSCM 36-699, vol 6, chapter 22.

1.2.2.1.3 The service provider shall maintain a file of authorized system users and end date responsibilities or user accounts for MiL PDS and PC-III.

1.2.2.1.3.1  The service provider shall ensure password resets are authentic.

1.2.2.1.4 The service provider shall load and install scheduled releases and updates.

1.2.2.1.5 The service provider shall ensure MiL PDS software is loaded and working properly on all authorized systems  

1.2.2.2 Training/Support/DJMS Transactions  

1.2.2.2.1 The service provider shall provide information and formal and informal computer-related training to include MIL PDS and PC-III training.

1.2.2.2.2 The service provider shall train MPF personnel on how to read and use the jumps transaction register.

1.2.2.2.3 The service provider shall assist MPF work centers and base agencies with loading, using and processing MiL PDS Batch Templates.

1.2.2.2.4 The service provider shall assist MPF with missing manpower authorizations in the system.

1.2.2.3 COMPUSEC.  The service provider shall perform COMPUSEC task to monitor user security practices such as giving out passwords, unattended systems IAW AFCSM 36-699, Vol 6, chapter 3.

1.2.2.4.   Software Problems.  The service provider shall report and correct software problems. 

1.2.3   Data Base Manager.

1.2.3.1 Discoverer

1.2.3.1.1 Routine.  The service provider shall process scheduled automated products listed in appendix A, paragraph A1.2.1. 

1.2.3.1.2 Non-Routine.  The service provider shall process non-routine queries of database. 

1.2.3.2 PCIII

1.2.3.2.1 Routine.  The service provider shall process scheduled automated products listed in appendix A, paragraph A2.2.1.2.

1.2.3.2.2 Non-Routine. The service provider shall process non-routine queries of database. 

1.2.3.3 Analysis

1.2.3.3.1 Transaction Registers (TR).  The service provider shall create a statistical weekly transaction register (TR) analysis to show the MPF commander all overdue actions pending and areas that may require more attention.

1.2.3.3.2 Other (MAPs, DJMS).  The service provider shall create an overdue list of all DJMS rejects  and management analysis products (MAPs) to track unresolved actions to ensure completion.   

1.2.4  Equipment Management.  The service provider shall maintain the automated data processing equipment (ADPE) account, report software problems and process hardware or software procedural enhancements, and establish user account records for PDS, MIL PDS and PC-III systems and manage computer systems security programs. 

1.3. Military Awards and Decorations (A &D) Administration. The service provider shall manage the awards and decorations programs.  The service provider shall provide general guidance on awards and decorations, process award recommendations, and publicize criteria of newly established Awards and Decorations, and special awards and trophies.   The service provider shall maintain and provide statistics on awards and decoration timeliness monthly.  
1.3.1 Awards

1.3.1.1 Customer Service.  The service provider shall perform the following customer services:

1.3.1.1.1 Research customer requests for decoration status, information about other awards listed in AFI 36-2803 and other special awards not yet published in the instruction and update the Military Personnel Data (MiL PDS) System as required.

1.3.1.1.2 Verify unit awards and update the MiL PDS and document unit awards on AF Form 104 and forward to the Records Section to file to file in the member’s UPRG.  

1.3.2 Special Awards and Trophies

1.3.2.1 The service provider will provide guidance on type, format, and criteria for special awards and trophy submissions. 

1.3.2.2 The service provider will ensure timely announcement of award criteria to all appropriate agencies and suspense agencies to ensure timely submission of nominees. 

1.3.2.3 The service provider will review nomination submissions and ensure each submission meets the nomination criteria provided by HQ AFPC and HQ AFMC and return incorrect/incomplete nomination packages to the sender when required.

1.3.2.4 The service provider will establish selection boards to compete multiple nominees in specific categories when necessary.

1.3.2.5 The service provider will coordinate nominees through appropriate commanders for approval and make distribution as required.

1.3.2.6 The service provider will announce award winners as appropriate.

1.3.3 Decorations

1.3.3.1  Local 

1.3.3.1.1 The service provider will provide guidance on type, format, and substance for decoration submission.

1.3.3.1.2 The service provider shall review completed package to ensure compliance with regulations and issue and distribute G-series orders for compliant packages or return to submitter for corrections.

1.3.3.1.3 The service provider shall ensure records update in MiL PDS and UPRG.

1.3.3.2  Non-Local  The service provider shall receive decoration packages from other installations, review MiL PDS and UPRG to ensure decoration is officially documented and update records if necessary, and distribute decorations to member’s organization for presentation.

1.3.3.3 Tracking.  The service provider shall track all awards and decorations from receipt in the office to receipt at the gaining unit or installation. 

1.3.4.  Stock Levels.  The service provider shall develop and maintain stock levels for the government furnished material listed in appendix A2.3.    Costs associated with the purchase of all US military decorations, service medals, decorations binders, service award ribbons, individual ribbons for unit awards, and all subsequent devices presented to the recipient, will be borne by the US Government.

1.4.  General Administration.

1.4.1  Training.  The service provider shall be required on occasion  to provide training and informational briefings for those activities/duties that are the sole responsibility of the service provider.  

