REAL PROPERTY

TASK ORDER INSTRUCTIONS 

 STATEMENT OF WORK TEMPLATE

PRICE SCHEDULE

BACKGROUND:  A Blanket Purchase Agreement (BPA) was awarded to furnish bases the means to have a contractor perform a base survey/inventory, recommend and make approved changes to real property (RP) records and to provide updated facility drawings 

While it will be a major advantage to all to have the records updated, there will be a lot of involvement from base personnel.  The level/amount of involvement will depend on which items are included in your specific TO.  The Real Property Officer (RPO), a realty specialist, an engineer, a draftsman, organizational commanders, facility (building) managers, and knowledgeable members of the operations flight will all be involved.   

Some advanced planning is required.  The RPO should brief the Facilities Board (FB) regarding the purpose of the contract and the expected changes in the RP files.  Emphasize that support from organizational commanders, facility managers, and Civil Engineer staff will be of major importance.  Also, obtain approval from FB to make any general housekeeping changes to the RP records (i.e., minor square footage changes, user changes, category code changes, etc).  A listing of these changes may later be furnished to the FB to insure there is a record of approval of the changes.

The Installation Technical Representative (ITR) should be a person from the installation who is extremely familiar with the requirements of the TO.  It is recommended that this person be the installation real property officer.

The ITR will be responsible for insuring the contractor fulfills the requirements of the contract, as well as insuring the contractor has the complete support of the installation.  The ITR (or designated representative) would coordinate any contractor requirements and insure any records, drawings, informed personnel, etc, are available, as required by the contractor.

Someone within the Engineering Flight should be designated to review all recommendations for condition code changes.  The recommendations should pass through the Real Property Officer to the Engineer Flight.

INSTRUCTIONS:

1.  Use the attached task order statement of work (SOW). 

Fill in the following information:

First page, enter date of SOW and the period of performance of this requirement

Paragraph, 1.1, enter your organization address

Paragraph, 1.2, enter the background/objective of requirement

Paragraph 1.3, enter the scope of requirement

Paragraph 2.1.6, mark “X” in the block if you wish to acquire ACES input.

Paragraph 2.3.1, enter the any travel costs; if no travel costs, enter “N/A”

Paragraph 3.1, enter any material or equipment to be provided; if no GFM, enter “N/A”

Paragraph 3.2, enter the place of performance

Paragraph 3.3, enter the hours of work

Paragraph 3.4, enter the name of the Installation Technical Representative (ITR)

2. Use the attached bid schedule to estimate funding:  

Estimated square footage of your requirement x $.15/SF, plus $44/hr x estimated hours for ACES input, plus estimated travel costs, plus GSA 3% surcharge.  (Surcharge is applied to the total costs)

To determine travel costs, contact the Integraph Solutions Group:

Mr. Wayne Balthazrr

 (334) 215-7168 or (334) 271-4741

Address MIPR to GSA:  

Teresa Carrington (404) 331-7838

US General Services Administration

401 W. Peachtree Street, Suite 2700

Atlanta, GA 30308

FAX:  (404) 331-3628

Send all documents (including certified MIPR) to the AFCESA Client Representative identified in the SOW.  AFCESA will forward to GSA for award.


Task Order Statement of Work Format

STATEMENT OF WORK

FOR

Information Technology and Knowledge Management 

of 

Real Property Records ACES Update 
	Task Order ID: 4TFG570303730

SOW Version:  1      Date:   __________
	GSA Reps:

ITM/Contracting Officer

Teresa Carrington

Phone:  (404) 331-7838

FAX:  (404) 331-3605

teresa.carrington@gsa.gov
ITM/Contracting Officer                          Vickie Gassman                                     Phone:  (404) 331-5687                                 FAX:  (404) 331-3605                             vickie.gasman@gsa.gov
ITM/Contracting Officer

Angie Rogero

Phone:(404) 331-0234

FAX: (404) 331-3605

angie.rogero@gsa.gov 

	Client Org: 

