


























Section C - Descriptions and Specifications

PWS
BPFA PERFORMANCE WORK STATEMENT
MISSION SUPPORT SERVICES (MS5)

1. Introduction: This Statement of Work (SOW) provides for a broad range of commercial. non-

personal prolessional and executive-level administrative support services to Washingion Headquarters Services
(WHS), Office of the Secretary of Defense (OSD) and, potentially, other Depaniment of Defense (Dol)) offices, The
objective of this contract action is to acquire. through award of an Indelinite Deliver-Indefinite Quantity (1DIQ) task
order contract, professional and executive-level administrative support services. primarily tor the Office of Under
Secretary of Defense, Acquisition Technelogy and Logistics (OUSIDHAT&:L}), Director, Acquisition Resources and
Analysis (ARA), Deputy Under Secretary of Defense for International Technology Security, Deputy Under
Secretary of Defense for Industrial Policy. Deputy Under Secretary of Defense for Business Transiormation,
Director, Defense Business Transformation Agency (DUST(BT)'BTA)), Director Defense Procurement and
Acqguisition Policy (DPAP), Director, Small Business Programs (SBP}. Director, Joint Rapid Acguisition Cell
{(JRAC), Director for Administration, Deputy Director, Naval Warfare/Defense Systems, and the QUSD (AT&L)
Conference Facility.

2. Background: Under the authority, direction and control of the Secretary ot Detense (SECIDEF), the

Under Secretary of Defense {AT&:1.) is the principal staff assistant and advisor to the SECDEF and Deputy
Sceretary of Defense (DEPSECDEF), for all matters relating to the Dol> Acquisition System; rescarch and
development; advanced technology: development 1est and evaluation: production; logistics; installation
management; military construction, defense procurement, acquisition policy, environmental and nuclear security,
chemical and biclogical matters; as well as small and disadvantaged business management and Federally Funded
Research and Development Center Program oversight. Support obtained through this contracting action will be
provided primarily to the aforementioned offices, but other OSD and Dol offices may, on an exception basis, order
services against this contract,

3, Scope: The contractor shall provide all personnel, equipment, tools, materials, supervision and other items and
non-personal services necessary to provide mission support, technical, analytical/management cxpertise and
administrative support 1o the offices described above.

4. Objectives: This contract will provide the full range ot contract management suppert for the OUSD (AT&L).
This effort will include stafl” support to perform program managenient, acquisition, and budget management,
ancillary technical. analvtical and information technology (IT)/office automation. sccurity program support,
personnel action and other administrative mission support- related duties. Further, the contraclor may assist in the
tracking, maintenance. analysis and reconciliation of financial information: cellecting, analvzing and managing
program information. developing strategies and action plans; maintaining internet, intranet and extranet wehb-sites
and portals: maintaining database records: assist in the development of multi-media projects; and provide response
to public requests.  In addition, corporate-leve] support regquirements include resource and conttract management.
external customer support. information lechnology management support, administration, executive conflereneing
facility support, joint rapid acquisition support, business transformation and defense systems,

5 General Information:

a, Quality Control ((QC): The contractor shall develop and maintain an eftective Qualits

control program to ensure services are pertonmed in decordance with the Performance Work
Statentent tPWS) and Task Order Work Statement (FWS) The contructor shalt deselop and
implement procedures o identify . prevent and ensure pon-recurrence of defective services, The
contractor’s quality control program is the means by which it assures itself that its work complies
with the requircmentfs) of the BPAs and each individual task order,

b, Quality Assurance: The government shall evaluate the contractor’s performance under this



BPA in accordance with the Performance Requirement Summary (PRS), Technical Exhibit 1. The
attached Quality Assurance Surveillance Plan (QASP), Technical LExhibit 4. will be used by the
COR and appeinted 1ask managers to perform and record contractor performance. A 1ailored PRS
for each task order will be established using some or all of the performance requirements in
Technical Exhibit 1. as applicable.

¢. Hours of Qperation/Place of Performance: Contractor persennel are expected to

conferm to normal operating hours, The normal duty hours are 0830 through 1700 hours, Monday
through Friday., except Federal holidays, or when the Government facility is closed due to locai or
national emergencies, administrative closings, or similar Government directed facility closings.
Alternate Work Schedule (AWS} may be made available ta the Contractor dependent on the
requirements and policies of the respective office supported. The Contractor must at all times
maintain an adequate work force for the uninterrupted performance of all tasks defined within this
SOW when the government facility is not closed.

d. Recognized Holidavs: The contractor is not required to provide services on the
following davs:

New Year's Day l.abor Day

Martin Luther King Ir.’s Birthday Columbus Day
President’s Day Veteran's Day
Memorial Day Thanksgiving Day
Independence Day Christmas Day

e. Security Requirements: Contraclor personnel, al a minimunl, must possess a SECRET
clearance. Contractor persennel working on sensitive compartmented information {$C1) must have
a TOP SECRET clearance with access to SCI. Contractors may be issued couricr card(s) for the
purpose of delivering documents/media to the federally controlled buildings within the National
Capital Region (NCR}.

f. [dentification of Contractor Employees: All contractor personnel performing work under this
contract shall conspicucusly display on their person a contractor furnished photo identification
badge while on duty, as well as a government issued photo identification badye or badges as
approptiale. Badges shail display. at a minimum, the employee’s full name and the legal name
under which the Contractor is doing business. Contractor personnel shall wear their badges while
attending meetings and will identify themselves as contractor employcees, stating their name and
their company’s name.

g. Privacy Act: Contractor personnel may have access to information subject to the Privacy Act
in the performance of this task. All assigned employ ees shall comply with all the requirements of
the Privacy Act. Contractor is responsible Tor providing all its personne) working on this contract
Privacy  Act training.  Certificates of training shall be sent to the Contracting Officer
Representative {COR) upon completion of training.

h, Organizational Conflict ol Interest & Non-disclosure Statements: Al Contractar personnel
are required o complete and sign organizational conthier ol interest and non-disclosure statements
dn a part of processing m to AT& L Contractor will provide a vopy of ull signed statements to the
COR. who will forward them to the AT&L Sceority Manager at the time e employee enters un
1o duty.

i. Key Personncl: The contractor shall designate o working-tevel on-site Program Manager who,
in addinon to performing roatine. daily duties at the task order level, shall be responsible Tor the
vversight, assignment. attendance wnd performunce of contractor personnel, s well as amy other



appropriale supervision lasks al both the task order level and the overali Basic Purchasing
Agreement. The name of this person and an alternate. who shall act for the contractor when the
manager is absent, shall be designated in writing 1o the Contracting Officer (CO) and the COR in
the offeror’s proposal. The Program Manager or alternate shall have full authority to act for the
contractor on all contract matters relating to daily operation of this contract. The contractor's
proposal shall describe the autherity vested in this person, as well as the methods whereby the
Program Manager intends to manage contractor ermployees. assignments and guality of work. and
how the Program Manager will communicale with his firm. the COR, and’or assigned Government
task managers, The Program Manager shall track and record time and attendance for all persennel
working under this contract, consistent with his firnt’s time. attendance and accounting practices.
Progress mecetings betw een the Program Manager and Gevernment officials, such as the COR.
Task Managers and the Contracting Officer, shall be held monthly and should not exceed two (2)
hours in duration.

j- Post Award Conference/ Periodic Progress Mectings: Post Award Conference/Monthly
Progress Mectings: The contractor {Program Manager and/or his alternate) shall attend any post
award conference convened by the Contracting Officer in accordance with Federal Acquisition
Regulation Subpart 42.5. The Contracting Officer or Contracting Officer’s Representative (COR).
and other Gevernmient personnel as appropriate. will meet monthiy with the contractor to review
progress on any active Task Orders. The agenda for these meetings will include contractor
activities for the prior month, scheduled contractor activities for the current and next month,
problems encountered or anticipated and actions taken or recommendations for their resolution, At
these meetings the Government will apprise the contractor ol how the government views the
contractor's performance. The Contracting Officer will take appropriate action 1o resolve
outstanding issucs.

6. Definitions & Acronyms:

Contracting Officer (COY: Only representative authorized to legally bind the government. enter into
contractual commitments, modify or change a contract, authurize certain activities, and obligate or de-obligate funds
under a contract.

Contracting (HTicer's Representative (COR): A representative 1rom the requiring activity assigned by the
Contracting Officer 1o perform surveillance and Lo act as haison to the contractor.

Defective Service: A service output that does not meet the standard of perfermance associated with it in the
Performance Work Statement.

Quality Control: Those actions taken by a contractor to control the performance of services so that Contractor meet
the requirements of the Statement of Work,

Quality Assurance: Those actions taken by the povernment to assure services meet the requirements ol the
Performance Work Statement.

OUSIHA T&L): Office ol Under Sceretan of [efense. Acquisition, Technology & lLogistics

sovernment Furnished Property, Eguipment. and Seryices:

GENLRAL: the government shalt provide the following facihities, equipment. materials
and or services support:

i. Services: The zovernment will provide junitortal services and all maintenance lor the equipment and
COMpuUlers.



ii. Equipment and Supplies: The government shall furnish office furniture, telephone, fax, computer
equipment and I[nternet backbone access for contractor emplovees at the Government Site. The contractor shall be
the hand receipt holder for all assigned Government equipment in use by the contractor,

i, Udlities. All utilities in the facility will be available for the contractor’s use in performance of duties
cutlined in this Statement of Work. The Contractor shall instruct employees in utilitics conservation practices. The

contractor shall be responsible for operating under conditions that preclude the waste of utilitics

iv. Facilities: The Government will furnish the necessary office space for the contractor stall lo
previde the support outlined in this SOW.