1.4.2 For Official Use Only (FOUO).  The service provider shall comply with DOD 5400-7-R, Chapter 4, DOD Freedom of Information Act (FOIA) Program, and requirements.  This regulation sets policy and procedures for the disclosure of records to the public and for marking, handling, transmitting, and safeguarding FOUO material.

1.4.3 Key Control.   The service provider shall ensure that all keys and lock combinations issued to the service provider by the government are not lost or misplaced and are not used by unauthorized persons.  No Government keys shall be duplicated. The service provider shall immediately report the occurrences of a lost key to the CO or designee.  

1.4.4 Records, Files, Documents and Work Papers.  All official records (regardless of media) as defined in 44 U.S.C. Section 3301/AFI 33-322, paragraph 2 or required by provisions of a mandatory directive listed in Appendix 3, are the property of the U.S. Government and shall remain so upon termination or completion of this contract.  The service provider shall comply with AFI 33-322, Records Management Program and AFMAN 37-123, Management of Records to develop a file plan to systematically catalogue, identify and otherwise manage all official records it has responsibility for, including those inherited/transferred from the owning Air Force/Government organization.  All official records shall be maintained for the retention periods specified by the applicable record disposition authority/table and rule in AFMAN 37-139, Air Force Records Disposition Schedule.  The service provider shall appoint a records manager in writing and the manager shall receive records training from the Government within three months of the effective date of the contract.  

1.4.5 Telephone Service.  The service provider shall provide its’ own non-government telephone service and maintenance through off-base switching equipment for personal and/or unofficial business.  All commercial local and long distance expenses in support of this contract over and above the services provided in Section 3 of the PWS, shall be the service provider’s responsibility. 
1.4.6  Inventory.  Service provider shall inventory all PC III equipment annually and coordinate material requirements (i.e. AF Form 10, medals and citation forms) with the contracting officer or designee.

1.4.7  Quality Control  Program.  The service provider shall establish and maintain a quality control program that ensures all requirements of the contract are met and performance standards in the PWS are achieved.   The service provider shall provide the CO a quality control plan, updated as necessary, that documents how the service provider shall ensure compliance with all contract requirements.  All service provider quality assurance records shall be available for Government inspection.  (CDRL A001)
 2.0  SERVICE DELIVERY SUMMARY (SDS).   In accordance with AFI 63-124, Performance Based Service Contracts (PBSC), the Service Delivery Summary (SDS) section contains only those items considered most important for mission accomplishment. SDS charts are provided below.  

2.1. SDS Table 2.1 headings. 

2.1.1  Performance Objectives.  The performance objective is the task/services required. 

2.1.2  PWS Paragraph.  PWS paragraph the performance objective is based on.

2.1.3  Performance Threshold.  The performance threshold defines the specific standard or level of performance expectation for each listed service.

T2.1.2  UPRG 

	Performance Objectives
	PWS Para.
	Performance

Threshold



	T2.1.2.1  File a copy of the virtual Record of Emergency Data (vRED) and SGLV Forms 8285 and 8286
	1.1.1.3.1


	All forms will be filed by COB of the workday received 100% of the time

	T2.1.2.2  Conduct inventory and audit  to ensure 100% UPRG accountability


	1.1.1.4


	Upon receipt and Annually thereafter

	T2.1.2.3  Safeguard UPRG (includes monitoring authorization of access, review, and possession

of UPRGs)
	1.1.1.3


	Control and safeguard UPRGs 100% of the time.



	T2.1.2.4  Create and mail SNCO selection folders 
	1.1.2.2
	Folders created/mailed NLT 30 calendar days from effective date of promotion 100% of the time 

	 T2.1.2.5  Create and mail OCSRGp
	1.1.2.2
	Folders created/mailed NLT 30 calendar days from the member completing 7 years Total Active Federal Military Service Date (TAFMSD) 100% of the time

	T2.1.2.6  Transfer of UPRGs and/or ROPs or 2As
	1.1.4.1
	Transfer UPRGs  within 3 workdays of request from authorized personnel 100% of the time

	T2.1.2.7  Provide timely customer service for records review/checkout to eligible individuals.
	1.1.1.6.
	Provide records for review or checkout within 5 minutes of receipt of request.

	T2.1.2.8  Provide copies of documents to eligible individuals.
	1.1.1.6
	Provide copies of documents within 5 minutes of request of request


T2.1.2.3  PSM.

	Performance Objectives
	PWS Para.
	Performance

Threshold

	T2.1.2.3.1  System up time – MIL PDS and PCIII
	 1.3.2.1 and 1.3.2.2
	90% over the month 6 a.m. to 6 p.m.

	T2.1.2.3.2  Query request delivery within 3 working days
	1.3.2.1 and 1.32.2
	100% of the time

	T2.1.2.3.3  Build and maintain local tables
	1.3.2.1 and 1.32.2
	100% of the time

	T2.1.2.3.4  Accomplish AFPC tasking by deadline 
	1.2
	100% of the time

	T2.1.2.3.5  Initiate Defense Joint (DJMS) transactions (DJMS rejects)
	1.2.3.3.2
	Daily, 100% of the time

	T2.1.2.3.6  Maintain PCII Equipment Account/Inventory
	1.2.4.1
	Annually- 100% of the time in the AFPC format


T2.1.4.  Awards and Decorations.

