CIVIL ENGINEER SERVICES STATEMENT OF WORK


NOTE TO THE WRITER

YOU MUST TAILOR THE DOCUMENT FOR YOUR BASE BY INCLUDING YOUR UNIQUE REQUIREMENTS AND QUANTITIES FOR WORKLOAD ESTIMATES.  ALSO YOU NEED TO INSERT THE FOLLOWING PARAGRAPH IN THE HOUSING FLIGHT STATEMENT OF WORK

The Air Force has several on-going initiatives to pursue public and private resources to meet their family housing needs.  These initiatives include a measured prudent approach towards family housing privatization, and the competitive sourcing of housing operations and maintenance.  It is likely that the outcome of the initiatives defined by the Statement of Work (SOW) may be impacted by future privatization efforts; however, the extent of which the SOW would be affected cannot be evaluated at the time of this solicitation.  There are numerous iterations that could be implemented through this effort, including one or more segments of housing operations or maintenance to all assets and related functions.  This advisement is to allow contractors to prepare for these possible eventualities, by making appropriate cost based decisions, as bids are being developed, in an effort to reduce the negative impact on the successful contractor at some time in the future.  A final decision from the Privatization Study is not anticipated until after this solicitation reaches a cost decision.

HOUSING SERVICES

TABLE OF CONTENTS

Paragraph



1. Description Of Services  


1.1. Customer Support Service

1.1.1. Customer Notification

1.2. Occupant Information Services 

1.2.1. Web Home Page

1.2.2. Sponsor Packages

1.3. Guidance and Counseling 

1.3.1. Waiting Lists

1.3.2. Single Rate Basic Allowance for Housing

1.3.3. Off-Base Housing Availability

1.3.4. Seminars and Education

1.3.5. Relocation Assistance

1.3.6. Complaints and Mediation

1.3.7. Hardships

1.3.8. Family Home Day Care

1.3.9. Commercial Activities

1.3.10. General Officer’s Quarters Issues

1.4. Occupancy Control 

1.4.1. Inspections

1.4.2. Occupant Tracking

1.4.3. Damaged and Abandoned Units

1.4.4. Change of Occupancy

1.4.5. Custodial/Cleaning Services

1.4.6. Interim Housing

1.4.7. Key Control

1.4.8. Dormitory Management

1.4.9. Occupant Management

1.4.10. Occupant Misconduct

1.4.11. Household Goods

1.5. Housing Programs 

1.5.1. Housing Related Studies

1.5.2. Off-Base Oversight

1.5.3. Community Programs

1.5.4. Playgrounds and Recreational Area Inspections

1.6. Appliances and Furnishings 

1.6.1. Appliances

1.6.2. Furnishings Management

1.7. Housing Budgets and Finance 

1.7.1. Reimbursements

1.7.2. BAH Verification

1.7.3. Forces Moves

1.7.4. Mobile Home Fees

1.7.5. GOQ Costs

1.7.6. Furnishings and Appliances Expenses

1.7.7. Status of Funds

1.8. Required Documents

2. Service Delivery Summary
3. Government Furnished Property and Services
3.1. Property
3.1.1. Facilities
3.1.2. Equipment
3.1.3. Materials
3.2. Services
3.2.1. Utilities
3.2.2. Postal Service
3.2.3. Telephone Service
3.2.4. Custodial Service
3.2.5. Refuse Collection
3.2.6. Fire Prevention And Protection
3.2.7. Emergency Medical Service
3.2.8. Security Police
3.3. Vehicles
3.4. Forms and Publications
3.5. Property Control Procedures
3.6. Property Disposal
4. General Information
4.1. Transition Period
4.1.1. Phase-in Schedule

4.1.2. Access to Facilities

4.2. Laws and Regulations

4.2.1. National Codes

4.3. Contractor Personnel
4.3.1. Contract Manager
4.3.2. Contractor Employees
4.4. Hours of Operation
4.4.1. Normal Duty Hours
4.4.2. Federal Holidays
4.5. Quality Assurance
4.5.1. Quality Assurance Personnel (QA)

