CIVIL ENGINEER SERVICES STATEMENT OF WORK


NOTE TO THE WRITER

THE FOLLOWING STATEMENT OF WORK IS BASED ON COMMERCIAL MARKET PRACTICES AS DETERMINED BY THE MARKET RESEARCH CONDUCTED ON THIS REQUIREMENT.  IT REFLECTS HOW THE COMMERCIAL SECTOR DOES BUSINESS.  YOU MUST TAILOR THE DOCUMENT FOR YOUR BASE BY INCLUDING YOUR UNIQUE REQUIREMENTS AND QUANTITIES FOR WORKLOAD ESTIMATES.  
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STATEMENT OF WORK

PROPERTY AND FINANCIAL MANAGEMENT

1. DESCRIPTION OF SERVICES.  The contractor shall provide all personnel, equipment, tools, materials, vehicles, supervision, (except as specified in Appendix C as government-furnished property and services.), and other items and services necessary to perform civil engineer resource services, tasks and functions for (INSERT NAME OF INSTALLATION) as defined in this Statement Of Work (SOW). The contractor shall provide effective property management for all real property.  The contractor shall provide effective financial management for operations and maintenance budgets, minor construction budgets, housing budgets, and other budgets associated with the civil engineer squadron operations.  The contractor shall be able to provide an accurate status of funds to the government at all times.  All financial records are subject to audit. The contractor shall prepare and submit an annual budget request broken-out by Resources Responsibility Centers/Cost Centers (RC/CC), Element of Expense/Investment Code (EEIC), Program Element, and Base Project Account Code (BPAC) to the government.  Additionally, the contractor shall develop submittals for all Planning, Programming, and Budget System (PPBS) years as requested by the Major Command (MAJCOM).  Because these services are typical in the commercial industry, all work shall be performed to industry standards. 

1.1. REAL PROPERTY ACCOUNTABILITY.  The contractor shall support base civil engineer responsibilities concerning real property acquisition, management, accounting, reporting, facility use, and disposal as set forth in applicable directives.  Assist the government by providing advice on administrative real estate matters.
1.1.1. Real Property Inventory.  Conduct an initial joint inventory of all real estate property, Real Property Installed Equipment (RPIE), and Real Property Similar Equipment (RPSE) upon contract award and sign the Transfer of Accountability Certificate.  Schedule a progressive physical inventory to ensure that a complete inventory is completed every 5 years. Inspect all installation boundaries for encroachments.  Report overused, underutilized, or excess property to the government.  Submit all inventory and inspection reports to the government within 10 days after completion. 

1.1.2. Facility Use Changes.  Develop and maintain facility use and disposal programs.  Present proposed changes, recommendations, and justification to the Facilities Board Working Group and Space Allocation Board.  Ensure proper use of real property in all locations.  Recommend highest and best use of property to site selection teams.  Manage multiple uses for military sites.  Monitor mining and mineral leases.  Control recreational uses in sensitive areas
1.1.3. Real Estate Transactions.  Prepare economic, social, and political impact studies of real estate acquisition or disposal proposals.  Recommend the best method for disposal, sale, or transfer.  Prepare market analysis packages for acquisition and disposal cost issues.  Participate in negotiations for all real estate transactions.  Prepare real estate transaction documents including site surveys, metes and bounds descriptions, and legal descriptions.  
1.1.4. Transaction Packages. Prepare acquisition, ingrant, and outgrant packages for approval and/or execution by the installation Commander or appropriate approval and execution authority.  Ensure approved requests are forwarded to the Army Corps of Engineers District or appropriate office servicing the installation for action.  Maintain data file in the government provided automated system.

1.1.5. Facility Records.  Maintain United States Air Force (USAF) Real Property Records (RPR) for installations maintained by the Real Property Accountable Officer (RPAO).  All accounts are subject to audit.  Capitalize new construction, alterations, and disposals.  Update the RPR for changes.

1.1.5.1.  Maintain the real estate property records in the government provided or approved automated data system and vouchering shall be accomplished within four (4) weeks after the completion of all completed actions that affect the real property records.

1.1.5.2.  Ensure that the facility records in the Facilities Investment Metric database are up-to-date and accurate.

1.1.6. Grant Compliance Inspections.  Conduct annual compliance inspections for each facility ingrant and outgrant to ensure the customer complies with all terms set forth in the instrument and the Support Agreement (SA) if appropriate. Document the items inspected in each ingrant, and outgrant, during the fiscal year.  Document the number of instruments reviewed during the fiscal year.  The annual real property land use survey required by Executive Order 12512 will be maintained and current on an annual basis and will be provided to Air Force and GSA on an as required basis.

1.1.7. Real Estate Property Reports. Manage all base Support Agreements. Prepare accurate reports to include, but not limited to, the following: USAF Real Property Inventory Detail List, RCS: SAF-MII (AR) 7115, Real Property General Ledger Report (requires reconciliation with Defense Accounting Office (DAO), McKinney Act Report, Facility Disposals, GSA Reimbursable Report, Revenue Report, Annual Work Space Management Plan and Budget Justification Report and other Real Property Studies.

1.1.7.1. Work Closeout.   Provide completed work information to the government for real property capitalization by the Real Property Officer within one day of work closeout.

1.2. OPERATIONS BUDGETS AND FINANCE.  The contractor shall allocate the approved civil engineer budget.  Coordinate with civil engineer staff and determine priority of budget allocation. While managing the civil engineer budget and expenditures, provide financial reporting information and inputs to the government.  Provide the government justification for additional funds when allocated funds are insufficient to support daily operating expenses.  Request additional funds through the government when required to meet additional mission requirements.  Submit an Installation and Support (I&S) report to (INSERT MAJCOM) annually coinciding with the financial plan submission dates.  Submit a sample I&S plan with proposed categories to the government within 10 days after contract start date. Compare expenditures against remaining funds in civil engineer budget Elements of Expense Investment Codes (EEIC) and other fund code designators.

1.2.1. Financial Planning.  Develop the civil engineer financial plan.  This includes clarifying base budget call letters; preparing call letters to transmit cost centers; interfacing with cost centers to explain and provide further guidance; collecting and validating operational and historical cost center financial data; consolidating and analyzing cost center financial data; projecting total financial requirement for two or more budget years; preparing draft financial plans; briefing and prioritizing financial plans; and submitting the completed financial plan to the government. 

1.2.2. Budget Types.  Budgets include Military Family Housing, Operation and Maintenance, Environmental, Investment Equipment, Special Interest Real Property Maintenance Account (RPMA) Data, Dormitories, General Officer Quarters, Fire Department, and all other civil engineer unique budgets.  Provide additional budget information as required such as the Budget Estimate Submission (BES), dorm reports, spending plan, and Budget Execution Review (BER).  Submit additional justification or impact statements for unfunded requirements before civil engineer budget funding is approved.  Provide support for any extra funds received for unfunded requirements.

1.2.3. Support Agreements.  Review support agreements to determine if and how required support would impact funds.  Notify the government when an agreement will cause a significant impact to the budget.

1.2.4. Reimbursable Customers.  Maintain files for non-government customers, non-appropriated fund activities, and government activities requiring manual development of reimbursable charges.  Accumulate meter readings and engineering estimates in customer files.  Reimbursable expenses may come from utilities, leases, or work orders.

1.2.4.1. Prepare and forward costs for purchased utilities to DAO quarterly.  Ensure payments reflect actual consumption.  Prepare estimates for rent and fire insurance for non-reimbursable customers on a quarterly basis.

1.2.4.2. Submit a monthly report of accounts receivable or reimbursable customers, facilities, and work or services to DAO.

