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I.  DESCRIPTION OF SERVICES

The contractor shall provide all management, tools, supplies, equipment (except Government Furnished) and labor necessary to ensure the Air Mobility Command Directorate of Personnel (DP) is provided Human Resources Services (Education Services, Computer Support, Awards & Decorations, Military Personnel Records Management, Base Level Civilian Education and Training, Base Training Management (Base On the Job Training), and Base Level Formal Training command wide at the following locations. Scott AFB, IL, McGuire AFB, NJ; McConnell AFB, KS; Grand Forks AFB, ND; Dover AFB, DE; Charleston AFB, SC; Pope AFB, NC; Travis AFB, CA; McChord AFB, WA; MacDill AFB, FL; Andrews AFB, MD; and Fairchild AFB, WA.   Contractor tasks include:

a.  Education Services Support: 

Provide traditional and non-traditional services to support a timely, accurate and comprehensive voluntary education program encompassing a broad range of educational needs including skills development, high school completion, technical/occupational, associate, baccalaureate, advanced degree programs, non-resident professional military education and distance learning.  Note:  Due to CCAF accreditation requirements the counselor position must meet the qualifications for OPM GS-1740.

b.  Service Delivery Summary / Outcome of Education Service Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

I.a.
Assist students in meeting their professional and personal educational goals.
98% accuracy.  No more than 2% of customers serviced will result in customer complaints; lot size is number of customers serviced quarterly.
Customer Complaint



I.a.
Issue TA for authorized courses

98% accuracy.
Random Sample



I.a.
Administer AF distance learning program
98% accuracy.  No more than 2% of customers serviced will result in customer complaints; lot size is number of customers serviced quarterly.
Customer Complaint

I.a.
Administer the Education Testing program.
100% accuracy.  No compromises/loss test.
100% Inspection

c.   Military Formal Training Services Support:

The contractor shall manage Technical Training, Professional Military Education (PME), and Specialized Training; collect annual requirements for formal training from base customers; brief students and facilitate orders.

d. Service Delivery Summary / Outcomes of Formal Training Services Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

I.c
Administer Training Program
98% accuracy.  No more than 2% of customers serviced will result in customer complaints; lot size is number of customers serviced quarterly.
Customer Complaint

I.c
Provide Travel Orders
98% accuracy.  No more than 2% of customers serviced will result in customer complaints; lot size is number of customers serviced quarterly.
Random Sample

e.  Military On-the-Job Training (OJT) Support: 

1.  Serve as the base OPR for OJT by implementing and managing OJT policy and procedures.  Advise and assist at all levels to ensure OJT is sound, structured, and viable.  Conduct Staff Assistance Visits (SAVs) as requested by commanders or directed by MAJCOM, implement policy changes, develop training programs, and produce required reports.  Use all available and required automated systems to effectively manage the OJT program for the base.

2.  Oversee military upgrade and qualification training to ensure timely upgrade/qualification of enlisted personnel.  Manage the mandatory Career Development Course program for the base.  

3.  Provide necessary training to unit training mangers.  Serve as the base POC for 

training feedback and external evaluation programs, including Occupational Surveys.

f.  Service Delivery Summary / Outcomes of Military On-the-Job Training Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

1.e.1.
Implement and Manage OJT Program 
90% accuracy. 
Random Sample 

1.e.2
Administer Upgrade/Qualification Training
90% accuracy. 
Random Sample 

1.e.3
Manage Training Feedback and External Evaluations
95% return rate
Random Sample

1.e.3
Manage Occupational Surveys
100% return rate
Random Sample

g.  Civilian Training Support: 

1.  Administer the Civilian Education and Training Program and coordinate all training in the following categories: executive, management, supervisory, professional, administrative, clerical, specialty, technical, trades and crafts, orientation, adult education, and mandatory training.  The contractor shall survey for training requirements; coordinate with and advise key managers, supervisors, unit training managers, and training committees to determine requirements, training source, and validate prioritized needs; document requirements; process all civilian training actions; manage quota allocations; maintain documentation and records; and continually evaluate overall training program.  The contractor shall maintain automated civilian personnel data system for all civilian training actions.

2. Process, document, coordinate and track all financial obligations, committments, and expenditures for approved training requests.  Work with vendors, finance and accounting offices, and unit training managers to process invoices and resolve discrepancies to provide accurate and current cost data on civilian training actions.

h. Service Delivery Summary / Outcomes of Civilian Training Support:

Applicable 
Required


Performance

Method of

Paragraph
Service


Standard

Surveillance

I.g.1
Administer civilian training program to meet identified needs
98% accurately administered 
Random Sample

(Quarterly)

I.g.2
Track FY expenditures

against approved training
100% accuracy 
Random Sample

(Monthly)

i.  Computer Systems Support:

1.  Insure that Personnel Data Systems are available, secure, and reliable.

2.  Insure that personnel databases are accurate.

3.  Insure personnel are trained in the use of Personnel Data systems.

4.  Insure customers' requirements for personnel data are met.

j.  Service Delivery Summary / Outcomes of Computer Systems Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

I.i.1
Insure corrective actions on Personnel Data System communications, hardware, and software problems are initiated upon identification
98% accuracy.  No more than 2% of logged problem reports will result in valid customer complaints; lot size is number of problems logged quarterly.
Customer Complaints

I.i.2
Insure action is taken each workday to recover incoming Defense Data Network (DDN) packages identified as late. 
100% accuracy.  Proper corrective action initiated within required timeframe.
Random Sample

(Monthly)

I.i.2
Insure corrective actions are initiated for data reconciliation’s, overdue transaction register items, purges, and rejected transactions
98% accuracy. Proper corrective action initiated within required timeframe.
Random Sample (Monthly)



I.i.4
Produce customer requested queries and products within 3 workdays.
98% accuracy.  No more than 2% of queries produced will result in valid customer complaints; lot size is number of queries produced quarterly.
Customer Complaints

k.  Awards and Decorations Support:

1.  (Base Level): Provide guidance and information on awards, decorations, and special awards and trophies.  Publicize and update in PDS approved service awards.  Prepare, process, and record various decorations and awards.  Update PDS and issue appropriate awards elements as applicable. Process inquiries from units, individuals and higher headquarters. 

