Task 0003, US Army Information Systems Engineering Command (USAISEC), Mission Support Directorate (MSD)

1.  General:  MSD consists of 54 government personnel located in Greely Hall, Fort Huachuca involved in support services to the ISEC command group, 5 directorates located at Fort Huachuca, and three directorates located at Fort Belvoir, VA, Fort Detrick, MD, Fort Lee, VA and the Pentagon, Washington, D.C.

2.  Applicable Documents:  The most current edition of the following documents form a part of this PWS to the extent specified.  In the event of a conflict between these documents and this PWS, the contents of the PWS shall be considered a superseding requirement.

AR 25-51

Official Mail and Distribution Management


AR 25-400-2

The Modern Army Record Keeping System (MARKS)


AR 380-5

Information Security


AR 710-2

Inventory Management Supply Policy Below the 

Wholesale Level


AR 710-2-1

Inventory Management


AR 735-5

Polices and Procedures for Property Accountability


Fort Huachuca Mail Publications


USAISEC Emergency Operations Center (EOC) SOP, current edition


USAISEC Force Protection (FP) Measures, current edition


USAISEC FP Plan, current edition

3.  The contractor shall provide a Task Execution Plan (TEP) support for the supply and property management support for the S-4 Section, mail and distribution support, anti-terrorism and Force Protection for the S-3, and on-call driver support, for the period 1 July 2004 through 30 June 2005.  The TEP shall include support for:

Office Operations Support:  The contractor shall provide an individual or individuals to provide office operations support to each Directorate as identified below.  These Directorates are identified as Information Systems Engineering Directorate = ISED, Transmission Systems Engineering Directorate = TSED, Information Assurance and Security Engineering Directorate = IASED, and TSED Terrestrial/Technical Control Group = TTCG.  Personnel for these Directorates require a security clearance of SECRET.  Responsibilities and duties for these personnel will be, but not limited to:


a.  Answer telephones and takes appropriate action to the request (ISED, TSED, TTCG)

b.  Ensure voice mail is operational and retrieve messages daily (ISED, TSED, TTCG)


c.  Maintain combinations and open safes (these safes can including information at the SECRET level) for authorized individuals, accept, distribute, and file classified documents, and maintain documents in the safe (TSED, TTCG)


d.  Perform distribution functions for the team on a reoccurring daily basis (ISED, TSED, TTCG)


e.  Prepare correspondence and perform record keeping functions for said correspondence on a daily basis and IAW the MARKS system (ISED, TSED, TTCG)


f.  Prepare and submit TDY orders, theater clearance requests, site visit requests, letters of employment, credit card memorandum actions, coordinate CONUS Replacement Center (CRC) reservations, issue memorandums for issuance of Geneva Convention and Common Access Cards (CAC) identification cards for personnel, enter information for orders into the TDY database, and complete DA-1297s (TSED, TTCG)


g.  Prepare overtime requests and assigns control numbers and coordinate with the appropriate USAISEC Budget officer (ISED, TSED, TTCG)


h.  Maintain forms supply utilized by the Directorate (TSED, TTCG)


i.  Maintain and reorder supplies as required (ISED, TSED, TTCG)


j.  Ensure the assigned end of day security checker is available and aware of the duty as required (ISED, TSED, TTCG)


k.  Maintain and track suspense actions to ensure suspense dates are met (ISED, TSED, TTCG)


l.  Be competent in the operation and use of the Microsoft suite of software products (MS Word, MS PowerPoint, MS Excel, MS Access, MS Outlook) (ISED, TSED, TTCG)


m.  Track work plan expenditures and burn rates, prepare monthly Work Plan Expenditure Spreadsheet (TDY, overtime, orders), maintain spreadsheet for TTC Group Lead for all TCC Group functions (ISED, TTCG)


n.  Control classified materials and reproduction and perform Key Custodian functions (TTCG)


o.  Enter award information into database and maintain personnel leave request and enter this information into a PERSTAT database (TTCG)


p.  Maintain Personnel Status database & reports on a daily basis, complete the roll call for CECOM when Directorate secretary is on leave, and maintain the personnel office board (TTCG)


q.  Assist personnel with travel vouchers, obtaining signatures and scan/E-Mail vouchers to DFAS, track travel vouchers for payment status and act as liaison with DFAS on any issues for personnel who are not available due to TDY (TTCG)


r.  Collect, prepare, track, maintain, and update data for one-time and recurring reports (property records for hand receipt holders, monthly Closeout and Best Value reports, Cycle Time and Contract Statistical data, Work orders) (TTCG)


s.  Provide support to the FOIA program in such items as tracking, filling requests, and reporting (TTCG)


