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1.0 INTRODUCTION

Provide general description of the PMW area’s of responsibilities. For Example:

The Networks, Information Assurance and Enterprise Services Program Office (PMW XXX) of the Program Executive Office (PEO) Command, Control, Communications, Computers, Intelligence (C4I) is responsible for the acquisition, integration, delivery, and support of network infrastructure and basic network information distribution services in support of force-wide tactical information and combat support systems.  PMW XXX is obtaining (Engineering, Program Management, Integrated Logistics, Financial, Test and Evaluation or identify other functionality as required) Services for the (acquisition, management, installation, integration, Integrated Logistics, Financial, Test and Evaluation…etc) support of multiple programs.   

2.0 BACKGROUND

Provide general description of each Program of Record (POR)/Project to be covered by this effort. For Example:

PMW XXX Program and Project Managers are responsible for the design development, acquisition, implementation and integration efforts supporting the Combined Enterprise Regional Information Exchange System (CENTRIXS), Integrated Shipboard Network System (ISNS), Consolidated Afloat Network Enterprise Services (CANES), Naval Global Directory Services (NGDS), Personal Computer (PC) Project, Common PC Operating System Environment (COMPOSE), Sensitive Compartmented Information (SCI) Networks, Submarine Local Area Network (SUBLAN), Shipboard Wide- Area Network (SWAN) and the Automated Digital Network Switching (ADNS) programs.  Each of the above programs, including their status in the program acquisition lifecycle, is described below:

Provide detailed description of each Program of Record (POR)/Project to be covered by this effort. For Example:

SWAN: The new construction Shipboard Wide Area Network currently planned for new ship construction will have its own "information superhighway" by means of the Shipboard Wide-Area Network (SWAN). The SWAN, the network infrastructure for integrating the electronic- and ship-control systems, will be a digital central nervous system for the ship. The SCN Team is well aware of the innumerable ways in which networks are changing society--including how the Navy and industry design, build, and operate ships. For this reason, the SWAN and future follow-on configurations is an integral part of the new ship construction design. Made of a fiber-optic cable plant, copper cabling, and wireless sensors, the SWAN will provide for both real-time and non-real-time data communication. Sailors and Marines will benefit from such intranetwork services as e-mail, access to training materials, technical data-bases, ship monitoring systems and have access to the Internet and worldwide web.

Integrated Shipboard Network Systems (ISNS) provides Navy ships and shore sites (eg…MHQ-MOC, Command Centers, Training Facilities) with reliable, high-speed SECRET and UNCLASSIFIED Local Area Networks (LANs).  It supplies the network infrastructure (switches and drops to the PC), Basic Network Information Distribution Services (BNIDS), and access to the DISN Wide Area Network (WAN) (Secure and Non-secure Internet Protocol Router Network SIPRnet and NIPRnet) which are used by other hosted applications or systems such as NTCSS, GCCS-M, DMS, NSIPS, NMCP, NAVMPS, TBMCS and TTWCS.  It enables real-time information exchange and network monitoring within the ship and between afloat units, Component Commanders, and Fleet Commanders and is a key factor in the implementation of the Navy’s portion of Joint Vision 2020.  ISNS Increment I modifications are the next upgrades to ISNS to include wireless network support internal and external to the ship (Expanded Maritime Intercept Operations), disk to disk back up, blade servers, SOA services support and increased security.  ISNS 2 is synonymous with CANES and will be managed under CANES. 

Consolidated Afloat Networks and Enterprise Services (CANES) is the proposed next generation Afloat Network.  CANES Increment 1 will be developed to provide future ISNS, CENTRIXS, SCI Networks, under a single program.  SubLAN capabilities are also planned to be incorporated into the program after SubLAN 2 is fielded.  CANES will provide the common core enterprise services and service oriented architecture (SOA) to allow organizations ubiquitous access to reliable, decision-quality information through a net-based services infrastructure and applications to bridge real-time and near-real-time communities of interest (COI). The SOA will empower the edge user to pull information from any available source, with minimal latency, to support the mission. Its capabilities will allow DoN as well as GIG users to task, post, process, use, store, manage and protect information resources on demand for warfighters, policy makers and support personnel.

Enterprise Software is comprised of the Common PC Operating System Environment (COMPOSE) and Network Management.  COMPOSE is a streamlined software package based on a modular architecture that provides Basic Network Information Distribution Services (BNIDS) used by other program of record systems such as CENTRIXS, ISNS, SubLAN, and SCI networks.  Essentially, COMPOSE establishes an operating system environment that provides basic network domain services (e.g., account management, domain name service, e-mail, web-based services), core office automation applications (e.g., word processing, spreadsheet, presentation), and security services (e.g., anti-virus).  

Network Management is currently accomplished via a Navy-developed network monitoring tool that delivers a single, automated point from which the shipboard user can monitor the devices and services associated with the shipboard LAN and other ship and shore networks.  Network Management is intended to improve reliability and up-time of 

networked devices and services; this is accomplished by assisting administrators in daily monitoring, maintenance, and troubleshooting tasks.   The Navy is replacing the existing network monitoring tool with a COTS shipboard LAN-based network monitoring tool starting in March 2008.  

3.0 OBJECTIVE

Describe the type of services required. For Example:

The objective of this Task Order is to acquire the range of systems engineering services required to support PMW XXX programs identified in paragraph 2.0 above.  These services shall include:

· Engineering support services for architecture definitions and designs, configuration definition and integration with other shore and afloat systems and coalition interfaces/systems. 

· Test and Evaluation support services in accordance with the Defense Acquisition Guidebook.

· Network engineering/technical representation in formal and informal program reviews/meetings, including assessing progress, and identifying technical variances between PMW XXX programs, projects and other PEO or NAVSEA programs.

· Re-occurring and Non Re-occurring Rough Order of Magnitude (ROM) for new designs, design changes on product enhancements, End of Life (EOL) changes, design defect changes in support of meeting program and project requirements and capabilities.