1.3. HOUSING BUDGETS AND FINANCE.  The contractor shall process all military family housing, dormitory, and bachelor housing financial requirements.  Track housing costs for each category of housing unit.  Maintain adequate records of utility, furniture, maintenance, and lease expenses.  Track change of occupancy maintenance separately from other facility maintenance.
1.3.1. Reimbursements. Assist in a determination of reimbursements from foreign and non-DoD federal agencies for personnel authorized housing.  Prepare cash collection vouchers and submit them to the finance office daily.  Collect rental charges when required. Ensure assignment of applicable Reimbursement/Refund Indicator (RRI) codes to reimbursable/refundable work orders.
1.3.2. Furnishings and Appliances Expenses. Maintain separate supply and equipment accounts for family furnishings and unaccompanied members furnishings assets. Adjust and reconcile asset balances by submission of proper documentation and provide results to government at least annually. Budget for all dormitory furnishings, appliances, supplies, and household items.
1.4. STATUS OF FUNDS.  The contractor shall maintain status of funds according to unique and specific budget.  Monitor current and cumulative accounting and finance cost, supply listings, and materials for civil engineer expenditures. Recommend to government a re-programming action when additional funds are required.  Prepare impact statements to obtain additional funds.  Load targets in supply system through Defense Accounting Office (DAO), Civil Engineer Material Acquisition System (CEMAS), or International Merchant Purchase Authorization Card (IMPAC) and review computer listings to ensure funds are available.  Monitor civil engineer supplies funds status.
1.4.1. Funding Documents.  Prepare documents for government signature.  Prepare DD Forms 448 and 448-2, Military Interdepartmental Purchase Request and AF Form 616, Fund Cite Authorization, or other approved automated forms and other funding documents.
1.4.1.1. Prepare AF Form 9, Request for Purchase or other approved automated forms.  Provide completed AF Form 9 to the government for approval.  Forward to the contracting office through DAO.   Account for all AF Form 9 and associated documents from contract award to final payment.  Update appropriate files in the government provided automated system.
1.4.1.2. Prepare DD Form 250, Material Inspection and Receiving Report or other approved automated forms for lease payments and monitor to ensure payments are made on time.
1.4.1.3. Verify accuracy of Open Document Listing and report open work to the government and DAO.  Follow-up on aged accounts and documents with no activity.
1.4.1.4. Forward invoices and receiving reports to DAO for payments within time limits set by the government.
1.4.1.5. Process requests for prior year fund adjustments.  Ensure fiscal year close out by (INSERT DATE USUALLY 30 SEPTEMBER) of each year.
1.4.1.6. Develop a cost tracking and reimbursable system separating labor, equipment, and materials.  Separate housing costs from operations and maintenance costs.  List minor construction, new construction, direct maintenance, repair, and preventive maintenance costs as separate categories for tracking.  Submit a cost-tracking plan to the government for approval within (INSERT NUMBER) days after contract start date. 
1.4.1.7. Track data for DD Form 2405, General and Flag Officer Quarters Management Report or other approved automated form in support of general officer quarters reporting requirements.  Ensure the Limitations of Cost are not exceeded.  When the expenditures are within (INSERT PERCENTAGE) of the cost limitations, notify the government.  Do not authorize performance of any work above the Limitations of Cost.
2. SERVICE DELIVERY SUMMARY.  The contractor service requirements are summarized into performance objectives that relate directly to mission essential items.  The performance threshold briefly describes the minimum acceptable levels of service required for each requirement.  These thresholds are critical to mission success. (SPECIFIC NUMBERS SHOWN IN THE “PERFORMANCE THRESHOLD” COLUMN ARE EXAMPLES ONLY.  INSTALLATIONS SHOULD ENTER THE SPECIFIC THRESHOLDS APPLICABLE TO THEM.  THRESHOLDS SHOULD BE MEASURABLE.)

Performance Objective
SOW para
Performance Threshold

Conduct an initial joint inventory of all real estate property, Real Property Installed Equipment (RPIE), and Real Property Similar Equipment (RPSE) upon contract award
1.1.1
Inventory is conducted within x days

Manage and document facility use changes, real estate transactions, facility records, grant compliance inspections, and real estate property reports
1.1.2 thru 1.1.7
Records are accurate 95% of time

Develop and maintain accurate budgets and financial plans
1.2
Budgets and plans are accurate 100% of time

Process all military family housing, dormitory, and bachelor housing financial requirements, and track housing costs for each category of housing unit
1.3
Records are accurate 95% of time

Maintain status of funds according to unique and specific budget
1.4
Records are accurate 95% of time

Prepare documents for government signature
1.4.1
Timely submission, 100% of time

3. GOVERNMENT-FURNISHED PROPERTY AND SERVICES.  The government shall provide, without cost to the contractor the facilities, equipment, materials, and services listed below and in Appendix C.

3.1. PROPERTY.  The contractor will use general government facilities, equipment, and services for the performance of this contract.  Obtain approval from the government to use facilities, equipment, or services not identified in this paragraph or in Appendix C.

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

3.1.2. Equipment.  The government shall provide the contractor the equipment listed in Appendix C.  The contractor and the Quality Assurance (QA) shall conduct a joint inventory of all government-furnished equipment listed in Appendix C, and the contractor shall sign a receipt for all equipment provided by the government.  Items of equipment missing or not in working order shall be reported to the government in writing.

3.1.3. Materials. The government will provide all materials and tools necessary for work within the scope of this contract.  Material may purchased by purchase order (Form 9), contracts, (IMPAC), Contract Operated Civil Engineer Supply Store (COCESS), or through base supply.  Using any of these methods, materials may be purchased through base supply, local hardware or material supply stores, or ordered from the manufacturer.  The contractor shall obtain prior approval of the government for material purchases unless purchase is by IMPAC.  Establish procedures to receive and distribute assets purchased with the IMPAC card.  Base supply will assist the contractor for material and equipment acquisitions.  All material purchases are used for approved government work.

3.1.3.1. (OPTIONAL MATERIAL PURCHASE/COST PARAGRAPH)  Local purchase Contract Line Item Number (CLIN) shall be used for supplies/services to support the operations and maintenance contract effort.  This includes such items as equipment, supplies for work orders, tools, and materials.  The quantity for each purchase is not to exceed the amount necessary for the immediate requirement.  Local purchase of investment items by the contractor is prohibited.

3.1.3.2. Establish and maintain a supply organization account with the (INSERT NAME OF INSTALLATION) Chief of Supply for the purchase of supplies through the Standard Base Supply System (SBSS).  The contractor’s’ account will be connected to the Computer Support Base (CSB) at the (INSERT NAME OF INSTALLATION).  Establish procedures, to ensure all reusable containers are returned to base supply in a serviceable condition.

3.1.3.3. Comply with base regulations regarding Hazardous Material (HAZMAT) for all issues of hazardous material, and ensure storage procedures meet all applicable policies, publications, and protocols in this contract. Provide Bioenvironmental Engineer Service with a Material Safety Data Sheet (MSDS) on all first time purchases of hazardous items obtained through local sources of supply and obtain approval prior to purchase.

3.2. SERVICES.  Services shall include any service that is currently provided by contract.  This includes emergency medical service, postal service, fire protection, and utilities. INCLUDE CUSTODIAL, HAZARDOUS WASTE DISPOSAL, ELECTRICAL VEHICLE MAINTENANCE, FACSIMILE MACHINE MAINTENANCE, AND PAINTING SERVICES AND REFUSE COLLECTION IF NOT PART OF THIS CONTRACT)
3.2.1. Utilities.  The government will furnish utility services including water, sewer, electric, and heating services for contractor use, in government-furnished facilities.  However, if contractor personnel require utility services that are not existing within a facility or area of work, it shall be the contractor’s responsibility to provide such utility service.

3.2.2. Postal Service.  Official government-contractor mail that is generated as a result of this contract will be handled by the base mail system.