4.5.2. Quality Control Evaluator
4.5.3. Performance Evaluation Meetings
4.6. Meetings
4.6.1. Primary OPR
4.6.2. Functional Member Attendance
4.7. Administrative Support
4.7.1. Format and Suspense
4.7.2. Correspondence
4.7.3. Publication Review
4.8. Automated Data Systems
4.9. Conservation of Utilities
4.10. Security Requirements
4.10.1. Property
4.10.2. Key Control
4.11. Vandalism
4.12. Contingency Exercises and Operations
4.12.1. Security Measures
4.12.2. Employee Management
4.13. Performance of Services During Crisis
4.14. Government Remedies
4.15. Phase Out




Appendix A
Workload History


Appendix B
Maps and Work Area Layouts


Appendix C
Government Furnished Items


Appendix D
Forms, Submittals, and Required Reports


Appendix E
Abbreviations and Acronyms


Appendix F
Transition Plan


Appendix G
Suggested Housing Services CLIN Structure


STATEMENT OF WORK

HOUSING SERVICES 

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 all civil engineer housing services, tasks and functions for (INSERT NAME OF INSTALLATION) as defined in this statement of work. The contractor shall provide guidance and coordination for housing functions ensuring effective and economical operation of all activities.  The contractor shall provide housing services to military and Department of Defense (DoD)/(DD) personnel. The contractor shall provide effective property management for all real property including housing units and dormitories. This includes customer support services, occupant information services, guidance and counseling, occupancy control, housing programs, appliance management, and financial tracking.  This also includes keeping timely and accurate records, assisting occupants with housing issues, providing counseling services, providing occupancy control of units, and managing the base housing program.   Because work is typical in the commercial industry, all work shall be performed to industry standards.  The contractor shall complete a government furnished materials and vehicle inventory with a government representative within (INSERT NUMBER OF DAYS) of the contract start date.  This inventory will become the government furnished materials list and vehicles list for the contract.

1.1. CUSTOMER SUPPORT SERVICES.   Provide polite, cheerful, and prompt customer support.  Ensure contractor employees present a professional and courteous image at all times.  Educate members on the work request process and provide customer evaluation forms.

1.1.1. Customer Notification.  Use local media channels such as community bulletins and base newspaper to publicize available housing services.  Advertise to the base population when operations will be closed, offer limited service; water or power outages, renovations, etc.

1.2. OCCUPANT INFORMATION SERVICES.  Prepare base housing, mobile home park, and dormitory brochures for customer support.  Include items for occupant safety, base policies, security requirements, occupant responsibilities, emergency information, appliance information, and any other information those occupants may find helpful. Dormitory brochures should also include common area rules, guest policies, service calls/work order procedures and pertinent supply information.
1.2.1. Web Home Page.  Provide information to maintain, expand and update the Installation/Civil Engineering and/or Housing Web Sites.  Information should include items such as photographs, narratives, projected waiting times, local off-base rental information, and other pertinent information of interest to families and unaccompanied personnel.
1.2.2. Sponsor Packages.  Provide assigned sponsor's information packages with information, such as, projected housing availability local real estate information, housing and dorm floor plans, mobile home park information, photos, and other housing information.
1.3. GUIDANCE AND COUNSELING.  Provide technical assistance when required and counsel all military members on authorized housing allowances, housing eligibility, advance applications prior to Permanent Change of Station (PCS), in and out processing and assist members in completion of housing related documents.  Provide document reproduction assistance to support customer entitlements, e.g. additional copies of orders, Temporary Lodging Allowance (TLA) claims, birth certificates, marriage license.  Brief members on any command "Hot Topics" relating to housing issues.

1.3.1. Waiting Lists.  Provide up to date waiting list information and projected housing availability. Post waiting list in the Housing Office area and other locations throughout the base for public viewing.  Review waiting lists to determine next projected occupants for available quarters. Notify the most eligible applicant(s) and provide current members name and duty phone (home phone if authorized) for Military Family Housing (MFH). For vacant quarters provide keys so they can view offered unit before making their decision.  Schedule check-in inspections.