8. Contractor Furnished [tems and Services:

i. GENLRAL: Except lor those items specifically stated 10 be government furnished in Part {3}, the contractor shall
turnish everything required to perform the cfforts described in this Statement of Work,

9. Specific Tasks

9.1 Basic Services:

The contractor shall provide technical, analytical/management expertise, mission and administrative support Lo
OUSD{ATEL), Director, Acquisition Resources and Analysis {ARA). Deputy Under Secretary of Defense lor
International Technelogy Security, Deputy Under Secretary of Defense for Industrial Policy, Deputy Under
Secretary of Defense for Business Transformation / Director. Defense Business Transformation Agency
(DUSD(BT)¥BTA), Director, Detense Procurement and Acquisition Policy. Director, DoD Small Business Program
(SBP), Director, Joint Rapid Acquisition Cell (JRAC), Director for Administration, Deputy Director, Naval
Warfare/Delense Systems, OUSD{A T&L) Executive Conference Facility, and any other secretariats within the
Oftice of the Secretary of Defense, as determined by the Contracting Officer, with the below services that may vary
depending on the office supported. Dutigs include but are not limited to:

9.1.1 Acguisition, Finangial Manazement & Budscting Support:

9.1.1.1 Providing specialized technical and analytical’program management support 1o the OSD Studies &
Federally Funded Research and Development Center (FFRDC) Programs Office, which requires a thorough working
knowledge of the OSD organization and its relationships. execulive protocol, computer programming and networks,
contracting processes, financial processes, acquisition regulations in the Federal Acquisition Regulation (FAR) and
Defense Federal Acquisition Regulation Supplement (DFARS), large spreadsheet and database creation and
maintenance, congressional publications and budget processes and exhibits.

9.1.1.2 Collecting, analyzing and managing program information necessary  for the clfective  acquisition
management of defense svstems: montloring and evaluating assigned major delense acquisition programs and
providing analysis in support of senior-level acquisition forums, to include Defense Acquisition Board meetings,
Defense Acquisition Executive Summary moeetings and Overarching Integrated Produet Team meetings: developing
and or evaluating relevant acquisition documents. such as acquisition decision memorandums. acquisition program
basclines and acguisition strategy reports, and coordinate the documents with the OSD staff, (he Militan
Departments, the Joint Stalll defense agencies, ete: identifving potential problems and recommending solutions to
the USD (A T& Ly and senior OSD management.

Y.1.1.3 Reprosenting the Acquisilion Resources and Analysis Directorate on cross-functional teams established 1o
review common interest issues on matters regarding major svstems acguisition policy. procedures and decisions:
devising and developing principles. procedures, methods and systems designed 1o provide cost schedule and
technical performance data on individual weapons systems for all agencies ol the DoD: seving as 1 subject matter
expert for major syslents acquisition policy: reviewing, developing, revising and recommending information for



inclusion in policy and guidance documents:; assessing programmatic and budget alternatives in support of the
Planning, Programming, Budgeting and Execution process: interfacing with the requirements community and assess
alternatives developed by the requirements generation systems: supporting the management and administration of
varicus DoD acquisition reporting systems; representing oD at meetings. symposiums, seminars. workshops and
conferences; preparing briefings and ing speeches or talking points on assigned subjects: making presentations in
support of the organizalion’s mission and responsibilities: rescarching and investigating new or improved busiess
and management practices lor applicability to Dol programs and opcerations; and analyzing new or proposed
legislation to determine impacts on existing regulations on defense acquisition programs.

9.1.1.4  Providing technical and analytical support tor all aspects of the Planning Programming Budgeting
Execution System {(PPBES) cycle at Corporate DoD level and higher for Dold weapon systems acquisition
programs; assuring the PPBES Library is accurate and updated and contains needed templatestools for reports that
serve the unique requirements of the Direct AT&[ programs,; assisting in the preparation, analysis and defense of
Program Objective Memorandum (POM), Budget Review Submission (BES) and the Presiden’s Budget (PB})
program and budget reviews and funds execution documents.

9.1.1.5 Analyzing cost, schedule and performance characteristics of acquisition programs for which OUSD{AT&L)
has an interest and reporling findings 1o government personnel: acting as an action oflicer for coordination of
program revicws where there is an OSD-level oversight role or interest; scheduling briefings, preparing Microsoft
Power Point and backup briefing materials in support of key decision cvents and data input into OUSD(AT&L)
acquisition databases, such as Consolidated Acquisition Repornting System {CARS), suspense tracking and
coordination of action items related to key decision events in the acquisition process:; assisting in the design and
development of web-based applications thal support mission-related functions (c.g., [ntegrated Project Team (IPT),
Delense Acquisition Beard (DAB). Defense Acquisition Executive (DAE) Reviews, ctc.).

9.1.1.6 Assisting in developing strategies and action plans to implement standard property and equipment reporting
requirements; acting as an action officer for the analysis and reporting of property and equipment, analyzing
contractor inventory data to determine accuracy and total dollar values of property and cquipment categories for
Government approval; reporting results and developing recommendations for improving data accuracy, reporting
requirements and property management system improvements.

9.1.1.7 Providing technical and analytical resources management support at a functional level for
OUSD(AT&L/ARA/Resource Analysis) and other organizations within the Acquisition Resources Analysis
Directorate.

9.1.1.8 Participating in the continuous development of a military equipment valuation baseline that meets the
requirements of the Statement of Federal Financial Accounting Standards (SFFAS) Number 23 and the creation of a
tollow-on methodology that implements SFFAS Number 6; assisting in writing and implementing policy
documents, providing valuation metrics and assisting in the preparation of documentation for systems development”
assisting in the certification of documentation 1o support [nvestment Review Board deliberations, milestone and
program review documentation and programming and budgel documentation.

9119 Analvzing and reconciling Operations & Mainterance (O&AD and Rescarch. Deselopment. Test &
Ivaluation (RDT&L) buduet and expenditure records for the 08D Rescarch & Stadies Program. and providing
periodic reports on findings o management: idemifving inconsistencics between projected requirements and
contracted line items: preparing weekls execution reports of customer accounts and all appropriation accounts
managed: working with Government action officers in both the tfinancial and program management areas to resolye

diverepancies,

9.0 110 Assisting in preparation of the President’s Budget for the Q&M and RIDT&): appropriations: ing program
requirements narratives in sepporn ol budget and budget review processes: assisting in preparation and delense of
allocations to the OSD Studies Program’s claimant custoners: assistivg in collecting, vetting and ranhing requests
for the QS Studics amd Cross-Cutting tunds. ensuring thelr swift execution when approsed by requisite authorits.



9.1.1.11 Assisling in preparation of the President’s Budget for each appropriation. by ing narratives of program
requirernents for use in formal budget exhibits and justitications: assisting functional analysts in mid-vear execution
review: initialing the coordination process for funding withholds, reprogramming actions and congressional
correspondence in the automated funds exccution system:  assisting functional analysts in funding ailocations,
tracking of congressional adjustments and providing corporate responses to the Dol> Comptroller.

9.1.1.12  Operating and providing input into the development of Resource Analysis {RA} awomated business
applications: (1) Dircct Budget Svstem (DBS) and (2) Exccutive Budget System (EIS) to provide near real time
management decision support for QUSIHAT&L) stall: acting as a liaison between RA and the AT&L support staff
for the 2BS and EIS systems (this requires providing specialized technical and analytical supportt to QUSD{AT&L)
programs), assisting in coordinating, collecting and vetting information throughout QUSD(AT& LY, participating in
and training support staff on obligation planning and reportling processes. posting transactions and maintaining an
audit trail for appropriated funds: assisting program managers in funds management and reconciliation of program
accounts with executive managers: analyzing funds execution data and expenditure data for all OUSD(ATE&L)
pregrams and reconciling discrepancics with the WHS accounting system and providing periodic reports on findings
to appropriate AT&L support stafl,

9.1.1.13 Providing financial management support as needed to serve the AT&L staff regarding the AT&L direct
budget: planning, tracking and verifying the exccution of AT&L's Direct Budget that consists of O&M, RDT&E
and Procurement (PRQC) appropriations: analyzing expenditures against appropriation accounts to assist in
justification for future year funding; performing accounts reconcilistion with WHS budget execution records and
providing periodic reports on findings to management.

9.1.1.14 Researching, analyzing and compiling materials for hearing preparation for the Under Secretary of Defense
for AT&L.; being responsible for developing hearing testimony outline(s). ing testimony and coordinating across
AT&L staff: building hearing preparation “prep” book: consolidating hearing prep questions and answers; assessing
“most important topics™ for senior leadership revicw and summarizing hearing commitments: preparing ECS Read
Ahead inputs for Major Defense Acquisition Program reviews conducted at the Department of Defense (Dol)
exccutive level: rescarching and analyzing Congressional language. reviewing inquiries from the Government
Accountability Office (GAQ) and other relevant documents for pertinent program information for the Read Ahead;
assisting in leading AT&L’s Congressional appeals efforts for the Authorization and Appropriations marks in
preparation for the annual “Conference™ and consolidates critical funding marks affecting AT&L; assisting in
lcading comparable efforts for AT&L positions on congressional floor revisionss and marks for conference; serving

as an alternate tor AT&L legislative proposal programs, assisting with coordinating congressional initiatives and
interfaces with the Office of Legislative Counsel during the OSD proposal review process,

9.1.1.15  Facilitating AT&L's congressional process involving the identification. organization and retrieval of
clearing statements. transcripts. Questions for the Record (QFRs), Information for the Record ([FRs) and appeals
information: reconciling  diserepancies with Comprroller and  Legislative  Affairs counterparts. as well as
orchestrating and tasking AT&L-wide responses W trumseript edits. QFRs and IFRs for multiple hearings:
consolidating and prepare action memoranda to obtain OUSDIA T&L) approval prior to submission W Congress:
assisting in the AT&L clearing statement process i conjunction with the Office of Freedom of Information and
Security Review (OFOISR) and the Office of Legislative Counsel (OLCE coordinating, reviewing und Hnalizing
AT&L input on Congressional View Requests. the agency ™ bills and submitting the  bill to O orchestrating
actions and maintaining database records of cach clearance action and AT&L response: conducting searches by
wpic. issue. sponsor. or magjor DeD and or OUSDIAT&L) congressional initiative: providing oflice automation,
data administration. presentation preparation and administrative support (o the ARA  Eaternal Customer Support
(ECS).

