Task 0002, CSLA Support:  

1.  General.  The contractor shall provide all personnel, administration, personnel management, services, and logistical services required for the Office Operations-Administrative Support using employees who meet the position and security qualifications of the contract.

2.  Office Operations.  Processes that are pertinent to general and specialized administrative office support.  The contractor shall perform the following tasks that include, but are not limited to:

       a.  Maintaining general management files in accordance with Army Regulation 25-400-2, the Modern Army Record Keeping System (MARKS).
       b.  Maintaining a Publications Library.

       c.  Collecting, preparing, tracking, maintaining and updating of data for one-time and recurring reports, e.g., property records for primary and sub-hand receipt holders; monthly financial reports; preparation and tracking of telephone and PC work orders.
       d.  Managing office supplies, to include monitoring stock levels and restocking shelves, and processing requests for office equipment maintenance, repair and replacement.

        e.  Coordinating the use of office and storage space.

        f.  Performing receipt and distribution of office correspondence, to include typing, scanning, faxing, photocopying, mailing, shipping, and printing of actions.
        g.  Providing forms management support.
        h.  Performing receptionist duties, i.e., visitor access and control to CSLA as well as telephone answering, directory services, processing and scheduling appointments for management personnel.  The front desk at the access to CSLA shall be staffed during work hours 0600 –1800 Monday through Friday.     
        i.  Shredding of classified and sensitive documents.  Facilities for shredding will be provided by the Government.    
        j.  Providing support for the Freedom of Information Act (FOIA) program, to include coordination, document generation, and action tracking.
        k.  Providing travel card administration to include application processing, delinquent balance tracking, and card cancellation.  
        l.  Providing support to manage personnel records, training, travel, and financial management systems, to include scheduling, documentation preparation, and tracking.  
       m.  Facilitating the operation of the Video/Audio Teleconference Equipment, to include coordination and scheduling of VTC/Audio broadcasts.
        n.  Providing support for Briefings to include typing and assembling of briefing charts.  
       o.  Provide typing and processing of technical reports and status reports.  
        p.  Receives and reads incoming correspondence and reports, screening those items which can be handled personally and forwarding the rest to CSLA staff.  Actions taken personally include composing replies to general inquiries not requiring a technical knowledge of the program and relaying instructions to subordinate offices, collecting data, preparing reports for higher echelons, or otherwise acting on requests received concerning procedural or administrative requirements.  Maintains suspense records on all correspondence and action documents, and follows up to insure a timely reply on actions.  
       q.  Reviews outgoing correspondence prepared for CSLA for procedural and grammatical accuracy and conformance with general policy.  Calls the writer’s attention to any conflict reflected in the file or any departure from policies and attempts to resolve conflict.  
        r.  Makes necessary arrangements for large meetings and conferences, based on information provided by CSLA concerning the purpose of the conference and people to attend.  Selects mutually satisfactory time, reserves the meeting rooms, notifies participants, and takes care of other such matters.  May decide to arrange for a CSLA staff to represent the organization at a conference, based on knowledge of the subject matter.  Assembles background material for conference.  Attends the meetings and prepares reports on the proceedings.  Notes the commitments made by the participants during the meetings, informs, the staff of those commitments, and arranges for the staff to implement them, with Government approval.  
       s.  Keeps CSLA calendar and schedules appointments and conferences with prior approval, based on personal knowledge of CSLA workload, interests, and commitments and current issues of importance.  Reminds CSLA staff of appointments.  On own initiative, reschedules appointments when it becomes apparent CSLA staff will not be able to meet previous schedules.

        t.  Responds to requests for routine information concerning the organization’s programs and functions.  Receives request, advises when the material can be furnished, and prepares it personally from files and records or follows up with staff to see that it is provided within the specified time.  Obtains information, the sources of which are not initially known and which may be available in only one or very few places.  Organizes the material and draws attention to the most important parts.  The subject matter is generally specialized and not a matter of widespread knowledge or is complicated because it is scattered in numerous documents or only in the memories of a few employees.  Frequently, the information is obtained orally from a variety of sources.  (NOTE:  For the Level of Secretary’s responsibility, routine type actions can be accomplished; other nonroutine actions would be referred to staff.)  Advise secretaries in subordinate organizations concerning such matters as the information to be provided by the subordinate organization for use in conferences and reports. 
        u.  Makes necessary arrangements for travel.  Arranges schedules of visits, makes transportation and hotel reservations, and notifies organizations and officials to be visited.  Keeps in touch with staff enroute.  Prepares and submits travel vouchers and reports. 
        v.  Drafts letters of acknowledgement, commendation, notification, etc., when the need arises.  
       w.  Organizes and maintains classified and/or unclassified files and records, manuals and logs.  Searches for, assembles, and summarizes information, as required, from files.  
3.  Security Administration.

     a.  Escorting uncleared personnel while in CSLA.   

4.  Mail Distribution.

     a.  Receives and reads incoming correspondence and reports, screening those items which can be handled personally and forwarding the rest to CSLA staff.  Actions taken personally include composing replies to general inquiries not requiring a technical knowledge of the program and relaying instructions to subordinate offices, collecting data, preparing reports for higher echelons, or otherwise acting on requests received concerning procedural or administrative requirements.  Maintains suspense records on all correspondence and action documents, and follows up to insure a timely reply on actions.

5.  Supply and Property Management.
     a.  Obtains and monitors a full range of office support services.  Requisitions office supplies, equipment, publications, maintenance and printing services; and performs similar office maintenance tasks.
     b.  The contractor shall maintain/update property records for hand receipt holders.
     c.  Operate and maintain the CSLA Property Book in accordance with the existing procedures, forms and documents. For example; issues, turn-ins, Reports of Survey, DD Form 250s, Purchase Request and Commitment forms, transfers, and reversals.

     d.  Assist the primary hand receipt holder, in issuing hand receipts items and maintain hand receipt files IAW the internal procedures.   Prepare logistic reports and maintain and document support files on items issued and turned in. Must be able to conduct and maintain equipment inventories.
     e.  Accurately complete a variety of supply related forms.
     f.  Assist the equipment coordinator and the hand receipt holder in the following areas: (a)  Ability to carry 60lb piece of equipment in the execution of the mission; (b) Move and transport  supplies and equipment to various locations; (c)  Assist the mail/distribution clerk; (d) Collect, route and distribute mail and distribution on a daily basis among all CSLA elements, the Post Office, telecommunications center, and the central mailroom/post distribution points as required; (e)  Properly document and account for all registered, certified, insured and express mail; (f) Ensure proper security is maintained over all mail and distribution and that accountability is maintained over any classified, sensitive or material that requires special handling; (g) Ensure that there are no violations of mail or classified document handling regulations and policy.
6.  Automation.
     a.  Operate the CSLA Logistics Computer System, which will require the ability to type 30 WPM and be familiar with Microsoft Office Suite programs.