· Subject matter expertise required to develop white papers, architectures and production engineering design papers to support configuration and integration product and process improvements via action items and Naval Change Requests (NCRs) or other means.

· Technical Points of Contact (TPOC), Solution Team (ST) members and engineering experts, in accordance with PMW XXX‘s CM plan, system engineering process and swimlanes. Engineering services and other technical and administrative expertise.

4.0 Applicable Documents and Directives

Provide listing of all Documentation associated with this effort. For Example:

The Contractor shall adhere to the following documentation:  

	Document Type
	No./Version
	Title
	Date

	Guidance
	
	Information Assurance Strategy Template for Submission by Acquisition Program Managers, DON CIO Guidance
	11/9/1999

	Guidance
	1.0
	PMW XXX Configuration Management Plan
	07 Sep 04

	PEO C4I
	1.0
	PEO C4I IP(v)6 Transition plan
	

	Guidance
	1.0
	PMW XXX Functional Baseline Configuration manual
	23 Jun 04

	DoD Directive
	8500.1
	Information Assurance (IA)
	24-Oct-02

	DoD Instruction
	8500.2
	Information Assurance Implementation
	6-Feb-03

	DOD Instruction
	5200.4
	DoD Information Technology Security Certification and Accreditation Process (DITSCAP)
	30-Dec-97

	SPAWARINST
	4130.5
	Handbook for Field Changes and Engineering Changes
	05 Jan 04

	NAVSEA
	N/A
	Fleet Modernization Program (FMP) Management and Operations Manual
	10 Jun 02

	
	5721.1
	Electronic and Information Technology (EIT) Section 508 Accessibility Standards
	12/21/2000


5.0 Performance Requirements

Provide a general description of all the required tasking. For Example:

The identified tasks are to be completed and delivered in accordance with the requirements stated in each task. Provide the necessary timely assistance to meeting program emergent requirements as requested by the Program Manager or other properly designated authority. 

Coordinate ongoing and future support of ADNS, ISNS (including VIXS and SVDS), CANES, SCI Networks, SubLAN, PC, CENTRIXS systems and Enterprise Software with external organizations and commands as required for proper engineering support including: Software Support Activities (SSAs); Hardware and software Central Design Agents (CDA’s); In-Service Engineering Agents (ISEAs) such as SPAWARSYSCEN Charleston and San Diego; NAVSEA; NAVAIR; Office of Naval Intelligence (ONI)/Office of Naval Research (ONR); and other commands as assigned.    

All Contractor developed reports, white papers and studies shall be tracked via a Naval Change Request (NCR) or Action Items.  Engineering, logistic and Technical Point of Contact (TPOC) check lists shall be completed upon completion of the NCR. All NCR’s shall have an attached schedule for completion of the NCR up to the PWM160 Change Review Board (CRB). If a schedule has not been provided or the NCR is new then attach a schedule to the NCR. All documentation shall be prepared in the format prescribed by the requester, be accurate, complete and free of grammatical, typographical and spelling errors, and delivered by the required delivery date 95% of the time. Documentation format and scope shall be specified and approved via the PMW XXX Systems Engineering (SE)/Configuration Management (CM) process. All dates are working days unless explicitly stated as calendar days.

Add to 5.0 your format preferences and accuracy for the reporting requirements. For Example: The Contractor shall provide all required written documentation, reports, briefing materials, viewgraphs, studies, meeting minutes, contracts, and other materials as described be submitted in the requested format, without spelling, grammatical, calculation, or technical errors and in accordance with the directives listed in Section 4.0 Applicable Directives/Documents and Section 10 Best Practices where appropriate.  Use and be proficient in the use of Microsoft Office (Excel, Word, Access, PowerPoint), and Microsoft Project. All work products shall be completed and delivered to the Program Manager, or Alternate, by the assigned due date 98% of the time. 

For the specific Para 5.0 tasking requirements, follow the format below. Identify the Para 5.0 specific tasking requirements and deliverables by Appropriation type as identified below. 

Para 5.1 identifies all O&M, N funded tasking. If none, mark Paragraph as Reserved.
Para 5.2 identifies all OPN (P) funded tasking. If none, mark Paragraph as Reserved.
Para 5.3 identifies all OPN (I) funded tasking. If none, mark Paragraph as Reserved.
Para 5.4 identifies all RDT&E funded tasking. If none, mark Paragraph as Reserved.
Para 5.5 identifies all SCN funded tasking. If none, mark Paragraph as Reserved.
Para 5.6 identifies all WPN funded tasking. If none, mark Paragraph as Reserved.
Para 5.7 identifies all FMS funded tasking. If none, mark Paragraph as Reserved.
Para 5.8 identifies all Other funded tasking. If none, mark Paragraph as Reserved.

5.1 Program Management Support (O&M, N Funded). Example: 

Describe at a summary level all of the specific tasking contained in the 5.1 level three sub paragraphs. Provide PMW XXX PM/DPM level Program Planning and Guidance documentation support, provide PMW XXX enterprise Program Management administration services to support Management Data, Database/ Spreadsheet support and Meetings and Conference Services. The Contractor shall provide the following:

5.1.1 Program Office Planning Documentation. Example:

Provide program planning documentation, program guidance documentation efforts to support the requirements of the PEO/SPAWAR Mission Statement and other program management assistance as assigned. 

 Deliverables: Example (identify CDRL for each deliverable)   
· Consolidated PMW Planning Documentation Status Report/Monthly
· Maintain and distribute internal routing guidance document/as required.

· PEO Monthly Status briefing Report/By the 15th of each month.

· 12 ADHOC reports/ as required

5.1.2 Example: Management Data

Provide Program Management support services to assist in the preparation and maintenance of management data inclusive of:  (1) Work breakdown structures, (2) Project schedules and briefings, and (3) Management reviews and progressive reports. 

 Deliverables: Example (identify CDRL for each deliverable)
· Consolidated POR ACAT Status Report/Monthly.

· Milestone status report by POR/Project/ as required.

· Quarterly Fleet Program Review Presentation/ every 3 months.