Y.l )6 Responding 1o quick reaction research -anals sis requirements that arise from congressional questions and
from SECDEE. Dol Camprroller, Federally Funded Rescareh and Developnient Center (8 FRDO) management and



other executive levels within OSD. including QUSD (AT&L) executives and program managers: compiling data
about program plans, contract actions and funds expenditures for budget and execution reports,

9.1.2. Information Technology (1T). Multi-Media and Graphics Support:

9.1.2.1 Designing and maintaining an overarching organizational QUSD(AT&L). ARA internet, intranet and
extranet web-sites and portals that provide general information on mission. programs. responsibilities. and personnel
within this office: designing and maintaining ARA External Customer Support (ECS) for internct. intranet, and
extranct web-sites and portals for functions and procedures, policies and procedures, and items of special interest;
interfacing with the Electronic Business offices in AT&L for all issues surrounding ARAY External Customer
Support ECS databases and access requirements: being the first line provider of customer support services for ECS
portal projects: designing and developing web-based applications that support mission-related functions (e.g..
Inspector General (IG) 'Government Accountability Office (GAQO). Congressional Reports, 1.egislative Proposals,
Congressional tearings, Ready Book., Appeals. etc.). troubleshooting and diagnosing the various anomalies
experienced by customers in assigned arcas using Lotus Notes and web-based applications, such as the
congressional and GAQYIG applications; providing assessments of ARA/ECS functional elements for potential
transition to web-based applications to support mission functions; preparing and presenting Microsoft Power Poimt
and backup briefing materials to OUSIIAT&L) staff members related to ECS processes (e.g.. Web tools and
database functions, elc.).

G.1.2.2 Inputting information into databases, perform suspense tracking and coordinating action items;
troubleshooting and diagnosing discrepuncies within applicable suspense tracking and coordination programs;
independently researching. analyzing. and compiling infonmation to prepare reports, handle complaints. and resolve
problems: providing office automation, data administration, presentation. preparation, and administrative support;
preparing for Government approval, requests for contractor and permanent employee building passes and site visit
authorizations; when requested, shall acting as a liaison representing the office with external customers.

9.1.2.3 Contractor will assist in the management of the 1T budget and with contracts as appropriate. Contractor
shall analyze prior year budget exccution information for equipment and software purchases, bench stock,
maintenance rencwals and provide [orecast information for future vear’s budget requirements. Contractor shall
initiate purchase requests for equipment and sofiware in the automated purchase request routing systems such as the
§D562 and SD419 database systems as direcled by the government.  Contractor shall coordinate purchasing
information with members of the technical support staff to ensure required eguipment specifications and parts arc
accurate. Contractor shall monitor equipment and software purchascs through the acquisition process, tracking status
and reporting delivery to the warehouse. Coniractor shall assist with documentation and license renewal. Contractor
shall assist in the creation and distribution of anti-virus software. Contractor shall assist ' management in
computer scans and patching computers.

9.1.2.4  Providing effice automation, data administration, presentation, and administralive support for the
QUSIDH{AT&L) Executive Conference Facility (ECF)Y This facility supports multi-media. live close captioning.
audio-visual briefings. presentations, and conferences,

Y.1.2.5 Conferring with and advising clients on graphic design and multi-media projects: creating design concepts
and making recommendations to ECE clients; determining format. art work, photography. paper ype, colors,
typeface. typesetting specifications, ink selections, size and finish: estimating project costs and production times:
creating illustrations. digital output. line drawings. sketches and related art work: performing digital imposition:
coordinating printing: utilizing desktop publishing equipment in developing graphics: and mun provide training and
work direction within the scope of these tashs,

9. 0826 Comulting with ECE clients to determine conposition of material needs; advising clients on design.
completion time and production methods o meet technical requiremients of desired product: identify ing formats.
artwork. photography. paper type. colors, ink selections. fypetace. sice, and finlsh I consultation with clients:
creating design concepts and producing or editing layouts. illustrations and other clectronic media; creating
headings, graphics, and text via computer: producing color separations: scans, logaos. half~tones and base art into the
computer: researching. recommending and incorporating new soflware and hardware and training staff’ and
customiers in their use: may also be required to monitor associdted costs.



9.1.2.7 Performing videography responsibilities to include operating professional portable videotape equipment and
EFP equipment; positioning and focusing video cameras to determine appropriate shots of persons and objects;
operating sound recording equipment: visualizing how production fits into overall program: and may operate
portable Jighting equipment or provide work direction to other staff.

9.1.2.8 Working with the producer to determine content and lormat of videotape productions; duplicating and
inserting program segments on master tape; operating non-lincar editing equipment such as thine-base corrector,
switcher, character generator. audio board. and video switcher; and performing other editing functions as
appropriate.

9.1.2.9 Working with the dircctor, producer, set up props. checking microphones, determining lighting needs, and
camera placement; may preduce and direct a program and arrange for guests, may also be required to prepare
various production forms when producing and dirceting a program concerning copyrights, cue sheets, facilities, and
art requests.

9.1.2.10 Ensuring camera equipment is signed out, accounted for. and returned in a timely manner.

Studies Program Proposal Database, (2) OSID Request for Services Database (419 system), using cxpert knowledge
of the above systems and interfaces (contractor must demonstrate understanding all of these options, requirements
and procedures); This requires a thorough working knowledue of business practices within the OSD and Washington
Headquarters Services {WHS), as well as advanced competency in Hyvpertext Muarkup Language {(1ITML}, Local
Area Network {LAN) and servers in general and the OSD and AT&L network environments in particular, especially
for controlled-access sccure sysiems.

G.1.2.11 Serving as system administrator, technical lizison and trainer for two Electronic Business systems (1) OSD

9.1.2.12 Applying a thorough working knowledge of Oracle, JavaScript, Lotus Notes & Domino, and Microsoft
products in the design, development. programming, system administrator training, and help desk support for these
1wo Electronic Business systems; troubleshooting and diagnose technical [nformation Technology (17} irregularities,
interact with programmers and network administrators, test systern patches and new design medules, train new users
and address customer service needs.

9.1.2.13 Maintaining an organizational QUSD (AT&L) intranct web-site that displayvs general information on
mission, programs, responsibilitics, and personnel, OSD Studies Program functions and procedures, Federally
Funded Research and Development Center (FFRDC) policivs and procedures. and items of special interest
(Contractor shall be the first line provider of customer support services for Federally Funded Rescarch and
Development Center {FFRDC} programs and processes, to include Electronic Business systems program
administration, budget, finance and sccounting, conlracling, automation systems interfaces, as well as other
procedures of both current and evelving re-engineered aequisition processes within the OSD. OUSHD (AT&L).
Washington Headyuarters Services Acquisition & Procurement Office (WHS A&PO). Defense Contracting
Command-Washington DCC-W). and other contracting organizations as required).

Y0204 Providing office awtomation, dutd administration. presentation, preparation. and related administrative
suppert: assisting in the design and development of  business applications in suppurt of organizational misston;
preparing Microsoft Power Point and backup briecting matervials In support of kev decision events, data input into
urganization. suspense tracking and coordination of action items related to key  decision events across the
Directorale.

4.1.2.13 Conducting analyvsis on existing cquipment and computer account databases to provide management with
reports on eguipment guantitivs and types and personnet and compuier account status: providing administrative and
technical support in the arca of Contingity of Gperations: conducting web scarches by lopic, issue. sponser. or major
OUSHIAT& L) intliative



0.1.2.16 Analyzing the Information Technology Management {ITM) Director's operation and maintenance (Q&M)
and Procurement (PROC) expenditure records and reconciling with WHS budget execution records and providing
periodic reports en findings: reconciling appropriation accounts with appropriate executive managers.

9.1.3 Administrative & Management Support:

9.1.3.1 Contractor shall work with the government to correct discrepancies; supporting action officers across a
wide-spectrum of administration, budget, accounting and finance. contracting. and automation systems interfaces;
monitoring suspense dates for contract and maintenance renewals. advising the government on upcoming due dates;
pertorming office manager duties, as well as tracking office projects and monitoring the Remedy Ticket queue.

9.13.2 Composing correspondence, memoranda requiring independent judgment as to content; compiling and
analyzing information from a variety of sources to prepare reports, ensuring correspondence accuracy, format,
spelling, and grammar; assembling enclosures, attachments, and other reference documentation before submission of
the correspondence package to senior level decision makers for concurrence. approval and signature; routing
correspondence in accordance with approved distribution codes or other designated routing lists; making minor
corrections to inconting and outgoing correspondence, recommending format and content changes and, if necessary,
return te originator for corrections; maintaining all correspondence contrel systems to reflect current task status at
all times; preparing internal office correspondence and develop read-ahead material when required; assisting in the
conitrol and accountability of classified documents stored within the office; ensuring special handling of
correspondence which may require expediting (i.e., letters addressed 1o the White House, Secretary of Defense,
Deputy Sceretary of Defense, Department of Justice, Federal Trade Commission and Congress); maintaining office
and executive calendars, including but not limited 1o scheduling of appointments, meetings, travel, speeches,
conferences, Congressional testimony, and media appearances. Contractor must be familiar with the Microsoft
Office Suite and other traditional office software applications described throughout this Statement of Work.

9.1.3.3 Augmenting and supporting the QOUSD(AT&L) Directorate for Administration in the performance of its
mission. Assignments may include but arc not limited to performing security program support, personnel support in
actions invelving military, civilians, detailces, contractors. consultants, and the senior executive service personnei
program, fiscal management support, facilitics management support, personnel database information input and
coordination, manpower authorization and allocation program support, training program support, correspondence
management and centrol support, defense travel systemn coordination and supporl. military and civilian awards
program support, policy and directives program coordination support, as well as mail distribution.

9.1.3.4 Providing custemer service to QUSD(AT&L) customers by telephone and in person: providing pickups,
phoning and faxing assigmmnents, scanning. deliveries and closwres associated with OSD and non-OSD suspense
documents and coordination packages: providing decument preparation and addressing ot envelopes to distribute or
mail correspondence signed by OUSD or designee. and preparing for forwarding to Correspondence Conirol
Directorate {CC) with SECDEF and DEPSECDEF signature packages.

8 1.3.5 Providing respense to public requests or calls for information and assistance (0 A&l clients and staft
members: compiling and verify ing data for project reports. and assisting in document preparation and scanning. data
entry and verification and legacy data conversion.

