PERFORMANCE WORK STATEMENT

FOR

PERSONAL DEVELOPMENT


SECTION C-1


PERFORMANCE WORK STATEMENT GENERAL INFORMATION 

C-1. Introduction. This Performance Work Statement (PWS) consists of 20 function areas to support the Personal Development.

C-1.1. Scope of Work. The Contractor shall provide all personnel, supervision, services, equipment, tools, materials, and other items and services not supplied by the Government to operate the functions listed below (functions include both appropriated and non-appropriated funds) as defined in this performance work statement (PWS), except as specified in Section C-3 as government-furnished property and services, at the United States Air Force Academy. The Contractor shall perform to the standards in this contract. The estimated quantities of work are listed in the Technical Exhibit 2, Workload Estimates. As a minimum, when applicable, publications referenced in this contract are to be used as guidance by the Contractor in the performance of the services required. Other Government publications or directives which the Contractor must strictly follow in the performance of services shall be identified in the applicable sections of the contract.

C-1.1.1. The 34th Cadet Services to include: 34th SVS Administration, Cadet Facility Management, Theater Management, Facility Scheduling, Resource Management, Extracurricular Activities, and Cadet Activities Liaison.

C-1.1.2. The 10th Services Squadron to include; 10th SVS Administration, Marketing, Fitness and Sports Center, Skills Development (Arts and Crafts, Auto, and Wood Hobby), Outdoor Recreation/Information Ticket and Tours, Community Activity Center, and Community Library.

C-1.1.3. The 10th Mission Support Squadron (10 MSS) to include; Awards and Decorations, Personnel Computer Systems Management, Military Personnel Records, Training/Education Services/Enlisted Specialty Training, Family Support Center. 

C-1.1.4. The Superintendent's Staff to include; Public Affairs and Mail Distribution.

C-1.2. Personnel:

C-1.2.1. Contract Manager. The Contractor shall provide a Contract Manager who shall be responsible to for establishing effective management controls to achieve the standards of operation established in Services directives, or manuals, and else where in this contract for exercising sound management practices. The Contract Manager or alternate shall be available during normal duty hours (Monday – Friday, 0730-1630), within 30 minutes, to meet on the installation with Government personnel (designated by the contracting officer) to discuss problem areas. After normal duty hours, the manager or alternate shall be available within two (2) hours.

 C-1.2.1.1. The Contract Manager or alternate(s) shall have full authority to act for the Contractor on all contract matters relating to daily operation of this contract. 

 C-1.2.1.2. The Contract Manager or alternate(s) and employees must be able to read, write, speak, and understand English. 

C-1.2.2. Contractor Employees. The Contractor shall not employ persons for work on this contract if such employee is considered by the Contracting Officer to be a potential threat to the health, safety, security, general well-being or operational mission of the installation and its population.

 C-1.2.2.1. Contractor personnel shall present a neat, clean appearance with clothing appropriate to the function and be easily recognized as contractor employees. Contractor personnel shall wear clean uniforms (if applicable), maintain a high degree of personal cleanliness while on duty at USAFA, and conform to hygienic practices. Contractor personnel shall be authorized to wear attire and name tag/badges (all uniforms and name tags/badges shall be of the same color and design) typical of that worn by personnel employed in the same trade within the local community and as approved by the Contracting Officer

 C-1.2.2.2. All contractor employees shall wear appropriate footwear that provides protection for their feet.

 C-1.2.2.3. Contract personnel shall abide by applicable regulations, directives, and conduct themselves so as not to reflect discredit on the squadron or the Air Force

 C-1.2.2.4. The Contractor shall make sure employees driving on the United States Air Force Academy, have a valid automobile driver’s license. Employees required to drive a Government vehicle shall obtain a Government license if required by the base.

 C-1.2.2.5. The Contractor shall, as required in the performance of this contract, be responsible, at his own expense, for arranging for employee ID cards, base decal for driving on base, and uniforms.

 C-1.2.2.6. The Contractor must obtain a favorable National Agency Check Investigation for its employees who require entrance to restricted area(s).

 C-1.2.2.7. Contractor employees' names and office phone numbers shall become part of USAFA point of contact roster for their appropriate offices.

 C-1.2.2.8. The Contractor shall ensure employees conduct themselves in a business-like fashion, exhibiting prompt, courteous, professional behavior.

C-1.2.3. Administration. Each administrative employee shall have computer-related training to be able to perform the latest government-required functions in administration. As a minimum, each employee must have a background in Microsoft Office Suite 97 software or comparable software. 

C-1.2.4. Theater Management. Employees must possess a Secret security clearance.

C-1.2.5. Marketing Director shall have one (1) year professional working knowledge (equivalent to the next lower grade or level of the job position) of the principles and practices of marketing, public relations, and commercial sponsorship, including the use of market research survey methods, the analysis of data to determine customer needs and appropriate marketing strategies. 

C-1.2.6. Outdoor Recreation Manager shall have a minimum of one (1) year’s experience in a supervisory status in Outdoor Recreation management. A four-year degree in Outdoor Recreation field is preferred.

 C-1.2.6.1. Ski Technicians shall retain annual ski binding certification

 C-1.2.6.2. Information, Ticket and Tours Director shall have one (1) year experience. 

C-1.2.7. Skills Development Director shall have one (1) year of specialized experience. 

C-1.2.8. Auto Skills director shall have one (1) year proven experience as a journeyman mechanic.

C-1.2.9. Fitness And Sports Manager. It is preferred to have a Master’s degree or equivalent degree or 2 full years of progressively higher level graduate education leading to such a degree or LL.B or JD. One (1) year related experience demonstrating the ability to plan, supervise, administer, or carry out a sports program is required. This includes knowing a variety of individual and team sports, guiding participants in developing the skills needed for participation in fitness and sports activities, and teaching the techniques of various fitness and sports programs.

 C-1.2.9.1. All individuals providing fitness support shall maintain Red Cross Cardiopulmonary Resuscitation (CPR) or American Heart Association Basic Life Support (BLS) certification. Staff shall also complete First Aid training.

 C-1.2.9.2. Aquatics Director shall have at least one (1) year's experience in the operation and management of both indoor and outdoor swimming pools. Must have the ability to apply lifeguard/WSI training and perform Red Cross standards as situations require. Lifeguard, W.S.I. First Aid, and CPR instructor certifications are required. 

 C-1.2.9.3. Life Guards shall have at least 6 months experience in the operation and performance of lifeguard duties. Must have knowledge of lifesaving, first aid, and CPR; certifications are mandatory for employment. Knowledge of swimming facility rules, work procedures and materials to perform standing and recurring tasks shall be given in training.

C-1.2.10. Community Center Director. A bachelor’s degree in recreation or four (4) years experience in a supervisory status in recreational management is preferred. Recreation assistants shall have a minimum of one (1) year of recreational programming experience.

C-1.2.11. Library. It is preferred that the Library Director have a master's degree or two full years of graduate study in library science from an American Library Association accredited program. At least one (1) year of professional library experience is required. It is preferred that all librarians shall have completed one full academic year of graduate study in library science in an ALA accredited college or university and a bachelor's degree plus one year of professional experience in librarianship. (Professional experience includes the performance, supervision, or administration of one or more major functional areas of librarianship.) The Government shall provide AFLIS and USAFA orientation on-site for the Library Director within 90 days of the employee assuming the job. 

C-1.2.12. The Contractor shall provide a computer systems administrator with basic systems administration training in Windows NT networks, MS Office Software, OCLC utilization, and ILS Systems maintenance and operations.

C-1.2.13. Education Services. Guidance Counselors shall have a bachelor’s or higher degree from a regionally accredited university plus 24 semester hours appropriate to the position in one or a combination of the following academic areas: tests and measurements, adult education, educational program administration, curriculum development or design, teaching methods, guidance and counseling, career planning, and occupational information. One course must have been from the tests and measurements or the adult education areas. A practicum in counseling is required. Test examiners shall possess a bachelors’ degree from a regionally accredited institution. 

C-1.2.14. Personnel Computer System Management. Shall have experience in: Systems networking; personnel data base concepts including database structures and database administration; operation and maintenance of electronic data processing equipment; program design, logic, system operation, and programming techniques; automated data processing procedures; personnel systems interface with other functional area data systems; Air Force military personnel organization and functions; monitoring, controlling, processing, and recovering personnel data traffic; logic limitations, and capabilities of computers and related data processing devices and systems; communications systems and technology, structure and editing of input and output data; security practices and procedures; customer service relations; and data systems communications functions.

C-1.2.15. Visitors' Center. Employees shall be current in CPR training (annual certification) and qualified to administer first aid.

C-1.3. Conflict of Interest. The Contractor shall not employ any person who is an employee of the U.S. Government if employing that person would create a conflict of interest. Additionally, the Contractor shall not employ any person who is an employee of the Department of the Air Force, either military or civilian, unless such person seeks and receives approval according to DOD 5700.7-r (for military) or AFR 40-735 (for civilian). The Contractor shall not employ any person who is an employee of the Department of the Air Force if such employment would be contrary to the policies in AFI 64-106.

C-1.4. Off-Duty Military. 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 the personnel could adversely affect the Contractor’s ability to perform, however, their absences at any time shall not constitute an excuse for nonperformance under this contract.

C-1.5. C.1.5. Security Requirements. Employees shall adhere to base vehicle pass registration requirements as appropriate and in doing so consent to vehicle search at the discretion of installation authorities. Furthermore, employees shall refrain from sharing knowledge of potentially sensitive information with those outside the public affairs organization. Employees shall seek guidance on what is and is not appropriate information to discuss with members outside the organization from the Public Affairs Director or appointed representative.

C-1.5.1. C.1.5.1 Where the Contractor has managers in single use facilities, his personnel shall take on the duties of the facilities manager, as per AFI 32-1031 and AFP 87-8. These shall include security, posting regulatory signs, ensuring workplace and facility safety standards, and attending meetings for base facility managers. When a facility project occurs, the contractor may be required to attend meetings for coordination.

C-1.6. Employee Training: The Contractor shall formulate and submit a comprehensive Training/Qualification/Certification Plan for its employees. The Contractor shall pay the employee registration, or other appropriate fees, as well as transportation, lodging, and meal costs at not less than the Government rate. The Contractor shall maintain on-site individual records of all employee training, which shall be available for Government review. Contractor shall ensure that employees' level of training meets industry standards. The Contractor shall follow these instructions unless otherwise stated in the following paragraphs.

C-1.6.1. The Government shall make available to contract employees certain briefing sessions at no expense to the Contractor, to be scheduled periodically. Examples of government-furnished training are Customer Service, Disaster Preparedness, Workplace Safety, Security, Information Management, Records Management, and Inspections.

C-1.6.2. Administration. Informal training shall be offered by the Government at no expense occasionally in Publication Management Systems, Forms and Records Management, Administrative Orders, AF Correspondence, AF Filing System, and Civilian Payroll Time Cards. Until the training is available the Contractor must use referenced publications and base offices for guidance in performance of duties. 

 C-1.6.2.1. Contractor personnel who are designated records custodians shall attend initial records management training conducted by 10CS/SCBDR within 90 days of contract effective date and continuing classes as scheduled by the Base Records Manager.

C-1.6.3. Skills Development.  As a minimum, each Skills Development Center director shall attend at least one national, regional, DoD- or AF-sponsored conference/workshop annually such as the Hobbies Industry of America Show. When offered, the Air Force Skills Development workshop shall take precedence. The Skills Development Center director shall attend the first available Air Force Skills Activity Manager’s course (3 weeks) in San Antonio, Texas, after assuming the job. 

C-1.6.4. Library. Government-Provided Training: Contractor employees are eligible to enroll in Extension Course Institute (ECI) courses and participate in the Air Force formal training courses requiring temporary duty (TDY) when it is a Government requirement as determined by the ACO. Such training shall be provided in accordance with criteria of AFCAT 36-2223, USAF Formal Schools. Contractor employees may also attend or be required to attend other training courses during the life of this contract that would benefit the Government. The ACO shall notify the Contractor of additional training requirements. Requests to attend additional training courses shall be submitted through the QAE. The Government shall fund actual training cost, per diem, and travel at Government rates in accordance with (IAW) Joint Federal Travel Regulations (JFTR) under the cost reimbursement CLIN. In all cases where the employee of the Contractor is provided training locally or at a TDY location, the Contractor shall repay the Government for costs should the employee(s) fail to successfully complete the training. The Government shall have access to training records upon request.The library director shall attend the first available Air Force Library Manager's Course after the start of the contract. A minimum of one librarian shall attend the Air Force Librarian's Workshop annually.

C-1.6.5. 10th MSS Computer Support. The Contractor shall provide each employee in Computer Support the training to ensure competent performance within 30 days after employment start date. This training shall include training on all equipment, including basic computer operation, familiarization with required software programs and routine operational procedures. The Contractor shall also provide each employee training on various types of special purpose equipment. This training is a contractor responsibility and shall not be construed as being available at Government expense. The Contractor shall provide user-level maintenance. Updates to the government-provided programs (i.e., PDOS) shall be accomplished by contractor personnel.

C-1.6.6. Education Services. Contractor employees are eligible to enroll in Extension Course Institute (ECI) courses and participate in the Air Force training courses requiring TDY when it is of direct benefit to the Government as determined by the CO. Government quarters, at prevailing rates, shall be used when available. Contractor shall be responsible for all cost associated with this training.

C-1.6.7. Family Support Center (FSC)
 C-1.6.7.1. The Contractor shall develop, annually review, update, obtain approval for, and implement a training plan to ensure that all training requirements listed below are met. The Contractor shall assume all training costs.

 C-1.6.7.2. All contract personnel shall secure and attend Basic Critical Incident Stress Management (CISM) training within one year of the contract date and complete any additionally required CISM-based courses needed to perform Family Assistance Center, Readiness Team, and/or CISM Team responsibilities. Training must be provided by a nationally-certified CISM instructor and completed as required by AFI 90-701 and 36-3009.

 C-1.6.7.3. The contract personnel providing primary support to the information and referral function shall attend the annual Alliance of Information and Referral Services (AIRs) conference.

 C-1.6.7.4. The Contractor shall provide any basic intermediate, and advanced training appropriate to maintaining technical qualifications and performance of duties. The Contractor shall maintain, on site, records of all training, which shall be available for Government review. Training records shall include certificates of training and/or registration receipt.

C-1.6.7.5.
The contractor shall be provided all necessary Borrowed Military Manning (Cadet Stage Hand Club) in support of Cadet Services Activities.

Quality Control:

C-1.6.8. Contractor shall submit Quality Control plan to the contracting officer (CO) for acceptance prior to pre-performance conference. CO shall notify Contractor of acceptance or required modification before the contract start date. Contractor shall make appropriate modifications and obtain acceptance of the plan by the CO before contract start date.

C-1.6.9. The plan shall include a description of the inspection system to cover all services listed on the performance requirements summary (PRS). Description shall include specifics as to the areas to be inspected on both a scheduled and unscheduled basis, frequency of inspections, and the title and organizational placement of the inspectors. Additionally, control procedures for any government- provided keys or lock combinations shall be included. A description of the methods is to be used for identifying and preventing defects in the quality of service performed. A description of the records is to be kept to document inspections and corrective or preventive actions taken. The records of inspections shall be kept and made available to the Government throughout the contract performance period and for the period after contract completion until final settlement of any claims under this contract.

C-1.7. C.1.8. Quality Assurance. The Government shall evaluate the Contractor's performance under this contract. For those tasks listed on the PRS (Technical Exhibit 1), the Quality Assurance Evaluator (QAE) or evaluators shall follow the methods of surveillance specified in this contract. Government personnel shall record all surveillance observations. When an observation indicates defective performance, the QAE shall 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 PRS or by methods other than those listed in the PRS (such as provided for by the Inspection of Services clause) may occur during the performance period of this contract. Such surveillance shall be done according to standard inspection procedures or other contract provisions. Any action taken by the contracting officer as a result of surveillance shall be according to the terms of this contract.

C-1.7.1. C. 1.8.1. 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 non-concurrence shall be provided in writing to the contracting officer within 10 calendar days, following receipt of the minutes.

C-1.7.2. C.1.8.2. Other Government Inspections. Periodic visits coordinated with the responsible QAE may be made by the USAFA Inspector General (IG), USAFA staff agencies, and other authorized Government personnel to inspect contractor operations. Any observations of incomplete or defective performance shall be provided in writing to the QAE or CO.  The Contractor shall respond as requested by the QAE or CO through the customer complaint process or through a written report to the CO. If a written report is requested, the Contractor shall provide the response within five (5) working days after receipt of the request.

C-1.7.3. C.1.8.3. Quality Records.  All continuity (procedural) books provided by the Government shall be updated and maintained in the workplace. They are located at the applicable work centers.  These records shall be available to the QAE upon request.

C-1.7.4. C.1.8.4Government-Provided Customer Feedback. Periodic surveys, comment cards, or focus group comments shall be discussed with the Contractor. The Contractor shall develop a plan to improve customer service if deemed necessary by the Government, and shall submit it for review to the QAE.

C-1.8.  Physical Security. The Contractor shall be responsible for safeguarding all governmental property provided for Contractor use. At the end of each work period, all governmental facilities, equipment and materials shall be secured. Contractor shall report all thefts, vandalism or destruction of property and/or equipment to the Security Police immediately upon discovery and to the QAE.

C-1.8.1. Key Control. 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. This is explained in the Facilities Manager Program, AFI 32-1031.

C-1.8.2. The Contractor shall provide the 34th Services Commander (34th SVS/CC) or designated representative appropriate key control procedures for Cadet Activities facilities at least 30 days prior to implementation of the contract.

C-1.8.3. Separate keys are assigned for the FSC and Family Advocacy Office areas. However, each office has common door key access i.e., exit/entry doors, kitchen door, janitorial closet, Family Services, and the three classrooms.

C-1.8.4. The Contractor shall not duplicate any keys issued by the Government, but shall coordinate with Civil Engineering for replacement. The Contractor shall immediately report to the QAE or contracting office any occurrences of lost or duplicated keys.

C-1.8.5. In the event keys, other than master keys, are lost or duplicated, the Contractor may be required, upon written direction of the contracting officer, to re-key or replace the affected lock or locks without cost to the Government. The Government may, however, at its option, replace the lock or locks or perform re-keying and deduct the cost of such from the monthly payment due the Contractor. If the master key is lost or duplicated, all locks and keys for that system shall be replaced by the Government and the total cost deducted from the monthly payment due the Contractor. 

C-1.8.6. The Contractor shall prohibit the use of keys issued by the Government by any persons other than the Contractor’s employees. He shall prohibit the opening of locked areas to permit entrance of persons other than Base Civil Engineers or contractor employees engaged in performance of contract work requirements in those areas.

C-1.8.7. Lock Combinations. The Contractor shall control access to all government-provided lock combinations to preclude unauthorized entry.
C-1.8.8. Classified Material and Computer Security. When confronted with classified materials, the Contractor shall comply with AFI 31-401, Managing the Information Security Program. The squadron Security Officer shall be called upon to handle the material. The Contractor shall maintain computer systems security integrity in accordance with the Air Force Computer Security (COMPUSEC) program (AFSSI 5102).

C-1.8.9. Disasters. Events such as earthquakes, floods, wildfires, are handled by the required personnel in accordance with the Academy Plan 32-1, USAFAI 10-202, and squadron procedures. The Contractor shall be required to provide administrative support within the definitions outlined in this PWS.  Requirements beyond the capability of the contractor may be augmented by the government, at its option, when the government deems such action to be necessary.

 C-1.8.9.1. During times of national crisis for emergencies, it is anticipated that there may be some increased tempo of operations in Family Support, Community Activities, and Public Affairs newspaper functions. It is anticipated that the other functional areas covered in this PWS shall operate as normal. All direction for changes to base functions shall come down the change of command. The Contractor shall be given information regarding directed operations as soon as possible. Some functional areas may decrease temp or shut down, depending on how the Academy is affected by the crisis. Negotiations on the impact of any changes shall take place after the fact during these emergencies.

C-1.8.10. Safety. Contractors are solely responsible for compliance with AFOSH/OSHA standards, as applicable, and for the protection of their employees. Air Force interest is to protect Air Force personnel working in or around contractor operations and with Air Force equipment and property.

C-1.8.11. Program Changes. Any changes to programs to be offered within the functional areas shall be sent to the contracting officer for approval. Customers shall be given two weeks notice after approval prior to the implementation of changes.

C-1.9. Hours Of Operation: The Contractor shall perform the services required under this contract during the following hours: Monday through Friday from 7:30 a.m. to 4:30 p.m. Exceptions to these hours are listed under the applicable functional area within section C-5, Specific Tasks. 

C-1.9.1. Federal Holidays. The following is a list of Federal Holidays observed by this installation: 

 C-1.9.1.1. New Year's Day, January 1  

 C-1.9.1.2. Martin Luther King's Birthday, 3rd Monday in January 

 C-1.9.1.3. Presidents Day, 3rd Monday in February 

 C-1.9.1.4. Memorial Day, Last Monday in May

 C-1.9.1.5. Independence Day, July 4 

 C-1.9.1.6. Labor Day, First Monday in September 

 C-1.9.1.7. Columbus Day, 2nd Monday in October 

 C-1.9.1.8. Veterans Day, November 11 

 C-1.9.1.9. Thanksgiving Day, 4th Thursday in November 

 C-1.9.1.10. Christmas Day, December 25 

C-1.9.2. Emergency Operations. Military organizational exercises and operational requirements may delay or interrupt normal operations. The Contractor may be required to support activation of exercise or contingency plans outside normal duty hours. 

 C-1.9.2.1. In emergency situations caused by severe weather conditions, the Contractor shall follow squadron procedures and regulations. Circumstances such as predicted or unpredicted severe storms with severe electrical activity (lightning) may cause emergency shutdown in the securing of the computer systems. Accomplishing emergency shutdown may take up to 8 hours after normal duty hours.

C-1.10. Conservation of Utilities: The Contractor shall make sure the employees practice utilities conservation. The Contractor shall be responsible for operating under conditions that prevent the waste of utilities. Lights shall be used only in areas where and when work is actually being performed. Contractor employees shall not adjust mechanical equipment controls for heating, ventilation, and air conditioning. Water faucets or valves shall be turned off after use.

C-1.10.1. Environmental and Hazardous Materials Handling. The Contractor shall attend all meetings on Hazardous Waste and inform in writing all Services activities of all new changes to HAZMAT and upcoming inspections. The Contractor shall be the Squadrons representative on all matters pertaining to Hazardous Waste Materials and Disposal. Compliance with federal, state, and local laws is mandatory.

C-1.11. Records. All records, files, documents, reports, and working papers provided by the Government and/or generated by the Contractor in the performance of this contract become and remain Government property, and will be maintained and disposed of in accordance with AFMAN 37-123, AFI 37-138, AFMAN 37-139, AFI 33-322, and all other pertinent directives as supplemented or directed by the Academy Records Manager.

C-1.12. Provide list of employees to be assigned to each functional areas and those acting as facility Contract Mobilization and Transition Period.  Mobilization refers to the period prior to the contract work start date, while transition refers to the period after the contract work start date.

C-1.13          The Contractor shall prepare and implement a phase-in plan to ensure the smooth transition of work                                             effort from the government.  In general there is 45 days for mobilization, except in 34th Cadet  Activities.  That particular plan is explained in TE-8. 

C-1.13.1.1. The Government shall provide a contract mobilization period during the 45 calendar days immediately prior to the beginning of performance under this contract. The contractor will have access to the facilities covered in the contract, on a non-interference bases, as the Government personnel will still be responsible for performance of the function. This period is intended to provide the Contractor with time in which to perform the following tasks which include, but are not limited to:

C-1.13.1.2. Familiarize themselves with all work requirements and procedures

C-1.13.1.3. Familiarize themselves with Air Force and other regulations and directives

C-1.13.1.4. Observe work accomplished by in-house government employees

C-1.13.1.5. Obtain security clearances, base vehicle registration, etc. as defined in the PWS 

C-1.13.1.6. Become thoroughly familiar with the computation method for withholding payments resulting from deficiencies of requirements noted in the PWS

C-1.13.1.7. Provide list of employees to be assigned to each functional areas and those acting as functional managers

C-1.13.1.8. Provide training for employees as stated in the PWS, with exceptions approved by the Contracting Officer (funds protection, records management, supply, computer security and proficiency, equipment maintenance, etc.)

C-1.13.1.9. Coordinate work schedules with the Government

C-1.13.1.10.  Inventory all equipment, tools, vehicles, facilities, and materials with Government representatives

C-1.13.1.11.  Develop and implement the necessary work quality control plans and procedures

C-1.13.1.12. The government will provide the contractor with one office to facilitate mobilization, during this 45 day period. 

C-1.13.1.13. By the end of the 45 day mobilization period, the contractor shall be fully manned and ready to assume responsibility for successful performance under the contract.  

C-1.13.1.14. The first 30 days of performance under the contract will constitute the transition period.  The transition plan at TE-8 outlines advisors from the various functional areas available during the transition period.  During the transition period, the contractor is solely responsible for successful performance of all requirements of the PWS.  The Government transition team will be available in an advisory capacity only, and only for the period of time set forth in TE-8.  By the end of the 30 day transition period, the Government team will be fully withdrawn from the operation, and the contractor will be performing alone.

C-1.14
 Borrowed Military Manning. The contractor shall be provided additional manning (cadets) to assist  in 34th Services activities.

C-2. DEFINITIONS

C-2.1. 1961 overlook—on the nature trail and overlooks the cadet area, a site covered  in  Academy tours.
C-2.2. Academic Institution (AI)—A civilian college or university that is accredited by a recognized regional accrediting agency.

C-2.3. Academic Institution Representative—Representative for a specific Academic Institution offering courses and/or degree programs at a military installation.  Representative implements academic policies and program agreed upon through a Memorandum of Understanding with the base.

C-2.4. Academy Map—Printed maps available for visitors to use when touring the Academy grounds.
C-2.5. Access code—a code used to access the security system of a building to allow entry.

C-2.6. Access management.  A process to ensure only valid users of the system have access.

C-2.7. Access security–The minimizing to an acceptable risk level the authorization to see or review data.

C-2.8. Accountable materials—Materials purchased with Government funds and added to the agency’s inventory.

C-2.9. Accreditation (Computer System)—A process defined by the government for obtaining an Approval to Operate before a new computer system may be used on a base.

C-2.10. Acquisition—The process of obtaining hardware, software or any other equipment, materials or services deemed necessary for accomplishing official task.

C-2.11. Acquisitions Management Program (ACQMAN)—the electronic management system for the entire acquisitions function in Air Force libraries.  The program generates purchase requests for print, non-print, and electronic materials regardless of fund source.  It also monitors the receipt of materials.  A module of the Air Force Library Management Information System (AFLMIS).  An ILS acquisitions subsystem may be substituted, with approval of AFLIS, for ACQMAN.

C-2.12. Activities—Within Services Squadron, those functional units that are headed by a manager. 

C-2.13. Adlines–The space, squared off at the bottom, on each page that includes ads sold for the commercial enterprise publication of the base paper.  The base paper shall have consistently placed open pages as determined by the Internal Information Chief.

C-2.14. Administrative Contracting Officer (ACO)—Government contracting officer to which certain contracting functions may be delegated at the discretion of the Procurement Contracting Officer.  Specific limits of ACO’s authority shall be identified in the contract.

C-2.15. Admissions Briefing—Briefings given to people who would like to attend the Air Force Academy.

C-2.16. Advisory Documents—Non-binding directives that the contractor may use for information and guidance.

C-2.17. AFLIS Core Collections—Materials identified as standard collections that will be maintained by all Air Force general libraries.  Core collections have been identified for professional reference, reference, periodicals, and electronic databases to ensure consistent quality among Air Force libraries.

C-2.18. AFLIS Long-Range Strategic Plan—A management plan that envisions the future of Air Force libraries and identifies the necessary procedures and operations to achieve that future.  The plan is reviewed regularly by the Air Force Libraries Steering Committee.

C-2.19. AIG—This Address Indicator Group, identified through the Communications Squadron, means everyone in group AIG 8106 receives that message.

C-2.20. Air Command and Staff College (ACSC)—The intermediate professional military education program for Air Force officers, O-4 (Major) and above, and civilian employees GS-12 and above.  Offered by correspondence, seminar, and in-residence.

C-2.21. Air Education and Training Command (AETC)—The USAF major command with primary responsibilities for education and training of active duty military forces.

C-2.22. Air Force Acquisition Training Office (AFATO)—The USAF office which manages the daily operation of filling quotas in Defense Acquisition University (DAU) courses

C-2.23. Air Force Activity Managers Course—A one-time, two-week course emphasizing the business aspects of operating an Air Force Services activity.  The training covers administration, financial management, facility management, teambuilding, staff motivation, customer service, readiness awareness, and marketing.  The last week of training is devoted to library operations and procedures.  Library Directors are expected to take this course the first time it is available after assuming responsibility.

C-2.24. Air Force Catalog 36-2223 (AFCAT)—A catalog of USAF formal school courses detailing course descriptions, prerequisites, travel information, and administrative procedures

C-2.25. Air Force Civilian Career Programs—Programs in which civilian employees may register to be considered for reassignment or promotion worldwide, within a specific occupational series.  Career programs are used to identify and develop personnel with exceptional performance and potential to progress to key management positions. 

C-2.26. Air Force Initiatives—Programs or projects that support Air Force wide special emphasis or interests, e.g.: Chief of Staff Professional Reading List, Transition Assistance, Fitness, health and wellness, etc.

C-2.27. Air Force Institute of Technology (AFIT)—Located at Wright-Patterson AFB, OH., AFIT conducts short and long term credit and non-credit courses in scientific, technological, managerial, medical, and other fields of study.

C-2.28. Air Force Job Qualification Standard (AFJQS)—A comprehensive task list, common to all persons serving in a duty position, that describes a particular job type or duty position.

C-2.29. Air Force Librarian's Workshop—An annual 3-day training session held in conjunction with the American Library Association (ALA) Conference.  The training sessions include updates on new technologies, management software, policy issues, and future endeavors of AFLIS.  ALA offers a wide range of professional seminars, discussions, and addresses featuring leaders in the library profession.  Over 2,000 commercial exhibitors showcase new library products and services at ALA.  At least one librarian is expected to attend this workshop each year.

C-2.30. Air Force Libraries and Information System (AFLIS)—The Air Force agency charged with the coordinating the operations of libraries throughout the Air Force.  Also, the network of general, academic, and technical libraries in the Air Force.  AFLIS provides technical guidance, staff assistance, training, and central procurement services to Air Force libraries, and information centers worldwide. 

C-2.31. Air Force Library Management Information System (AFLMIS)—an AFLIS sponsored database containing four modules to perform the standard library management processes for acquisitions, financial management, office collection management, and annual library statistics.  The library’s ILS may be substituted, with approval of AFLIS, for AFLMIS.

C-2.32. Air Force Personnel Center (AFPC)—Located at Randolph AFB TX., the AFPC is designated to manage the USAF-wide personnel programs for all active duty service members and civilian employees.

C-2.33. Air Force Reserve Officer Training Corps (AFROTC)—An officer acquisition source that sponsors commissioning training at various accredited colleges and universities.  It also sponsors specific programs for active duty enlisted Air Force members.

C-2.34. Air Force Specialty (AFS)—A group of positions with the same title and code that require common qualifications.

C-2.35. Air Force Specialty Code (AFSC)—The code(s) assigned to military members identifying their particular occupation and specialty.  Members may have primary and secondary duty codes.

C-2.36. Air Force Technical Training Centers (AFTTC)—Air Force centers where students attend USAF technical training schools and courses.

C-2.37. Air Technology Network (ATN)—An Air Force distance learning program for delivery of education and training through electronically mediated instruction including satellite, video tape, video conferences, audio graphic computers, and multimedia technology.

C-2.38. Air University (AU)—An AETC component located at Maxwell AFB, AL that is the main campus for USAF-sponsored professional development programs.

C-2.39. Altitude Precautions—Information, in fact sheet form, with tips and precautions to help visitors to the academy adjust to the high altitude. 

C-2.40. Ancillary Training Programs (ATP)—Programs or courses that contribute to mission accomplishment, but are separate from the requirements in an individual's primary Air Force specialty (AFS) or occupational series.  Ancillary training ensures that Air Force personnel receive an adequate blend of both general and technical knowledge and capabilities.  ATPs fall into three categories:  Functional and additional duty, General, and Awareness.

C-2.41. Anglo American Cataloging Rules, 2nd revised (AACR2-R)—An established body of rules governing cataloging practice published by the American Library Association.

C-2.42. AP Style—The journalism industry’s standard guide for preparing copy for publication. It available in hard copy and is provided to the contractor by the government.

C-2.43. Appropriated Funds—Monies authorized by Congress that are distributed by higher headquarters.

C-2.44. Armed Forces Staff College—A joint services educational institution that conducts Joint Electronics Warfare Staff Officer courses.

C-2.45. Associates or Associate Units (a.k.a.: tenants)—All organizations located on an Air Force base that do not have responsibility for operating the base. (see also tenants).

C-2.46. Athletics Department (AH)—The athletic facilities are used for cadet physical education, intramural and intercollegiate practices and competitions. The facilities under the Athletic Department are the athletic fields, cadet gymnasium, cadet field house and Falcon Stadium.

C-2.47. Audit.  Validation of all or part of UPRG contents against source documents or computer data. 

C-2.48. Authorized Change Request.  An official request to change data.  May be verbal or written.

C-2.49. Automatic Data Processing (ADP)—Computer equipment used to process requirements and related data and to compile system products.

C-2.50. Award Elements—An official certificate, citation, medal, binder, plaque, trophy, congratulatory letter, special order, or streamer given to an individual, unit, or agency.

C-2.51. Base Education Planning and Advisory Committee (BEPAC)—A base-level oversight committee for Education Services whose mission is to provide policy guidance for the overall educational program and to assist in solving long-range problems.

C-2.52. Base Newcomer's Orientation—A scheduled (usually monthly) introduction of base services and policies for new military and civilian base employees.  Typically scheduled by an office other than the various agencies that usually give brief presentations of their services.

C-2.53. Basic Assistance—A response to a customer’s oral questions which usually takes fewer than five minutes and requires fewer than three sources to answer.  Questions are frequently directional or short-answer, easily accessible, common knowledge type questions.

C-2.54. Bibliographic Record—A record of a bibliographic item which comprises all data contained in or accommodated by a bibliographic format such as MARC.

C-2.55. Billeting—Rampart Lodge is the Academy lodging facility for military travelers, retirees, etc.
C-2.56. BITS—Base Information Transfer System. Mail is distributed through this base system.
C-2.57. Bogey—An annual financial target plan and budget estimate issued by the Comptroller of the Air Force or other appropriate authority.

C-2.58. Broken Application—An application of update process that fails to meet the users’ expectations.

C-2.59. Cadet Extracurricular Activities Board (CEAB) —Meets once a year to review petitions to become a sanctioned club, change or dissolve clubs.

C-2.60. Cadet Financial Advisory Group (CFAG)—Advisory Board that meets annually to review cadet assignments.

C-2.61. Cadet Parking (Visitors Center)—Reserved parking spaces located on the first and second tiers of the parking lot at the visitor’s center.

C-2.62. Cadet Room Display—A small lighted display located in the Visitor’s Center. Each cadet room at the Academy can accommodate 2 or 3 persons.  Each room has a minimum of 2 beds, 2 dressers which fit under the bed, 2 desks with bookcase 1 table, 1 lamp, 1 free standing bookcase and 2 chairs.

C-2.63. Cadet Squadrons—The cadet wing resembles an active-duty Air Force Wing. The cadets have training opportunities to develop their leadership abilities and to experience command and control in an organizational structure similar to an active duty unit. The wing consists of four groups of ten squadrons. Approximately 100 cadets are assigned to each squadron.

C-2.64. Capitalization—any change to value/volume of real property assets

C-2.65. Career Field Education and Training Plan (CFETP)—A comprehensive core training document that identifies life-cycle education and training requirements, training support resources, and minimum core task requirements for a specialty.  The CFETP aims to give personnel a clear career path and to instill a sense of industry in the career field training.

C-2.66. Casualty—Death, very seriously ill/injured, seriously ill, incapacitating illness or injury or missing.

