
Performance Work Statement (PWS)

Business Administrative Support Services (BASS) III

U.S. Army Communications Electronics Command (CECOM)

and Fort Huachuca, Arizona

C.1.
SCOPE.  This PWS is for Business Administrative Support Services (BASS) to include administrative support, transportation, logistics, system administration and automation, contract operations support, security, and force protection support. The requirements under this PWS are either recurring or nonrecurring. Recurring work is work performed on a day-to-day basis throughout the life of the contract. Non-recurring work is work that is of short-term duration and will be generally referred to as special requirements. Recurring work will be tasked to the contractor by individual task orders. Non-recurring work will generally be tasked to the contractor by modifications to applicable task orders. However, non-recurring work could be tasked by a new task order. Services are normally provided at Fort Huachuca but may include other locations in the continental United States (CONUS).

C.2.  
ADMINISTRATIVE MATTERS.

C.2.1.  General. The contractor shall provide all qualified personnel, personnel administration, personnel management, and associated services to fulfill the terms and conditions of this contract. 

C.2.2.  Key Personnel.  The contractor shall submit to the contracting officer a list of key personnel for approval upon contract award.  The Program Manager and Contracts Administrator are considered key personnel in performance of this contract.  The Government may identify additional Key Personnel through individual Task Orders.  Key personnel shall be able to be contacted by the Contracting Officer or the COR at all times.  The contractor shall coordinate with the government in advance of any necessity to reassign or replace personnel, to include key personnel, performing on this contract and resulting Task Orders.

C.2.3.  Personnel Qualifications.  The contractor shall ensure that personnel performing on this contract have sufficient qualifications to perform the work called out in this contract, and that those qualifications are maintained during the life of the contract.  

C.2.4.  Replacement of Contractor Personnel.  The contractor shall replace, at no cost to the government, any personnel trained at government expense, who leave the contract for other than government convenience within the period of performance of the Task Order or subsequent task orders upon which the personnel begin to perform and for which the training is also required.  Personnel so replaced shall be comparably trained at the contractor’s expense.

C.2.5.  Removal for Cause.  The Army reserves the right to require removal from the contract, any of the Contractor’s employees who endanger persons or property or whose continued employment is inconsistent with the interests of Army Security.  

C.2.6.  Hours of Operation.  Normal Hours of Operation are 7:30 a.m. to 4:00pm, Monday through Friday, for most functions, excluding federal holidays.  Hours may be expanded as required in individual Task Orders.  Performance of duties outside normal hours of operation may be required to support operational demands
.  Overtime requirements must be coordinated with the Contracting Officer or the Contracting Officer’s Representative (COR).

C.2.7.  Temporary Duty (TDY).  Contractor personnel shall be required to travel to government-identified locations in a temporary duty (TDY) status.  All travel and per diem costs shall be in accordance with applicable Joint Travel Regulations (JTR).

C.2.8.  Security Clearance.  The contractor requires a SECRET facility clearance for performance of this contract.  Personnel security clearance requirements up to SECRET will be identified on individual orders.  The contractor shall be responsible for the coordination of required background investigations with appropriate government authorities.

C.3. GOVERNMENT-FURNISHED PROPERTY & GOVERNMENT-FURNISHED EQUIPMENT. The Government  shall provide all property and equipment for performing the resultant contract. The Government will provide equipment, support software, computer time, working space, and facilities, as provided to Government personnel, as necessary to support this contract and as specified in each task order.  Government Furnished Equipment (GFE), Government Furnished Property (GFP) and Government Provided Services (GPS) shall be covered in individual task orders.  

C.4.  REQUIREMENTS.  The requirements listed in this section are generic and will not be required on all task orders. Specific details of each requirement will be stated in the individual task orders.

C.4.1.
Office Operations Support. Administration of office operations to include: general office files; document management; mail receipt and distribution; suspense tracking; reception; calendar management; data automation; reporting; event planning; scheduling; facilities management; correspondence; office supplies; accountable equipment; training coordination; conference and video teleconference support; office security; office reception; record maintenance; time and attendance; preparation for meetings, conferences, ceremonies, and other events;  development, publication, and maintenance of Standard Operating Procedures (SOP); control classified materials and reproduction requests; maintain suspense logs; travel support including TDY and PCS Orders, theater clearances, visit requests, letters of employment, credit card increase memos, AMC-1297s, CRC registration, Geneva Convention card/CAC memos and special area memos; project/organizational budget support; and purchasing.

