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SECTION 1

DESCRIPTION OF SERVICES

1.  GENERAL INFORMATION:  The contractor shall provide all labor, equipment,

transportation, tools, materials, supervision, freight and services necessary to: (1) provide office furniture requirements to include design, procurement , installation,  of all types of furniture requirements; (2) Provide storage, inventory, installation, repair of multi-floor coverings; floor covering materials may include but are not limited to: carpet, tile (ceramic, quarry, resilient, etc.), wood flooring, sheet goods (vinyl), and rubberized stair tread/nosing, cove base, etc. 

(3) Perform protective coating maintenance services for facilities on Schriever AFB, CO.   All services shall be performed in accordance with this SOW, specifics of each Delivery Order (DO) issued under the contract, manufacturer’s specifications, and common industry standards.  In the event of conflict, the contractor shall follow the more stringent guidance or as directed by the Contracting Officer (CO).

1.2.  SPECIFIC TASKS - SYSTEMS/OFFICE FURNITURE

1.2.1. Design:  Floor plan drawings shall be provided by the Government as a rough estimate of existing conditions applicable to each DO.  The contractor shall develop a design as applicable to the DO requirements and existing conditions reflecting the number of workstations to be reconfigured, or installed, types of workstations, new systems furniture procurement requirements, reuse of existing furniture stock, relocation of HVAC sensors and controls, and relocation or additional lighting requirements IAW 50th Space Wing Handbook 32-1064, Facilities Excellence requirements, health and safety, fire, HVAC, electrical, communications, environmental and all other agency specific regulations (see Appendices 3) as applicable to this contract and as specified in each DO.  All design drawings shall be to scale.  The contractor shall be responsible to redesign and relocate lighting, lighting controls/switches, and HVAC ducts, vents, controls and sensors where necessary to accommodate new configurations of furniture.  The contractor shall ensure that furniture configurations and associated office equipment do not overload electrical circuits. The Contractor will submit a complete set of drawings to show exactly what they propose to do.   Once the DO is awarded, the design drawings shall become the basis for the record drawings.   With each design contractor shall compile a Bill of Materials (BOM) based on the options chosen by the customer and a complete floor plan drawings of the design.  Initial design and BOM shall be submitted in electronic form (via Email) to the Contracting Officer and the Civil Engineering Squadron (CES) Quality Assurance Evaluator (QAE). Approval of the design shall be documented by each Government approval authority on the face of the final drawing. The Government approval authority signature blocks shall be provided to the contractor by the Government.  All drawings shall be submitted in electronic format using a current AutoCAD version.

1.2.1.1.  INTERIOR DESIGN SERVICE:  The contractor shall be responsible to provide interior design service when requested by the Government.  The contractor shall coordinate and recommend furniture, carpet, paint colors and types, and shall provide art work options/recommendations to achieve a fully integrated workable and aesthetically acceptable interior design.  The contractor shall recommend furniture arrangements, color schemes, styles and accessories, interior decorations to include plants and art work, integrate architecture with interior design, design for small spaces, plan interior lighting, applications for interior finishes and materials, select appropriate floor, window & wall coverings, and consider human factors and special needs in compliance with 50th Space Wing Handbook 32-1064, Facilities Excellence. 
1.2.2.  AS-BUILT DESIGN RECORD DRAWINGS:  A careful record of all changes to, or corrections found during performance of each DO shall be shown on the drawings. The Contractor shall enter such changes and corrections on record drawings promptly so as to keep the record drawings current.  Prior to submission of invoice for final payment the Contractor shall submit to the Contracting Officer as-built drawings showing the above data for final approval.  When as-built drawings are specified by a DO, the Government shall not make final payment for the DO until as-built drawings are approved. As-built drawings shall be provided on AutoCAD files as directed in individual DOs. 

1.2.3.  ACQUISITION:  The contractor shall be responsible to procure new office furniture

within the requirements of Federal Acquisition Regulation 8.001 -- Priorities for Use of Government Supply Sources. The contractor shall procure new office furniture in accordance with FAR 8, provisions for required sources of supply to include placing orders with Federal Prison Industries (FPI)/UNICOR and General Services Administration (GSA) under Federal Supply Schedules, or from open market sources as necessary.  Contractor shall be responsible to coordinate delivery, unload, store/warehouse and install all equipment and materials in accordance with the schedule and requirement agreed upon under each DO.  

NOTE: The Government is aware of Federal Prison Industries Competition in Contracting Act 2001 – Bill H.R. 1577 introduced to the 107th Congress U.S. House of Representatives on 21Apr 01, as the bill to amend title 18, United States Code, requiring the Federal Prison Industries to compete for its contracts minimizing its unfair competition.  Pending the finalization of implementing changes to FAR 8, no provision will be added to the solicitation except to note that this change will be forthcoming by future modification to the solicitation or contract when the FAR changes are actually implemented.

1.2.3.1.  In the event a significant amount of delay (greater than 60 calendar days) between Government approval of design and BOM prior to issuing DO for materials and install, the contractor shall be responsible to verify currency and accuracy of BOM pricing for that DO. 

1.2.3.2.  When purchasing product through UNICOR and delays in delivery occur due to no fault of the contractor, i.e. UNICOR caused delay, the contractor shall be responsible to prove the delay was caused by no fault of their own, and the delay shall be considered under the provisions of FAR 52.242-17, Government Delays of Work.  The contractor will be responsible to notify the Government if there is a delay in delivery.

1.2.4.  INSTALL:  The contractor shall coordinate delivery of all materials with the QAE not later than five (5) working days prior to the shipping date and installation start date. The contractor shall be responsible to off load and deliver all materials to the work area (inside building or as otherwise directed by the authorized Government representatives based on the circumstances).  Work areas shall not be used as storage sites unless approved by the CO.  Materials shall be delivered to the site for the purpose of immediate installation, not for temporary storage.  All installers shall maintain a current certification or license if applicable for the type of furniture being installed.  Furniture shall be installed in strict accordance with manufacturer’s recommendations and Government approved design. Delivery and installation of materials and equipment shall be made with a minimum of interference to Government operations and personnel.
1.2.5.  MOVING FURNITURE AND EQUIPMENT:  The contractor shall be responsible to move, relocate, reinstall existing furniture or equipment as necessary under each DO.  For each DO, the QAE and the Contractor shall coordinate with occupants of the proposed work area on responsibilities of moving existing furniture and equipment.  If the contractor is required to move the furniture/equipment, associated costs will be included in their DO.