9.1.3.6 Printing necessary forms. forwarding to the OUSD Front Office for review and signature. and delivering
signed 1o the CCD: returning (o the CCI completed OSD ducument suspense packages requiring SECDEF or
DEPSECDLY stgnature: processing and returning 10 Action Officers packages returned from CCD: initiating
assighment of Freedom of Information Act (FOIAY and security review cases 1o AVT&L components:  providing
weekly reports of due and overdue OSH) suspense actions.



9.1.3.7 Coordinating with other OSD support offices and performing customer liaison functions to ensure needed
office support is provided: updating Information Technology point of contact and Terminal Area Security Officer
{TASO) rosters, providing written and verbal communication to custoners, and assisting in reguirement gathering.

9.1.3.8 Coordinating travel, submitting and preparing requisite pre and post travel documents for office staff:
tracking and verifying the availability of funds. as may be appropriate, for travel: processing requests for travel
arrangements. accomniodations, and reimbursement of cxpenses, both manually and through the Defense Travel
System; reviewing and processing requests for Common Access Cards (CAC): providing assistance and support in

the area of space and services, 1o include assisting in coordinating movement of offices and requests for repairs,
[urniture, and equipment directives: managing. assigning and monitoring of suspense actions,

9.1.3.9 Conducting and managing [n and Qut Processing for all [TM staff; including updating comntact rosters,
requesting computer accounts, sccurity paperwork for badges, CAC, and any other necessary or appropriale
paperwork.

9.1.3.10 Coordinaling meetings, preparing office correspondence, conference schedules. and developing read-ahead
materials regarding property and equipment inventory results and/or status.

9.1.3.11 Supporting outreach and communication efforts in support of the organization’s mission, geals, and
objectives. In support of outrcach and communication ctforts, Contractor may be required to travel to various
locations within the continental United States (CONUS) and outside the continental United States (OCONUS).

9.1.3.12 Assisting the Government in exercising functional responsibilities and authorities for development of
organizational policy: augmenting and supporting the offices of Director, Defense Procurement and Acquisition
Policy (DPAP) and Deputy Under Secretary of Defense. Business Transformation {DUSD B'T) in the performance
of Hs mission; performing sccurity program support, personnel actions involving military, civilians. detailees,
contractors, consultants, and the senior exceutive service personnel program, fiscal management support, facilities
management support, personnel database information input and cocordination. manpower authorization and
allocation program supperl. training program supporl, correspendence management and control support, defense
ravel system coordination and support, military and civilian awards program support, policy and directives program
coerdination support and mail distribution.

9.1.3.13 Providing pickups. phoning and faxing assignments, scanning, deliveries and clesures associuted with QSD
and non-0SD suspense documents and coordination packages (coming from outside o AT&1L.). Contractor shall
provide document preparation and addressing of envelopes to distribute or mail correspondence signed by USI, and
prepare for forwarding to CCD with Secretary  of Defense (SECDEF) and Deputy Secretary of Defense
(DEPSECDEF) signature packages.

9.1.3.14 Providing response te public requests or calls for information and assistance to A L&l clients and staff
members; compiling and verilying data for project reperts. and assisting in document preparation and scanning. data
entry and verification and Jegacy data conversion: sorting and distributing mail vo include vperation of moterized
carts and daily lifting of mail wbs, weighing up 1o 25-1bs).

O 1,315 Providing general office administrative duties to include torms muanagement. equipment accountability, and
maintaining oftice supplivs: tracking office projects to ensure timely completion; assisting in the preparation of
office personnel time cards. development of master work schedules tor office staff, and acting as a hackup for
coeordinating meetings and developing conference agendas,






Section G - Contract Administration Data

CONTRACT ADMIN




Scope

The purpose of this BPA is to provides for a broad range of commercial. non-personal professional and executive-
leve] administrative support services to Washinglon Headquarters Services (WHS}, Office of the Secretary of
Defense (OSD) and. potentially, other Depariment of Defense (DoD) offices. The objective of this contract action is
to acquire. through award of an indefinite Deliver-Indefinite Quantity (IIDIQ) task order contract, professional and
executive-level administrative support services, primarily for the Office of Under Seeretary of Defense, Acquisition
Technology and Logistics (QUSD(AT&L)). Director, Acquisition Resources and Analysis {ARA). Deputy Under
Secretary of Defense for International Technology Security. Deputy Under Secretary of Detense for Industrial
Policy, Deputy Under Secretary of Defense for Business Transformation, Director, Defense Business
Transformation Ageney (DUSTI{BTYBTA)). Director Defense Procurement and Acquisition Policy (DPAP),
Director, Small Business Programs ($8P), Director, Joint Rapid Acquisition Cell (JRAT), Direclor for
Administration, Deputy Director, Naval Warfare'Defense Systems, and the OUSD (AT& L) Conference Facility,

BPA Structure

The Washington Headquarters Services, Acquisition & Procurement Gffice intends to establish a single award BPA
with an eligible vendor who can best satisfy the evaluation factors described in this RFP. Orders against the BPA
will be on a firm fixed price basis with the potential to include time and materials and surge Contract Line llem
Numbers (CLINs} for travel, other less predictable requirements, and surge.

‘The BPA expires after seven (7} years, or at the end of the FSS contract period, whichever is earlier. The BPA will
be for a base year and six (6) one-year options. The Governnient may extend the terms of this BPA beyond the
current peried ol performance by exercise of the next option. This will be accomplished by written notice to the
Contractor no later than the commencement date of the option period of performance provided the Government
gives the Contractor a preliminary written notice of its intent to extend at least 30 days befoere the agreement expires.
The prefiminary notice does not commit Lhe Government to the extension.

The following Schedulc applies to this agreement:

* [f the entire capacity is used for any give reason, the Government reserves the right to exercise the

aption period carly.

The total duration of this BPAL including the exercise of options under this ¢lause. shall not eaceed the

Period of Dollar Threshold Performance

Performance Capacity per Year* Dales
Base Period: $6.000,000.00 20 Apr 2007 to 19 Apr 2008
Option Period [: $6.,000.000.00 20 Apr 2008 to 19 Apr 2009
Option Period 2: $6.000,060.00 20 Apr 2008 to 19 Apr 2010
Option Period 3: 36.000,000.00 20 Apr 201010 19 Apr2011
Option Period 4 £6.000,000.00 20 Apr 2011 10 19 Apr 2012
Option Period 5: $6,000.000.00 20 Apr2012to 19 Apr 2013
Option Period 6: £6.000,000.00 20 Apr 2015 to 19 Apr 2014

USA FSS period of performance. The dollar limit of the BPA is $42.000.000.00.

The BPA shall be reviewed annually before the anniversary ofits effective date and revised as necessary,

The BPA may be discounted by eoither parly upon thirty 30 days written notice.

Ordering



Orders will be placed by the Washingten tHeadquarters Services Acquisition & Procurement Office. The ordering
Contracting Officer shall ensure compliance with all rules and regulations. Orders shall be received and accepted
via hardcopy. facsimile. or email.

When a task order is required, the Contracting Officer will issue a request for proposal from the Contractor. The
Contractor shall then submit a proposal to the Contracting Ofticer, and the Contracting Ofticer will cither accept the
Contractor’s proposal and issue the task order. or negotiate with the Contractor. If negotiations are entered into, the
order will be issued to retlect the negotiated and agreed to price for the task order. ach task order shall be binding
on the Contractor when the task order is issued by the Government.

Failure to reach agreement on the price for any task order for any order issued before the price is established will be
considered to be a dispute under the Disputes clause.

Obligation of Funds

Funds will be obligaied on individual orders placed against the BPA. In accordance with FAR 16.702(c). no
monetary obligation in the form of a minimum guarantee or otherwise will be made with the establishinent of this

BPA.

The BPA established as a result of this solicitation will not obligate any funds. Funds will enly be obligated on
individual orders against the established BPA.

BPA ADMININISTRATION

1. CONTRACTING OFFICER'S REPRESENTATIVE{COR)

(a) The COR will be identified for each Task Order.

(b} The Contractor is advised that only the Contracting Ofticer can change or modify the BPA terms or take any
other action which obligates the Government on any task order. The authority of the COR for each task order is
strictly limited to the specific dutics set forth in his/her letter of appointment, a copy of which is furnished to the
Contractor. Contractors who rely on direction from other than the Contracting Officer do so at their own risk and
expense. Such actions do not bind the Government contractually, Any coniractual questions shall be directed to the
Contracting Officer.

CONTRACTOR VISITS

The COR will approve and coordinate all Contractor visits to a sponsor’s agency and other Dol agencies necessary
for perfonmance under each order. All security visit requests shall be submitted to the COR for approval.

BPA MANAGEMENT

Notwithstanding the Contractor's responsibility for total management during the performance of this BEA, the
administration of the BPA will require maximum coordination between the Government and the Contractor. The
tollow ing indiv iduals will be the Govemment points of contact during the performance period of this BPA:

(2) CONTRACTING OFFICER. All BPA administration will be etfected by the Contracting Otticer.
Communications pertaining to the contract admintstration will be addressed to the Contracting Ofticer. No changes
W the pertormance work statement ate authorized without a written modification 1o the BPA executed by the
Contracting Offcer,









8. OPTION EXERCISE

FAR 52.217-8 Option to Extend Services,
As prescribed in 17.208(1). insert a clause substantiaily the same as the following:

OPTION TO LXTEND SERVICES (NOV 1999)

The Government may reguire continued performance of any services within the limits and at the rates
specified in the contract. These rates may be adjusted only as a result of revisions to prevailing labor rates
provided by the Secretary of Labor. The option provision may be excrcised more than once, but the total
extension of performance hereunder shall not exceed 6 months, The Contracting Officer may exercise the
option by writien notice to the Contractor within (30) days.

(End of clause)

FAR 32.217-9 Option to Extend the Term of the Contract (Mar 2000)

As prescribed in 17.208{g). insert a clause substantially the same as the foilowing:

{a} The Government may extend the term of this contract by written notice 1o the Contractor
within thirty (30) days before the contract expires; provided that the Government gives the
Contractor a preliminary written notice of its intent to extend at least sixty (60) days before the
conlracl expires. The preliminary notice does not commit the Government to an extension.