5.1.3 Example: Databases and Spreadsheets

Maintain and update databases/spreadsheets to support program requirements.  This task consists of data entry, problem resolution when necessary, and use of algorithms and other data analysis tools including graphs, pivot charts, macros and custom reports.  Information shall be kept current, and adjustments and data entry shall be completed within 24 hours of receipt, or as assigned by the requestor. 

Deliverables: Example (identify CDRL for each deliverable)
· Consolidated Failure Analysis Report/Monthly.

· CASREP status report / Weekly.

5.1.4 Example: Meetings and Conference Services

Coordinate special events, meetings, conferences and work groups, and provide rooms for program meetings as required.  Notify participants, provide agendas, directions and arrange for appropriate equipment.  The arrangements shall be made in accordance with the procedures and schedule set by the requestor, and all changes/modifications approved by the requestor before implementation.  Contractor planned events shall be arranged so there are fewer than five verified attendee complaints, and submit a summary event report and meeting minutes.

Deliverables: Example (identify CDRL for each deliverable)
· Final Agenda’s for conferences and meeting’s/ 3 working days prior to meeting or as identified by the requestor.

· Final Meeting Minute’s/ 3 working days after meeting.

5.2 Production support-- hardware engineering Support, aCquisition Management Support (OPN-P Funded). Example:

Describe at a summary level all of the specific tasking contained in the 5.2 level three sub paragraphs. Example: Provide production services to support PMW XXX programs and be capable of providing methods, processes, and tools that strive for cost, schedule, and performance efficiencies. Identify and provide corrective recommendations/options as they relate to acquisition/production management areas of responsibility. The Contractor shall provide the following:

5.2.1 Example:  Production Acceptance Test and Analyses

Provide production acceptance test and analyses – to analyze the CDRL data associated with the delivery of production hardware to include: reviewing requests for Deviations and Waivers, technical reports, first article test procedures and related reports.  These efforts shall facilitate the government acceptance of the Production contractor delivered hardware via form DD250 by documenting the deviations compared to the applicable performance specifications.  Provide supporting documentation to PMW XXX personnel in sufficient time to allow them to meet the acceptance schedule deadline. 

Deliverables: Example (identify CDRL for each deliverable)
· Deviation and Waiver Summary Report/monthly

· First Article Test Procedure Correction Status Report/monthly

· Delivery Report by Activity and Hull/Monthly

· Inventory Status/monthly

5.2.2 Example:  Acquisition and Supporting Documentation

Generate the documentation necessary to support the Production Acquisition related planning phases, as required by the JCIDS process for new production procurements, and the related required documentation. This support includes Milestone planning, procurement planning, baseline identification, change control and contract strategy planning, at the PEO/PMW XXX enterprise level and at the individual specific Program level. Contract documentation includes: Request For Proposal (RFP), Request For Quote (RFQ), Request for Information (RFI), Statement of Objectives (SOO’s), Performance Work Statements (PWS), Statements of Work (SOW’s), Service Level Agreements (SLA’s), modification requests, Acquisition Plans, PPSM (new name for the Contract Planning Conference (CPC)) materials, support contracts information analysis, such as responses to RFI’s and participate as required in the over-all PMW XXX contract support team.  

Deliverables: Example (identify CDRL for each deliverable)
· Acquisition Planning Milestone Schedule/Quarterly

· Baseline Configuration Status Accounting Report/Quarterly

· Contract Strategy Planning Report at the Program Level/Quarterly

· Contract Strategy Planning Report at the PMW Level/Quarterly

· 12 ADHOC Reports/as required

5.3 OPN (I) Reserved . Example:

5.4 Example: Test and Evaluation and Engineering Support (RDT&E)

Provide current and future developmental Test and Evaluation (T&E) and T&E Acquisition Management support in order to obtain Full Rate Production (FRP) decisions for PMW XXX programs and provide PMW XXX Technical Director (TD) and Chief Engineer (CHENG) engineering support. The Contractor shall provide the following:

5.4.1 Test and Evaluation Test Co-ordination. Example: 

Assist Program Office T&E Lead in the test coordination, test execution, and test report generation that can be performed in the lab environment or operational platform in support of TECHEVAL. This task shall include the coordination, execution, and report generation of the system under test to mimic shipboard high stress operational environment, test hour collection, and Maintenance Demonstrations.   Provide the engineering assistance requested by the Program Office T&E Lead to accomplish the equipment and system TECHEVAL. Assist in coordinating the Test Integrated Program Team meeting, Preliminary Design Reviews, Critical Design Reviews and Test Readiness Reviews. Assist the T&E lead in responding to memorandum dated 9 May 2007 from DoD, Director Operational Test and Evaluation Key Management and Process Milestones.  Assist the T&E Lead in the coordination, briefings/presentations development and generation of minutes to support, the following: Developmental Test Readiness Reviews, Operation Test Requirements Review briefings, the Ready for Operational Test messages, the generation or review of the Fleet Resource Request Messages and the semi-annual OT&E meetings with COMOPTEVFOR .  Review documentation related to the T&E evaluation program and generate review comments.  Maintain and ensure the accuracy and currency of the T&E evaluation related documents contained in the PMW  XXX SE2 T&E website.