1.3.2. Single Rate Basic Allowance for Housing (BAH).  Maintain base-wide waiting list for unaccompanied personnel (E-4 and below) who desire to relocate off base when occupancy exceeds 90%. Remove individuals when authorization is received and BAH is started or the member is promoted and or departs the installation. Assist in the conduct of the annual verification of BAH entitlements.

1.3.3. Off-Base Housing Availability.  Provide off-base housing counseling to personnel.  Maintain a current listing of sales and rentals from real estate agencies and owners.  These lists shall be readily available to customers. Maintain liaison with local real estate agencies and property managers.  Assist customer in locating off-base housing. Provide rental unit condition checklist to customers.

1.3.4. Seminars and Education.  Provide housing referral, homebuyer's seminars, equal opportunity services, and personalized assistance in off-base housing matters.  Be knowledgeable of the Homeowners Assistance Program. Assist eligible members who have or will incur a loss on the sale of their home as a result of a depressed real estate market caused by base realignment or base closure actions.

1.3.5. Relocation Assistance.  Provide Relocation Assistance to departing members.

1.3.6. Complaints and Mediation.  Counsel members on the DoD Equal Opportunity Program. Process landlord, tenant, occupancy, agencies, utility company issues. Notify the government of all case of alleged discrimination and assist with the resolution process. Retain all appropriate documentation.

1.3.7. Hardships.  Make approval/disapproval recommendations for accompanied members requesting hardship re-locations or out-of-turn assignments. Review and make recommendations for unaccompanied member's hardship request to move off base.  Process these request in accordance with local procedures.

1.3.8. Family Home Day Care.  Recommend approval/disapproval, to office of primary responsibility (OPR), for request to operate on base in-home day care activities.

1.3.9. Commercial Activities.  Monitor commercial activities in housing.  Coordinate on commercial activity requests and make recommendation to the government, request legal assistance as required.

1.3.10. General Officer’s Quarters (GOQ) Issues.  Brief GOQ occupants of current GOQ issues and policies.  Keep GOQ occupants informed of congressional changes that effect they're quarters.  Be proactive in providing for GOQ needs but ensure congressional thresholds are not exceeded and approved waivers are on-hand. 