3.2.3. Telephone Service.  The contractor may use existing telephone equipment and services in government-furnished facilities.  If additional telephone services are required, it will be the contractor’s responsibility to obtain them.  The contractor may submit additional telephone line requests to the communications squadron (or contractor should it go contract). 

3.2.4. Custodial Service.  (OPTIONAL) Custodial services shall be provided to the facilities listed in Appendix C.  The extent of service is listed in the current base custodial contract.  If the contractor is not satisfied with the quality of service provided by the custodial contractor, it shall be the responsibility of the contractor to notify the QA.

3.2.5. Refuse Collection. (OPTIONAL) Refuse collection services will be provided as listed in the current base custodial contract and base refuse collection contract. 

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

3.2.7. Emergency Medical Service.  The government will provide emergency medical treatment and emergency patient transportation service for contractor personnel who are injured or become critically ill during the performance of this contract.  Treated personnel will be responsible for reimbursing the government for the cost of medical treatment and patient transportation at the current inpatient or outpatient treatment rate.

3.2.8. Security Police.  The government will provide general security service.  Security police phone extensions are 911 for emergencies, and (INSERT NUMBER)  for routine calls.

3.3. VEHICLES. (OPTIONAL) The government will provide the vehicles listed in Appendix C.  The contractor shall manage the government owned vehicles by ensuring maintenance, repair, and records are current.  The base transportation office will repair and maintain vehicles and equipment.  No smoking is allowed in government vehicles.  The government provides gasoline.  Vehicles may be used for work associated with this contract and may not be used for other contractor purposes.  Turn in excess or underused equipment and vehicles to the appropriate office.
3.4.  FORMS AND PUBLICATIONS. The contractor is responsible for maintaining files for forms and publications. The contractor shall research publications to ensure all performance outputs meet publication guidelines.  Air Force publications are located at http://afpubs.hq.af.mil/elec-products/series.stm on the Internet.  Contractors may develop their own processes for accomplishing outputs.  The contractor is encouraged to use the most efficient method of producing work without sacrificing quality standards. 

3.5. PROPERTY CONTROL PROCEDURES.  The contractor shall prepare and submit a written property control system to the government within 30 days after contract award or at the pre-performance conference, whichever is later.  The contractor's plan shall meet the requirements of Federal Acquisition Regulation (FAR) 52.245-2.

3.6. PROPERTY DISPOSAL.  Turn government owned items into Defense Reutilization and Marketing Office (DRMO) when the items are no longer useable or necessary.  The contractor shall report any DRMO action to the government.

4. GENERAL INFORMATION.

4.1. TRANSITION PERIOD.  The transition period shall be (INSERT NUMBER OF DAYS—USUALLY 60-90 DAYS) days. The contractor shall assume responsibility for all functions, identified in the Statement Of Work (SOW), within (INSERT NUMBER) days after contract start date.  The contractor shall ensure full manning is available in each functional area according to submitted proposals to observe, interface, and work with the incumbent work force, starting with the first day of the performance period.  The contractor shall provide and maintain properly trained, qualified, and certified personnel starting with the first day of the performance period.  The contractor shall participate in a transition period to ensure a smooth transition of work effort from the current in-house operations to contract operations.  The contractor shall become familiar with work and personnel requirements during this period.  This includes obtaining security clearances, training requirements, developing work plans and procedures and developing quality control plans and procedures.

4.1.1. Phase-in Schedule. Submit a phase-in schedule to the contracting officer 30 days before contract start date. Before the contractor assumes full responsibility, the government retains responsibility for work performed, but will not act in a supervisory capacity over contractor employees.  The contractor’s phase-in plan shall describe how and when assumption of these responsibilities will occur.  The intent of this transition period is to efficiently and gradually transfer mission responsibility from the government to the contractor.

4.1.2. Access to Facilities.  The contractor will be allowed access to government facilities at (INSERT NAME OF INSTALLATION) prior to the contract start date.  The contractor may familiarize supervisors, key personnel and staff with existing equipment, reporting, work scheduling and procedures.  However, such access shall not interfere with the work efforts of current in-house personnel.  The contracting officer will arrange the access to ensure interference does not occur.

4.2. CONTRACTOR PERSONNEL.

4.2.1. Contract Manager. The contractor shall provide a contract manager and two alternates responsible for work performance and authority to make decisions on all contract matters.  Submit their names and phone numbers to the Contracting Officer (CO) before the contract start date.  The contract manager or alternate shall be available during normal duty hours within 60 minutes after notification.  The contract manager and alternates shall be able to read, write, and speak fluent English.

4.2.2. Contractor Employees.  The contractor shall not employ persons identified as a potential threat to the health, safety, security, general well being or operational mission of the installation or its population. Employees must be able to speak and understand English without an interpreter.  Contractor personnel shall present a neat appearance and be easily recognized as contractor employees.  Furnish an identifying badge or patch, which shall include as a minimum the company name and employee name.  Each employee shall wear the badge or patch on the front outer clothing.  The badge shall be visible at all times.  

4.2.2.1. The contractor shall not employ any person who is an employee of the United States (US) government if the employment of that person would create a conflict of interest, or the appearance of a conflict of interest, nor shall the contractor employ any person who is an employee of the Department of the Air Force, either military or civilian, unless such person seeks and receives proper approval. 

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

4.3. HOURS OF OPERATION.

4.3.1. Normal Duty Hours.  Normal duty hours are defined as (INSERT HOURS SUCH AS 0730 to 1600), Monday through Friday, except federal holidays.

4.3.2. Federal Holidays. If the federal holiday falls on a Saturday or Sunday, it may be observed on Friday or Monday as directed.  Federal holidays include: 

· New Year's Day

· Martin Luther King Day 

· Presidents Day 

· Memorial Day 

· Independence Day

· Labor Day 

· Columbus Day

· Veterans Day

· Thanksgiving

· Christmas  

4.4. QUALITY ASSURANCE.  The government representative will evaluate the contractor’s performance through intermittent on-site inspections of the contractor's quality control program and receipt of complaints from base personnel.  The government representative may inspect each task as completed.  The government representative may increase the number inspections because of repeated failures discovered during periodic inspections or because of repeated customer complaints.  Likewise, the government may decrease the number of quality control inspections if performance dictates.  The contractor shall be responsible for initially validating customer complaints.  However, the government representative shall make final determination of the validity of customer complaints in cases of disagreement with customers. 
4.4.1. Quality Assurance Personnel (QA).  The QAs are representatives of the CO and will participate in the administration of this contract except where stated.  After contract award, a brief resume of each QA, their authority, and their duties will be furnished to the contractor.

4.4.1.1. The QA will notify the contract manager when discrepancies occur and the QA will request corrective action.  The QA will make written records of discrepancies and will ask the contract manager (or authorized representative) to initial the record.

4.4.1.2. Any matter concerning a change in scope, price, terms or conditions of this contract shall be referred to the contracting officer, not the QA.

4.4.2. Quality Control.  Submit a quality control program plan to ensure the requirements of this contract are provided as specified.  Develop and implement procedures identifying, preventing, and ensuring against defective services.  Provide information on how discrepancies or defective services will be corrected.

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

4.5. MEETINGS.  The contractor shall ensure a responsible member is present at all meetings of base activities that involve base civil engineer property, financial, or other resource interests and support.  The contractor will submit reports and data as requested.  Brief installation leadership and government as required.  Briefings will cover all aspects and functions of the base civil engineer property, financial, or other resource interests. A list of meetings is in the historical workload in Appendix A.

4.5.1. Primary OPR.  Conduct meetings, councils, committees, or board for which the base civil engineer property, financial, or other resource function is the office of primary responsibility (OPR). (INSERT LIST OF OTHER MEETINGS HERE) Distribute meeting minutes within 5 days after meeting.  Prepare and distribute an agenda for the meeting members giving them 14 days notice of the meeting.  Prepare notes and visual aids.  Prepare and distribute minutes within five (5) working days after the meeting.  