Deliverables Example (identify CDRL for each deliverable)
· “Quick Look” report for any system In test status/E-Mailed daily

· Summary Status Report/Monthly

· Generate final meeting minutes and distribute/3 days after meeting

· Generate Conference Agendas/briefing presentations/7 days prior to event

· SE2 T&E Documentation Status Report/Monthly

· Update the TEMP and TEMP Strategy Documentation/every 6 months

· Provide Interim Certification To Operate or Certification To Operate/14 days after request
· Maintenance Demonstration Fault List/15 days after acceptance
· Weekly Status Report/ E-Mailed Wednesday of each week NLT 1000
5.4.2 PMW XXX TD and CHENG Special Projects. Example: 

Provide technical and  engineering support for the PMW XXX TD and CHENG for new and existing NAVY initiatives, including ; CANES, Maritime Domain Awareness, FORCEnet, NGEN, Early Adopters, Maritime Head Quarters/Maritime Operation Center 

(MHQ/MOC), Collaboration at Sea (CAS), Navy Tactical Networks (NTN), Tactical Edge Networking (TEN), Service Oriented Architecture (SOA),  Globally Netted JFMCC, Dynamic Communications Networking, Dynamic C2, Forward Deployed JTF, Non-Governmental Organization (NGO) Collaboration, Naval Expeditionary Combat Command (NECC), Air Integration, Non-Classified Networking, Digital Swarming, Social Networking, Innovation Cells, Operational Level of War (OLW) C2, Secure Mobile Environment (SME) and other future initiatives, new technology investigations, technical strategic planning, programs in development, experiments, and other technical initiatives/investigations. Support meetings for critical technical forums such as the CHENG council, cross PMW technical exchanges, IPTs, etc. by coordinating the meetings, providing agendas, meeting minutes, etc. Assist in tracking Science and Technology efforts, and coordinate acquisition and program management requirements for these initiatives. Provide current and future engineering support for preparations for DT/OT events and NCR engineering support for special projects such as, 

· AIP Engineering

· TMIP Integration

· Trident Warrior and follow-on evolutions

· Propulsion Plant LAN Integration

· Naval Enterprise Single Sign-On

· DD(X), LCS, CG(X)

The total quantity of these NCRs is expected to be one NCR every two months.  Document all work in the PMW XXX System Engineering and Configuration Management system via the use of NCRs and related checklists and reports.

Deliverables Example (identify CDRL for each deliverable)
· Estimated 24 ADHOC White papers, presentations, reports and studies as identified by the Task Lead/ completed within the assigned schedule of the requestor

· Estimated 6 NCR Submissions/10 days after initial request

· Generate final meeting minutes and distribute/3 days after meeting

· Generate Conference Agendas/briefing presentations/7 days prior to event

· Weekly Status Report/E-mailed each Monday NLT 0900

5.5 Design Engineering Working Group for New Ship Construction

 (SCN Funded). Example:

Provide services to support PMW XXX SCN Engineering efforts. Identify and provide corrective recommendations/options as they relate to various SCN Platform Designs. The Contractor shall provide the following:

5.5.1 Example: Design Engineering Support  

Engineering analysis to support testing and prepare detailed solutions for current and future SCN related designs and changes required to meet existing and new SCN platforms for the PMW XXX CANES system and PMW XXX projects/programs as identified by the TPOC.  Document all work in the PMW XXX System Engineering and Configuration Management system via the use of NCR’s and related checklists and reports. The below Ship Classes are included and specific SCN hulls will be incrementally identified and funded with each increment.
CVN, DDG, LHD, LHA, T-AKE, LCS, LPD-17, DDG 1000, CGX, CJR, JHSV

Deliverables Example (identify CDRL for each deliverable)
· 10 NCR’s/as required, delivered 10 days after initial request
· Configurations by ship class Report/ Monthly
· 7300 forms Submissions Summary Report/ as required by Task Lead
· Bill of Materials (BOM) Inventory Report/ Monthly
· 36 ADHOC white papers, presentations, reports and studies/ as required by Task Lead.
5.6 WPN Reserved 

5.7 FMS Reserved 

5.8 Other Reserved 

6.0 Deliverables. Example:

Program specific deliverables are described and identified in Section 5.0 sub paragraphs.  Non-program specific deliverables are listed below. The Contractor shall provide the following deliverables within the timeframe specified: 

	Products Example
	Due Date Example

	Monthly Status Reports (MSR) - identify all work accomplished, planned, issues/resolution options and financial status for each 5.0 Performance Requirement sub task at the 5.X.X level. The report shall include: Planned amount, Funded amount, Expended amount to date and planned Burn Rate to task completion and any cost savings per sub paragraph 5.X.X and summarized at the 5.X paragraph level by Appropriation and by Program/Project. Provide a Employee Master Report (Staffing Plan) which identifies all prime and sub contractor employees’ charging to the PWS, Labor category, Labor rate, PWS sub paragraph (5.X.X) supported and percentage of time charged, CAC status, and if applicable, a GFE/GFI Inventory Listing per SPAWARINST 4440.12. Conduct a MSR meeting with the Government to review the Monthly Status Report as directed by the COR. 
	Draft due the 5th of each month for Government review/ comments.

Final due the 10th of each month

	Trip Reports- Identify applicable PWS Sub Paragraph 5.X.X 
	5 working days upon completion of trip

	Weekly Status Reports on all Tasks, unless specified explicitly by the Task Lead. 
	Weekly- no later than COB each Monday


 CDRL Link:     Monthly Status Report CDRL 1423
7.0 SECURITY. Example:

The nature of this task requires access to Secret information.  The work performed by the contractor will include access to Secret data, information, and spaces.  The contractor will be required to attend meetings classified at Secret levels.

If applicable ERP contractor access, add the following to 7.0:

INFORMATION ASSURANCE AND PERSONNEL SECURITY REQUIREMENTS FOR ACCESSING NAVY ENTERPRISE RESOURCE PLANNING (ERP) MANAGEMENT SYSTEM (JAN 2009)


(a) Contractor personnel assigned to perform work under this contract may require access to Navy Enterprise Resource Planning (Navy ERP) System.  Prior to accessing any Navy ERP System, contractor personnel shall contact the applicable Navy, Marine Corps Internet (NMCI), Assistant Customer Technical Representative (ACTR) and obtain an NMCI account. ACTR’s can be found on the NMCI Homeport website at: https://nmcicustomerreporting/CTR_Lookup/index.asp  Once an NMCI account has been established, the contractor shall submit a request for Navy ERP access and the role required via the Contracting Officers Representative (COR) to the Competency Role Mapping POC.  The COR will validate the need for access, ensure all prerequisites are completed, and with the assistance of the Role Mapping POC, identify the Computer Based Training requirements needed to perform the role assigned.  Items to have been completed prior to requesting a role for Navy ERP include: Systems Authorization Access Request (SAAR-N), DD Form 2875, Oct 2007, Annual Information Assurance (IA) training certificate and SF85P.  