1.2.6.  STORAGE/WAREHOUSE:  The contractor shall maintain a storage warehouse for all materials at an off site location. The warehouse is to be utilized by the contractor as a central shipping, receiving and staging area for each DO and excess materials. Furniture product identified by the Government to be reutilized shall be stored in a warehouse suitable to maintain the quality of the product.  Materials shall be maintained in an organized manner and separated from other customers’ material.  Contractor shall be responsible for any damage that occurs to the inventory during transportation, handling, or storage. It is the contractor’s responsibility to estimate and maintain adequate storage space for excess furniture and new furniture for the life of the contract.

1.2.7.  INVENTORY:  The contractor shall maintain an accurate inventory of all excess flooring and furniture materials stored in their offsite warehouse (See Appendices 3, CDRL A002).  Within 30 calendar days from the date of award the contractor shall inventory, remove and store Government Furnished excess materials currently existing on Schriever AFB (see Section 3, for estimates of existing Government Furnished materials).  The initial documented inventory report shall be submitted to the CO within 30 calendar days from contract award.  Thereafter, the documented inventory shall be updated on a monthly basis to be submitted to the QAEs no later than the 5th calendar day of each month.  When the contract expires or is terminated all materials that are Government property shall be returned to the Government.

1.2.8.  RECONDITION AND REPAIR:  The contractor shall be responsible to restore and
repair furniture products as required by each DO.
1.2.9.  RECONFIGURE:  The contractor shall be responsible to redesign reconfigurations of existing furniture arrangements and perform the reconfiguration work.  The contractor shall utilize existing furniture product to the maximum extent possible and identify new furniture product as required.  Reconfiguration designs are subject to the same design criteria specified in paragraph 1.2.1., and acquisition of new furniture associated with reconfigurations are subject to the requirements of paragraph 1.2.3.

1.2.10.  TEARDOWN:  The contractor shall be responsible to disassemble, take apart, or demolish system/office furniture as required by each DO.  Contractors shall take all necessary measures to properly disconnect all electrical wiring but shall not disconnect any communication wiring.  All communication wiring requirements shall be the responsibility of the Government unless otherwise directed.  The contractor is responsible to remove and transport all dissembled furniture to their storage warehouse for reuse, or salvage/disposal sites as specified by each project DO.

1.2.11.  WIRING:  The contractor shall be responsible to install to sources, teardown and reconfigure all necessary electrical wiring for systems furniture and lighting (to include hardwiring), HVAC controls, and light switches, as required by each DO.  All electrical work shall be performed by a licensed electrician in accordance the NEC, manufacturers recommendations and installation standards.
1.2.12.  CLEAN UP: The contractor shall at all times, keep the work area, including storage areas, free from accumulation of waste materials or debris.  Prior to departure from the work area each day, the contractor shall remove and properly dispose of all waste materials or debris generated by the project work.  Upon completion of the project, the contractor shall conduct a thorough final cleaning and leave the premises clean, neat, orderly, and ready for immediate occupancy.

1.2.13.  SALVAGE:  The contractor shall be responsible to prepare all identified materials (furniture product or carpet) to be turned into the Defense Reutilization Marketing Officer (DRMO) or other designated agencies as specified by the project DO.  The contractor shall be responsible to coordinate and prepare all necessary documentation with the receiving agency (shipping and receiving documents).  The contractor shall be responsible for all scheduling of delivery with the receiving agency.  The contractor shall be responsible to load, transport and offload all salvaged materials to the receiving agency.

1.2.14.  BUYBACK:  Excess office furniture with a potential buyback value shall be negotiated and mutually agreed upon to be purchased from the Government by the contractor at an appraised item value based on the current condition.  The Government will identify furniture from the inventory with a potential buyback purchase request for proposal.  Contractor shall make an offer based on the entire lot of furniture identified by the Government.  Items identified for buyback shall be labeled and separated from reuse inventory.  Once an agreement is made for a buyback, the CO will issue the agreement in writing by letter to the contractor and the contractor shall remove the buyback furniture from the Government’s inventory under this contract.  Mutually agreed upon buyback pricing will be credited against the monthly Warehousing/Inventory CLIN.

1.3.  SPECIFIC TASKS - FLOOR COVERINGS
1.3.1.  FLOOR COVERINGS:  The Contractor shall procure materials, install and repair as required by each DO, industry standards, manufacturers recommendations. 

1.3.2.  FLOOR MAINTENANCE: The Contractor shall perform floor maintenance in accordance with manufacturers recommendations, industry standards and the Governments DO specifications.

1.3.3.  SYSTEM FURNITURE/OFFICE FURNITURE:  In connection with flooring requirements, the contractor shall be responsible to move, lift, or relocate all existing furniture as needed.  The Contractor shall be responsible to repair, replace, and reimburse the government for any damage done by the Contractor to the furniture, or government property.

1.3.4.  STORAGE/WAREHOUSING:  The following information is in addition to the information provided under Specific Tasks, paragraph number 1.2.6.  For each procurement of flooring materials the contractor shall order a maximum of 2% additional flooring material of the total amount ordered, or as otherwise directed by the CO, to be stored for future repairs or replacement.  The 2% excess of flooring materials ordered for each project shall be stored at the Contractor’s warehouse for a period of no more than 2 years unless otherwise directed by the CO.  At the end of 2 years the product shall be either returned to the Government, turned in to DRMO, or otherwise disposed of as directed by the CO.