2.  (Headquarters Level): Review/process all incoming/outgoing individual decorations.  Process special trophies and awards for civilian and Air Force sponsors.    Provide guidance to all AMC units/bases on awards and decorations.  Provide guidance/updates on all service awards and special awards and trophies. 
l.  Service Delivery Summary / Outcomes of Awards and Decorations Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

I.k.1
Process to completion all awards, decorations, and special trophies 
98% accuracy.  No more than 2% of customers serviced will result in customer complaints; lot size is number of customers serviced quarterly.
Customer complaint

m.  Military Personnel Records Support:

1.  (Base Level)

Maintain Unit Personnel Record Group (UPRG) on all assigned military personnel.  Make initial UPRG's as required.  Upon receipt, screen records for accuracy/missing documents, remove extraneous documents, requisition missing documents.  Reaccomplish lost or missing UPRGs.  Validate all documents received for filing and conduct record audits annually.  Transfer records to appropriate staging areas.  Provide customer service and process requests for SNCO selection folders.  Process requests for Records of Performance.   Process requests from Medical Services in support of Medical Evaluation Boards.  Process higher headquarters requests in support of Management Level Reviews and individual customer requests.  Research/investigate for missing or extra records due to PCS, sep/ret, diversion, name change. 

2.  (Headquarters Level)

Maintain Officer Command Selection Records (OCSR).  Screen records for accuracy/missing documents, remove extraneous documents, requisition missing documents.  Upon receipt, update and file Officer Performance Reports (OPRs).    Conduct audit annually to ensure accountability of OCSR.  Transfer records to appropriate MAJCOM, destroy OCSR upon separation or retirement. Process requests from MPFs and higher headquarters.  Support all Directorate of Personnel (DP) board actions.  Maintain database.  Provide customer support to all DP personnel.  Forms will be provided to authorized individuals immediately upon request.

n.  Outcomes of Military Personnel Records Support:

Applicable 
Required 


Performance 

Method of

Paragraph
Service


Standard

Surveillance

1.m.1. & 2.
File appropriate documents in individual records 
95% accuracy.  
Random Sample

1.m.1.
In the event of a casualty, provide the DD Form 93, & SGLV Form 8286 with original signature to the CAR
100% accuracy.  
Random Sample

II.  GENERAL INFORMATION

a.  Military Personnel Data System Modernization

The Air Force is developing a modernized personnel data system (MILMOD) to replace its existing legacy personnel data system (PDS).  MILMOD software Full Operational Capability (FOC) delivery is scheduled for Jul 2000 with the legacy PDS slated to be turned off by Dec 2000.  Since we are unsure of the specific workload involved in using MILMOD, this Performance Requirements Document (PRD) was developed using workload estimates and descriptions of services for the legacy PDS.  Under MILMOD, we know that some tasks will definitely no longer be performed and others will still be performed, but in different quantities than are now stated in the workload estimates.  This PRD will be used as a baseline for evaluating contractor proposals.  Any changes brought about by the fielding of MILMOD will be handled through post award negotiations with the contractor.

b.  Contractor Personnel

1.  Contract Program Manager: The Contractor shall provide a Contract Program Manager at Scott AFB IL and alternate Program Managers at each AMC Installation who shall be responsible for the performance of the work.  The name of the Contract Program Manager or alternate(s) who shall act for the Contractor when the Contract Site Manager is absent, shall be designated in writing to the Contracting Officer (CO).  The Contractor shall notify the Contracting Officer in writing immediately of any changes to key personnel. The Contract Program Manager or designated alternate(s) shall be available during normal working hours within 1 hour to meet on the installation with the Quality Assurance Evaluator(s) to discuss problem areas.  After working hours, the Contract Program Manager or alternate(s) shall be available within 2 hours. 

3.  Contractor Key Control: The Government will control all master keys to Government facilities and issue keys to the Contractor on an as needed basis.  The Contractor shall establish and implement methods of making sure all keys issued to the Contractor by the Government are not lost or misplaced and are not used by unauthorized persons.  The Contractor shall not duplicate any keys issued by the Government. The Contractor shall report any occurrences of lost or duplicated keys within one hour of discovery to the QAE or Building Custodian.  In the event that any keys are lost or duplicated, the Contractor may be required, upon written direction of the CO, to re-key or replace the affected lock(s) without cost to the Government.  The Government may, at its option, replace the affected lock(s) or perform re-keying and deduct the cost of such from the monthly payment due the Contractor. The Contractor shall prohibit the use of keys issued by the Government by any persons other than the Contractor employees.  The Contractor shall also prohibit the opening of locked areas by Contractor employees to permit entrance of persons other than Contractor or Government employees engaged in performance of authorized work requirements in those areas.

Note:  Contractor will provide access of military personnel records to the Casualty Assistance Representative (CAR) 24 hours a day, 7 days a week.  In the event the personnel records are not collocated with the Military Personnel Flight (MPF), the contractor will provide building access to the CAR 24 hours a day, 7 days a week.

4. Contractor Hours of Operation and Holiday Observance:
a.  Normal Personnel Flight operating hours at AMC Installations are 0730 to 1630 local time Monday through Friday.  Hours may vary by installation.  Operating hours for off-duty voluntary education classrooms will vary.

b.  The following days are legal public holidays for activities not requiring coverage, or on-call support. If the holiday falls on a Saturday, it is observed on a Friday, and if the holiday falls on a Sunday, it is observed on a Monday.