4.5.2. Recorder.   Serve as recorder for the (INSERT LIST OF OTHER MEETINGS HERE).  Provide recommendations, status updates, or technical advice to the committee.  

4.5.3. Functional Member Attendance.  Attend meetings to include the (INSERT LIST OF OTHER MEETINGS HERE), Financial Working Group, (INSERT MAJCOM) Program Review and Peer Review meetings. 

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

4.6.1. Format and Suspense.  Process correspondence and reports using official formats approved by the government.  Meet all suspense dates established by government, government, (INSERT MAJCOM), and base commanders.  Develop a tracking system for government periodic review.  Keep all files current, accurate, and complete.  The files shall be available for government review and audit.  Files shall be easy to locate and easy to read.

4.6.2. Correspondence.  Coordinate all base-representative correspondence replies, such as award nominations, action lines, suggestions, group commander requests for information, safety office surveys, newspaper articles, replies to (INSERT MAJCOM) inquiries, reports submitted to (INSERT MAJCOM), or congressional interest items through the government.  Provide advice to the base suggestion program and any other base customer service activity.  Prepare responses to the installation action line and submits the proposed response to the government for release within two days.  Upon request, conduct research and prepare response to congressional and other similar inquiries.  Obtain government approval prior to providing verbal or written response to base leadership.

4.6.3. Publication Review.   Review and update (INSERT NAME OF INSTALLATION) civil engineer publications annually.  The government must approve all revisions.

4.7. AUTOMATED DATA SYSTEMS.  The contractor shall develop procedures to receive, review, approve, track, and coordinate work information that is entered into the Air Force automated system.  If the Air Force automated system is not available, or the contractor has a more efficient automated system, the contractor shall use a government approved automated database system to log, schedule, and record all work.  When practical, group like items of work in one document.  If the contractor uses a system other than the Air Force automated system, the contractor shall be able to transfer work data to the Air Force automated system for (INSERT MAJCOM) reporting purposes.

4.8. CONSERVATION OF UTILITIES.  The contractor shall ensure employees do not waste utilities.  The contractor shall be responsible for operating under conditions that prevent the waste of utilities.  Lights shall be used only in areas where and when work is actually being performed.  Government telephones shall be used for official government business only.

4.9. SECURITY REQUIREMENTS.

4.9.1. Property.  The contractor shall be responsible for safeguarding all government property provided for contractor use.  At the close of each work period, government facilities, property, and materials shall be secured.

4.9.2. Key Control.   The contractor shall establish and implement methods of ensuring that keys/key cards issued to the contractor by the government are not lost or misplaced and are not used by unauthorized persons.  All references to keys include key cards.  

4.9.2.1.  Immediately report the occurrences of lost or duplicate keys to the government.  Upon direction of the government, rekey or replace the affected lock or locks.  In the event a master key is lost or duplicated; the contractor shall replace all locks and keys for that system.

4.9.2.2.  Prohibit the use of government issued keys by any persons other than the contractor's employees.  Prohibit the opening of locked areas by contractor employees to permit entrance of persons other than contractor's employees engaged in the performance of assigned work in those areas, or personnel authorized entrance by the government.

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

4.10.1. Security Measures.   Follow (INSERT NAME OF INSTALLATION) security requirements.  Develop threatcon level duty plans.  When the threatcon levels increase, a higher level of security is required.  The contractor shall erect special security measures such as berms or barriers.

4.10.2. Employee Management.  Develop plans and procedures to minimize contractor employee work interruptions.  Provide continued service under this contract during periods of labor unrest such as walkouts, work slow downs, and strikes.  The government will review the management plan for contracting officer approval.

4.11. PERFORMANCE OF SERVICES DURING CRISIS DECLARED BY THE NATIONAL COMMAND AUTHORITY OR OVERSEAS COMBATANT COMMANDER.   Critical services during a crisis are plant operations, customer service, and infrastructure.  The contractor shall provide financial services as required to (INSERT NAME OF INSTALLATION) 24 hours a day until the crisis is over.  The contractor shall ensure enough skilled personnel are available during a crisis for any operational emergency.  A crisis management plan shall be submitted to the government and the contracting officer within 10 days after contract start date.  The contractor shall submit an essential personnel list to the government and contracting officer within 10 days after contract start date.  The list shall contain the individual's name, address, home phone number, beeper number (or cell phone number), social security number, security clearance, and duty title.  This list shall be updated at least monthly for the entire period of the contract. 

4.12. GOVERNMENT REMEDIES.  The contracting officer shall follow FAR 52.212.4, Contract Terms and Conditions-Commercial Items (May 1997), for contractor’s failure to perform satisfactory services or failure to correct non-conforming services.

4.13. PHASE OUT.  If the contracted operation reverts to in-house operations, the contractor shall cooperate with government personnel to ensure an orderly change over.  In the event a follow-on contract is awarded to other than the incumbent, the incumbent contractor shall cooperate to the extent required to permit an orderly transition to the successful contractor.  Recruitment notices may be placed in each facility to allow successor contractor's access to incumbent employees.

APPENDIX A

HISTORICAL WORKLOAD

BASIC INFORMATION:

Facilities (current as of INSERT DATE)

Installation Code
Facility Number
Nomenclature
Quantity
Unit
Square Feet
Year Constructed

























Base Population:


Population



Military

Installation
Civilian
Officer
Enlisted

(INSERT NAME OF INSTALLATION)














PROPERTY AND FINANCIAL MANAGEMENT:

Funding Documents Processed: (3 year average)

· AF Form 9s: ______________.
· AF Form 616s: ______________.
· DD Forms 448s: ______________.
· MORDs (AF Form 406): ______________.
· DD From 1556: ______________.
Funding Levels By Program/Appropriations:

Work Orders Processed – 3 year average:

Reimbursable Customers: (LIST EACH CUSTOMER AND TYPE OF REIMBURSABLE)
Support Agreements:(LIST EACH AND TYPE OF AGREEMENT)

Ingrants and Outgrants:

Capitalization:

· Work Orders: 

· Projects:

Facility Surveys/Inspections:

Space Utilization Actions:

Boundary Surveys:

Compliance Inspections:

Excessing and Disposals:

· Vouchering:

Utility Costs.  (INSERT UTILITY CONTRACTS TO BE INCLUDED IN THIS SOW.)
Contract
Supplier
Utility
Annual Cost





















Material Acquisition.

Acquisition Transactions
Issuing Transactions

Month
CEMAS
HazMat
Cost
CEMAS
HazMat
Cost

Jan 







Feb 







Mar 







Apr 







May 







Jun 







Jul 







Aug 







Sep 







Oct 







Nov 







Dec 







Total







Meetings, Councils, And Boards.  (INSERT LIST OF ACTIVITIES AND FREQUENCY.)
Meeting, Councils, Boards, etc.
Frequency

Acquisition Management Group


CE Commander’s Call


Procurement/Civil Engineering Meeting


Facility Utilization Board (FUB)


ESC Facility Utilization Board (FUB)


Legal Forum


Non-Appropriated Funds Council (NAF)


Community Action Information Board (CAIB)


Financial Management Board


Year 2000 (Y2K)


Financial Working Group


Financial Management Board


Resource Advisory Meetings


Resource Advisory Training By ABW


Town meeting


Various Real Estate mattters


Facility Managers Meeting


Off-Base Conferences, Workshops, Etc..

Conference, Workshop, etc.
Location
Frequency

Installation Restoration Program (IRP) Budget Defense Meeting



GSA Government Real Property Info



APPENDIX B

MAPS AND WORK AREA LAYOUTS

(INCLUDE MAPS AND DRAWINGS OF THE CONTRACTOR'S AREA OF RESPONSIBILITY BOTH ON AND OFF THE INSTALLATION AND WORK AREA LAYOUTS, ETC.)
Maps and Floor Plans reflect the work areas and layout of the facilities to be utilized by the contractor.  Updated drawings reflecting any changes will be made available to the contractor prior to contract implementation.