1.3.5.  INVENTORY: See Specific Tasks Systems/Office Furniture Paragraph 1.2.7.

1.4.  SPECIFIC TASKS – PROTECTIVE COATINGS

1.4.1.  PROTECTIVE COATINGS:  The Contractor shall procure materials, prepare surfaces, apply paint and repair surfaces as required by each DO. 
1.4.2.  MATERIALS:  All paints and materials shall comply with commercial and industry standards.  Contractor-furnished paints shall be in sealed containers that plainly show the designated name, formula or specification number, batch number, date of manufacturer, manufacturer's directions, and name of manufacturer.  Contractors shall maintain materials safety data sheets (MSDS) in accordance with all applicable guidance.
1.4.3.  EQUIPMENT AND TOOLS:  All equipment and tools needed to accomplish work under this contract shall conform to applicable federal, state and local safety requirements.

1.4.4.  SURFACE PREPARATION:  Adjacent areas to the work site, including desks, cabinets, computers, carpets and other objects, shall be protected to ensure that no damage occurs.  Any moving of furniture, equipment or other items, shall be the contractor’s responsibility.  The contractor shall return these areas in the original condition.  The contractor shall be liable for any damage caused to equipment or facilities.

1.4.4.1.  CLEANING:  Cleaning of all surface types shall be accomplished in accordance with industry standards and manufacturers recommendations.

1.4.5.  APPLICATION OF PAINT:  Painting of all surfaces and structures shall be accomplished in accordance with industry standards and manufacturers recommendations.

SECTION 2

Service Delivery Summary.

2.0. Service Delivery Summary

	Item No.
	SOW Para. Reference 
	Performance Objective 
	Performance Threshold 
	Method of Surveillance

	SD-1
	1.2.7. & 1.3.5
	Inventory - Maintain accurate inventory of excess flooring and furniture materials stored in warehouse.  Documented inventory updated and submitted to the CO within 5th calendar day of each month. 
	0 discrepancies,

inventory complete, on time and 100% accurate IAW CDRL A002 
	100% inspection of each inventory report and Random Inspection of physical  inventory 

	SD-2
	1.2.6. & 1.3.4
	Storage/Warehouse – Maintained for all materials (flooring, furniture and paint).  Materials stored in a warehouse suitable to maintain the product. 
	0 discrepancies,

all materials maintained with no damage
	Random Inspection of contractor's storage warehouse

	SD-3
	1.2, 1.3, & 1.4 
	Specific Task Completion - Contractor completes each DO specific task by negotiated completion date.  
	0 discrepancies per each DO – all specific tasks completed on time
	100 % inspection at DO completion


2.1. Liquidated Damages (LDs) – Applicable LDs shall be determined on a case by case basis and included within each DO in accordance FAR clause 52.211-11, Liquidated Damages -- Supplies, Services, or Research and Development.
SECTION 3

3.0.  GOVERNMENT-FURNISHED EQUIPMENT, PROPERTY AND SERVICES

3.1.  SPECIAL SUPPLIES.  There may be certain special supplies required such as Air Force decals, stencil boards, embossing tapes etc., which the contractor may not be able to obtain.  In this case, the Government shall make arrangements to acquire and provide the special supplies through Air Force supply channels.

3.2.  UTILITIES:  The Contractor may use reasonably required amounts of available government furnished electricity and water from existing outlets and lines without charge.  The contractor shall be responsible to conservatively use utilities only as required for intended purposes under the requirements of this contract.

3.3.  RADIOS:  CE net radios must be picked up each morning and returned at the end of each day from the QAE office.  One radio will be issued per each work crew actively working on base.

3.4.  EXISTING EXCESS OFFICE FURNITURE AND CARPET:  Initially, approximately 500 SF of various carpet tiles shall be turned over to the contractor from the Government.  Office Furniture:  Currently, the Government is storing various excess systems furniture fully utilizing approximately 2500 SF of space.

3.5.  EXISTING FACILITY FLOOR PLANS:  The Government will provide existing as-built floor plans and reflective ceiling plans as necessary applicable to each project.
SECTION 4

GENERAL INFORMATION

4.  Contractor Personnel:

4.1.  Project Manager:  The Contractor shall provide a Project Manager who shall be responsible for the performance of all work.  The name of this person and an alternate or alternates, who shall act for the Contractor when the manager is absent, shall be designated in writing to the CO. The Project Manager or alternate shall have full authority to act for the Contractor on all contract matters relating to daily operation of this contract.

4.1.1.  The Project Manager or alternate shall be available during normal duty hours within four (4) hours of notification to meet on the installation with government personnel (designated by the CO) to discuss problem areas.  After normal duty hours the manager or alternate shall be available the next duty day no later than 0900 hours.

4.1.2.  The Project Manager and alternate(s) shall be able to read, write, speak, and understand English.

4.1.3.  The Contractor shall not employ persons for work on this contract if such employee is identified to the Contractor by the CO as a potential threat to the health, safety, security, general well being or operational mission of the installation and its population.

4.1.4.  Contractor personnel shall present a neat appearance and be easily recognized as Contractor employees. All Contractor personnel shall visibly wear a picture identification badge identifying the company and employee.  Contractor employees may wear uniforms if desired.  All clothing and contractor identification (ID) badges shall be Contractor furnished.

4.1.5.  All work performed under this contract shall be done by skilled workers.  The Contractor shall ensure that effected employees have current professional certifications necessary before starting work.  The CO reserves the right to require the Contractor to furnish proof of the experience and professional certification of any employees engaged by the Contractor for the accomplishment of work involved under this contract.

4.1.5.1.  Carpet Installer Qualifications: All work is to be performed by contractors/installers who are CFI Certified Floor Covering Installers (International Certified Floor Covering Installer Association), or manufacturers approved installers.  Foremen on the job-site must be “Certified C-II Minimum.”

4.1.6.  The Contractor shall not employ any person who is an employee of the United States Government if employing that person would create a conflict of interest.

4.2.  SECURITY REQUIREMENTS:

4.2.1.  The Contractor shall comply with all Schriever AFB (SAFB) security requirements.  SAFB is a controlled (restricted) area and special security procedures are utilized to deter espionage, sabotage, and theft of Air Force resources.  The Contractor shall be responsible for security of his work areas in cooperation with applicable base agencies.