New Year’s Day




1st day of January  

Martin Luther King’s Birthday


3rd Monday in January

President’s Day




3rd Monday in February

Memorial Day





Last Monday in May

Independence Day




4th day of July

Labor Day





1st Monday in September

Columbus Day




2nd Monday in October

Veteran’s Day





11th day of November

Thanksgiving Day




4th Thursday in November

Christmas Day





25th day of December

5.  Contractor Conservation of Utilities: The Contractor shall ensure that all employees practice utilities conservation.  The Contractor shall be responsible for operating under conditions that prevent the waste of utilities to include: Lights shall be used only in areas where work is actually being performed. Employees shall not adjust mechanical equipment controls for heating, ventilation, and air conditioning systems. Water faucets or valves shall be turned off when not in use.

6.  Contractor Transition Plan: The Contractor shall prepare a Contractor Transition Plan utilizing the information provided in appendix 3, titled Transition Plan.  

7.  Contractor Support for Contract Renewal - Follow-on: The Government reserves the right to conduct site visits with prospective offerors in all Contractor operated facilities used in performance of this contract in conjunction with the solicitation of offers for the follow-on contract. In the event a follow-on contract is awarded to other than the incumbent, the incumbent Contractor shall provide all support needed by the Government and the successful offeror to ensure an orderly transition and minimize any impact on the entire operation.  With regard to the successor contractor's access to incumbent employees, a recruitment notice may be placed in each facility. The incumbent Contractor shall provide a comprehensive transition plan not later than (NLT) the follow-on contract pre-performance conference for acceptance by the CO.  The transition plan shall include provisions for incumbent Contractor actions to assist and coordinate with the Government and the successor contractor in the changeover of all functions on the contract performance start date.  The transition schedule shall be coordinated with all affected activities and managed to minimize any adverse impact on the mission.  The incumbent Contractor shall provide sufficient numbers of personnel to conduct a joint inventory of all Government-Furnished Equipment (GFE), Government-provided facilities, publications, accounts, records, etc., with the successor contractor and Government representative to ensure inventories/accounts are accurate and complete.  The incumbent Contractor shall ensure shortages, equipment condition issues, and other contract requirement issues are rectified in a time frame agreeable to the Government prior to relinquishing GFE accounts to the Government.

8. Conflict of Interest: The contractor shall not employ any person who is an employee of the US Government if employing that person would create a conflict of interest. 

9.  Off Duty Military Personnel: The contractor is cautioned that off-duty active military personnel hired under this contract may be subject to permanent change of station, change in duty hours, or deployment.  Military Reservists and National Guard members may be subject to recall to active duty. The abrupt absence of these personnel could adversely affect the contractor's ability to perform, however, their absence at any time shall not constitute an excuse for nonperformance under this contract.

10. Quality Assurance.  According to the Inspection of Services clause, the government will evaluate the contractor's performance under this contract.  For those tasks listed on the Service Delivery Summary, the quality assurance evaluator (QAE) or evaluators will follow the methods of surveillance specified in this contract.  Government personnel will record all surveillance observations.  When an observation indicates defective performance, the QAE will require the contract manager or representative at the site to initial the observation.  The initialing of the observation does not necessarily constitute concurrence with the observation, only acknowledgment that he or she has been made aware of the defective performance.  Government surveillance of tasks not listed in the Service Delivery Summary or by methods other than those listed in the Service Delivery Summary (such as provided for by the Inspection of Services clause) may occur during the performance period of this contract.  Such surveillance will be done according to standard inspection procedures or other contract provisions.  Any action taken by the contracting officer as a result of surveillance will be according to the terms of this contract.

11.  Performance Evaluation Meetings: The contracting officer may require the contract manager to meet with the contracting officer, contract administrator, QAE, and other government personnel as deemed necessary.  The contractor may request a meeting with the contracting officer when he or she believes such a meeting is necessary.  Written minutes of any such meetings shall be recorded in the contract and signed by the contract manager and the contracting officer or contract administrator.  If the contractor does not concur with any portion of the minutes, such nonconcurrence shall be provided in writing to the contracting officer within 10 calendar days following receipt of the minutes.

APPENDIX 1 – WORKLOAD ESTIMATES

 APPENDIX  2  -  GOVERNMENT FURNISHED PROPERTY / SERVICES / EQUIPMENT

Provide description, serial number, date of purchase, and original purchase cost.
APPENDIX  3 - TRANSITION PLAN

1.  The first 5 days of performance will be used by the contractor as an observation and familiarization period.  The incoming contractor work force shall assume responsibility for all functions incrementally within sixty (60) days of the contract start date.  Full manning shall be available in each functional area to observe, interface, and work with the incumbent work force on contract start date and thereafter.  All transition actions must be completed NLT the 61st day following contract start date.

2.  The contractor shall provide qualified personnel to fully staff each functional work area in order to observe, interface, and work with the incumbent Government work force.  The contractor shall accomplish all the responsibilities of the work area without the aid of the incumbent Government work force by the 61st day of the contract.  If the contractor’s transition plan can achieve efficiencies by accelerating or accepting responsibility for work areas ahead of the proposed schedule, they will be considered.  This transition/incremental assumption data and schedule shall be included in the contractor’s transition plan.

3.  During the transition period, contractor employees shall work with the incumbent Government work force until the contractor is capable of assuming full responsibility, as determined in table 5.1.  It is the Government’s intention to withdraw it’s work force as the contractor demonstrates the capability of assuming full responsibility in each work area in accordance with table 5.1..