t.  Support the collection, recording, manipulating, reporting, and analyzing data on contract history and other cumulative reporting requirements, support the updating of WEB pages, automated media, and items such as internal electronic libraries and inventories (TTCG)


u.  Prepare and track request for personnel actions (ID cards, health benefits, thrift savings plan awards, disciplinary awards, leave administration (ISED, TSED)


v.  Update security roster every other month (6 times annually) (ISED, TSED)


w.  Prepare final correspondence from draft manuscripts from government personnel, prepare meeting agendas, meeting minutes, briefing slides, and consolidate activity report submissions (ISED)


x.  Prepare TDY orders, training support forms, Total Army Performance Evaluation System (TAPES) support forms, performance appraisals, and other administrative duties (ISED)


y.  Perform additional duties as the Directorate Terminal Area Security Officer (TASO), Assistant Security Manager, Physical Security Officer, and Key Custodian (ISED, TSED)


z.  Submit and track service orders (less than 40 hours to complete job) and call outside contractors if necessary to coordinate arrangements for completion of work (ISED, TSED)


aa.
Attend work order status meetings; submit work orders IAW safety inspection deficiencies for building 55301 as required (ISED, TSED)


bb.  Maintain timecard information provided by the timekeeper and enter the data into the Defense Civilian Pay System automated program (TSED)


cc.  Change safe/room door combinations and control classified materials and reproduction (ISED, TSED)


dd.  Generate visit notification messages via the DMITE program (TSED)


ee.  Maintain/generate mailing lists, address labels, coordinate and execute express deliveries (FEDEX, UPS) (ISED, TSED)


ff.  Prepare training requests (TSED)


gg.  Perform Xerox and binding tasks (ISED)


hh.  Assist in writing job descriptions; maintain manpower and staffing documents, strength reports and controls for civilian and military personnel (ISED)


ii.  Develop, publish, and maintain standard operating procedures, memorandums, accreditation packages and guidance for other material relating to security – (ISED)


jj.  Directorate coordinator for Army-Individual Development Plan (A-IDP – (ISED)


kk.  Plan, organize, schedule and attend In Process Reviews for the Directorate  - (ISED)


ll.  Prepare and submit requests for PCS orders, assist personnel with moving information, coordinate the completion of Form 450 (Yearly Finance Disclosure Statement), ensure all personnel meet the required annual suspense date (ISED)

Supply and Property Management Support Operations (S-4):  The contractor shall provide an individual to support the supply and property management efforts for the Mission Support Directorate, S-4 Office located in building 80811and for general building supply and maintenance support in building 53301.  Individual supporting the S-4 effort requires a security clearance of SECRET while the individual supporting building 53301 only requires the appropriate ADP clearance in order to have access to the USAISEC network.  Responsibilities and duties of this person will be, but not limited to:

a.  Assist ISEC Warehouse Employee in daily work, i.e., sort supplies /equipment that is received in the warehouse and put the items on the shelves.  Separate serviceable items from unserviceable and place them in storage rooms (S-4)

b.  Receive customer service requests (telephonically or in person) and route the requester to the appropriate ISEC S4 employee (S-4)

c.  Assist with maintenance and inventory of the supply cabinet.  Maintain stock on an excel spreadsheet and request purchase of replenishment stock (S-4)

d.  Prepare workflow slides as required (S-4)

e.  Maintain all files IAW Modern Army Records Keeping System (MARKS) (S-4)

f.  Assist in the creation and maintenance of all Warehouse Logs (S-4)

g.  Create and maintain warehouse excess property files (S-4)

h.  Have a working knowledge of logistic regulations (S-4)

i.  Prepare supply documents to include distribution to support agencies (S-4)

j.  Move and transport supplies and equipment to various locations (S-4)

k.  Issue, barcode equipment, turn-in equipment, and pick up excess equipment from the command (S-4)

l.  Maintain proper warehousing techniques and ensure accountability for stored equipment (S-4)

m.  Perform basic warehouse housekeeping and administrative functions (S-4)

n.  Remove equipment from cartons and inspect for damage (S-4)

o.  Prepare material for shipping )S-4)

p.  Conduct equipment inventories IAW with regulations and policies (S-4)

q.  Maintain equipment databases used to track the equipment thru the warehousing process (S-4)

r.  Drive & refuel Government Vehicles to include 5-ton trucks (S-4)

s.  Operate Stacker (hand fork lift) and other warehouse equipment to assist in work performance (S-4)

t.  Stock and locate equipment in accordance with the warehouse database (S-4)

u.  Maintain Material Safety Data Sheets for all on hand hazardous material (S-4)

v.  Perform preventative maintenance checks and services on S4 vehicle and equipment (S-4)

w.  Assist in hauling loads of unserviceable property to Accumulation point and unload for disposal (S-4)


x.  Individual must possess a valid driver’s license (S-4)

y.  Individual must be able to lift 100 pounds, move supplies and equipment (S-4)