	Performance Objectives
	PWS Para.
	Performance

Threshold



	T2.1.4.1  Manages Awards and Decorations programs 
	1.3 
	Provides guidance and customer support to include reviewing and updating awards and decorations  within five days 100% of the time 

	 T2.1.4.2  Manages Special Awards and Trophies programs
	1.3.2 
	Provides  guidance and customer support to meet AFMC program suspense requirement 100% of the time 

	T2.1.4.3  Provides timely customer service to walk-in customers  
	1.3.1.1 
	Within two days 100% of the time


2.2 Evaluations:  The Government will periodically evaluate the service provider’s performance by appointing a representative(s) to monitor performance to ensure services are received.  The Government representative will evaluate the service provider’s performance through inspections as stated in the Quality Assurance Surveillance Plan (QASP) and receive and investigate all complaints from customers.  The government may inspect each task or increase the number of quality assurance inspections if deemed appropriate because of repeated failures discovered during quality assurance inspections or because of repeated customer complaints.  Likewise, the Government may decrease the number of quality assurance inspections if performance dictates.  The Government representative shall make final determination of the validity of customer complaint(s).  

2.3 If any of the services do not conform to contract requirements, the Government may require the service provider to perform the services again in conformity with contract requirements, at no increase in contract amount. When the defects in services cannot be corrected by re-performance, the Government may require the service provider to take necessary action to ensure that future performance conforms to contract requirements; and 

reduce the contract price to reflect the reduced value of the services performed.  

2.4 The Government may audit the service provider’s Quality Control Plan against actual contract performance.

3.  GOVERNMENT-FURNISHED PROPERTY AND SERVICES

3.1 Property.  The Government will provide rent-free use of office space and equipment listed in appendix 2.   The service provider shall maintain this space to the same standards as occupied by the Government and use space only in connection with performance under this contract.  The service provider shall not make any alterations to the space except with the prior written permission of the Contracting Officer.  
3.1.1.  The service provider shall notify the Government of any circumstances of needed repair of government property, assigned space or of any area that may affect performance of contract work, present an unsafe or unhealthy condition, or cause any delays or interference of work by employees of the service provider.   
3.2 Utilities.  The Government will furnish utilities including heating, electricity, water and sewer at no cost to the service provider.

3.3 Services.  

3.3.1  Telephone Services.  The Government will provide phone lines for Defense Switching Network (DSN) and local calls only, and maintenance service on phone lines that have DSN capability.  DSN and local lines shall be used for official calls only.  

3.3.1.1 Telephone Monitoring.  Telecommunication networks are continually subject to intercept by unfriendly intelligence organizations.  Service provider personnel are cautioned not to discuss official Government information on the telephone.  The use of DOD telephones and telephone systems constitutes consent to Communications Security (COMSEC) monitoring.

3.3.2. Mail Service.  Official government mail that is generated as a result of performance of this contract will be handled via the Base Information Transfer System (BITS) at government expense.

3.3.3 Police and Fire Protection.  The Government will provide police and fire protection.

3.3.4 Network Access.  The Government will provide “official use only” Hanscom AFB Intranet/Internet access through the government provided Local Area Net (LAN) for all workstations required for accomplishment of work in support of this contract.  The Government reserves the right to limit or restrict the service at any time.

3.3.4.1 Service providers  are advised that data entered on privately owned computer systems or software developed while performing government business becomes the property of the U.S. Government.

3.3.4.2 The government will not incur any cost or liability resulting from the use, misuse, loss theft, or destruction of privately owned computer systems resources.

3.3.5 Refuse Collection.  The Government will make available refuse collection and disposal services for the service provider at government expense in direct support of this contract.  The service provider shall follow guidelines established by the base regarding proper use of dumpsters.  The service provider shall not dump prohibited items in dumpsters to include, but not limited to: paint, petroleum, oil filters, hydraulic filters, hazardous waste, tires, batteries, flammables, and liquids.  The service provider shall comply with all base-recycling programs.

3.3.6 Custodial Services. The Government will provide custodial services.

3.3.7  Government Provided Training. The Government will provide the following training. Request for initial training shall be submitted to the CO no later than 10 workdays after contract start date, unless mandatory completion dates dictate otherwise. 

	TYPE OF

TRAINING
	COURSE

LENGTH

	Security Awareness Training & Education (SATE)
	1 Hour

	Records Management
	4 hours

	Privacy Act (PA) – web-based
	Approx 30 minutes 

	Freedom of Information Act Training – web-based
	Approx 30 minutes 


3.4 Except for those facilities, equipment or services specifically stated above, the Service provider shall furnish everything required to perform this Performance Work Statement.  

4.  GENERAL INFORMATION

4.1 Hours of Operations.  Normal duty hours are: MON. - FRI. 0730-1630, except federal holidays.  On occasion the service provider will be required to process last minute high priority services, which may include work outside normal duty hours.  When ever possible the government will give at least 24 hour notice however situations  may arise where as little as 1 hour notice will be provided.   

4.1.1 Recognized Holidays.  The service provider is not required to provide normal service on the following days: New Year’s Day, Martin Luther King Day, Presidents Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans Day, Thanksgiving day, and Christmas day.  If the holiday falls on a Saturday, it is observed on Friday.  If the holiday falls on Sun​day, it is observed on Monday.