4.  The contractor shall jointly work with and assume responsibility from the existing work force to ensure continuity of operations.  During the period prior to contractor full assumption of responsibility, where both Government and contractor employees are assigned to a personnel functional area, the Government retains responsibility for work performed, but will not act in a supervisory capacity over contractor employees.  The Government transition work force will work closely with the contractor to identify and explain any unique aspects of the personnel mission.  In addition, the Government will supervise the remainder of the military transition force.

5.  The following transition plan outlines when the contractor shall assume full responsibility for each element.

Not Later Than Number of Days After Contract Start
Element/Function
Number of Advisors per base

15 Days
Records
1

30 Days
Education Services
1

30 Days
Civilian Training
1

30 Days
Formal Training
1

30 Days
Awards and Decorations
1

45 Days
Base OJT
1

60 Days
Systems Support (PSM)
1

APPENDIX  4 - MAPS, BUILDINGS AND OFFICE LAYOUT

All Building Layout Drawings and maps of each AMC Installation are found at:

http://www

 APPENDIX  5 - Publications (Current Edition)

The following Publications are mandatory in nature. Supplements or amendments to listed publications from any organizational level may be issued during the life of the contract; reissued as a new publication; or rescinded in their entirety. The date of the publications are reflected as "current" up to time of award of a contract to the successful offeror or implementation of the MEO. If subsequent changes or revisions occur, the contractor shall immediately implement those changes that result in a decrease or no change in the contract price and notify the contracting officer in writing of such change. Should a decrease in contract price result, the contractor shall provide a proposal for a reduction in the contract price to the contracting officer. Before implementing any change that will result in an increase in contract price, the contractor shall submit to the contracting officer a price proposal within 30 calendar days following receipt of the change by the contractor. The contracting officer and the contractor shall negotiate the change into the contract under the provisions of the contract clause entitled "Changes". Failure of the contractor to submit a price proposal within 30 calendar days following receipt of the change entitles the government to performance according to such change at no increase in contract price. 

AFI / AFMAN / DD / DOD 
Title
Mandatory/ Advisory

General

 

AFCSM 36-699 V 1
Personnel Data Systems Users Manual
M

AFCSM 36-699 V 6
Personnel Systems Management (PSM) SBLC/PC-III/MILMOD
M

AFDIR 37-135
Air Force Address Directory
A

AFI 25-201
Support Agreements Procedures
M

AFI 31-209
Air Force Resource Protection Program
M

AFI 32-1024
Standard Facility Requirements
A

AFI 32-2001
The Fire Protection Operations and Fire Prevention Program
A

AFI 32-4001
Disaster Preparedness Planning and Operations
A

AFI 33-103
Requirements Development and Processing
M

AFI 33-111
Telephone Systems Management
M

AFI 33-204
Information Protection Security Awareness Training and Education (SATE) Program
A

AFI 33-322
Air Force Records Management Program
M

AFI 37-131
Freedom of Information Act Program
M

AFI 37-132
Air Force Privacy Act Program
M

AFI 37-138
Records Disposition--Procedures and Responsibilities
M

AFI 37-139
Records Disposition Schedule
M

AFI 37-160V8
Air Force Publications and Forms Management Program - Developing and Processing Forms
M

AFI 64-106
Air Force Industrial Labor Relations Activities
M

AFI 65-103
Temporary Duty Orders
A

AFI 91-204
Safety Investigations and Reports
A

AFI 91-301
Air Force Occupational and Environmental Safety, Fire Protection and Health (AFOSH) Program
A

AFIND 2
Numerical Index of Standard and Recurring 
A

AFIND 8
Numerical Index of Specialized Education/
A

AFIND 9
Numerical Index of Departmental Forms
A

AFMAN 11-1
Air Force Glossary of Standardized Terms
A

AFMAN 37-123
Management of Records
A

AFMAN 37-126
Preparing Official Communications
A

AFPD 25-2
Support Agreements  
M

DOD 5500.7-R
Joint Ethics Regulations
M

DODD 5400.11
Department of Defense Privacy Act Program
A

DODD 5400.7
DOD Freedom of Information Act (FOIA) Program
A

DODD 5500.7
Standards of Conduct
M

OJT

 

AFH 36-2235V1-11
Information for Designers of Instructional Systems
A

AFI 36-2101
Classifying Military Personnel (Officers and Airmen)
A

AFI 36-2201
Developing, Managing, and Conducting Training
M

AFI 36-2232
Maintenance Training
A

AFMAN 36-2108
Airman Classification
A

AFMAN 36-2245
Managing Career Field Education and Training
A

AFMAN 36-2245
Managing Career Field Education and Training
A

AFMAN 36-2247
Planning, Conducting, Administering and Evaluating Training
A

AFPAM 36-2211
Guide for Management of Air Force Training Systems
A

AFPD 36-22
Military Training
A

AMCI 21-101
Maintenance Management Policy
A

AMCI 21-104
Aircraft Maintenance Training
A

DoDD 1322.18
Military Training
A

ECI Catalog
http://www.au.af.mil/au/oas/eci/eci/cattoc.htm
A

Formal Training

 

AFI 33-328
Administrative Orders (PA)
M

AFI 36-2102
Base-Level Relocations Procedures
A

AFI 36-2107
Active Duty Service Commitments (ADSC) and Specified Period of Time Contracts (SPTC)
M

AFI 36-2110
Assignments
A

AFI 36-2201
Developing, Managing, and Conducting Training
A

AFI 36-2205
Applying for Flying and Astronaut Training Programs
A

AFI 36-2209
Survival and Code of Conduct Training
A

AFI 36-2210
Air Traffic Control Training Officer Training Program
A

AFI 36-2217
Munitions Requirements For Aircrew Training
A

AFI 36-2222
Air Traffic Control Training Publications
A

AFI 36-2225
Security Forces Training and Standardization Evaluation Programs
A

AFI 36-2226
Combat Arms Training & Maintenance (CATM) Program
A

AFI 36-2232
Maintenance Training
A

AFI 36-2233
Air Force On-the-Job Training Products for Communication-Electronics Enlisted Specialty Training
A