Ms Brenda Straw

HQ AFCESA/CEOM

139 Barnes Drive, Suite 1

Tyndall AFB, FL 32403-5319

(850) 283-6119/ FAX (850) 283-6336

Brenda.straw@tyndall.af.mil
	Client Rep: 

Ms. Patricia Coyle

HQ AFCESA/CEOK

139 Barnes Drive, Suite 1

Tyndall AFB, FL 32403-5319

(850) 283-6452/FAX (850) 283-6336

patricia.coyle@tyndall.af.mil

	Project Name:  Information Technology and Knowledge Management of Real Property Records Update
	Period of Performance: date of award through ___________.

	Type:  Firm Fixed Price 
	


1.  INTRODUCTION.
1.1.  Organization.

(Customer organization and address.)

1.2.   Background and Objective.

         (Brief description)

1.3.  Scope.



(Brief description)
2.  TECHNICAL SERVICES REQUIRED
2.1.  Description of Specific Task Order Requirements.  Inventory existing Real Property.
2.1.1.  Summary Status Reports:  Provide weekly progress reports to the ITP for each TO.  The report shall be complete with all project data information to include project background, current level of effort, resolution of prior open items, and identification of all open items remaining.  The percentage of work accomplished and the percentage of work expensed to date shall be indicated.  All information shall be maintained in an electronic database (compatible with Microsoft Office Professional and CAD system, current versions) facilitate summary retrievals.

2.1.5.  Conduct Comprehensive Real Property Inventory Reconciliation:  Review

documentation and conduct site visits to identify, validate, and reconcile installation

real property records.  Develop a comprehensive effort that uses the approaches 

(and contains the components) described in sections below.

2.1.2.  Develop Survey Form:  Develop a draft survey report form requesting

the information required to complete the inventory.  The draft survey shall be developed by the contractor by the time of the “Kickoff” meeting and submitted to the base ITR for approval.  The form should be easily understood and include all of the quantitative and qualitative information required to complete the study.  

2.1.3.  Obtain Reference Materials:  Locate and obtain the appropriate facility use

information for use in the preparation of the inventory.  Some of the information shall

be available through the Base Civil Engineer point of contact for this project while

others shall be available from Air Force web sites or other sources.  Real property documents shall be provided by the installation. 

2.1.4.  Inventory Existing Real Property Assets and Databases:  The contractor shall conduct an inventory of all space in designated buildings.  The contractor shall

survey every aspect of the real property data to include, but not limited to, query existing inventories, identify updates, and justify corrections (change category code).               The contractor shall perform a physical assessment of facilities, structures, buildings, and utilities to determine correct units of measure (building = sq. ft. or heat plant = MBTU).  The specific facilities to be inventoried and evaluated are identified in Attachment 3.  Government Furnished Materials (GFM) consists of real property records, floor plans, etc., to support the inventory.  Contractor is to identify any exceptions to the accuracy of the GFM for correction.  The inventory should identify total square footage by category (usage) and condition of the facility. (Suggested worksheet is at Attachment 7).  The contractor shall schedule arrangements with appropriate organizational POCs to inventory facilities.  Validation of utility information shall include a thorough record review as well as a site visit necessary to validate records and type of construction.  Contractor shall be accompanied by a knowledgeable base CE operations person.

Validate Category Codes: Use the ACES real property data files as the preliminary source of facility information.  However, real property records should indicate the category code based on the actual use and type of facility and may not depict the existing facility space allocations.  The contractor should use building drawings and floor plans to identify discrepancies that exist between the ACES real property data and the actual space-use (category code breakdown) for a facility and recommend corrective action to the base.  The drawings should be updated, with changes in space-use and square footage annotated.  (See Atch 6 of BPA SOW)

Assess Condition Codes:  Assess real property condition code assigned to each of the facilities in the study, to include a “limited’ evaluation of the physical condition, utilities and functional use.  By ‘limited” evaluation it is meant the contractor shall visually inspect the facility and gather information from the commander and the building manager as to the condition.  The contractor shall identify any conditions that may warrant further investigation on the part of the installation.  The level of effort envisioned for this task would involve an average of two hours per facility in the study area.