{b) If the Government excrcises this option. the extended contract shall be considered 10 include
this option clause.

{c) The tetal duration of this contract, including the exercise of any options under this clause, shall
not exceed 60 months.

{End of clause)

9. TRAVEL POLICIES AND PROCEDURES

It is anticipated thal performance under the BPAs miay require travel. Al travel will be at the requcest of the
government via the COR under specific task orders issued.

If travel is yequired eutside the metro area, it will be addressed separatels by task order.

Reimbursement for travel in conjunction with the performance of o tash urder under the BPAs) will he in
accordance with the Federal Travel Regulations,

10, REQUIRED CONFIDENTIALITY AGREEMENTS
The Contractor shall submit to the Contracting Officer prior to the award ot a Call Order under this BPAL a
signed copy of the Contractor Employee Confidentiality Agreement fincorporated into this BPA as Attachment

2y.and shall ensure that each employee signs a Confidentiulity Ayreeiment,

I1. TERMS AND CONDITIONS



The terms, conditions and clauses of Federal Supply Schedule number (GS-10F-0009P are applicable to this
BPA and all call orders issued pursuant to this BPA.

ORGANIZATIONAL CONFLICT OF INTEREST (OCI)

a.

b.

Purpose: The primary purpose of this clause is to aid in ensuring that:

(1} the Contractor’s objectivity and judgment are not biased because of its present, or currently planned
interests  {financial. contractual. organizational, or otherwise) which relate to any work issued pursuant to
this agreement;

{23 the Contractor does not oblain an unfuir competitive advantage by virtue ot'its access to non-public
Government information regarding the Government’s program plans and actual or anticipated resources:
and

{(3) 1he Contractor does not obtain any unlair competitive advantage by virtue of its access to proprietary
information belonging Lo others.

Scope: The restrictions described herein shall apply to performance or participation by the Centractor and any
of its affiliates or their successors in intercst (hercinafter collectively referred o as “Contractor™) in the
activities covered by this clause as prime contractor, subcontractor, co-sponsor, joint venture, consultant, or in
any similar capacity. The term “proprigtary information™ for the purposes of this clause is any intormation
considered to be so valuable by its owner that it is held in secrel by them and their licensees. Information
furnished voluntarily by the owner without limitations on its use. or which is available without restrictions from
other sources, is not considered proprictary.

(1Y Access Te and Use of Governiment Information: [f the Contractor, in the performance of this
contracl, oblains access to information such as plans, policies, reports, studies, financial plans, or data
which has not been released or otherwise made available 1o the public, the Contractor agrees that without
prior written approval of the Contracting Officer. it shall not: (a) use such information for any private
purpose unless the information has been released or otherwise made available to the public, (b) compete for
work based on such information after the completion of this contract, or until such information is released
or otherwise made availsble to the public, which ever oceurs first, {¢) submil an unsolicited propesal 10 the
Government which is based on such information after such information is released or otherwise made
available to the public, or (d) release such information unless such information has previously been
released or otherwise made available te the public by the Government.

(2} Access Toand Protection of Propriety Information: The Contracior agrees that. to the extent it
receives or is given gecess o proprietary data, trade seerets, or other confidential or privileged technical,
business, or lnancial information {hereinafter referred to as “proprietary data™) under this contract, it shall
treat such information in accordance with any restrictions imposed on such information. The Contractor
further agrees to enter into a written agreement for the protection of the proprictary data of others and 10
exercise diligent effort to protect such proprictars data trom unauthorized use or disclosure. In addition,
the Conlractor shall obtain from cach emplosee who has access o proprietary data under this contract. a
swritten agreenient that shall in substance proside that such emplosee shall not, Juring his her employment

by the Contractor or thereafier, disclose tw others or use {or their benefit proprictan data received in
connection with the work under this contract. The Contractor will cducate its emplosces regarding the
phitosopliy of Part 9.503-4 of the Federal Acquisition Regulation so that they will not use or disclose
proprietany information or data generated or acquired in the performance of this contract except as prosided
heruin,



Subcontracts: The Contractor shall include this or substantially the same clause, including this paragraph. in
consulting agreements and subcontracts ot all tiers. The terms “Contract,” “Contractor,” and "“Contracting
Officer.” will be appropriately modified 1o preserve the Government’s rights,

Disclosures: [ the Contractor discovers un organizational conflict of intevest or potential contlict of interest
afier award. a prompt and full disclosure shall be made in writing 10 the Contracting Officer. This disclosure
shall be made on the OCI Analysis/ Disclosure Form provided as an Attachment to this agreement. and shall
include a description of the action the Contractor has taken or proposes (o take in order to avoid or mitigate such
conflicts.

Remedies and Waiver:

(1} For breach of any of the above restrictions or for non-disclosure or misrepresentation of any relevant
fucts required to be disclosed concerning this contract, the Government may terminate this contract tor
default, disqualify the Contractor for subsequent related contractual efforts, and pursue such other remedies
as may be permitted by law or the contract. If, however, in compliance with this clause. the Coentractor
discovers and promptly reports an organizational contlict of interest {or the potential thereof) subsequent to
contract award, the Contracting Officer may terminate this contract for the convenience of the Government
if such termination is deemed to be in the best interest of the Government,



Section H - Special Contract Requirements

SPECIAL CONTRACT REQ
CLAUSES INCORPORATED BY FULL TEXT

CONTRACTING OFTICER'S REPRESENTATIVE (COR)

The COR is & represcntative lor the Governnient with limited authority who has been desipnated in writing by the
Contracting (ficer to provide technical direction. clarification. and guidance with respect to existing specifications
and statement of work (SOW ) 'statement of objectives (SO0) as established in the contract. The COR also monitors
the progress and qualily of the Contractor’s performance for payment purposes. The COR shall promptly report
Contractor performance discrepancies and suggested corrective actions to the Contracting (HTicer for resolution,

The COR is NOT authorized 1o take any direct or indirect actions or make any commitments that will result in
changes to price, quantity. quality, schedule, place of performance, delivery or any other terms ot conditions of the
writien contract.

The Contractor is respensible for promptly providing written notification to the Contracting Ofticer if it believes the
COR has requested or dirccted any change Lo the existing contract {or task/delivery order). No action shall be taken
by the Contracior for any proposed change 1o the contract untii the Contracting Officer has issued a written directive
or written modification 1o the contract (or task/delivery order). The Government will not accept and is not liable for
any alleged change to the contract unless the change is included in & written contract moedification or divective
signed by the Contracting Officer.

[t the Contracting Officer has desighated an Alternate COR (ACOR}, the ACOR may act only in the absence of the
COR (due to such reasons as leave, official wravel. or other reasons for which the CQOR is expected to be gone and
not readily accessible for the day).

COR authority IS NO'T delegable.

CLAUSES INCORPORATED BY FULL TEXT

INVOICING INSTRUCTIONS (WHS, A&PO Mar 2007)

In compliance with DFARS 252.232-7003, "LElectronic Submission of Payment Request (March 2003)7. Washington
Headyuarters Services. Acquisition & Procurement Oftice { WIS, A& PO) utilizes WAWF-RA 10 clectronically
process vendor request for payment. The web based systen is located at hups: waw Cebomil, which provides the
technology for government contractors and authorized Department of Defense (DOD) personnet to generate, capture
and process receipl and paviment-related documentation in ¢ paperless environnient.  The contractor is required to
utilize this system when submitting invoices and recebving reports under this contract. Submission of hard com
213250 Invoice Public Vouchers (SFI034) will no longer be aceepted for payment.

The contractor shull (1) ensure an Electronic Business Point of Coantract bs designated in Central Contractor
Registration af bttp: waw cer2ov and 1010 register to use WAWF-RA at ittps: wiw feb,mil

within ten (10 day s alter avward of the contract or modification incorporating WAWEF-RA into the contract, The
destgnated CCR EB point of comact is responsible (or activating the compamy 's CAGE code on WAWF by calling
[-B66-618-5988. Onee the company CCR LB is activated. the CCR EB will selftregister on the WAWE and folow
the instructions for o group administrator. Step by step instructions to register are available at hittp: wav febonil,




The OSD Policy WAWF-RA point of contact is Mr. Randy Roark and can be reached at 703-697-25235 or email at
randy.roarkfZiosd.mil The contractor is directed to select either *Invoice as 2-in-1" format when submitting
“Invoices and Receiving Reports.”

Back up documentation may be attached to the invoice in WAWF under the “Misc Info™ tab. Fill in all applicable
information under each tab,

The following required information should automatically pre-populate in WAWF: it it does not populate. or does not
populate correctiy. enter the following information:

“Issue by DoDAAC field enter HQO0034

“Admin DoDAAC™ field enter HQO034

“Payment DoDAAC™ field enter HQ0338

“Service Acceptor/Extension™ or “Ship to/ Extension” field enter HQO0#34 and OSDTM3J in the extension field
“Inspect By DoDAAC/ EXT™ fields HQ0157

“LPO DoDAAC/ EXT" fields - Leave blank

Contractor shall verify that the DeDAACs automatically populated by the WAWF-RA system match the above
information. [f these DoDAACs do not match then the contracter shall correct the field(s) and noetify the contracting
officer of the discrepancy (ies).

Take special care when entering Line Item information . The Line Item tab is where you will detail vour request for
payment and material/services that were provided based upon the contract. Be sure 1o fill in the following items
exactly as they appear in the contract:

[tem Number: If the contract schedule has more than one ACRN listed as sub items under the applicable
Contract Line Item Number {CLIN), use the 6 character, separalely identified Sub l.ine [tem Number

(SLIN) (e.g. — 0001 AA) or Informational SLIN (c.g. — 060101}, otherwise use the 4 character CLIN (e.g. —
0001).

ACRN: Fill-in the applicable 2 alpha character ACRN that is associated with the CLIN or SLIN,
Note DONOTINVOICE FOR MORE THAN IS STILL AVAILABLE UNDER ANY CLIN:SLING ACRN.

Unit Price

Unit of Measure

Shipment numbers must be formatled as follows;

Threc (3) alpha characters followed by four {4) numeric characters.