C-2.67. Cataloging—Those activities performed in the preparation of bibliographic and item records for an ILS module.  Cataloging typically involves descriptive and subject processes.

C-2.68. CATEGORY A (CAT A)—Activities supported almost entirely with APFs, with the use of NAFs limited to specific instances where APFs are prohibited by law or where the use of NAFs is essential for the operation of a facility or program.  Programs with virtually no capacity for the generation of non-appropriated fund revenues. Programs which promote the physical and mental well being of the military member, a requirement that supports accomplishment of the basic military mission.  Cat A programs provide services to authorized customers at no cost to the customer.

C-2.69. CATEGORY B (CAT B)—Programs, supporting the military mission, which satisfy the basic physiological needs of AF members and families, providing to the extent possible, the community support systems that make Air Force bases temporary home towns for a mobile military population.  Programs are entitled to substantial amounts of APF support, but differ from those in Category A, in part, by funding.  Cat B programs may provide services free, or charge customers fees, which go to the base MWR fund.  Fees should also cover the cost to the base MWR fund for providing the service.  These MRW fund incomes and expenses are considered NAF funds.  In the PWS, Section C-5, those Activities which use a mixture of APF and NAF have a percentage identified in the taskings.  If no percentage is mentioned, it is assumed APF.  

C-2.70. CATEGORY C (CAT C)—Programs generating income to cover their operating expenses. Programs receiving limited APF support for indirect costs, such as police and fire protection, and to maintain the structural integrity of the facility.  Some Cat C programs at designated remote and isolated locations may receive the same type of APF support as Category B programs.  Programs that must be self-sustaining and that charge fees based on the revenue requirements of the base MWR fund and fees charged for similar services in the surrounding local community. 

C-2.71. Central Funds (Libraries)—Funds distributed by the Air Force directly to AFLIS for the purchase of materials and services that provide access to information essential to the Air Force mission and in support of professional military education (PME) and voluntary education programs.  AFLIS centrally manages the funds to establish Air Force-wide centralized contracts that maximize savings; and allocates funds to MAJCOMs.  At USAFA mission support is managed by the Academic Library.  AFLIS funds are generally not distributed to DRUs and FOAs.

C-2.72. Central Funds Budget—An annual document to identify funding required to purchase materials and services that support the Air Force mission, education programs and initiatives.

C-2.73. Central Procurement Guide (AFLIS)—-A procurement manual produced by the Air Force Libraries and Information Services Agency that explains the policies, procedures, and responsibilities for ordering materials and services with central appropriated funds.  

C-2.74. Certification Official—A person whom the commander assigns to determine an individual's ability to perform a task to required standards.

C-2.75. Certification—A formal indication of an individual's ability to perform a task to required standards.

C-2.76. Changed Data. Information that has been changed by a method that did not process through the Personnel Data System edits.

C-2.77. Chapel (Cadet)—The Air Force Academy Cadet Chapel is an all-faith house of worship designed to meet the spiritual needs of cadets.  It contains a separate chapel for each of the three major religious faiths represented in the Air Force -- Protestant, Catholic and Jewish--plus an all-faiths room for members of other faiths.  There are two main levels, with the Protestant nave on the upper level.  The Catholic and Jewish chapels and the all-faiths room are located beneath it.  Each chapel has its own entrance, and services may be held simultaneously without interfering with one another.  (There is also a base chapel located at the Community Center)

C-2.78. Circulation Services—Those activities connected with charging and discharging items borrowed from the library collection, generally for outside use.  Included are the loan of items from special and reserve collections; maintaining loan records; monitoring and recalling overdue materials; renewing loans; reshelving items; stack maintenance; equipment loan for use in reading, viewing, or listening to materials and self-service photocopying for users.  Circulation operations are usually a sub-system of the ILS.

C-2.79. CIV PAY—Civilian Payroll system which includes input for timecards.

C-2.80. Civic Leader—An influential person, usually from another state, who receives indepth orientation to the Academy missions, initiatives, and facilities

C-2.81. Classification Scheme—A series or system of classes arranged in some order according to some principle or conception, purpose, or interest, or some combination of such.  Synonymous with classification system.  An example is the Dewey Decimal Classification System.

C-2.82. Classified Materials—Information that has been determined pursuant to E.O. 12958 or any predecessor order to require protection against unauthorized disclosure and is marked to indicate its classified status when in documentary form.

C-2.83. Collection Development—A term which encompasses a number of activities related to the development of the library collection, including the determination and coordination of selection policy, assessment of needs of users and potential users, collection use studies, collection evaluation, identification of collection needs, selection of materials, planning for resource sharing, collection maintenance, and deselection.

C-2.84. Collection Management—See collection development.

C-2.85. Column Inches—The depth (length) of a story or photo in inches times the cumulative number of columns the element(s) cover.

C-2.86. Command Information—Any information from Air Force Headquarters or other significant levels of command.  The contractor shall review and determine what command information has localization potential for possible inclusion in the base paper.

C-2.87. Command Post (Cadet Operations Center)—Distributes information throughout the cadet wing and its affiliated organizations. A good source of information about cadet activities.

C-2.88. Commander Approval—The editor shall attend weekly newspaper reviews with the Academy superintendent who provides final approval for each issue to be published.  The contractor shall make any required changes directed by the superintendent, the public affairs director or their designated representative prior to electronically sending the paper to the publisher.

C-2.89. Commentary—An article by a public affairs staff member or outside contributor, normally place on the “Commentary” page, that allows the writer to express his or her opinion on matters relevant to the community and to reflect or to clarify the position of Academy leadership.  Appropriate topics may include customs and courtesies, professional growth, or career enhancement information as well as many other subject matter areas.  The contractor shall get the approval of the Internal Information division chief to publish any commentaries outside of these areas.

C-2.90. Commercial Sponsorship—The act of providing assistance, funding, goods, equipment, or services to a base program or event by an individual, agency, association, company, corporation, or other entity for a specific period of time in return for public recognition or advertising promotions IAW AFI 34-407.

C-2.91. Community Action Information Board (CAIB)—A forum where family-related issues, needs, and resources are identified.  The installation commander coordinates decision-making and determines the most appropriate office for primary responsibility.

C-2.92. Community Activities Center—The facilities used by the Community Activities Director to hold programs or events for cadet, families, or single airmen.

C-2.93. Community Center—The area of buildings on the ridge along Community Center Drive where the main shopping area is located; also sometimes used to refer to just the large courtyard building that houses Outdoor Recreation, Community Library and other offices.

C-2.94. Community Center Library (COMLIB)—The general base library at the United States Air Force Academy that serves the USAFA base community.  It also serves as the primary academic library for the USAFA Preparatory School.

C-2.95. Computer Operator Maintenance—Simple tasks that may be accomplished by a reasonably computer literate individual, such as but not limited to: checking power source connections, peripheral cables connection, printers are on-line, paper is properly loaded, covers and paper bales correctly closed and positioned so microswitches are engaged; change toner, ink cartridges, printer drum, paper; and clean printer.

C-2.96. Computer products—Standard outputs to include PC-III refresh products and/or user defined that are produced from the Personnel Data System.

C-2.97. Computer Security—The protection of the information and physical assets of a computer system.  See Information Security and Network Security.

C-2.98. Computer Systems Administrator—The individual responsible for operating and maintaining a computer system.

C-2.99. Computer-Generated Forms—Form created in a functional area system, having the same requirements of the official form. It must be promptly revised upon revision of the official form. Any deviations in design must be approved by the OPR.

C-2.100. Contingency Operations—An unanticipated increase or decrease in the level of service required.

C-2.101. Continuity Book—A notebook containing the latest statistics, data, policies, procedures, and plans unique to a functional area.

C-2.102. Contract Manager—Personnel designated by the Contractor as having authority to contractually obligate the firm.

C-2.103. Contracting Officer (CO)—The only Government personnel with authority to enter into, administer, terminate contracts, or otherwise obligate the government to the extent of the authority delegated to them.

C-2.104. Contracting Officer's Designated Representative—Government personnel identified, by appointment letter signed by the PCO, to carry out specific duties in administration of the contract.  Limits of authority may be identified in appointment letter or within the contract itself.

C-2.105. CONUS—The 48 contiguous states and the District of Columbia. (See overseas)

C-2.106. Core Collection—An AFLIS identified standard collection that will be maintained by all Air Force general libraries.  Core collections have been identified for professional reference, reference, periodicals, and electronic databases to ensure consistent quality among Air Force libraries.

C-2.107. Core Task—Tasks identified by the AFCFM as minimum qualification requirements within an AFSC, regardless of duty position.  Core tasks may be specified for a particular skill level or in general across the AFSC.  Guidance for using core tasks can be found in the applicable CFETP narrative

C-2.108. Corrective Action.  Actions required to solve or elevate a specific problem.

C-2.109. Counseling—Provision of information and/or assistance for individuals, families, and groups.  Includes personal interviewing to assess client needs, determining available resources, and providing information, assistance, or referral.

C-2.110. Course Catalog—A catalog for use by high school students, counselors, and other interested persons who need information about the Air Force Academy, its curriculum, and its faculty.

C-2.111. Coverage—The entire scope of content considered for inclusion in the base paper as well as the geographical areas on and off the Academy proper.

C-2.112. Crazy Check—Term used by 10th SVS to denote a service award presented to an employee.

C-2.113. Crisis Assistance—Provision of immediate, short-term assistance in response to an acute crisis situation, designed to initiate actions necessary for restoration of functioning at the pre-crisis level.  The typical steps are designed to:  (1) reduce disabling tension and anxiety, (2) initiate adaptive problem-solving, and (3) develop plans for additional/further assistance.  The goals of crisis assistance are limited in scope and include relief of presenting symptoms, identification of remedial measures, and linkage to additional sources of ongoing assistance.

C-2.114. Critical Systems—Any piece of equipment used to access the Personnel Data Systems (PDS) or the PDS itself and is shared by multiple users.  Current examples are Personnel Concept-III (PC-III) gateway and endpoints, servers, Base Level Military Personnel System (BLMPS), and main communication lines to the PDS.

C-2.115. Critical Tasks—Tasks that have been identified by the work center supervisor as having a detrimental effect on mission accomplishment if not performed correctly.  Critical tasks may or may not be the same as core tasks, but are mandatory if identified as 'critical' to the individual's position by the supervisor or other appropriate authority.

C-2.116. Customer Account Representative (CAR)—A person appointed, in every organization, to establish requirements for non-electronic publications and forms. Electronic and physical will be acquired through the Electronic Transaction System (ETS).

C-2.117. Customer Complaint—A customer comment, either oral or in writing, that requires an action or a response on the part of the agency to rectify.

C-2.118. Customer Satisfaction Rating—Is based on timeliness, accuracy, effectiveness and quality of work for marketing and promotional plans, writing and editing services, promotional and graphic products, and distribution of promotional materials and information.

C-2.119. Data Quality Control.  A program to periodically review data to ensure it is being updated in a timely manner and free of errors.

C-2.120. Database Searching—A means for finding information, bibliographic references (citations), abstracts or full text articles, by using a computer in an interactive mode and requiring the development of search strategies utilizing Boolean logic and other search techniques.

C-2.121. Database Services—An on-line service composed of multiple databases with telecommunications charges for connect time.  It is used for database searching and data retrieval.  It requires the ability to develop search strategies, use Boolean logic, and other search techniques.  Examples of these services are: DIALOG, DROLS, and FirstSearch.

C-2.122. Deadline—The cutoff time when any final product or service is due as a completed action to the intended recipient. (see also suspense)

C-2.123. Defective Performance/Service—A service output that does not meet the standard of performance specified in the contract for that service.

C-2.124. Defense Joint Military Pay System –(DJMS) Reconciliations.  An official notice from HQ AFPC that requires the MPF to take specific actions on individual records to ensure that Base Level, HAF, and the DJMS files are in agreement.

C-2.125. Departmental Forms—An Air Force form designated “AF” which is used Air Force wide. These forms must be prescribed in a Department of the Air Force standard or specialized directive.

C-2.126. Departmental Publication—An Air Force level standard publication issued by, or by the order of, Secretary of the Air Force.

C-2.127. Deselect—The official removal of titles from a library’s collection, as a result of systematic weeding, or the withdrawal of missing or physically damaged materials.

C-2.128. Design—The aesthetic appearance of all elements on an individual page individually or in a multi-page document to make it user-friendly and attractive to the reader.

C-2.129. Desktop Publishing—The process of producing a publication from beginning to end electronically, using industry standard software designed for that purpose.

C-2.130. Dewey Decimal System—A scheme developed by Melvil Dewey which divides human knowledge into ten main classes that are further subdivided by the addition of decimal points to the whole numbers.  (See decimal classification in The ALA Glossary of Library and Information Science.)

C-2.131. DIALOG—See Database Services.

C-2.132. Directorate of Libraries—The staff agency of the USAFA Dean of Faculty (DF) mission element that manages library services at the Air Force Academy.  The COMLIB will not remain part of this structure after completion of the A-76 study and the awarding of the contract.

C-2.133. Distance Learning— Formal courses that a training wing or a contractor develops for export to a field location (in place of resident training) for trainees to complete without the on-site support of the formal school instructor. Includes video teleseminars (VTS), video teletraining (VTT), and computer based training (CBT).  Distance learning courses are offered by the Air Force Institute of Technology, Air University, and various training detachments.

C-2.134. Distinguished Visitor—An important person whose visit can reflect favorably on the Air Force Academy.

C-2.135. Distribute.  To divide and place products in the proper customers’ area.

C-2.136. Document Delivery—The provision of documents, published or unpublished, in hard copy or microform, at an established cost upon request. (see also Interlibrary Loan)

C-2.137. Doolie—First year cadet.

C-2.138. Doolie Day Out (DDO) —An annual event that allows basics a few hours away from USAFA and the cadet area. A host family will be assigned to each basic cadet. The host family will open their homes to the basics, provide them with a home-cooked meal and an opportunity to call home at the basics’ own expense. Basics will have time to speak with their sponsors and ask about USAFA and the surrounding area.

C-2.139. Dynix—The ILS currently installed and operated by the Directorate of Academy Libraries that serves the three USAFA branch libraries—the Academic Library, the COMLIB, and the MEDLIB, the Audio-Visual Services, the Center for Educational Excellence, and the Map Depository, and the base library at Fort Carson.  It will not be available to the contractor for more than 180 days after the contract start date.

C-2.140. Eaglet—an Academy VIP bus.

C-2.141. Edit—To polish one’s work by carefully reviewing and modifying text to make more readable, with emphasis on active voice and sound grammar practices.  Primarily the responsibility of the editor, but applies to all public affairs staff members who provide content to the Internal Information division.

C-2.142. Education Services Officer (ESO)—The on-base individual responsible for negotiating with institutions of higher learning to ensure high quality, cost-effective educational opportunities, from learning basic skills through graduate-level degrees programs available on-base.  The ESO manages quality assurance, the military tuition assistance program (obligates government funds), on-base testing services, and education related counseling. He or she also identifies educational needs and develops an educational plan for base personnel.  Sometimes called the Base Education Officer

C-2.143. Education Support—Programs, services, and resources that general base libraries offer to authorized customers enrolled in general education or PME courses.

C-2.144. Education—Professional Military Education (PME) and General Education pursuits of on-base personnel.

C-2.145. Electric Counter—An electronic counter located at the front entrances of various agencies.  The totals are taken daily and, if applicable, the counter is reset to zero each day

C-2.146. Employment Assistance—A program conducted by specially trained counselors who help military spouses, other family members, and DoD personnel find public- and private-sector employment.  The program includes, but is not limited to, workshops, career counseling, training, self-employment skills, job referrals, and guidance on self-employment in government quarters.

C-2.147. End of Day (EOD)—A scheduled process that executes a series of electronic programs producing RIPS, DESIREs, Management and System Status Reports, and bundles data packages for output to external systems.  Normally run during non-duty hours.

C-2.148. Enrollment—(a) An entry into any Air Force course or program offered through the Education Services Office.  (b) A count of students involved in on-base programs and active duty members involved in off-base programs.

C-2.149. Escort Officer—The person who escorts a visiting group and who takes responsibility for the group.

C-2.150. Exhibit area—An area that features displays on information, services, responsibilities, or other aspects of USAFA operations.
C-2.151. External Evaluation—Acquisition and analysis of data from outside the training environment to evaluate the training product in the operating environment.

C-2.152. Facility Manager—The individual responsible for ensuring that snow, debris, etc. are removed from 25 feet on all sides of a facility and ensuring that requests for needed building maintenance, repair and system upgrades are submitted to the appropriate organization.

C-2.153. Fact Sheets—Information on a variety of subjects and items of interest at the Air Force Academy including: Academics, The Academy Experience, The American Legion Memorial Tower, Airmanship, Athletics, The Cadet Chapel, Cadet Choirs and Chorale, Cadet Pay, Cadet Summer Research, Center For Character Development, Commandant's Leadership Series, Cadet Drum and Bugle Corps, etc.

C-2.154. Falconry program—a program run by cadets in which the falcons are raised and trained for exhibition and show at football games and USAFA public events

C-2.155. FAMCAMP—Family camping area located east of Stadium Blvd and northeast of the Stadium.

C-2.156. Family Support System—The network of agencies, programs, services, and individuals that supports military readiness by preventing or ameliorating family stress, promoting healthy community environments, and freeing DoD personnel from family worries so they are may focus on unit missions.

C-2.157. Features—Any story or photo depicting a less time sensitive topic than a hard news story.  Can include, but is not limited to, personality, auxiliary, human interest, local cartoons and columns, society columns, birth columns and so forth.  The contractor shall discuss possible feature story ideas with the Internal Information division chief at least weekly to maintain a list of future targeted stories.

C-2.158. Field Forms—Field forms are other than departmental forms issued by Air Force activities.  They are Major Command (MAJCOM), Field Operating Agency (FOA), Direct Reporting Unit (DRU), Joint Use and Field Activities Forms.  These forms are prescribed in standard or specialized publications for use by two or more activities assigned, attached to, and within the originating organization.

C-2.159. Field Publications—Publications originating at MAJCOM, FOA, DRU, wing, base, or unit level and applying to all units under the control of the issuing headquarters.

C-2.160. Field Training Backlog—The personnel waiting for training that the Air Force specifically identifies (according to the classifications of "available," "priority," and "total") in order to manage field training requirements more efficiently.

C-2.161. File Plan—The USAFA approved plan by which all office records are filed, maintained, updated, and deleted.

C-2.162. File Transfer Protocol (FTP)—a process of electronically sending an entire issue to the publisher or customer over the internet.  Contractor shall be prepared to deliver final hard-copy proofs personally to the publisher in the event that the FTP process fails.

C-2.163. Financial Management Program (FUNMAN)—The financial management program that automates the funds control functions for libraries.  The software program tracks allocations and expenditures for central and local appropriated, and non-appropriated funds.  A module of the AFLMIS.  The fund accounting sub-system of the ILS, may be substituted, with the approval of AFLIS, for FUNMAN.

C-2.164. Flag—A color name plate that appears at the top of Page 1 on each publication identifying the publication’s name, date of publication and location.  Any changes to the flag shall be coordinated through the Internal Information chief, the director of public affairs and, ultimately, through the Academy superintendent.

C-2.165. Flight Chief—An individual responsible to the Squadron Commander for managing agency activities and providing administrative support to personnel assigned to subordinate elements within the area.

C-2.166. Flying/Soaring Squadrons—The Academy Soaring program is designed to allow cadets to receive their first hands-on experience in a flying environment. The 94th Flying training Squadron handles all training associated with the soaring program. 

C-2.167. Formal Training—Training or education of individuals in courses/workshops/seminars conducted by organizations/individuals whose primary mission is training, education, or professional development of personnel. Not to be confused with on-the-job training.

C-2.168. Fort Carson (Army)—Army Post located approximately 24 miles south of the Air Force Academy. The mission of Fort Carson is to mobilize, train and deploy combat-ready forces while caring for soldiers, their families and the civilian employees who work there. There are more than 15,000 soldiers, 31,000 family members and 3,200 civilian employees located at Fort Carson.

C-2.169. Front Desk (Visitors’ Center)—Desk located at the entrance to the Visitor Center.  The Barry S. Goldwater Visitor’s Center contains Academy Displays, a theater, gift shop, snack bar, restrooms and public telephones. Open every day at 9 a.m. to 5 p.m. The front desk is the first place the public visits to obtain a map, ask questions or to get information concerning the Academy.

C-2.170. Functional and Additional Duty Ancillary Training—Formal training for a specific group of persons in subjects with a direct mission impact or individuals preparing for an additional duty.  

C-2.171. Functional Area Chief—The individual responsible for a functional area (e.g.: squadron commander)

C-2.172. Functional Area Records Manager (FARM)—The representative for a group of files who ensures that the records are maintained according to AF requirements.

C-2.173. Functional Area—The organization having the responsibility for the actual performance of a given service whether it is performed in-house (the MEO) or by contract.

C-2.174. Functional Publication Library—A unit or staff library that contains only publications needed for the mission in a specific functional area. 

C-2.175. Functional System Analyzer (FSA) —Provides the capability for transaction processing with the Base Level Personnel Data System.

C-2.176. Fund Allocation—The amount of money authorized to purchase materials and/or services.

C-2.177. General Ancillary Training—Periodic formal training with an indirect mission impact in subjects that apply to all military and civilian personnel.

C-2.178. General Education—All education pursuits not identified as PME.  This can include, but is not be limited to, Graduate School, College, High School, Grade School, and self improvement.

C-2.179. Gift Shop—Co-located in the Visitor’s Center, but not a part of that operation, all proceeds from sales at the Gift Shop go directly to supporting the cadet athletic program. 

C-2.180. Golden Eagle Standards—Air Force authorized standards for the operation of Services functional areas.

C-2.181. Graphics/Graphic design—Elements for creation and inclusion in conjunction with line art and/or photographs.  Photos may require digital enhancement, cropping, scaling, or other technical adjustment to prepare them for publication.

C-2.182. Headquarters Forms—Forms developed for use within two or more staff offices of a headquarters.  They must be prescribed in a headquarters regulation. 

C-2.183. Hold—An item from a library collection that is held, upon its return by one borrower, for a prescribed length of time for another borrower by request.  (see also Reserves)

C-2.184. Host Officer—The top person who acts as the Academy host for a visiting group or individual.

C-2.185. In-Depth Reference (Library)—A response to a customer’s oral or written questions that takes more than five minutes to research, sometimes requires multiple reference sources to answer, and may be given as an informal oral answer or as a formal written response.

C-2.186. Information Management—The office that is responsible for publications, forms, orders, and record keeping. Now referred to as Communications and Information.

C-2.187. Information Scroll—An information screen that is programmed weekly in the VC theater to run between presentations.

C-2.188. Information Security—The protection of information systems against unauthorized access to or modification of information, whether in storage, processing or transit, and against the denial of service to authorized users or the provision of service to unauthorized users, including those measures necessary to detect, document, and counter such threats.

C-2.189. Information, Ticket and Tours (ITT)—Tours office supporting sales of leisure time tickets, condominium reservations, and travel requirements for qualified customers.
C-2.190. Initial Skills Training  A formal school course that results in an AFSC 3-skill-level award. 

C-2.191. Installation—An Air Force, Army, Marine, or Naval base, post, station, site, etc.

C-2.192. Integrated Library System (ILS)—A computer system with software designed to manage multiple library functions such as, but not limited to: acquisitions, cataloging, circulation, fund accounting, inventory control, patron registration, serials control, the on-line public access catalog (OPAC) and other associated databases, including LANs, CD-ROMS, and on-line and internet databases.

C-2.193. Interlibrary Loan (ILL)—A transaction in which, upon request, one library lends an item from its collection, or furnishes a copy of the item, to another library not under the same administration or on the same base.  (see also Document Delivery).

C-2.194. Intermediate Authority—Any level below final approval authority.

C-2.195. Internal Evaluation—Collection and assessment of data within the training environment.

C-2.196. Interpreters—special assigned briefers of mission briefing who volunteer to speak on the academy’s behalf in foreign languages for our foreign guests.  Typical languages include French,   Typical languages include, but are not limited to, French, German, Spanish, Japanese, Chinese, Arabic, and Russian.

C-2.197. Intra-Library Loan—A transaction in which one USAFA library (Academic, COMLIB, or MEDLIB) lends an item from its collection, or furnishes a copy of an item, to another Directorate of Libraries branch.  The COMLIB will not be part of the Directorate of Libraries after the completion of the A-76 study.

C-2.198. Inventory—Verify accountability of all UPRGs by name and social security number against source document.

C-2.199. Item Record—The electronic record that identifies the information that is unique to each item in the library collection, such as, call number, location, etc.

C-2.200. Job Site Training—Formal courses that a training wing or a contractor develops for export to a field location (in place of resident training) for trainees to complete without the on-site support of the formal school instructor.  Not to be confused with on-the-job-training.

C-2.201. Layout—The physical placement of editorial content in a publication as it applies to current journalism industrial standards.
C-2.202. Lease Collection—A revolving collection of popular works in high demand provided to a library by a leasing service for a rental fee.

C-2.203. Librarian—An individual who has completed a basic undergraduate degree and an American Library Association accredited master’s program in librarianship and who meets the OPM 1410 classification standards.  A Library Director must also have three years of post-master’s professional level experience; other librarians must have at least one year of post-master’s professional-level experience.

C-2.204. Library Annual Report (LARP)—An AFLIS-produced automation program for the library annual report process.  The program gathers all required statistics for library operations for five years and produces reports for individual libraries with analysis of financial data, usage, and productivity.  A module of AFLMIS.  There is no substitute for the LARP.

C-2.205. Library Director—An individual who meets the qualifications of a librarian with NLT three years of post-master’s professional experience and whose title is used to designate him/her as the chief executive officer of the library.

C-2.206. Library Ownership (OCLC)—A unique four-digit symbol assigned to libraries that is used to identify collection holdings in the OCLC Online Union Catalog.

C-2.207. Limited-On-Season (LOS) —An activity may take place in lieu of intramurals and other activity time on the Cadet Wing Scheduale of Calls.

C-2.208. Line Art—Any self-generated, graphics requested or otherwise used art in support of a story or as a stand-alone element.  The Contractor shall provide suitable credit to the artist who created the art.  

C-2.209. Lobby Information Board—A sign board located next to the Barry S. Goldwater Visitors' Center restrooms contains updated information about facilities on the Academy grounds open for visitors. 

C-2.210. Local Funds Budget—An annual document that identifies requirements for library materials and services funded by the installation.

C-2.211. Local Funds—Installation operation and maintenance (O & M) funding source.  Installation Resource Manager responsible for managing and tracking funds.

C-2.212. Localization—The process of taking any general news and tailoring it to meet the needs and interests of the intended audience.

C-2.213. Lot—The total number of potential service outputs in a surveillance period.

C-2.214. Lt. Gen. “Skip” Scott Conference Facility—The Academy’s premier executive meeting facility is available for high-level conferences, meetings or briefings sponsored and hosted by an Academy 0-6 or above, a non-Academy 07 or above, or the civilian equivalents and where the prestige of the location is appropriate.

C-2.215. Mandatory Documents—Documents or directives with which the contractor must comply and perform strictly according to the instructions contained herein.

C-2.216. MARC Format—A cataloging record format that can be recognized, accepted, and used directly by a machine such as a computer or other data processing device.  MARC records must be fully exportably and importable to the COMLIB’s ILS as well as to OCLC.  Example is the Library of Congress MARC Format.

C-2.217. Marketing Plan—An arranged structure to guide the marketing program.  A step-by-step decision and action process.

C-2.218. Marketing—The process of determining the target market for your product or service, detailing the targets market's needs and wants, and then fulfilling these needs and wants better than the competition.  Marketing is a mixture of four distinctive, interrelated and interdependent strategies: public relations/publicity, advertising, merchandising, and promotion. 

C-2.219. Mast/Disclaimer—The block of text outlining submission and editorial policies to the readership.  The mast includes the names and ranks of newspaper staff members as well as the director of public affairs and the superintendent.

C-2.220. Master Publications Library—A centralized repository of non-electronic publications or those electronic publications issued as paper copies, i.e. Tongue and Quill, PFE’s.. 

C-2.221. Master Task Listing (MTL)—Document maintained within the workcenter that identifies all tasks performed in workcenter.  This includes core, critical, position qualification, and wartime tasks.  This document may be automated.

C-2.222. Master Training Plan—A comprehensive training plan for a workcenter.  It can include the MTL, Qualification Training Packages (QTPs), AFJQS, CFETP, task breakdowns, commercial publications and any other document that supports training.

C-2.223. Mediated Search—A search of an electronic database for a library customer by a librarian or staff member.  Typically it is performed after the librarian or staff member conducts a reference interview with the customer.

C-2.224. Memorandum (Superintendent’s)—A letter requesting the Academy superintendent to greet visiting civic leaders.

C-2.225. Memorandum Of Understanding (MOU)—an agreement between a civilian institution and a base or command.  Such agreements must exist with all institutions providing courses, and full degree programs on an Air Force Base as well as between those institutions and the base agency that may be providing services to the outside institution or its customers.

C-2.226. Merchandizing—Prominent display techniques which showcase products. 

C-2.227. Military Organization Exercises—A military maneuver or simulated wartime operation involving planning, preparation, and execution.  It is carried out for the purpose of training and evaluation.  It may be a combined, joint or single-Service, depending on participating organizations.

C-2.228. Mission Briefing—A presentation given to VIPs, DV’s, etc. which explains the mission of the Air Force Academy.

C-2.229. Mission—Functions, initiatives, and operations of Air Force agencies and organizations.

C-2.230. Must Run—Any story identified by Air Force leadership as one that must be published in the next available issue for all base papers.  The editor receives these stories and related guidance via E-mail directly from AFNEWS.

C-2.231. MWR Fund—A fund allocated in the accounting system for Services activities.

C-2.232. National Agency Check (NAC)—A records check of designated agencies of the Federal Government that maintain record systems containing information relevant to making a personnel security determination.

C-2.233. Nature Trail—The trail that connects the Visitors’ Center with the Cadet Chapel.  It is approximately 1/3 mile long.

C-2.234. Network Security—Protection of networks and their services from unauthorized modification, destruction, or disclosure, and provision of assurance that the network performs its critical functions correctly and there are no harmful side-effects.

C-2.235. News—any story or photo idea with news value for inclusion in the base paper or for release to internal or external publications including, but not limited to, Airman Magazine and Air Force Times.

C-2.236. Non-Appropriated Fund Instrumentality (NAFI)—An integral DoD physical and organizational entity that performs essential governmental functions.

C-2.237. Non-Appropriated Funds (NAF)—Government funds separate and distinct from funds that are recommended in the Book of the US Treasury and not appropriated by Congress.  Obtained for the sale of goods and services.

C-2.238. North American Aerospace Defense Command (NORAD)—a bi-national United States and Canadian organization charged with aerospace warning and aerospace control for North America

C-2.239. Obsolete Publication.  A rescinded or superseded publication. 

C-2.240. Office Collection Management Program (OCMAN)—An AFLMIS subsystem that automates the office collection management function for libraries by tracking office information, office books on loan, office subscriptions received, and projected office collection requirements for out-years.  This function at USAFA is performed by the Academic Library, not the COMLIB.

C-2.241. Office Of Primary Responsibility (OPR)—Any headquarters, agency or activity having primary functional interest in, and responsibility for a specific action, project, plan, program, or problem. 

C-2.242. Office Point of Contact (POC)—An individual in an organization who is  responsible for responding to inquiries by customers or for meeting a suspense.

C-2.243. Official Mail—Official matter as penalty mail or on which postage and fees have been prepaid.

C-2.244. Official Matter—Any item belonging to or exclusively pertaining to the business of the US Government.

C-2.245. Official Request— A request that comes from an individual that has the need to know, or changes data, to accomplish their official task.

C-2.246. Off-Site Training—Training offered at locations other than the base.

C-2.247. On-line Computer Library Center (OCLC)—The world’s largest bibliographic database serving more than 30,000 libraries of all types in the United States, other countries, and territories.  Their Online Union Catalog offers more than 60 related services ranging from cataloging to telecommunications.

C-2.248. On-line Request—A requested product produced on-line outside the End-of-Day process.

C-2.249. On-The-Job Training—Hands-on, "over-the-shoulder" training that a duty location uses to certify personnel in both upgrade (skill-level award) and job qualification (position certification) training.  Not to be confused with formal training.

C-2.250. Open Screen/Message— The response to a login message that displays the tables dates, FSA date and the as of date.

C-2.251. Open System—The personal data or computer system that has been opened by a login message and is ready for use.

C-2.252. Opening & Closing Procedures—A list of actions that must be done to open or close a facility..

C-2.253. Operating Budget Account Number (OBAN)—An individual account number assigned to each installation managing Program Element 89732 education funds.

C-2.254. Operation Bootstrap—A program that provides for permissive temporary duty for resident study of qualified and eligible Air Force military personnel to complete a baccalaureate or higher degree if it can be completed within one (1) year.

C-2.255. Operation Plans (OPLANS)—Any plan for the conduct of military operations.  Plans are prepared by combatant commanders in response to requirements established by the Joint Chiefs of Staff and by commanders of subordinate commands in response to requirements tasked by the establishing unified commander.  OPLANS include all phases of the tasked operation.

C-2.256. Organization—Any wing, group, squadron, flight, detachment, directorate, staff office, or similar identified entity in the military structure. 

C-2.257. Out-of-Cycle Training Requests—Unit requested training out of the normal screening cycle.

C-2.258. Outreach—Elements of the family support system that link support and services and informs families of services available to them before family concerns and problems reach crisis proportions.  The outreach program identifies at-risk populations, establishes priorities for services through community needs assessments, and coordinates the delivery of a variety of family support services.

C-2.259. Overdue Actions—Required actions that the user has failed to implement after being provided with official notice or suspense to complete by a specified date.

C-2.260. Overseas—Any area outside of the contiguous 48 continental United States and the District of Columbia.  The area also includes Hawaii and Alaska.  (See CONUS)

C-2.261. PA Announcements—Announcement made when necessary to inform people in a general area of immediately upcoming events (e.g.: lunch formation, video presentations, move your vehicles, trail closures, etc.).

C-2.262. Performance Requirement—The point that divides acceptable and unacceptable performance of a task according to the performance requirement summary and the Inspection of Services clause.  It is the number of defectives or maximum percentage of defectives in the lot that is deemed acceptable.  Any further defectives will require the government to take corrective actions.

C-2.263. Performance Requirements Summary (PRS)—A listing of the service outputs under the contract that are to be evaluated by the QAE on a regular basis, the surveillance methods to be used for these outputs, and the performance requirement of the listed outputs.

C-2.264. Periodic Surveillance—A surveillance that consists of the evaluation of samples selected on other than 100% or statistically random basis.  An example is weekly inspections when the QAE chooses the location and time in other than a statistically random manner.

C-2.265. Personal Financial Management—programs conducted by specially trained counselors who provide personal and family financial education, information services, and assistance including, but not limited to, consumer education, advice and assistance on budgeting and debt liquidation, retirement planning, and savings and investment counseling.

C-2.266. Peterson AFB—The 21st Space Wing is the host wing for Peterson AFB. It operates worldwide space and ground-based sensors to provide early warning of ballistic missile attacks, launches of new space systems, and provides data on foreign nuclear detonations. Along with Cheyenne Mountain Air Station, Peterson supports the North American Aerospace Defense Command, US Space Command, Air Force Space Command, and the 302nd Airlift Wing—an Air Force Reserve unit flying C-130 aircraft. Peterson is located 15 miles southeast of USAFA on the east side of Colorado Springs, south of Platte Ave., near highways US 24 and Colorado 94.

C-2.267. Planetarium—Primarily a classroom for astronomy, physics and navigation classes the planetarium offers free public shows periodically.  It is a USAFA Visitors’ Tour site.

C-2.268. Posting—Adding or removing pages, or writing in changes or items from a supplement to a basic.

C-2.269. Preparatory School (Prep School)—A one-year, post-secondary, college preparatory program administered by a faculty of 35 military and civilian individuals to strengthen the academic foundation of its 250 cadets for admission into the Air Force Academy.  It is located adjacent to the Community Center.

C-2.270. Print Products—Function performed daily that includes printing, copying to a disk or forwarding through email.