4.2.2.  The Contractor shall appoint, in writing to the CO, a Security Officer to arrange all needed security support this SOW.  The Contractor shall establish a security program that outlines procedures to ensure the retrieval of USAF restricted/controlled area badges and installation vehicle registration decals issued to employees who strike, quit (with or without notice), transfer, barred from the installation, or otherwise no longer require entry authority.  The QAE will assist the Contractor to coordinate security matters with the 50th  CES and other base agencies, as needed.  Training and assistance from the 50th CES Security Manager and 50th Security Forces Squadron (SFS) personnel will be provided to the Contractor’s Security Officer when coordinated through the QAE.  The Contractor shall initiate unescorted entry authorization requests and national agency check (NAC) no later than thirty (30) calendar days after employee start date.  The Contractor shall limit the number of designated escort officials (“E” badges) to no more than 25% of the permanent work force.

4.2.3.  The Contractor shall request, obtain, and properly use vehicle passes for all vehicles used in the performance of this contract, in accordance with AFI 31-204, Air Force Motor Vehicle Traffic Supervision.

4.2.4.  To qualify for unescorted entry to SAFB an employee shall obtain a favorable National Agency Check (NAC).  The contractor shall initiate the NAC by completing a Standard Form 85P, using the latest version of the Electronic Personnel Security Questionnaire (EPSQ) program (available for download at Website www.dss.mil).  The NAC requires the employee to authorize an “employment,” “residence,” and “criminal” history records check, and submit to fingerprinting.  The Government shall conduct and cover the cost of the actual NAC.  Upon favorable adjudication of the records check results, interim unescorted entry may be granted pending completion of NAC.  Unescorted entry based on a favorable records check will be limited to Area 7 (main base portion of SAFB).

4.2.5.  The Contractor shall direct each eligible employee to personally report to the QAE/50 CES Security Manager for completion of the AF Form 2586, Unescorted Entry Authorization Certificate.  Contractor employees will not be allowed unescorted entry to SAFB secured buildings until these procedures have been completed.

4.2.6.  Employees without unescorted entry authority will be continuously escorted while in a restricted area.  The restricted/controlled area badge will be valid only for actual period of employment or the term of the contract, whichever occurs first.  Upon employee termination, the Contractor shall surrender the restricted/controlled area badge to 50th SFS building 20, Pass and Registration Office, no later than 4:00 p.m. on the following workday.

4.2.7.  When inside restricted area, Contractor personnel shall, at all times, display restricted/controlled area badges on their outer garments above the waist.  Remove and secure the restricted/controlled area badges immediately upon departure from the restricted area to prevent loss.  Incidents of a person not properly displaying badges or violating escort procedures (e.g. working out of view of escort) shall be treated as a breach of security and that person shall be susceptible to apprehension, search and detainment.  Any person inside a restricted area without a restricted/controlled area badge will be detained or apprehended, searched, removed, and turned over to appropriate authorities for disposition.

4.2.8.  Access to classified information by Contractor personnel during performance of this contract is prohibited.  However, Contractor performance shall be within controlled areas which shall require Contractor compliance with various levels of security and require certain established personnel security entry control procedures.

4.2.9.  The installation commander reserves the right to deny entry to SAFB to any person whose NAC is unfavorable or upon disclosure of information that indicates the individual’s continued entry to SAFB is not in the best interest of the USAF.  Additionally, the violation of, or deviation from established security procedures by the Contractor’s employees may result in the confiscation of restricted/controlled area badges and the denial of future entry to SAFB.

4.2.10.  Restricted/Controlled Area badges issued to Contractor personnel are subject to recall for inventory and verification purposes.  Contractor personnel shall surrender restricted/ controlled area badges to government personnel conducting such inventory and/or verification immediately upon notification.

4.2.11.  The Contractor shall provide an Entry Authorization Listing (EAL) to the CO and the QAE by the second workday of each month, or as requested.  The EAL shall be maintained current and correct at all times and shall include the name of each employee and their restricted/controlled area badge number, and vehicle listing with description.  The EAL shall be on company stationary and signed by the Contractor’s Security Officer or an officer of the company.

4.2.12.  50th SFS personnel will verify the identity and entry authorization of each Contractor employee and vehicle, and may conduct a search of any baggage, articles, or vehicles on SAFB.

4.2.13.  Contractor employees requiring entry, but not requiring unescorted entry, will be issued a visitor badge and will be under direct surveillance, at all times, of a Contractor employee possessing a restricted/controlled area badge with escort authority.  Contractor employees entering SAFB will obtain their visitor badge from the 50th SFS, Building 20.  The visitor badge will be returned to the entry controller each time the employee departs the SAFB controlled area.  While within the SAFB controlled area, Contractor personnel will display the visitor badge on their outer garment above the waist and shall remain at all times within view of the escort official.

4.2.14.  The Contractor shall immediately report the occurrence of lost badge(s) to the QAE, who will in turn report to SFS.  If the QAE is not available, the loss shall be reported directly to 50th SFS within one duty day of loss.  Replacement badge will not be issued until reporting procedures are satisfactorily completed.

4.2.15.  All costs incurred by the Contractor associated with security requirements (with exception to NAC investigations) including submission of necessary security investigation paperwork, routine entry/exit delays, and operational delays due to contingencies or exercises, are to be anticipated by the Contractor and shall be included in the price of the contract (see paragraph 3.2.17.).  Exercises are estimated to occur approximately 15 workdays per year; however, during contingencies and exercises the contractor’s work will normally be rescheduled.

4.2.16.  The Contractor shall obtain all necessary cards, passes, buttons, decals, or other items required for access to the area or areas in which work will be performed. The Contractor shall apply for all vehicle and individual identification media at the SAFB Security Forces Squadron, Visitor Control Center, Building 20.  All personnel operating a vehicle on SAFB shall obtain a vehicle registration pass.  The Contractor shall provide proper state registration, proof of insurance, valid driver’s license, and proof of vehicle emissions testing in order to register the vehicle and drive on base.  Upon completion or termination of the contract, or an individual’s employment on the job, the Contractor shall immediately retrieve the identification media issued above and surrender it to the Security Forces, SAFB Visitors Control Center, Building 20.