Map or Floor Plan
Facility Number
Description
Square Feet
















SUGGEST INCLUDING THE MAPS OR LOCATIONS OF THE FOLLOWING:

· EMERGENCY SERVICES

· UTILITIES

· IRRIGATION SYSTEMS

· GROUNDS MAINTENANCE AREAS

· LANDSCAPE AREA (BEDDING, MULCHED AREAS, SEASONAL COLOR, SPECIAL TREE STANDS)

· SNOW & ICE PRIORITY AREAS

· INFRASTRUCTURE LINES AND SYSTEMS

· HAUL ROUTES

· ACCUMULATION POINTS

· ACCEPTABLE ENTRY GATES

· HOUSING AREAS

· VERY IMPORTANT PERSON (VIP) ROUTES

· OFFICIAL OFFICES RELATING TO THE CONTRACT

APPENDIX C

GOVERNMENT-FURNISHED ITEMS

C-1

Facilities









C-2

Equipment (EAID* Government-Owned) 






C-3

Equipment (Leased by Government)







C-4

Equipment (Non-EAID Government-Owned)






C-5

Material









C-6

Automatic Data Processing Equipment (ADPE)




*Equipment Authorization Inventory Data

APPENDIX C-1

GOVERNMENT FURNISHED FACILITIES
(LIST THE BUILDING NUMBER AND LOCATION, TYPE OF FACILITY, AND AMOUNT OF SPACE PROVIDED.  PROVIDE FLOOR PLAN IN APPENDIX B.)

The following list of square footage is intended to be used as an estimate only.  Facilities or parts thereof provided to the contractor will be shown to the contractor prior to contract implementation.

Facility Number
Street Address
Description
Square Feet
















APPENDIX C-2

GOVERNMENT FURNISHED

EQUIPMENT (EAID GOVERNMENT-OWNED)
The Government will provide the contractor the following vehicles.  Equipment other than vehicles are listed on the attached Custodian Authorization/Custody Receipt Listing (CA/CRLs).  The contractor will be provided updated CA/CRL’s prior to contract start date.  Additional equipment requirements to accomplish duties in this SOW shall be the contractor’s responsibility.

Type Vehicle
Registration Number










APPENDIX C-3

GOVERNMENT FURNISHED

EQUIPMENT (LEASED BY GOVERNMENT)
1.  EQUIPMENT:
Description
Serial Number
Location
Quantity


























2.  VEHICLES (Leased from Government Services Administration):
Type Vehicle
Registration Number
















APPENDIX C-4

GOVERNMENT FURNISHED

EQUIPMENT (NON-EAID GOVERNMENT-OWNED)

1.  TOOLS.  Tools listed below will be provided to the contractor by the Government at the start of the contract. Additional tool requirements to satisfy this SOW are the responsibility of the contractor.  An inventory shall be conducted prior to the start of the contract. 

National Stock Number
Description
Quantity
Location
















2.  OFFICE FURNITURE.  Furniture listed below will be provided to the contractor by the Government at the start of the contract.  Additional furniture requirements to satisfy this SOW are the responsibility of the contractor.  An inventory of all furnished office equipment shall be conducted prior to the start of the contract.

Item
Description
Quantity
Bldg-Room











2.  APPLIANCES.  Appliances listed below are installed in facilities and will be managed and maintained by the contractor.  An inventory of all appliances shall be conducted prior to the start of the contract.  (THE INSTALLATION MAY WANT TO USE THE MASTER APPLIANCE LISTING FOR THE INVENTORY AND REPLACE THE SERIAL NUMBER COLUMN WITH QUANTITY AND DELETE THE LAST COLUMN.)
Description
Serial Number
Category

(MFH/UH)
Bldg-Room











4.  EQUIPMENT.  Equipment listed below will be provided to the contractor by the government at the start of the contract.  Additional equipment requirements to satisfy this SOW are the responsibility of the contractor.  An inventory of all government-furnished equipment shall be conducted prior to the start of the contract.

National Stock Number
Description
Quantity
Location
















APPENDIX C-5

GOVERNMENT FURNISHED

MATERIAL

(use only if the government will furnish materials for contractor use) 

Materials available to perform the duties of the SOW will be provided by the Government for contractor use.  The contractor shall be responsible for keeping enough materials on hand for the performance of the contract according to its terms by placing orders through the Standard Base Supply System (SBSS) or local purchase through base contracting using operating funds provided by the Government.

National Stock Number
Description
Quantity
Location
















APPENDIX C-6

GOVERNMENT FURNISHED

AUTOMATIC DATA PROCESSING EQUIPMENT (ADPE)

The below ADPE listing shows equipment that will be furnished for the contractor’s use.  All equipment shall be returned at the termination of the contract in the amount and condition as at the start of the contract, fair wear and tear as determined by the contracting officer will be considered.  A current inventory shall be provided at the contract start showing any additions or deletions to the ADPE listing. 

Work Station
Device
Device Serial Number
Building-Room 

1
Central Processing Unit (CPU),

No-Brand
765567
1143-7


Monitor, Won’t Work Brand
910283



Keyboard, Lexmark
2345678



Mouse, Microsoft
3456789



Glare Shield, Smyt
NA



Fax Modem, XGT
567X34


2
Printer, High Speed
90865
1143-8











APPENDIX D

FORMS, REPORTS, AND SUBMITTALS
REQUIRED REPORTS

Title of Data Item
Subtitle
Authority

Inventory of Cross-Connection Control and Backflow Prevention System Report
AF Form 848
DI-MISC-80592A

Space Use of Real Property Facilities Report
AF Form 920
DI-TCSP-80715

Facility Disposal Request
AF Form 300
DI-TCSP-80717

Environmental Compliance Assessment and Management Program Action Plan Report

DI-MGMT-80898

Disaster Preparedness Exercise Evaluation Report

DI-MISC-80394

Polychlorinated Biphenyl (PCB) Inventory Report

DI-MISC-80413B

Hazardous Materials Management Program Plan

DI-MGMT-81398

Pest Control Summary Report
DD Form 1532
DI-MISC-80228

REQUIRED SUBMITTALS

Title
Submitted To
Frequency
Reference

Financial Annual Budget Request
Government
Annual (INSERT DUE DATES)
SOW Paragraph 1.

Real Property Inventory and Inspection Reports
Government
Within 10 days after completion 
SOW Paragraph 1.1.1.

Installation and Support Report
(INSERT MAJCOM)
Annual (with Financial Plan)
SOW Paragraph 1.2.

Sample INS Plan
Government
Within 10 days after contract start date
SOW Paragraph 1.2.

Accounts Receivable Monthly Report
DAO
Monthly (INSERT DUE DATES)
SOW Paragraph 1.2.4.2.

Cash Collection Vouchers
Finance Office
Monthly (INSERT DUE DATES)
SOW Paragraph 1.3.1.

Cost-Tracking Plan
Government
Within (INSERT NUMBER) days after contract start date
SOW Paragraph 1.4.1.6.

Additional Telephone Line Requests
Comm Sq. or

Contractor
As necessary
SOW Paragraph 3.2.3.

Property Control System
Government
Within 30 days after contract award or pre-performance conference, whichever is later
SOW Paragraph 3.5.

Manning Responsibility
Government
Starting with 1st day of the performance period
SOW Paragraph 4.1.

Phase-In Schedule
Contracting Officer
Thirty (30) days before contract start date
SOW Paragraph 4.1.1.

Quality Control Program Plan
Government /

Contracting Officer
(INSERT DUE DATES)
SOW Paragraph 4.5.2.