C-2.271. Professional Library Experience—Work that requires an ALA accredited master’s degree and that provides professional responsibilities including those of management (including, but not limited to, those responsibilities that require independent judgment, interpretation of rules and procedures, analysis of library problems, and formulation of original and creative solutions based on knowledge of a subject field represented by an undergraduate degree and a graduate library education.)  Experience at the library technician or paraprofessional level is not considered qualifying experience, even if it occurs after receipt of the accredited master’s degree.

C-2.272. Professional Military Education (PME)—The education and training provided to military and civilian to improve member’s general qualifications and ability in military science and tactics.

C-2.273. Program Element Code (PEC) 89732 Operations and maintenance The (O&M) program that provides funds for military tuition assistance.

C-2.274. Programming—The process of planning, organizing, conducting, and evaluating an activity to provide information for a specific group or on a specific subject area (e.g: a tax seminar, children’s summer reading program, How to write resumes seminars, etc.)

C-2.275. Promotion—Communicating information about programs, products, services, and/or activities to eligible customers, the media, other agencies, local commands,  management and staff.  Informing patrons of the benefits program offers, and how program is distinctively different from other similar programs, products, services, and/or activities. 

C-2.276. Proofread—To read for grammatical mechanics and AP Style; primarily the responsibility of the editor.

C-2.277. Public Relations—Development of positive relations with internal and external publics.

C-2.278. Public Services (Library)—Those library activities and operations which entail regular, direct contact between library personnel and library users, including circulation services, information services, reprographic services, and others with similar characteristics.  The term is, in practice, broadened to include collection development and evaluation activities.

C-2.279. Publication Date—The day each week (50 times per year) that the base newspaper is distributed and is available to readers at large.  

C-2.280. Publications Custodian—A person in an office or agency who receives publications to post, file, and maintain in the publications library. 

C-2.281. Publications Set—One or more publications directly related to one or several persons' duties. 

C-2.282. Publicity—Free advertising, such as news or feature articles, Public Service Announcements (PSAs), etc.

C-2.283. Publicize Criteria—Notify base populace/assigned organizations of award eligibility/requirements.

C-2.284. Publishing Bulletin (PB)—An official document published every two weeks. Announces processing and recession actions on Air Force publications and forms and is used to post indexes.

C-2.285. Publishing Distribution Office (PDO)—The base or installation activity that is responsible for procuring and distribution forms and publications. Scheduled for closure 1 Oct 99. Publications and forms will be acquired through ETS.

C-2.286.  "Pursuit of Excellence" video—A short (14-minute) presentation highlighting the academy experience.  It is shown every 30 minutes from 9 am to 4 pm in the Visitors’ Center Theatre.  

C-2.287. Qualification Training—Hands-on performance training that the military personnel office designs to qualify an airman in a specific position.  This training occurs both during and after upgrade training to maintain up-to-date qualifications.

C-2.288. Quality Assurance (QA)—A planned and systematic pattern of all actions necessary to provide confidence that adequate technical requirements are established; that products and services conform to established technical requirements; and that satisfactory performance levels are achieved.  For purposes of this manual, it is those actions taken by the Government to assure that services meet the requirements of the Performance Work Statement (PWS).

C-2.289. Quality Assurance Evaluator (QAE)—A functionally qualified, government employee who performs quality assurance functions for a contracted service.

C-2.290. Quality Assurance Surveillance Plan (QASP)—An organized written document specifying the methodology to be used by the government to monitor contractor performance.

C-2.291. Quality Control (QC)—Those actions taken by a contractor to manage the production of outputs to ensure they conform to the contract requirements.

C-2.292. Quality Control Plan—A contractor-provided document, submitted as part of the technical proposal on all negotiated acquisitions, that identifies the contractor’s procedures for monitoring, assessing, and improving the quality of the service or services to be performed.

C-2.293. Quality-of-Life—Programs that foster esprit de corps, legacy, cohesiveness, morale, productive use of leisure-time, and personal and professional development.

C-2.294. Random sampling—A sampling method in which each service output in a lot has an equal chance of being selected for QAE surveillance.

C-2.295. Re-accreditation (Computer System)—The process accomplished to revalidate the Approval to Operate for an existing computer system where major changes have been made.

C-2.296. Readership-intended—reading audience including, but not limited to, active duty members, cadets, reservists, retirees, family members and civilian employees.

C-2.297. Ready Reference Service—A service provided to library customers of answering repetitive questions or questions which can readily be answered from general library print or on-line sources or the ready reference collection.  Typically ready reference questions take less than five minutes to locate the answer, and usually do not require a written response.

C-2.298. Receiving Report—A document identifying the date purchased item(s) were received by an agency.

C-2.299. Reconcile invoices—The process of checking the accuracy of school invoices against issued tuition assistance.

C-2.300. Record—Information maintained, often in a set format, and located in a specific place.  It may be in a physical or an electronic format.

C-2.301. Reference Interview—The process by which a librarian ascertains from a patron the depth of knowledge, understanding, and application required to answer a question or to provide the necessary information, materials, and/or service. 

C-2.302. Reference Librarian—an individual who meets OPM librarian classification standards, has at least one year of post master’s professional experience, and who is responsible for information services.

C-2.303. Reference Service—Personal assistance provided by members of the library staff to library users in pursuit of information.  

C-2.304. Regional Network—A specialized type of library cooperation for centralized development of cooperative programs and services within a designated region, including use of computers and telecommunications, and requiring establishment of a central office and a staff to accomplish network programs rather than merely to coordinate them.

C-2.305. Re-performance Time—The time frame allowed for the contractor to correct defective (unacceptable) work and submit to re-inspection

C-2.306. Reserve—A collection of materials segregated, usually temporarily, from the general collection and assigned restrictive loan periods so as to assure greater availability to certain user groups, such as students in a particular course, who will have need of the materials within a limited time period.

C-2.307. Restricted Area—An area designated by the commander where access is restricted to people having an official need to enter. 

C-2.308. Reunion Groups—Group of people, usually of military origin, who visit a military organization. Usually there is some connection to a military unit at the installation.

C-2.309. Review—A formal inspection of the output products produced from the End of Day to ensure receipt and accuracy. 

C-2.310. Risk Analysis—A part of risk management used to minimize risk by effectively applying security measures commensurate with the relative threats, vulnerabilities, and values of the resources to be protected.  The value of the resources includes impact on the organization the automated system supports, and the impacts of the loss or unauthorized modification of data.  Risk analysis consists of four modules; sensitivity and criticality assessment, risk assessment, economic assessment, and security test and evaluation.

C-2.311. Rolling Inventory—A continuous accounting of materials or supplies using a defined plan to ensure all items are systematically accounted for in a regularly set period of time.

C-2.312. Sample—A sample consists of one or more service outputs drawn from a lot for quality assurance surveillance.

C-2.313. Sampling Guide—The part of the surveillance plan that contains all the information needed to perform surveillance of the service outputs.

C-2.314. SARAH-LITE—A computer program used to transmit information (messages) between telecommunications centers.

C-2.315. Schedule End of Day—To coordinate with the Defense Mega Center (DMC) a plan of details that include type of EOD and other required actions during the process.

C-2.316. Scholarship for Outstanding Airmen to ROTC (SOAR)—The ROTC name for the LEAD Phase II program (see also LEAD).

C-2.317. Schriever AFB—The newest base in the United States Air Force, is located 10 miles east of Peterson Air Force Base in Colorado Springs, CO.  The 50th Space Wing is headquartered at Schriever Air Force Base.  Satellite operations are conducted from the Jack Swigert Space Operations Facility.  The base acreage is 3,840 and its population is approximately 4,800 military, DOD civilians, and contractor employees.

C-2.318. Screen—Pull extraneous documents and review for overall accuracy. Reaccomplish documents as appropriate, (e.g.  DD Form 93, SGLI,  and jacket.)

C-2.319. Security Clearance—A determination that a person is eligible under the standards of DoD and the Air Force personnel security programs for access to classified information.

C-2.320. Security Exercises—A maneuver, operation, or drill carried out for the purpose of security training, evaluation, and discipline.

C-2.321. Security Forces (SF)—The Air Force agency equivalent to a Police Department.  It is authorized to enforce laws and regulations and to provide security and protection on Air Force bases.

C-2.322. Security System—A system to protect a location, building, or material against unauthorized entry or use.

C-2.323. Self-Development—Education, training or other developmental activity which is self-initiated, funded by the employee, and taken on the employee’s own time to better qualify them for their work or profession.

C-2.324. Self-Guided Tour—Maps available for visitors to use when visiting areas at USAFA.

C-2.325. Servers—Powerful computes or processes dedicated to managing disk drives (file servers), printers (print servers), clients (users), mail service (e-mail), or network traffic (network servers). Clients rely on servers for resources, such as files, devices, and even processing power.

C-2.326. Services Squadron—The unit that is responsible for a group of aligned Services activities.

C-2.327. Solicit Nominations—The process of advertising requirements and establishing a due date.

C-2.328. Special Training—Formal courses of instruction that personnel design to meet specific, one-time training needs.

C-2.329. Specialized Publication—Publications which provide information of a highly specialized nature that cannot be published in a standard publication. 

C-2.330. Specialized Skill Training—Air Force specialty training that provides the skills and knowledge needed to perform at an advanced skill level or in a supervisory position.  Members receive this training after gaining work experience in an Air Force specialty.

C-2.331. Sports Story—Any story highlighting an individual or team associated with the Academy participating in sporting events both on and off duty, on and off base.

C-2.332. Squadron Officers School (SOS)—A formal Air Force program designed to improve the leadership, officership, and communication skills of officers and designated civilian employees.

C-2.333. Staff Agencies—Any organization at the wing level that is charged with providing oversight and assistance to base-level organizations.

C-2.334. Staff Summary Sheet—A document which introduces, summarizes, coordinates or obtains approval or signature on a staff package.

C-2.335. Standard Publication—Both directive and non-directive publications that announce policies, assign responsibilities, prescribe procedures, direct actions, and inform.

C-2.336. Stored—Filed and secured.

C-2.337. Summer Tour Guides—Temporary employees used during the summer to give tours from the Visitors’ Center to the Cadet Chapel.
C-2.338. Summer Tour Program—Scheduled, guided tours for visitors given during the summer months.

C-2.339. Superintendent’s Welcome Letter—A personal letter signed by the superintendent and placed in each visitor’s packet.
C-2.340. Supplement—A supplement adds material to a publication that a higher headquarters issued. 

C-2.341. Support Agreements—A written agreement between two organizations which identifies what services one organization will provide to the other and the conditions the receiver must meet to obtain the service.

C-2.342. Suspense—A deadline for receipt of requested information at the requesting office.  Suspenses are sometimes stated as “by COB”(close of business) or “NLT.”(not later than).

C-2.343. System Backups—The regular copying of electronic files to allow restoration of a system when required.

C-2.344. System Design Documentation—The documentation and manuals about a network which identifies or provides a schematic of hardware, cabling, configuration of the file server, copies of system login scripts, and menus for each system, print queue setup(s), workstation setups, etc.

C-2.345. System Status Report—A report that provides the systems administrators data that enables them to determine the currency and accuracy of the PDS.  Generally considered to be the “before and after” EOD utility listing and the gateway/endpoint status reports within PC-III.

C-2.346. Table Maintenance—The upkeep of local and central tables.

C-2.347. T-box—An electronic device used to program movies or messages on a screen.

C-2.348. Technical Processing—The area of library operations that includes acquisition of materials, organization and bibliographic control of materials, physical processing, and repair and binding/rebinding of materials.

C-2.349. Temporary Duty (TDY)—Duty location beyond the local area (typically not to exceed 60 miles).  Once duty is complete, member returns to local area for normal duty.

C-2.350. Tenant—An organization located on an Air Force base that does not have responsibility for operating the base. (see also: Associates or Associate Units)

C-2.351. Test Compromise—A violation of test procedures as defined by applicable policies.

C-2.352. Test Control Officer (TCO)—The person responsible for test administration at an education center.

C-2.353. Test Examiner—The person responsible for conducting testing sessions and controlling test material, making sure that all procedures are followed properly, assigning and controlling test proctors and making sure the minimum number of proctors are present. IAW AFI 36-3605 and DEPH Vol 1.

C-2.354. THREATCON—A term used during base emergencies denoting a threatening condition. There are four levels of conditions. The Base Command Center shall notify, through the chain of command, which condition the base is experiencing.

C-2.355. Threat Conditions—Identification of and recommended responses to threats against US personnel and facilities.

C-2.356. Three-Gun Projection System—An electronic projection system used to show movies/ briefings in various USAFA locations
C-2.357. Tour Script—The detailed information to be used by anyone giving a tour of the Air Force Academy.

C-2.358. Trail Closing—Trails may be closed for safety reasons including snow storms, lightning storms, high winds, during special ceremonies, or if work which poses a safety hazard is being performed on the trail.  Trails are automatically closed when the Academy is closed or phased reporting is in effect.

C-2.359. Trained Personnel Requirements (TPR)—The end production goal (graduates) of personnel entering an initial skills course (e.g.: 95 graduates (TPR) plus elimination (5%) equals 100 students (total entries)  (see also STR.)

C-2.360. Trainer—A trained and certified person who teaches personnel to perform specific tasks through OJT methods.  Also, equipment that the trainer uses to teach personnel specified tasks.

C-2.361. Training Capability—The ability of a unit or base to provide training.  Authorities consider the availability of equipment, qualified trainers, class study and reference materials, etc. in determining a unit's training capability.

C-2.362. Training Provider—An organization that develops or conducts training.

C-2.363. Transaction Register—Automated response to data input.

C-2.364. Transaction Rejects—Transactions that fail to pass required edits.

C-2.365. Translations—Information about the Air Force Academy written in Spanish, German and Japanese. This information corresponds with map information.

C-2.366. Tri-fold Program—The program of general base libraries to provide support in three major functional areas – mission, education (both Professional Military and voluntary) and quality-of-life.  (See definitions for mission, education, and quality-of-life.)  The COMLIB only provides educational and quality of life programming.

C-2.367. Tuition Assistance (Military)—Partial payment of tuition for military personnel. 

C-2.368. Updated Data.  Data that is modified to reflect the current status of the individual’s record that has been updated.

C-2.369. Upgrade Training—Training that leads to the award of a higher skill level.

C-2.370. User Complaint.  Dissatisfaction or grievance with the timeliness, accuracy, or availability of a product, output or an application. 

C-2.371. Validate Individual Eligibility—The assessment needed to determine if award criteria are met.

C-2.372. Validate Recommendation—Verify eligibility and information pertaining to award.

C-2.373. Validate Technical Accuracy—Ensure published criteria are met IAW directives.

C-2.374. Vendor—A company or firm that supplies goods or services to a contractor or to the government.

C-2.375. Visitor Center Theater—An area in the Visitors’ Center that seats 250 individuals. It is typically used for showing visitor orientation films, but may be used for large groups of DV’s and admission briefings during the summer months.

C-2.376. Visitor Center—The Barry Goldwater Air Force Academy Visitor Center serves as the gateway to the academy, providing information on the Academy’s history and cadet life to more than 800,000 visitors each year.  The 31,600-square-foot building contains exhibits, a theater, snack bar a gift shop, restrooms and public telephones.  The center is open daily from 9 a.m. to 5 p.m. and extends hours of operation in the summer months to 6 PM.  It is closed Thanksgiving, Christmas and New Year's Days.  Self-guided tour maps and information on the academy are available at the information desk, sometimes called the Front Desk..

C-2.377. Visitors’ Packets—Booklets with Academy information given to civic leaders, distinguished visitors, etc. visiting the Academy.

C-2.378. Volunteer Management-A system to enhance effective recruitment, reimbursement, training, supervision, recognition, logistical support for, and use of volunteers on an installation.

C-2.379. Weighted Airman Promotion System (WAPS)-Air Force enlisted promotion system based on: performance reports, testing, awards and decorations, time-in-grade, and time-in-service. 

C-2.380. Work Center—the area in which an individual performs their work.

C-2.2 ABBREVIATIONS AND ACRONYMS
AACRII-R
Anglo-American Cataloging Rules, 2nd edition, revised
AAFES
Army and Air Force Exchange Service 
ACO
Administrative Contracting Officer

ACQMAN
Acquisitions Management Sub-system of AFLMIS
ACSC
Air Command and Staff College

ADPE
Automated Data Processing Equipment

ADT
Active Duty Tour

ADTM
Additional Duty Training Manager

AECP
Airmen Education and Commissioning Program

AETC
Air Education and Training Command

AFATO
Air Force Acquisition Training Office

AFB
Air Force Base

AFCAT
Air Force Catalog 36-2223

AFCCP
Air Force Civilian Career Programs

AFCPMC
Air Force Civilian Personnel Management Center

AFI
Air Force Instruction

AFIND
Air Force Index

AFIT
Air Force Institute of Technology

AFJQS
Air Force Job Qualification Standards

AFLIS
Air Force Libraries and Information System
AFLMIS
Air Force Library Management Information System

AFLSC
Air Force Libraries Steering Committee

AFMAN
Air Force Manual

AFNEWS
Air Force News Agency

AFOSH
Air Force Occupational Safety and Health

AFOSP/SPI
 Air Force Office of Security Police/Security Police Investigations

AFP
Air Force Pamphlet

AFPAM
Air Force Pamphlet

AFPC
Air Force Personnel Center
AFPD
Air Force Policy Directive

AFR
Air Force Regulation
AFRES
Air Force Reserves
AFROTC
Air Force Reserve Officer Training Corps

AFS
Air Force Specialty.

AFSC
Air Force Specialty Code; Armed Forces Staff College 

AFSIA
Air Force Special Investigations Agency

AFSOC
Air Force Special Operations Command

AFSSI
Air Force Systems Security Instruction

AFSVA
Air Force Services Agency

AFTTC
Air Force Technical Training Centers

AH
USAFA Athletic Department

AI
Academic Institution

AIG
Address Information Group

ALA
American Library Association

ALMC
Army Logistics Management Center

AMETC
Army Management Engineering Training Center

ANG
Air National Guard

APF
Appropriated Funds

APFP
Appropriated Fund Civilian Personnel

ASAP
As Soon As Possible

ASC
Aeronautical Systems Center 

ATN
Air Technology Network

ATP
Air Training Programs

ATP
Ancillary Training Program

AU
Air University

AUTODIN
Automatic Digital Network

AWACS
Airborne Warning and Control System

AWC
Air War College

AWP
Awaiting Parts

BCC
Base Communication Center 

BCE
Base Civil Engineer 

BEPAC
Base Education Planning and Advisory Committee

BITS
Base Information Transfer System 

BLS
Basic Life Support

BMS
Base Medical Services 

BPA
Blanket Purchase Agreement 

BSS
Base Service Store

CAFSC
Control Air Force Specialty Code

CAN
Certificate of Nonavailablity

CAPF
Central Appropriated Funds 
CAR
Customer Account Representative 

CAT A
Category A NAF funds

CAT B
Category B NAF funds

CAT C
Category C NAF Funds

CB
Career Broadening

CBPO
Consolidated Base Personnel Office

CC
Commander

CC
Cost Center

CCAF
Community College of the Air Force

CD
Compact Disc 
CDC
Career Development Course

CDP
Career Development Plan

CDR
Contract Discrepancy Report 

CD-ROM
Compact Disc Read Only Memory

CE
Course Examination

CEP
Career Enhancement Plan

CFETP
Career Field Education and Training Plan

CFT
Centrally-Funded Training funded by Air Staff and Managed by MAJCOM

CHAMPUS
Civilian Health and Medical Program of the Uniformed Services

CLF
Command Fitness and Sports Fund 

CMAL
Controlled Multiple Address Letter

CO
Contracting Officer

COB
Close of Business

COMEX
Common Expiration Date

COMLIB
Community Center Library
COMONMAN
Command Money Management Program

COMPUSEC
Computer Security

COMSEC
Communications Security

CONUS
Continental United States

COS
Civilian Occupational Series 

CP
Command Post 
CPF
Civilian Personnel Flight

CRO
Communications-Computer Requirements Officer

CSA
Continued Service Agreement

CSAF
Chief of Staff, US Air Force

CSRD
C4 Systems Requirement Document

CTM
Command Training Manager

DANTES
Defense Activity for Non Traditional Education Support

DAR
Defense Acquisition Regulation

DAU
Defense Acquisition University
DCAA
Defense Contract Audit Agency 

DFARS
Defense Federal Acquisition Regulation Supplement 

DFSC
Defense Fuels Supply Center 

DIS
Defense Investigative Service 

DL
Distance Learning

DLA
Defense Logistics Agency 

DLA
Dislocation Allowance

DOD
Department of Defense

DODD
Department of Defense Directive

DORS
Defense Outplacement and Referral System

DRMO
Department Reutilization and Marketing Office

DRU
Direct Reporting Unit

DSN
Defense Switched Network (formerly AUTOVON)

EAP
Education Assessment Program

EC
Equipment Custodian

ECI
Extension Course Institute

EOD
End of Day

ESO
Education Services Officer

ETMS
Education Training Management Systems

FAC
Functional Area Chief

FAC
Functional Area Chief

FAMCAMP
Family Camp

FARM
Functional Area Records Manager

FM
Functional Manger (MAJCOM and below)

FMO
Furnishings Management Office

FOA
Field Operating Agency

FOUO
For Official Use Only

FRC
Fund Requirement Card 

FSC 
Federal Supply Class; Federal Supply Catalogue

FSDC
Fire Safety Deficiency Code 

FTD
Field Training Detachment

FTP
File Transfer Protocol

FTW
Flying Training Wing

FUNMAN
Fund Management System

GAO
General Accounting Office

GF
Government Furnished 

GFE
Government Furnished Equipment 

GFP
Government Furnished Property

HQ USAF
Headquarters United States Air Force

HQ
Headquarters

IAW
In Accordance With

ICW
Interactive Courseware

IDP
Individual Development Plan

IG
Inspector General

ILL
Inter-Library Loan

ILS
Integrated Library System

IMA
Individual Mobilization Augmentee

IMPAC
International Merchant Purchasing Authorization Card

IOI
Item of Interest 
IRC
Information Resource Center 
ITP
Individual Transition Plan

ITT
Information, Tickets and Tours

JAG
Judge Advocate General 

JON
Job Order Number
LARP
Library Annual Report Program
LEAD
Leaders Encouraging Airmen Development

LP
Local Purchase

MAJCOM
Major Command

MARC
Machine Accessible/Readable Cataloging

MC
Mission Capable

MCP
Military Construction Program 
MDR
Material Deficiency Report 

MER
Maximum Error Rate 
MFH
Military Family Housing 

MICAP
Mission Capability 

MILAIR
Military airlift

MILCON
 Military Construction 
MILSPEC
Military Specifications

MIS
Management Information System 

MOA
Memorandum of Agreement

MOP
Marketing Objective Plan 
MOU
Memorandum of Understanding

MPF
Military Personnel Flight

MPFM
Military Personnel Flight Memorandum

MR
Memorandum for Record 
MTL
Master Task Listing

MWR
Morale, Welfare and Recreation

NA or N/A
Not Applicable 
NAAEEP
Nathan Altshuler Award for Excellence in Education Programs

NAC
National Agency Check

NAF
Non-Appropriated Funds 

NAFFMB
Nonappropriated Fund Financial Management Branch

NAFI
Non-appropriated Funds Instrumentality

NCO
Noncommissioned Officer

NCOA
NCO Academy 
NCOIC
Noncommissioned Officer in Charge

NLT
No Later Than

NORAD
North American Defense Command

NSN
National Stock Number 
O&M
Operation and Maintenance

OB
Operation Bootstrap

OBAN
Operating Budget Account Number

OCLC
Online Computer Library Center

OCMAN
Office Collections Management System

OJT
On-The-Job Training

OMB
Office of Management and Budget

OPLANS
Operation Plans
OPM
Office of Personnel Management

OPR
Office of Primary Responsibility

OS
Outreach Services

OSHA
Occupational Safety and Health Act

OSR
Occupational Survey Report

OST
Off Site Training

PA
Public Affairs

PACAF
Pacific Air Forces

PACOM
Pacific Command

PACS
Public and Community Service

PAS
 Personnel Accounting Symbol

PAS
Pre-Award Survey

PB
Publishing Bulletin

PC-III
Personnel Concept III

PCS
Permanent Change of Station

PDO
Publication Distribution Office

PDS
Personnel Data Systems

PEC
Program Element code

PME
Professional Military Education

PMEL
Precision Measurement Equipment Laboratory 

PO
Project Officer

POC
Point of Contact

POV
Privately Owned Vehicle

PR
Purchase Request 
PRS
Performance Requirements Summary

PTA
Professional Travel Agency

PWS
Performance Work Statement

QA
Quality Assurance

QAE
Quality Assurance Evaluator

QAFA 
Quality Air Force Assessment

QASP
Quality Assurance Surveillance Plan

QC
Quality Control

QI
Quality Improvement 
QIC
Quarters Improvement Committee
QIP
Quarters Improvement Plan 

RAC
Risk Assessment Code 

RC
Responsibility Center 

RCS
Reports Control System 

RDD
Required Delivery Date 

REG
Regulation 

RMF
Resource Management Flight

ROD
Reports of Discrepancy 

ROF
Reporting Organization File

ROP
Record of Performance

RPS
Remote Processing Station 

RRRP
Resource Recovery and Recycling Program

SABER
Simplified Acquisition of Base Engineering Requirements

SAF
Secretary of the Air Force

SATE
Security Awareness, Training, and Education Program

SBSS
Standard Base Supply System 

SF
Standard Form; Security Forces 

SIMS
Services Information Management System 

SIS
Supply Interface System 

SKT
Specialty Knowledge Test

SOAR
Scholarship for Outstanding Airmen to ROTC

SOS
Squadron Officer School

SRD
Standard Reporting Designator

SSN
Social Security Number

SSFO
Servicing Security Forces Office 

SSS
Staff Summary Sheet

STR
Student Training Requirement
STRATPLAN
Strategic Plan
SUP
Supplement

SURF
System Utility Reporting File

SVS
Services Squadron

TA
Table of Allowances

TA
Tuition Assistance (Air Force)

TCF
Test Control Facility

TCO
Test Control Officer

TDY
Temporary Duty

TE
Technical Exhibit

TEAMS
Training, Education, Automated Management System

TERA
Temporary Early Retirement Authority

TLF
Temporary Lodging Facility

TO
Tenant Organization

TPR
Trained Personnel Requirements

TR
Transaction Register

TSC
Training Status Code

UEI
Unit Effectiveness Inspection 
UGT
Upgrade Training

UPRG
Unit Personnel Record Group

USAF
United States Air Force 

USAFA
United States Air Force Academy

USPS
United States Postal Service 

UTM
Unit Training Manager

VA
Veterans Administration

VAQ
Visiting Airman Quarters 

VCO
Vehicle Control Office 

VHS
Video Home System 
VIP
Very Important Person 
VOQ
Visiting Officer Quarters 

WAN
Wide Area Network

WAPS
Weighted Airman Promotion System

WGR
Wing Regulation

WIC
Women, Infants, and Children

WIMS
Work Information Management System 

WMP
War Mobilization Plan 

WRM
War Reserve Material 

C-3. Government-Furnished Property and Services
C-3.1. General Information. The Government shall provide the facilities, equipment, materials, and services listed here or in Technical Exhibits 5(a) through 5(d).

C-3.2. Government-Furnished Property:

C-3.2.1. Government-Furnished Facilities. The Government shall furnish or make available facilities described in Technical Exhibit 5(a). Government facilities have been inspected for compliance with the Occupational Safety and Health Act (OSHA). No hazards have been identified for which work-arounds have been established. Should a hazard be subsequently identified, the Government corrects OSHA hazards according to base-wide government-developed and approved plans of abatement taking into account safety and health priorities. A higher priority for correction shall not be assigned to the facilities provided hereunder merely because of this contracting initiative. The fact that no such conditions shall have been identified does not warrant or guarantee that no possible hazard exists, or that work-around procedures shall not be necessary or that the facilities as furnished shall be adequate to meet the responsibilities of the Contractor. Compliance with the OSHA and other applicable laws and regulations for the protection of employees is exclusively the obligation of the Contractor. Further, the Government shall assume no liability or responsibility for the Contractor’s compliance or noncompliance with such requirements, with the exception of the aforementioned requirement to make corrections according to approved plans of abatement subject to base-wide priorities. Should the Contractor cause the OSHA hazard, he shall, at his expense, remediate the hazard and any other consequences. Before any modification of the facilities performed by the Contractor at his or her expense, the Contractor shall furnish to the QAE the documentation describing, in detail, the modification requested. No alterations to the facilities shall be made without specific written permission from the contracting officer and an approved Air Force Form 332 and AF Form 813. In the case of alterations necessary for compliance with the OSHA, such permission shall not be unreasonably withheld. The Contractor shall return the facilities to the Government in the same condition as received, fair wear and tear and approved modifications excepted. These facilities shall only be used in performance of this contract. The Government retains the authority to modify or realign facilities and space provided based on current Air Force guidelines for space utilization, mission, and personnel requirements of the Contractor.

C-3.2.2. Government-Furnished Equipment (GFE). The Government shall provide the contractor equipment listed in Technical Exhibit 5(b). All maintenance and repair cost of that equipment is the responsibility and expense of the Contractor. Upon completion of the contract, or when beyond economical repair, the Contractor shall return the equipment in entirety to the Government.

C-3.2.2.1. Reports of Survey. The Contractor shall on occasion be required to provide information to a government employee as that employee completes a Report of Survey investigating missing asset(s). The government employee shall comply with the provisions of AFMAN 23-220, Reports of Survey for Air Force Property and Federal Acquisition Regulations that govern accounting for government property lost, damaged, or destroyed.

C-3.2.2.2. Equipment Accounting. The Contractor shall designate custodians and alternates to receipt and account for furnished equipment on custodian authorization/custody receipt listings. 

C-3.2.2.3. Equipment Inventory. An inventory of government-furnished equipment must be done not later than 5 calendar days before start of the contract, within 10 calendar days of the start of any option periods, and not later than 10 calendar days before completion of the contract period (including any option periods). The Contractor and a government representative (identified by the contracting officer) shall conduct a joint inventory of all government-furnished equipment, and the Contractor shall sign a receipt for all equipment provided by the Government. Items of equipment missing or not in working order shall be recorded and the contracting officer notified in writing. The Contractor and the government representative shall jointly determine the working order and condition of all equipment and document their findings on the inventory. In the event of disagreement on the working order and condition of equipment, the disagreement shall be treated as a dispute under the contract clause entitled, “Disputes”.

C-3.2.2.4. Replacement of Government-Furnished Equipment. Should any item of government-furnished equipment require replacement due to wear and tear, the Contractor shall be responsible for such replacement. The Contractor shall return the government’s equipment using an Air Force Form 601 or AF Form 2005, or use established walk-in/call-in procedures in accordance with AFMAN 23-110, Volume 2 Part 13 Chapter 8.

C-3.2.2.5. Equipment Accountability. Before completion or extension of the contract, a joint inventory of equipment shall be conducted by the Contractor and a government representative. The Contractor shall be liable for loss or damage to government-furnished property beyond fair wear and tear IAW the clause of the contract “Government-Furnished Property”. Compensation shall be effected either by reduced amounts owed to the Contractor or by direct payment by the Contractor, the method to be determined by the contracting officer. All equipment in need of repairs or maintenance shall be repaired or maintained by the Contractor within 30 days of discovery, but before the joint inventory is made. All repairs or maintenance not performed by the Contractor shall be made at the Government’s option and at the Contractor’s expense. In the case of damaged property, the amount of compensation due the Government by the Contractor shall be the actual cost of repair, provided such amount does not exceed the economical repair value. In the case of loss or damage beyond economical repair to equipment, the amount of the Contractor’s liability shall be the depreciated replacement value of the item to be determined by the contracting officer. Any failure of the Contractor to agree with such determination shall be treated as a dispute pursuant to the clause of this contract entitled “Disputes”. The Contractor shall safeguard all government property, including controlled forms, provided for Contractor use. At the close of each workday, facilities, vehicles, support equipment, and materials shall be secured. Contractor shall report all thefts, vandalism, or destruction of property and/or equipment (government or contractor owned) to the Security Forces immediately upon discovery.

C-3.2.3. Government-Furnished Automated Data Processing Equipment (ADPE). The Government shall supply computers listed in Technical Exhibit 5(b) with software attached to the USAFAnet for administrative duties necessary for the completion of this contract. Any additional computers the Contractor deems necessary shall be furnished by the Contractor and shall be pre-approved and must meet standards established by the Communications Squadron. The Contractor shall be responsible for replacement of all Government-furnished computers once they have exceeded their life cycle replacement time frame (excluding menu management system computers).

C-3.2.3.1. The Contractor shall provide primary and alternate Equipment Custodians (EC) for GFE Automated Data Processing Equipment. (This may involve more than one primary and alternate depending on the size of the organization and amount of ADPE involved.) These custodians report to and perform duties as directed by the MAJCOM/ECO in accordance with AFI 23-111, AF 33-112, and the USAFA supplement to AFI 33-112. Lost ormissing GFE shall be subject to Report of Survey investigation in accordance with AFMAN 23-220.

C-3.2.3.2. Hardware and software replacement cost shall be borne by the Contractor. All replacement hardware and software must be approved by 10th CS to ensure compatibility with existing USAFA communications equipment. Contractor shall provide a primary and alternate Communications-Computer Requirements Officers (CRO). For all replacement and/or new hardware and software requirements, the contractor CRO must submit an AF Form 3215 via email to CSRD@SC@USAFA, or as directed. The CSRD shall be managed and processed by 10 CS/SCER. 10 SC/SCER shall ensure technical solution for these requirements are developed to meet all DOD, USAF, and USAFA standards. Contractor must abide by the technical solutions provided.

C-3.2.3.3. All new servers, to include but not be limited to, application servers and web servers, must have USAFANET, Configuration Control Board (U-CCB) approval prior to connecting to the USAFA network in accordance with the U-CCB charter. Non-standard systems must be certified and accredited in accordance with Air Force instructions.

C-3.2.3.4. All GFE systems replaced by Contractor equipment must be turned in to 10 CE/SCEA within 10 calendar days of replacement. This equipment shall be turned in as excess for disposition through proper procedures as outlined in Air Force Instructions.

C-3.2.3.5. Air Force unique software shall remain GFE for the life of the contract. Contractor must retain original license and proof of purchase (POP) of all new/replacement software approved by 10 CS/SCER. A copy of all software licenses must be sent to 10 CS/SCEA for file and accountability purposes in accordance with AFI 33-114, Software Management.

C-3.2.3.6. Contractor shall maintain anti-virus software on each workstation. Software shall be in accordance with USAFA standard, McAfee or Norton.

C-3.2.4. Government-Furnished Vehicles. The Government shall furnish vehicles and vehicular equipment, hereafter referred to as vehicles, as set forth in Technical Exhibit 5(b),to the Contractor for performing the requirements of this statement of work. All such vehicles shall be managed IAW AFPD 24-3. All USAF-owned Contractor-operated vehicles shall constitute a portion of the vehicle inventory of the AF Academy and shall be reported under allowance source code “051”. Vehicles shall remain as Government property until replacement is necessary. Contractor shall replace selected vehicles with suitable Contractor-furnished vehicles to meet the requirements of this statement of work. All such replacement vehicles shall revert to Contractor-Furnished Vehicles (CFE). Vehicles shall be marked with company designation and clearly state “USAFA: For Official Use Only”. Contractor shall obtain sufficient liability insurance covering bodily injury and property damage, with limits as required locally, protecting the Air Force against third-party claims arising from the ownership, maintenance, or use of a CFE vehicle. All vehicles listed as Government-furnished shall be maintained by the Contractor in a safe and serviceable condition.

C-3.2.4.1. Vehicle Disposition. The Contractor shall obtain vehicle authorization reductions by submitting an AF Form 601 for turn in with coordination. He shall use procedures contained in AFMAN 24-307.

C-3.2.5. Government-Furnished Materials. The Government shall furnish an initial inventory of materials as listed in Technical Exhibit 5-c. These materials shall be inventoried not later than five working days before contract start by the Contractor and a government representative designated by the contracting officer. The Contractor shall use these materials and furnish all additional materials, at no expense to the Government, in accomplishing the work as described in this statement of work. At the conclusion of the contract period, including any option periods, the Contractor shall return all inventories to the Government at same levels, (identical items or contracting officer-approved substitutes), that were provided at beginning of contract at no additional expense to the Government. The Government shall furnish an initial stock of administrative office supplies at the beginning of the contract. The Government shall furnish Government numbered forms and official letterhead stationery. The Contractor shall submit the proper requests to reorder forms and letterhead stationery. (Most forms are available through electronic media.)  At the conclusion of the contract period, including any option period, the Contractor shall return all  residual inventory to the Government.