C.4.2.  
Supply and Property Management Support. Warehouse housekeeping and administrative functions consist of, but not limited to; monitoring stock levels and restocking of shelves, processing requests for office equipment maintenance, repair and replacement by use of Government requisition documents, property book procedures and maintenance, hand receipt and inventory procedures and documentation, Reports of Survey, tools and test equipment lists, support equipment lists, maintenance plans, and test support plans, management of the transport, receipt, delivery of equipment, and storage of equipment, prepare material for shipping, hauling loads of unserviceable property for disposal, load and unload equipment from trucks, use a hand fork lift, etc.; maintain/update property records for hand receipt holders; and preventive vehicle maintenance servicing, inspection, detection, and correction of minor faults before these faults cause serious damage, failure, or injury. 

C.4.3. Mail and Distribution Support.  The contractor shall provide support for the pick-up and/or drop off of office distribution and mail on a daily basis.  Assist the mail/distribution clerk or perform duties as the mail/distribution clerk in the duties of collecting, routing, and distributing mail and other distribution on an as required basis among unit activities, Post Office, central mailroom/post distribution points, and other points as required.  Properly document and account for registered, certified, insured, and express mail.  Ensure proper security is maintained over all mail and distribution and that accountability is maintained over any classified material, sensitive material or material that requires special handling.  Ensure no violations of mail or classified document handling regulations and policy occur.

C.4.4.  Automation Support. Administration, operation, troubleshooting and upgrade/maintenance of information technology systems to include: hardware; software; database; network; and internet applications.  Support for specific systems will be identified in individual Task Orders.  This support shall include: file and account maintenance; data reporting; system backup and recovery; system rebuild; system management implementation procedures; technical support; and solutions to field problems on the systems being administered; hardware installation, troubleshooting/repair, moving and clearing for turn-in; and identification of automation requirements. The automation environment includes, but is not limited to, Standard Procurement System (SPS), the Microsoft office suite of programs, Windows NT and UNIX. 

C.4.5.  Contract Operations.  Administrative support to include, but not limited to: Coordination of Purchase Request and Commitment (PRC) documentation; preparation of contract files, to include purchase orders, solicitations, modifications, task and delivery orders, contract awards; perform closeout action on contract actions to include deliverable tracking and document generation; performance of file maintenance, records retention, and storage support for contract actions; and reporting of contractual data.  These services shall be performed in accordance with guidance set forth in the Federal Acquisition Regulation (FAR), Defense Federal Acquisition Regulation (DFAR), Army Federal Acquisition Regulation (AFAR), and CECOM policies and procedures.

C.4.6.  Anti-Terrorism and Force Protection. Administrative support for anti-terrorism and force protection in accordance with Army Regulations, Post Regulations, Standard Operating Procedures and local policies, to include: visitor access control; escort services; evacuation plan maintenance; and reporting.  Duty hours may differ from established normal duty hours in the event of emergencies and National emergencies. These duties are not all inclusive and may be expanded in individual task orders.

C.4.7.  
Drivers. Personnel transportation services in and around the Fort Huachuca area, to include the Tucson International Airport and Sky Harbor International Airport, Phoenix, Arizona. This support shall include provision of drivers for visiting dignitaries, senior management, deploying/returning personnel. This support may include weekend and Holiday support. Your personnel operating motor vehicles shall have a valid state operator's license for the category of vehicle being operated and shall comply with the appropriate installation directives regarding motor vehicle use. Personnel shall be able to drive both manual and automatic transmission vehicles.

C.4.8.
Technical Writing.  The contractor shall provide support to research, write, review and edit complex technical documents pertaining to a wide variety of information systems topics such as: transmission systems, LANS/WANS, systems integration, networking, firewalls, and testing.  Prepare schedules and manage assigned workload to meet deadlines for reports, literature and documents.  Provide support in the preparation and publication of Command marketing literature.