AFI 36-2238
Self-Aid & Buddy Care Training
A

AFI 36-2301
Professional Military Education
M

AFI 40-502
The Weight Management Program
A

AFMAN 36-2247
Planning, Conducting, Administering, and Evaluating Training 
M

AMCI 36-2204
AMC Major Command (MAJCOM) Mission Training Program
M

JFTR, Vol 1
Joint Federal Travel Regulation, Vol 1
A

Education and Training Course Announcement
http://hq2af.keesler.af.mil/etca.htm
M

AFI 36-3003
Leave Program
A

AFI 65-103
Temporary Duty Orders
A

AFI 65-104
Government Charge Card Program
A

Distance Table
http://dtod-mtmc.belvoir.army.mil
A

Per Diem/Travel Calculation
http://www.dtic.mil/lodging/afconus.html
A

Records

 

AFI 36-2102
Base Level Relocation Procedures
A

AFI 36-2603
Air Force Board for Correction of Military Records
A

AFI 36-2608
Military Personnel Records System
M

AFP 36-2607
Applicants Guide to the Air Force Board for Correction of Military Records (AFBCMR)
M

Awards & Decs

 

AFI 36-2803
The Air Force Awards and Decorations Program
M

AFI 36-2805
Special Trophies and Awards
M

AFI 36-2807
Headquarters United States Air force Deputy chief of Staff Plans and Operations Annual Awards Program
A

AFI 36-2808
Outstanding Officer and Enlisted Individual Mobilization Augmentee of the Year Awards (PA)
A

AFI 36-2816
Annual Inspector General Awards
A

AFI 36-2817
Civil Engineer Awards Program
A

AFI 36-2818
The USAF Logistics Awards Program
A

AFI 36-2819
Mission Support Awards Program
A

AFI 36-2829
Eugene M. Zuckert Management Award
A

AFI 36-2830
Air Force Productivity Awards for Professional Excellence
A

AFI 36-2831
Commander-in-Chief's (CINC'S) Annual Awards for Installation Excellence
A

AFI 36-2832
Manpower and Quality Management Awards for Professional Excellence
A

AFI 36-2833
Safety Awards
A

AFI 36-2834
Small and Disadvantaged Business Awards Program
A

AFI 36-2835
Annual Acquisition Awards Programs
A

AFI 36-2840
Zachary and Elizabeth Fisher Distinguished Civilian Humanitarian Award
A

AFI 36-2843
Science and Technology Awards
A

AFI 36-2845
Communications and Information Annual Awards Program
A

AFI 36-2846
Financial Management and Comptroller Annual Awards Program
A

AFI 36-2847
Intelligence Awards
A

AFI 36-2848
Air Force Security Forces Awards Program
A

AFI 36-2852
Air Force Services Awards Program
A

AFI 36-2853
Unit Plaque Awards
A

AFI 36-2855
Judge Advocate General Awards
A

AFI 36-2856
Medical Service Awards
A

AFI 36-2862
Test and Evaluation Awards
A

AFI 36-2863
History Awards
A

AFI 36-2864
General Jerome F. O'Malley Award
A

AFI 36-2866
Air Force Distinguished Equal Employment Opportunity Award
A

AFI 36-2868
Chief of Staff Team Excellence Award
A

AFI 36-2903
Dress and Personal Appearance of Air Force Personnel
A

AFPAM 36-2801V1
Unit Decorations, Awards, and Campaign Participation Credits
M

AFPAM 36-2801V2
Unit Decorations , Awards, and Campaign Participation Credits
M

AFPAM 36-2801V3 
Unit Decorations, Awards and Campaign Participation Credits
M

AFPD 36-28
Awards and Decorations Program
M

DOD 1348.33-M
Manual of Military Decorations and Awards
M

PSM

 

AFCSM 36-130, Vol I
Base Level Personnel System E300/VK/AC/EW (PA) Software Center Operation Manual
A

AFDIR 33-121
Compendium of Communications and Information Terminology
A

AFI 33-112
Computer Systems Management
A

AFI 33-114
Software Management
A

AFI 33-115, Vol I
Network Management
A

AFI 33-119
Electronic Mail (E-Mail) Management and Use
A

AFI 33-129
Transmission of Information Via the Internet
A

AFI 33-202
Computer Security
A

AFM 171-110, Vol V
OS1100 System Security Procedure and Responsibilities; PQ 210/JX, Technical Information Manual
A

AFM 171-361
On Line Print/Information Services for Personal Computers Print Utilities (OLPRINT): Q022/JT(PA), End Users Manual
A

AFMAN 36-2125, Vol III
Mechanized Personnel Procedures Central Site
A

AFMAN 36-2125, Vol V
Remote Terminal Retrieval and Operators Manual
A

AFMAN 36-2621, Vol I
The Personnel Data System (PDS) Users Manual
A

AFMAN 36-2621, Vol IV
Personnel Accounting Symbol System Users Manual
M

AFPD 33-2
Information Protection
A

AFSSI 5013
Password Management
A

AFSSI 5024, Vol I
Certification and Accreditation Process
A

AFSSI 5024, Vol II
The Certifying Official's Handbook
A

AFSSI 5027
Network Security Policy
A

AFSSI 5102
Computer Security (COMPUSEC) for Operations Systems
A

AMCI 33-202, Vol I
Information Assurance
A

IC 99-1 to AFI 33-115 Vol I
Network Management
A


PDS-90 MAJCOM End-User's Guide
A


The ATLAS Programming Guide
A

Civilian Training

 

