Task 0005, US Army Information Systems Engineering Command (USAISEC), Information Systems Engineering Directorate (ISED)

1.  General,  ISED consists of seventy-six government personnel in Building 53301, Fort Huachuca, involved in providing information engineering support to the Kuwait Iraq C4 Commercialization (KICC) Project.  ISED also provides support to the 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

3.  The contractor shall provide a Task Execution Plan (TEP) support for the office operations support ISED, 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 to provide office operations support to ISED as identified below.  Personnel for this Directorate requires a security clearance of SECRET.  Responsibilities and duties for this person will be, but not limited to:

a.  Answer telephones and takes appropriate action to the request 

b.  Ensure voice mail is operational and retrieve messages daily 

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.

d.  Perform distribution functions for the team on a recurring daily basis 

e.  Prepare correspondence and perform record keeping functions for said correspondence on a daily basis and IAW the MARKS system 

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 

g. Prepare overtime requests and assigns control numbers and coordinate   with the appropriate USAISEC Budget officer 

h.  Maintain forms supply utilized by the Directorate 

i.  Maintain and reorder supplies as required

j.  Management of meetings.  Reserve meeting rooms, send out     invitations, track invitation responses, establish agenda, take attendance, take minutes, and itemize action items.  Publish attendee lists, minutes, and action item assignments.  Track action items.

k.  Maintain and track suspense actions to ensure suspense dates are met 

l.  Be competent in the operation and use of the Microsoft suite of software products (MS WINDOWS 2000/NT/XP, MS Word, MS PowerPoint, MS Excel, MS Access, MS Outlook)

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

n.  Control classified materials and reproduction and perform Key Custodian functions 

o.  Manage the KICC portal.  Recommend organization of items on the portal, post documents and other materials on the portal, and maintain configuration control of documents.

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 

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 

r.  Download, print, and maintain files of SIPRNET messages. 

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

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

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

v.  Protect computer equipment and the information stored in computers against accidental or intentional disclosure, modification, or destruction by unauthorized persons.
w.  Prepare final correspondence from draft manuscripts from government personnel, prepare meeting agendas, meeting minutes, briefing slides, and consolidate activity report submissions 

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

y.  Maintain timecard information provided by the timekeeper and enter the data into the Defense Civilian Pay System automated program

z.  Generate visit notification messages via the DMITE program 

aa.  Maintain/generate mailing lists, address labels, coordinate and execute express deliveries 

bb.  Prepare training requests

cc.  Perform Xerox and binding tasks

dd.  Plan, organize, schedule and attend In Process Reviews for the Directorate  