Base Activity Meeting Reports
Government
As Requested
SOW Paragraph 4.6.

Correspondence Replies
(INSERT MAJCOM)
As required
SOW Paragraph 4.7.2.

Crisis Management Plan
Government and Contract Officer
Within 10 days after contract start date
SOW Paragraph 4.12.

Essential Crisis Management Personnel List
Government and Contract Officer
Within 10 days after contract start date
SOW Paragraph 4.12.

5. FORMS

The contractor shall use the forms where specified as "Mandatory".  Where a form is specified as "Advisory", the contractor shall develop an electronic form with the same critical data fields as the Air Force developed form.  The same title or heading shall be used for all contractor developed forms.  The statement "This contractor developed form replaces (INSERT FORM NUMBER)" and the date the form was developed shall be placed in a footer on each page of the electronic form.  Contractor developed forms must be approved by the Government representative and QA before the contractor may use the new form.  The contractor is encouraged to develop more efficient methods of documenting data.  

Form
Title
Mandatory (M)/

Advisory (A)

DD Form 250
Material Inspection and Receiving Report
A

DD Form 448
Military Interdepartmental Purchase Request
M

DD Form 1131
Cash Collection Voucher
M

DD Form 1144
Support Agreement
M

DD Form 1149
Requisition and Invoice/Shipping Document
M

DD Form 1155
Order for Supplies or Services
A

DD Form 1348
DoD Single Line Item Requisition System Document
M

DD Form 1410
Family Housing Inventory and Occupancy Report
M

DD Form 1411
Family Housing Inventory Designation and Assignment Report
M

DD Form 1574
Serviceable Tag - Material
M

DD Form 1577
Unserviceable (Condemned) Tag - Material
M

DD Form 1577-2
Unserviceable (Reparable) Tag - Material
M

DD Form 2085
Unaccompanied Personnel Housing Inventory and Utilization Data
M

DD Form 2220
DoD Registered Vehicle and Installation Tab
M

DD Form 2405
General and Flag Officer Quarters Management Report
M





DRMS Form 1930
Hazardous Waste Profile Sheets
M





AF Form 9
Request for Purchase
M

AF Form 103
Base Civil Engineering Work Clearance Request
A

AF Form 172
Tank Inspection Summary
A

AF Form 269
Electrical Facilities Safe Clearance
A

AF Form 327
Base Civil Engineer Work Order
A

AF Form 332
Base Civil Engineer Work Request
A

AF From 487
Emergency Generator Operating Log (Inspection and Testing)
A

AF Form 491
Cathodic Protection Operating Log for Impressed Current Systems
A

AF Form 561
Base Civil Engineer Weekly Work Schedule
A

AF Form 592
USAF Welding, Cutting, and Brazing Permit
A

AF Form 594
Application and Authorization to Start, Stop, or Change Basic Allowance for Quarters (BAH) or Dependency Redetermination
M

AF Form 601
Equipment Action Request
M

AF Form 616
Fund Cite Authorization (FCA)
M

AF From 637
Base Civil Engineer(BCE) Job Order Log
A

AF Form 714
Customer Complaint Record
A

AF Form 719
Historical Record Diesel Electric Generators and System
A

AF Form 731
Crankshaft Deflection Record
A

AF Form 734
Cylinder Liner and Ring Wear Record
A

AF Form 801
Quality Assurance Evaluator Schedule
A

AF Form 802
Contract Discrepancy Report
A

AF Form 813
Request for Environmental Impact Analysis
A

AF Form 819
Invoice or Claim
A

AF Form 843
Backflow Prevention Inspection Data 
A

AF Form 844
Backflow Prevention (Vacuum Breakers) Inspection Data
A

AF Form 845
Cross-Connection Information
A

AF Form 848
Inventory of Cross-Connection Control and Backflow Prevention Devices
A

AF Form 919
BCE In-service Work Plan Work Sheet
A

AF Form 995
Gate Valve/Hydrant Record
A

AF Form 998
Daily Pumping Station Activity Record - Water
A

AF Form 1027
Water Flow Test Record
A

AF Form 1081
BCE Work Request/Work Order register
A

AF Form 1163
Monthly High Temperature Water Distribution Operating Log
A

AF Form 1165
Monthly High Temperature Water Plant Operating Log
A

AF Form 1167
Daily Power Plant Operating Log (Diesel - Electric)
A

AF Form 1199
USAF Restricted Area Badge
M

AF Form 1219
BCE Multicraft Job Order
A

AF Form 1295
USAF Ground Fuel Identaplate
M

AF Form 1327
Temporary Redistribution of Government Housing
A

AF Form 1442
Engineering Analysis
A

AF Form 1445
Materials and Equipment List
A

AF Form 1457
Water Treatment Operating Log for Cooling Tower Systems
A

AF Form 1458
Daily Steam Plant Operation Log
A

AF Form 1459
Water Treatment Operating Log for Steam and Hot Water Boilers
A

AF Form 1460
Water Utility Operating Log (Supplemental)
A

AF Form 1461
Water Utility Operating Log, (General)
A

AF Form 1462
Water Pollution Control Utility Operating Log (General)
A

AF Form 1463
Water Pollution Control Plant Operating Log (Supplemental)
A

AF Form 1464
Monthly Steam Boiler Plant Operating Log
A

AF Form 1686
Cathodic Protection Operating Log for Sacrificial Anode System
A

AF Form 1687
Leak/Failure Data Record
A

AF Form 1688
Annual Cathodic Protection Performance Survey
A

AF Form 1689
Water Tank Calibration
A

AF Form 3000
Material Approval Submittal
A

AF Form 3507
Diesel Engine Inspection Data
A

AF Form 3508
Diesel Cylinder Compression and Firing Tests
A

AF Form 3509
Daily Power Plant Operating Log (Gas Turbine - Electric)
A

AF Form 3826
Quarterly Cost Report for General Officer Quarters, Version 1
M

APPENDIX E

ABBREVIATIONS/ACRONYMS
AAFES
Army & Air Force Exchange Service

ABW
Air Base Wing

ACP
Architectural Compatibility Plan

A/E
Architectural and Engineering

ADCCP
Advanced Data Communications Control Procedures

ADO
Activity Distribution Office

ADPE
Automated Data Processing Equipment 

AF
Air Force

AFB
Air Force Base

AFCAT
Air Force Catalog

AFCC
Air Force Communications Command

AFCCR
Air Force Communications Command Regulation

AFCESA
Air Force Civil Engineer Support Agency

AFCOMS
Armed Forces Commissary Service

AFCOMSEC
Air Force Communications Security

AFCSC
Air Force Cryptologic Support Center

AFDD
Air Force Doctrine Document

AFDIR 
Air Force Directory

AFEMS 
Air Force Equipment Management System

AFEPL 
Air Force Electronic Publishing Library

AFI
Air Force Instruction

AFIND
Air Force Index

AFM 
Air Force Manual

AFMAN
Air Force Manual

AFMC
Air Force Materiel Command

AFNCC
Air Force Network Control Center

AFOSH
Air Force Occupational Safety and Health

AFP
Air Force Pamphlet

AFPAM 
Air Force Pamphlet

AFPD
Air Force Policy Directive

AFPDC 
Air Force Publishing Distribution Center

AFPDL 
Air Force Publications Distribution Library 

AFR 
Air Force Regulation (Obsolete Designation)

AFRP 
Air Force Recurring Periodical

AFS
Air Force Station  (See AS)

AFSPACECOM
Air Force Space Command 

AFSPC
Air Force Space Command

AFSSM
Air Force Systems Security Memorandum 

AFTO
Air Force Technical Order

AFVA 
Air Force Visual Aid

AIS
Automated Information System

ALC 
Air Logistics Center

AS
Air Station (Replaced AFS)