(b) For this procedure, reference to the COR shall mean the PCO for contracts that do not have a designated COR. For directions on completing the SF85P, the contractor is instructed to consult with their company’s Security Manager.  In order to maintain access to required systems, the contractor shall ensure completion of annual IA training, monitor expiration of requisite background investigations, and initiate re-investigations as required. 


 (c)  For DoD Information Assurance Awareness training please use this site: 

http://iase.disa.mil/index2.html
DIRECTIONS:  On the right side under "IA Training:" select "IA Training Available Online". On the next page select the frame with "DoD Information Assurance Awareness". When the next page comes up, select "Launch DoD Information Assurance Awareness.

8.0 GOVERNMENT FURNISHED PROPERTY. Example: 

The Government will provide property, information, and/or material for the performance of this Task Order including Navy/Marine Corps Intranet (NMCI) Common Access Cards (CAC’s). The Contractor PM/ FSO is responsible for notifying the Government COR and the Trusted Agent (TA) when an employee who has been issued a CAC leaves the Company or transfers to another Program/Project.  In the case of an employee who no longer works for the Company, the Company must collect the CAC and turn it over to the TA with-in 2 working days of the employee’s departure (NOTE: This above process may change in the future once the SPAWAR Contractor Check Out Procedures are solidified, approved and implemented).  In the case of an employee still retained by the company transferring to another Program/Project with-in SPAWAR, the company will notify the COR and the TA with-in 2 working days so the TA can transfer the TA responsibilities to the new TA vice revoking and issuing a new CAC.

9.0 NAVY MARINE CORPS INTRANET (NMCI). Example:
The government does or does not authorize the contractor to procure any seats as part of this Task Order. If the government does authorize NMCI seats, need to identify the quantity and estimated seat locations.

10.0 Contract/ Delivery Order Program Management and Administration: 

The contractor shall: IN ADDITION, 2.0 WILL IDENTIFY LOCAL CLAUSES TO INSERT IN THIS PARA. 

10.1 BEST PRACTICES.  Example: 

Adhere to PMW XXX and SPAWAR command-level “Best Practices” principles as identified in the SPAWAR Program Manager’s Toolkit Acquisition Support Office Guides (1) Acquisition Program Structure Guide; (2) Scheduling Guide; (3) Systems Engineering Guide; (4) Technology Alignment Guide and support the command wide implementation process.

10.2 WAWF INVOICING REQUIREMENTS. Clause Example:

Provide e-mail notification to the COR when the contractor submits invoices to WAWF per Section G of the Contract/Delivery Order and provide a soft copy of the invoice and any supporting documentation as requested by the COR in order to assist the COR in validating the invoiced amount against the products/services provided during the billing cycle and completing the Invoice Review Form provided in Encl (1).

Example: INVOICING INSTRUCTIONS FOR SERVICES USING WIDE AREA WORK FLOW (WAWF) (JAN 2007). 

(a) Invoices for services rendered under this task order shall be submitted electronically through the Wide Area Work Flow-Receipt and Acceptance (WAWF). The Contractor shall submit invoices for payment per contract terms. The Government shall process invoices for payment per contract terms.

(b) The vendor shall have their CAGE Code activated by calling 1-866-618-5988. Once activated, the vendor shall self-register at the WAWF website at https://wawf.eb.mil. Vendor training is available on the internet at https://wawftraining.eb.mil. Additional support can be accessed by calling the Navy WAWF Assistance Line at 1-800-559-9293.

(c) Back-up documentation can be included and attached to the invoice in WAWF. Attachments created with any Microsoft Office product, or Adobe (.pdf files), is attachable to the invoice in WAWF.

(d) A separate invoice will be prepared no more frequently than every two weeks. Do not combine the payment claims for services provided under this contract.

(e) The following information is provided for completion of the invoice in WAWF:

	WAWF Invoice Type
	2-n-1*

	Issuing Office DODAAC
	N00039



	Admin DODAAC
	DD1155=Block 6



	Inspector DODAAC (if

applicable)


	N00039



	Acceptor DODAAC
	N00039



	**LPO DODAAC: only

applies to DFAS beginning

with “N”, LPO-Local
	DD1155=Block 11



	Processing Official/Certifier on

Prompt Pay Sheet (One Pay)

PAY DODAAC
	DD1155=Block 12


* COMBO invoice types can be used if an inspection of services can be performed and documented,

i.e. FFP.

**MOCAS begins with HQ – then do not need LPO. If beginning with “N”, enter that code number. If not, leave blank.

10.3 Quality Assurance Plan (QAP) or Quality Assurance Surveillance Plan (QASP). 

Meet with the COR to review: the Governments QAP/QASP grading criteria and surveillance requirements and responsibilities, and the contractor's Quality Control Program Plan for maintaining an acceptable quality level under the Contract/Delivery Order. An example of the form and format of a QAP is provided in Encl (2) and a QASP is provided per Encl (3):

ADD QAP/QASP Table/Form here that identifies the criteria and surveillance methods you will use to measure the contractors quality of performance. If SeaPorte Delivery Order, you’ll need to ensure the QASP measurement and rating criteria matches the CPARS measurement and rating criteria. This will allow the Contractor to develop one Quality Control Program Plan.   

10.4  Contractor Employee Identification

For all services provided by the Contractor under this PWS and associated Task Order, the Contractor's employees shall identify themselves as contractor personnel by introducing themselves or being introduced as contractor personnel and displaying distinguishing badges or other visible identification for meetings with Government personnel.  Additionally, the Contractor's personnel shall appropriately identify themselves as contractor employees in telephone conversations and in formal and informal written correspondence.