For Services. enter "S1ER” followed by the Jast 4 digits ol the tnvoice number,

For Construction. enter *CON" tollowed by the fast 4 digits ot the invoice number,
For Supplies, enter *SUP” followed by the last 4 digits of the inveice nuimber.

It the invoice nuimber is less than 4 digits. enter leading zeros.




Before closing out of an invoice session in WAWF-RA but after submitting your document or documents. the
contractor will be prompted to send additional email notifications. Confractors shall ¢lick on “Send More Email
Notification™ on the page that appears. Add the following email address louis.dixon.Curd whs.mi! in the first email
address block and add Karen.rooney ¢whs.mil in the following block.  This additional notification 1o the
government 18 important to ensure that the appropriate persons are aware that the invoice documents have been
submitted into the WAWFEF-RA svstem.

It you have any questions regarding WAWF_ please contact the WAWY Help Desk at 1-866-618-5988,

— -



Section | - Contract Clauses

CLAUSES INCORPORATED BY REFERENCLE

322021 Definitions

32.204-9 Personal [dentity Veritication of Contractor Personnel

522124 Contract Terms and Conditions--Commercial [tems

52.217-8 Option To Extend Services

522179 Option To Extend The Term Of The Contract

52.232-1 Payments

522327 Payments Under Time-And-Materials And Labor Hour
Contracts

52.233-1| Disputes

522522 Clauses Incorporated By Reference

252.261-7000 Contracting Officer’s Representative

252.204-7000 Disclosure Of Information

252.204-7003 Control Of Government Personnel Work Product

JUL 2004
NGOV 2006
FEB 2007
NOV 1999
MAR 2000
APR 1984
FEB 2007

JUL 2002
FEB 1998
DEC 199]
DEC 1991
APR 1992









PRS #4 — Contractor complies
with and supports DoD's
sociveconomic goals
substamially consistent with his
proposal.

353% of subcontracted dollars,
cilculated as total revenucs
performed annually on
cumulative Task Orders, is
performed by a contractor
designated as a small business,
small disadvamage business.
women-owned small business,
service-disabled veteran owned
small business or hub zone small
business.

No transgressions
tolerated.
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Reflected in
monthly
deliverable
report.

CPARS rating:
option ¢xercise.
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1. OVERVIEW

1.1 Purpose and [ntent. The purpose of this plan is to identify the methods and procedures the Government will
use to ensure il receives the services under contract as idemtified in the Statement of Work (SOW). This plan will
focus on the level of performance required by the SOW. not the methodology or process. Performance Objectives
will be periodically monitored and the quality program evaluated, but the Contractor is ieft as free as possible to
develop the most efficient processes to meet and exceed the required thresholds of service.

the Quality Assurance instructions of the BPA Performance Work Statement (paragraph 3(ii}. Quality Assurance. to
be accomplished by the Contracting Officer or his duly authorized representative. The Inspection of Services FAR
Clauses 32.246-4 and 32.246-6 apply.

1.2 Authority. Authority for issuance and use of this Quality Assurance Surveillance Plan (QASP) is provided in

2. RESPONSIBILITIES
2.1 Government officials shall have responsibility for implementation as follows:

Contracting Officer The Contracting Officer ensures performance of all necessary actions for effective contracting,
ensures compliance with the terms of the contract and safeguards the interests of the United States in the contractual
telationship. 1t is the Contracting Officer that assures the Contractor receives impartial, fair, and equitable treatment
under the contract. The Contracting Officer is ultimately responsible for the final determination of the adequacy of
the Contractor’s performance and the Contractor Performance Assessment Reporting System (CPARS) reporting.

Contracting Officer's Representative (COR) - The COR is responsible for technical administration of the contract
and assures proper Government surveillance and documentation of the Contractor’s performance. The COR 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 Centracting Officer for action.

3. CONTRACT QUALITY REQUIREMENTS

3.1 Quality Program. The Contractor's Quality Control Program requirements are defined in the Performance
Requirements Summary (PRS) at Technical Exhibit . The contractor’s Quality Control Program shall ensure the
government receives the level of quality that is consistent with the performance standards specified in the PRS.

4. PERFORMANCE ASSESSMENT

4.1 Purpose. This section details the method{s) used 1o verify Centractor compliance with SOW requirements.
The key elements of this process are the Contractor's quality program and Government identified Performance
Objectives or Pertormance Reguirements.

4.2 Performance Assessment Approach. To tacilitate the performance assessment  of the Contractor's quality
program, the COR will verify Contractor compliance with the designated Pertormance Requirements, The intent of
the performance assessment  approach is to gaim confidence in the Contractor’s abilits to provide satisfacton
services and then adjusting the level of Performance assessment Lo a point that maintzins contidence. This
Performance assessment approach is subjeet 1o change based on the Contractor™s performance, Methods of
assessiment or sursetllance include. but are not mited 1o

4.2.1 10075 Review - This Ievel of Review entails consideration of all performance reguirements and deliverables
established by and for the Performance Objective within i given timetrame.

4.2.2 Random Monitoring - Random monitoring consists of unspecified observations ol some or all requirements
and deliverables established by and for the Performance Objective within a given timeframe.
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4.2.3 Passive Monitoring — Passive monitoring includes cbservations by other Government personnei to be
substantiated by the COR. that relate to some or all requirements and deliverables established by and for the
Performance Objective within a given timeframe. The handling of complaints is included in this method of
surveillance,

4.3 Annual Review. The COR must review QASP Performance Objectives, assess their applicability, and
recommend the addition or subtraction of Performance Objectives as conditions warrant at least on an annual basis.

4.4 Special Audits. The COR must be alert to conditions that would warrant a special quality audit. Any time the
COR observes that a functional area is out ot acceptable tolerance or that the technical expertise is not available, a
request for a functional area quality audit should be addressed 1o the Contractor.

4.5 Performance Assessment Folders. A Performance Asscssment Folder must be created and maintained by the
COR. The folder will be maintained in hard copy. The Performance assessment folder must contain the following
sections and may contain other sections or information that the COR finds pertinent or necessary.

4.5.1 Section 1. Approved QASP.

4.5.2 Section 2. ACTIVITY LOG. A chronological log of actions taken in the accomplishment of Quality
Assurance by the government based on assigned Performance Requirements. The purpose of this log is to provide a
brief synopsis of an inspection of Contractor provided services or of a meeting with the contractor regarding
performance in a given tunctional area. Documentation that supports activity log entrics may be maintained in the
RECORDS section of the Performance assessment folder. Also sce Paragraph 7.2 regarding CPARS input.

4.5.3 Section 3. CONTRACT.

454 Section 4. APPOINTMENT LETTERS. This section shall include the COR’s appointment letter and
training certificates.

455 Section 5. RECORDS. A section used for filing all documeniation associaled with QA (e.g., Performance
Assessment Log, correspondence, letters of interpretation from the CO and ACTIVITY LOG support documents).

4.6 Performance Complaints. When complaints are used as a method of performance assessment, the following
should be completed by the COR:

a.  Advise the persen(s) initiating the complaint of the type of service(s} that are to be provided by the
Contracior per the contract,

b. Gather all customer feedback.

¢.  Conduct an investigation to determine the validity of any negative comments received. I the negative
comment is not valid, inform the initiators) of the reasonts) why and carry on further correspondence il
necessary. For valid negative comments, the COR will notify the Contractor to allew the opportunity for
mvestigation and comment and or recertification. The COR will determine appropriate documentation that
muy include annotations in the Activins Log, the Pertormance Assessment Low and or other pertinent
documentation included in the Records Section of the Performance Assessment Folder,

d. Notify the inftintor(s) of the corrective action taken by the contracior, il applicable.

Conduct a trend analy sis of validated negative comments it appropriate.

L3






recruits and maintains a stable
and talented workforce that
effectively supports the
QUSD{P) mission
requirements.

PRS %3 - The Contractor’s
workforce consistently
generates timely work product
of ligh quality,

PRS #4 - Contractor complies
with and supports Dol)'s
socioeconomic goals
substantiaily consistent with his
proposal.

related episode per
90-day pertod.

in the workforce. that promotes a
stabic and productive work
covironment, with a reduced
learning curve and task
repetition.

All deliverables and written
products, including but not
limited to Position Papers, White
Papers, Bricfing material,
meeling summaries and issue
papers, reflect thorough research
in and knowledge of the topic at
hand; articulate ¢clear
conclusions and/or
recommendations, as
appropriate; all material is
writien and formatled as
directed: reflects Government
guidance on dralt and final
materizl and is comprehensive,
coherent, accurate, timely and
compiete.

No more than three
lransgressions per
90-day period.

Professional advice and
assistance is rendered pro-
actively; is thorough and well
thought out; is rational,
executable and supportable,
35% ol subcontracted dollars,
calculated as total revenucs
performed annually on
cumulative Task Orders, is
performed by a contractor
designated as a small business,
small disadvantage business.
women-owned small business,
service-disabled veteran owned
small business or hub zone smal]
business.

No transgressions
tolerated.
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interview. option exercise

CPARS rating,
option exercise.

Client
interview.