Validate Inventory Control Codes:  Identify building use/organizational locations by facility.  Subdivided space in each facility shall have its own data record, assignment and division of a single facility among different users without creating new graphic records each time a space is subdivided, unless it adds changes SF.  This usage should be identified on the individual floor plans, as well as any unused space or any space that is unusable; i.e., hallways.  (See Atch 6 of BPA SOW)

Validate Findings: Meet with each organization building manager, organizational commander and the ITR, or designated representative, as required, to review the survey data worksheets and the “corrected” floor plan.  (Sample floor plan and survey data worksheets are at Attachment 6 and 7 of BPA SOW).

2.1.5.  Conduct Comprehensive Real Property Inventory Reconciliation:  Review

documentation and conduct site visits to identify, validate, and reconcile installation

real property records.  Develop a comprehensive effort that uses the approaches 

(and contains the components) described in sections below.

 2.1.6.  (Optional) Update ACES:  Provide all validated discrepancies to the local real property officer and obtain approval by the ITR prior to input/finalization.  Schedule for data entry shall be coordinated with the ITR.  The contractor under the supervision of the local real estate specialist will do data entry into the ACES/RP system.  This contract shall not be considered complete until all approved changes by the ITR are entered into the ACES RP system.

2.2.  Deliverables.

2.2.1.  The contractor shall provide the following deliverables and provide a copy of the transmittal letter to the Contracting Officer.  This letter shall identify the files included or otherwise omitted (with an appropriate explanation), the contract and TO number and the ITR.

2.2.1.1.  Phase l Review:  The contractor is to have performed organizational interviews, conducted inventories of facilities, and updated floor plans.  Any information or actions required from the government to complete the project should be identified before this meeting takes place.  The performance period from the initial kickoff session to the Phase 1 review shall be 45 days.  The government shall provide written comments on the direction on the project within 10 days of the Phase 1 review.

2.2.1.2.  Phase 2 Review:  The contractor shall have essentially completed the inventory/evaluation of space-use, including update of drawings (floor plans) recommendations for condition code changes, and the majority of the real estate changes in ACES shall be essentially completed, except for the final polish work required to yield a finished project.  Substantial portions of the narrative and the graphics shall be complete. The meeting shall be held to review the project and to discuss any additional direction required by the contactor from the government before proceeding.  The performance period for the contact from the Phase 1 review comment receipt to the Phase 2 review shall be 45 days.  Government comments shall be provided within 10 days.

2.2.1.3.  Phase 3 Review:  The evaluation of space-use, updated floor plans, recommendations for changes of category codes, customer codes and condition codes shall be included in a narrative including recommendations, and appendices shall be essentially complete.  The reconciliation and input of the real property records should be complete.  Following the government’s review period, the contractor shall perform a site visit to address comments regarding the Phase 3 review.  The performance period for the contract from the Phase 2 review comment receipt to the Phase 3 review shall be 30 days.

2.2.1.4.  Final Review:  The Final review shall include the completed inventory results.  This submittal shall allow minor changes and edits to be made prior to the Final Submittal with Presentation.  The performance period for the contract task order from the receipt of  the Phase 3 review/comment to the Final submittal shall be 10 days.

2.2.1.5.  Final Submittal with Presentation:  After the Final review, the Final Submittal Package shall be submitted within 10 days. The contractor shall give a presentation at the base to discuss the recommendations in the study and explain the rationale used to reach those recommendations.  The contractor shall deliver the Final Submittal Package in an electronic and published 8-1/2” X 11” format including approved cover, table of contents, narrative, graphics, photographs, and appendices necessary to clearly communicate the background, findings, and recommendations.  All recommendations for all changes shall have appropriate validation and approval and justification approved by the ITR.  The report shall contain 11” x 17" foldout maps when appropriate to enhance the information presented. A CD-ROM and multiple spiral bound hard copies of the final product shall be delivered as specified in this task order. 