1.4. OCCUPANCY CONTROL.  Assure maximum utilization of housing resources and supervise the management and administration of the Housing Management Office.  Maintain a (INSERT PERCENTAGE USUALLY 98%) occupancy rate in military family housing and a (INSERT PERCENTAGE USUALLY 90%) for dormitories. Submit reports to the government when occupancy falls below these benchmarks with recommendations on corrective action. Submit required reports to government representative.
1.4.1. Inspections.  Conduct initial, pre-termination and final inspections with authorized members. The initial inspection is conducted jointly with the occupant to determine the move in condition of the unit and also brief the occupant about trash removal, appliance care, re-cycling, parking, key control, noise control, changing of ac/heating filters, location of circuit breakers and maintenance of the unit, and other unique aspects of the unit. The purpose of the pre-termination inspection is to identify cleaning and maintenance requirements to be completed prior to the unit being re-occupied. The final inspection is to clear the departing member of all responsibility for the unit and to pass on the keys to responsible maintenance personnel.
1.4.2.  Occupant Tracking.  Obtain monthly, a 3 to 6 month gain and loss roster from the servicing base personnel office.  These rosters are utilized to project housing availability and to ensure departing members provide a 30-45 day notice prior to departing on PCS. Retirements and separations are not always shown.
1.4.3. Damaged and Abandoned Units.  Perform the pre-final inspection 30 to 45 days before the occupant plans to vacate.  If there is damage or missing items and the resident does not agree to restitution charges, notify the government for a decision on processing a Report of Survey (ROS) to resolve issues as soon as practical after the inspection.  If a housing unit is abandoned, take appropriate steps for reimbursement from the member by notifying the member's commander, the finance office, military personnel office and the QA.  Process these claims and collections as required.
1.4.4. Change of Occupancy.  The contractor shall ensure houses, dorms, and other occupied units are clean and all required Change of Occupancy Maintenance (COM) and repair needed have been accomplished by Civil Engineering personnel to restore the unit to a serviceable condition.  This includes such things as interior and exterior painting, refinishing hardwood floors, replacing carpet, replacing broken items, installing new light bulbs, detector/hardware/appliances and other items identified on the COM Work Request. 
1.4.5. Custodial/Cleaning Services.  The contractor ensures MFH, Dormitories, and other units are clean and free of defects.
1.4.6. Interim Housing.  Provide hospitality suites for unaccompanied in-bound and out-bound military personnel.
1.4.7. Key Control.  Maintain control of keys and develop key-control procedures for all units.  Submit key control plan within (INSERT NUMBER) days after contract start date.
1.4.8. Dormitory Management.  Performs as Dormitory/Facility Manager to ensure all unaccompanied personnel are adequately housed and properly briefed, furnishing accountability is maintained, unit integrity and assignment/termination procedures are followed and a safe and secure environment is provided.
1.4.9. Occupant Misconduct.  Send notices of adverse conduct to the government and the occupant's commander.
1.4.10. Household Goods.  Coordinate with local transportation and finance offices to authorize local drayage and storage of household goods for qualified accompanied or unaccompanied personnel assigned to government quarters.  Work with the local traffic management office to budget and control moving and storage account funds when assigning and terminating housing.  Brief members on commercial and do-it-yourself (DITY) move entitlements and temporary/non temporary storage.
1.5. HOUSING PROGRAMS.  Assure maximum utilization of housing resources.  Supervise and administer the occupancy, assignment, and termination of military family housing (MFH), leased housing, set aside mobile home parks, and unaccompanied housing.  Direct and supervise management of housing functions, off-base housing referral, relocation service, furnishings management, dormitory functions, and mobile home park functions.  Develop and administer housing self-help improvement programs.  Encourage occupants to utilize the Self-Help Store to perform homeowner type maintenance.
1.5.1. Housing Related Studies. Provide required information to assist local commanders, higher headquarters and contracted consultants in developing the Housing Marketing Analysis (HMA), Housing Community Plan (HCP) and the Housing Master Plan. Attend meetings and review data as required.
1.5.2. Off-Base Oversight.  Conduct adequacy inspection of listed off-base rental and lease units to ensure they are well maintained, clean, and safe.  Provide occupants with lists of units with restrictive sanctions.
1.5.3. Community Programs.  Implement and manage housing community programs, such as block monitor, recognition program, housing brochures, and self-help program.
1.5.4. Playgrounds and Recreational Area Inspections.  Components include government-owned playground and tot lot equipment, fall zones, fences and amenities.  Ensure all equipment, fall zones and complete play areas operate correctly and safely and are in compliance with the U.S. Consumer Product Safety Commission Playground Handbook, ASTM F1292 for Playground Surfacing and ASTM F1487 Playground Equipment.  Provide written, well-documented, Certified (CPSI) Inspection Audits at each playground area, seasonally, at least four times a year.  Written supervisory review must concur on all Seasonal Audit Inspections and requested follow-up actions.  Monthly Playground Inspection Checklists, performed by Certified Playground Safety Inspectors, must be maintained fore each playground along with the Seasonal Audit Inspections, identifying all deficiencies.  The monthly inspection checklists must be followed up with appropriate action to eliminate correctable hazards in a timely, well-documented matter.  Initiate a community education program for Playground Safety, to include two annual MFH community activity events, well documented, to be approved by the base.