4.2 Performance of Services during crisis declared by the National Command Authority or Overseas Combatant Commander.    The UPRG and PSM services have been determined to be essential for performance during crisis according to DoDI 3020.37 Continuation of Essential DoD Service provider Services During a Crisis.  The hours of operation will be directed by the installation commander and the service provider will be notified by the contracting officer or designee when the situation arises.

4.3  Disaster Preparedness, Exercise, and Other Real-World Contingencies.  The service provider shall support a real-world activation or exercise
4.3.1  Contingency Operations.  The Government establishes contingency plans and training missions to support mobilization and national emergencies, and to augment local Governments in the event of natural disasters.  The Government must be able to react to such events without undue delay.  These sudden or unusual events may impact upon the Service provider’s operations.  The Service provider shall provide contingency operations as required by the Government to support activation or exercise of contingency plans 7 days a week, 24 hours a day, if required, for the duration of the contingency or exercise.  The average number of Casualty Assistance Support Team activations are approximately two per year.   Examples of such events include, but are not limited to natural disasters (e.g., earthquakes, major storms, hurricanes, tornadoes, flash floods); exercises, mobilization, deployment, or sudden buildup of forces (e.g., war, police action, international crisis, and civil disturbance); terrorism or other threats to personnel or property; utility outages; and local Government emergencies (e.g., accidents and fires).

4.3.2  Installation And Higher Headquarters Directed Exercises. The government reserves the right to perform quarterly installation-wide exercises at the direction of the installation commander or higher headquarters with the service provider participating on a notice or no-notice basis quarterly. The service provider shall support evaluation/inspection teams as requested by the installation commander. The level of participation shall be defined by the commander to meet mission objectives. The service provider participation will not include employee overtime unless approved in advance by the installation commander and contracting officer (CO).  
4.4  Personnel

4.4.1 Contract Manager:  The service provider shall provide a manager who shall be responsible for the performance of the work and must be able to read, write, speak, and understand English.  The manager or alternate shall have full authority to act for the service provider on all contract matters relating to daily operation of this contract and be available during hours of operation.  The name of these shall be provided in writing to the contracting officer prior to contract start date.

4.4.2  Service Provider Employees.  The service provider personnel shall present a neat appearance and be easily recognized as the service provider’s employees.  The service provider shall furnish an identifying badge, which shall include as a minimum, the person’s name and the name of the service provider.  Each employee shall wear the badge clearly visible and in a standardized manner.   The service provider shall identify office workspace with as a minimum, company name and employee name and position title.

4.4.3 Access to Base Network and Base Access.   The service provider shall successfully complete, as a minimum, a National Agency Check (NAC) on each employee, before the employee will be allowed to operate government furnished workstations that have access to Air Force e-mail systems.  The service provider shall comply with the DoD 5200.2-R, Personnel Security Program, and AFI 33-119, Electronic Mail (E-Mail) Management and Use, requirements.  
4.4.4  Pass and Identification Items.  The service provider shall ensure the pass and identification items, required for contract performance, are obtained from the government for employees and non-Government owned vehicles and are returned to the government when employees no longer work on this contract.

4.5  No Smoking Policy.  Smoking is not permitted in any government building or work area.

4.6  Conservation of Utilities.  The service provider shall be responsible for operating under conditions, which prevent the waste of utilities.  The service provider shall instruct employees in utilities conservation practices.  

4.7 Hazardous Material Purchases.  The service provider shall ensure that all hazardous material purchases are coordinated through the Base HazMat Pharmacy, and proper approval is obtained prior to ordering any hazardous materials, including, but not limited to, ozone depleting substances (ODSs) and EPA-17 chemicals.  

4.8 Occupational Safety and Health Act (OSHA)   The Service provider is solely responsible for compliance with the Occupational Safety and Health Act (OSHA) (Public Law 91-596) and the resulting standards, OSHA Standard 29 CFR 1910, 1926, and the protection of their employees. It is the service provider’s sole responsibility to make certain that all safety requirements are met. Additionally, the service provider is responsible for the safety and health of all sub-service provider employees.

4.9  Recycling.  The service provider shall participate in all base-recycling initiatives including but not limited to office paper, cardboard, and metal, as required by the Installation Commander, the Base Commander, or the Support Group Commander.  

4.10  Computer Security.  The service provider shall maintain computer systems security integrity IAW the Air Force COMPUSEC Program (AFI 33-202).

4.11  Contractor Support for Contract Renewal - Follow-on: The Government reserves the right to conduct site visits with prospective offerors in all service provider operated facilities used in performance of this performance work statement in conjunction with the solicitation of offers for the follow-on contract. In the event a follow-on contract is awarded to other than the incumbent, the incumbent service provider shall provide all support needed by the Government and the successful offeror to ensure an orderly transition and minimize any impact on the entire operation.  With regard to the successor service provider's access to incumbent employees, a recruitment notice may be placed in each facility. The incumbent service provider shall provide a comprehensive transition plan not later than (NLT) the follow-on contract pre-performance conference for acceptance by the CO.  The transition plan shall include provisions for incumbent service provider actions to assist and coordinate with the Government and the successor service provider in the changeover of all functions on the contract performance start date.  The transition schedule shall be coordinated with all affected activities and managed to minimize any adverse impact on the mission.  The incumbent service provider shall provide sufficient numbers of personnel to conduct a joint inventory of all Government-Furnished Equipment (GFE), Government-provided facilities, publications, accounts, records, etc., with the successor service provider and Government representative to ensure inventories/accounts are accurate and complete.  The incumbent service provider shall ensure shortages, equipment condition issues, and other contract requirement issues are rectified in a time frame agreeable to the Government prior to relinquishing GFE accounts to the Government.