2.2.2.  Compatibility with Base Engineering Computer Systems:  The final deliverables shall be provided in a digital format that can be readily accessed and updated by installation personnel using their existing computer system software and training. Database should be compatible with the Base Level Engineer’s Drawing Application, such as Autocad 2000, to give personnel the ability to modify the pertinent study information for display, analysis, presentation, and to provide additional planning information to meet future requirements and mission changes.  The contractor devised data collection and analysis format may include ASCII Text, MS Office Professional Edition Version 97 or higher or over as appropriate for existing Civil Engineering ADP equipment.

2.2.3.  COPYRIGHT:  Any software and computer data/information developed as a component of this work effort shall have the following statement attached to documentation:  “This computer program is a work effort for the United States Government and is not protected by copyright (17 U.S. Code 105).  Any person who fraudulently places a copyright notice on, or does any other act contrary to the provisions of 17 U.S. Code 506(c) shall be subject to the penalties provided therein.  This notice shall not be altered or removed from this software and is to be on all reproductions.”

2.2.4.   Deliverables Matrix.

	Performance Objective
	SOW Para.
	Performance Threshold
	Method

Of 

Surveillance
	Incentive

	Phase 1 Review
	2.2.1.1
	Submitted within 45 days of kickoff meeting with 90% compliance with required interviews and inventories underway.
	Government Acceptance
	Full Payment of Delivery

	Phase 2 Review
	2.2.1.2
	Submitted within 45 days of receiving comments on Phase 1.  90% of inventories will be completed and the report drafted to include graphics.
	Government Acceptance
	Full Payment of Delivery

	Phase 3 Review
	2.2.1.3.
	Submitted within 30 days of receiving comments on Phase 2.  Required tasks 100% complete and required elements for the narrative in completed draft mode.
	Government Acceptance
	Full Payment of Delivery

	100% Review
	2.2.1.4.
	Submitted within 10 days of receiving comments on 90% Review.  Inventory 100% complete.
	Government Acceptance
	Full Payment of Delivery

	Final Submittal and Presentation


	2.2.1.5.
	Submitted within 10 days of receiving comments on 100% Submittal.  Reports and Presentation completed with 0 defects.
	Government Acceptance
	Full Payment of Delivery


2.3.  Reimbursable Costs.

All reimbursable costs must be authorized by the client representative and GSA representative, and be in conformance with task order or BPA requirements.

2.3.1.  Travel.

Travel may be required to fulfill the requirements of this task order.  All travel shall be approved in advance by the ITR and the GSA CO.   Locations and duration of travel cannot be established at this time.  Therefore, a travel budget will be established of Not To Exceed $____________.    The Contractor will only be reimbursed in accordance with the Federal Travel Regulations (FTR).  

2.3.2.  Other Direct Costs.  

This task order may require ODCs.  All ODCs must be approved in advance by the ITR and the GSA CO.  Those materials must be incidental to and associated with the overall functions being performed through the task order.  Since this is a task order issued off a BPA against a GSA Schedule, the successor vendor must have teaming partners with GSA Schedules or offer the materials directly on GSA schedule. Otherwise, it is considered an open market item and is limited to the recent GAO ruling regarding no open market items, exceeding $2,500, should be bought through the GSA Schedule.  The Contractor should always determine price reasonableness prior to selecting a teaming partner for materials.  The Contractor must maintain files in such a manner that the Contracting Officer could review them upon request to ensure compliance with federal procurement regulations.  

2.3.3.  Section 508 Compliance.

                   All information technology products acquired or developed by a federal agency after June 25, 2001, must be compatible with accessories that permit people with disabilities to use that equipment. These accessories include screen readers for the blind and telephone technology for deaf people. 