5 CFR, Parts 307, 410 & 412
Training
M

5USC, Ch 41
Training
M

5USC, Ch 4100
Government Employees Training Act
M

ADS-99-01-CG
Defense Acquisition University (DAU) Catalog, Vol VII
A

AFI 36-1001, Ch 3, 4, 5, 6
Civilian Performance Management
A

AFI 36-1201
Discrimination Complaints
A

AFI 36-401 (w/waiver)
Employee Training and Development
M

AFI 36-502
Managing Civilian Personnel Resources
A

AFI 36-601
AF Civilian Career Program
A

AFI 36-602
Civilian Intern Programs
A

AFI(I) 36-2230
Interservice Training
A

AFMAN 36-1102
Base Level Personnel Data Systems, Civilian Users Manual
A

AFMAN 36-203, Ch 3
Staffing Civilian Positions
A

AFMAN 36-606, V1
Air Force Civilian Career Program Management
A

AFMAN 36-606, V2
Air Force Career Planning
A

AFPD 36-13
Civilian Supervisory Management and Leadership Dev
M

AFPD 36-4
Air Force Civilian Training & Education
M

AFPD 36-6
Civilian Career Management
M

DFAS-DER 7010.2
Accounting and Finance Commercial Transactions at Base Level
A

DOD 5000.52M
Career Development Program for Personnel
M

DOD 5010.16-C
Defense Management Education and Training Catalog
A

E.O. 11348 Part III Sec 301
Providing for the Further Training Government Employees
M

http://hq2af.keesler.af.mil/etca.htm
USAF Formal Schools
A

JTR
Joint Travel Regulation (Vol 2)
M


USAF Internal Procedures for Using IMPAC
A

Education Services

 

10 USC Chap 1606
Montgomery GI Bill Selected Reserve
A

38 USC 901
Educational Assistance Test Program
A

38 USC 902
Educational Assistance Test Program
A

38 USC 903
Educational Assistance Test Program
A

38 USC Chap 35
Survivors’ and Dependents’ Educational Assistance Program
A

38 USC, Chap 30
Montgomery GI Bill Active Duty
A

38 USC, Chap 31
Vocational Rehabilitation
A

38 USC, Chap 32
Post Vietnam Era Veterans’ Education Assistance Program
A

AFI 36-2013
Officer Training School (OTS) and Airman Commissioning Program
M

AFI 36-2019
Appointment to the United States Air Force Academy
M

AFI 36-2021
Air Force Academy Preparatory School
M

AFI 36-2301
Professional Military Education
A

AFI 36-2304 
Community College of the Air Force
M

AFI 36-2305
Educational Classification & Coding Procedures
M

AFI 36-2306
The Education Services Program
M

DoDD 1322.16
Montgomery (MGIB) Program
A

DoDD 1322.18
Military Training
A

DoDD 1322.8
Voluntary Education Program for Military Personnel
A

DoDD 5500 7-R
Joint Ethics Regulations
A

DoDI 1322.25
Voluntary Education Programs
A

DoDI 1322.9
Voluntary Education Programs for Military Personnel Management Information Systems
A

ECI Catalog
Extension Course Institute Catalog and Price Listing
M

VA Pamphlet 22-79-1
Summary of VEAP
A

VA Pamphlet 22-90-2
Summary of MGIB Educational Benefits
A


ACE Guide
M


Base Educator’s Guidebook to AFROTC Enlisted commissioning Programs and the Airman Education and Commissioning Program (AECP)
M


CCAF Catalog
M


CCAF Updates (Newsletter)
A


College catalogs
A


Community College of the Air Force Counselor Handbook
A


DANTES Catalog of Materials
M


DANTES Catalog of Nationally Accredited Distance Learning Programs
A


DANTES Examination Program Handbook
M


DANTES External Degree Catalog
A


DANTES Information Bulletins
A


Directory of Post Secondary Institutions, VOL I & II
M


Guide to the Evaluation of Educational Advisory Experiences in the Armed Forces
A

APPENDIX  7 - DEFINITIONS

1. Personnel Systems Management:

a. Base Level Military Personnel System (BLMPS) - Air Force wide computer system(s) used to support the base level personnel function.  It resides on Sperry mainframe computer(s) at a regional processing center.

b. HAF - Computer system used to support the personnel function at the HQ Air Force level.  Personnel staff at HQ Air Force, HQ Air Force Personnel Center, and the Major Commands (MAJCOMs) are the primary users.  It resides on Honeywell mainframe computer(s) at a regional processing center.

c. Military Modernization (MILMOD) - an Air Force effort to convert the current PDS from a multi-tier, proprietary, tables-driven database management system environment to a client-server modernized system. It will consist of a large database repository sharing data with a variety of applications on servers and client Personal Computers (PCs). To achieve this, the Air Force has purchased commercial off-the-shelf (COTS) software. Oracle's Relational Database Management System (RDMS) and their Human Resources (HR) package have been selected as the COTS software that will be used in the modernized system replacing the base-level (BLPS) and headquarters-level (HAF) tiers of the PDS. 

d.  Personnel Concept III (PC-III) - Air Force wide computer system(s) that are an extension of BLMPS and provide commanders, orderly rooms, staff agencies, and personnel flights immediate access to employee records and ad hoc data retrieval capability.  It utilizes minicomputers running the UNIX operating system.

e. PDS-90 - Air Force wide computer system(s) that provide the MAJCOM personnel staff with access to employee records and ad hoc data retrieval capability.   It utilizes minicomputers running the UNIX operating system.

f. Personnel Data System (PDS) - term used to identify the computerized systems that support the Air Force Personnel Function.  It includes, but is not limited to, BLMPS, HAF, PC-III, and PDS-90.