1.6. APPLIANCES AND FURNISHINGS. Perform as the primary custodian (under Consolidated Dormitory Management) for all furnishing assets.  Perform and document annual inventory of all furnishings to include domestic appliances.  Ensure all furnishing are in a state of good repair.
1.6.1. Appliances.  Maintain appliances to industry standards.  Manage the warranty and repair program for appliances.  The appliance list is located in Appendix C.  Maintain a minimum of appliance backup to satisfy initial installation and/or replacement requirements in order to install/replace appliances within 24 hours. Work includes but is not limited to hauling appliances, modifying utilities and facilities to fit the replacement appliance, connecting the appliance, cleaning the appliance, and placing the appliance in its final position.  If the refrigerator door does not open on the correct side (right or left-handed), remove the door and re-hang it to the correct swing.  Removed appliances shall be transported by the contractor to the contractor’s shop or to a designated storage facility for repair, storage, or disposal.  Provide FY budget input identifying quantity of replacement appliances that will be necessary for both O&M and MFH funded areas.
1.6.2. Furnishings Management.  Receive, issue, store, and deliver all government owned furnishings authorized for use in government owned or leased housing units.  This includes dormitories, bachelor’s quarters, and lodging facilities.  Ensure that furnishings are issued to authorized personnel only and audit trails are maintained.
1.7. HOUSING BUDGETS AND FINANCE.  Process all military family housing, dormitory, and bachelor housing financial requirements.  Maintain adequate records of utility, furniture, maintenance, and lease expenses.  Submit an annual proposed budget to the government by (INSERT DATE), broken down by functional area and EEIC.
1.7.1. 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.
1.7.2. BAH Verification.  Assist in the annual verification of accompanied and unaccompanied BAH entitlements.  Stop partial rate BAH for members assigned to government leased or contract quarters.
1.7.3. Forced Moves.  Determine amount of reimbursement for reconnection and reinstallation charges for telephone and television cable service for members involuntarily being relocated (excluding evictions for cause).  Submit telephone and television cable reimbursement to the finance office when an occupant is forced to move for government convenience.  Validate costs and provide to member for submission to servicing finance office.
1.7.4. Mobile Home Fees.  Works with the Civil Engineer’s (CE) Resource Advisor to establish mobile home park rental fees to ensure recovery of all cost associated with construction, improvements and other expenses. This should be conducted on an annual basis.  Assess rental fees and notify the servicing finance office to process payroll deductions.
1.7.5. GOQ Costs.  Verify accuracy of the annual DD form 2405, General Officer Quarters Management Report. Ensure cost stay within congressionally mandated limitations. Validate the Quarterly Cost Report for General Officers Quarters. Assist or conduct quarterly briefings to keep occupants informed of assessed expenditures.  Prepares request to exceed congressional thresholds and submits to government representative.
1.7.6. 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.  
1.7.7. Status of Funds.  Maintain status of funds according to unique and specific budget.  Monitor current and cumulative accounting and finance cost, supply listings, and materials for housing expenditures. Recommend to government a re-programming action when additional funds are required. Prepare justification and impact statements to obtain additional funds.
1.8. REQUIRED DOCUMENTS.  Submit DD Form 1411, Family Housing Inventory Designation and Assignment Report and DD Form 1410, Family Housing Inventory and Occupancy Report electronically to (INSERT MAJOR COMMAND (MAJCOM)) annually (usually in October).
1.8.1. Validate DD Form 2405, General and Flag Officer Quarters Management Report to (INSERT MAJCOM) in October.  Validate AF Form 3826, Quarterly Cost Report for General Officer Quarters, Version 1 to (INSERT MAJCOM) in October, January, April, and July.
1.8.2. Submit AF Form 1327, Temporary Redistribution of Government Housing, or other approved automated form to government in January of each year.
1.8.3. Submit AF Form 594, Application and Authorization to Start, Stop, or Change Basic Allowance for Quarters (BAH) or Dependency Redetermination, and AF Form 1373, MPO Document Control Log Transmittal, or other approved form for non-Air Force members to Defense Finance and Accounting Service (DFAS) within 24 hours to stop or start BAH or civilian Living Quarters Allowance (LQA) payments when housing is assigned or terminated.
1.8.4. Submit electronic UPH Quality Performance Matrix to (INSERT MAJCOM) in October and April of each year.
1.8.5. Certify eligibility for dislocation allowance and submit to the servicing finance office.
1.8.6. Ensure applicable records are maintained.  Ensure records are in sufficient detail to ensure protection of government assets and allow for an audit trail.
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