C-3.2.5.1. Government-Furnished Tools. All shop tools listed in Technical Exhibit 5-c shall be made available to the Contractor. All maintenance and repair, as well as projected replacement costs, are the responsibility and expense of the Contractor.

C-3.2.5.2. Existing Library Collections. The Government shall furnish an existing library collection at the COMLIB on an electronic backup 4mm cartridge from The Directorate of Academy Libraries Systems Librarian and Technical Exhibit 11. A physical count of the government-furnished inventory of the existing library collection must be done not later than 5 calendar days after start of the contract, within 5 calendar days of the start of any option period, and not later than 5 calendar days before completion of the contract period. The Contractor and a government representative (identified by the contracting officer) shall conduct a joint contact of the existing collection, and the Contractor shall sign a receipt for all materials as identified on the electronic backup tapes. In the event of disagreement between the Contractor and the government representative on the library collection count, the disagreement shall be treated as a dispute under the contract clause called “Disputes.” Upon termination of this contract, the Contractor shall return the collection to the Government as developed through the life of the contract.

C-3.2.6. Government-Furnished Records. The Government shall furnish those records used in daily operations. The Contractor shall maintain files IAW AFI 37-122, AFI 37-138, and AFMAN 37-139. Personnel responsible for maintaining government files shall be trained by the Government as required by regulations. IRP working files, project folders, Administrative Record, and Information Repository shall be maintained in the command-established structure in use. The Government shall provide use of the Academy records staging area, located in Building 8110, for storage of inactive records as needed. All records, documents, and associated papers provided by the Government and generated during the period of this contract become Government property and shall remain in place upon contract termination or completion. Records shall be disposed of in accordance with Air Force regulations. During the period of the contract these records, documents, and associated papers shall be available for Government review as needed.

C-3.2.6.1. Library Records. The Government shall furnish those records listed in Technical Exhibit 11.

C-3.3. Government-Furnished Services. The following services shall be made available and paid for by the Government to the extent described below:

C-3.3.1. Government-Furnished Utilities. The Government shall furnish utilities for the operation of the facilities provided as listed in Technical Exhibit 5(a). These utilities include heating, fuels, gas, electricity, water, and sewer.

C-3.3.2. Government-Furnished Telephone Services. The Government shall provide class “A” with Defense Switching Network (DSN) access for official calls only. Technical Exhibit 10 lists instruments for Contractor use provided by the Government. Contractor shall be authorized local class “C” service. This service is limited to Government business only. All commercial long distance expenses shall be the Contractor’s responsibility. 

C-3.3.3. Postal or Installation Distribution. Official Government or Contractor mail that is generated as a result of the performance of this contract shall be handled via the Base Information Transfer System (BITS) at Government expense. Number and place of pick-up/delivery points shall be determined per organization structure. Administrative Office has some additional requirements outlined in Section C-5, Specific Tasks, under Administration.

C-3.3.4. Custodial Services. The Government shall make available custodial services to the extent provided by the USAFA custodial contract, for the contractor-assigned facilities. Services of window washing, carpet-cleaning and wood floor conditioning shall be provided by the Government.

C-3.3.5. Refuse Collection. The Government shall make available refuse collection and disposal services for the Contractor. The Contractor shall follow guidelines established by the Base regarding proper use of dumpsters. The Contractor shall not dump prohibited items in dumpsters, to include but not be limited to: paint, petroleums, oil filters, hydraulic filters, hazardous wastes, tires, batteries, and liquids. The Contractor shall comply with all Base recycling programs. Recyclable paper, newspaper, cardboard, and aluminum cans shall be separated within the facilities by the Contractor. The Government shall provide pick-up service of these recylables, which may be subject to change.

C-3.3.5.1. Hazardous Wastes. Contractor shall not accumulate in excess of allowable amounts of hazardous wastes as per USAFA directives. All hazardous waste generated shall be disposed of through a USAFA Civil Engineer Group. This material shall be transported to the Base Hazardous Waste Accumulation Site by the generator, along with the complete USAFA Form 86. Any unidentified material must be characterized by Bio-Environmental to ensure proper disposal. Reference 29 CFR 1910.1200.

C-3.3.6. Insect and Rodent Control. The Government shall furnish insect and rodent control for Government-provided facilities at no cost to Contractor.

C-3.3.7. Facilities and Grounds Maintenance. The Government shall provide routine maintenance and repair of facilities, to include: windows, elevators, vehicle lifts, existing sandtraps, swimming pools, wood floors, stage in the ballroom, carpeting and floors, outdoor fences and lights, scoreboards, outfield grass and warning track, bleachers and lawn care.

C-3.3.8. Security Forces and Fire Protection: The Government shall provide all police and fire protection.

C-3.3.9. Snow Removal. The Government shall provide all snow and ice control in accordance with USAFA plan 8-98 or its subsequent revisions.

C-3.3.10. Medical Services. In the event of a severe emergency, the USAFA Hospital personnel, during hours of operation, shall respond and transport, if necessary, a contract employee to one of the local hospitals. The Contractor shall reimburse the Government for these services.

C-3.3.11. Commercial Sponsorship. The Government shall provide all approval and coordination on any commercial sponsorships for any base events or programs.


C-4. Contractor-Furnished Items and Services

C-4.1. General Information. Except for those items or services specifically stated in Section C-3 as Government-furnished, the Contractor shall furnish everything needed to perform this contract according to all its terms.

C-4.1.1. The Contractor shall provide its additional non-Government telephone and data service through off-base switching equipment for unofficial business.

C-4.1.2. Contractor-furnished radios must be approved by the base frequency manager prior to any use.

C-4.1.3. The Contractor shall provide company-owned vehicles for parts pick-up and other contractor support requirements. Repairs on these vehicles shall not be accomplished in government facilities within the confines of USAFA. Cannibalization of parts from government vehicles shall not be accomplished without the approval of the QAE. All such actions shall be controlled and documented on AF Form 1832, Record of Cannibalization. Contractor-owned vehicles shall have a sign of professional quality affixed to the vehicle for identification purposes. 

C-4.1.4. The Contractor shall supply all vehicles other than those specified herein as government-furnished, necessary to perform all requirements. Vehicles shall comply with federal, state, local, and base safety, licensing, and registration requirements. They shall be maintained in a safe and serviceable condition.

C-4.1.5. The Contractor shall be responsible for maintenance of all contractor-provided computers and equipment. Contractor is responsible for ensuring equipment is compatible with USAFANET hardware and software. All systems using the USAFANET infrastructure or connecting to the USAFANET must meet DOD and AF system security creditation standards and must ensure computers and software keep pace with current technology.

a.  Cadet Services

Directs the management, and control of all cadet extracurricular activities (cadet clubs), barber/beauty shops, cadet wing laundromat, Lawrence Paul Pavilion and cadet lodge.  Arranges and provides sound and lighting technical requirements for all functions within Arnold Hall’s 2,700 seat theater.  Budgets for appropriated funds and monitors all monies generated and expended by Cadet Activities.  Responsible for overall Arnold Hall facility management.  Provides technical facility support of numerous other mission element programs directly supporting the USAFA mission, such as the Distinguish Speaker Program, the Commander’s Leadership Series, and the chapel and band functions.  Controls the yearly allocation of intramural excusals for cadet clubs.  Provides administrative support to the commander and subordinate units, which includes receptionist, clerical, and information management taskings



Administration C-5.1

(For Cadet Services and 10th Services)
Provides administrative support to the commander and subordinate units, which includes receptionist, clerical, and information management taskings.

Serves as the principal office assistant performing various clerical and administrative duties in support of the organization, performing office automation duties such as word processing in support of the clerical and administrative work.  The position is located in an organization that is of limited complexity.  Although the organization may include several subordinate units, which are similar in subject matter, the supervisor directs the staff primarily through face-to-face meeting and internal procedural and administrative controls are simple and informal.  There are a few complicated problems of coordination that require a system of formal reporting procedures and controls.
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Theater Management

C-5.2
Produces and directs stage and theatrical performance events.  Instructs in and serves as a specialist in one or more of the theatre arts (i.e. lighting designs, sound systems, etc.).  Operates stage, theatrical, sound and lighting related equipment.  Enforces daily safety in the theatrical environment in accordance with applicable guidelines.  Provides maintenance and janitorial services for the theatre.  Analyzes contracts for technical information and compliance.
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Cadet Facility Management C-5-3
Coordinates the maintenance and control of Cadet Activities facilities to include Arnold Hall, Cadet Laundromats, Cadet Barber Shops, Cadet Wing Media, Recreational Lodge, and Lawrence Paul Pavilion.  Maintains equipment and all assigned vehicles.  Submits work orders and conducts reports of survey for missing or damaged equipment.
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Cadet Facility Scheduling C-5.4
Schedules events in all rooms of Arnold Hall, as well as the Cadet Recreational Lodge and Lawrence Paul Pavilion, to include complete coordination with activities involved.  Monitors special events in the ballroom, ensures protocol and etiquette rules are observed, orders food and beverages, and arranges proper number of personnel to support each function, assigns duties to staff and oversees entire event.
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Resource Management

C-5.5
Overall manager for all fiscal funds management for the Cadet Activities.  Serves as the funds manager which includes accountability for case, other negotiable assets, and non-expendable property assets of Cadet Activities. Provides computer assistance support to the LAN in the Cadet Activities Flight.
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Extracurricular Activities

C-5.6
Manages, oversees, and directs a diverse program of extracurricular activities for the Cadet Wing.  Responsible for the development and improvement of the extracurricular activities; resolves conflicts between cadet duty requirements and recreational needs.  Manages, oversees and directs the Cadet Wing sponsor program that includes assigning sponsors to all cadets and ensures information is current and contained within the automated sponsor program data base.
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Cadet Activities Liaison

C-5.7
Serves as the receptionist for Arnold hall and the Cadet Activities Flight.  Also assists in the completion of administrative duties for the flight.  The position relieves the cadet Activities Flight Chief of the routine clerical duties auxiliary to the work of the organization.  Responsible for organizing debutante participation in cadet social functions (i.e. Winter Ball and Valentines Ball, And Governors Ball).
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b.  10th Services

The function of the 10th Services Squadron, is to provide a variety of morale, fitness, and recreational services, which contribute to readiness and improve productivity through programs promoting fitness, esprit de corps, and quality-of-life for action duty personnel, their families, cadets, DOD civilians, and the retired military population.  The commander is responsible for managing quality of life programs and Services’ oversight of accounting support and financial management services to five base nonappropriated fund instrumentality’s with a combined annual revenue exceeding $31M.  Accomplishes all MAJCOM-level Services functions acting on behalf of the 10 ABG/CC and the Superintendent.



Marketing C-5.8
Analyzes current data to develop marketing plans and strategies for services activities.  Develops promotion strategy to include themes, programs, and advertising/ publicity efforts.
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Fitness and Sports

C-5.9
Responsible for providing fitness programs for the USAFA population including directed and self-directed programs, including but not limited to intramurals, varsity sports, health, wellness and personnel training support.
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Skills Development

C-5.10
Responsible for providing recreation and education to the USAFA community through multi-craft shops, auto craft shops, and woodworking shops.  Skills Development provides instructional programs directed toward the recreational, vocational, and educational needs to pursue constructive and creative hobbies and to increase competence in fine arts, crafts, and industrial arts.
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Outdoor Recreation

C-5.11
Responsible for providing recreational activities such as: two retail shops, two rental/loan equipment shops, camping areas, on- and off-base recreation areas, equipment checkout, overnight campsites, picnic areas, two RV lots, and operates two Information Tickets and Tours Centers.
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Community Activity Center C-5.12
Responsible for package shops, recreational and leisure activities for special groups, special events, and student lounge.
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Community Library

C-5.13
The Community Center Library (COMLIB) functions, within the guidelines of the Air Force Libraries and Information Systems Golden Eagle Standards, AFI 34-270, and other appropriate AFIs, as the general base library and the Preparatory School Library. It supports USAFA staff - military and civilian - in the areas of educational support (for on-base educational programs, external degree programs, and Professional Military Education - PME) and quality-of-life programs (adult and childrens' programs, including special summer programs). In addition, and uniquely, the COMLIB functions as an academic library by its being the primary library for the USAFA Preparatory School - a post-secondary institution that strengthens the educational foundations of potential cadets. In this unique role, it instructs Prep School cadets in the use of library resources and services and supports the curriculum of the Prep School through its collection development, on-line and CD-ROM electronic services, and interlibrary loan services. The COMLIB does not provide any USAFA mission-support (USAFA's undergraduate cadet education and office collections) services; those are provided by the Academic Library.
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c.  10th MSS

The mission of the 10th MSS is to provide all direct military unit personnel and functional support for the Air Force Academy, to include the 34th TRW, the 10th ABW, the USAFA staff, and the Dean of Faculty.  This support is also extended to the families of all assigned personnel.



Awards and Decorations

C-5.14
Administers the Awards and Decorations program for military personnel by processing awards and decorations, establishing and maintaining appropriate record copies, and providing customer service.  Provides guidance on unit, service, achievement, and foreign service awards and special trophies.
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Personnel Computer Systems Management

C-5.15
Manages the Base-Level Military Personnel System (BLMPS).  Establishes and maintains a data analysis and control program.  Programs computer inquiries, analyzes reject/error listings and transaction registers, identifies problem areas, and recommends corrective action.  Acts as the system manager for Personnel Concept III (PC-III), submits and coordinates system modifications with HQ AFPC.
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Records

C-5.16
Maintains Unit Personnel Record Groups (UPRG) and conducts records reviews to maintain accuracy of UPRGs. Accomplishes and maintains accuracy/currency of DD Forms 93 (Record of Emergency Data) and SGLV-8286 (Servicemen’s Group Life Insurance Election and Certificate).
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Education Services

C-5.17
Provides education services at the graduate and undergraduate levels and professional educational counseling services for assigned military members, their dependents, and civilian employees.  Administers test for ECI and the Defense Activity Nontraditional Educational Support (DANTES).  Provides tuition assistance for off-duty education and implements various educational assistance programs sponsored through the Veterans Administration.  Coordinates officer PME seminars and correspondence programs.  Administers the USAF Academy Professional Education Program.  Is the focal point for AFROTC, OTS, and AECP applications.  Conducts enlisted specialty training. Submits and coordinates CDC problems with ECI. Administers test for ECI mandatory enrollments and coordinates CDC waiver packages and reenrollments.  Provides Distance Learning services.
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Family Support

C-5.18
Responsible for supporting retention and unit readiness by helping families adapt to the demands of the Air Force life.  Provides a central point of information, referral, and follow-up; coordinates with other agencies to strengthen policies and programs that benefit families; supports leadership to insure that family needs are met effectively at unit level; and conducts family life education and skills development programs.
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d.  Superintendent's Staff





Public Affairs/

Visitors' Center

C-5.19
Schedules, coordinates, and conducts guided tours and special presentations to selected groups.  Manages and operates the Visitors' Center.  Coordinates and develops exhibits and films for Visitors' Center use.  Monitors the Academy self-guided tour program.  Operates a guided tour program during the tourist season.  Assures regional publications and Academy signs and brochures are effectively used to promote the visitor program and significant Academy activities.  Coordinates visitor programs and services with local area tourist agencies.  Provides tours of the Academy to select groups and individuals.  Responsible for public affairs planning for all activities which impacts the Academy’s mission and daily operations.  Acts as public affairs liaison with the local community. Creates and disseminates internal communications and selects appropriate messages an channels to inform Academy members, their families, cadets, and DOD/nonappropriated fund employees of policies, programs, events, and decisions at the Academy and the Air Force.  Researches and writes news and feature stories and prepares broadcast products for internal use throughout the Air Force for marketing to civilian media.  Publishes weekly community newspaper. 
Pages

119-121


Distribution

C-5.20
Manages an extensive internal and external distribution system with complete postal metering services. Develops, prepares, and supports mass mailings of informative materials to prospective candidates, colleges, libraries, Members of Congress, and other persons and institutions. Manages warehousing facility, storing volumes of media products and postal supplies.
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Each functional area will be considered 100% APF, unless otherwise stated after each heading in the following pages of   C-5.  Those that show a mix of APF and NAF are considered Category B Activities.  Refer also to information in Technical Exhibit 9.  

C-5.1 ADMINISTRATIVE SUPPORT – 10th Admin is 78% APF, 22% NAF; 34th Admin is 85% APF and 15% NAF

C-5.1.1 Normal Hours of Operation.  The Contractor shall perform the services required under this contract for Administrative Support during the following hours: Monday – Friday 0730 – 1630; Sat, Sun, and Holidays closed. An employee shall be located at both Building 5136, 10th SVS Commander’s Administrative 0ffices, and at Building 2302, 34th SVS Administrative offices, during these hours. The location of the Administrative personnel to serve the taskings described below is in Building 5136, Room B101, administrative workstations.

C-5.1.2 Functional Areas. The functional areas supported by the 10th SVS administration include the Commander, Deputy, Plans and Force Management Office, Combat Support Flight, Community Support Flight. And Business Activities Flight. The functional areas supported by the 34th SVS administration include the Commander, Deputy, Extracurricular Activities Office, Scheduling Office, Cadet Facilities Management, Theatre Management, Resource Management, Cadet Activities Liaison, Laundromat Office, Barber/Beauty Shop Office, Cadet Wing Media, and the Cadet Entertainment Activity.

C-5.1.3 Special Functions. The functions listed in Technical Exhibit 2 are those which are anticipated during the year.

C-5.1.4 Specific Tasks For General Administrative Support.  The Contractor shall:

C-5.1.4.1 Coordinate Suspenses.  Receive suspenses from external offices, suspense offices within squadron, receive replies and finalize in accordance with AF procedures. Forward to the originator.  Process any suspense extensions if required by replier.  This includes coordination of suspensed base-wide campaigns. Customer Support.  The Contractor shall perform customer service activities as follows: 

C-5.1.4.1.1 Provide answers to questions asked and when unable to locate information, refers caller or visitor to a staff member.  Provides follow-up on requests for information.

C-5.1.4.1.2 Inform supervisors, managers and other employees of changes and conflicts in the organization, necessary to perform their daily duties.

C-5.1.4.2 Type And Proof.  Receive draft documents from personnel within squadron, type to include letter format if required, obtain signatures, make copies and forward as directed.  May include variety of letters, memos, forms, slides using various software applications on PC. 

C-5.1.4.3 File.  Prepare documents, labels, folders, guide cards for filing, following AF procedures.  Pull requested items. Sort and insert those to be filed (electronically or hard copies).  Prepare “Read File” and route. Delete file folders or prepare for staging.  Coordinate annual staging of files for entire squadron.  Meet AF inspection standards. 

C-5.1.4.4 Coordinate Squadron Mail.  Receive, sort, and route mail/packages daily.  Take mail daily, and as required, to Arnold and Harmon Hall and 10th ABW designated locations and pick up mail for squadron.  Download any directive, Distro O messages, AF messages, or publication bulletins as applicable to the squadron for the deputy and for Activities not having e-mail access. Route to the offices.  Ensure security manager is called for any classified material received or discovered. 

C-5.1.4.5 Operate Office Machines.  Operate fax and copy machines as necessary or directed. Collate papers, punch holes as necessary.  Call in repairs to machines if required to keep machine operable. 

C-5.1.4.6 Prepare Correspondence. The Contractor shall be responsible for: reading, proofing, conducting research, preparing, reviewing and finalizing correspondence and documents prepared by others in handwritten or electronic drafts. Review incoming correspondence labeled to the squadron in general or to the CC or CD specifically, and route to appropriate office.  Finalize drafts received back with staff summary sheets (SSS), tabs, envelopes, and privacy act statement if required.  Prepare package/disc with copies, dates, signatures, and routes, in accordance with Air Force Manual (AFM) 37-126, AF Correspondence/Forms and Air Force Handout 33-337, Tongue and Quill. 

C-5.1.4.7 Manage Visitors.  Greet and provide customer service to internal and external visitors.  Take messages, make appointments, referrals, check documents.  Assist visitors to deputy and to the commander’s office, if his/her secretary is unable to receive them. Customer Service requires employees at workstation area during office hours. 
C-5.1.4.8 Prepare Orders.  Prepare print request orders and TDY orders, obtaining approvals, proofing and routing as required from activities. (50%APF, 50%NAF)

C-5.1.4.9 Coordinate Suggestion Program.  Provide information on this AF program within the squadron and assist squadron personnel in submitting forms as requested. 

C-5.1.4.10 Coordinate Publications And Forms.  Provide established forms and publications in hard copy as needed for activities.  Coordinate updates or new drafts from external organizations or internal offices, ensuring correct inputs, formats and approvals.  Work under procedures outlined by Academy Records Management Office.  Train sub account representatives in the squadron Activities on coordination of publications and forms with your office. Maintain a master listing of pubs and forms coordinated on or updated within the squadron. (60%APF, 40%NAF)

C-5.1.5 10TH SERVICES ADDITIONAL RESPONSIBILITIES:

C-5.1.5.1 Serve As Commander’s FARM.  Schedule training for functional area representatives assigned within the squadron.  Inspect and complete checklists as suspensed or required by regulation.

C-5.1.5.2 Respond To Telephones.  Answer calls to administrative section assigned.  Route as necessary to appropriate party. 

C-5.1.5.3 Schedule Calendar.  Schedule and provide weekly calendar of meetings for deputy as directed.  Provide same for commander if his/her secretary is unavailable that week. Set up schedule of inspection visits as requested. 

C-5.1.5.4 Prepare And Submit Time Cards.  Annotate, verify, correct, route APF time cards in hard copy.  Prepare data entry for new/ retiring/ resigning employees.  Input the approved information electronically and file both electronically and hard copy as required.  Provide it to commander’s office if his/her secretary is unavailable that week.  Prepare time cards for activities listed in Technical Exhibit 4. 

C-5.1.5.5 Standardize Squadron Administrative Procedures.  Update, using any higher directives, the internal administrative support procedures in Services Operating Instruction 34-01 annually and distribute to squadron offices. 

C-5.1.5.6 Accomplish AAFES/DECA Requirements.  Prepare and distribute agenda, schedule, prepare meeting room, and prepare and distribute minutes for required meetings.  Maintain roster of active representatives from eligible members.  Provide shopper assistance cards for verified eligible users following regulations and procedures.  Prepare shoplifting correspondence, which includes official notification to the subject, case information, and form letter for 10th ABW signature. Customer Service requires employees at workstation area during office hours. 

C-5.1.5.7 Prepare Coupon Books/Checks.  Prepare letter and envelope to send coupon book to each employee on list provided.  Date stamp each book.  Insert materials into envelope and take to employee orientation as scheduled or mail.  Type “crazy check” for employees presenting a signed certificate for such. 

C-5.1.5.8 Input/Update Work Orders.  Receive, review, clarify if required, obtain signatures as necessary, route as required, save copies to info mgmt system, which shall also be accessible by the plans and projects officer.  The info mgmt system shall show separate lists of work orders by squadron activity, updating project numbers and deletions or additions as directed. 

C-5.1.5.9 Safety.  Coordinate and maintain requirements for squadron safety binder. Receive safety messages/forms and route.  Schedule safety training for squadron members as required.  Coordinate with the squadron safety officer. 

C-5.1.5.10 Continuity Books.  Develop and maintain continuity books in accordance with AFI 34-111 and AFMAN 34-134.  The continuity book will be available for government inspection. 

C-5.1.5.11 Self-Inspection.  Implement the Self-inspection Checklist Program.  Correct any deficiencies identified. Provide signed checklist to QAE annually. 

C-5.1.6 CADET SERVICES ADDITIONAL RESPONSIBILITIES:

C-5.1.6.1 Administrative Support.  The Contractor shall prepare, and manage a wide variety of recurring and some nonrecurring correspondence, reports and forms as directed.

C-5.1.6.2 Researches, reviews and processes incoming and outgoing correspondence, materials, publications, regulations, and directives for procedural and grammatical accuracy, conformance with general policy and factual correctness for Cadet Clubs.  Advises the writer of any deviations or inadequacies.

C-5.1.6.3 Ensure availability of funds for ordering equipment and supplies.

C-5.1.6.4 Distribute received equipment and supplies to correct organization.

C-5.1.6.5 The Contractor should inventory equipment and supplies annually for accountability.

C-5.1.6.6 The Contractor shall perform security measures to ensure supplies and equipment are kept in a locked area and equipment is labeled and accounted for.

C-5.1.7 Mail.  Contractor shall:

C-5.1.7.1 Retrieve and sort incoming mail from Harmon and Mitchell Halls.

C-5.1.7.2 Sort outgoing mail to other organizations and outside agencies.

C-5.1.7.3 Receive packages delivered to Arnold Hall for cadets and employees.  E-mail or telephone cadets that they have packages.

C-5.1.7.4 Distribute packages, mail, and other miscellaneous items to recipients.

C-5.1.7.5 Ensure packages and incoming mail are secured until delivered.

C.5.2 THEATER MANAGEMENT
C-5.2.1 Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours: Monday – Friday 0730–1630 or as based upon programs. Saturdays, Sundays and Holidays closed, or as based upon programs.

C-5.2.2 Theater Management. The Contractor shall be responsible for the management of Arnold hall’s auditorium, projection and follow spot light booths, stage house and associated shop and storage areas, rehearsal and dressing room areas. Shall make daily and routine inspections for maintenance requirements and submit appropriate paperwork and request for maintenance to flight facilities manager. Additionally, it shall control keys used by the cadet drama and stagehands club and to ensure the security of the theater and associated areas.

C-5.2.3 Theater Safety And Bioenvironmental Programs. The Contractor shall be responsible for managing safety and environmental programs, as well as for making daily and routine inspections for fire, safety and bioenvironmental hazards. Shall be responsible for maintaining the theater safety and bioenvironmental notebooks and the submission of appropriate paperwork for the correction of hazards that cannot be corrected on the spot. Contractor shall insure that staff, cadets, contract workers and visitors working in the theater and associated areas receive appropriate safety training.

C-5.2.4 Operations Budget. The Contractor shall be responsible for submission of an operations budget to the section’s Resource Advisor, the control of the operating budget, as well as for the research, design and provision of specifications of supply and equipment upgrades. The Contractor shall submit requisitions for ordering upgrades and replacements to the section’s resource manager as directed.

C-5.2.5 Theatre Upgrades and Maintenance. Contractor shall plan, specify and submit appropriate paperwork, specifications and preliminary sketches to the Cadet Facility Manager for the maintenance of and upgrades to the theater and associated real property. Contractor shall also serve as on-site POC for base civil engineering projects that involve the maintenance or upgrade of theater and associated areas. In addition, the Contractor shall:

C-5.2.6.1 Manage and coordinate all events supported by the division.

C-5.2.6.2 Operate sound, lighting, projection, monitor (s), intercom, special effects, theatrical mechanical systems and other associated equipment.

C-5.2.6.3 Provide maintenance for sound, lighting, projection, monitor (s), intercom, special effects, theatrical mechanical systems and other associated equipment.

C-5.2.6.4 Operate cadet theater office during regular business hours.

C-5.2.6.5 Run installed theater sound system for all events that are attended by the general public.

C-5.2.6.6 Provide a stage manager for all events that involve the use of wireless microphones or other equipment. 

C-5.2.6 Cadet Curriculum-Related Events. Contractor shall support cadet curriculum-related events.

C-5.2.6.1 Contractor shall support curriculum-related briefings, lectures, commander’s calls, knowledge bowls, and other activities held in the Cadet Theater. Contractor shall set up audiovisual equipment, auditorium, dressing rooms and lounges as required by the customer. Contractor shall support the practice and rehearsal of presentations and staff the event. In addition, the Contractor shall strike and put away any equipment used in support of these functions. 

C-5.2.6.2 Contractor shall support curriculum-related events held in Arnold Hall and other venues. Contractor shall provide transportation to and from venue and shall insure required audiovisual, staging and special equipment is set up and working properly. Contractor shall man the event and strike and put away all cadet theater equipment.

C-5.2.7 Support of Cadet Extracurricular Events. Contractor shall support extracurricular events to include, Cadet Drama Club productions of plays and musicals, Extracurricular Activities Office sponsored touring productions and entertainment events, cadet club and special events.

C-5.2.7.1 Contractor shall support major incoming touring productions held in the Cadet Theater, Arnold Hall, Field House, Falcon Stadium and other venues as directed. Contractor shall coordinate with the production company on activities. Contractor shall design, approve, procure and set up required production elements including lighting, sound, staging, scenic and special needs. Contractor shall provide oversight for catering needs. Contractor shall estimate payroll and procure stagehands. Contractor shall provide orientation for crews using facilities. Contractor shall man the production’s load-in, rehearsal, performance and load out. Contractor shall insure payroll and production receipts are submitted to the Extracurricular Activities Office. Contractor shall follow up the production with after action meetings and reports. 

C-5.2.7.2 Contractor shall support Cadet Drama Club productions of plays and musicals.

C-5.2.7.3 Contractor shall design, approve and procure required production elements including lighting, sound, staging and special needs. Contractor shall supervise the preparation, construction and rigging of production elements. Contractor shall insure rehearsal and shop space is set up before and cleaned after each scheduled rehearsal. Contractor shall establish manning needs for the safe running of theater mechanical, lighting, sound, special effects and single purchase counterweight systems. Contractor shall man all scheduled rehearsal and shop times, performances and load-out. Contractor shall follow up productions with after action reports and meetings.

C-5.2.7.4 Contractor shall support banquets and other events held at Mitchell Hall dining facility. Contractor shall coordinate with officers and cadets in charge to establish lighting and special needs, and to advise them of which offices to contact for sound and staging requirements. Contractor shall transport, install, check, operate, take down and return equipment used for each event.

C-5.2.7.5 Contractor shall support cadet entertainment events held in Arnold Hall and other venues. Contractor shall coordinate with producer of event for details or specific support requirements. Contractor shall design, approve and procure required production elements including lighting, sound, staging, scenic and special needs. Contractor shall establish manning needs and procure stagehands. Contractor shall transport, install, check, run, take down and return all equipment used for the event. Contractor shall man the production load-in, rehearsal, performance and load-out.

C-5.2.7.6 The Contractor shall instruct the Cadet Drama Club in the Theater Arts. The Cadet Drama Club produces a minimum of two plays and musicals a year, some years three or four. The Contractor shall instruct the cadets in required elements including producing, directing, analyzing scripts, scenic and wardrobe design and construction for plays and musicals. Contractor shall instruct the cadets in safety in the theatrical environment. 

C-5.2.7.7  Contractor shall instruct the Cadet Stagehands Club in the Technical Theater Arts. Members of the Cadet Stagehands Club serve as the stagehands for the cadet drama clubs presentations of plays and musicals. They also serve as stagehands for a limited number of other events. The Contractor shall instruct the cadets in required elements including:

C-5.2.7.7.1 Lighting design for plays and musicals.

C-5.2.7.7.2 Lighting system operation.

C-5.2.7.7.3 Electrical rigging in the theatrical environment.

C-5.2.7.7.4 Use and operation of theatrical lighting instruments and special effects lighting.

C-5.2.7.7.5 Sound design for plays and musicals.

C-5.2.7.7.6 Sound system operation.

C-5.2.7.7.7 Rigging sound in the theatrical environment.

C-5.2.7.7.8 Use and operation of microphones and sound special effects.

C-5.2.7.7.9 Scenic design for plays and musicals.

C-5.2.7.7.10  Analyzing scripts for scenic elements.

C-5.2.7.7.11  Materials and equipment used in scenic construction.

C-5.2.7.7.12  Estimating cost for scenic supplies.

C-5.2.7.7.13  Construction of theatrical scenery.

C-5.2.7.7.14  Rigging, movement and storage of scenery.

C-5.2.7.7.15  Operation of theatrical mechanical systems including single purchase counter weight system, motorized travelers and batons, movable orchestra pit cover, fire and smoke doors.

C-5.2.7.7.16  Use of theatrical rigging equipment and chain motor.

C-5.2.7.7.17  Pyrotechnics in the theatrical environment.

C-5.2.7.7.18  Basic touring systems design.

C-5.2.7.7.19  Safety in the theatrical environment.

C-5.2.7.7.20  Contractor shall supervise all aspects of the cadet’s activities during the setup, production, rehearsal, performance and load-out of all events that they are involved in.

C-5.3 CADET FACILITIES MANAGEMENT (APF 98%, NAF 2%)

C-5.3.1 CADET FACILITIES MANAGEMENT.  The Contractor shall be responsible for the management of Cadet Activities facilities to include Arnold Hall, Cadet Recreational Lodge and Lawrence Paul Pavilion.  Also, for maintaining all vehicles assigned to Cadet Activities to include golf carts, off-road vehicles, and state licensed vehicles and trucks.

C-5.3.2 Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours:  Monday – Friday 0730–1630 or as based upon programs. Saturdays, Sundays and Holidays closed, or as based upon programs.

C-5.3.3 Customer Service.  The Contractor shall coordinate and allow use of facilities, vehicles, and equipment under the authority of the Cadet Activities Flight.

C-5.3.4 Schedule Activities.  The Contractor shall schedule and maintain a log for use of Arnold Hall, Cadet Recreation Lodge and Lawrence Paul Pavilion.  The Contractor shall monitor the road and weather conditions in order to insure the safe use of these facilities.  The Contractor shall be available during scheduled events at Arnold Hall, Cadet Recreation Lodge and Lawrence Paul Pavilion as directed.  The Contractor shall inspect these facilities before and after any and all scheduled events.  The Contractor shall collect and deposit appropriate fees for uses at the Lawrence Paul Pavilion.  Additionally, the Contractor shall maintain the activities Scheduling Log for a period of five years. (APF 80%, NAF 20%)

C-5.3.5 Facilities Maintenance.  The Contractor shall maintain and forecast a year out calendar of projected maintenance/upgrades at Arnold Hall, Cadet Recreation Lodge and Lawrence Paul Pavilion.  The Contractor shall also include inspections pertaining to safety, fire, security, bioenvironmental.

C-5.3.6 Cash Collections.  The Contractor shall use non-appropriated fund forms for collecting, tracking and depositing of funds obtained as a result of facilities use.

C-5.3.7 Information To Customers.  The Contractor shall provide full and accurate information regarding use of facilities to include square footage and occupancy. 

C-5.3.8 Lock And Key Control.  The Contractor shall maintain detailed and accurate log of key issue.  The Contractor shall frequently inspect all exterior locks and mechanisms for operation and security.  The Contractor shall report any failure of locks or keys to appropriate Civil Engineering Office for repair and/or replacement.  The Contractor shall be available to respond and secure any unlocked door or facility and shall stand by until repairs or security issue has been resolved.

C-5.3.9 Key Replacement.  The Contractor shall periodically collect and inspect issued keys for wear and operability.  The Contractor shall request replacement of worn or defective keys from Civil Engineering.

C-5.3.10 Lock Inspection.  The Contractor shall inspect all exterior door locks and mechanisms for operation, on a daily basis, and shall request replacement or repair of defective locks.

C-5.3.11 Facilities Upkeep.  The Contractor shall physically inspect the entire facilities for damage, defects or failure.  The Contractor shall immediately report any emergency situation to Civil Engineering for repair.  The Contractor shall schedule repairs via a phone, E-mail to Civil Engineering. The Contractor shall use AF Forms, 332, Work Order Request, to request modification or addition to facilities and submit to the Squadron Commander.

C-5.3.12 Contract Oversight.  The Contractor shall monitor the work of various Contractors as applicable.  The Contractor shall work directly with the QAE for compliance.

C-5.3.13 In-house Work.  The Contractor shall inspect, maintain and replace items such as light bulbs, ballast’s, defuse lenses, electrical cords, information signs, toilet seats, towel dispensers, tissue dispensers, trash receptacles, hinges, door knobs, ceiling panels, wall paper, touch-up painting, carpets and matting, and other miscellaneous items on an “as needed” basis. The Contractor shall submit for maintenance or work that cannot be done by the Contractor, using AF Form 332, Work Order Request.