4.2.17.  Base Closure: Approximately twelve times per year, for four hours in duration, small portions of the installations will be closed to non-essential personnel due to disaster, emergency, and contingency responses or exercises.  This does not relieve the contractor from responsibilities of performing work in a timely manner.

4.3.  QUALITY ASSURANCE:

4.3.1.  According to the Inspection of Services clause, the Government will evaluate the Contractor’s performance under this contract.  Government personnel will record all surveillance observations.  When an observation indicates defective service, the QAE will require the Project Manager or representative at the site to initial the observation.  The initialing of the observation does not necessarily constitute concurrence with the observation, only acknowledgment that he or she has been made aware of the defective performance.  Such surveillance will be done according to standard inspection procedures or other contract provisions.  Any action taken by the CO as a result of surveillance will be according to the terms of this contract.

4.3.2.  PERFORMANCE EVALUATION MEETINGS:  The contractor shall ensure key management personnel participate in and provide briefings to the CO and QAE’s as requested by the Government.  As a minimum, the contractors Project Manager on a bi-weekly basis, or as otherwise requested by the Government, will interact in the form of conferences, meetings, and reviews with Government personnel regarding the performance and status of their respective DOs. The Contractor may request a meeting with the CO when they believe such a meeting is necessary.  The purpose of these meetings is to discuss the status of active projects, schedules, projections, problems, corrective actions, recommendations, etc., to help accomplish project and program goals.  The contractor shall be required to provide a written listing of all active projects detailing as a minimum: project name, DO number, DO completion date, scheduled completion date, project status, and pertinent remarks (see Appendices 3, CDRL A003). The listing shall be prepared by the contractor in advance of the scheduled bi-weekly meeting and copies of the listing shall be provided to all personnel in attendance.  Contracting representatives and other government personnel may also attend these bi-weekly meetings.  The CO shall determine the most appropriate and mutually convenient date and time for the bi-weekly meetings.  Written minutes of any such meetings shall be recorded by the contractor, and signed by the Project Manager and the CO or Contract Administrator (see Appendices 3, CDRL A004).  The contractor shall submit meeting minutes within 3 workdays after the meeting for Government approval.

4.3.3.  MANAGEMENT PLAN:  The contractor shall provide a management plan that includes a position description for all personnel, proposed minimum qualifications, and specifies what positions will be cross-utilized with what other positions. The contractor will provide personnel meeting the minimum requirements and qualifications specified in position descriptions included in the contractors accepted management plan. A complete organizational chart shall be submitted, and kept current as part of the management plan. The plan shall include policies and procedures that demonstrate a logical, effective approach to project planning, execution, information flow, reporting and government interface. The plan shall also include policies, procedures and functional responsibilities for selection and management of all sub-contractors. The plan shall describe the purchasing and sub-contract management system and how subcontractors will be integrated into the overall management plan. The contractor shall establish and maintain a complete Quality Program Plan within the Management Plan to ensure the requirements of the contract are provided as specified. A copy of the contractor's Quality Program Plan shall be made available to the Contracting Officer. The Quality Program Plan must be updated as changes occur. The QPP shall include: Personnel, procedures, instructions, and records to be used; the authority and responsibilities of all the quality program personnel; procedures for reviewing and approving all drawings, product data samples or other submittals before submission to Contracting Officer; include procedures for obtaining field measurements; method of documenting quality program operation, inspection and testing of both prime and subcontract work including samples of proposed forms. Method of documenting and tracking deficiencies including responsibilities and procedures for correcting deficiencies; changes to the Once the plan is approved as a part of the request for proposal (RFP) it becomes part of the contract.  Management Plan shall be submitted at least 10 calendar days prior to implementing such changes (See Appendices 3, CDRL A001).
4.4.  PHYSICAL SECURITY:

4.4.1.  The Contractor shall be responsible for safeguarding all Government property.  At the close of each workday, Government facilities, equipment and materials shall be secured.  The Contractor shall establish and implement key control methods to ensure keys issued to them by the Government, or recovered during the execution of DOs, are not lost or misplaced. Government keys shall not be duplicated.  The Contractor shall prevent any unauthorized use of the keys.

4.4.2.  The Contractor shall, within 24 hours, report occurrences of lost or duplicated keys to the QAE. In the event keys are lost or duplicated by the contractor or their employees, the Contractor may be required, upon written direction by the CO, to rekey or replace the affected lock(s) without additional cost to the government.

4.5.  HOURS OF OPERATION:

4.5.1.  The Contractor shall perform services required under this contract during the following hours: 7:30 a.m. through 4:00 p.m., Monday through Friday.  Some DOs may require the contractor to perform services at outside of normal hours of operation (to include nights, weekends, holidays). If the contractor is required to work outside of normal hours of operation, any additional costs over prepriced CLINs shall be negotiated under each applicable DO on a case by case basis. Weekends and federal holidays shall not be worked except by agreement with the CO.

4.6.  SAFETY:

4.6.1.  The Contractor shall instruct his employees in appropriate safety measures concerning equipment, materials, etc. and inform them of their obligation to obey existing installation regulations.  The Contractor shall comply with all federal, state and local safety regulations and  standards.

4.7.  PROTECTION OF REAL PROPERTY:

4.7.1.  The Contractor shall take all necessary precautions to ensure against damage to Government real property.  All Contractor damaged real property shall be repaired or replaced as approved by the CO through the QAE at no additional cost to the Government.  All damage to real property shall be repaired by the Contractor with materials of like type, quality, and finish by skilled tradesmen of the trades involved.

4.8.  VEHICLES, EQUIPMENT/TOOLS, MATERIALS/SUPPLIES:

4.8.1.  Any Contractor vehicle, including private‑owned, used in the performance of this contract shall have the company name prominently displayed on both sides of the vehicle and be maintained, clean and painted to present a neat and professional appearance.