10.5   The Government shall neither supervise contractor employees nor control the method by which the contractor performs the required tasks. Under no circumstances shall the Government assign tasks to, or prepare work schedules for, individual contractor employees. It shall be the responsibility of the contractor to manage its employees and to guard against any actions that are of the nature of personal services, or give the perception of personal services. If the contractor believes that any actions constitute, or are perceived to constitute personal services, it shall be the contractor's responsibility to notify the Procuring Contracting Officer (PCO) immediately. 

The contractor shall establish clear organizational lines of authority and responsibility to ensure effective management of the resources assigned to the requirement.  The contractor must maintain continuity between the support operations at [insert location] and the contractor's corporate offices.

11.0  Contracting Officers representative (COR) 
Example:

Primary: Name, Work Phone #, e-mail address 

Alternate:  Name, Work Phone #, e-mail address

12.0 TRAVEL    Example:

It is estimated that fifty-three (53) trips per year may be required for the completion of the deliverables for this Contract/Delivery Order.  The estimated duration of the trips is four days each, to be supported by one traveler for each trip.  The location of these trips is to be determined, but is estimated to consist mainly of trips to Washington D.C.; Norfolk, VA; and Charleston, SC.  Contractor is required to utilize the electronic Travel Request form (provided sepcor) for all required travel in support of this PWS. The request for all routine travel will be made by soft copy correspondence. All travel requests must be received by the COR  NLT five working days in advance of travel date for final approval. Emergent Travel Requests identified with-in 3 days of actual travel date must be approved by the COR verbally with contractor providing the follow-up electronic Travel Request with-in 5 working days. The Travel Request shall include the following:

· Travelers Name

· Name of specific Government Sponsor requesting the travel 

· Program/Project Name travel is required for

· Applicable PWS Para #

· Reason for travel

· Duration of travel

· Dates of travel

· Travel cost estimate

· Total travel spent to date

· Balance of authorized travel funding 

SAMPLE INVOICE REVIEW FORMAT

ENCL (1)
SAMPLE INVOICE REVIEW FORMAT

CONTRACTOR INVOICE REVIEW

From:
(Applicable COR
To:
(Applicable PCO and Contract Specialist)

Subj:
INVOICE REVIEW 

CONTRACT NUMBER:    ______________________

DELIVERY ORDER #:      ______________________  
COMPANY NAME:           ______________________

INVOICED PERIOD OF PERFORMANCE: FROM   MMDDYY    TO  MMDDYY
Encl:
(l) Invoice Number ___________________

Check Appropriate Space:

_______1.
Enclosure (l) submitted under the subject contract (delivery order) has been reviewed and the labor hours, material (if any) and travel identified therein appear consistent and reasonable for the effort performed during this billing period.

_______2.
Enclosure (l) submitted under the subject contract (delivery order) has been reviewed and the following deficiencies are noted:

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________







____________________________







Signature of COR and Date

QAP SAMPLE FORMAT

ENCL (2)
I. QAP CHECKLIST EXAMPLES:

The best way to document surveillance is through use of a surveillance checklist. The checklist can be as simple as below:

	Performance Objective
	Required Service (task or deliverable)
	Performance Standard
	Method of Surveillance
	Positive/Negative Incentive
% for NOT meeting the AQL

	This is the desired outcome
(What do we want to accomplish as the end result of this contract?)
	(What task must be accomplished to give us the desired result?)
	Error Rates, Accuracy Rates, completion of milestones, cost control, staying within the targeted cost. The government must set these standards.
	 
	FAR does not mandate the use of performance incentives. Incentives can be monetary, non-monetary, realist, attainable and built on performance objectives and standards. Use positive or negative incentives when performance exceeds standard or is below standards

	Examples:

	A. Users shall have access to all desktop computing functions, as needed
	Desktop systems/networks shall be available to all users M-F, 6a.m. till 10p.m.
	99% availability, as described herein.
	Inspect call logs for trouble calls.
	+/- 1% of total monthly price. 

Always find ways to use non-monetary incentives

	B. Moves, adds, and changes shall be accomplished as efficiently as possible
	Request for moves, adds, and/or changes shall be completed within 5 workdays after receipt of request.
	98% of requests are completed within 5 workdays
	Random Sampling of request for service (i.e., RISS) logs, completed work tickets, and customer interviews.
	+/- 1% of total monthly price for each +/-1% variance from standard.

	C. Sufficient numbers of the staff members are available to resolve day-to-day issues.
	The Contractor shall provide qualified employees to adequately staff the program.
	Average staffing levels shall not fall below 90% on any task order.
	Invoices, reports and other records will be reviewed to determine staffing levels on a monthly basis.
	+/- .5% of total task order price, for each variance +/-5% (reflects positive and negative incentive) from standard.

	D. Customer problems shall be resolved as quickly as possible.
	Requests for service shall be efficiently logged and tracked, and the customer shall be notified as to the expected completion time.
	98% of calls are resolved within same business day.
	Trouble tracking system will be reviewed, noting how request arrived (e-mail, phone), time arrived, and date/time completed; random
	+/- 1% of total monthly price for each variance of +/- 1% variance from standard.


A Quality Assurance Evaluator (QAE) must be fully qualified to meet the following responsibilities of the position:

· maintaining complete and accurate documentation 

· a good relationship with the contractor 

· thorough knowledge of the contract requirements 

The QAE should be identified with a letter of assignment that include cautions against making legal interpretations, imposing tasks not in the contract, supervising contractor employees, or waiving contract requirements. A copy of the letter should be provided to the Administrative Contracting Officer. At SPAWAR HQ, the QAE is the COR and their associated Nomination Memo and the Designation Letter address these responabilities. 
QUALITY ASSURANCE SURVEILLANCE PLAN (QASP) TEMPLATE
ENCL (3)

QUALITY ASSURANCE SURVEILLANCE PLAN (QASP)

TEMPLATE
[Insert Brief Description of Services and Activity/Program Office as Appropriate]
Issued [Insert Date]
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QUALITY ASSURANCE SURVEILLANCE PLAN

(QASP)
1 INTRODUCTION

This quality assurance surveillance plan (QASP) is pursuant to the requirements listed in the performance work statement (PWS) entitled [insert name of services]. This plan sets forth the procedures and guidelines [insert name of government monitoring/surveillance activity] will use in ensuring the required performance standards or services levels are achieved by the contractor.