APPENDIX 1

Workload Estimates

A1.1 Records.  Total UPRGs maintained:  2300 records yearly 

	UPRG Required Service
	Frequency/Total

	Conduct inventory and audit to ensure 100% accountability
	2300 per year

	Process requests for UPRG documents
	10 per day

	Perform new UPRG screening
	50 per month May -Sept 

20 per month Oct - Apr

	Monitor authorization of review, access and possession of UPRG signout
	10 per week

	Follow up on UPRG not returned within suspense (72 hours)
	5 per day

	Account, review and assist to resolve any discrepancies of any incoming UPRGs
	10 per week

	File all permanent documents/forms in UPRG
	25 per day

	File original Record of Emergency Data and SGLI
	10 per week

	Create and mail Officer and Senior NCO selection folders
	5 per month

	Transfer of UPRGs
	50 per month

	Short-notice Transfer of UPRGs
	1 per month

	Missing UPRG audit 
	4 per month

	Short notice taskings 
	Approx 12 hours per year


A1.2 Personnel Systems Management (PSM)

	Task Title
	Description/Detail
	Frequency/Total

	Maintain Military Personnel Data Systems
	Initiate and monitor action on system rejects and data purges
	Daily

	Maintain Personnel Concept-III System administration
	Provides system administration for all PCIII Endpoints
	5 calls per week 


	Perform Transaction Register/Database Analysis tasks
	Produce and distribute system and database control products, to include weekly suspense and trend analysis
	Daily

	Process Scheduled/Routine Data Query Requests
	Extract and prepare requested data for delivery
	Daily

	Process Non-routine Data Query Requests 
	Extract and prepare requested data for delivery
	15-20 per week

	Provide user information and computer-related training
	Provide user information and training on systems procedures
	Daily

	Other Transactions 
	Lists track overdue and rejected transactions in the system
	36 MAPs every two weeks 3 DJMS products daily