4.9.  ENVIRONMENTAL AND HAZARDOUS MATERIALS HANDLING:

4.9.1. The Contractor shall furnish an AF Form 3952 or equivalent electronic worksheet to the

Base Hazmart, through the QAE, for anticipated quantities, application of use, personal protective equipment, and method of disposal for all materials to be used under this SOW.  The listing shall include, but not be limited to, lubricants, spray cleaning solvents, and any known hazardous materials.  The Contractor shall comply and manage hazardous material in accordance with AFI 32-7086 and the Schriever AFB supplement.  The contractor shall purchase materials/products in compliance with E.O. 13101, Greening the Government through Waste Prevention.    

4.9.2. Contractor shall report any products/materials that contain recyclable content to the

Schriever AFB Recycling Manager by telephone (50 CES/CEV 567-3361).

4.9.3.  The contractor shall comply with Hazardous Chemical Reporting (40 C.F.R. Part 370), Toxic Chemical Release Reporting: Community Right to Know, (40 C.F.R. Part 372), which includes the following: Chemicals with special characteristics which in the opinion of the manufacturer can cause harm to people, plants, or animals when released by spilling, leaking, pouring, emitting, emptying, discharging, injecting, escaping, leaching, dumping or disposing into the environment (including the abandonment or discarding of barrels, containers, and other receptacles).
4.9.4.  The Contractor shall notify the base Hazardous Materials Pharmacy in writing prior to transporting hazardous materials onto the installation under this contract.  The Contractor shall cooperate with the Hazardous Materials Pharmacy so that the pharmacy can inspect the materials within one day of transportation to the base.  The pharmacy will place bar code labels on the hazardous material containers for inventory and consumption reporting purposes; the Contractor shall maintain possession and responsibility of the hazardous materials.

4.9.5. The Contractor shall ensure his employees handle hazardous materials according to 29

CFR 1910.1200, Hazard Communication Program and 49 CFR 1910.120, Hazardous Waste Operations and Emergency Response.

4.9.6.  The contractor shall comply with the installation Hazardous Material Emergency Reponse Plan and Spill Prevention Control and Counter Measures Plan (SPCC), and ensure spill clean-up equipment are available on site. 

4.9.6. The contractor shall be responsible to ensure all contractor furnished hazardous materials are completely removed from the installation.  

4.10.  CONSERVATION OF UTILITIES:

4.10.1.  The contractor shall be responsible for instructing employees in utilities conservation practices.  The contractor shall be responsible for operating under conditions, which prevent the waste of utilities.

4.11.  PRODUCTS/SUBMITTALS:

4.11.1.  STANDARD PRODUCTS: Materials and equipment shall be standard products of a manufacturer regularly engaged in the manufacturing of such products, which are of a similar material, design and workmanship.

4.11.1.1.  MATERIALS:  In an effort to comply with the affirmative procurement requirements of Section 6002 of the Resource Conservation Recovery Act (RCRA) and Executive Order No. 13101, the Government strongly promotes the use of recycled and recovered materials and products identified in the Environmental Protection Agency’s  (EPA) Comprehensive Procurement Guidelines.  These materials and products must meet the requirements of the project specifications, must not delay the progress of any work related to the project, and must not be cost prohibitive.  EPA guideline items are seen as the minimum that should be considered when evaluating recycled/reuse materials.  Other materials and products not listed, but commonly used in industry outside of the government, should also be considered.  Material and product submittals for all recycled-content items should list the recycled and recovered materials used, and the content percentage.
4.11.1.2.  The Contractor shall also comply with Executive Order 13101, Part 7, Section 701, Affirmative Procurement, as it pertains to materials provided under this contract. The contractor shall procure materials within the requirements of Federal Acquisition Regulation (FAR) 8.001 -- Priorities for Use of Government Supply Sources.  The contractor shall procure materials in accordance with FAR 8 provisions for required sources of supply to include placing orders with UNICOR, GSA under Federal Supply Schedules, or from open market sources as necessary.  If materials are not available from UNICOR, or a GSA schedule, materials can be purchased on open market as necessary.  Any applicable waivers that may be required will be obtained by the Government and passed on to the contractor as needed.
4.11.2.  SUBMITTAL REQUIREMENTS:  The Contractor shall submit to the CO, all items listed or specified for each DO proposal within 10 work days after DO award, or as otherwise established or directed by the CO.  The CO may request submittals in addition to those listed on the DO when deemed necessary to adequately describe the work covered in the respective sections.  Submittals pertinent to materials and equipment which are subject to advance approval shall be scheduled and made prior to the acquisition or the delivery thereof.  Each submittal shall be complete and in sufficient detail for ready determination of compliance with the contract requirements.  Submittals shall include such items as: descriptive literature (i.e. catalog cuts, diagrams, operation charts/data); test reports; certificates of compliance; actual material sample; fabricator's drawings; shop drawings; operation and maintenance (O&M) manuals including parts lists, certifications, warranties and other such required submittals.

4.11.2.1.  PROCEDURES FOR SUBMISSION:  The Contractor shall use AF Form 3000, Material Submittal, in strict accordance with the instructions on the reverse side thereof.  This form shall be reproduced by the Contractor (the instructions on the back need not be reproduced).  Special care should be exercised to ensure proper listing of the specification/drawing reference pertinent for each item submitted. All submittals shall be prepared and provided with a copy of AF Form 3000.  A minimum of one original and one copy of an AF Form 3000 with the corresponding submittal and copy of the submittal will be provided by the contractor to the CO unless otherwise specified in the DO.

4.11.2.2.  APPROVED SUBMITTALS:  Upon completion of review by the government, the approved AF Form 3000, Material Submittal, will be provided to the contractor.  The CO will retain copies of each submittal document on file.

4.11.2.3.  INTENT OF APPROVALS:  The approval of the submittal by the CO shall not be construed as acceptance, but will indicate only that the general method of service, product or material, and detailing is satisfactory.  Approval will not relieve the Contractor of the responsibility for any error which may exist as the Contractor, under the requirements of this contract, is responsible for the dimensions and design of adequate connections, details and satisfactory completion of all work.  After submittals have been approved by the CO, no further resubmittal for the purpose of substituting materials or equipment will be given consideration unless accompanied by an acceptable explanation stating why a substitution is necessary.