1.1 Purpose
1.1.1 The purpose of the QASP is to describe the systematic methods used to monitor performance and to identify the required documentation and the resources to be employed.  The QASP provides a means for evaluating whether the contractor is meeting the performance standards/quality levels identified in the PWS and the contractor’s quality control plan (QCP), and to ensure that the government pays only for the level of services received.

1.1.2 This QASP defines the roles and responsibilities of all members of the integrated project team (IPT), identifies the performance objectives, defines the methodologies used to monitor and evaluate the contractor’s performance, describes quality assurance documentation requirements, and describes the analysis of quality assurance monitoring results.

1.2 Performance Management Approach
1.2.1 The PWS structures the acquisition around “what” service or quality level is required, as opposed to “how” the contractor should perform the work (i.e., results, not compliance). This QASP will define the performance management approach taken by [insert name of program office/monitoring activity] to monitor and manage the contractor’s performance to ensure the expected outcomes or performance objectives communicated in the PWS are achieved.  Performance management rests on developing a capability to review and analyze information generated through performance assessment. The ability to make decisions based on the analysis of performance data is the cornerstone of performance management; this analysis yields information that indicates whether expected outcomes for the project are being achieved by the contractor. 

1.2.2 Performance management represents a significant shift from the more traditional quality assurance (QA) concepts in several ways. Performance management focuses on assessing whether outcomes are being achieved and to what extent. This approach migrates away from scrutiny of compliance with the processes and practices used to achieve the outcome. A performance-based approach enables the contractor to play a large role in how the work is performed, as long as the proposed processes are within the stated constraints. The only exceptions to process reviews are those required by law (federal, state, and local) and compelling business situations, such as safety and health. 
1.2.3 A “results” focus provides the contractor flexibility to continuously improve and innovate over the course of the contract as long as the critical outcomes expected are being achieved and/or the desired performance levels are being met.

1.3 Performance Management Strategy
1.3.1 The contractor is responsible for the quality of all work performed. The contractor measures that quality through the contractor’s own quality control (QC) program. QC is work output, not workers, and therefore includes all work performed under this contract regardless of whether the work is performed by contractor employees or by subcontractors. The contractor’s QCP will set forth the staffing and procedures for self-inspecting the quality, timeliness, responsiveness, customer satisfaction, and other performance requirements in the PWS.  The contractor will develop and implement a performance management system with processes to assess and report its performance to the designated government representative. The contractor’s QCP will set forth the staffing and procedures for self-inspecting the quality, timeliness, responsiveness, customer satisfaction, and other performance requirements in the PWS. This QASP enables the government to take advantage of the contractor’s QC program.  

1.3.2
The government representative(s) will monitor performance and review performance reports furnished by the contractor to determine how the contractor is performing against communicated performance objectives. The government will make determination regarding incentives based on performance measurement metric data and notify the contractor of those decisions. The contractor will be responsible for making required changes in processes and practices to ensure performance is managed effectively.

2 ROLES AND RESPONSIBILITIES

2.1 The Contracting Officer

The contracting officer (CO) is responsible for monitoring contract compliance, contract administration, and cost control and for resolving any differences between the observations documented by the [Insert title of government authority for performance management: "contracting officer's representative (COR)," "contracting officer's technical representative (COTR)," "administrative contracting officer (ACO)," "quality assurance representative (QAR),” or "program manager (PM)"] and the contractor. The CO will designate one full-time [insert COR, COTR] as the government authority for performance management. The number of additional representatives serving as technical inspectors depends on the complexity of the services measured, as well as the contractor’s performance, and must be identified and designated by the CO.

2.2 The Contracting Officer’s Technical Representative 
The contracting officer’s technical representative (COTR) is designated in writing by the CO to act as his or her authorized representative to assist in administering a contract. COTR limitations are contained in the written appointment letter. The COTR is responsible for technical administration of the project and ensures proper government surveillance of the contractor’s performance. The COTR is not empowered to make any contractual commitments or to authorize any contractual changes on the government’s behalf. Any changes that the contractor deems may affect contract price, terms, or conditions shall be referred to the CO for action.  The COTR will have the responsibility for completing QA monitoring forms used to document the inspection and evaluation of the contractor’s work performance.  Government surveillance may occur under the inspection of services clause for any service relating to the contract.

3 IDENTIFICATION OF REQUIRED PERFORMANCE STANDARDS/QUALITY LEVELS

The required performance standards and/or quality levels are included in the PWS and in Attachment 1, “Performance Requirements Summary.” [Adjust the following sentences to reflect the instant acquisition.] If the contractor meets the required service or performance level, it will be paid the monthly amount agreed on in the contract.  If the contractor exceeds the service or performance level, it is eligible to receive an incentive or award fee as stated in the contract.  Failure to meet the required service or performance level will result in a deduction from the monthly amount.

4 METHODOLOGIES TO MONITOR PERFORMANCE

4.1 Surveillance Techniques

In an effort to minimize the performance management burden, simplified surveillance methods shall be used by the government to evaluate contractor performance when appropriate. The primary methods of surveillance are (include those that apply)

· Random monitoring, which shall be performed by the COTR/COR designated inspector.

· 100% Inspection – Each month, the COTR/COR, shall review the generated documentation and enter summary results into the Surveillance Activity Checklist.

· Periodic Inspection – COTR/COR typically performs the periodic inspection on a monthly basis.

4.2 Customer Feedback 
The contractor is expected to establish and maintain professional communication between its employees and customers. The primary objective of this communication is customer satisfaction. Customer satisfaction is the most significant external indicator of the success and effectiveness of all services provided and can be measured through customer complaints. 