Provide polite, cheerful, and prompt customer support assisting and counseling military members
1.1, 1.2, and 1.3
A monthly average customer service rating of at least 4.0 on a 5.0 scale

Brief GOQ occupants of current GOQ issues and policies and keep GOQ occupants informed of congressional changes.
1.3.10
100% of time

Maintain a satisfactory occupancy rate in military family housing
1.4
98% Occupancy rate maintained

Maintain a satisfactory occupancy rate in dormitories
1.4
90% Occupancy rate maintained

Conduct timely inspections with housing occupants
1.4.3
100% of time

Ensure houses, dorms, and other units are clean 
1.4.4
100% of time

Conduct adequacy inspection of listed off-base rental and lease units to ensure they are well maintained, clean, and safe
1.5.2
100% of time

Satisfy appliance installation and replacement requirements
1.6.1
95% of appliances requiring installation or replacement are timely

Process all military family housing, dormitory, and bachelor housing financial requirements
1.7
95% of monthly financial documents are accurate

Verify accuracy of the annual DD form 2405, General Officer Quarters Management Report and ensure costs stay within congressionally mandated limitations
1.7.5
100% of time

Submit required documents
1.8. thru 1.8.7
95% of monthly documents are timely

 (LIST GOVERNMENT FURNISHED PROPERTY/SERVICES/EQUIPMENT AS INCLUDED IN APPENDIX C.  THIS MAY INCLUDE VEHICLES, EQUIPMENT, FUEL, UTILITIES, FACILITIES, COMPUTERS, COMPUTER SUPPORT, TRAINING)

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, International Merchant Purchase Authorization Card (IMPAC), 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 housing services contract effort.  This includes such items as equipment, supplies, 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 Bio-Environmental 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, DUCT CLEANING, 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 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 (INSERT NUMBER) 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 Forces police phone extensions are (INSERT NUMBER) 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. LAWS AND REGULATIONS.  The contractor shall test, repair, inspect, construct, install, design, and maintain systems within national codes, Environmental Protection Agency (EPA) regulations, and federal, state, and local laws.  Follow the most restrictive guidance in cases of conflicting guidance.  It is the contractor's responsibility to research Air Force Instructions (AFI), Construction Technical Letters (CTL) and Engineering Technical Letters (ETL) and apply the regulations when necessary.  However, provide the most modern and most economical work within the scope of services required without sacrificing quality.

4.2.1. National Codes.  Adhere to the latest editions of National Codes and Regulations including, but not limited to, the following:

· Uniform Building Code, Army Corps of Engineers Building Code (UBC)

· National Fire Protection Code (NFPA)

· National Electrical Code (NEC)

· National Life Safety Code 

· National Plumbing Code 

· OSHA Regulations 

· Uniform Accessibility Code.

· National Electric Testing Association (NETA) 

· Institute of Electrical and Electronics Engineers (IEEE)

· U. S. Consumer Product Safety Commission’s Handbook for Public Playground Safety

· Certified Playground Safety Inspector

· International Playground Equipment Manufactures Association

· National Playground Safety Institute

NOTE:  The Department of Defense must conform to the Uniform Accessibility Code, NOT the Americans with Disabilities Act.

4.3. CONTRACTOR PERSONNEL.

4.3.1. 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.

4.3.2. 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.  Ensure employees are trained on proper procedures for hazardous material spills, responses, and cleanup.  Employees must be able to speak and understand English without an interpreter.

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

4.3.2.2. The contractor shall not employ any person who is an employee of the United States government if the employment of that person would create a conflict of interest, or the appearance of a conflict of interest, 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.  The contractor is prohibited from employing off-duty QAs who are managing any contracts or subcontracts awarded to the contractor.

4.4. HOURS OF OPERATION.

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

4.4.2. 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  

4.5. 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. 
4.5.1. Quality Assurance Evaluators.  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.

4.5.1.1. 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.

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

4.5.2. 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.

4.5.3. 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 non-concurrence within ten (10) calendar days.  The minutes will be included in the contract file.

4.6. MEETINGS.  The contractor shall ensure a responsible member is present at all meetings of base activities that involve housing interests or support.  The government will brief the Facility Board on topics generated by the contractor. 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 organization. A list of meetings is in the historical workload in Appendix A.