ASAP
As Soon As Possible

ATOMS 
Automated Technical Order Management System

ATR
Acceptance of  EMSEC Risk

ATS
Administrative Telephone System

AUTODIN
Automatic Digital Information Network 

AUTOVON 
Automatic Voice Network  

BAH
Basic Allowance for Housing

BAQ
Basic Allowance for Quarters

BCE
Base Civil Engineer

BCP
Base Comprehensive Planning

BEEF
Base Engineer Emergency Force

BER
Budget Execution Review

BES
Bioenvironmental Engineering Services

BES
Budget Estimate Submission

BITS 
Base Information Transfer System

Bldg
Building

BPAC
Base Project Account Code

BRAAT
Base Recovery After Attack Training

BTODO 
Base Technical Order Distribution Office

BUR
Built-Up Roof

CA/CRL 
Custodian Authorization/Custody Receipt Listing

CAD
Computer Aided Drafting

CADD
Computer Aided Drafting Design

CAIB
Community Action Information Board

CAR 
Customer Account Representative

CAS-LAN
Command Automation System Local Area Network

CBWD
Chemical, Biological Warfare Defense

CC
Commander

CCD
Camouflage, Concealment, and Deception

CDR 
Contract Discrepancy Report

CDRL
Contract Data Requirements List

CD-ROM
Compact Disk-Read Only Memory

CE
Civil Engineer (USAF)/Civil Engineering

CECORS
Civil Engineering Contract Reporting System

CEMAS
Civil Engineering Material Acquisition System

CERCLA
Comprehensive Environmental Response Compensation and Liability Act

CFC
Chloroflurocarbons

CFR
Code of Federal Regulations

CLIN
Contract Line Item Number

CO
Contracting Officer

COCESS
Contract Operated Civil Engineer Supply Store

COE
Corps of Engineers (US Army)

COM
Change of Occupancy Maintenance

COMSEC
Communications Security

CONUS
Continental United States

COPARS
Contractor Operated Parts Store

COS
Certificate of Service

CPU 
Central Processing Unit

CQA
Chief Quality Assurance 

CRO 
COMSEC Responsible Officer

CRP
Community Relations Plan

CSB
Computer Support Base

CSL
CEMAS Stock List

CTL
Construction Technical Letters

DAC
Disability Awareness Committee

DAO
Defense Accounting Office

DCG
Disaster Control Group

DDN
Defense Data Network

DERA
Defense Environmental Restoration Account (IRP $)

DET
Detachment

DFAS
Defense Finance and Accounting Service

DISN
Defense Information Switching Network (Old AFNET)

DLA 
Defense Logistics Agency 

DLM 
Depot Level Maintenance

DMIS
Departmental Management Information System

DOD 
Department of Defense

DOD or DD 
Department of Defense

DODD 
DOD Directives

DODI 
DOD Instructions

DODISS 
DOD Index of Specifications and Standards and Current Supplements

DODM 
Department of Defense Manual

DODR 
Department of Defense Regulation

DODS 
Department of Defense Standard

DP 
Disaster Preparedness

DRMO 
Defense Reutilization and Marketing Office

DSN 
Defense Switch Network (formerly AUTOVON)

DUERS
Defense Utility Energy Reporting System

EA
Environmental Assessment (under EIAP)

EAID 
Equipment Authorization Inventory Data

EAL 
Entry Authorization List

ECAMP
Environmental Compliance Assessment and Management Program

ECIP
Energy Conservation Investment Program

ECP
Environmental Compliance Program

EDSC 
Engineering Data Service Center

EEIC
Element of Expense Investment Code

EET
Exercise Evaluation Team

EIAP
Environmental Impact Analysis Process

EIS
Environmental Impact Statement (under EIAP)