C-5.3.14 Safety.  The Contractor shall daily inspect facilities for safety.  The Contractor shall immediately report safety discrepancies to the Safety Manager.   The Contractor shall correct deficiencies such as poor lighting, ice or snow in sidewalks, broken walkways, wet floors, flooding, broken windows/glass, bio-environmental concerns, hazardous spills, debris, tripping hazards and other such items to the appropriate base agencies for resolution. The Contractor shall report discrepancies that can not be corrected in-house to the appropriate base agency for resolution.  The Contractor shall inspect, maintain, and replace any defective exit signs and emergency lighting as required.

C-5.3.15 Security.  The Contractor shall maintain building security.  The Contractor shall report any security issue to the proper authorities such as Civil Engineering and Security Forces.  The Contractor shall work directly with the points of contact from Security Forces, Office Of Special Investigation (OSI), and Secret Service during such events as CORONA conference, National Space Symposium or other similar events as directed.  The Contractor shall be able to obtain a secret security clearance.

C-5.3.15.1 Conference Security.  The Contractor shall be prepared for immediate response to security issues within Arnold Hall, Cadet Recreation Lodge and Lawrence Paul Pavilion.  The Contractor shall work directly with various agencies to provide support at high level meetings, briefings and conferences.  The Contractor shall be available to respond to such events as CORONA, National Space Symposium and other events as directed.  The Contractor shall submit an entry control roster for personnel requiring access to the area during these high level events.  The Contractor shall respond to all THREATCON conditions.

C-5.4 FACILITIES SCHEDULING
C-5.4.1 Normal Operating Hours. The Contractor shall perform the services required under this contract during the following hours: Monday – Friday 0730–1630 or as based upon programs. Saturdays, Sundays and Holidays closed, or as based upon programs.

C-5.4.2 Facilities Scheduling. The Contractor shall be responsible for scheduling events in Arnold Hall, Cadet Recreational Lodge and Lawrence Paul Pavilion, to include complete coordination with activities involved. Contractor shall monitor special events in the ballroom, ensure all protocol and etiquette rules are observed, coordinate for food and beverage services. The Contractor shall arrange for instructors to teach cadet leisure classes in cooking, wine, gem education, and ballroom dance.

C-5.4.3 Completes Scheduling Forms And Coordinate. The Contractor shall transfer and record all information concerning a scheduled activity using USAFA Form 866, Scheduling Form.  The Contractor shall coordinate the event(s) with various organizations to include, the Theater staff, Cadet Facility Manager, Entertainment Office, 10th Services staff (Arnie’s/Haps/Academy Club/Sam Milazzo Club), Protocol and Security Forces. The Contractor shall routinely provide follow-up to the point of contact for the scheduled activity and make changes as necessary. The Contractor shall provide briefings to higher staff members as required.

C-5.4.4 Activities Schedule. The Contractor shall annotate all known events. The Contractor shall plan and coordinate known events at least six months prior to the scheduled activity and provide briefings to upper management on the progress of the scheduled event as directed.
C-5.4.5 Set-up/Tear Down And Clean-Up Rooms. The Contractor shall ensure that during each scheduled event, set-up, take down and clean up immediately after each event.

C-5.4.6 Etiquette Training. The Contractor shall be responsible for scheduling formal balls and etiquette classes as directed.

C-5.4.7 Planning, Coordinating, And Executing Cadet Balls. The Contractor shall be responsible for the planing and execution of the Graduation Ball, Winter Ball, Valentines Ball, and Ring Dance. The Contractor shall coordinate with internal and external staff members to include Theater, Facilities Manager, Mitchell Hall Special Events Office and 10th Services Catering. The Contractor shall execute these activities in accordance with USAFA instructions. 

C-5.4.8 Schedule Rooms For Training. The Contractor shall schedule room(s) for Cadet Etiquette training. The Contractor shall ensure that booked events do not detract from each other. 

C-5.4.9 Publicity. The Contractor shall coordinate with the 10th Services Marketing Office for the publicity of Cadet Etiquette Training events. The Contractor shall ensure any advertisement includes date, time, location, attire, and cost (if applicable). The Contractor shall follow-up with 10th Services Marketing to ensure advertisements are correct and properly disseminated.

C-5.4.10 Emergency or Special Functions. The operation is subject to special function requirements on short notice. The Government will give the Contractor at least eight hours notice for special events and at least one hour notice for emergency situations.

C-5.5 RESOURCE MANAGEMENT
C-5.5.1 Normal Operating Hours. The Contractor shall perform the services required under this contract during the following hours: Monday – Friday 0730–1630.

C-5.5.2 Resource Management.  The purpose of the program is to serve as the focal point for all Appropriated Funding (APF) and Non-appropriated Funding (NAF) funding occurring within the Cadet Activities Flight.

C-5.5.3 Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours: 0730–1630 or as based upon programs.

C-5.5.4 Appropriated Funds Budgeting. The Contractor shall obtain goals and objectives for the planning of the APF budget IAW established procedures as follows:

C-5.5.4.1 Gather budget information based on the approved Financial Plan and all managers, to formulate the Target Loads by Responsibility Center/Cost Center codes (RC/CC) and Element of Expense Investment Codes (EEIC). Changes to the Target Loads should be kept at a minimum.

C-5.5.4.2 Provide annual and quarterly spending targets when required.

C-5.5.4.3 Log all program changes, and expenses to a spreadsheet by RC/CC and EEIC.

C-5.5.4.4 Obtain training in the use of purchases. The Contractor shall be responsible for reading and understanding the instruction booklet provided by LGC at the time of training.

C-5.5.4.5 Maintain a log of all purchases and is required to use a new log at the beginning of each new billing cycle.

C-5.5.4.6 Receive a statement of charges the first week of each month for the previous month. The Contractor shall be responsible for verifying the statement to the log, writing on the bill what each purchase was for, and sign back of bill as well as the log submitting the originals to the Resource Advisor (RA) and retaining a copy of each for the files along with all applicable receipts.

C-5.5.4.7 Issue printing requests to managers/employees for all printing requirements necessary to their specific program. Maintain log of all requests to verify/explain against the statement.

C-5.5.4.8 Perform security measures to ensure supplies and equipment are kept in a locked area.

C-5.5.4.9 Meet all suspenses from outside organizations/agencies.

C-5.5.5 Non-Appropriated Funds Budgeting Responsibilities (NAF). The Contractor shall act as the liaison between the Managers and the Commander of Cadet Activities Flight. In addition, the Contractor shall:

C-5.5.5.1 Maintain a Rolling Four Quarters budget on all activities within the organization for submission to the NAF Accounting Office (NAFAO).

C-5.5.5.2 Maintain a NAF Capital Requirements budget for the current fiscal year plus five (5) years on all activities within the organization for submission to the NAFAO.

C-5.5.5.3 Obtain goals and objectives for planning the budget from activity managers.

C-5.5.5.4 Provide quarterly revisions to the budget to NAFAO for all activities.

C-5.5.5.5 Make and report any changes to the monthly trial balance financial statement to the NAFAO.

C-5.5.5.6 Receives slides on monthly financial statement from NAFAO.

C-5.5.5.7 Researches slides to verify actual to budget figures prior to the monthly financial briefings.

C-5.5.5.8 Set up appointment with the Activity Managers for the monthly NAF Pre-Brief.

C-5.5.5.9 Set up the monthly NAF Update on the financial slides with Cadet Activities Flight Commander (34 SVS/CC), 34th Support Group Commander (34 SPTG/CC), Activity Managers, and other outside organizations/agencies.

C-5.5.5.10 .Provide copies of slides to all attendees of the NAF Update.

C-5.5.5.11 Deposit funds as necessary for Ballroom Activities and the Cadet Lodge, using the AF Form 1876, AF Form 2555, deposit slips (triplicate) sending originals to NAFAO and keeping a copy on file.

C-5.5.5.12 Purchase supplies, equipment, services, and repairs when required by using petty cash, AF Form 9, Request for Purchase, DD Form 250, Material Inspection and Receiving Report, AF Form 1408, Non-Appropriated Fund Call Register, AF Form 2539, NAF Disbursement Request, AF Form 2533, Transfers Between Cost Centers, USAF Academy Form 0-434, Blanket Purchase Agreement (BPA) Call/Receiving Report.

C-5.5.5.13 Meet all suspense from outside organizations/agencies.

C-5.6 Petty Cash Responsibilities. The Contractor shall maintain a sufficient emergency cash fund.

C-5.6 EXTRACURRICULAR ACTIVITIES – APF 70%, NAF 30%

C-5.6.1 Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours: Monday – Friday 0730–1630.

C-5.6.2 Recruiting Sponsors From Local Military And Parents Organization. The Contractor shall write publicity notices to publicize the sponsor program. Recruitment shall be accomplished year round. The Contractor shall send these notices to Public Affairs, obtain Public Affairs approval, and distribute to the local military installations year round. The Contractor shall write letters to parents organizations publicizing the Cadet Sponsor Program, obtain approval from Plans and Programs (XP), distribute to parent's organizations (approx. 100) and send out letters no later than 1 February of each year.

C-5.6.3 Informing Cadet Candidates Of Sponsor Program. The Contractor shall write letters to Cadet candidates informing them of the Cadet Sponsor Program criteria, on how to be a sponsor and the deadline for returning sponsor preferences (Scan form). The Contractor shall obtain approval for the letter from 34th Support Group (SPTG), co-locate, and distribute packages to all Cadet candidates January through June, and during in-processing day.

C-5.6.4 Sponsor Program Database. The Contractor shall update/review scan form for both cadet sponsors and cadets, obtain approval for revision(s) from the Government, have the scan form made, work with the 10th Forms Management (SCSPF) office to produce forms. The Contractor shall collate, assemble letters, Scan form, instruction letters and return envelopes, and mail out. Upon receipt of returned scan form, the Contractor shall collect returned data and download data into the software program. The Contractor shall verify downloaded data and make changes as necessary to ensure correct data.

C-5.6.5 Assigning Sponsors To Cadets. The Contractor shall write improvements to the sponsor program software, ensure compatibility between scan form and software, and coordinate improvements through the chain of command. The Contractor shall execute Cadet Sponsor Program software and “match-up” Basic Cadets to sponsors for both Doolie Day Out and the academic year. The Contractor shall work with the Director of Personnel to ensure cadets departing the Academy prior to Doolie Day Out and Parents Weekend are deleted from the “match-up” list. The Contractor shall ensure the “match-up” letters for Doolie Day Out are mailed no later than 7 days after In-processing. The “match-up” for the academic year shall occur no later than mid August. The Contractor shall insure that every Basic and 3rd Class cadets are assigned a sponsor for Doolie Day Out and the academic year. The Contractor shall insure that every sponsor wanting to be assigned a cadet and is assigned at least one cadet. The Contractor shall write assignment letters for both sponsors and cadets, collate assignment letters with information about Doolie Day Out and the academic year and distribute or mail out letters to both cadets and sponsors.

C-5.6.6 Training Cadet Sponsor Families and Cadets. The Contractor shall provide a briefing to all new cadet sponsors on Cadet Wing policies and sponsor responsibilities. Training shall occur no later than the week of Parents Weekend. The Contractor shall coordinate with the 34th TRW/CCs administrative staff to schedule the briefing date. The date shall be coordinated with the Wing master calendar and Scheduling Committee. The Contractor shall arrange schedule venue, write and compose invitations, obtain approval, and upon approval, print and distribute invitations. The Contractor shall coordinate for guest speakers and arrange for refreshments, technical and logistical support. The Contractor shall audio or visually tape the briefing, ensure those individuals who are unable to attend receive these tapes. The Contractor shall execute the briefing, write, revise the brochure that explains the Cadet Sponsor Program, and forward a draft of the brochure through the chain of command for approval. Upon approval, Contractor shall print and mail brochure to all sponsors in the database.

C-5.6.7 Record and Monitor Assignments. The Contractor shall record cadet sponsor assignments, notify Air Officer Commanding (AOCs)/Military Training Advisors (MTAs) of their assignments, change/modify assignments based on preferences of both cadets and sponsors after original assignments have been made for both Doolie Day Out and the academic year. The Contractor shall investigate complaints by cadets and sponsors and act IAW Cadet Wing policies. The Contractor shall provide input to the chain of command on all sponsor issues, ensure special requirements; i.e. Commandant’s alcohol policy, and distribute these to sponsors and cadets. The Contractor shall conduct follow-up on special issues relating to the cadet sponsor program. 

C-5.6.8 Execute Special Programs. The Contractor shall execute special events, i.e., (Sponsor Appreciation Day), coordinate with the 34th TRW/CCs administrative staff for 34th TRW/CCs attendance, schedule the date with the master calendar and the Scheduling Committee, schedule the venue through the Cadet Activities Flight, draft invitations, obtain approval for invitations, print and distribute invitations, coordinate with Logistics and execute the event. (APF 50%, NAF 50%)

C-5.6.9 Cadet Clubs Program. The Contracto shall provide information and procedures to cadets on how to establish a cadet club and how cadet clubs/teams should operate. Also, provide information and procedures to Officers in Charge on how to suspend and/or dissolve a cadet club or team. This program is coordinated closely with the Cadet Extracurricular Activities Board (CEAB). Minutes from this meeting are sent up the chain of command for 34thTRW/CC approval.

C-5.6.10 Cadet Club Oversight. The Contractor shall provide guidance and instruction to all Officers In Charge (OIC)/Non-commissioned Officer In Charge (NCOIC), who work with cadet clubs and teams. The Contractor shall update and revise USAFA Instruction 36-155, Cadet Extracurricular Activities Program, and distribute instructions to the OICs/NCOICs. USAFA Instruction 36-155 provides guidance on how to dissolve a cadet club/team. The Contractor shall provide a briefing to OICs/NCOICs on how to formulate budget requirements.

C-5.6.11 Recruit And Train Officers And NCOs. The Contractor shall ensure that there is at least one officer and/or one NCO to work with every cadet club or team, recruit, screen and approve other OICs and NCOICs. The Contractor shall recruit through publicity notices, bulletins or E-mail.

C-5.6.12 Obtain And Disperse Resources. The Contractor shall petition officers/NCOs for budget requirements annually. Budgets are appropriated, non-appropriated, non-appropriated gift, commercial and corporate sponsorship. The Contractor shall budget requirements for all cadet clubs and formulate drafted budgets IAW the direction provided by the Resource Management Office. The Contractor shall submit draft budgets to the chain of command for approval and distribute the approved budget figures to OICs/NCOICs for each club/team. The Contractor shall review each spending prior to funds being spent and monitor all Extracurricular Activities expenditures. The Contractor shall provide training on responsibilities and procedures on how to work the cadet clubs and teams program, coordinate the training date with the 34th Services Commander, schedule the date with the 34th Training Wing calendar monitor and schedule the venue. The Contractor shall draft memos to OICs/NCOICs inviting them to the training session. These memos shall be coordinated with the chain of command for approval prior to these being forwarded. After approval, the Contractor shall inform OICs/NCOICs of the session. The Contractor shall coordinate for a guest speaker, refreshments, and technical assistance through the 34th Logistics Squadron. The Contractor shall conduct the briefing. (APF 10%, NAF 90%)

C-5.6.13 Coordination on Activities. The Contractor shall obtain Scheduling Committee Approval for excuse from Academy activities or competition events. Also shall obtain orders from the 34th Support Group, arrange ground transportation (10th Logistics), and air transportation (Professional Travel), and obtain lodging, entry fees, equipment, supplies, uniforms instructors, trainers, van/car rental from the procurement officials from the fund specified. Also, as needed, the Contractor shall consult with the legal office on extracurricular activities, obtain legal guidance, formulate policy and disseminate policy to all extracurricular activities. (APF 50%, NAF 50%)

C-5.6.14 Monitor Finances. The Contractor shall provide financial oversight for cadet clubs and teams, review the actual budget expenditures against budget projections, and provide monthly metrics on actual versus budget expenses. The Contractor shall brief financial status to the 34th Support Group Commander as required.

C-5.6.15 Vehicle Assignments. The Contractor shall assign vehicles to Cadet Clubs personnel upon request. 

C-5.6.16 Budget Estimates. The Contractor shall provide an annual budget to the Resource Manager, Cadet Activities Flight for each fiscal year. The Contractor shall include equipment items, expendable and non-expendable supplies as directed. The Contractor shall develop a spend plan and submit any spending requirement to the Resource Manager for approval.

C-5.6.17 Scheduling Committee Approval. The Contractor shall seek approval from the Scheduling Committee for events such as the Graduation Ball, Ring Dance, Valentine’s Day Ball, Winter Ball and 4th of July celebration at least six months prior to the event. Other activities such as the Pikes or Bust Rodeo, Sky Sox Baseball game and Cadet Leisure classes shall be scheduled no later than three (3) months prior to the anticipated event.

C-5.7 CADET ACTIVITIES LIAISON
C-5.7.1 Normal Operating Hours. The Contractor shall perform the services required under this contract during the following hours: Monday – Friday 0730–1630 or as based upon programs. Saturdays, Sundays and Holidays closed, or as based upon programs.

C-5.7.2 Cadet Activities Liaison. The Contractor shall perform the functions of receptionist for Arnold Hall’s administration. This position is also responsible for organizing debutante participation in cadet social functions.

C-5.7.3 Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours: 0730–1630 or as based upon programs.

C-5.7.4 Customer Service. The Contractor shall greet, receive and answer questions for visitors to Arnold Hall.

C-5.7.5 Service to Family Members And Friends. The Contractor shall inquire about cadet locations, inform cadets of visitors, leave messages at cadet squadrons, and find a place for cadets to meet with visitors.

C-5.7.6 Service To Tourists. The Contractor shall provide visitors with a history of the Academy and static displays within Arnold Hall.

C-5.7.7 Potential Appointees. The Contractor shall direct potential cadets to the office of admissions when warranted.

C-5.7.8 Distinguished Visitors. The Contractor shall set-up the McComas Lounge if necessary to meet guests needs, contact the Protocol office for special arrangements and act as an escort if required.

C-5.7.9 Assistance To Conferees. The Contractor shall provide direction to various rooms within Arnold Hall, take phone messages and provide conferees with equipment if needed.

C-5.7.10 Package Handling. The Contractor shall receive gifts and flowers for cadets and contact the cadets for pick-up. 

C-5.7.11 Cadet Social Events. The Contractor shall coordinate for debutantes and cadet participation cadet social events, and advertise events in a timely manner as directed.

C-5.7.11.1 Winter, Valentine, and Governor’s Formal Ball. The Contractor shall plan for the execution of these events no later than three (3) months prior to the function. 

C-5.7.11.2 Requests For Scheduling Committee Approval (SCA). The Contractor shall set the date for the event and fill out USAFA Form 17, Scheduling Committee Approval in order to secure permission to have the event.

C-5.7.11.3 Cadet in Charge Responsibilities. The Contractor shall provide follow-up of the USAFA Form 17 to ensure SCA approval of the scheduled event.

C-5.7.11.4 Escort Requirements. The Contractor shall provide briefing to SCA cadets on expectations and behavior during the balls (i.e., escorting Denver Débutantes to Ballroom, conversation, tips, limitations, and basic etiquette).

C-5.7.11.5 Invitations To Debutantes, Local Reserve Officers Training Corps (ROTC) Detachments, And Other Base Organizations. The Contractor shall request and coordinate with the Center For Character Development to determine who will be invited from the local military departments.

C-5.7.11.6 Transportation. The Contractor shall request transportation for the cadets and debutantes during all scheduled activities and provide follow-up to confirm.

C-5.7.11.7 Publicity. The Contractor shall coordinate with the 10th Services Marketing and Publicity office for flyers and advertisement. The Contractor shall include the date time and location of the scheduled event. Flyers shall be produced in coordination IAW USAFA Instructions.

C-5.7.11.8 Cadet Etiquette. The Contractor shall provide oversight to the cadets on proper etiquette.
C-5.7.11.9 Chaperone Services. The Contractor shall act as the primary chaperone for all scheduled events, as required by the activity manager, and report any inappropriate behavior to the Cadet in Charge.

C-5.8. MARKETING – 60%APF and 40% NAF

C.5.8.1. HOURS OF OPERATIONS. Normal duty day for Services Marketing office is 0730 to 1700, Monday through Friday except for Federal holidays. Marketing operates within an uncommon tour of duty, requiring personnel to adjust 40-hour workweeks to accommodate special work and program requirements and assignments such as evening and weekend duty.

C.5.8.2. SPECIAL EVENT SERVICES. Throughout the year, the Contractor shall assist in special events and activities. These may require additional services during normal and extra duty hours, based on an uncommon tour of duty. These events could include, but not be limited to: the Doolie Fair, Parents' Weekend Fair, cadet formal balls, sponsored events, specific activity events, and corporate off-site networking functions. These services could include, but not be limited to: photographic support, set-up and breakdown, event management, merchandizing, displays, logistics, cadet chaperone and hostess duties, providing information, assessing marketing efforts and customer response, and assisting other activities. 
C.5.8.3. GENERAL. The Contractor shall operate a marketing and publicity office in Building 5136 P-106, as defined by AFI 34-264, Services Marketing and Publicity Program, and AFI 34-262, Services Programs and Use Eligibility, and as supplemented by MAJCOM for the following activities: Academy Lanes, Eisenhower Golf Course and Pro Shop, Sam A. Milazzo Club, the Academy Club, Arnie’s, Golf Tee House, Equestrian Center, Veterinary Clinic, Human Resources/Training, Airman Dining Hall (High Country Inn), Rampart Lodge, Mortuary, Base Fitness and Sports, Academy Flight Training Center, Farish Recreational Area, Information Ticket and Tour in the Community Center and in Vandenberg Hall, Arts and Crafts Skills Development Center, Auto Skills Development Center, Wood Skills Development Center, Child Development Center, Part-Day Enrichment Program, Family Day Care, Base and Cadet Community Centers, Cadet and Prep School Treats, Arnold Hall Specialties and Package Stop, Youth Center, Cadet Entertainment (Academy Concerts), Cadet Media, Extracurricular (Cadet Clubs and Sponsor Program), Cadet Barber and Beauty Shops, Cadet Laundromats, and Commercial Sponsorships.

C-5.8.3.1. The Contractor shall only charge Category C activities for the cost of printing promotional materials (excluding labor costs) if the material is printed in the Marketing Office. The Contractor shall transfer the cost of printing to Category C activities if the printing is handled by off-base printers or the Base Print Plant. Direct mailing costs for a specific activity, but handled by the Marketing Office, are paid for by that activity. Direct mail costs for promotional materials pertaining to all of 10 SVS are paid for by the Marketing Office.

C.5.8.4. MARKETING AND PROMOTIONAL PLANNING AND ANALYSIS. The Contractor shall:
C-5.8.4.1. Assist managers, as needed, to develop a yearly marketing plan, ensuring customer retention is the number one priority of marketing efforts. (100% APF)

C-5.8.4.2. Interface with commanders and flight chiefs to determine marketing priorities and initiatives. (100% APF)

C-5.8.4.3. Conduct long-range marketing planning to develop the overall Services strategy and marketing objectives for the next 3-5 years. (100% APF)

C-5.8.4.4. Prepare and execute short-range marketing planning to establish specific goals and budgets for the coming fiscal year. (100% APF)

C-5.8.4.5. Visit with each manager, at least quarterly, to advise on marketing and promotional strategies. (APF 70%, NAF 30)

C-5.8.4.6. Assist activity managers in the development and execution of special events and annual promotional campaigns. (APF 70%, NAF 30%)

C-5.8.4.7. Implement and integrate Air Force marketing initiatives provided or directed by the Air Force Services Agency. (APF 50%, NAF 50%)

C-5.8.4.8. Attend a variety of meetings to disseminate and gather information and monitor potential marketing support. (APF 65%, NAF 35%)

C-5.8.4.9. Develop and maintain master calendar of events to coordinate marketing Services programs and events. (100% APF)

C-5.8.4.10. Conduct market research and analysis to determine customer satisfaction, concerns, and recommendations for program changes. (100% APF)

C-5.8.4.11. Constantly evaluate marketing operations and outside trends and techniques with the objective of improving business and customer perceptions and innovative marketing opportunities. (APF 50%,NAF 50%)

C-5.8.4.12. Consolidate the research requests of activity managers, where possible, and develop the most effective way to obtain the market information. (100% APF)

C-5.8.4.13. Conduct focus groups on clubs and other activities, as determined by the commander and/or Air Force Services Agency. (100% APF)

C-5.8.4.14. Analyze market research (Corporate Prism and Customer Feedback) to support more detailed surveys, such as focus groups and customer interviews. (APF 80%, NAF 20%)

C-5.8.4.15. Assist activity managers in performing an assessment of competitive activities within the installation’s trade area. (APF 80%, NAF 20%)

C.5.8.5. MARKETING SUPPORT FOR EVENTS. The Contractor shall:

C-5.8.5.1. Support and/or execute Services programs and events, including, but not limited to, Doolie Fair, Military Ski Day, talent shows, Tops in Blue, Fitness Month, Month of the Military Child, and Club Programs. (APF 50%, NAF 50%)

C-5.8.5.2. Attend and/or participate in the variety of programs offered to eligible customers. (APF 50%, NAF 50%)

C-5.8.5.3. Provide after-action reports for key events and programs. (APF 75%, NAF 25%)

C.5.8.6. WRITING AND EDITING SERVICES. The Contractor shall: 

C-5.8.6.1. Determine audience characteristics, such as age, interests, educational levels, and attitudes to select the editorial materials and styles that are best suited to the intended audience. (APF 50%, NAF 50%)

C-5.8.6.2. Write and submit newspaper articles, featuring Services programming and activities, for inclusion in the base newspaper, the Academy Spirit, IAW the Associate Press Style Guide. (APF 10%, NAF 90%)

C-5.8.6.3. Arrange with the USAFA public affairs officer to include an insert in the base newspaper at least monthly, promoting Services programs and activities. (APF 90%, NAF 10%)

C-5.8.6.4. Develop, write, and produce a variety of magazines, brochures, newsletters, tri-folds, etc. to highlight and/or showcase programs and opportunities, including, but not limited to, the Cadet Parents’ Survival Guide, semi-annual Outdoors Magazine, Cadet Sponsor Handbook, Fun Book, Academy Concerts’ programs, Cadet Clubs’ Awards program, activities’ brochures, Children’s Showcase, employee handbook, golf course newsletter, youth center newsletter, seasonal ski brochure, and outdoor adventure brochure. (APF 30%, NAF 70%)

C-5.8.6.5. Monthly, produce a Services information magazine. (APF 90%, NAF 10%)

C-5.8.6.6. Develop and coordinate news releases to off-base media, through Public Affairs, for base events open to the public. (APF 90%, NAF 10%)

C-5.8.6.7. Develop and produce materials for special presentations or award projects. (APF 50%, NAF 50%)

C-5.8.6.8. Edit and proof read all promotional and publicity materials prior to final publication. (APF 50%, NAF 50%)

C-5.8.6.9. Arrange for printing. (APF 50%, NAF 50%)

C-5.8.6.10. Produce information for on-base marquees coordinating execution with Public Affairs. (APF 50%, NAF 50%)

C.5.8.7. PROMOTIONAL AND GRAPHICS PRODUCTS. The Contractor shall: 

C-5.8.7.1. Determine audience characteristics, such as age, interests, educational levels, and attitudes to select those visuals that are best suited to the intended audience. (APF 50%, NAF 50%)

C-5.8.7.2. Obtain relevant/ historic organization or mission information needed for graphics. (APF 35%, NAF 65%)

C-5.8.7.3. Conceptualize, design, and prepare pre-press layout and design for all publications and promotional materials, such as brochures, newsletters, magazines, booklets, table tents, trade show booths, point of purchase displays, programs/covers, calendars, posters, banners, coupons, charts, logos, tee-shirts, invitations, post cards, direct mail pieces, flyers, customer comment cards, surveys, tickets, price lists, menus, forms, certificates, place mats, schedules, signage, and advertising, in one- to four-color process. (APF 35%, NAF 65%)

C-5.8.7.4. Print and/or coordinate printing of a wide variety of promotional material and graphic products. (APF 40%, NAF 60%)

C-5.8.7.5. Serve as liaison with publisher and printer. (APF 50%, NAF 50%)

C-5.8.7.6. Photograph events and activities for newspaper coverage, historical documentation, advertising, publicity, and briefings. (APF 40%, NAF 60%)

C-5.8.7.7. Manage production of videos for safety, training, and/or promotions, to include script writing, direction, and some shooting. (APF 50%, NAF 50%)

C-5.8.7.8. Develop visual aids for briefings and presentations. (APF 50%, NAF 50%)

C-5.8.7.9. Proof and correct all advertising and publicity materials. (APF 50%, NAF 50%)

C.5.8.8. ADVERTISING. The Contractor shall:
C-5.8.8.1. Purchase ads IAW rules and regulations, AFI 34-264 and the Air Force Services Agency’s Advertising Policy Handbook. (APF 50%, NAF 50%)

C-5.8.8.2. Sell ads IAW  rules and regulations concerning NAFI advertising, AFI 34-264, and the Air Force Services Agency’s Advertising Policy Handbook. (APF 50%, NAF 50%)

C.5.8.9. DISTRIBUTION. The Contractor shall:

C-5.8.9.1. Disseminate appropriate promotional messages and information over e-mail to Services customers. (APF 80%, NAF 20%)

C-5.8.9.2. Coordinate with Protocol, Legal, Civil Engineering, Athletics, AAFES, DECA, commercial sponsorship, Commanders’ Calls, Personnel, and Public Affairs to assist in marketing and promotion of AFA activities, as appropriate. (APF 50%, NAF 50%)

C-5.8.9.3. Distribute on-base mailing. (APF 20%, NAF 80%)

C-5.8.9.4. Arrange for all direct mailing requirements to target markets. (APF 25%, NAF 75%)

C-5.8.9.5. Maintain a regularly updated computer database of names and addresses, IAW AFI-34-204, paragraph 3.6, for direct mailing of Services magazine. (100% NAF)

C-5.8.9.6. Ensure coupons, preferred customer applications, comments cards, and other appropriate venues have an area for current and potential customers to provide information for a direct mail database, including name, home address, home phone number, statement that authorizes Services to send direct mail at a later date, and address correction requested block. (APF 50%, NAF 50%)

C-5.8.9.7. Create and maintain web-site featuring all USAF Academy Services activities. (100% APF)

C-5.8.9.8. Conduct, attend, contribute to and/or participate in briefings, including but not limited to, Newcomers’ Briefings, Commanders’ Calls, Cadet Support Representative meetings, staff meetings, and special events planning and evaluation meetings. (APF 65%, NAF 35%)

C-5.8.9.9. Ensure promotional merchandising materials are properly displayed and/or made available in high traffic areas. (APF 50%, NAF 50%)

C-5.8.9.10. Distribute Services magazines and other general Services promotional materials throughout high traffic and high visibility areas on base. Promotional materials that are specific to an Activity need to be distributed by the Activity manager to its designated markets. (APF 50%, NAF 50%)

C-5.8.9.11. Provide timely Services publicity information in lodging rooms. (APF 50%, NAF 50%)

C-5.8.9.12. Actively and passively cross-market events and activities. (APF 50%, NAF 50%)

C-5.9. FITNESS AND SPORTS – 86% APF and 14% NAF

C.5.9.1. The Contractor shall perform the services required under this contract during the following hours at the Fitness and Sports Center, Bldg 5234 and Gym Annex, 8119, and Pool Operation, USAFA, Colorado. The Contractor shall furnish and train, at its own expense a sufficient number of qualified employees as outlined in AFI 34-266 to provide efficient service to Services authorized patrons during the hours stated below. There should never be less than two (2) employees on duty in each facility to ensure coverage of customer requests and emergencies. Any deviations to these days and hours of operation must be requested in writing for approval to the Contracting Officer.

C.5.9.2. ADMINISTRATION.  The Contractor shall operate Fitness and Sports Center defined by AFI 34-101, Services Programs and Use Eligibility, AFMAN 34-137, Air Force Fitness and Sports, AFR 34-266, Air Force Fitness and Sports, AFI 65-106, and AFI 34-201.

C.5.9.3. Hours of Operation of Fitness and Sports: winter hours begin after Labor Day, summer hours begin the 1st Monday in June.

C-5.9.3.1. Summer Hours: Monday thru Friday 0500-2000, Sat/Sun/Holidays 0900-1800.

C-5.9.3.2. Winter Hours: Monday thru Friday 0500-2200, Saturdays/Sundays/Holidays 0900-1800, Holiday hours closed Thanksgiving Day, Christmas Day.

C-5.9.3.3. Gym Annex: Monday thru Friday 1000-1800, Sat/Sun /Holidays closed.

C-5.9.3.4. Indoor Pool: Monday thru Friday 0600-2100 (hours subject to change), Sat/Sun/Holidays 0930-1700.

C-5.9.3.5. Outdoor Pool: Monday thru Friday 1000-1830 (hours subject to change), Sat/Sun/Holidays 1000-1700.

C.5.9.4. The Contractor shall identify the Fitness and Sports Center target markets and strategies.

C.5.9.5. Use Corporate Prism data to develop a comprehensive marketing plan.

C.5.9.6. Provide an annual Fitness and Sports Center brochure/pamphlet to include a description of services, hours of operation, prices, programs, classes, etc., and have available for customers.

C.5.9.7. Develop an annual operations plan. 

C.5.9.8. Conduct approved surveys and questionnaires.

C.5.9.9. Develop and maintain a continuity book IAW AFI 34-266 and AFMAN 34-137. The continuity book shall be available for Government inspection.

C.5.9.10. Implement the self-inspection checklist program. Correct any deficiencies identified.

C.5.9.11. Contractor or his representative shall be present for all inspections to include, but not be limited to, Haz-Mat, Safety, Bioenvironmental, environmental (ECAMP), NAF, and Government.

C.5.9.12. Help base personnel establish clubs.

C.5.9.13. Ensure weekly inspections are conducted and documented for all fitness and sports equipment, fields, and facilities.

C.5.9.14. Develop an emergency medical plan.

C.5.9.15. Provide training needs for staff.

C.5.9.16. Work with related base and community fitness and sports.

C.5.9.17. Set up and conduct quarterly and specially called Fitness and Sports Advisory Council meetings, serve as advisor IAW AFM 34-137.

C.5.9.18. Recommend, coordinate, and approve sports bylaws.

C.5.9.19. Assist, coordinate, and assemble resources for support of fitness and sports programs.

C.5.9.20. Provide elite athlete an opportunity to participate at higher level competitions--Varsity, MAJCOM, Air Force, Armed Forces, National, and International.

C.5.9.21. Coordinate travel plans with HQ AFSVA/SVPAF office.

C.5.9.22. Provide 303, Request for USAF Specialized Sports Training. Coordinate and approve requests.

C.5.9.23. Provide assistance to World Class Athlete Program (WCAP) per AFI 34-266 Air Force Fitness and Sports.

C.5.9.24. Provide organized structured, year-round fitness conditioning program that emphasizes cardiovascular fitness strength and flexibility.

C.5.9.25. Provide Cardiovascular, Selectorized Resistance and Free Weight Resistance equipment IAW AFI 34-266.

C.5.9.26. Represent fitness center at the Wing Health Promotion Working Group and act as a functional expert on matters of base-wide fitness programs.

C.5.9.27. Coordinate with Health and Wellness Center (HAWC) exercise physiologist to provide in-house staff training and to conduct yearly activities that compliment both programs.

C.5.9.28. Conduct and document weekly inspections of all fitness equipment and facilities. Ensure safety and maintenance of all fitness equipment.

C.5.9.29. Assist customers with hands-on personalized instruction, equipment training, and enforce standards.

C.5.9.30. Provide an annual fitness plan that emphasizes cardiovascular fitness, strength, and flexibility.

C.5.9.31. Provide enhanced services, massage therapy, instructional classes, 5K Fun Run/Walk events, biking events and others upon customer demand. (NAF)

C.5.9.32. Ensure all fitness equipment, strength and cardiovascular, are maintained in safe working condition.

C.5.9.33. Develop annual sports; provide 4 of 5 intramurals (softball, basketball, flag football, volleyball, soccer). Provide enhanced sports, extramural, varsity, and major command sports IAW AFI 34-266, AFI 65-106, and AFI 34-403.

C.5.9.34. Develop sports bylaws with sports advisory council.