4.6.1. Primary OPR.  Conduct meetings, councils, committees, or board for which the housing 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 (INSERT NUMBER) days notice of the meeting.  Prepare notes and visual aids.  Prepare and distribute minutes within (INSERT NUMBER) working days after the meeting.  

4.6.2. 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. Additional participation may be required because of previous meetings or environmental data available.  Attend meetings requested by other base activities such as the quarterly Facility Board (FB) and the HAZMAT Planning Board.

4.7. ADMINISTRATIVE SUPPORT.  The contractor shall provide administrative support for housing services and 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.

4.7.1. Format and Suspense.  Process correspondence and reports using official formats approved by the government.   Meet all suspense dates established by government, (INSERT MAJCOM), and Installation 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.

4.7.2. 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 housing 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 concerning GOQ as well as other housing issues.  Obtain government approval prior to providing verbal or written response to base leadership.

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

4.8. AUTOMATED DATA SYSTEMS. The contractor shall use the current management information system.  Personnel defined as users must, as a minimum, have a National Agency check as required by AFSSI 5027.  If the Air Force automated system is not available, or the contractor has a more efficient automated system, the contractor must first gain Government approval and the system must be able to be linked to other Air Force installations and higher headquarters.  

4.9. 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.

4.10. SECURITY REQUIREMENTS.

4.10.1. 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.

4.10.2. 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.  

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

4.10.2.2.  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.

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

4.12. 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.

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

4.12.2. 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.

4.13. PERFORMANCE OF SERVICES DURING CRISIS DECLARED BY THE NATIONAL COMMAND AUTHORITY OR OVERSEAS COMBATANT COMMANDER.  (INSERT CRITICAL SERVICES REQUIRED OF THIS CONTRACTOR DURING A CRISIS)  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.

4.14. 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.

4.15. 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
Officer
Enlisted

(INSERT NAME OF INSTALLATION)











Housing Assets:

Category
Number of Units

General Officer’s Housing (GOQ)


Senior Officer Housing (SOQ)


Military Family Housing (other)


Leased Quarters


UOQ/UNCOQ


Dormitories (total bed spaces)


Mobile Home lots


Playgrounds ages 5-12


Tot Lots ages 2-5


Number of Listings Required:.. Rental and sales from private owners.  
Apartment Complexes: ______________.  (3 year average)
Private Owners: ______________.  (3 year average)
Number of Customers Serviced (3-years):
Month
Housing Category
Customers

January
MFH



Dorm


February
MFH



Dorm


March
MFH



Dorm


April
MFH



Dorm


May
MFH



Dorm


June
MFH



Dorm


July
MFH



Dorm


August
MFH



Dorm


September
MFH



Dorm


October
MFH



Dorm


November
MFH



Dorm


December
MFH



Dorm


Number of MFH Assignments and Termination’s (3-years):

Month
Number of

Assignments
Number of

Terminations

January



February



March



April



May



June



July



August



September



October



November



December



Furnishings Pickup and Delivery Scheduled (3-years):

Month
Number of

Pickups
Number of

Deliveries

January



February



March



April



May



June



July



August



September



October



November



December



Occupancy Rates (3-years):

Month
Housing Category
Occupancy Rate (%)

January
MFH



Dorm


February
MFH



Dorm


March
MFH



Dorm


April
MFH



Dorm


May
MFH



Dorm


June
MFH



Dorm


July
MFH



Dorm


August
MFH



Dorm


September
MFH



Dorm


October
MFH



Dorm


November
MFH



Dorm


December
MFH



Dorm


MFH Change of Occupancy Maintenance (3-years):

Month

Number

January







February







March







April







May







June







July







August







September







October







November







December







Dormitory Change of Occupancy Maintenance (3-years):

Month

Number

January







February







March







April







May







June







July







August







September







October







November







December







Funding Documents Processed (3 years):

· AF Form 9s:       ____________.
· AF Form 616s:   ____________.
· DD Forms 448s: ____________.
· DD Form 1556:  ____________.