While agencies do not have to install assistive devices and technology in their offices until an employee with disabilities needs it, any office equipment bought after June 25, 2001, must meet specific standards so assistive devices can be attached if needed

"All electronic and information technology (EIT) procured through [fill in as appropriate:  contract, task order/delivery order, etc] must meet the applicable accessibility standards at 36 CFR 1194, unless an agency exception to this requirement exists.  36 CFR 1194 implements Section 508 of the Rehabilitation Act of 1973, as amended, and is viewable at http://www.section508.gov/accessible.html- Part 1194." (FAR 39.2)


The contractor shall indicate for each line item in the schedule whether each product or service is compliant or non-compliant with the accessibility standards at 36 CFR 1194.  Further, the proposal must indicate where full details of compliance can be found (e.g., vendor's website or other exact location).

3.0.  PERFORMANCE CRITERIA.

3.1.  Government Furnished Material (GFM).
3.1.1.  Government furnished material is required to fulfill the requirements of this task order.  The general government furnished material include the following material which shall be provided by the installation before or during the Kick Off meeting for each project/task order:


Material:  ______________


Equipment:  _________________
3.1.2.  ACES Data and Data Access:  The installation shall provide the contractor real property data.  Real Property records shall provide building condition codes, category codes, age constructed, gross square footage and using organization.  ADES usage will be sponsored by ITR to the local ACES systems administrator.

3.1.3.  Floor Plans:  The installation shall provide electronic drawing files and other maps depicting the basic floor plans for all facilities on the project list.  If all of the facility floor plans are not currently available, the contractor shall develop and provide them in an electronic format compatible with the installation. Discrepancies identified by the contractor shall be surveyed and accepted by the government prior to the completion of real property update. 

3.1.4.  Other Material:  The installation shall provide a list of Commanders and Organizational Points of Contact, the names and phone numbers of the building managers for facilities within the study area, and the list of the facilities to be specifically evaluated as part of the TO.

3.2.  Place of Performance.

Places of performance for this task order will be _________________.

3.3.  Hours of Work.
The hours of work for this task order are ____________________.  

3.4.  Government Points of Contact.

Installation Technical Representative (ITR)

_________________________

AFCESA Client Representative (CR)

Ms Patricia Coyle

AFCESA Technical Representative (AFCESA TR)

Ms Brenda Straw

MAJCOM Technical Representative (MAJCOM TR) 

TDB

Information Technology Managers/Contracting Officers (ITMs/Cos)

Ms Teresa Carrington/GSA

Ms. Vickie Gassman/GSA

Ms. Angie Rogero/GSA

 3.5.  Invoices.

 a.  Invoices shall be submitted for each task order monthly for work performed the prior  month.

 b.  The invoice shall be submitted on official company letterhead with detailed costs 

for each of the following categories:

· Total invoice amount

· Prompt payment discount offered, if applicable

 c.  Invoices for final payment must be so identified and submitted when the task has 

been completed and no further charges are to be billed.

d.  The original invoice shall be submitted to:


General Services Administration


Greater Southwest Finance Center – 7BCP


P. O. Box 17181


Fort Worth TX 76102-0181

A copy of the invoice shall also be attached to the GSA Information Technology Solution Shop (ITSS).  [http://it-solutions.gsa.gov]

      4.0.  PERSONAL SERVICES.
The Client Representative has been briefed on the avoidance of personal services and those actions that represent personal services.  The client agency has determined that use of the GSA requirements contract to satisfy the requirements of this task order is in the best interest of the government, economic and other factors considered, and this task order is not being used to procure services prohibited by Subpart 37.1 of the Federal Acquisition Regulations (FAR).

      5.0.  OTHER DOCUMENTATION AVAILABLE/APPLICABLE. 

Contractor shall comply with all applicable (1) federal, state, and local environmental statutes, regulations, rules, and instructions (including all changes and amendments), and (2) Presidential Executive Orders in effect on the date of issuance of the individual task order(s).  For work at overseas locations, contractor also shall comply with all applicable host nation statutes and agreements.  

6.0.   LIQUIDATED DAMAGES.

      Will be addressed on a task-by-task basis.