C.5.9.35. Ensure all sports equipment is maintained in safe working condition.

C.5.9.36. Conduct and document weekly inspections of all sports equipment, fields, and facilities.

C.5.9.37. Conduct coaches' meetings.

C.5.9.38. Provide reservation system for courts and playing areas. Must be equitable to all patrons IAW Eligibility Criteria.

C.5.9.39. Provide annual certified and trained officials in each sport offered.

C.5.9.40. Provide free towel/locker services, issue and control equipment, and maintain reservations IAW AFI 34-266 and AFM 34-137.

C.5.9.41. Manage outdoor maintenance playing fields, courts, tracks and facilities. Maintenance shall comply with AFI 34-137.

C.5.9.42. Perform facility managers’ functions as outlined in USAFA Instruction 32-5001 and AF Pamphlet 87-8, Building Managers’ Handbook.

C.5.9.43. Provide appropriated janitorial support as outlined in AFM 34-137.

C.5.9.44. Maintain supply and equipment accounts.

C.5.9.45. Conduct and document weekly inspections of all areas.

C-5.10. Aquatics Program Function: The Contractor shall provide qualified staff to maintain and operate an indoor swimming pool year round and an outdoor swimming pool May through Labor Day. (APF)

C.5.10.1. Provide qualified and trained lifeguards for both operations, provide instructional programs for both youth and adults.

C.5.10.2. Provide maintenance and upkeep of both pool areas on a daily basis, as outlined in AFB 34-110 and AFOSH Standard 48-41.

C-5.10 SKILLS DEVELOPMENT – 45% APF and 55% NAF  

C-5.10.1 This is an instructional program directed toward the recreational, vocational, and educational needs of authorized users to provide sufficient knowledge to pursue constructive and creative hobbies and to increase competence in fine arts, crafts, and industrial arts. Instruction should stimulate new interest and provide students with sufficient basic skills and knowledge to participate with minimum supervision and to work safely in a hobby activity. The program is generally designed to be self-supporting from a combination of appropriated and non-appropriated funds. (APF 80%, NAF 20%)
C-5.10.2 The Contractor shall perform the services required under this contract during the following hours, at the Skills Development Center, to include but not be limited to, Arts and Crafts (Building 4560), Wood Skills (4562) and Auto Skills (4562). The Contractor shall furnish and train, at its own expense, a sufficient number of qualified employees to provide efficient service to Services authorized patrons during the hours stated below. The Contracting Officer must request any deviations from these days and hours of operation in writing for approval.
C-5.10.3 ADMINISTRATION. The Contractor shall:

C-5.10.3.1 Operate Skills Development Center as defined by AFI 34-101, Services Programs and Use Eligibility, AFMAN 34-134 Air Force Skills Development Program Operations AFI 34-111 Air Force Skills Development Programs, Golden Eagle Standards (http:/www-r.afsv.af.mil) and as supplemented by MAJCOM.

C-5.10.4 HOURS OF OPERATION.
C-5.10.4.1 Hours of Operation of Arts and Crafts Skills: Monday closed, Tuesday 1200 to 2030 hours, Wednesday 1200 to 2030 hours, Thursday 1200 to 2030 hours, Friday 0930 to 1730 hours, Saturday 0930 to 1730 hours, Sunday and holidays closed.
C-5.10.4.2 Hours of Operation of Wood Skills: Monday closed, Tuesday closed, Wednesday 1400 to 2000 hours, Thursday 1200 to 2000 hours, Friday 0930 to 1730 hours, Saturday 0930 to 1730 hours, Sunday 1000 to 1800 hours. Closed on holidays.
C-5.10.4.3 Hours of Operation of Automotive Skills: Monday 0830-1730, Tue-Fri 1100 – 2000, Saturday 0800 – 1700, Sunday 1000 –1900, Holidays closed.
C-5.10.5 SKILLS MARKETING. (APF 100%)  The Contractor shall: 

C-5.10.5.1 Identify the Arts/Crafts and Wood Skills Development target markets and strategies.

C-5.10.5.2 Provide a marketing program for mission and quality of life, "authorized" users as defined in AFI 34-101.

C-5.10.5.3 Participate in newcomer orientation briefings. Provide Arts/Crafts Skills Development and Wood Skills Development orientation. Provide briefings, tours, demonstration, and instruction upon request. Conduct classes, demonstration or formal instruction upon request for special interest groups. 

C-5.10.5.4 Provide a quarterly Arts/Crafts and Wood Skills Development brochure/pamphlet to include a description of services, hours of operation, prices, programs, classes etc., and have available for customers.

C-5.10.5.5 Provide a mission support services brochure.

C-5.10.5.6 Conduct programs for target audiences identified in the approved marketing program schedule annually.

C-5.10.5.7 Conduct approved surveys.

C-5.10.5.8 Evaluate the effectiveness of the marketing program. Revise the program to strengthen identified weaknesses.

C-5.10.5.9 Provide revisions of the marketing program to QAE.

C-5.10.5.10 Implement the new approved revised marketing program.

C-5.10.5.11 Prepare program report and submit it to the Government annually.

C-5.10.5.12 Write operating instructions that identify policies and procedures to accomplish tasks listed in Technical Exhibit 2, Workload Estimates.

C-5.10.5.13 Develop and maintain a continuity book in accordance with AFI 34-111 and AFMAN 34-134. The continuity book shall be available for Government inspection.

C-5.10.5.14 Implement and conduct the Self-inspection Checklist Program. Correct any deficiencies identified.

C-5.10.5.15 Develop and update a disaster preparedness program.

C-5.10.5.16 Contractor or his representative shall be present for all inspections, to include but not limited to, Hazard-Mat, Safety, Bio-environmental and Environmental Compliance (ECAMP), NAF, and Government.

C-5.10.6 ENGRAVING SHOP OPERATION. ( APF 20%, NAF 80%)

C-5.10.6.1 The Contractor shall:

C-5.10.6.2 Provide engraving services to eligible patrons. 

C-5.10.6.3 Must exercise a technical knowledge of products and demonstrate salesmanship abilities.

C-5.10.6.4 Perform over-the-counter selling of specialty items such as trophies, plaques.

C-5.10.6.5 Explain and demonstrate products, answer questions concerning products and assist patrons in selecting merchandise.

C-5.10.6.6 Supply sales receipts for the engraving shop customers with a cost-by-cost breakdown.

C-5.10.6.7 Provide on-the-spot rush engraving for customers on an as-needed basis.
C-5.10.6.8 Provide written estimates to the customer for engraving orders.

C-5.10.6.9 Provide a three-day turn around for regular engraving orders.

C-5.10.6.10 Assist the do-it yourselfer with sublimation process (i.e. printing mugs, T-shirts, and ball caps). 
C-5.10.6.11 Prepare sales and refund receipts as well as run a cash register for all sales transactions.

C-5.10.6.12 Knowledge of anti-robbery procedures required.

C-5.10.7 RESALE SHOP OPERATION.  (APF 30%, NAF 70%)The Contractor shall:

C-5.10.7.1 Provide a resale operation. 

C-5.10.7.2 Maintain a sufficient level of inventory to provide needed supplies to support the program/classes.

C-5.10.7.3 Maintain a sufficient level of current trends crafts supplies.

C-5.10.7.4 Operate computer equipment, E-mail or FAX.

C-5.10.7.5 Provide customer assistance in selection of products/materials.

C-5.10.7.6 Demonstrate current craft products on sale.

C-5.10.7.7 Purchase and receive merchandise for the resale store to adequately stock the shop.
C-5.10.8 CUSTOM FRAME OPERATION.  (APF 30%, NAF 70%)  The Contractor shall:

C-5.10.8.1 Instruct weekly class on the fundamental methods and proper techniques in framing photographs, paintings, prints, and fabric or needlework projects.

C-5.10.8.2 Instruct class in advanced matting on V-grooves, inlay, 3-D, oval, double oval, laminating, decorative cuts. Class shall be scheduled and taught upon individual request.

C-5.10.8.3 Provide standard and archival custom framing for customers.

C-5.10.8.4 Custom mount artwork using standard or archival techniques.

C-5.10.8.5 Be proficient in custom mat cutting using the following methods; single, double, V-grooves, inlay, 3-D, oval, double oval, and custom decorative cuts.

C-5.10.8.6 Must be proficient in cutting non-glare or regular glass for all sizes and shapes of artwork. Be proficient in cutting and joining moulding for frames.

C-5.10.8.7 Ensure work areas are clean and safe.

C-5.10.8.8 Daily assist do-it yourselfers with selection of materials and with construction and completion of all projects. Be able to advise patrons on proper care of artwork, appropriate color combinations, and wise material choices.

C-5.10.9 WOODWORKING OPERATION.  (APF 100%)The Contractor shall:

C-5.10.9.1 Perform daily maintenance on all woodworking equipment as required by the manufacturer.

C-5.10.9.2 Keep accurate records on each piece of equipment to include number of repairs, parts repaired and maintenance performed on each, etc.

C-5.10.9.3 Instruct customers on the proper use of tools and equipment.

C-5.10.9.4 Maintain an organized and clean equipment room and service area.

C-5.10.9.5 Conduct a weekly comprehensive safety briefing to new patrons as well as documentation on AF Form 1451; patrons must have this form documented prior to using the Auto Skills Development Center. 

C-5.10.9.6 Maintain supplies accountability on all tools, including marking tools, disposing of useless expendable tools.

C-5.10.9.7 Clean and check tools and equipment used by customers for damage.

C-5.10.9.8 Clean all sawdust from the equipment and floors nightly or as needed during operational hours.

C-5.10.9.9 Maintain up-to-date manufacturer reference manuals on all equipment.

C-5.10.9.10 Instruct framing class weekly.

C-5.10.9.11 Maintain all Materials Safety Data Sheets (MSDS) documentation on all chemicals/cleaners etc. for Wood Skills Development.

C-5.10.9.12 Follow strict Occupational, Safety, and Health Act (OSHA) and other safety guidelines at all times.

C-5.10.10 WOODWORKING COUNTER OPERATION.  (APF 100%)  The Contractor shall:

C-5.10.10.1 Maintain a well-organized work area at all times.

C-5.10.10.2 Provide point-of-contact marketing material promoting the Wood Skills program at all times.

C-5.10.10.3 Maintain a current fees and charges schedule and have posted for the public.

C-5.10.10.4 Maintain good communications between the Skills Manager and woodworkers to ensure a minimum of down time of equipment.

C-5.10.10.5 Maintain very high degree of customer service at all times.

C-5.10.10.6 Knowledge of tools and equipment is required.

C-5.10.10.7 Knowledge of anti-robbery procedures required.

C-5.10.10.8 Be familiar with program and other applicable policy guidelines.

C-5.10.11 PROGRAM OPERATION. (APF 80%, NAF 20%)  The Contractor shall:
C-5.10.11.1 Use Corporate Standards, Corporate Prism, and Customer Satisfaction Surveys to determine which core classes and industrial art classes are to be taught.

C-5.10.11.2 Be responsible for issuing classroom materials and preparing a class supply list and course syllabus.

C-5.10.11.3 Ensure that class handouts, booklets, brochures, instruction sheets, are prepared for each class.

C-5.10.11.4  Instruct a minimum of five (5) different and unrelated classes per week, i.e. pottery, stained glass, quilt making, matting, framing, to be determined by Corporate Prism, Customer Satisfaction Surveys, and AFI 34-111 core programs.

C-5.10.11.5 Conduct an annual photography contest and annual artist-craftsman contest with winner going to Air Force level. Must follow Air Force guidance.

C-5.10.11.6 Offer at least one holiday event designed to bring in new customers and promote increased attendance- to include creative displays and holiday-inspired programs.

C-5.10.11.7 Offer quarterly at least one program directed towards couples, families or parent/child classes.

C-5.10.11.8 Publish a quarterly brochure/schedule of classes at least one month prior at no expense to the Government.

C-5.10.11.9 Provide space, equipment, individualized instruction and knowledgeable personnel to assist the do-it-yourselfer daily on an as-needed basis per patron in all Skills Development areas.

C-5.10.11.10 Maintain clean work areas at all times in all shops.

C-5.10.11.11 Provide personal protective equipment when required and enforce the wearing of protective equipment.

C-5.10.12 AUTOMOTIVE SKILLS: SPECIFIC TASKS. (APF 30%, NAF70%)

C-5.10.12.1 The Contractor shall perform the services required under this contract during the operating hours stated in C-5.10.4.3 at the Auto Skills Development Center, Bldg #4562, USAFA.

C-5.10.12.2 The Contractor shall furnish and train, at its own expense, a sufficient number of qualified employees to provide efficient service to Services authorized patrons as specified in this contract.

C-5.10.12.3 The Contractor shall offer the following programs in the Automotive Skills Development Center: air conditioning recharge, radiator flush, engine diagnostics, water pump replacement, tire balancing and wheel alignment, tire patch, jump start, turn rotors and drums, hydraulic press, strut compress, power push, gas weld, secured parking, and battery charge.

C-5.10.12.4 Manage a facility with 17 work stalls and 8 lifts for authorized Auto Skills Development Center patrons to perform repairs on privately owned vehicles. 

C-5.10.12.5 Each stall shall be equipped with basic tools necessary to perform minor maintenance on privately owned vehicles. All other tools required for vehicle maintenance shall be made available behind the central tool issue counter.

C-5.10.12.6 Center rules and regulation including implementation of a qualification card program.

C-5.10.12.7 Contractor shall insure adequate staff available to provide instruction and technical assistance to Auto Skills Development Center customers. Assist customers as needed to ensure all safety practices are adhered to.

C-5.10.12.8 The Contractor shall develop and maintain a vehicle maintenance program for up to 43 NAF vehicles assigned to the 10SVS Squadron. Routine checks, maintenance and repair shall be performed on these vehicles quarterly.

C-5.10.12.9 The Contractor shall offer Colorado State Emissions testing for authorized personnel. At a minimum, this service shall be offered Monday 0830-1730, Tuesday through Friday 0830 – 2000, Saturday 0800 – 1700, and Sunday 1000 to 1800.

C-5.10.12.10 The Contractor shall operate a vehicle “for sale” lot program.

C-5.10.12.11 The Contractor shall operate a vehicle inoperative storage program.

C-5.10.12.12 The Contractor shall operate, monitor, and maintain a 4 stall coin-operated car wash and vacuum system. Facility shall be operational 24 hours per day during summer months. During winter months facility shall operate during normal Auto Skills Development hours of operation. If car wash is allowed to freeze, it shall be repaired at Contractor’s expense.

C-5.10.12.13 The Contractor shall provide snow removal support for the Skills Development Center compound whenever required. When requested, the Auto Skills Development shall support snow removal for other 10SVS activities that are not deemed essential in the base snow removal plan.

C-5.10.12.14 The Contractor shall ensure the Auto Skills Development Center is cleaned daily and always safe and meets OSHA standards

C-5.10.12.15 The Contractor shall offer a vehicle parts delivery service.

C-5.10.12.16 The Contractor shall offer weekly classes on shop procedures, and safety requirements. The Contractor shall offer basic automotive instructional classes as requested. 

C-5.10.12.17 Develop annually, and review as necessary, programs/services to meet the Auto Skills Development Center mission and all applicable directives.

C-5.10.12.18 Develop policy and procedures for reviewing programs.

C-5.10.12.19  Use a variety of data to include, but not be limited to, Auto Skills Development Center, Corporate Prism, and Customer Satisfaction Surveys, to determine local customer requirements.

C-5.11 OUTDOOR RECREATION  - 29% APF and 71% NAF
C-5.11.1 Hours of Operation. Monday through Friday: 0900-1800; Saturdays: 0700-1600 Sundays, 1200-1700, and Holidays: CLOSED. Outdoor Adventure Program hours are based upon individual events.
C-5.11.2 Outdoor Recreation Management. The Contractor shall: 

C-5.11.2.1 Plan, implement and direct services in support of an Outdoor Recreation program to include equipment rental, outdoor adventure programs, Information Ticket and Tours programs, family camping area (FAMCAMP), recreation vehicle storage lots, picnic areas and retail operations, for both the cadets and all other eligible personnel. 

C-5.11.2.2 Develop, coordinate, activate and publish applicable supplements or operational instructions, etc., to the various base operational plans. 

C-5.11.2.3 Ensure required reports and documentation are submitted in a timely manner. 

C-5.11.2.4 Be responsible for the preparation and execution of all financial management of services covered in this section as approved by the assigned Resource Advisor. 

C-5.11.2.5 Use Air Force provided computer software for all day-to-day operation. (However, if in the future the Air Force does not provided software, the Contractor will be required to provide their own to fulfill the mission.) 

C-5.11.2.6 Operate two (2) Outdoor Recreation Centers at the USAF Academy. In addition to the specifics outlined below, use generally accepted Outdoor Recreation Management operating procedures. 

C-5.11.3 Equipment Rental Function. Rent and issue equipment. Computer software provided by the Air Force. Issuing and return of all items will be accomplished as counter personnel receive them. ( APF 25%, NAF 75%)

C-5.11.3.1 Inspect and repair rental items as necessary. Return them to inventory.

C-5.11.3.2 Provide replacement items as required.

C-5.11.3.3 Charge late fees for personnel checking out equipment and not returning it on due dates.

C-5.11.3.4 Repair personal skis according to customer requests.

C-5.11.4 Outdoor Adventure Programs. Include, but are not limited to: white water rafting, big game hunt camps, hunter education courses, one day ski trips and other related programs requested by customers. Establish a reservation system for all programs using the Air Force provided software. Acquire all state and Forest Service permits required to run programs. (APF 50%, NAF 50%)

C-5.11.4.1 Contractor shall maintain and repair equipment on an as needed basis to meet state and local safety standards.

C-5.11.4.2 Schedule van and provide lunches for all paid customers according to scheduled trips.

C-5.11.4.3 Provide customer orientation and safety training for all participants.

C-5.11.4.4 Provide Big Game Hunt Camps during state seasons. Acquire state and Forest Service permits to run the programs. Provide all food, equipment, and personnel needed to operate a hunt camp.

C-5.11.4.5 Provide drivers and schedule ski trips to local ski areas using government transportation. 
C-5.11.5 FAMCAMP. Contractor shall operate and maintain a Family Campground function that includes 64 full service sites, 17 primitive sites, a laundry/shower facility, and an office building on a yearly basis. Provide management oversight 7 days per week. (NAF 100%)
C-5.11.5.1 Provide minor maintenance to grounds and camp areas on a daily basis.

C-5.11.6 Retail Operations. Contractor shall provide and manage two (2) retail operations, supplementing existing Outdoor Recreation programs.

C-5.11.7 R.V. Lot Function: Contractor shall operate and maintain a recreational vehicle storage lot of over 400 slots and provide maintenance as required during the year. Provide trash and weed maintenance in the lot as needed. (NAF 100%)

C-5.11.8 Picnic Area Function. Contractor shall schedule and maintain two picnic areas. Schedule picnic areas 7 days a week beginning 1 May through 30 Sept of each year.

C-5.11.8.1 Maintain area on a daily basis to include cleaning/servicing grills, horseshoe pits, volleyball nets and tables.

C-5.11.9 Information Ticket and Tour Function. Operate and manage two information ticket and tour centers. Provide discount tickets to state and local attractions. Provide discounted ski lift tickets. Provide discount lodging to all eligible users. Provide state and national brochures to attractions. Provide UPS ship-out service. Provide transportation for cadets and prep school students to local airports during Thanksgiving, Christmas, Spring Breaks, and after school year/Graduation. (APF 30%, NAF 70%)

C-5.11.9.1 Develop and maintain contracts for discount lodging, and ticket contracts.

C-5.11.9.2 Provide monthly reports to NAF accounting office on all sales, reservations and ticket inventories.

C-5.11.10 Impound Lot Function: Contractor shall provide and administer an impound lot and a lost and found vehicle property program in support of, and in coordination with, the security forces program, reference 10SVS SVRO OI 215-14.

C-5.11.10.1 Contractor shall maintain a towing contract to provide this service for the security forces.

C-5.11.10.2 Contractor shall provide abandoned vehicle sealed bid sale on a monthly basis.

C-5.11.11 Customer Surveys and Comment Cards. The Contractor shall conduct customer surveys and reply to customer comment cards as required by instructions of the QAE.

C-5.11.12 Custodian. The Contractor shall be building custodian for facilities shown in Technical Exhibit 5(a) and shall perform custodian duties as outlined in AF pamphlet 87-8, Building Manager's Handbook, Feb 91. 

C-5.12 COMMUNITY ACTIVITY CENTER 

C-5.12.1 GENERAL: The Contractor shall provide all personnel, supervision and other items necessary to perform the Community Center function at USAFA.  

C-5.12.2 COMMUNITY ACTIVITY MANAGEMENT: The Contractor shall:  

C-5.12.3 FACILITIES:  Plan, implement and direct services in support of Community Activity facilities. Will develop long range facility upgrade plans. These plans shall be coordinated for approval, updated annually, and implemented on schedule. Plans shall be in accordance with higher headquarters standards. Plans shall incorporate standards set forth in applicable Air Force Regulations, Manuals, and the USAFA Supplements thereto as listed in Section C-6.  

C-5.12.3.1 Be appointed building custodian for facilities shown in Technical Exhibit 5a(1) and shall perform custodian duties as outlined in AF pamphlet 87-8, Building Manager's Handbook, Feb 91.  

C-5.12.3.2 Accompany government representative, on all inspections of facilities for which the Contractor has responsibility. Maintain a copy of inspection (and any follow-ups directed by the Government) on file together with the names of persons on inspection team.  

C-5.12.3.3 Initiate all work requests for facilities maintenance. Emergency requests shall be called into the Civil Engineering service call or emergency desk. Maintenance requests shall be submitted on AF Form 332. Promptly identify and report maintenance problems or requirements to Civil Engineering for all utilized administrative and storage areas. Follow-up shall be made on all open items which have exceeded the expected completion time, and follow-up data shall be recorded. 

C-5.12.3.4 Maintain keys to facilities listed in Technical Exhibit 5a(1) and appropriate equipment listed in Technical exhibit 5a(2). Contractor shall maintain keys to above facilities issued by the Government. Contractor shall have keys reproduced only through Base Civil Engineers. Verification is required prior to providing duplicate keys in case of key loss. All keys shall be maintained in a locked or Contractor-monitored area. Keys released to maintenance workers shall be returned prior to the end of normal duty day.  

C-5.12.4 PLANS AND REPORTS:  Develop, coordinate, activate and publish applicable annexes, appendices, etc., to the various base operational plans. Ensure required reports and documentation are submitted in a timely manner.  

C-5.12.4.1 Prepare all reports required by the Government. 

C-5.12.4.2 Provide inputs to disaster preparedness plans, reports or other studies/information requested by Government agencies, NLT the date directed. 

C-5.12.4.3 Review and maintain the Property monitor Report D-18, PFMR Update and Reconciliation Report D-11, Due Out Validation Listing M-30, Obligated Due Out Listing M-36, and the Daily Document Register D-04. 

C-5.12.4.4 Prepare an emergency plan for providing support of emergency situations at the start of the basic contract period and as changes occur. 

C-5.12.5 COMMUNITY ACTIVITIES FUNCTION:  The Contractor shall operate a Community Activity Office at USAFA. In addition to the specifics outlined below, the Contractor shall adhere to Air Force Instruction 34-109 and accepted recreation/industry procedures.  

C-5.12.5.1 Provide customer service, such as answering questions about hours of operation, programs and costs. 

C-5.12.6 PROVIDE INSTALLATION/COMMUNITY ACTIVITIES: Incorporate the latest trends, fads or fashions by utilizing customer feedback, customer surveys, focus groups, and Corporate Prism Marketing Analysis. Coordinate and assist with base-wide, community, and squadron events. Plan and conduct base-wide and community events which contribute to base cohesion and positive relations with external community.  

C-5.12.6.1 Develop and implement programs for special interest groups such as, but not limited to, retirees, singles, spouses, specific groups of cadets, and Prep school students. Plan and conduct activities to help ease the separation from their families for unaccompanied military personnel. May provide activities and support for these groups in cooperation with Air Force Family Support Center and other Services' activities. 

C-5.12.6.2 Coordinate family programs for the community. Co-sponsor family programs, such as, egg hunts, carnivals, parent-child tournaments, etc. Work closely with the Family Support Center Director, the Family Advocacy Officer, and Youth Center Director, as well as other program directors within the Services Squadron to collaborate on programs that support Air Force families. 

C-5.12.6.3 Perform duties as Project Officer as per AF guidance for Air Force-directed special events, such as Tops in Blues, Family Talent Contest, Teen Talent Contest, and Base level talent competitions. 

C-5.12.6.4 Offer space for cadets, family members and active duty to relax, watch television, make phone calls, read, socialize, and meet on base. Keep this space orderly and neat. 

C-5.12.6.5 Develop and implement recreational and leisure time activities for the cadet wing. Must be adaptable and provide consideration for special activity requests from small groups of cadets. 

C-5.13 COMMUNITY CENTER LIBRARY (COMLIB)

C-5.13.1 HOURS OF OPERATION. The COMLIB shall be open for full service IAW AFI 34-270 and the Golden Eagle Standards. (Exact hours to be determined by Contractor)
C-5.13.1.1 General Information. The hours of operation shall be responsive to customer needs for library services. Customer surveys, attendance surveys, and circulation per hour surveys shall be conducted annually to determine peak customer periods and education requirements. Survey data shall be reviewed by the Government and changes to hours of operation may be approved by the Government.

C-5.13.2 ADMINISTRATION. The Contractor shall:

C-5.13.2.1 AFI 34-270/Golden Eagle Standards. Operate the COMLIB to provide library services IAW AFI 34-270 and the AFLIS Golden Eagle Standards to support the Educational (PME and General) and Quality-of-life program and to serve as the primary academic library for the USAFA Preparatory School. For areas where the Golden Eagle Standards are not met, the Contractor shall have 60 days to develop a government-approved five-year plan for meeting all elements of the standards.

C-5.13.2.2 AFLIS Long-Range Strategic Plan. Develop, provide, update, review, and submit annually for the COMLIB a supplemental plan to the QAE for meeting the goals and objectives of the AFLIS Long-Range Strategic Plan. Implement the government-approved plan within 30 days.

C-5.14 COLLECTION MANAGEMENT. The Contractor shall:

C-5.15 Collection Development Scheme. Provide for government approval, a collection development selection scheme for the COMLIB which includes the data conspectus analysis that defines the level of support, maintenance of indexed, non-electronic periodicals for 1 year, adherence to the ALA Library Bill of Rights and Freedom of Read Statement, and how the library will select, acquire, and deselect print, non-print and database resources to meet the Air Force’s education and local customer requirements.

C-5.15.1 Collection Growth. Add and delete a minimum of 5 percent of COMLIB’s collection based on the annually government approved collection development selection scheme. For this requirement, collection includes books, periodical titles, technical reports, government documents, CD-ROMs and audio-visuals. 

C-5.15.2 Inventory. Conduct a complete rolling inventory against the ILS database of the collection every 5 years. 

C-5.15.3 Leased Books Collection. Obtain, provide, and maintain a book lease collection. 

C-5.15.4 AFLIS Core Collections. Maintain standard AFLIS Core Collections at the COMLIB. Update AFLIS Core CD-ROM collection within 5 days of receipt from the vendor. Maintain non-electronic, indexed periodical back issues for a minimum of one year, depending on identified needs for the Educational Center and the Prep School.

C-5.16 FINANCIAL MANAGEMENT. The Contractor shall:

C-5.16.1 Central Funds Budget. Develop annually a Central Funds Budget for the COMLIB and submit to the CO designated representative for forwarding to AFLIS.

C-5.16.2 Local Funds Budget. Develop annually a local funds budget for the COMLIB and submit to the CO designated representative.

C-5.16.3 Fund accounting. Load fund allocations, commit funds to purchase requests, and track all government-approved expenditures using the AFLMIS FUNMAN Module or the Air Force-approved substitute and meet central funds expenditure targets. Reconcile and resolve discrepancies monthly between the FL Funds Expenditures Log and library-maintained expenditures log. A funds accounting sub-system of a contractor-provided ILS may be used, with approval of AFLIS, instead of FUNMAN.

C-5.17 MARKETING. The Contractor shall prepare, revise and conduct an aggressive, Comprehensive Marketing Plan that promotes and advocates the library and specific library services. Participate monthly in base Newcomers’ Orientation briefings at USAFA. Marketing Program Plan shall be made available upon request. Contractor shall provide quarterly reports on impact and results of Marketing Program implementation.

C-5.18 MISCELLANEOUS. The Contractor shall:

C-5.18.1 Meetings. Attend Services Squadron and base-wide mandatory meetings that may impact Contractor functions. (Historical estimate of 1 per week)

C-5.18.2 Suspenses. Provide timely responses to Government suspenses with accurate and verifiable data in the requested format of the Government suspense. (Historical estimate of approximately 5 per month)

C-5.18.3 LARP. Prepare and submit a Library Annual Report (LARP) for the COMLIB with a copy to the Director of USAFA Libraries. The LARP is a software provided by AFLIS to each AF library.

C-5.18.4 Photocopier. Provide and maintain a public access plain paper copier with enlargement and reduction capability, minimum production of 15 pages/minute, and coin-operation and bypass capability at the COMLIB. Contractor shall furnish all supplies and maintenance services for these capabilities. (Historical estimate for copier of approximately 2,000 copies/month). Make available to customers a vendor-furnished public access laser computer printer.

C-5.18.5 Disaster Plan. Develop, maintain, and implement a disaster preparedness program for the COMLIB consistent with the USAFA disaster preparedness plans.
C-5.18.6 QC Plan. Comply with and proactively implement Contractor’s government accepted Quality Control Plan. 

C-5.18.7 Facility Management. Accomplish facility manager responsibilities for the library and ensure AFLIS Golden Eagle Standard facility deficiencies are identified to the CO-designated representative. 

C-5.18.8 Training. In accordance with the Golden Eagle Standards, the Library Director, and any subsequent Library Directors, shall attend the first available two-week Library Managers’ Course offered by AFLIS, usually in San Antonio. (The course is free, but lodging,  per diem, and travel is required. This is a one-time occurrence for each Library Director.) The Library Director is also required to attend the annual Air Force Librarian Workshop, held in conjunction with the American Library Association annual conference, and the Military Librarians’ Workshop held in the fall of each year. It is also required that someone on the library staff attend either software/hardware vendor-provided or regional library consortium/association workshops as may be appropriate. Contractor employees may be required to attend base-sponsored workshops of various types at no travel cost to the Contractor.

C-5.19 PUBLIC SERVICES. The Contractor shall:

C-5.19.1 Materials Access. Provide access to books, periodicals, newspapers, indexes, non-print media and electronic databases to all authorized customers. Contractor shall use the most cost effective and efficient methods for providing information access. 

C-5.19.2 Assessment. Develop, maintain, and make available for customers within 30 days of contract start, a user feedback mechanism to provide the QAE information to determine quality of services. Contractor shall analyze findings and implement improvements. Suggestions requiring contract changes shall be forwarded to the QAE for approval or disapproval. 

C-5.19.3 Reference Materials and Services. The Contractor shall provide access to reference materials and services in a variety of formats to meet education and quality-of-life needs at the COMLIB as well as to support the curriculum needs of the USAFA Preparatory School. The Contractor shall: 

C-5.19.4 On-line Use Policy. Develop written policy and procedures for use of on-line systems within 30 days of contract start. Make policy and procedures available for government review.

C-5.19.5 On-line Reference Services. Maintain on-line reference services such as, but not limited to, FirstSearch, EBSCOhost Academic Search Fulltext Select, DIALOG, and Nexis-Lexis. 

C-5.19.6 Mediated On-Line Searches. Maintain DIALOG on-line reference services for mediated searches for education support. Personnel mediating searches must be trained on the use of the system by a regional network or on-line services vendor and use the most cost efficient and effective methods. Keep and submit monthly to CO designated representative a log(s) of searches accomplished, stating: amount of time spent on each session, databases used and estimated costs accrued. (Logs are used by CO designative representative to verify vendor billings on centrally funded accounts.)

C-5.19.7 CD-ROM Reference Services. Maintain CD-ROM reference services at the COMLIB to include, but not be limited to, EBSCO Academic Search Full-Text Select Database, Future Test, and Air University Index to Military Periodicals. Basic assistance shall be available upon customer request during all library hours. 

C-5.19.8 User Training. Provide both formal group training and individual end-user basic assistance in using on-line and CD-ROM reference sources at the COMLIB to include: hardware and software features, keyword and Boolean searching, printing procedures, interlibrary loan and document delivery procedures. Formal group training shall be provided upon request or as deemed appropriate by the Contractor. (Historical estimate of 16/month formal and 60 individual). 

C-5.19.9 ILL, Document Delivery, etc. Provide requested materials not available in COMLIB through the use of fax, interlibrary and intra-library loan, electronic mail, or document delivery services at no charge to the customer within a maximum of 5 days from receipt of the initial request. Document delivery services are for education support only (Air Force funded) are limited to $200 per year. Requests for increases are made through the QAE. The Contractor shall provide other non-education document delivery services at customer's request and expense. 

C-5.19.10 User guides. Provide end user on-line and CD-ROM research tips, guides, or pathfinders. 

C-5.19.11 Children’s Programs. Develop and implement an active children’s and young adult program.

C-5.19.12 Prep School Support. Develop and implement, in cooperation with Prep School faculty, an active library instruction program for cadets from the Prep School.

C-5.19.13 Ready Reference. The Contractor shall:

C-5.19.13.1 Maintain a ready reference collection of most frequently used materials and sources at the COMLIB. Ready reference collection shall be kept current in accordance with the collection development selection scheme.

C-5.19.13.2 Provide factual answers to a customer’s ready reference questions within 15 minutes, using the most appropriate reference source, and citing the source used. 

C-5.19.14 In-Depth Reference. The Contractor shall:

C-5.19.14.1 Provide in-depth reference services at the COMLIB to include pre-approved referrals to other base and DoD programs, and active participation in consortia, networks, resource sharing cooperative activities and available regional or national DoD sponsored bibliographic databases.

C-5.19.14.2 Provide resource materials or answer queries within customer's requested deadline. Interim responses to queries shall include the estimated time needed to complete the search. If deadline cannot be met and additional time is needed to complete search, advise customer prior to deadline of required additional time needed and reason for it.

C-5.19.15 OCLC Interlibrary Loan. The Contractor shall participate in an interlibrary loan program through OCLC.

C-5.19.16 Circulation. The Contractor shall:

C-5.19.16.1 The Contractor may use the USAFA libraries ILS for circulation or may provide its own Circulation Sub-system as part of a Contractor-provided ILS. The Contractor may use current automated circulation system to access, enter, and retrieve information related to library materials, missing items, and customer records or they may use a Contractor-provided ILS. The Contractor shall comply with AFI 37-132, Air Force Privacy Act Program and AFI 37-131, AF Freedom of Information Act Program. 

C-5.19.16.2 Develop a written circulation policy within 30 calendar days after contract start date. Make the policy available for government review.

C-5.19.16.3 Register Customers. Borrowing privileges and other library services are available to authorized customers as identified in Technical Exhibit 11. Using an official USAFA Form O-106 (Library Circulation Registration), customer registrations shall be sent to the Directorate of Libraries Systems Office for entry into the Directorate’s ILS, unless the Contractor is using a contractor-provided ILS.

C-5.19.16.4 Maintain a due-date system IAW Circulation Due Date Timeframes.

C-5.19.16.5 Update the system immediately when items are identified as missing. The Contractor shall conduct an aggressive search for the missing item. If the search proves fruitless, the Contractor shall follow procedures and remedies offered the Government under the government-furnished property clause. Provide justification for Government review upon request.

C-5.19.16.6 Ensure lost, damaged, or destroyed library material are replaced or paid for. Borrower must replace or reimburse the library for all lost, damaged, or destroyed materials. Borrowers must replace materials with the same quality and title, or a title of equal quality selected/approved by the librarian, at the current price. No depreciation for used materials is authorized.

C-5.19.16.7 Return Materials. Examine physical condition of returned materials to determine need for repair and process accordingly. 

C-5.19.16.8 Empty Bookdrop. Be responsible for checking and emptying the external and internal bookdrops each day during normal operating hours so as to ensure materials are available for customers’ use.