A1.2.1 PSM Reports 

A1.2.1.1 Discoverer Reports

	Report
	Frequency

	LKG-Kirtland-LAB-NEW
	Monthly

	Outbounds 
	Monthly

	330 List 
	Monthly

	Language Roster
	Quarterly

	Rated Officers
	Quarterly

	AEF-Roster For XP
	Quarterly

	Safety Alpha
	Quarterly

	ALPHA
	Monthly

	SDAP Roster
	Monthly

	LKG-Rome-LAB-NEW
	Monthly

	GA Alpha
	Monthly

	CCM Promotion Eligibility Check
	Monthly

	CCM ALS and NCOA Check
	Monthly

	SR-NCO-PME
	Monthly

	SR Alpha
	Monthly

	ND Alpha
	Monthly

	JS and MA Alpha
	Monthly

	AC Alpha
	Monthly

	AW Alpha
	Monthly

	CX Alpha
	Monthly

	MOS Alpha
	Monthly

	SP Alpha
	Monthly

	SFS Metrics
	Monthly

	MDG Group DAV Roster
	Monthly

	XP OPR DATA
	Monthly

	XP Departure Data
	Monthly

	DPMQA-1A
	Monthly

	DPMQA-1A MAILMERGE
	Monthly

	TRAC Roster
	Monthly

	Reserve Sep Roster
	Monthly

	HC Reserve Sep Roster
	Monthly

	IMA Alpha
	Monthly

	CSB Roster
	Monthly

	CAREERS-RTNG
	Monthly

	CAREERS RTNG MAIL MG
	Monthly

	AFRL Extract-Ismart
	Bi-Weekly

	EPR-OPR Roster
	Monthly

	UPMR
	Monthly

	Command Post Alpha
	Monthly

	FSC-Inbounds
	Monthly

	FSC RET SEP PCS
	Monthly

	ABW-Birthdays
	Monthly

	IN DAV List
	Monthly

	DI Alpha
	Monthly

	CCM Bay Orderly
	Monthly

	CCM PCS, SEP, RET List
	Monthly

	CCM Birthdays
	Monthly

	3A0XX Listing
	Monthly

	AMJAMS Roster/JA ALPHA
	Monthly

	PA Alpha
	Monthly

	AFOSI Alpha
	Monthly

	Asgn Limit Code C Roster
	Monthly

	Asgn Avail Code 31-37-81
	Monthly

	PAS ADMIN Compare
	Monthly

	DPMAE-AFSC-9T000
	Bi-Monthly

	DPMAE-Blank Duty Title
	Bi-Monthly

	DPMAE-Duty-out-of-CAFSC
	Bi-Monthly

	DPMAE-Duty Title notforstudent
	Bi-Monthly

	DPMAE-Gainswithnoprojduty
	Bi-Monthly

	DPMAE-GainswithPos#
	Bi-Monthly

	DPMAE-Invalid Basic Duty Title
	Bi-Monthly

	DPMAE-ManpowerCheck
	Bi-Monthly

	DPMAE-Off with Enl Duty Title
	Bi-Monthly

	DPMAE-Overdue-Gains-Stat-11
	Bi-Monthly

	DPMAE-Overdue Gains-Stat-61-62-63
	Bi-Monthly

	DPMAE-PRP-Audit
	Bi-Monthly

	DPMAR-ASGNAVAILCODE-Check-9T000
	Bi-Monthly

	DPMAR-PPC-Audit
	Bi-Monthly

	DPMAR-ReloFolderCheck-all
	Bi-Monthly

	DPMAR-ReloFolderCheck-notificationcomp
	Bi-Monthly

	DPMAR-ReloFolderCheck-notnotified
	Bi-Monthly

	DPMDX -TDY-Check
	Bi-Monthly

	DPMPE-MSgtOver18yrs
	Bi-Monthly

	DPMPE-NONMIL-Supervisors
	Bi-Monthly

	DPMPE-PME-SUPV-Check
	Bi-Monthly

	DPMPE-Projected-OverdueEPRs
	Bi-Monthly

	DPMPE-Projected-OverdueOPRs
	Bi-Monthly

	DPMPE-PromotionStatement of understanding
	Bi-Monthly

	DPMPE-Quality Force-Check (1)
	Bi-Monthly

	DPMPE-Quality Force-Check
	Bi-Monthly

	DPMPE-Withheld-Deferred-Promotions
	Bi-Monthly

	DPMPE-WMP-Check
	Bi-Monthly

	DPMPS-InboundsWithNo sponsor
	Bi-Monthly

	DPMPS-Mil-to-Mil-Check
	Bi-Monthly

	DPMPS-Mil-to-Mil-Check-Depn
	Bi-Monthly

	Training-1-Skill-Level-Check
	Bi-Monthly

	Training-5-Skill-Level-Check
	Bi-Monthly

	Training-Blank-Training-Dates
	Bi-Monthly

	Training-CAFSCgreaterthanPAFSC-Check
	Bi-Monthly

	Training-CAFSCIncompatiblewithGrade-Check
	Bi-Monthly

	Training-Control-5-Skill-Level-Check
	Bi-Monthly

	Training-No 7 Level-Check
	Bi-Monthly

	Training-Skill-Level-Check
	Bi-Monthly

	Training-TSC-Code-Check
	Bi-Monthly


A1.2.1.2  PC-III Reports

	Report
	Frequency

	Focus: xpdata
	Monthly

	Focus: xpimas
	Monthly

	Focus: ABW/HC
	Monthly


A1.3  Awards and Decorations

	Task Title
	Description/Detail
	Frequency

	Process decorations
	Process local and incoming decorations (i.e. review, forward for approval, publish orders, update, distribute award elements, etc as needed.)
	50 a month May - Sept  

20 per month Oct – Apr 

	Process Special Trophies
	Provides  guidance and customer support to meet AFMC program suspense requirement
	One a month

	Verify and process inquiries concerning prior awards (service

awards/tracer actions)
	Use source documents to verify eligibility, complete, update, file AF Form 104


	10-15 a month 


APPENDIX 2

GOVERNMENT FURNISHED PROPERTY

A2.1  Government Furnished Facilities:

Records room with locking door approximately 12x12 sq feet

Cubicle for awards and decorations 6x7 sq feet

PSM room with two locking entrances 20x20 sq feet 

A2.2  Government Furnished Equipment:

A2.3  Government Stock

	ITEM
	QUANTITY

	Air Force Achievement Medal Sets
	TBD

	Joint Service Achievement Medal Sets
	TBD

	Armed Force Expeditionary Medal Sets
	TBD

	Air Force Commendation Medal Sets
	TBD

	Meritorious Service Medal Sets
	TBD

	Defense Meritorious Service Medal Sets
	TBD

	Legion of Merit Medal Sets
	TBD

	Good Conduct Medal Sets
	TBD

	Decoration Binders
	TBD


NOTE: The Government will provide required type and quantity of stock IAW AFI 36-2803. This list provides current stock to give the service provider an idea of how many to keep on hand. Actual quantity must be determined based on historical experience and future projection.

A2.4. Automated Data Processing Equipment (ADPE)

A2.4.1.  PSM

	CPU Type
	Qty
	Monitor
	HD

Capacity
	Ram
	Speed
	CD

Rom


	Zip
	3.5

Disk
	Purchase

Date


	Unit

Cost



	Dimension          
	2   
	19” M991
	20GB 
	 256        
	1.3Ghz  
	Yes 
	Yes 
	Yes 
	Apr 2001
	1400

	ClientPro         
	1
	19” M992               
	20GB
	256  
	2.4Ghz   
	Yes 
	Yes 
	Yes 
	May 2002
	1000


A2.4.2  AFPC

	CPU Type
	Qty
	Monitor
	HD

Capacity
	Ram
	Speed
	CD

Rom


	Zip
	3.5

Disk
	Purchase

Date


	Unit

Cost



	AT&T 3B2s
	5
	700MT
	600GR
	
	
	
	
	
	
	