EMCS
Energy Management Control System

EMP
Electromagnetic Pulse

EMSEC
Emission Security

EMSG
Energy Management Steering Group

EPA
Environmental Protection Agency

EPC
Environmental Protection Committee

EPDM
Ethylene Propylene Diene Monomer

EPCRA
Emergency Planning and Community Right-To-Know Act

ETL
Engineering Technical Letters

FAA
Federal Aviation Administration

FAAC
Functional Area Agreement Coordinator

FAC 
Functional Area Chief

FAR 
Federal Acquisition Regulation

FAS
Functional Area Staff

FB 
Facilities Board

FCA
Fund Cite Authorization

FCO 
Field Change Order

FEP
Facilities Excellence Plan

FIFRA
Federal Insecticide, Fungicide, and Rodenticide Act

FIM
Facility Investment Matrix

FMO
Furnishings Management Office

FOIA
Freedom of Information Act

FOUO 
For Official Use Only

FSC 
Federal Supply Catalog or Federal Supply Classification

FSDC
Fire Safety Deficiency Code

FUB
Facility Utilization Board

GFE 
Government-Furnished Equipment

GFP 
Government-Furnished Property 

GMT
Greenwich Mean Time, same as Universal Time and Zulu Time

GOQ
General Officer Quarters

GPO
Government Printing Office

GSA 
General Services Administration

GSU 
Geographically Separated Unit

HAZMAT
Hazardous Material

HCP
Housing Community Plan

HEMP
High Altitude Electromagnetic Pulse

HFC
Hydrochlorofluorcarbons

HM
Hazardous Material

HMA
Housing Market Analysis

HQ 
Headquarters

HTSA 
Host-Tenant Support Agreement

HVAC
Heating, Ventilation, and Air Conditioning

HW
Hazardous Waste

HWMP
Hazardous Waste Management Plan

IAW
In Accordance With

ID
Identification

IDIQ
Indefinite Delivery, Indefinite Quantity

IEEE
Institute of Electrical and Electronics Engineers

IFB
Invitation for Bid

IG 
Inspector General

IMPAC
International Merchant Purchase Authorization Card

INS
Installation and Support

IPM
Integrated Pest Management

IR
Information Repository

IRP
Installation Restoration Program

ISDN
Integrated Services Digital Network

ITK
Individual Tool Kit

IWIMS-ES
Interim Work Information Management System

IWIMS-ES
Interim Work Information Management System-Environmental Subsystem

IWP
In-service Work Plan

LAN
Local Area Network

LBP
Lead-Based Paint

LEPC
Local Emergency Planning Committee

LMR
Land Mobile Radio

LQA
Living Quarters Allowance

LUC
Labor Utilization Codes

MAJCOM
Major Command

MAP
Management Action Plan

MCP
Military Construction Program

MFH
Military Family Housing

MH
Man Hours

MICRO-PAVER
Micro Computer Based Pavements Maintenance Management System

MILCON
Military Construction

MILSTD
Military Standard

MIL-STD 
Military Standard

M&R
Maintenance and Repair

MSDS
Material Safety Data Sheets

MWR
Morale, Welfare, Recreation

NAC 
National Agency Check

NAF
Nonappropriated Funds

NCO
Noncommissioned Officer

NEC
National Electrical Code

NEPA
National Environmental Policy Act

NESHAPS
National Emission Standards for Hazardous Air Pollutants

NETA
National Electric Testing Association

NFARS-U
NORAD Forward Automatic Reporting System Upgrade

NFPA
National Fire Protection Association

NIOSH
National Institute for Occupational Safety & Health

NLT 
Not Later Than

NOV
Notice of Violation

NPDES
National Pollution Discharge Elimination System

O&M 
Operations and Maintenance

ODS
Ozone Depleting Substance

OEA
Open Enforcement Action

OI
Operating Instruction

OJT
On-the-Job Training

OLDS
Ozone Layer Depleting Substances

OMB
Office of Management and Budget

OMCS
Operational Management and Control System

Oplan
Operations Plan

OPR 
Office of Primary Responsibility

OPSEC 
Operations Security

ORI 
Operational Readiness Inspection

OSHA 
Occupational Safety and Health Administration 

OSI
Office of Special Investigations

OSS 
Operations Support Squadron 

OT&E 
Operational Test & Evaluation

Para
Paragraph

PCB
Polychlorinated Biphenyl’s

PCMS
Project by Contract Management System

PCO 
Procuring Contracting Officer

PCS
Permanent Change of Station

PDC
Programming, Design, and Construction

PDO 
Publications Distribution Office

PE
Professional Engineer

PM 
Preventive Maintenance

PMI 
Preventive Maintenance Inspection

POC 
Point of Contact 

POL
Petroleum, Oils, and Lubricants

PPBS
Planning Programming and Budget System

PWS 
Performance Work Statement

QA 
Quality Assurance

QAE
Quality Assurance Evaluator

QAP 
Quality Assurance Program

QASP 
Quality Assurance Surveillance Plan

QC 
Quality Control

QCI
Quality Control Inspector

QCP
Quality Control Plan

QDR 
Quality Deficiency Report

QIC
Quarters Improvement Committee

QPM 
Quality Performance Measurement

RA
Registered Architect

RAC
Risk Assessment Code

RAMP
Requirements and Management Plan

RC
Readiness Council

RC/CC
Responsibility Center/Cost Center

RCRA
Resource Conservation and Recovery Act

RDD
Required Delivery Date

READY
Resource Augmentation Duty Program

RFI
Request for Information

R&M
Reliability & Maintainability

RFP
Request for Proposal

RFQ
Request for Quotation

RPAO
Real Property Accountable Officer

RPIE
Real Property Installed Equipment

RPMA
Real Property Maintenance Account

RPMC
Real Property Maintenance by Contract

RPR
Real Property Records

RPSE
Real Property Similar Equipment

RRI
Reimbursement/Refund Indicator

RS
Required Service

RWP
Recurring Work Program

SA
Support Agreement

SABER
Simplified Acquisition of Base Engineering Requirements

SAV
Staff Assistance Visit

SBA
Small Business Administration

SBSS 
Standard Base Supply System

SF
Standard Form

SOW 
Statement of Work

SRC
Survival Recovery Center

SRR
Survival Recovery Record

SRS
Service Requirements Summary

SSN 
Social Security Number

STD 
Standard

SUP 
Supplement

SWMP
Solid Waste Management Plan

SWPPP
Storm Water Pollution Prevention Plans

TA 
Table of Allowance

TBD 
To Be Determined

TDY
Temporary Duty

TEMPESTxe “TEMPEST”
Transient Electromagnetic Pulse Standard; now called EMSEC, Emission Security

TLA
Temporary Lodging Allowance

TLF
Temporary Lodging Facilities

TO 
Technical Order 

TRI
Toxic Release Inventory

U.S.C.
United States Code

UBC
Uniform Building Code

UH
Unaccompanied Housing

UHMW
Ultra-High Molecular-Weight

UNCOQ
Unaccompanied Noncommissioned Officer Quarters

UOQ
Unaccompanied Officer Quarters

UPC
Uniform Plumbing Code

UPS
Un-interruptible Power Supply

US
United States

USAF 
United States Air Force

USPSxe “USPS” 
United States Postal Service

VAQ
Visiting Airman Quarters

VASI
Visual Aid Slope Indicator

VCO
Vehicle Control Officer

VHA
Variable Housing Allowance

VIP
Very Important Person

VOQ
Visiting Officer Quarters

VTCN
Video Teleconferencing

WAN
Wide Area Network

WAP
Waste Analysis Plan

WIMS
Work Information Management System

WMP
War and Mobilization Plan

WORB
Work Order Review Board

XP
MAJCOM office in charge of all resource programming

Y2K
Year 2000

Z 
Zulu Time

APPENDIX F

TRANSITION PLAN

(THIS IS A SAMPLE OF A TRANSITION PLAN TO TRANSITION FROM GOVERNMENT TO CONTRACTOR OPERATIONS.  USE AS A SAMPLE TO DEVELOP YOUR OWN BASE UNIQUE STRATEGY. Define how long the incumbent work force will remain working and define what the incumbent work force's responsibilities are.  Define who determines if the contractor has sufficiently demonstrated the capability of assuming responsibility for a functional area.  Spell out who the "advisors" are and whether or not they are the same individuals listed in paragraph 1.2 below.  Require contractor’s work leaders and managers to arrive during the mobilization period so they can observe the entire incumbent work force while it is still fully operational.)
1.  TRANSITION PLAN.  The contractor shall assume responsibility for all functions, identified in the SOW, within (insert number) days after contract start date.  The contractor shall ensure full manning is available in each functional area according to submitted proposals to observe, interface, and work with the incumbent work force, starting with the first day of the performance period.  The contractor shall provide and maintain properly trained, qualified, and/or certified personnel; starting with the first day of the performance period.

1.1.  Personnel mobilization and training shall take place prior to assuming responsibility for each function.  During the mobilization period the contractor employees may observe the incumbent work force.  Not later than five days prior to the start of the basic contract period, the contractor and a government representative shall conduct a joint inventory of all government-furnished items: facilities, equipment, materials, ADPE, tools, and vehicles listed in Appendix C.  The contractor shall assume full responsibility for these inventories upon completion.

1.2.  During the (insert number) day transition period, incoming employees shall work with the incumbent work force of remaining personnel until they are capable of assuming full responsibility for the operation, as determined by the government In Accordance With (IAW) the contractor’s proposed mobilization plan, as submitted.  During the period prior to contractor full assumption of responsibility, where both Government and contractor employees are assigned to a functional work area, the government retains responsibility for work performed, but will not act in a supervisory capacity over contractor employees.  The contractor’s mobilization/transition plan shall describe how and when assumption of these responsibilities will occur and include a schedule of transition/incremental assumption data.  The intent of this transition period is to efficiently and gradually transfer functional/mission responsibility from the government to the contractor.  The contractor shall be able to accomplish all the responsibilities without the aid of the government work force by the full assumption date.

1.3.  It is the Government's intention to withdraw its work force within (insert number) days after the contract start date.  Upon withdrawal of the government work force the Government will make its transition advisors available to the contractor for up to (insert number) days from the contract start date.  The Government will supervise the transition work force.  The transition advisors will work closely with the contractor to provide explanation in any unique aspects relative to the installation and civil engineer mission.  The government advisors and other government work force are not in any manner being made available to instruct or enhance the contractor personnel in their qualifications.  The Government will withdraw the transition advisors from each section as the contractor becomes fully functional.  The number of government advisors shown below could vary based on a government determination of contractor needs.

2.  The proposed transition advisors to aid during the (insert number)-day transition period are listed below (a breakout of expertise within each functional area should be provided).
APPENDIX G

SUGGESTED  PROPERTY AND FINANCIAL MANAGEMENT SERVICES CLIN STRUCTURE:

We suggest a simplified CLIN structure that reflects the major headings in the Service Delivery Summary.  Attempting to include line items for each performance objective or performance measure leads to an unmanageable number.

6. SECTION B

BID SCHEDULE

CONTRACT LINE ITEM NO. (CLIN)
SUPPLIES/SERVICE
QTY
UNIT
UNIT

PRICE
AMOUNT

0001
NONPERSONAL SERVICES:

Provide all supervision, personnel, equipment, transportation, material, and other items and services necessary to perform Property And Financial Management services at (INSERT INSTALLATION) for the period (INSERT PERFORMANCE PERIOD) in accordance with the Statement of Work.





0001AA
Provide Real Property Accountability
12
MO
______
________

0001AB
Provide Operations Budgets And Finance
12
MO
______
________

0001AC
Provide Housing Budgets And Finance
12
MO
______
________

0001AD
Provide Status Of Funds
12
MO
______
________


TOTAL CLIN 0001 
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