C-5.19.16.9 Process Overdue Materials (complete cycle). Establish an aggressive notification system for enforcing the timely return of borrowed materials. If materials are not returned within 30 days of initial notification, the Contractor shall initiate action against the customer. Actions against customers may include notices to the customer’s supervisor/commander and any other options available under the law. The system shall include, but not be limited to: preparation and transmittal of regular overdue notices; guidelines for suspension of borrowing privileges for customers with overdue material; and guidelines for replacing or paying for lost, damaged, or destroyed library material. Contractor shall not charge fines for overdue material.

C-5.19.16.10 Shelve Materials. Maintain library material in appropriate locations in a neat and orderly appearance in correct call order number by collection type and classification scheme. Remove from shelves all materials in need of repair and process accordingly.

C-5.19.16.11 Reserve Materials and Hold Requests. The Contractor shall maintain a system for managing reserve materials and accepting customer hold requests. Items shall be held for customers for 10 days. Establish special reserve collections upon request of instructor(s) from the Education Center and the Prep School. 

C-5.19.17 Copyright Act. Contractor shall comply with the Copyright Act of 1978 as amended. The Contractor shall be held liable for violations of the Copyright Act.

C-5.19.18 Air Force Initiatives. The Contractor shall provide AFLIS approved programs supporting special Air Force initiatives (e.g.: CSAF Reading Lists, AU Reading Lists, etc.).

C-5.19.19 Educational Support. The Contractor shall provide collections, and services to support on-base educational programs, including on-base educational programs, Professional Military Education (PME) and the USAFA Preparatory School. These services shall include but not be limited to:

C-5.19.19.1 Meet with the Base Education Officer, Academic Institution Representatives (AIRs), and faculty within 1 month of the contract start date, and quarterly thereafter. The meetings will identify the scope of education programs, curriculum requirements for courses offered by the institutions on each base, core collections for each degree program, and library improvements required in support of base education. Coordinate library support for degree programs with home campus librarians. Attend Base Education Planning and Advisory Committee meeting to advocate support needed from the educational institutions. 

C-5.19.19.2 Identify and participate in reciprocal interlibrary loan and resource sharing alliances with other libraries to enhance library support for faculty and students.

C-5.20 TECHNICAL SERVICES. (NOTE: The Contractor may elect to use either the current in-house ILS system for cataloging, the OPAC, and circulation, but will have to up-grade the inter-connects when the library gets a new system; or a Contractor-supplied ILS that is compatible with the USAFA base computer systems. OCLC access and materials security system maintenance must be operational within 60 days after the start date of the contract. The Contractor may, at his option, elect to install another type of materials security system but will have to make all materials compatible with the new system, subject to Government approval). 

C-5.20.1 Acquisitions. The Contractor shall:

C-5.20.2 Central purchasing. Contractor shall perform central fund purchases using the Air Force Library Information System (AFLIS) Central Procurement Guide as revised. 

C-5.20.3 Local purchasing. Materials and services not authorized for purchase using central funds must be purchased using local funds. Prior to purchase with local funds, obtain authorization from QAE. This request shall include as a minimum the title, publisher, quantity and estimated cost. 

C-5.20.4 Fund sources. Central and local funds shall be used to support educational programs (with the exception of the USAFA Prep School, which requires local funds only). Quality of Life purchases are supported with local funds only.

C-5.20.5 Periodical Control. Develop and implement a system for receiving periodicals, which identifies missing issues and institutes procedures to claim missing or unfilled issues within time frame required by subscription vendor or publisher. Track subscription expiration dates to ensure that periodicals are renewed without a lapse in service. 

C-5.20.6 Locally Funded Acquisitions. Contractor shall purchase, receive, account for, and process into the library collection, locally funded materials. Locally funded materials will be processed for reimbursement under the cost reimbursement CLIN.

C-5.20.7 Cataloging. OCLC access may be acquired through the USAFA OCLC account for the first 60 days of the contract; however, the Contractor shall provide his own OCLC membership/access NLT 60 days after the start date of the contract. The Contractor shall export or originally catalog bibliographic and associated item records into the USAFA Libraries ILS, while using the USAFA system. Records that shall conform to USAFA established ILS QC requirements, the latest editions of the OCLC Bibliographic Input Standard (Class I level), full MARC format, Library of Congress Subject Headings, and Dewey Decimal Classification System Unabridged. Identify library ownership in the OCLC union catalog (and the USAFA Libraries ILS if using the internal ILS system). Delete all bibliographic and item records from the ILS and OCLC of materials removed from the collection within 30 days after identifying loss or withdrawal.

C-5.20.8 Materials Processing. The Contractor shall ensure all materials except periodicals and microfiche are identified with a spine label containing the specific call number. A unique barcode purchased by the Contractor in cooperation with the Academy’s Academic library and compatible with the USAFA ILS shall be placed in/on each bibliographic item. (IF the Contractor elects to provide his own ILS, then all the current books in the collection as well as new books will have to have new bar codes registered to a unique COMLIB bar code). A COMLIB property stamp shall be in accordance with established COMLIB standards. Special location materials (e.g.: reference, reserves, lease books, talking books, videos, etc.) shall be identified as such. Periodicals and microfiche shall be identified as government property. Barcode shall match ILS item record. Install security system tags in all reference and circulating materials and randomly install security system tags in periodicals, especially those identified as high-loss items, as needed to prevent loss. (If the Contractor elects to use the current materials security system, the maintenance of the system becomes the Contractor’s responsibility. However, the Contractor may elect to install their own security system which would require that all current materials as well as future materials would need to have new security tags). Process library materials within 3 weeks of receipt and place materials on library shelves in call number order within 2 days of processing. Mark out, cancel, or otherwise remove all property markings and barcodes from withdrawn materials before turning into the Defense Reutilization and Marketing Office.

C-5.21 AUTOMATION. The Contractor may use the local in-house ILS for cataloging, OPAC, and circulation upon the installation of needed communications hardware and software or he may elect to provide his own ILS. However, either selection must be compatible with the USAFA libraries system and use full MARC record formats. The Contractor shall maintain all government provided computer hardware and software to be compliant with USAF and USAFA standards of operation. The Contractor is responsible for upgrading hardware and software, as required by USAF and USAFA standards of operation, or to meet library customer requirements.

C-5.21.1 Computer Systems Management. The Contractor shall:

C-5.21.1.1 Five Year Automation Plan. Develop, update annually, and submit to the QAE for approval a five year Automation Plan in funding requirements priority order for the COMLIB computer systems. Implement approved plan. 

C-5.21.1.2 Computer Security. The Contractor shall maintain computer systems security integrity in accordance with the Air Force Computer Security (COMPUSEC) program (AFSSI 5102), AFI 33-119, Electronic Mail Management and Use, AFI 33 129, Transmission of Information via the Internet, and AFI 33-204, The C4 Systems Security Awareness, Training, and Education (SATE) Program,
C-5.21.1.3 Reaccreditation. Perform and obtain reaccreditation after major changes to the system in accordance with AFSSM 5025.

C-5.21.1.4 Password Protection. Protect the library systems data with password protection in accordance with AFSSI 5013 and DoDR 5400.7.

C-5.21.1.5 ILS Compatibility. The Contractor-provided ILS shall be compatible with the USAFA libraries ILS and other USAFA computer systems.

C-5.21.2 Computer Systems Administration. The Contractor shall:

C-5.21.2.1 Daily Systems Maintenance. Maintain all library computer systems to support functional capability and operational requirements daily. Report problems which impact daily operation to the local contracting officers designated representative when corrective action by the Contractor shall require more than 1 day. Submit estimated completion date for repairs to the CO designated representative. For repairs projected to exceed two weeks, the Contractor shall recommend alternate services to the CO designated representative that meets operational requirements. (NOTE: If the Contractor elects to use the current, and up-graded, ILS, daily systems maintenance will be provided by Academy personnel.)

C-5.21.2.2 Problem Log. Maintain a log of all computer problems and resolutions for government review. 

C-5.21.2.3 Software upgrades. Install software, including network client software, and system upgrades within time agreed upon between Contractor and the CO designated representative. 

C-5.21.2.4 Telecommunications Requirements. Identify requirements for additional data communications to the CO designated representative.

C-5.21.2.5 System Documentation. Maintain local system design documentation for each network and workstation for QAE or USAFA ILS personnel inspection.

C-5.21.2.6 Backup Schedule. Implement backup schedule to include daily backup of changed files, monthly backup of program files, and quarterly backup of entire system prior to making major system or program changes. Maintain daily backup for 7 days before reusing. Maintain monthly backups for six months before reusing. Maintain quarterly backups for two quarters before reusing. Store backups in a secure site outside the library.

C-5.14.5 AWARDS AND DECORATIONS (APF)

C-5.14.1 General Information. The Contractor shall provide all personnel, supervision, and training and be responsible for the administration of the Awards and Decorations program. The Contractor shall process awards and decorations, establish and maintain appropriate record copies, and provide customer service in accordance with all applicable directives.

C-5.14.1.1 Location.  The contractor shall conduct operations in Building 5136, collocated with the Military Personnel Flight.

C-5.14.2 Process Awards. The Contractor shall provide guidance on unit, service, achievement, and Foreign Service awards and special trophies and awards.

C-5.14.2.1 Receive Taskings. The Contractor shall publicize criteria, and solicit nominations.

C-5.14.2.2 Receive Recommendations. The Contractor shall validate recommendations, forward for approval.

C-5.14.2.3 Receive Approved Awards. The Contractor shall publicize approved awards (as a minimum, AIG 8106, MPFM Web Page), validate individual eligibility, update PDS and UPRG, and issue appropriate award elements.

C-5.14.3 Process Decorations. The Contractor shall provide guidance on local approval and intermediate authority(ies), DOD, other services and foreign military decorations.

C-5.14.3.1 Receive Recommendations. The Contractor shall account for decorations, validate technical accuracy, and forward to approval authority.
C-5.14.3.2 Receive Approved/Downgraded/Disapproved Decorations. The Contractor shall include final approval authority’s decision, prepare award elements, update PDS and UPRG, and issue appropriate award elements.

C-5.14.4 Provide Customer Service. The Contractor shall provide information to assist customers with inquiries and resolutions to problems.

C-5.14.4.1 Receive Inquiries. The contractor shall provide support to various requests and perform research for customer inquiries into eligibility for and receipt of decorations from current and previous duties.

C-5.14.4.2 Provide Administrative Support. The Contractor shall validate inquiries, update PDS and UPRG, and distribute products.

C-5.14.5 Other Requirements.  Contractor shall:

C-5.14.5.1 Conduct decorations training for units.

C-5.14.5.2 Archive decorations.

C-5.14.5.3 Review decorations guide for accuracy and update as necessary.

C-5.14.5.4 Publicize awards/decorations information on MPF web page.

C-5.14.5.5 Review awards/decorations information on MPR web page and update as necessary.

C-5.14.5.6 Review continuity books for currency and update as necessary.

C-5.14.5.7 Inventory decoration medals and binders.

C-5.14.5.8 Conduct self-inspection.

C-5.15 PERSONNEL COMPUTER SYSTEMS MANAGEMENT (APF)

C-5.15.1 COMPUTER SUPPORT. The Contractor shall perform the functions associated with computer support for base-level Air Force personnel functions through systems administration and problem solving, work group administration, equipment management, and customer service in accordance with all applicable directives.

C-5.15.2 LOCATION.  The Contractor shall conduct operations in Building 5136, collocated with the Military Personnel Flight.

C-5.15.3 SYSTEM ADMINISTRATION. The Contractor shall provide System Administration and Problem Solving for the Air Force Personnel Data Systems (PDS) as listed below.
C-5.15.3.1 System Currency. The Contractor shall validate files and tables currency. PDS shall be current when on line.

C-5.15.3.2 System Availability. The Contractor shall ensure PDS are available to all users

C-5.15.3.3 End of Day Processing. The Contractor shall schedule End of Day processing, produce, review, account for and distribute products, and ensure data flow to other systems.

C-5.15.3.4 Back-Ups. The Contractor shall ensure back-up files reflect most current changes, and are available for recovery purposes. 
C-5.15.3.5 Systems Changes. Upon receipt of system changes, the Contractor shall monitor or process modifications.
C-5.15.3.6 Change or Retrieve Data. Upon authorized request, the Contractor shall provide or change requested data to meet customer requirements.

C-5.15.3.7 Transaction Rejects. Upon receipt of transaction(s) rejects, the Contractor shall identify problem areas or implement corrective action. 

C-5.15.3.8 Overdue Actions and Reconciliation. When overdue actions occur or reconciliation is produced, the Contractor shall ensure corrective action is taken and advise management of results.

C-5.15.3.9 Data Integrity. The Contractor shall assist management in monitoring the overall accuracy and reliability of personnel data systems and take corrective action as necessary.

C-5.15.3.10 Application Problems. Upon identification of application problem, the Contractor shall assess validity, implement corrective action and inform the customer. 

C-5.15.3.11 Communication and Hardware Problems. Upon identification of communication or hardware problem, the Contractor shall assess validity, implement corrective action and inform the customer.

C-5.15.4 WORK GROUP ADMINISTRATION: The Contractor shall perform Work Group Administration as listed below:

C-5.15.4.1 Install Hardware or Software. Upon receipt of new hardware or software for the PDS (including PC-III network), the Contractor shall ensure connected equipment is updated and operational. 

C-5.15.4.2 Manage User Access. Upon receipt of official request, the Contractor shall grant or revoke (as applicable) user access to system or submit to local approval authority.

C-5.15.4.3 Accomplish Risk Analysis. The Contractor shall conduct Risk Analysis and obtain approval to operate from Designated official.

C-5.15.5 CUSTOMER SERVICE. The Contractor shall provide Customer Service as listed below.

C-5.15.5.1 Training. As required, the Contractor shall develop and conduct training on system related matters.

C-5.15.5.2 Technical Advisory Services. The Contractor shall provide customer with technical advice or solutions when needed.

C-5.15.6 Equipment Maintenance. The Contractor shall maintain government-furnished equipment in accordance with manufacturers’ instructions.

C-5.16 MILITARY PERSONNEL RECORDS (APF)

C-5.16.1 General. The Contractor shall perform the functions associated with Military Personnel Records management for base-level Air Force personnel functions and provide customer service in accordance with all applicable directives. 

C-5.16.2 Location.  The Contractor shall conduct operations in Building 5136, collocated with the Military PersonnelFlight.

C-5.16.3 Maintain Unit Personnel Record Group (UPRG)

C-5.16.3.1 Upon initial receipt of the UPRG, the Contractor shall screen for accuracy and currency, update PDS and store.

C-5.16.3.2 The Contractor shall maintain accountability of UPRGs and contents and reaccomplish lost UPRGs. 

C-5.16.3.3 Upon receipt of documentation required for the UPRG, the Contractor shall verify validity of documents and file or replace as necessary.

C-5.16.3.4 The Contractor shall conduct an audit to ensure UPRG accuracy and currency when requested by the Military Personnel Flight (MPF) commander, the MPF superintendent, the Mission Support Squadron Commander, or designated authority.

C-5.16.3.5 The Contractor shall create UPRGs for Preparatory School students during in-processing.

C-5.16.3.6 The Contractor shall bar code labels for UPRGs and update names in the database.

C-5.16.3.7 The Contractor shall maintain accuracy and currency of DD Forms 93 (Record of Emergency Data) and SGLV-8286 (Servicemen's Group Life Insurance Election and Certificate). 

C-5.16.4 Transfer UPRG. Upon official request, the Contractor shall screen the UPRG(s), document release IAW AFI 36-2608, “Records Screening Procedures”, and forward UPRGs to requester.

C-5.16.5 Provide Customer Service. 

C-5.16.5.1 Upon receipt of a valid request, the Contractor shall provide walk-in services at the MPF location to include, but not limited to: access, reproduction, screening, reviewing, and auditing of UPRGs and produce printouts of automated personnel information. The Contractor shall make referrals to appropriate work centers to meet customer’s need to correct/change a document in the UPRG. 

C-5.16.5.2 The Contractor shall process valid special requests to include but not limited to: Senior Noncommissioned Officer (SNCO) selection folders, Records of Performance (ROP), Medical Evaluation Boards, and Management Level Reviews. Process these requests IAW AFI 36-2608, or IAW procedures and deadlines established by OPRs, as appropriate.

C-5.16.6 Equipment Maintenance. The Contractor shall maintain government-furnished equipment in accordance with manufacturers’ instructions. 

C-5.17 EDUCATION SERVICES.

C-5.17.1 HOURS OF OPERATION.

C-5.17.1.1 The Contractor shall perform the services required under this contract on site from 0730 – 1630 Monday through Friday for regular operation hours plus weekends, evenings and early morning hours as needed (as dictated by satellite broadcasts) for distance learning broadcasts and other classes. Distance Learning Hours of Operation. Anytime broadcasts are scheduled due to the different time zones around the world. On-Base Collegiate Programs. Most on-base college classes meet Monday through Thursday evenings and conclude by 2230. There are occasionally weekend classes that meet on Friday, Saturday or Sunday and some classes may meet on holidays. The Receptionist's office, Room 103, needs to be manned continually during duty hours (0739 to 1630 Monday through Friday).

C-5.17.2 SERVICES PROVIDED. Enlisted Specialist Training, heretofore referred to as “Training” (OJT):

C-5.17.2.1 The Contractor shall provide all personnel, equipment, tools, materials, and other items and services necessary to deliver services and training programs, except for the government furnished property and services identified in Section C-3, or in Technical Exhibits 5a through 5c. These programs and services include: serve as base training advisor for OJT, produce/analyze recurring training reports, manage training data base, manage career development course (CDC) program, process training-related actions, manage distance learning (DL) program, services for all Activities and administer internal and external evaluations.

C-5.17.2.2 The Contractor will provide service for Base Training Management, MAJCOM Training, and Education Services. The Contractor shall accomplish all taskings, establish and maintain appropriate record copies, and provide customer service in accordance with publications and forms listed as mandatory in section C-6.

C-5.17.2.3 The Contractor shall provide on-the-job training (OJT) advisory service support to assigned units to include reserves (Individual Mobilization Augmentees) assigned or attached to units.

C-5.17.2.4 The Contractor shall provide all personnel, supervision, and training and be responsible for the administration, maintenance, and transfer of military personnel records and to provide related customer service in accordance with publications and forms listed as mandatory in section C-6.

C-5.17.3 BASE TRAINING
C-5.17.3.1 GENERAL. The Contractor shall analyze training capability and capacity to ensure units maintain a qualified work force.

C-5.17.3.1.1 Upon receipt of unit training deficiency notifications such as (but not limited to) crosstell reports, IG reports, safety reports, QA reports, and downward trends in training statistical data, the Contractor shall identify problems and recommend solutions to the units involved. The Contractor shall elevate unresolved issues to the installation commander or MAJCOM Training manager, as appropriate in order to get support for problem resolution. These issues will be submitted in a written report, as a minimum, plus any other means appropriate for conveying the information.

C-5.17.3.2 The Contractor shall schedule and conduct annual staff assistance visits (SAV) with the unit education and training manager or additional duty training manager (18 months for AFRES/ANG units) to ensure they are accomplishing their responsibilities, and submit a written report to the unit commander with an information copy to the command training manager IAW AFMAN 36-2247 attachment 2. When tenant units are visited, the Contractor shall provide an information copy to the appropriate command training manager. When units visited have IMAs assigned, the Contractor shall also provide a courtesy copy of the report to HQ ARPC.

C-5.17.3.2.1 The Contractor shall schedule and conduct additional SAVs as requested by commanders, or when trends or deficiencies in unit programs indicate assistance is needed. 

C-5.17.3.3 Upon receipt of OJT policy and program changes, the Contractor shall disseminate the changes and ensure they are understood by installation commanders and supported units. The Contractor shall work to resolve policy misunderstandings, conflicts, and disputes between supported units, installation commanders, and/or MAJCOM training managers. 

C-5.17.3.3.1 The Contractor shall review base-level and unit-level training publications, supplements, and operating instructions for adequacy and compliance with established policies. After ensuring adequacy, the Contractor shall coordinate the documents for approval with the appropriate approval authority. 

C-5.17.3.4 Upon request of base-level training agencies, the Contractor shall provide guidance and assistance in developing ancillary training programs. 

C-5.17.3.5 The Contractor shall receive and direct customer inquiries to the appropriate personnel. Customers are Base Air Force personnel (both military and civilian), MAJCOM staff, and Higher Headquarters staff. The requests may be delivered by customers who consult in person, call by telephone, or provide written questions/requests (including electronic forms such as e-mail). 

C-5.17.3.5.1 The Contractor shall respond to customer inquiries in a timely manner. The Contractor shall work with the customer to identify an agreeable suspense date for those service calls and inquiries that cannot be resolved on the same day. 

C-5.17.3.5.2 The Contractor shall establish and maintain a suspense tracking system and ensure that all customer assistance actions are completed and responses meet established suspense dates. 

C-5.17.3.5.3 The Contractor shall update the personnel data system (PDS) within two days, when customer inquiries reveal updates are needed, to include PC-III updates. 

C-5.17.3.6 The Contractor will serve as the base AFSC 3S2X1 FM by:

C-5.17.3.6.1 Ensuring that unit training managers and additional duty training managers are trained and qualified.

C-5.17.3.6.2 Supporting unit training programs that help meet mission requirements.

C-5.17.3.6.3 Coordinating AFSC 3S2X1 retrainee applications.

C-5.17.3.7 The Contractor will Coordinate OJT policy and program changes with installation commanders, supported units, and MAJCOM training managers.

C-5.17.3.8 The Contractor will review and coordinate on base- and unit-level training publications, supplements, and operating instructions, making recommendations to the OPRs, and coordinating with appropriate MAJCOM training managers.

C-5.17.3.9 The Contractor will respond to requests for support of OJT by identifying training resources and coordinating assistance for supported units with other bases or local units, training providers, MAJCOM training managers, and contingency program OPRs to help incorporate wartime requirements into base and unit exercises. 

C-5.17.3.10 The Contractor will obtain (as needed): training publications, references, standards, materials, job site training and courseware, and, proficiency and knowledge assessment tools.

C-5.17.3.11 The Contractor shall help resolve problems and bring unresolved issues to installation commanders or MAJCOM training managers.

C-5.17.3.12 The Contractor will conduct base training manager meetings at least quarterly. Develop meeting minutes and provide copies to supported units and MAJCOM training managers.

C-5.17.3.13 Contractor shall administer the “Air Force Training Course” program, training personnel to teach this course, and instructing the course IAW AFI 36-2201 quarterly.

C-5.17.4 Produce and Analyze Reports. The Contractor shall produce recurring training reports, and analyze the report data for trends

C-5.17.4.1 The Contractor shall produce base specific and higher headquarters directed statistical data reports on a periodic basis as determined by the installation commander and MAJCOM functional manager. The Contractor shall also produce statistical data reports as requested by UTMs, ADTMs, and unit commanders. The Contractor shall produce statistical data reports for other requesters when such requests have been screened and approved by the contract QAE. 

C-5.17.4.2 The Contractor shall analyze training data for trends in efficiency and effectiveness of training, and advise commanders and higher headquarters of significant trends. The Contractor shall also advise commanders and higher headquarters of trends upon their request. When trends indicate corrective actions are needed, the Contractor shall coordinate the corrective actions between units involved and training support agencies. 

C-5.17.5 Manage Training Data. The Contractor shall manage training information in the personnel data system (PDS) ensuring accuracy, validity, and currency.

C-5.17.5.1 The Contractor shall examine all career development course (CDC) transactions entered into PDS to ensure correctness. If the transaction is incorrect, the Contractor shall coordinate corrective actions with unit training managers. Upon transaction validation, the Contractor shall complete the order for CDC materials using PCIII. These actions shall be performed at least every two days.

C-5.17.5.2 The Contractor shall check the transaction registers (TR) daily to identify training actions. Once identified the Contractor shall notify the unit training manager of necessary updates, and file the TRs for future reference IAW established file disposition instructions. 

C-5.17.5.2.1 Upon receipt, the Contractor shall process exceptions to policy and TSC actions.

C-5.17.5.2.2 Upon receipt, the Contractor shall review and recommend approval/disapproval for reactivation, re-enrollments, extensions, and waivers of CDCs IAW AFMAN 36-2247 paragraphs 3.2, 3.5, and 3.6.

C-5.17.5.2.3 The Contractor shall process TSC actions daily to ensure accurate personnel records, using definitions IAW AFI 36-2201, attachment 4. 

C-5.17.5.2.4 Upon receipt, the Contractor shall review training related AFSC withdrawals. If the Contractor disagrees with the unit commander’s AFSC action, the Contractor shall recommend an alternate course of action to the unit commander. The Contractor shall forward the final disposition of the AFSC withdrawal action to the MPF Personnel Employment Office. 

C-5.17.5.2.5 Upon receipt, the Contractor shall review, recommend, and coordinate with appropriate MPF agencies on all failures to progress, or training status code “T”.

C-5.17.5.2.6 The Contractor shall assign and coordinate training status code (TSC) to identify, change and manage airman qualification and skill level upgrade.

C-5.17.5.2.7 The Contractor shall review the personnel records of newly assigned personnel to ensure proper TSC placement, and make appropriate PDS updates.

C-5.17.6 Manage Testing. The Contractor shall manage the CDC test control program

C-5.17.6.1 The Contractor shall administer the Extension Course Institute (ECI) testing program IAW AFI 36-2201 paragraphs 5.12 and 5.13, and as outlined in the ECI Catalogue, unit 3.

C-5.17.6.2 The Contractor shall process CDC examination results IAW AFI 36-2201 paragraph 5.12. The Contractor shall ensure test security. All tests shall be protected against compromise or loss by strict adherence to applicable guidelines.

C-5.17.6.3 The Contractor shall serve as test control officers for mandatory CDC course examinations (CE).

C-5.17.6.4 The Contractor shall manage the Base CDC incentive/recognition program. The Contractor shall conduct test inventory at least once per quarter

C-5.17.7 Manage Distance Learning Resources. The Contractor shall provide overall management and administration of distance learning (DL) resources.

C-5.17.7.1 The Contractor shall be responsible for DL student administration, to include facility usage/scheduling, attendance and student status reporting, courseware usage assistance, instructional delivery, course critiques, and recording satellite broadcasts.

C-5.17.7.2 The Contractor shall be responsible for DL courseware inventory, scheduling, distribution and collection of courseware and materials, library infrastructure, courseware and material storage, and student courseware assistance.

C-5.17.7.3 The Contractor shall be responsible for DL facility and equipment management, to include facility usage and orientation, equipment and facility operation, classroom and facility setup, equipment servicing repair, and problem resolution.

C-5.17.7.4 The Contractor shall manage the training library to include infrastructure, courseware problem reporting, inventory security, and DL test coordination with the test control officer.

C-5.17.8 Administer Surveys. Upon receipt of surveys, the Contractor shall administer internal/external training evaluation and occupational survey programs IAW procedures established by survey OPRs. 

C-5.17.9 Requirements beyond the capability of the Contractor. The Government, at its option, may augment requirements beyond the capability of the Contractor, when the Government deems such action to be necessary.

C-5.17.10 The Contractor shall plan, organize, and coordinate Community College of the Air Force graduation ceremony semiannually.

C-5.17.11 MAJCOM/Air Force Academy Training Management. 

C-5.17.11.1 The Contractor shall provide all personnel, equipment, tools, materials, and other items and services necessary to deliver training programs and services, except for the government furnished property and services identified in Section C-3, or in Technical Exhibits 5a through 5d. These programs and services include: serve as MAJCOM/DRU training advisor for OJT, produce/analyze recurring training reports, manage training data base, process training-related actions, manage distance learning (DL) program, and administer internal and external training evaluations.

C-5.17.11.2 The Contractor shall serve as the MAJCOM/DRU OPR for OJT by implementing, managing, and interpreting training policy and programs that support MAJCOM/DRU mission requirements and Air Force OJT. When issues cannot be resolved at the MAJCOM/DRU level they will be elevated to HQ AFPC/DPPAT level and HQ USAF/DPPE level respectfully, for resolution. 

C-5.17.11.3 The Contractor will oversee command training issues to include:

C-5.17.11.3.1  OJT policy clarification and interpretation.

C-5.17.11.3.2  Coordinating with outside activities.

C-5.17.11.3.3  Serving as command training advisor.

C-5.17.11.3.4  Recommending cost effective training methods to meet specialty qualification and skill level requirements.

C-5.17.11.3.5 Maintaining necessary OJT publications, references and materials.

C-5.17.11.3.6 Analyzing MAJCOM/DRU training data for trends and recommend corrective action.

C-5.17.11.4 Contractor will coordinate policy and program changes with:

C-5.17.11.4.1  Air Education and Training Command Technical Training (AETC/DO)

C-5.17.11.4.2  AFPC/DPPAT for all Training related Instructions/Manuals to ensure they do not conflict with Air Force policies.

C-5.17.11.5 Contractor will review and coordinate draft MAJCOM and supported-base training publications and supplements with OPRs and HQ AFPC/DPPAT

C-5.17.12 Contractor will respond to supported base and command FM requests for OJT support.

C-5.17.12.1 Develop material to support the OJT program as necessary.

C-5.17.12.2 Work with the command FMs to resolve a lack of training capability or trainer/task certifier availability and make recommendations to the MAJCOM Director of Personnel.

C-5.17.13 Coordinate base training feedback with command functional training managers and training providers and HQ AETC/DO.

C-5.17.13.1 Monitor corrective actions for training deficiencies.

C-5.17.14 Contractor will serve as the MAJCOM POC for HQ AETC’s external evaluation programs

C-5.17.15 Contractor will review inspection results and coordinate corrective actions.

C-5.17.16 Contractor will review requests for withdrawal (including case files) from training, AFSC downgrade or withdrawal, and waivers to specialty qualifications with the MAJCOM FM. Refer to AFI 36-2101, Classifying Military Personnel (Officers and Airmen) classification tables.

C-5.17.17 Serve as MAJCOM/DRU OPR for OJT

C-5.17.17.1 Review base training meeting minutes and Staff assistance visits and recommend improvements in effectiveness and content to the base training manager.

C-5.17.17.2 Compiles and reports semi-annual statistics to HQ USAF/DPPE by the 15th of Apr and Oct on CDC course failures and reactivations (RCS: HAF-DPP(M)9706). “This report is designated emergency status code C3.. Continue reporting during emergency conditions, delayed precedence. Submit data requirements as prescribed, but they may be delayed to allow the submission of higher precedence reports. Submit by nonelectronic means, if possible.” As a minimum, include the following:

C-5.17.17.2.1  Number of CDC failures, by course number and overall totals

C-5.17.17.2.2  Number of CDC's waived.

C-5.17.17.2.3  Number of CDC reactivations over 90 days, number over 90 days, and overall totals.

C-5.17.18 EDUCATION SERVICES.
C-5.17.19 General Information. Administer the education services program by providing customer service, testing, tuition assistance, professional counseling, and distance learning. 

C-5.17.19.1 The Contractor shall provide general information, advisement, and referral to all eligible personnel on education services programs. 

C-5.17.19.1.1  The Contractor shall schedule appointments for academic/ vocational/ professional counseling and testing.

C-5.17.19.1.2 The Contractor shall make referrals to other agencies and institutions.

C-5.17.19.1.3 The Contractor shall assist in ordering all types of transcripts.

C-5.17.19.1.4 The Contractor shall manage and schedule classroom and laboratory facilities/equipment in the Education Services facility.

C-5.17.19.1.5 The Contractor shall process all types of course enrollments ranging from duty related through academic and vocational.

C-5.17.19.1.6 The Contractor shall develop, distribute, collect, and tabulate various educational needs surveys.

C-5.17.19.1.7 The Contractor shall research and answer education related inquiries form customers or the chain of command.

C-5.17.19.1.8 The Contractor shall maintain education records on all military involved in the off-duty education program.

C-5.17.19.1.9 The Contractor shall plan, organize, and coordinate Community College of the Air Force graduation ceremony semiannually.

C-5.17.19.2  Administer testing program to include distance learning and ECI.
C-5.17.19.3 The Contractor shall administer the Extension Course Institute (ECI) Testing Program.

C-5.17.19.4 The Contractor shall receive tests, notify member of receipt, annotate inventory and store tests in safe.

C-5.17.19.5 The Contractor shall contact ECI to resolve test related issues, including but not limited to, test not received, wrong test received and test destroyed in error.

C-5.17.19.6 The Contractor shall conduct quarterly ECI test inventory on 31 Mar, 30 Jun, 30 Sep and 31 December.

C-5.17.19.6.1 The Contractor shall conduct test inventory at least once per week. All tests shall be placed on an inventory.

C-5.17.19.6.2 The Contractor shall ensure test security. All tests shall be protected against compromise or loss by strict adherence to applicable guidelines.

C-5.17.19.7  Administer tuition assistance programs. 

C-5.17.19.7.1 The Contractor shall validate and process request.

C-5.17.19.7.2 The Contractor shall reconcile and process invoices for certification.

C-5.17.19.7.3 The Contractor shall track expenditures.

C-5.17.19.7.4 The Contractor shall prepare reimbursement and waiver requests for approval.

C-5.17.19.7.5 The Contractor shall prepare and submit funding requests for approval.

C-5.17.19.8 Conduct professional counseling. 

C-5.17.19.8.1 The Contractor shall assess/analyze client information

C-5.17.19.8.2 The Contractor shall assist clients in determining and attaining career and academic goals.

C-5.17.19.9 Manage the Air Force Distance Learning Training Program.

C-5.17.20 The Government, at its option may augment requirements beyond the capability of the Contractor, when the Government deems such action to be necessary.

C-5.17.21 Equipment Maintenance. The Contractor shall maintain or replace computers and their peripherals in the various offices under Education Services and in the Education Services computer classroom. The Contractor shall maintain the overhead, 35 MM slide projector, VCRs and monitors used in the education services classrooms. 

C-5.17.22  Performance of Services During Crisis declared: refer to C-1.10.4.

C-5.17.23  Voluntary Off-Duty Education Management

C-5.17.23.1 The Contractor shall perform all tasks in accordance with DoDI 1322.25, AFPD 36-23, and AFI 36-2306.

C-5.17.23.2 The Contractor shall manage the base voluntary off-duty education program.

C-5.17.23.2.1 The Contractor shall review education program requirements annually and will conduct needs assessments to include corresponding with institutions, soliciting proposals from civilian academic institutions, and evaluating proposals to make tentative selection.

C-5.17.23.2.2 The Contractor shall monitor educational program quality, instructional support and course content and provide feedback to the functional area chief.

C-5.17.24 The Contractor shall prepare the Base Education Services plan on a triennial basis.

C-5.17.25 The Contractor shall coordinate development of consolidated annual and term course schedules.

C-5.17.26 The Contractor shall collect data, prepare and submit statistics of program participation and expenditures on AF Form 1007, Education Services program Report ( RCS: HAF-DPP (AR) 7106) and send to Air Staff semiannually.

C-5.17.27 The Contractor shall prepare and submit AF form 1008, Annual report of Education Services provided by Civilian Schools, to Air Staff annually.

C-5.17.28 The Contractor shall prepare for and participate in training conferences such as the Professional Development Institute (PDI), annual American Counselor Association (ACD) and the University Continuing Education Association (UCEA) Conferences.

C-5.17.29 The Contractor shall perform as liaison with Department of Education, the Council on Post Secondary Accreditation (COPA) Office, Air University (AU), and Extension Course Institute (ECI).

C-5.17.30 The Contractor shall develop annual “Nathan Altschuler Award for Excellence in Education Programs” data and submit for approval in accordance with AFI 36-2819. 

C-5.17.31 The Contractor shall be responsible for the annual “Education and training Manager of the Year” applications at USAFA and board in accordance with AFI 36-2819.

C-5.17.32 The Contractor shall counsel personnel on tuition assistance and other sources of financial aid.

C-5.17.33 The Contractor shall be responsible for checking all Air Force Tuition Assistance (AF Forms 1227) for completeness and within budget limits.

C-5.17.33.1 The Contractor shall process all AF Forms 1227.

C-5.17.33.2 The Contractor shall receive and verify accuracy of tuition invoices from academic institutions and submit to the regional Defense Finance Accounting Systems office for payment.

C-5.17.34 The Contractor shall track incomplete grades until completion of course or reimbursement of TA by the student.

