
Task 0001, CAC-S Support:  
1.  General.  The CECOM Acquisition Center Southwest Operations consists of 16 government personnel located in Greely Hall at Ft. Huachuca involved in the solicitation and award of engineering, technical, and logistics contracts supporting a customer base located at Ft. Huachuca, Ft. Belvoir, VA, Ft. Monmouth, NJ and other locations worldwide.  CAC-S executes approximately 1,000 contract actions annually for a dollar value of approximately $150M.  Approximately 10% of the duty of CAC-S personnel involves Temporary Duty (TDY).
The contractor shall provide a Task Execution Plan (TEP) for Office Operations Support, Automation Support, and Contract Operations Support, for the period 1 July 2004 through 30 June 2005.  The TEP shall include support for:  
2.  Office Operations.
     a. Maintenance of general office and library files located in rooms 3210, 3413, 3204 and 1200 comprising approximately 1,500 cubic feet of file space;
      b.  Mail receipt and distribution to include receipt and date stamping of mail and deliveries in room 3204, distributing mail to personnel located in rooms 3413 and 3210 and ensuring outgoing mail is prepared for daily pick-up;
      c.  Facilities management to include space utilization reporting and recommendations, preparation and tracking of work order requests for telecommunication services, office construction and maintenance; 
      d.  Coordination of office supplies to include maintaining a current inventory of office supplies, routing and maintaining a list of required and desired supplies, and submitting recurring supply requirements to approving officials and purchasing authority;
      e.  Equipment coordination for the CAC-S hand receipt, comprises approximately 500 items of accountable equipment, to include 100% annual and recurring inventories and associated training of hand receipt and sub-hand receipt holders; 

      f.  Management of the CAC-S travel program, to include preparation and routing of travel orders and travel vouchers, coordination of transportation and lodging, preparation of travel package to include tickets, confirmation numbers, maps, agenda, etc.;
      g.  Office security, to include key control, access control, preparation and submission/verification of Visit Authorization Requests, applications for automated Data Processing Clearance/waivers, and recurring verification of facility security. 
      h.  Reporting to include monthly Small Business utilization report, Contract obligation report, Paperless contracting report, award forecast report;  and the DD 350 error report.
3.  Automation Support.
     a.  Administration, operation, troubleshooting and upgrade/maintenance of the Standard Procurement System/Procurement Desktop Defense (SPS/PD2), the Microsoft office suite of programs, and interface with network support personnel for Windows NT network applications.  

     b.  Installation, troubleshooting/repair, moving, and cleaning for turn-in of office Information Technology (IT) hardware and associate equipment, including tracking of warranty information and applicable service agreements.
     c.  Identification of automation requirements, to include preparation of technical specifications and obtaining vendor quotes in order to program for the replacement of IT equipment in accordance with the Information Systems Engineering Command (ISEC) obsolescence policy and other guidance as appropriate, and forecasting for the future needs of the CAC-S.
4.  Contract Operations.
     a.  Coordination of Purchase Request and Commitment (PRC) documentation within SPS/PD2, PR Web/Aquiline, and the SAP LOGMOD application to include receipt and validation of information, input into the SPS/PD2 and LOGMOD applications where necessary, and routing of PRCs electronically to appropriate contracting team.
     b.  Preparation of contract files in accordance with the CECOM Acquisition Center Index and Checklist, to include establishment of contract file folder in hard copy and on web/file server, and population of file folders with completed documentation upon receipt.  The contractor shall prepare files for between 200 and 700 contract actions per quarter, with greater than 60% of all annual contract actions occurring in the last quarter of the fiscal year, from July1 through September 30.;
     c.  Perform contract closeout to include deliverable tracking and document generation; performance of file maintenance, records retention, and storage support for contract actions; and reporting of contractual data.  The contractor will be responsible for closing between 12 and 24 contracts per quarter.