A2.4.3  Records

	CPU Type
	Qty
	Monitor
	HD

Capacity
	Ram
	Speed
	CD

Rom


	Zip
	3.5

Disk
	Purchase

Date


	Unit

Cost



	R450             
	1
	17”Zenith
	14GB
	128
	450Mz
	Yes
	Yes
	Yes
	May 2000
	1000


A2.4.4  Awards and Decs
	CPU Type
	Qty
	Monitor
	HD

Capacity
	Ram
	Speed
	CD

Rom


	Zip
	3.5

Disk
	Purchase

Date


	Unit

Cost



	Dimension        


	1
	15”Samsung FP  
	20GB
	128
	1.3Ghz
	Yes
	Yes
	Yes
	Apr 2001
	1400


A2.4.5  Printers

	Laser
	Qty
	Color
	Networkable
	Model
	Purchase

Date
	Unit

Cost

	Yes
	1
	No
	Yes
	8000DN
	2000
	$4,500


Appendix 3

Applicable Publications and Forms

A3.1 GENERAL. Publications and forms applicable to this PWS are listed below. The Service provider shall be guided by those publications to accomplish requirements in the PWS. Electronic publications can be obtained through Air Force Link web site (http://www.af.mil).  Mandatory Directives are designated with an “M”, Advisory with an “A”.   It is the responsibility of the Service provider to ensure that the most current publication or form is used to perform the PWS requirements. Supplements or amendments to listed publications and new publications from any organizational level may be issued during the life of the contract. The Service provider shall immediately implement those changes in publications that result in a decrease or no change in the contract price. Prior to implementing any such revision, supplement, amendment, or change that will result in an increase in contract price, the Service provider shall submit to the CO a price proposal and obtain the prior approval of the CO. Said price proposal shall be submitted within 30 calendar days from the date the Service provider receives notice of the revision, supplement, amendment, or change giving rise to the increase in cost of performance.  Changes in the contract price due to supplements and amendments shall be considered under the “changes” clause. Failure of the Service provider to submit a price proposal within 30 calendar days from the date of receipt of any changes may entitle the Government to performance in accordance with such change at no increase in contract price. 

A3.2 REGULATIONS, MANUALS, AND OTHER DIRECTIVES.

A3.2.1  Publications

	Publication
	Title
	Use

	AFCSM 36-699, Vol I
	Personnel Data Systems End Users Manual
	M

	AFCSM 36-699, Vol 6
	Personnel System Management (PSM) SBLC/PC-III/MILMOD
	M

	AFI 31-601
	Industrial Security Program Management
	M

	AFI 33-112, paras 19.1-19.4
	Computer Systems Management
	M

	AFI 33-115, Vol I
	Network Management
	M

	AFI 33-115, Vol II
	Licensing Network Users and Certification Network Professionals
	M

	AFI 33-119
	Electronic Mail (E-mail) Management and Use
	M

	AFI33-129, para 6
	Transmission of Information via the Internet 
	M

	AFI 33-202
	Computer Security 
	M

	AFI 33-122, paras 2,3,7-10
	Records Management Program
	M

	AFI 33-332
	Air Force Privacy Act Program 
	M

	AFI 36-2608
	Military Personnel Record System 
	M

	AFI 36-2803 Paras 1.6 and 5.2.5 and Tables 3.1 and 3.2
	The Air Force Awards and Decorations Program 
	M

	AFI 36-2805
	Special Trophies and Awards 
	M

	AFPAM 36-2801, V1
	Unit Decorations, Awards, and Campaign Participation Credits 
	M

	AFPAM 36-2801, V2
	Unit Decorations , Awards, and Campaign Participation Credits
	M

	AFPAM 36-2801, V3
	Unit Decorations, Awards and Campaign Participation Credits 
	M

	AFI 37-138
	Records Disposition Procedures & Responsibilities
	M

	AFMAN 37-123
	Management of Records
	M

	AFMAN 37-139
	Records Disposition Schedule
	M

	DOD 1348.33-M
	Manual of Military Decorations and Awards 
	M

	DoD 5200.1-R
	Information Security Program Regulation
	M

	DoD 5200.2-R
	Personnel Security Program
	M

	DoD 5220-22-R
	Industrial Security Regulation
	M

	DOD 5400-7-R, Section 4
	DOD Freedom of Information Act (FOIA) Program
	M

	DoD 5400.7-R

AF Supplement 1, Section 4
	DoD Freedom of Information Act Program
	M

	DODD 5400.11, para 4, E3.2 and Enclosures 2 &3
	DOD Privacy Act Program
	M

	DOD 5400.11-R
	Department Of Defense Privacy Program
	M

	DoDI 3020.37
	Continuation of Essential DoD Service provider Services During a Crisis
	M 


A3.2.2 Referenced Forms:

	Form 


	Title
	Applicable

Function

	AF Form 10
	Unit Personnel Record Group 
	UPRGs

	DD Form 93
	Record of Emergency Data Card 
	UPRGs

	AF FORM 1209
	Document Transmittal (JUMPS)
	Mail DJMS TRs

	SGLI Form 8285
	Servicemembers Group Life Insurance 
	UPRG

	SGLV Form 8286
	Servicemembers Group Life Insurance for Veterans 
	UPRG


APPENDIX 4

Definitions

A4. General: Both definitions and acronyms are included alphabetically in this section.  
A1.4.1. Defense Joint Military Pay System (DJMS) Reconciliation. An official notice from HQ AFPC that requires the MPF to take specific actions on individual records to ensure that Base Level, Headquarters Air Force (HAF), and the DJMS files are in agreement.

A1.4.2. Distribute. To divide and place End of Day (EOD) products in the proper customer’s area. To provide award elements to the appropriate office IAW AFI 36-2803.