Performance management drives the contractor to be customer focused through initially and internally addressing customer complaints and investigating the issues and/or problems but the customer always has the option to communicate complaints to the [CO, COR, COTR], as opposed to the contractor. 

Customer complaints, to be considered valid, must set forth clearly and in writing the detailed nature of the complaint, must be signed, and must be forwarded to the COTR/COR. The COTR/COR will accept those customer complaints and investigate using the Quality Assurance Monitoring Form – Customer Complaint Investigation, identified in Attachment 3.

Customer feedback may also be obtained either from the results of formal customer satisfaction surveys or from random customer complaints. 

4.3 Acceptable Quality Levels 
The acceptable quality levels (AQLs) included in Attachment 1, Performance Requirements Summary Table, for contractor performance are structured to allow the contractor to manage how the work is performed while providing negative incentives for performance shortfalls. For certain critical activities such as those involving [insert names of any critical services], the desired performance level is established at 100 percent. Other levels of performance are keyed to the relative importance of the task to the overall mission performance at [insert name of government activity receiving services].

5 QUALITY ASSURANCE  DOCUMENTATION

5.1 The Performance Management Feedback Loop 
The performance management feedback loop begins with the communication of expected outcomes. Performance standards are expressed in the PWS and are assessed using the performance monitoring techniques shown in Attachment 1.  

5.2 Monitoring Forms 
The government’s QA surveillance, accomplished by the [insert COR, COTR, ACO, QA, or PM], will be reported using the monitoring forms in Attachments 2 and 3. The forms, when completed, will document the government’s assessment of the contractor’s performance under the contract to ensure that the required results [or service or quality levels] are being  achieved.

5.2.1 The [insert COR, COTR, ACO, QAR, or PM] will retain a copy of all completed QA surveillance forms. 

6 ANALYSIS OF QUALITY ASSURANCE ASSESSMENT

6.1 Determining Performance 
6.1.1 Government shall use the monitoring methods cited to determine whether the performance standards/service levels/AQLs have been met. If the contractor has not met the minimum requirements, it may be asked to develop a corrective action plan to show how and by what date it intends to bring performance up to the required levels. [Insert when appropriate: Failure to meet the AQL may result in a deduction from the monthly payment, using the deduction percentages shown in Attachment 1. Likewise, if the contractor exceeds the performance standards, an incentive or award fee will be paid, in accordance with the incentive fee or award fee plan included in the contract.]

6.2 Reporting

6.2.1 At the end of each month, the [Insert title of person who will prepare the report – COR, COTR, ACO, QAR, or PM] will prepare a written report for the [Insert title of government representative responsible for overall monitoring of performance – COR, COTR, ACO, QAR, or PM] summarizing the overall results of the quality assurance surveillance of the contractor’s performance.  This written report, which includes the contractor’s submitted monthly report and the completed quality assurance monitoring forms (Attachment 2), will become part of the QA documentation.  It will enable the government to demonstrate whether the contractor is meeting the stated objectives and/or performance standards, including cost/technical/scheduling objectives.
6.3 Reviews and Resolution
6.3.1 The [insert title of government representative responsible for overall monitoring of performance – COR, COTR, ACO, QAR, or PM] may require the contractor’s project manager, or a designated alternate, to meet with the [insert CO, ACO, COR, COTR, QAS, or PM] and other government IPT personnel as deemed necessary to discuss performance evaluation.  The [insert CO, ACO, COR, COTR, QAR, or PM] will define a frequency of in-depth reviews with the contractor, including appropriate self-assessments by the contractor; however, if the need arises, the contractor will meet with the [insert COR, COTR, ACO, QAR, or PM] as often as required or per the contractor’s request.  The agenda of the reviews may include:

· Monthly performance  assessment data and trend analysis

· Issues and concerns of both parties

· Projected outlook for upcoming months and progress against expected trends, including a corrective action plan analysis

· Recommendations  for improved efficiency and/or effectiveness

· [Insert if appropriate: Issues arising from  the performance monitoring processes]

6.3.2 The QAR must coordinate and communicate with the contractor to resolve issues and concerns regarding marginal or unacceptable performance. 

6.3.3 The [insert COR, COTR, ACO, QAR, or PM] and contractor should jointly formulate tactical and long-term courses of action.  Decisions regarding changes to metrics, thresholds, or service levels should be clearly documented. Changes to service levels, procedures, and metrics will be incorporated as a contract modification at the convenience of the PCO/ACO.

ATTACHMENT 1: PERFORMANCE REQUIREMENTS SUMMARY

	Required Services

(Tasks)
	Performance

Standards
	Acceptable Quality

Levels
	Methods 

of

Surveillance
	Incentive (Positive and/or Negative)

(Impact on Contractor Payments)

	EXAMPLES:

Submit a PM report of scheduled,  completed, and outstanding tasks monthly (PWS C.2.1.2 (G))

Administer quality control program  including subcontractor management in  accordance with QCP

Submit management  reports as required


	100% of reports accurately depict current status 

Contractor is in compliance with QCP 97% of the time 

 
	99%

95%
	File reviews, periodic inspections, and random, observations, customer complaints

File reviews, periodic inspections, and random, observations, customer complaints


	$500 for each documented instance when a report is submitted after the 15th of the month.




ATTACHMENT  2:  SAMPLE QUALITY ASSURANCE 
MONITORING FORM

SERVICE or STANDARD: 

SURVEY PERIOD:  

SURVEILLANCE METHOD (Check):


(
Random Sampling
(
100% Inspection
(
Periodic Inspection
(
Customer Complaint

LEVEL OF SURVEILLANCE (Check):


(
Monthly
(
Quarterly
(
As needed
PERCENTAGE OF ITEMS SAMPLED DURING SURVEY PERIOD:
______ %

ANALYSIS OF RESULTS: 

Observed Service Provider Performance Measurement Rate:  ______%

Service Provider’s Performance (Check):
(
Meets Standards


(
Does Not Meet Standards

Narrative of Performance During Survey Period: 

PREPARED BY:  ___________________________________

DATE: ______________________________
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