APPENDIX 8 - QUALITY ASSURANCE PLAN

I.  INTRODUCTION

a.  This Quality Assurance Surveillance Plan (QASP) has been developed to provide the government an effective and systematic method of surveilling the tasks listed in the Services Delivery Summary (SDS) of the Performance Requirements Document (PRD) for this effort.  This QASP implements the requirements of the AFI 63-124, Performance-Based Service Contracts (PBSC), with respect to quality assurance surveillance.

b.  The QASP provides a systematic method to evaluate the services the contractor is required to perform and not the details of how the contractor accomplishes the work.

c.  This QASP is based on the premise that the contractor, not the Government, is responsible for management and quality control actions to meet the terms of the contract.  Good management and use of an adequate quality program plan will allow the contractor to perform satisfactorily.  Quality Assurance Evaluators (QAEs) are to be objective, fair, and consistent in evaluating contractor performance against standards.  In this sense, the Government is responsible for quality assurance.

II.  KEY PERSONNEL.  Duties and responsibilities of all key personnel are reflected within this report.

a.  CHIEF QAE:  For the purpose of this contract, a chief QAE will be located at HQ AMC Department of Personnel Programs in Education  (AMC/DP), Scott AFB IL), and will supervise the activities of each performance location QAE.  The chief QAE will be the liaison between the CO, FAC, and the performance location QAEs.

b.  PERFORMANCE LOCATION QAEs:  For the purpose of this contract, performance location QAEs  will be located at each participating installation. 

These installation QAEs will be responsible for periodically monitoring the performance of the contractor.  Surveillance results will be forwarded in a consolidated report to the chief QAE at AMC/DP.

c. ADMINISTRATIVE CONTRACTING OFFICER:  The Administrative Contracting Officer (ACO) will be located at HQ AMC/CONF/LGCFB, 507 Symington Dr., Scott AFB IL 62225-5015.  The ACO will verify that the QAE(s) are accomplishing inspections IAW the approved QASP.  The ACO will, funds permitting, conduct a visit to the QAE work location at least annually to survey a portion of the QAE surveillance activity with the QAE(s).  Results of this visit will be documented by the ACO and maintained in the contract file.  If TDY funds do not permit these site visits to all places of performance, the ACO will perform semi-annual telephonic surveillance reviews.  Semi-annual visits are the goal.

d.  FUNCTIONAL AREA CHIEF (FAC). The FAC for this contract will be located at HQ AMC/DP, Scott AFB IL. 

III. SURVEILLANCE RESPONSIBILITIES.

a.  All functional areas within the Service Delivery Schedule (SDS) of the SOW will be inspected at least once a year and will include regular reviews of contractor management plans to ensure compliance with same.

b.  Training:  Surveillance will be conducted throughout the term of the contract on an annual basis.  At the end of each fiscal year, the installation QAEs will summarize surveillance results in a report to be submitted to the chief  QAE.  All applicable items in the quality assurance surveillance report will be inspected during the inspection period.  The quality assurance surveillance report will be annotated to reflect the date the item was inspected, whether the inspection revealed satisfactory or unsatisfactory performance, and any applicable comments.  Applicable comments are intended to be short hand-written descriptions of the results of the inspection.
c.  The format for the annual report will include a general summary of inspection results recorded by the installation QAE on the preprinted AF Form 372, Contract Monitoring and Surveillance.  Specifics of the inspection results from the installation QAEs will be attached and will include the applicable annual inspection checklist.  The normal inspection period is by fiscal year (1 Oct - 30 Sept).  The CO may direct a quarterly reporting period when deemed necessary.  When quarterly reporting is directed, the installation QAEs will complete the applicable portion of the report each quarter.  HQ AMC/CONF/LGCFB or the chief QAE will provide guidance to the installation QAEs when quarterly reporting is directed.

1.  The installation QAEs will submit the original AF Form 372 to the chief QAE at AMC DPPE within five working days after the end of the reporting period.

2.  Include on the AF Form 372 a statement as follows and sign and date the form:  "Surveillance was conducted IAW approved QASP.  I certify contracted services at (place of performance) have been received and accepted as required during this reporting period."

3.  The inspection checklist will be used to document the contractor's performance with respect to tasks described in the contract SOW.  Each sampling guide item corresponds to a task in the SOW as it applies to either: Customer Service, Consulting Service, Counseling, Distance Learning, Financial Management, Managing Automated Data, Testing, and. Reporting.   The sampling guide also contains inspection procedures to assist in determining if performance is acceptable or unacceptable or defective.  Installation QAEs and the chief AMC QAE will use the inspection checklist to document the number of times defective or unsatisfactory performance was identified for each task during the reporting period.

4.  Unsatisfactory performance during the reporting period should be resolved locally to the maximum extent possible.  Occurrences of defective performance should be documented and reported on the sampling guide at the end of the reporting period.  If performance cannot be met to the satisfaction of the installation QAEs, the chief QAE should be notified by telephone as soon as possible.  The chief QAE may then direct the installation QAE to document the unsatisfactory performance on an AF Form 802 (Contract Discrepancy Report).  The AF Form 802 (Attachment 3) will be initiated by the contractor's representative (Site Manager) to acknowledge the QAEs observation.  When the contractor's representative initials the AF Form 802 it does not indicate that the contractor's representative agrees or disagrees with the findings, it only means that he/she is aware that a discrepancy exists and that it has been documented.  Once initialed by the contractor's representative, the reports are not to be shown to the contractor; they are "FOR OFFICIAL USE ONLY."