Reflected in CPARS rating;
monthly option excrcise,
deliverable

report.
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE
The purpose ol this modification is to change the following:

1.} Section B. Supplics or Services and Price, Period of Perlormance:

Delete: 19 Apr 2012

[nsert: 19 Apr 2014

#afHEND OF MOINFICATION 01##his

SUMMARY OF CHANGES

{lind of Summary of Changes)
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION A - SOLICITATIONCONTRACT FORM
The contractor organization has changed from

BAIL, INC
JOHN HARDENBERGH
46000 DUKE STREET. SUITE 303
ALEXANDRIA VA 22304
to
BAIL INC
JOHN HARDENBERGH
4600 DUKE STREET, SUITE 303
ALEXANDRIA VA 22304-2516

SECTION G - CONTRACT ADMINISTRATION DATA

The following have been modified:
CONTRACT ADMIN
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Scope

The purpose of this BPA is to provides for a broad range of commercial, non-personal professional and executive-
level administrative support services to Washington ITeadquarters Services (WHS), Office of the Secretary of
Delense (OSD) and, potentially, other Department of Detense (DoD) offices. The objective of this contract action is
to acquire, through award of an Indefinite Deliver-Indefinite Quantity {IDIQ) task order contract. professional and
executive-level administrative support services, primarily for the Office of Under Secretary of Defense. Acquisition
Technology and Logistics (OUISD(ATE&L)), Director, Acquisition Resources and Analysis (ARA). Deputy Under
Secretary of Defense for International Technology Security, Depurty Under Seeretary of Delense for Industrial
Policy. Deputy Under Secretary of Detense for Business Transformation, Director, Defense Business
Transtformation Agency {DUST(BBT)VBTAY), Director Defense Procurement and Acquisition Policy (DPAP),
Director, $Small Business Programs (SBP). Director, Joint Rapid Acquisition Cell (JRAC), Director for
Administration. Deputy Director. Naval Warfare/Defense Systems. and the OUSD {AT& L.} Conference Facility,

BPA Structure

The Washington Headquarters Services, Acquisition & Procurement Office intends to establish a single award BPA
with an ¢ligible vendor who can best satisfy the cvaluation factors described in this RFP. Orders against the BPA
will be on a firm fixed price basis with the potential te include time and materials and surge Contract Line item
MNumbers (CLINs} for travel, other less predictable requirements, and surge.

The BPA cxpires after seven (7) years, or at the end of the FSS contract period, whichever is earlier. The BPA will
be for a base year and six (6) one-year options, The Government may extend the terms of this BPA beyond the
current period of performance by exercise of the next option. This will be accomplished by written notice 1o the
Contractor no later than the commencement date of the option period of performance provided the Government
gives the Contractor a preliminary written netice of its intent to extend at least 30 days before the agreement expires.
The preliminary notice does not commit the Government to the extension,

The following Schedule applies to this agreement:

Option Period 5
Option Period &:

$6.000.000.00
$6.,000,000.00

Period of Dollar Threshold Performance
Performance Capacity per Year* Dates
Base Period: $6.000,000.00 20 Apr 2007 1o 19 Apr 2008
Onption Period [: £6,000,000.00 20 Apr 2008 to 19 Apr 2009
Option Period 2: $6,000,000.00 20 Apr 2009 to 19 Apr 2010
Option Period 3: $6,000,000.00 20 Apr 201010 19 Apr 2011
Option Period -+ $6.000,000.00 20 Apr2011to 19 Apr 2012

20 Apr2012 10 19 Apr 2013
20 Apr 2013 10 19 Apr 2014

* 1t the entire capacity is used for any give reason, the Government reserves the right to exercise the
option period carly.

The total duration of this BPAL including the exercise of optiens under this ¢lause, shall not exceed the
GSA IS8 period of performancy. The dollar limit of the BPA is $42.000.000.00.

The BPA shall be reviewed annually before the anniversary of its effectiv e date and revised as necessan.
The BPA may be discounted by coither party upon thirty 30 davs written notice.

Ordering
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Orders will be placed by the Washington Headquarters Services Acquisition & Procurement Office. The ordering
Contracting Officer shall ensure compliance with ali rules and regulations. Orders shall be received and accepted
via hardcopy. facsimile, or email.

When a task order is required. the Contracting Officer will issue a request for proposal fromn the Contractor. The
Contractor shall then subinit a proposal to the Contracting Officer, and the Contracting Officer will either avcept the
Contractor’s proposal and issue the task order. or negotiate with the Contractor, [ ncgotiations are entered into. the
order will be issued 1o reflect the negotiated and agreed to price for the task order. Lach 1ask order shall be binding
on the Contractor when the task order is issued by the Government.

Failure to reach agreement on the price for any task order for any order issued before the price is established will be
coensidered to be a dispute under the Disputes clause.

Oblization of Funds

Funds will be obligated on individual orders placed against the BPA. [n accerdance with FAR 16.702(c}). no
monctary obligation in the form of a minimum guarantee or otherwise will be made with the establishment of this
BPA.

The BPA established as a result of this solicitation will not obligate any funds., Funds will only be obligated on
individual orders against the established BPA.

BPA ADMININISTRATION

1, CONTRACTING OFFICER'S REPRESENTATIVE(COR)

{a) The COR will be identitied for cach Task Order,

(b} The Contractor is advised that only the Contracting Officer can change or modify the BPA terms or take any
other action which obligates the Govemment on any task order. The authority ef the COR for cach task order is
strictly limited 1o the specific dutics set forth in his/her letter of appointment, a copy of which {s furnished to the
Contractor. Contractors who rely on direction from other than the Contracting Officer do so at their own risk and
expense. Such actions do not bind the Government contractually. Any contractual questions shall be directed to the
Contracting Officer,

CONTRACTOR VISITS

The COR will approve and coordinate all Contractior visits to a sponsor's ageney and other Dol agencies necessary
for performance under each order. AN security visit requests shall be submitted o the COR for approval,

BPA MANAGEMENT

Notwithstanding the Contractor’s responsibility for total managenent during the performance of this BPA. the
administration of the BPA will require maximum coordination between the Government and the Contractor, The
tollossing individoals will be the Government points of contact during the performance period ol this BEA:

() CONTRACTING OFFICER, All BPA administration will be effected by the Contracting Ottieer,
Cummunications pertaining to the contract administration will be addressed to the Contructing Officer. No changes
to the performance work statement are authorized without o written modification to the BPA executed by the
Contracting Officer.
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8. OPTION EXERCISE

FAR 52.217-8 Option to Extend Services.
As prescribed in 17.208(1). insert a clause substantially the same as the following:

OPTION TO EXTEND SERVICES (NOv 1999)

The Government may require continued performance of any services within the limits and at the rates
specified in the contract. These rates may be adjusied only as a result of revisions to prevailing labor rates
provided by the Secretary of Labor. The option provision may be excrcised more than once, but the total
extension of performance hercunder shall not exceed 6 months. The Contracting Officer may exercise the
option by written notice to the Contractor within {30) days.

(End of clause)

FAR 32.217-9 Option to Extend the Term of the Contract (Mar 2000)

As prescribed in 17.208(g), insert a clause substantially the same as the following:

{a) The Government may extend the term of this contract by written notice to the Centractor
within thirty (30} days before the contract expires: provided that the Government gives the
Contractor a preliminary writlen notice of its intent to extend at least sixty (60) days before the
contract expires. The preliminary notice does not commit the Government 10 an extension.

{b) If the Government exercises this option, the extended contract shall be considered to include
this option clausc.

(¢} The total duration of this contract, including the exercise of any options under this clause, shall
not exceed 60 months,

(Lnd of clause}
9. TRAVEL POLICIES AND PROCEDURES

It is anticipated that performance under the BPAs may require travel. Alltravel will be al the request of the
government via the COR under specific task orders issued.

[t travel is required cutside the metro area. it will be addressed separately by task order,

Reimbursement for ttavel in conjunction with the performance of a task order under the BPA{s) will be in
accordance with the Federal ITravel Regulations.

10. REQUIRED CONFIDENTIALITY AGREEMENTS

The Contractor shall submit 1o the Contracting Ofticer prior to the award ol a Call Order under this BPA. a
signed copy of the Contractor Emploaee Confidentiality Agreement {incorporated inte this BPA as Anachment
2y and shall ensure that cach employvee signs a Contidentialits Agreement,
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11. TERMS AND CONDITIONS

The terms, conditions and clauses of Federal Supply Schedule number GS-10F-0009P are applicable 1o this
BPA and all call orders issued pursuant to this BPA,

ORGANIZATIONAL CONFLICT OF INTEREST (OCl)

a.  Purpose: The primary purpose of this clause is to aid in ensuring that:

(1) the Contractor's objectivity and judgment arc not biased because of its present, or currently planned
interests (financial, contractual, organizational, or otherwise) which relate to any work issued pursuant to
this agreement;

{2)  the Contractor does not obtain an unfair competitive advantage by virtue of its access to non-public

Governmenl information regarding the Government’s program plans and actual or anticipaled resources;
B g prog P p

and

{3) the Contractor does not obtain any unfair competitive advantage by virtue of its access to proprietary
information belonging to others.

b. Scope: The restrictions described herein shall apply to performance or participation by the Contractor and any
of its affiliates or their successors in interest (hereinafier collectively referred to as “*Contractor™} in the
activities covered by this clause as prime contractor, subcontractor, co-sponsor, joint venture. consultant, or in
any similar capacity. The term “proprictary information™ for the purposes of this clause is any information
considered to be so valuable by its owner that it is held in secret by them and their licensees. Information
furnished voluntarily by the owner without limitations on its use, or which is available without restrictions tfrom
other sources, is not considered proprigtary.

(1) Access To and Use of Government Information: [f the Contractor. in the performance of this
contract, obtains access 1o information such as plans, policies, reports. studies, financial plans, or data
which has not been refeased or otherwise made available to the public, the Contractor agrees that without
prior written approval of the Centracting Officer, it shall not: (a} use such inforimation for any private
purpose unless the information has been released or otherwise made available to the public. (b} compete for
work based en such information after the completien of this contract. or until such information is released
or otherwise made available to the public, which ever occurs first, (¢} submit an unselicited proposal to the
Government which is based on such information after such information is released or otherwise made
available to the public, or (d) relesse such information unless such information has previously been
released or otherwise made available to the public by the Government,

{2y Access To and Protection of Propriety fnformation: 'he Contractor agrees that. to the extent it
receives or is given access 1o proprictary data. trade seerets, or other confidential or privileged technical,
business. or financial information {hereinafter referred to as “propriviany data™) under this contract. it shali
treat such information in accordance with any restrictions imposed on such intormation. The Contracter
further agrees e enter into a written agreemnent for the protection of the proprictany data of others and to
exercise diligent elfort (o protect such proprivtary data from unauthorized use or disclosure. In addition.
the Contractor shall obtain from cach emplosce who has aceess to proprietany data under this contract. a
written agreement that shall in substance provide that such emplosee shall not. during his her emplosment

by the Contracior or thereafter, discluse W others or use for their benefit. proprietary data received in
connection with the work under this contract.  The Contractor will educate its employees regarding the
philosophs of Part 9.505-4 of the Federal Acquisition Regulation so that they will not use or disclose
proprictary information or data generated or acquired by the performance of this contract except as proyided
herein.
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¢. Subcontracts: The Contractor shall include this or substantially the same clause. including this paragraph, in
consulting agreements and subcontracts of all tiers. The terms ~Contract,” “Contractor,” and “Contracting
Oftficer.” will be appropriately modified to preserve the Government’s rights.

d. Disclosures: If the Contractor discovers an organizational conflict of interest or potential conflict of interest
after award. a prompt and full disclosure shall be made in writing to the Contracting Officer. This disclosure
shall be made on the OC1 Analysis” Disclosure Form provided as an Attachment to this agreement. and shall
include a description of the action the Contractor has taken or proposes to take in order 10 avoid or mitigate such
conflicts.