4.11.2.4.  SUBMITTALS NOT APPROVED:  The Contractor shall make all corrections required by the CO and promptly furnish a corrected submittal in the form and number of copies as specified for initial submittals.  If the Contractor considers any correction indicated on the submittals to constitute a change to the contract, notice shall be given to the CO within 5 work days..

4.12.  DO PROCEDURES:

4.12.1.  As the need exists for performance under the terms of this contract, the CO or authorized representative will notify the contractor of a performance requirement by issuance of a written (oral in emergencies) Request for Proposal (RFP) with a general description of the requirements.  The Contractor shall respond to the needs of the Government within 2 working days (4 hours for an emergency) or unless otherwise specified, by visiting the proposed site in the company of the CO or an authorized representative.

4.12.2.  SITE VISIT:  Prior to negotiating any individual DO, the Government and the Contractor will conduct a scope validation and site visit for each DO.  Discussions may include, but are not limited to: scope of work, method of installation, sequence of operations, installation schedule, means of access to project site, delivery and storage of materials and equipment, work restrictions, coordination requirements, project goals, liquidated damages, and potential difficulties/problems.

4.12.3.  ON-SITE CONDITIONS:  The Government will provide floor plans and other necessary drawings for all base facilities 15 work days after award of the basic contract.  Any other needed drawings applicable to specific projects will either be provided with issuance of a DO Request for Proposal (RFP) or at a DO project site visit.  Drawings showing the location of equipment, piping, etc., are diagrammatic and may not show every detail required.  The contract is responsible to verify actual site conditions and layout.  In addition, site conditions will not always permit installation in the locations shown.  The Contractor shall be responsible for inspecting to his satisfaction all areas/items of possible conflict in Government provided floor plan drawings and actual site conditions.  Failure to verify the dimensions and locations will be at the contractor's risk and shall not relieve the contractor from accomplishing the work required by the DO.

4.12.4.  After the site visit, the contractor shall submit a cost proposal based on Section B, CLIN pricing for the initial furniture design effort, floor covering, or painting requirements as applicable within 3 workdays (1 workday for an emergency) or as otherwise negotiated.

4.12.5.  In the case of furniture design requirements, initial design costs based on CLIN pricing for design labor hours, and performance time will be negotiated, and then a DO for design effort costs will be issued.

4.12.6.  The contractor shall submit an initial design for Government reviews within the negotiated performance time of each DO for design.  The Government shall provide review comments to the contractor for revisions and final design.  The contractor shall make revisions and submit a final design and Bill of Materials (BOM) for Government approval within the negotiated performance time of each DO furniture design requirement.  Upon approval of furniture design and BOM, and or agreement on furniture, carpet or painting proposal pricing and technical approaches, a modification will be issued against the DO for design adding the product, material procurement, installation services as applicable.

4.12.7.  For every Request for Proposal (RFP) associated with a new DO (DO), the Contractor shall provide a written proposal (narrative and graphic, as needed) describing their approach to the proposed project work described in the government’s RFP description of work and project drawings, if any.  The proposal may include, but is not limited to, a cover page or pages, project cost estimate, design assumptions, operational concerns, and calculations (as needed), drawings, installation schedule, and material submittals as requested by the Government.  The contractor’s proposals shall be complete, concise and accurate. Once reviewed and accepted by the government, the proposal and associated cost proposal shall be binding to the contract and DO. The cover page or pages shall include project title, total project cost, list of assumptions, list of requirements, performance period, material lead times, and any special considerations such as request for phasing of installation, etc.
4.12.8.  Upon receipt of the Contractor's proposal for material procurement, installation or services, the Government will review the proposal for accuracy and completeness.  The Government may choose to negotiate open market, reimbursable items, non-prepriced items, performance times, and quantities with the Contractor.  It shall be a mutual goal of the contracting parties to finalize negotiations within 10 working days after proposal submittal to the Government.

4.12.9.  The contractor’s proposal for open market pricing of materials estimated over $2,500.00,

shall be supported by at least three competitive quotations.  The Contractor in an acceptable proposal format as agreed upon by the Government and the Contractor shall present open market pricing.  

4.12.10.  All reimbursable equipment and material proposal pricing (to include UNICOR, GSA or

open market pricing) will list only bare costs.  All other cost items such as delivery, handling, overhead, G&A, and profit associated with material and equipment reimbursable shall be included under the prepriced coefficient  percentage CLIN for reimbursable materials.  The coefficient CLIN shall be applied to the bare cost of all reimbursable materials as a mark-up percentage to arrive at a final reimbursable price.

4.12.11.  The Contractor's proposal must be supported by documentation to reflect that adequate engineering and planning has been completed to accomplish the requirement.  Examples of documentation that might reasonably be expected would include design drawings, calculations, catalog cuts, and specifications. The Contractor's proposal should not indicate additional overhead, profit, bond premiums, insurance, or any other costs on prepriced CLINs.  These costs shall be included in the CLIN pricing, with exception to open market pricing reimbursable CLIN requirements.

4.12.12.  TIMETABLE FOR DOs:  The following timetable is provided to show the expected sequence and timing of key steps in the DO process.  Actual performance time for each project DO will be negotiated prior to award of each DO based on the complexity of the requirement.

Table 1.   Requirements with Furniture Design Effort

	Event  
	Performance Period (work days show time expected for each step in process)                                       

	Issue Requirement Notification/RFP
	1 work day

	Site Visit
	2 work days

	Negotiate and Issue Design DO
	3 work days

	Contractor Design Proposal Submission
	3 work days

	Inventory Existing Furniture
	TBD by negotiations

	Initial Design
	TBD by negotiations

	Initial Government Design Review
	5 work days

	Final Design and BOM Submission
	3 work days

	Final Negotiations and Government Approval of Design
	10 work days

	Material Procurement & Installation Services
	TBD by negotiations

	Request for Final Inspection
	TBD when project is complete

	As Built Drawings
	10 work days after DO acceptance


Table 2.   Requirements with Painting and or Floor Coverings Only

	Event  
	Performance Period                                        

	Issue Requirement Notification/RFP
	1 work day

	Site Visit
	2 work days

	Contractor Proposal Submission
	3 work days

	Government Review of Proposal and Negotiations
	5 work days

	Material Procurement & Installation Services
	TBD by negotiations

	Request for Final Inspection
	TBD when project is complete


4.12.13.  PRE-FINAL AND FINAL INSPECTION (DOS):  The Contractor shall conduct a pre-final inspection prior to requesting a final inspection.  Any discrepancies noted shall be corrected prior to any final inspection. When ready for final inspection, the Contractor shall request final inspection in writing to the Contracting Officer.  The final inspection shall normally be requested a minimum of two workdays before the desired date, or as otherwise negotiated with the CO. The final inspection will be at the project location with the Contractor and the QAE, and COs representative of that site/location.  The Contractor will correct any discrepancies noted prior to final payment.