A1.4.3. End of Day. A scheduled process that executes a series of programs producing Report on Individual Personnel (RIP), Direct English Statement Information Retrieval , Management and System Status Reports, and bundles data packages for output to external systems. Normally run during non-duty hours.

A1.4.4 Functional System Analyzer (FSA). Provides the capability for transaction processing with the Base Level Personnel Data System.

A1.4.5. MPF Management. Management within the MPF consists of Non Commissioned Officers-in-Charge, Officers-in-Charge, Superintendent, and the MPF Commander.

A1.4.6. Official Request. A request that comes from individuals that have the need to know, or change data, to accomplish their official tasks.

A1.4.7. Overdue Actions. Required actions the user has failed to take action on after being provided with official notice or suspense to complete by a specified date.

A1.4.8. Preventive Maintenance. An action taken to ensure equipment is in operating condition.

A1.4.9. Print Products. Function performed daily that includes printing, copying to a disk or forwarding through email.

A1.4.10. Products. Standard outputs to include PC-III refresh products and/or user defined that are produced from the PDS.

A1.4.11. Purges. Purge routines at HQ AFPC check for unknown or incompatible conditions on the HAF.  Purge routines are run monthly at HQ AFPC and provided to the MPF via Defense Data Network. Purge conditions which are unknown or incompatible at HQ AFPC but are valid at base level will automatically generate a transaction to HQ AFPC to correct the master personnel file. PURGE conditions that do not automatically generate a transaction must be researched and corrected by the base Office of Primary Responsibility (OPR).

A1.4.12. Reconciliation. See DJMS Reconciliation.

A1.4.13. Records. According to Title 44, United States Code, Section 3301, "records include all books, papers, maps, photographs, machine readable materials, or other documentary materials, regardless of physical form or characteristics, made or received by an agency of the US Government under Federal law or in connection with the transaction of public business and preserved or appropriate for preservation by the agency or its legitimate successor as evidence of the organization, functions, policies, decisions, procedures, operations, or other activities of the government or because of the informational value of the data in them. Library and museum material made or acquired and preserved solely for reference or exhibition purposes, extra copies of documents preserved only for convenience of reference, and stocks of publications and of processed documents are not included."

A1.4.14. Review. A formal inspection of the output products produced from the EOD to ensure receipt and accuracy.

A1.4.15. Staff Assistance Visits (SAVs). A planned visit to a user’s work area to provide training, aid, or to share needed information.

A1.4.16. Transaction Rejects. Transactions that fail to pass required edits.

A1.4.17. User Complaint. Dissatisfaction or grievance with the timeliness, accuracy, or availability of a product, output or an application.

A1.4.18. Acronyms/Abbreviations:

A&D 






Awards and Decorations

ADPE 





Automated Data Processing Equipment

AF








Air Force

AFCSM 




Air Force Computer Systems Manual

AFI 







Air Force Instruction

AFOUA 




Air Force Outstanding Unit Award

AUTODIN 



Automatic Digital Network

CAR 






Casualty Assistance (Affairs) Representative

CAST






Casualty Augmentation Team

CC 







Commander

CDR 






Contract Discrepancy Report

CDRL






Contract Data Requirements Line 

CLIN 






Contract Line Item Number

CO 







Contracting Officer

COMSEC



Communications Security

COMPUSEC

Computer Security

CS








Contract Specialist

CSS







Commander’s Support Staff

DD







Department of Defense

DEPCON






DJMS 





Defense Joint Military System

DOD






Department of Defense

DSN 






Defense Switched Network (formerly AUTOVON)

EPA







Environmental Protection Agency

FAR 






Federal Acquisition Regulation

FOUO





For Official Use Only

FOIA






Freedom of Information Act

HQ 







Headquarters

HQ AFMC 



Headquarters, Air Force Material Command

HQ AFPC 
Headquarters, Air Force Personnel Center


IAW 






in accordance with

LAN 






Local Area Network

MAPs






Management Assessment Products

MiL PDS




Military Personnel Data System

MPF 






Military Personnel Flight

NAC







National Agency Check

NCO






Noncommissioned Officer

OCSRGp 



Officer Command Selection Record Group

ODS






Ozone Depleting Substances

PA 







Privacy Act

PC-III 






Personnel Concept III

PDS 






Personnel Data System

PSM 






Personnel Systems Management

PWS






Performance Work Statement

QA 







Quality Assurance

QAP 






Quality Assurance Personnel

QASP 





Quality Assurance Surveillance Plan

QCP 






Quality Control Plan

OSHA 





Occupational Safety and Health Act

RIMS 






Records Information Management System

ROPs






Record of Performance

SATE 





Security Awareness Training and Education

SDS 






Service Delivery Summary

SGLI 






Servicemembers Group Life Insurance

SGLV 





Servicemembers Group Life Insurance for Veterans

SNCO 





Senior Non-Commissioned Officer

TR








Transaction Register

UPRG 





Unit Personnel Records Group

U.S.C.





United States Code

vRED






virtual Record of Emergency Data

Appendix 5

Support Agreements

	Title
	Number

	85th APS/Hanscom AFB Agreement
	FB2835-00001-010


Appendix 6

Maps and Layouts

To be provided at pre-proposal conference 
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