Duties for building 53301 are as follows:

a.  Assist equipment coordinators from USAISEC Directorates located in Bldg 53301 in daily activities involved in the movement of various types of equipment and materials

b.  Develop requisitions for office and building supplies for submission to the government for acquisition

c.  Pickup and prepare equipment or furniture for turn-in to the USAISEC Property Book Officer (PBO) (removing batteries form power supplies, crushing electronic boards, binding together broken equipment/furniture parts etc) Organize computers and associated parts for turn-in.  Assist in the preparation of supporting documentation

d.  Complete a variety of logistical duties including transporting equipment to various buildings within ISEC and placing electronic equipment in workstations

e.  Unload, moves, and organizes supply materials or equipment within cabinets and/or supply rooms

f.  Assist Directorate equipment coordinators with monthly, quarterly, and annual inventories to include copying and binding reports and documents

g.  Prepare and track work orders for building 53301 and 53302

h.  Provide emergency building physical security and safety tasks when required should an incident occur by immediately performing the kind of minor repair tasks that government employees would take in a building.  These tasks include, but are not limited to sealing off broken windows, performing minor electrical, plumbing, minor structural, and other such simple tasks that do not require major materials or tool purchases.  These repairs are only emergency in nature and need not be permanent but should be effective until such time as the appropriate personnel can make permanent repairs.

i.  Perform minor end user maintenance tasks that would normally fall under the end user requirements for building 53301.  This would include, but not be limited to, minor plumbing, mechanical, and electrical adjustments and repairs, changing light bulbs, touch up painting of small areas, and one time cleaning of small areas and disposal of waste materials

j.  Oversee the servicing of the waterless urinals, refilling/replacing bathroom tissue, paper towels, soap dispensers, air fresheners, and filters within the building

k.  Assist clerical personnel in completing inventories, shredding, disposing of shredded material, filing, and pickup and delivery of supplies

l.  Perform monthly checks of fire extinguishers

m.  Sort/distribute incoming mail and distribution

n.  Prepare/assist in the preparation of equipment for shipment to sites and customers

o.  Perform additional duties of driver when required IAW requirements of Para C.4.7 of the basic contract

Mail and Distribution Support:  The contractor shall provide an individual to support the mail and distribution requirements for USAISEC from the Mission Support Directorate located in Greely Hall.  Individual supporting this effort requires a security clearance of SECRET.  Responsibilities and duties of this person will be, but not limited to:

a.  Provide mail and distribution services

b.  Collect, route, and distribute mail and distribution on a daily basis among all USAISEC elements at Fort Huachuca, the Post Office, Telecommunications Center, and the Central Mailroom/Post Distribution points as required

c.  Reproduce and distribute correspondence and other documentation

d.  Properly document and account for all registered, certified, insured and express mail

e.  Destroy classified waste in an approved manner as required

f.  Ensure proper security is maintained for mail and distribution

g.  Ensure proper accountability is maintained for classified, sensitive and/or material that requires special handling

h.  Take appropriate action to keep mailing costs to a minimum as well as record operating costs

i.  Ensure that there are no violations of mail or classified document handling regulations and policy

Anti-Terrorism and Force Protection (S-3):  The contractor shall provide sufficient personnel to provide this support in the form of access control for buildings 53301 and 53301 between the hours of 0500 and 2000 hours daily excluding Federal holidays.  Contractor will ensure that two personnel are manning these locations with coverage for sickness, vacation, or whenever an occasion arises that would leave only one person available for a location.  Individuals supporting this effort require a security clearance of SECRET.  Responsibilities and duties of these personnel will be, but not limited to:
a.  Receive customer service requests (telephonically or in person) and route the requester to the appropriate office

b.  Assist in the creation and maintenance of all security administration logs

c.  Perform receptionist duties, i.e., visitor access and control to the Technology Integration Center (TIC) and Communications Measures Electronic Test 1 (CMET1) as well as telephone answering and directory services

d.  Prepare security and administrative reports using MS Office software

e.  Perform 100% ID check at the door

f.  Maintain a sign in/out register

g.  Notify directorate point-of-contact to provide an escort when visitors/vendors arrive.  Vendors/visitors will not be granted access until their escort arrives

h.  Utilize air horns to notify occupants of an evacuation

i.  Ensure buildings are clear during an evacuation by maintaining a roster of cleared areas as reported by division appointed personnel

j.  Print the current sign out roster during an evacuation and provide to Directors for personnel accountability

k.  In the event personnel desiring access to these locations become uncooperative, contractor personnel will notify appropriate points-of-contact for that building and/or the USAISEC Operations Officer (extension 538-8718)