APPENDICE 1

DEFINITIONS AND ACRONYMS

1.1.  GENERAL DEFINITIONS.

1.1.1.  Defective Service:  A service output that does not meet the standard of performance associated with it in the Statement of Work (SOW).

1.1.2.  Quality Assurance:  Those actions taken by the Government to assure services meet the requirements of the SOW.

1.1.3.  Quality Assurance Evaluator (QAE):  A Government person responsible for surveillance of contractor performance.

1.1.4.  Quality Control:  Those actions taken by a Contractor to control the performance of services so that they meet the requirements of the SOW.

1.1.5.  HAZMART:  A facility tasked with tracking and controlling all hazardous chemicals entering and leaving Schriever AFB.

1.1.6.  Debris:  Objects that are unsightly or present obstacles.  Any remaining foreign objects left over after teardown or installation.  Objects include but are not limited to: packing materials, paper clips, pens, pencils, paper, etc…

1.1.7.  Delivery Order (DO):  A DO is a written direction by the CO, to accomplish specific task(s) required or identified by this Statement of Work with contract established pricing. 

1.1.8.  Estimate:  A rough or approximate calculation.

1.1.9.  Field Verify:  Physically check a drawing against what is represented on a drawing for correctness. 

1.2.  ACRONYMS.

1.2.1.  AF:  Air Force

1.2.2.  AFB:  Air Force Base

1.2.3.  AFI:  Air Force Instruction

1.2.4.  AFMAN:  Air Force Manual

1.2.5.  AFR:  Air Force Regulation

1.2.6.  CDRL:  Contract Data Requirements List

1.2.7.  CLIN:  Contract Line Item Number

1.2.8.  DOD:  Department of Defense

1.2.9.  DODI:  Department of Defense Instruction

1.2.10.  MSDS:  Material Safety Data Sheet

1.2.11.  OSHA: Occupational, Safety, and Health Act

1.2.12.  QAE:  Quality Assurance Evaluator

1.2.13.  SWR:  Space Wing Regulation

1.2.14.  SOW:  Statement of Work

1.2.15.  USAF:  United States Air Force

1.2.16.  CO:  Contracting Officer

1.2.17.  BOM:  Bill of Materials

1.2.18.  GSA: General Services Administration

1.2.19.  CFR: Code of Federal Regulations

APPENDICE 2

APPLICABLE PUBLICATIONS AND FORMS

2.  Publications and forms applicable to this Statement of Work (SOW) are listed below.  The Contractor is obligated to follow those publications and use those forms coded as mandatory to the extent specified in other sections of this SOW.  The Contractor shall be guided by those publications or use those forms coded advisory to the extent necessary to accomplish requirements in this SOW.  Where government specifications are not directed, the contractor shall perform work to meet commercial standards and manufacturers recommendations.  All publications annotated are mandatory.  All of the following publications, directives and forms can be obtained from the World Wide Web (WWW) at the following internet address: http://afpubs.hq.af.mil, or as specified, with exception of those identified with an asterisks “*” shall be provided by the Government upon request.  At the start of the contract, the Government will provide all publications, directives, and forms unavailable on the WWW upon request.  The Government may issue supplements or amendments to listed publications from any organizational level during the life of the contract.  The contractor shall keep all issued publications up-to-date.  The contractor shall immediately implement those changes in publications that result in a decrease or no change in the contract price.  Before implementing any such revision, supplement, or amendment that will result in an increase in contract price, the contractor shall submit to the administrative contracting officer (ACO) a price proposal for approval.  Price proposals shall be submitted within 30 calendar days from the date the contractor receives notice of the revision, supplement, or amendment giving rise to the increase in cost of performance.  The Government will consider changes in the contract price due to supplements and amendments under the Changes clause of this contract.  The Government will continue to supply the Government forms needed for daily operations.  Upon completion of the contract, the contractor shall return to the Government all issued publications and unused forms.

PUBLICATION NO.
TITLE
DATE
MANDATORY


ADVISORY

AFI 64-106
Industrial Labor
Current

M – CONS ?????


Relations Activities
Issue

AFI 31-204
Motor Vehicle Traffic
Current

M – Chapters


Supervision (PA)
Issue
           2, 3, 5 and 6

*50 SWI 32-2001
The Fire Protection Operations
Current

M – All Sections


and Fire Prevention Program
Issue

*50 SWH 32-1064
Facilities Excellence Program
Current

M – Sections


Handbook 
Issue
           SAFB Standards




           And Systems 




           Furniture

NEC
National Electrical Code
Current

M – All Sections



Issue

29 CFR
Hazard Communication
Current

M – Part, 1910.1200


Program
Issue

40 CFR
Hazardous Chemical
Current

M – Parts, 370& 372


Reporting
Issue

49 CFR
Hazardous Waste Operations
Current


and Emergency Response
Issue

M – Part, 1910.120

AF Form 2586
Unescorted Entry 
Current

M


Authorization Certificate
Issue

AF Form 3000
Material Approval Submittal
Current

M



Issue

AF Form 3952
Chemical Hazardous Material
Current

M


Request/Authorization
Issue

SF Form 85P
Questionnaire For Public
Current

M


Trust Positions
Issue

APPENDIX 3

CONTRACT DATA REQUIREMENTS LIST

A001  Management Plan

A002  Inventory 

A003  Meeting Minutes

A004  Status Report

1