. Remedies and Waiver:

{1} For breach of any of the above restrictions or for non-disclosure or misrepresentation of any relevant
facts required to be disclosed conceming this contract. the Government may terminate this contract for
default, disqualify the Contractor for subsequent related contractual efforts, and pursue such other remedies
as niay be permitted by law or the contract. 1f, however, in compliance with this clause, the Contractor
discovers and promptly reports an organizational conflict of interest (or the potential thercof) subsequent to
contract award, the Contracting Officer may terminate this contract for the convenience of the Government
if such termination is deemed to be in the best interest of the Government.

{End of Summary of Changes)
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION A - SOLICITATION/CONTRACT FORM
The limit per BPA call has increased by $24.260.850.00 from $6.000,000.00 to $30,260,850.00.

(End of Summary of Changes)
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SECTION 8F 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION H - SPECIAL CONTRACT REQUIREMENTS

The following have been modified:
INVQOICING INSTRUCTIONS (WIS, A&PO Mar 2007}

In compliance with DFARS 252.232-7003, "Elcctronic Submission of Payvment Request (March 2003)", Washington
Headquarters Services, Acquisition & Procurement Otfice (WHS, A&PO) utilizes WAWF-RA to electronically
process vendor request for payment. The web based system is located at hitps:/wawfeb.mil, which provides the
technology for government contractors and authorized Department of Defense (IDOD) persennel to gencrate, capture
and process receipt and payment-related documentation in a paperless environment, The contractor is required to
utilize this system when submitting inveices and receiving reports under this contract, Submission of hard copy
DD250/Inveice/Public Vouchers (81°1034) will no longer be accepted for payment,

The contractor shall (i} ensure an Electronic Business Point of Contract is designated in Central Contractor
Registration at hup:#www.ccr.gov/ and (ii) register to use WAWF-RA at https./wawt.eb.mil

within ten (10} days after award of the contract or modification incorporating WAWEF-RA inte the contract. The
designated CCR EB point of contact is responsible for activating the company’s CAGE code on WAWF by calling
1-866-618-5988. Once the company CCR EB is activated, the CCR EB will self-register on the WAWTF and follow
the instructions for a group administrator. Step by step instructions to register are available at http:/‘wawf.cb.nil.

The OSD Policy WAWIF-RA point of contact is Mr. Randy Roeark and can be reached at 703-697-2525 or email at
randy.roark(dtosd.mil The contractor is directed to select cither “Invoice as 2-in-1” format when submitting
“Invoices and Receiving Reports,”

Back up documentation may be attached to the invoice in WAWF under the ~Misc Info” tab. Fill in all applicabie
information under cach tab.

The following required information should automatically pre-populate in WAWVF; if it does not populate, or does not
populate correctly, enter the following information:

“Issue by DoDAACT lield enter HQO034

“Admin DoDAAC™ ficld enter HQUO34

“Payment DoDAACT ficld enter HQU338

“Service Acceptor Txtension”™ or ~“Ship to Extension™ field enter HQO0034 ind OSDTMS in the extension (ield
“Inspect By DoDAAC LXT flelds HQO 157

“LPO DoDAAC EXTT fields - Leave blank

Contractor shall verifs that the DolDAACS automatically populated by the WAWF-RA system match the above

information. H these DoDAACs do not match then the contractor shall correct the ficld(s) and notifs the contracting
officer of the discrepancy (les.
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Take special care when entering Line {tem information . The Line ltem tab is where you will detail your request for
pavment and material/services that were provided based upon the contract. Be sure to fill in the following items
cxactly as they appear in the contract:
Item Number: If the contract schedule has more than one ACRN listed as sub items under the applicable
Contract Line Item Number (CLIN). use the 6 character, separately identified Sub Line [tem Number
(SLIN} (c.g. - C001AA) or Informational SLIN (e.g. - 000101). otherwisc use the 4 character CLIN (e.g. -
0001),
ACRN: Fill-in the applicable 2 alpha character ACRN that is associnted with the CLIN or SLIN.
Nuote - DONOT INVOICE FOR MORE THAN IS STILL AVAILABLE UNDER ANY CLIN:SLIN, ACRN.
Unit Price

Unit of Measure

Shipment numbers must be formatted as follows:

Three (3) alpha characters followed by four (4) numeric characters.

For Services, enter *SER” followed by the last 4 digits of the invoice number.

For Construction, enter 'CON’ followed by the last 4 digits of the invoice number.
For Supplies, enter *SUP" followed by the last 4 digits of the invoice number.

I the invoice number is less than 4 digits, enter leading zeros.

Before closing out of an invoice session in WAWF-RA bul after submitting your document or documents, the
contractor will be prompted to send additional email notifications. Contractors shall click on “Send More Email
Notification™ on (he page that appears. Add the following email address birgit.tilley.ctrgrwhs.mil in the first email
address block and add kiny fernandez@whs.mil in the following block.  This additional notification to the
government is important to ensure that the appropriate persons are aware that the invoice documents have been
submitted into the WAWF-RA system.

I you have any guestions regarding WAWE, please contact the WAWF Help Desk at [-866-618-5988.

(End of Summuary of Changes)
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SECTION ST 30 BLLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION 11 - SPECIAL CONTRACT REQUIREMENTS

The following have been modified:
INVOICING INSTRUCTIONS (WHS, A&PO Mar 2007)

In compliance with DFARS 252.232-7003, "Electronic Submission of Payment Request (March 2003)". Washington
Headquarters Services. Acquisition & Procurement (ffice (WIS, A& PO utilizes WAWF-RA to clectronically
process vendor request for payment. The web based system is located at htips;/wawf.ch.mil, which provides the
technology for government contractors and autherized Depariment of Detense {DOD) personnel to genevate, capture
and process receipt and payment-related documentation in a paperless environment, The contractor is required 1o
utilize this system when submitting invoices and receiving reports under this contract. Submission of hard copy
DD2350/Anvoice/Public Youchers (SF1034} will no longer be accepted for payment.

The contractor shall {i) ensure an Electronic Business Point of Contract is designated in Central Contractor
Registration at hitp: ‘www.cer.gov! and (ii) register to use WAWF-RA at hitps:'waw lL.eb.mil

within ten (10} days after award of the contract or medification incorporating WAWF-RA into the contract. The
designated CCR EB point of conlact is responsible for activating the company’'s CAGE code on WAWTF by calling
1-866-618-5988. Once the company CCR LB is activated, the CCR EB will self-register on the WAWF and follow
the instructions for a group administrator. Step by step instructions to register are available at hitp://waw Leb.mil.

The OSD Policy WAWF-RA point of conlact is Mr. Randy Roark and can be reached at 703-697-2525 or email at
randv.roark/iPesd. mil The contractor is directed to select either “Invoice as 2-in-1” format when submitting
“Invoices and Receiving Reports.”

Back up documentation may be attached 1o the invoice in WAWF under the “Misc Info™ tab. Fill in all applicable
information under cach tab.

The following required information should automatically pre-populate in WAWF if it does not populate, or does no
populate correctly, enter the following information:

“[ssue by DolDAAC™ field enter HQO034
“Admin DoDAACT fleld enter HQ0034
“Payment DoDAACT ficld enter HQO0338

“Service Acceptor Extension”™ or “Ship to Extension™ field eater 1HQO157
Oaly For Task Order 2 enter H91317

“Inspect By DoDAAC EXI1T fields Leave blank
“LPO DoDAAC EXT fields - Lease blank
Contractor shall verify that the DoDAACs automatically populated by the WAWE-RA system match the above

information. 11 these DoDAACS do not natch then the contractor shall correct the ficldisy and notity the contracting
afficer of the discrepancs ties),
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Take special care when entering Line ltem informatien . The Line ltem tab is where vou will detail vour request for
payment and material‘services that were provided based upon the centract. Be sure to {ill in the following items
exactly as they appear in the contract:

item Number: If the contract schedule has more than ane ACRN listed as sub items under the applicable

Contract Line Item Number (CLINY, use the 6 character. separately identitied Sub Line Ttem Number
(SLIN) {(e.g. - GO01AA) or Informational SLIN (e.g.  000101). otherwise use the 4 character CLIN (e.g. -

00c1).

ACRN: Fill-in the applicable 2 alpha character ACRN that is associated with the CLIN or SLIN.
Nate DO NOTINTVOICE FOR MORE THAN IS STHLL AVAILABLE UNDER ANY CLIN-SLIN AURN.

Unit Price

Unijt of Measure

Shipment numbers musi be formatted as follows:

Three (3} alpha characters followed by four (4) numerie characters.

For Services, enter ‘SER’ followed by the last 4 digits of the invoice number.

For Construction, enter *CON" followed by the last 4 digits of the invoice number.

For Supplics, enter *SUP’ followed by the last 4 digits of the invoice number.

[f the invoice number is less than 4 digits, enter leading zeros.

Before closing out of an invoice session in WAWF-RA but after submitting your document or documents, the
contracter will be prompted 1o send additional email notifications. Contractors shall elick on “Send More Email
Notification™ on the page that appears. Add the following email addresses gene.covey@osd.mil (for task order 2)
and malone.lalputangzosd.mil {for all other task orders). This additional notification 1o the government is important

to ensure that the appropriate persons are aware that the invoice documents have been submitted into the WAWF-
RA svstem.

If vou have any questions regarding WAWEF. please contact the WAWF Help Desk at 1-866-618-5988,

(End of Summary of Changes)