5.  The AF Form 802 may be used at any time during the reporting period to document defective performance or other contracting problems/disagreements that cannot be satisfactorily resolved at the local level.  Once the chief QAE and/or CO have determined that an AF Form 802 is required, the form will be completed and forwarded to the chief QAE immediately.  Copies of the same will also be attached to the AF Form 372 for the reporting period.

d.  The chief QAE at HQ AMC/DP will consolidate reports (AF Form 372s with attachments), from the installation QAEs and forward them to AMC CONF/LGCFB within 10 days after receipt.  (15 days after the reporting period).

e. Deliverables:  The chief QAE is also responsible for ensuring all required deliverables are inspected on a 100 percent basis.  Deliverables will be reviewed to ensure they meet the requirements of the SOW and contract, including timelines, content, format and proper coordination and distribution.  The chief QAE will inform HQ AMC/DP of any defective deliverables within 5 workdays of receipt and will return the defective deliverable to the contractor for re-performance IAW the SOW and contract.  The chief QAE will decide when formal documentation of unacceptable performance regarding deliverables requires the execution of an AF Form 802 and will ensure all information regarding inspection of deliverables is documented in the QAE files.  Any AF Form 802s accomplished will be forwarded to the CO for action and resolution in coordination with the chief QAE. 

IV.  REPORTS AND RECORDS REQUIRED.

a.  QAE NOMINATION: For all performance locations QAEs will be nominated by the installation Mission Support Commanders.  All nominations will be approved by the Headquarters HQ AMC/FAC and forwarded to HQ AMC/CONF/LGCFB.  The chief QAE will be nominated by the FAC and approved by HQ AMC/DP.  The chief QAE will maintain independent records of nominated/appointed installation QAEs.  These records shall be kept current and are subject to inspection by the FAC and/or CO.

b.  QAE FILES:  It is necessary for QAEs to organize their files in such a manner to effectively locate essential information when needed.  Suggested files and their organization are as follows:


1.  General Correspondence


2.  Letters of designation

a. Nomination Letters

b.  Relief from Duties Letters

c.  Duties and Responsibilities Letters

d.   Training Letters



3.  QASP



4.  QAE Training Material/Guidance



5.  Contract/Modifications



6.  Contractor's ISD Management Plan



7.  Contractor's Training and Certification Plan



8.  Contract Instructors' certification/qualification letters



9.  AF Form 372s/802s/Reports



10.  Contractor reports



11..  Contract Instructor Security Information

ATTACHMENT A

These forms are to be used for each specific task.  After each item, mark "S" for satisfactory, "U" for Unsatisfactory, or "NA" for not applicable.  Any item marked "U" must have written comments for justification.  Specific comments on each item are encouraged.  To provide additional comments, please specify the item number in reference to the comment prior to each comment.  These comments will be placed after the inspection Checklist.

Education Services Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Assist students in meeting their professional and personal educational goals.
Customer Complaints
I.a.


2
Issue TA for authorized courses
Random Sampling
I.a.


3
Administer AF distance learning program
Customer Complaint
I.a.


4
Administer the Education Testing program.
100% Inspection 
I.a.


Written Comments Here:

Formal Training Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Administer Training Program
Customer Complaint
1.c.


2
Provide Travel Orders
Random Sample
1.c.


Written Comments Here:

OJT Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Implement and Manage OJT Program 
Random Sample 
1.e.1.


2
Administer Upgrade/Qualification Training
Random Sample 
1.e.2


3
Manage Training Feedback and External Evaluations
Random Sample 
1.e.3


4
Manage Occupational Surveys
Random Sample 
1.e.3


Written Comments Here

Management of Data Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Ensure the PDS is updated accurately and rejects resolved within 3 workdays by a review of TRs
Random Sample
5.D.(1)


2
Provide log of exception to policy actions and process within 3 working days of receipt
100% Surveillance
5.D.(3)


3
Provide log showing dates of course completions and dates processed in PDS
100% Surveillance
5.D.(4)


Written Comments Here:

Civilian Training Support Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Administer civilian training program to meet identified needs
Random Sample

(Quarterly)
I.g.1


2
Track FY expenditures against approved training
Random Sample (Monthly)
I.g.2


Written Comments Here:

Computer Systems Support Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Insure corrective actions on Personnel Data System communications, hardware, and software problems are initiated upon identification
Customer Complaints  shall not exceed 2% of the number of problems reported on logs.
I.i.1


2
Insure action is taken each workday to recover incoming Defense Data Network (DDN) packages identified as late.
Random Sample

(Quarterly).  Review AUTODIN Action Listings to insure action has been taken to recover late packages.
I.i.2


3
Insure corrective actions are initiated for data reconciliations, overdue transaction register items, purges, and rejected transactions
Random Sample

(Quarterly). Review filed transaction registers to insure corrective action (such as an update, message or Email) has been taken by the OPR workcenter within the required timeframe.
I.i.2


4
Produce customer requested queries and products
Customer Complaints. Insure queries and products are produced within the time-frame agreed upon with the customer
I.i.4


Written Comments Here:

Awards and Decorations Support Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
Process to completion all awards, decorations, and special trophies 
Customer Complaint
I.k.1


Written Comments Here:

Military Records Support Checklist

No
Description
Surveillance Method
Ref in SOW
Sat/UnSat NA

1
File appropriate documents in individual records 
Random Sample
1.m.1


2
In the event of a casualty, provide the DD Form 93, & SGLV Form 8286 with original signature to the CAR
Random Sample
1.m.2.


Written Comments Here:

APPENDIX 9

HOST TENNANT SUPPORT AGREEMENTS

AMC PERSONNEL ASSIGNED

AUTHORIZED/ASSIGNED PERSONNEL BY RANK

REQUIRED REPORTS

AFI
Title
Applicable paragraph(s)
Title of Report
Frequency

Base OJT

36-2201
Developing, Managing, and Conducting Training
4.8.13.
Quarterly Statistics
Quarterly by the 15th (Jan, Apr, Jul, Oct)

Education Services

36-2306
The Education Services Program
9
Annual Education Services Report
Annually (due by 15 Oct)

36-2306
The Education Services Program
9.4
DANTES quarterly report
Quarterly
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