Support Agreements: (LIST EACH AND TYPE OF AGREEMENT)

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

Facility Board Working Panel


Work Order Review Board


Facility Board Meeting


Civil Engineer Group Staff Meeting


Civil Engineer/Civil Engineering (CE) Commander’s Call


Unit Advisory Council


Facility Utilization Board (FUB)


Commander’s Update Briefing


Base Advisory Council


Financial Working Group


Financial Management Board


Home Alone


Relocation Assistance Coordinating Committee


Operation Informed Spouse


Family Child Care


Smooth move


Town meeting


National Parks & Recreation Association Annual Meeting 


National Playground Safety Institute Certified Training (every 3 years)


Off-Base Conferences, Workshops, Etc.  
Conference, Workshop, etc.
Location
Frequency

MAJCOM Housing Conference 



Government Services Administration (GSA) Government Real Property Info



Public Housing Management Assessment (PHMA) Annual Meeting



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. 

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,
NA



Fax Modem, XGT
567X34


2
Printer, High Speed
90865
1143-8











APPENDIX D

FORMS, REPORTS, AND SUBMITTALS 
REQUIRED SUBMITTALS

Title
Submitted To
Frequency
Reference

Key Control Plan
Government
Within (INSERT NUMBER) Days after contract start date
SOW Paragraph 1.4.8.

DD Form 139/1131 Cash Collection Vouchers
Finance Office
As required
SOW Paragraph 1.7.1.

Establish Mobile Home Fees
Government
Annually (INSERT ANNUAL DATE)
SOW Paragraph 1.7.4.

Unaccompanied personnel housing  Quality Performance Matrix
Government
15 October and 15 April of each year
SOW Paragraph 1.8.5.

DD Form 1411 and DD Form 1410
(INSERT MAJCOM)
Annually in October
SOW Paragraph 1.8.

DD Form 2405
(INSERT MAJCOM)
October
SOW Paragraph 1.8.1.

AF Form 3826
(INSERT MAJCOM)
October, January, April, and July
SOW Paragraph 1.8.1.

AF Form 1327
Government
January of each year
As required

AF Form 594, AF Form 1373
Servicing Finance Office
Within 1 Work Day
SOW Paragraph 1.8.3.

Certify Eligibility for Dislocation Allowance
Servicing Finance Office
When Applicable
SOW Paragraph 1.8.5.

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

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.

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 139
Pay Adjustment Voucher
M

DD Form 250
Material Inspection and Receiving Report
A

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 2405
General and Flag Officer Quarters Management Report
M

AF Form 9
Request for Purchase
M

AF Form 227
Quarters Condition Inspection
A

AF Form 228
Furnishing Custody Receipt and Condition Report
A

AF Form 291
UPH Quarters Assignment and Termination Record
M

AF Form 327
Base Civil Engineer Work Order
A

AF Form 332
Base Civil Engineer Work Request
M

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 Form 714
Customer Complaint Record
A

AF Form 1219
BCE Multicraft Job Order
A

AF Form 1326
Change of Occupancy Record
M

AF Form 1327
Temporary Redistribution of Government Housing
M

AF Form 1373
MPO Document Control Log Transmittal
M

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

BAH
Basic Allowance for Housing

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)

DITY
Do-It-Yourself

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

IWP
In-service Work Plan

LAN
Local Area Network

LBP
Lead-Based Paint

LECP
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

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

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

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

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 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/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 HOUSING 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.

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 Housing services at (INSERT INSTALLATION) for the period (INSERT PERFORMANCE PERIOD) in accordance with the Statement of Work.





0001AA
Provide Customer Support 
12
MO
______
________

0001AB
Provide Occupant Information
12
MO
______
________

0001AC
Provide Guidance And Counseling
12
MO
______
________

0001AD
Provide Occupancy Control
12
MO
______
________

0001AE
Provide Housing Programs 
12
MO
______
________

0001AF
Maintain Appliances And Furnishings 
12
MO
______
________

0001AG
Maintain Housing Budgets And Finance
12
MO
______
________

0001AH
Maintain Required Documents
12
MO
______
________


TOTAL CLIN 0001 
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