C.4.9. Security Administration. Administration of the security program, to include: briefing personnel; correspondence; conducting security inspections; classified material inventory; combination changes to safes and secure areas; processing of personal security checks with higher headquarters using the Joint Personnel Adjudication System (JPAS); processing of classified/unclassified material; visitor database maintenance; and conference/event support. 
C.4.10. Paralegal Support. Support to include: interview of witnesses/clients; analysis of legal documents; investigation of facts; legal and factual research; drafting of pleadings/agreements, legal memoranda and briefs; obtaining and management of information to assist in trial preparation; aiding in preparing appeals; collecting and evaluating evidence; drafting proposed legislation an regulations; answering inquires about federal laws and regulations; and drafting employee policy and procedures manuals; conducting briefings for clients and organizational personnel.  The contractor shall provide personnel capable in, but not limited to, the following fields,  capability in contract law; intellectual property, patent and trademark law; land and environmental issues; labor law; and equal employment opportunity law.

C.5.  Applicable Documents.  

C.5.1. Publications.  It is the government’s intent to use standard Army policies and practices for performance of tasks under this contract.  The documents listed below are not necessarily all of the documents required in performance of this contract but are the ones needed in order to fully understand the information provided by this SOW.  Other documents required for execution of tasks under this contract will be cited in the relevant Task Order.  The following publications form a part of this contract.  The publications can be accessed from the indicated web sites.  The government will provide those publications not available on web sites.  Contractor shall comply with changed publications, and post changes as required. Contractor shall use the most current publications. Contractor shall comply with these publications and all Fort Huachuca policies and regulations.

Army Federal Acquisition Regulation Supplement (AFARS)

Army Regulation 11-2 

Management Control

Army Regulation 25-400-2
Modern Army Record Keeping System (MARKS)

Army Regulation 190-13

The Army Physical Security Program

Army Regulation 190-51

Security of Unclassified Army Property (Sensitive and Nonsensitive)

Army Regulation 380-5

Department of the Army Information Security Program

Army Regulation 380-19 

Information System Security

Army Regulation 380-67

Personnel Security Program

Army Regulation 381-12

Subversion and Espionage Directed Against the U.S. (SAEDA)

Army Regulation 385-10

Army Safety Program
  

Army Regulation 385-40

Accident Reporting and Records

Army Regulation 700-138

Army Logistic Readiness and Sustainability

Army Regulation 710-2

Inventory Management Supply Policy Below the Wholesale Level

Army Regulation 725-50

Requisition, Receipt, and Issue System

Army Regulation 735-5 

Policies and Procedures for Property Accountability

Army Regulation 25-6

Status Reporting for Army Information Systems 

Army Regulation 385-1 

USASC Safety and Occupational Health Manual





Anti Terrorism/Force Protection and EOC Security Policies  

Department of the Army 

Pamphlet 25-1-1


Installation Information Services Department of the Army 

Pamphlet 710-2-1                             Using Unit Supply System (Manual Procedures)

Department of Defense 4640.1
Telephone Monitoring and Recording

Department of Defense 4640.3
Unofficial Telephone Service at DoD Activities

Department of Defense 5200-2-R
Personnel Security Program

Defense Federal Acquisition Regulation Supplement (DFARS)

Department of Defense Industrial Security Program

Federal Acquisition Regulation (FAR)

Occupational Safety and Health Act of 1970


29 CFR 1904


Record Keeping Guidelines for Occupational Injuries and Illnesses

29 CFR 1910


Occupational Safety and Health Standards for General Industry

29 CFR 1926


Occupational Safety and health standards for the Construction 
Industry

C.5.2.
Websites for further reference:  

Army Regulations; http://asc-www.Army Regulationmy.mil
Army Pamphlets; www.usapa.army.mil/gils/
DoD Directives; http://web7.whs.osd.mil/corres.htm 

Occupational Safety and Health Act of 1970; www.osha.gov
Technical Bulletin; www.monmouth.Army.mil/cecom/safety/spub/tb3854.htm
Technical Manuals; http://logsa.army.mil/etms
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