C-5.17.34.1 The Contractor shall coordinate with institutions, identify students required to reimburse TA and process appropriate forms for reimbursement/collection.

C-5.17.35 The Contractor shall prepare AF Form 63, Officer Active Duty Service Commitment (ADSC) Counseling Statement, maintain and update roster, and forward appropriate copies to AFPC, Randolph AFB TX in accordance with AFI 36-2107.

C-5.17.36 The Contractor shall administer General Education Program IAW AFI 36-2306. 

C-5.17.36.1 The Contractor shall counsel members (military and civilian) on post-secondary academic programs and basic career development opportunities.

C-5.17.36.2 The Contractor shall provide basic college and testing information, assist in establishing academic and vocational goals, prepare program degree plans, review source documents, and determine educational levels.

C-5.17.37 The Contractor shall schedule and counsel personnel on the CCAF program, prepare AF Form 968, CCAF Registration Application, and submit required documentation to the CCAF for evaluation and preparation of CCAF progress report or transcript. 

C-5.17.37.1 The Contractor shall provide personnel with information relative to availability of tests and college courses for completion of CCAF degree requirements.

C-5.17.37.2 The Contractor shall provide counseling on CCAF degree faculty initiative in support of CCAF accreditation initiatives.

C-5.17.37.3 The Contractor shall develop publicity and outreach initiatives to reach specific groups within the general population.

C-5.17.37.4 The Contractor shall identify courses and their applicability to CCAF requirements and coordinate course schedules with on-base academic institutions.

C-5.17.37.5 The Contractor shall plan, organize, and coordinate the Community College of the Air Force (CCAF) graduation ceremony, semiannually.

C-5.17.37.6 The Contractor shall administer the Aerospace Eagle Grant Program, semiannually.

C-5.17.38 The Contractor shall advise personnel on Veterans Administration (VA) Programs.

C-5.17.38.1 The Contractor shall review transaction register (TR), determine individuals’ participation status 

C-5.17.39 The Contractor shall prepare and maintain Education Services Program publicity.

C-5.17.40 The Contractor shall administer the Extension Course Institute (ECI) correspondence course program IAW AFI 36-2202.

C-5.17.40.1 The Contractor shall process military enrollments through PC-III.

C-5.17.40.2 The Contractor shall mail enrollment (ECI Form 23) for civilians and other eligible non-active duty Air Force members to Maxwell AFB.

C-5.17.41 The Contractor shall administer the Educational Deferment Program.

C-5.17.41.1 The Contractor shall screen, evaluate, and process requests for educational deferment verifying basic eligibility and completeness of application letter. 

C-5.17.41.2 The Contractor shall verify AAC 052 data and monitor students’ academic progress during the period of deferment.

C-5.17.41.3 The Contractor shall ensure students’ academic education levels are updated upon degree completion.

C-5.17.42 The Contractor shall administer the Airman Education and Commissioning Program (AECP).

C-5.17.42.1 The Contractor shall counsel personnel, schedule Air Force Officer Qualification Test (AFOQT), College Level Examination Program (CLEP) test, and other entrance exams.

C-5.17.42.2 The Contractor shall obtain, review, and process documentation for Air Force Institute of Technology (AFIT) Memorandum of Academic Eligibility.

C-5.17.42.3 The Contractor shall obtain and process documentation for formal AECP applications and forward applications to Air Force Personnel Center, Randolph AFB, Texas.

C-5.17.42.4 The Contractor shall assist selected candidates for entry in the academic phase of AECP and schedule candidates for medical examinations.

C-5.17.43 The Contractor shall administer Air Force Reserve Officer Training Corps (AFROTC) Commissioning program, Airman Scholarship and Commissioning Program (ASCP) and Professional Officer Corps (POC) Program.

C-5.17.43.1 The Contractor shall counsel personnel on AFROTC ASCP and POC programs and process applications to institutions, assist students to obtain academic evaluation and admission, and assist selected candidates with entry into the academy Preparatory School.

C-5.17.43.2 The Contractor shall process applications for ASCP, forward to AFROTC, process applications to institutions, assist students to obtain academic evaluation and admission, and assist selected candidates with entry into the academic phase of ASCP. 

C-5.17.44 The Contractor shall counsel individuals on eligibility requirements for the USAF Academy Preparatory School.

C-5.17.44.1 The Contractor shall assist with the preparation and processing of applications for appointment to USAF Academy Preparatory School.

C-5.17.44.2 The Contractor shall notify unit commanders of selections, establish relocation folder, and file notifications.

C-5.17.45 The Contractor shall administer USAF Officer Training School (OTS) selection process IAW AFI 36-2013.

C-5.17.45.1 The Contractor shall receive selection notifications from the Air Force Personnel Center and counsel selectees on OTS requirements.

C-5.17.45.2 The Contractor shall notify the Air Force Personnel Center of member's intent of acceptance by sending physical exam and base of preference listing.

C-5.17.45.3  The Contractor shall research and collect applicable directives and supporting documentation for eligibility, prepare AF Forms 56, Application for Training Leading to a Commission in the USAF, distribute completed package to appropriate agency, and upon receipt of approval or disapproval notify individual in accordance with Air Force procedures.

C-5.17.46 The Contractor shall assist commanders with the Leaders Encouraging Airmen Development (LEAD) Program.

C-5.17.46.1  The Contractor shall assist commanders with LEAD Phase I and assist airmen competing for MAJCOM/CC selection to attend the USAF Academy Preparatory School.

C-5.17.46.2  The Contractor shall assist the commanders with LEAD Phase II, Scholarships for Outstanding Airmen to ROTC (SOAR) by assisting airmen to apply for MAJCOM/CC award of a ROTC scholarship.

C-5.17.47 The Contractor shall complete AF Form 1020 for other commissioning programs.

C-5.17.48 The Contractor shall administer Operation Bootstrap TDY Program.

C-5.17.48.1  The Contractor shall counsel personnel on the Operation Bootstrap TDY Program, obtain documentation for TDY request, review documentation for accuracy, and perform academic evaluation.

C-5.17.48.2  The Contractor shall process AF Forms 204, IAW applicable Instructions, Permissive TDY Request Operation Bootstrap, and indorse to the Mission Support Squadron Commander.

C-5.17.48.3  The Contractor shall perform pre-TDY briefings, monitor course enrollments, receive and update end-of- course grades.

C-5.17.48.4  The Contractor shall accomplish TDY briefings, receive final transcripts, determine education levels, and ensure update in PC III.

C-5.17.49 The Contractor shall administer Air Command and Staff College (ACSC) Seminar Program.

C-5.17.49.1  The Contractor shall prepare and submit a letter to eligible personnel to determine student participation and counsel interested individuals.

C-5.17.49.2  The Contractor shall schedule and conduct seminar orientation briefing for seminar leader and senior ranking officer, if requested.

C-5.17.49.3  The Contractor shall schedule the seminar organizational meeting, prepare agenda, to include selection of guest speaker, coordinate location, time and date, and notify all seminar leaders and senior ranking officers, if requested.

C-5.17.49.4  The Contractor shall monitor seminar programs.

C-5.17.49.5  The Contractor shall inform the seminar leader when course exams are received and monitor exam completion.

C-5.17.50 The Contractor shall administer Air War College (AWC) Seminar Program.

C-5.17.50.1  The Contractor shall prepare and submit a letter to eligible personnel to determine student participation and counsel interested individuals.

C-5.17.50.2 The Contractor shall collect seminar enrollment applications in accordance with established guidelines and provide the number of enrollees to Air University by telephone.

C-5.17.50.3 The Contractor shall schedule and conduct seminar orientation briefing for seminar leader and senior ranking officer, if requested.

C-5.17.50.4 The Contractor shall schedule the seminar organizational meeting, prepare agenda, to include selection of guest speaker, coordinate location, time and date, and notify all seminar members.

C-5.17.50.5 The Contractor shall monitor seminar progress.

C-5.17.50.6 The Contractor shall inform seminar leader when course exams are received and monitor exam completion

C-5.17.51 The Contractor shall resolve identified discrepancies of education levels. 

C-5.17.51.1 The Contractor shall review transcripts and update educational level for enlisted personnel in the Air Force personnel computer via PC-III or Mil Mod.

C-5.17.51.2  Upon request the Contractor shall forward transcripts for officer personnel to Air Force Institute of Technology for update of education level. 

C-5.17.52 The Contractor shall be the focal point for officer Air Force Institute of Technology (AFIT) program information.

C-5.17.52.1 The Contractor shall counsel officers on AFIT degree program options and eligibility requirements as described in AFCAT 39-2223 and the annual AFIT Newsletter.

C-5.17.52.2 The Contractor shall assist members with the application process.

C-5.17.53 The Contractor shall administer correspondence program IAW AFI 36-2306.

C-5.17.53.1 The Contractor shall counsel students regarding course eligibility.

C-5.17.53.2 The Contractor shall assist personnel with application process for DoD, college, and university correspondence courses.

C-5.17.53.3 The Contractor shall maintain a web site covering the off-duty education program opportunities on the Academy and local area.

C-5.17.53.4 The Contractor shall certify assigned personnel and their family members’ eligibility for Colorado resident tuition rates in accordance with state law. 

C-5.17.54 Distance Learning (DL).

C-5.17.54.1 The Contractor shall monitor and ensure the administration of DL resources and programs IAW the AETC Distance Learning Center Infrastructure.

C-5.17.54.2 The Contractor shall monitor and evaluate adequacy of DL resources available to meet current and forecasted needs and provide coordination on policies and procedures needed to implement new DL technologies base wide.

C-5.17.54.3 The Contractor shall provide courseware consultation to developers, functional training managers, and DL program managers.

C-5.17.54.4 The Contractor shall be responsible for DL student administration, to include facility usage/scheduling, attendance and student status reporting, courseware usage assistance, instructional delivery, course critiques, and recording satellite broadcasts as required.

C-5.17.54.5 The Contractor shall be responsible for DL courseware inventory, scheduling, distribution and collection of courseware and materials, library of courseware and storage, and student assistance.

C-5.17.54.6 The Contractor shall be responsible for DL facility and equipment management to include facility usage and orientation, equipment and facility operation, classroom and facility setup, equipment servicing repair, and problem resolution.

C-5.17.54.7 The Contractor shall manage library infrastructure, to include courseware problem reporting, inventory, security, and DL test coordination with test monitor.

C-5.17.55 DANTES
C-5.17.55.1 The Contractor shall perform taskings contained in DEPH for Defense Activity for Nontraditional Education Support (DANTES).

C-5.17.55.2 The Contractor shall prepare test orders for signature and store testing products, in accordance with DANTES Examination Program Handbook (DEPH), AFI 36-2306 and DoD 1322.8.

C-5.17.55.3 The Contractor shall proctor testing sessions following established directives.

C-5.17.55.4 The Contractor shall ensure security measures are in accordance with AFI 36-2306 and the DEPH.

C-5.17.55.5 The Contractor shall report loss or compromise of any controlled test item to TCO and assist with appropriate reports.

C-5.17.55.6 The Contractor shall prepare test irregularity report for TCO signature.

C-5.17.55.7 The Contractor shall conduct the test inventory with the Test Control Officer (TCO).

C-5.17.55.8 The Contractor shall conduct weekly DANTES test inventory with the TCO.

C-5.17.55.9 The Contractor shall conduct quarterly DANTES test inventory on 31 Mar, 30 Jun, 30 Sep and 31 December in conjunction with TCO.

C-5.17.55.10 The Contractor shall coordinate DANTES Annual Facilities Review and ensure completion between 1 Sep and 1 December.

C-5.17.55.11 The Contractor shall prepare for return damaged, unused, or outdated controlled tests to the TCO for return to the appropriate agency.

C-5.18 FAMILY SUPPORT CENTER

C-5.18.1 Administration. The Contractor shall:

C-5.18.1.1 Operate a Family Support Center (FSC) as defined by AFI 36-3009, Family Support Center Program and Section C-1 in this PWS.  The contractor shall conduct FSC operation in Building 6248, collocated with Family Advocacy and other 10th Mission Support Squadron functions.

C-5.18.1.2 Perform continuous program evaluation and improvement to ensure that performance meets customer needs.

C-5.18.1.3 Conduct needs assessments to assist in long- and short-range planning, establishing priorities, defining client population, determining which services are most needed, and measuring program effectiveness. Findings and proposed actions shall be provided to the Government. 
C-5.18.1.4 The Contractor shall complete the Performance Evaluation Report and submit it to the QAE. 
C-5.18.2 General. The Contractor shall:
C-5.18.2.1 Attend Service Squadron mandatory meetings and base-wide meetings that may affect Contractor functions.

C-5.18.2.2 Prepare responses for suspense taskings from local and higher headquarters to arrive on or before the assigned due date. The Contractor shall maintain a suspense tasking log to track suspense items, actions taken, and dates of responses.

C-5.18.2.3 Accomplish all duties assigned by the Government to the functions listed in paragraph 1.2.4.8.

C-5.18.2.4 Write operating instructions that identify policies and procedures to accomplish tasks listed in Technical Exhibit 2, Workload Estimates.

C-5.18.2.5 Maintain a complete, up-to-date library of all reference documents contained in Section C-6. The library shall be returned to the Government at the end of the contract period.

C-5.18.2.6 Provide and maintain public access copier and fax service, typewriters, and public access computers with print capability.

C-5.18.2.7 Provide and maintain standard office software in public access computers to provide word processing and spreadsheet capability.

C-5.18.2.8 Collect evaluations from FSC customers on satisfaction with services received and submit a summary to the QAE in the Performance Report. 

C-5.18.3 Financial Management. The Contractor shall:

C-5.18.3.1 Develop annual budget estimates for Operation and Maintenance (O&M) funded activities and submit them to the MAJCOM.
C-5.18.3.2 Execute funds allocations on the basis of government guidance.

C-5.18.3.3 Record expenditures for each type of funding separately.

C-5.18.3.4 Track all funds allocated and expended.

C-5.18.4 Marketing. The Contractor shall:

C-5.18.4.1 Identify the FSC's target customer markets, customers eligible for all services available and strategies for meeting customer needs.

C-5.18.4.2 Develop a marketing plan that will identify marketing strategies and program delivery requirements. The marketing plan must address core programs and baseline services program requirements per Section C-1 in this PWS.

C-5.18.4.3 Provide the marketing plan to the Government for approval.
C-5.18.4.4 Revise the marketing plan as requested by the Government.

C-5.18.4.5 Implement the approved marketing plan.

C-5.18.4.6 Provide all necessary information to Marketing for publication of a general FSC brochure including a description of services and resources available to customers.

C-5.18.4.7 Ensure widespread dissemination of the brochure to reach military members, family members, and DoD civilian employees.

C-5.18.5 Reports Management. The Contractor shall:

C-5.18.5.1 Maintain information required by AF Form 2800 to document each formal contact with a customer. 

C-5.18.5.2 Safeguard all records that contain sensitive, personal, or private information. 

C-5.18.5.3 Maintain records for individual and family identification data, FSC services provided, documentation of needs identification and clarification, referrals, and follow-up.

C-5.18.5.4 Submit FSC Statistical Summary Report, RCS: HAF-BPP (Q)8401 to the Government.
C-5.18.6 FSC Support Services. 
C-5.18.6.1 Reception. The Contractor shall receive all clients and all incoming telephone calls, conduct preliminary screening, direct visitors and callers to the appropriate staff person, enroll customers in classes, and provide basic information.

C-5.18.6.2 Technical and clerical support. The Contractor shall provide services including, but not limited to, establishing files and reports as needed, processing documents ranging from reports to messages, preparing and monitoring all print requests, making appointments, controlling incoming and outgoing FSC correspondence, and preparing official correspondence.

C-5.18.7 Core Services. The services listed are just a few of the functions normally provided within a Family Support Center. The Contractor shall ensure the delivery of specific FSC services as follows:

C-5.18.7.1 Information, Referral, and Follow-Up. The Contractor shall provide information and assist customers in locating appropriate resources to address specific needs as follows:

C-5.18.7.1.1 Assess customer needs and provide individual counseling, information from FSC reference materials, or referral to specific FSC, base, or community counseling or services.

C-5.18.7.1.2 Maintain a current reference library of reference materials to support all Family Support Center programs.

C-5.18.7.1.3 Maintain a reference library of print materials on available resources and community information including, but not limited to, service agency directories; local and state information on schools, laws, services, and job opportunities; and career planning materials.

C-5.18.7.1.4 Maintain a reference library of videos on general subjects of interest to customers and in support of computer training.

C-5.18.7.1.5 Maintain an automated resource center with computer terminals available for customer use capable of supporting job and resume databases.

C-5.18.7.1.6 Provide computer-based training capability for basic job skill enhancement.

C-5.18.7.1.7 Provide hands-on support to customers in identification and use of reference materials and library resources, including computer terminals and computer software.

C-5.18.7.1.8 Provide information briefings upon request.

C-5.18.7.1.8.1 Maintain the FAMINFO database.

C-5.18.7.1.9 Participate in base, community, and professional organizations including, but not limited to, the Alliance of Information and Referral Services (AIRS).

C-5.18.7.1.10 Provide specialized workshops to support baseline program needs.

C-5.18.7.1.11 Develop a schedule of workshops and classes and submit it to the QAE in the Performance Report.

C-5.18.7.1.12 Require every workshop participant to complete a workshop and instructor evaluation form and provide results from each workshop offering to the Government in the Performance Report. 

C-5.18.7.2 Policy, Planning, and Coordination. The Contractor shall maintain alliance with a wide range of military and civilian agencies in order to be able to respond to family issues. The Contractor shall:
C-5.18.7.2.1 Participate as a member in all base and community working groups, associations, committees and councils which impact quality of life or deal with families or life cycle issues.

C-5.18.7.2.2 Maintain current partnership agreements with other family service organizations and establish new agreements when they will benefit the FSC customers. Special consideration must be given to partnerships that will benefit delivery of Family Assistance Center services.

C-5.18.7.2.3 Maintain and regularly update a list of all committee, board, association, and group memberships and the designated FSC participants. Provide the list to the QAE in the Performance Report. 
C-5.18.7.3 Leadership Consultation. The Contractor shall provide information and assistance to the installation and unit leadership and respond to requests related to delivery and improvement of services for individuals and families. The Contractor shall:

C-5.18.7.3.1 Provide the installation commander briefings and fact sheets on FSC programs and services.

C-5.18.7.3.2 Conduct leadership tours of the Family Support Center facilities for visiting and incoming senior personnel. Tours shall include staff introductions, program and services briefings, and facilities walk-through.

C-5.18.7.3.3 Attend the First Sergeants' Council meetings once each quarter for the purpose of exchanging information and marketing available FSC programs and services.

C-5.18.7.3.4 Coordinate the quarterly Community Action Information Board (CAIB) meetings, including scheduling facilities, inviting participants, preparing agendas, taking minutes, and disseminating minutes after approval by the Chair.

C-5.18.7.3.5 Participate as a working member on the CAIB.

C-5.18.7.4 Crisis Assistance. The Contractor shall give immediate, short-term support to restore the individual’s ability to cope with family life situations. The Contractor shall:

C-5.18.7.4.1 Assess each customer situation and determine what support or assistance is necessary.

C-5.18.7.4.2 Provide Family Assistance Center support and service as required.

C-5.18.7.4.3 Accept donations approved by the Government.

C-5.18.7.4.4 Establish agreements with other providers to meet other critical short-term needs.

C-5.18.7.4.5 Refer customers, after immediate emergency needs are accommodated, for counseling or other services when longer-term assistance is required to alleviate recurring emergencies. 

C-5.18.7.5 Outreach. The Contractor shall provide eligible individuals and families geographically or socially isolated access to FSC resources and information and referral assistance to activities outside the FSC. The Contractor shall:

C-5.18.7.5.1 Work with other base organizations to ensure that all military families are provided information packages and offers for additional information or assistance, regardless of location or situation.

C-5.18.7.5.2 Provide information and assistance either telephonically or electronically if it is not possible to accommodate customers in the FSC.

C-5.18.7.5.3 Build community relationships with other installation service providers and non-military service providers in order to improve the access to and quality of services available to all DoD employees, military members, and family members.

C-5.18.7.6 Family Services. The Contractor shall provide general oversight and management to volunteer staff offering assistance to relocating families. Services provided include: 

C-5.18.7.6.1 Maintain and operate a lending closet.

C-5.18.7.6.2 Issue basic household necessities to personnel entering the area in advance of their household effects, and to personnel departing the area after pick-up of their belongings. 

C-5.18.7.6.3 Maintain an inventory of loan closet items, document check-outs and returns, and ensure cleanliness and serviceability of returned items. 

C-5.18.7.6.4 Operate a program offering basic infant layettes to military families.

C-5.18.8 Baseline Programs. 

C-5.18.8.1 Personal Financial Management Program (PFMP). This program encompasses a range of financial education, counseling, intervention, and referral. Subjects include, but are not limited to, state and local laws and regulations, usury laws, insurance, consumer issues, credit issues, and bankruptcy. The Contractor shall:
C-5.18.8.1.1 Provide mandatory personal financial management training for all military, E-4 and below.

C-5.18.8.1.2 Provide timely, relevant financial training to military members, family members, and DoD civilian personnel on subjects including, but not limited to, basic money management, investments, tax preparation, and consumer issues if subject matter courses are not available in the community, at no charge to the participants.

C-5.18.8.1.3 Provide education and counseling to military members referred by unit commanders. Advise unit commanders of completion of mandatory counseling sessions. 
C-5.18.8.1.4 Provide recommendations to the unit commander on requests for financial hardship discharge and other actions.

C-5.18.8.1.5 In response to requests for security clearance recommendations, evaluate the individual circumstances of each case, and provide an assessment of the member’s financial situation in relation to security risk.

C-5.18.8.1.6 Testify as an expert witness at Article 32 hearings, court’s martial, discharge boards, or other legal proceedings, as requested.

C-5.18.8.1.7 Provide education and counseling to voluntary customers to address a wide range of personal financial matters.

C-5.18.8.1.8 Assist recent widows and widowers on financial planning and management.

C-5.18.8.1.9 Pre-certify service member families for the Women, Infants, and Children (WIC) Supplement Food Program and for food stamps.

C-5.18.8.1.10 Provide counseling and education to voluntary customers to provide assistance in resolving military pay or personal financial issues.

C-5.18.8.1.11 Intercede on behalf of military members with the military payroll office to resolve discrepancies in pay or to obtain clarification.

C-5.18.8.1.12 Work closely with community consumer organizations and financial institutions on matters related to and benefiting military members.

C-5.18.8.1.13 Refer customers to other organizations or advise the unit commander if assessment of the financial situation indicates other problems, or potential problems, that should be addressed.

C-5.18.8.1.14 Conduct formal workshops on specific financial management issues to address client needs. These courses may include, but not be limited to, car buying, personal budgeting, checkbook balancing, insurance, and investments.

C-5.18.8.2 Career Focus Program. The Contractor shall:
C-5.18.8.2.1 Provide information, education, and training to military family members.

C-5.18.8.2.2 Assess individual needs, skills, and abilities using standard personality, interest, and career inventory instruments and provide counsel on actions required by the customer to obtain paid employment.

C-5.18.8.2.3 Identify skill deficiencies and training needs.

C-5.18.8.2.4 Provide computer-based training within the FSC, refer customers to JET (Job Employment Training) volunteer opportunities, or refer them to other service and training providers.

C-5.18.8.2.5 Provide workshops on subjects geared to help customers obtain employment or meet career goals.

C-5.18.8.2.6 Help customers develop marketable resumes. Provide training and instruction and critique customer resumes.

C-5.18.8.2.7 Prepare customers for job interviews through instruction, counseling, and role-playing.

C-5.18.8.2.8 Maintain FAMWORKS, a database used for voluntary registration of Career Focus participants for matching jobs to job-seekers, maintaining statistics, and generating reports.

C-5.18.8.2.9 Conduct workshops to enhance job placement skills, including, but not limited, to resume preparation, interview skills, and career marketing strategies.

C-5.18.8.3 Volunteer Resource Program (VRP). The Contractor shall:

C-5.18.8.3.1 Coordinate a base volunteer program.

C-5.18.8.3.2 Assess base activities for volunteer opportunities.

C-5.18.8.3.3 Match individuals seeking volunteer opportunities with on-base and off-base activities seeking volunteer assistance.

C-5.18.8.3.4 Help participants in the Job Employment and Training (JET) program obtain volunteer experience to build necessary job skills for future paid employment.

C-5.18.8.3.5 Prepare and maintain current position descriptions for every volunteer. 

C-5.18.8.3.6 Market the Volunteer Resource Program with the assistance of the Marketing Staff.  Provide marketing with all necessary information for development of appropriate marketing tools.

C-5.18.8.3.7 Maintain statistics on volunteer assignments by name, organization, and time volunteered.

C-5.18.8.3.8 Coordinate a program to provide incentives and rewards to volunteers.

C-5.18.8.3.9 Maintain membership in Directors of Volunteers in Agencies (DOVIA).
C-5.18.8.4 Family Life Education Program. The Contractor shall:

C-5.18.8.4.1 Provide a training program for military members, their families, and DoD civilians that is specifically geared to address coping and stress relief skills and does not duplicate other service provider programs.

C-5.18.8.5 Special Programs. The Contractor shall:

C-5.18.8.5.1 Coordinate, facilitate, set up, and operate special events in support of military members and their families.

C-5.18.8.5.2 Vanity Fair

C-5.18.8.5.3 Military Spouse Appreciation Day 

C-5.18.8.5.4 Volunteer Recognition Social 

C-5.18.8.5.5 Make a Difference Day 

C-5.18.8.5.6 Community Action Information Board (CAIB)

C-5.18.8.5.7 Family Assistance Center (FAC)

C-5.18.8.5.8 First Term Airmen Survival Course

C-5.18.8.5.9 Welcome Wagon 

C-5.18.8.5.10 Bundles for Babies 

C-5.19 PUBLIC AFFAIRS (Visitors’ Center and Academy Spirit Operations)

C-5.19.1 Visitors’ Center Normal Hours of Operation. The Contractor shall perform the services required under this contract during the following hours: Visitors' Center hours of operation are 9 a.m. to 5 p.m. daily (winter hours) and 9 a.m. to 6 p.m. daily (summer hours). Tours are provided to visitors during normal hours of operation. Academy Spirit operations (newspaper) normally works Monday through Friday 0730 to 1630 or as determined by production schedules.

C-5.19.2 Holidays. The Visitors' Center closes on Thanksgiving Day, Christmas Day and New Year’s Day only. Academy Spirit employees observe standard holidays.

C-5.19.3 PUBLIC AFFAIRS: ACADEMY SPIRIT OPERATIONS.
C-5.19.3.1 The Contractor shall provide all personnel, equipment, tools materials, supervision, and other items and services necessary to perform Visitors' Center operation, less gift shop and café operated by Department of Athletics.

C-5.19.4 Performance of Services during Crisis: refer to C-1.10.4.

C-5.19.5 Contractor shall research, select, and transfer appropriate news and feature items from a variety of sources, including internet, Air Force and Department of Defense News services, base-wide documents, etc.

C-5.19.6 Contractor shall monitor daily Air Force News Service stories for possible inclusion in the base paper, localizing each published story to the maximum extent.

C-5.19.7 Contractor shall write news, sports, commentaries and feature articles.

C-5.19.8 Contractor shall research, assemble, rewrite and/or edit short news items and community events.

C-5.19.9 Contractor shall take photographs to support news and feature articles and writes appropriate outlines.

C-5.19.10 Contractor shall take stand-alone photographs.

C-5.19.11 Contractor shall coordinate photographic assignments with photo lab, and public affairs staff members.

C-5.19.12 Contractor shall assist with the production of the newspaper.

C-5.19.13 Contractor shall select and/or suggest photos, line art, graphic art or other supporting material to accompany news and feature articles.

C-5.19.14 Contractor shall plan the upcoming issue of the newspaper and brief staff, supervisor and in some cases the office of the Superintendent.

C-5.19.15 Contractor shall plan future issues that are theme driven two months in advance (i.e., graduation, parents’ weekend, arrival of new class, etc.).

C-5.19.16 Contractor shall proof read contents of newspaper for all errors, including style, spelling, grammar, appropriateness, local command emphasis and adherence to Air Force instructions.

C-5.19.17 Contractor shall ensure paper production remains on schedule and that communication with publisher is timely and sufficient.

C-5.19.18 Contractor shall conduct newspaper planning meetings and other appropriate staff meetings.

C-5.19.19 Contractor shall solicit news, sports, commentaries and feature items from Public Affairs and other Academy staff.

C-5.19.20 Contractor shall establish and maintain a network of on-base and off-base sources from which to solicit input for base newspaper.

C-5.19.21 Contractor shall serve as focal point within internal division to communicate with civilian publisher.

C-5.19.22 Contractor shall conduct face-to-face and telephone interviews; coordinate story approval as appropriate.

C-5.19.23 Contractor shall suggest and provide draft editorials as appropriate for superiors including Public Affairs Officer, Wing Commander, Vice Superintendent and Superintendent.

C-5.19.24 Contractor shall attend all required meetings and special events to ensure appropriate reporting.

C-5.19.25 Contractor shall assign staff writer specific stories clearly identifying the new peg and importance of each story; train/coach staff writer as required.

C-5.19.26 Contractor shall attend Superintendent’s weekly review of the base paper and appropriately respond to requests and/or suggestions.

C-5.19.27 Contractor shall support Community Relations and Media Relations objectives to the maximum extent possible under the Internal Division Chief’s guidance.

C-5.19.28 Contractor shall assist with special projects as required.

C-5.19.29 Contractor shall maintain an electronic database of published stories and photos and work other internal programs as directed by the division chief.

C-5.19.30 Contractor shall produce well-designed, camera-ready newspaper layout and provide to supervisor

C-5.19.31 Contractor shall edit all copy and prepare for NCOIC/division chief to review with predetermined deadlines.

C-5.19.32 VISITOR SERVICES

C-5.19.32.1 Contractor shall conduct tours of USAFA facilities.

C-5.19.32.2 Contractor shall coordinate presentation of USAFA mission briefing with requesting activity.

C-5.19.32.3 Contractor shall brief supervisor on planned events.

C-5.19.32.4 Contractor shall maintain visitor statistics.

C-5.19.32.5 Contractor shall prepare monthly statistical report.

C-5.19.32.6 Contractor shall greet visitors.

C-5.19.32.7 Contractor shall prepare work orders for maintenance of facility.

C-5.19.32.8 Contractor shall coordinate completion of work orders with servicing agency(e.g. civil engineering, communication squadron)

C-5.19.32.9 Contractor shall respond to selected general and specific inquiries from the public.

C-5.19.32.10 Contractor shall prepare correspondence in reply to written inquiries.

C-5.19.32.11 Contractor shall respond to e-mail inquiries from the web-site.

C-5.19.32.12 Contractor shall coordinate facility cleaning and repairs with logistics (contracting) for cleaning and civil engineering for repairs.

C-5.19.32.13 Contractor shall prepare conference room for distinguished visitors.

C-5.19.32.14 Contractor shall coordinate audiovisual equipment needs for facility with communications squadron.

C-5.19.32.15 Contractor shall distribute selected written information about the USAFA to the public, either in person or in response to phone requests.

C-5.19.32.16 Contractor shall open and close facility.

C-5.19.32.17 Contractor shall perform security checks of facility.

C-5.19.32.18 Contractor shall ensure visual displays are maintained, suggest changes to visual displays and replace visual displays.

C-5.19.32.19 Contractor shall ensure attendance statistics are reported.

C-5.20 DISTRIBUTION :  Contractor shall operate the Distribution Center for the Directorate of Admissions. Process incoming/outgoing mail to include the processing of over 300,000 pieces of mail annually and distribution as well as to maintain assigned warehouse space and promotion/mailing supplies and equipment contained within. The Contractor shall perform mass mailings as requested.

C-5.20.1 The Contractor shall operate postage and mailing equipment.

C-5.20.2 The Contractor shall operate folding and inserting machine.

C-5.20.3 The Contractor shall operate labeling machine.

C-5.20.4 The Contractor shall ensure adequate supplies are on hand to support requested mailout.

C-5.20.5 The Contractor shall perform routine maintenance on organizational equipment in accordance with operator’s manuals and appropriate United States Postal Service and HQ USAFA/SCBDB directives.

C-5.20.6 The Contractor shall maintain a media and supply product warehousing facility in Building 8110.

C-5.20.7 The Contractor shall prepare for shipment to common industry standard by commercial carrier any media or supply product in response to requests for shipment.

C-5.20.8 The Contractor shall operate a United Parcel Service shipping system in accordance with LGLSSDF guidelines in response to requests for shipment

C-5.20.9 The Contractor shall provide vehicles as necessary for Distribution operations.

C-5.20.10 The Contractor shall provide routine mailroom and distribution center services to the Directorate of Admissions.

C-5.20.11 The Contractor shall receive, sort and distribute incoming mail and distribution.

C-5.20.12 The Contractor shall process accountable and non-accountable outgoing mail in accordance with United States Postal Service and Department of Defense directives so that it is transferred to the Base Information and Transfer Center the same day.

C-5.20.13 The Contractor shall receive, sort and distribute incoming mail and distribution.

C-5.20.14 The Contractor shall provide non-routine and special Postal Services to the Directorate i.e.: Express mail, certified mail, registered mail and International mail.
C.6. APPLICABLE PUBLICATIONS AND FORMS

C.6.1. Publications and forms that apply to the PWS are listed in this section.  The publications and forms are coded as mandatory or advisory.  The Contractor is obligated to follow those publications and use forms coded as mandatory to the extent specified in other sections of this PWS.  The Contractor shall be guided by those publications or use forms coded advisory to the extent necessary to accomplish requirements in this PWS.  All publications and forms listed shall be provided by the Government at the start of the contract. Electronic forms must be accessed through Form Flow Filler (AF standard design software). Electronic publications must be accessed through the USAFA Electronic Publications and Forms Library.

C.6.2. The Government will provide follow-on requirements to the Contractor when changes occur. Supplements or amendments to listed publications from any organizational level may be issued during the life of the contract.  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 (unless the time requirement is waived by the contracting officer according to paragraph (c) of the Changes clause).

C.6.3. Records Management will provide an “automated plan" for files maintenance and disposition and files disposition control labels. 

C.6.4. The Contractor shall use forms available to the Air Force.  (A form is a predetermined arrangement of captioned spaces, developed for collecting, recording and extracting information or data in a standardized order.)  If a form in use by the Air Force, does not meet the Contractor’s needs, the Contractor shall submit a request for approval of a local form through the CO, Base Forms Manager (forms monitor), and to 10 CS/SCSPF.   In accordance with AFI 37-160 Vol. 8 (under revision, will become AFI 33-160, Vol. 2), if a higher headquarters form exists for a particular purpose, field activities will not design a local form, even though a specialized form may offer some advantage, without a waiver from the Air Force. The only exception for use of forms listed in AFIND 9, mandated by the Contractor for their use not in direct support of the Air Force mission.  In this case, the forms shall be coordinated with the QAE of that particular functional area, Information Management Flight, and approved by the CO.  Additionally, the Contractor must have a current index of forms authorized and made available to the CO and 10th Communications Squadron Support Flight.

C.6.5. Publication Codes:

· AFIND

Air Force Index

· AFR

Air Force Regulation

· AFI


Air Force Instruction

· AFM 

Air Force Manual

· AFP

Air Force Pamphlet

· AF Form 
Air Force Form

· DD Form 
Department of Defense Form

· SF Form

Standard Form

GENERAL AIR FORCE INDEXES

NUMBER
TITLE
DATE
Mandatory/Advisory

AFIND 02
Numerical Index of Standard and Recurring

Air Force Publications
Sep 98
A

AFIND 04
Department of Defense, Joint Chiefs of Staff, and Inter-service Publications and Air Force Acquisition Documents
Mar 95
A

AFIND 10
Management Control and Authorization Program for Table of Allowance and Allowance Source

Codes for USAF Activities
Jul 95
M

AFIND 17
Air Force Occupational Safety and Health (AFOSH)  Standards Department of Labor  Occupational Safety and Health Standards  (OSHA) and National Institute for Occupational  Safety and Health (NIOSH) Publications
Mar 95
M

AETCIND 2
Numerical Index of AETC Standard Publications
May 95
M

AETCIND 9
Numerical and Functional Index of AETC Forms
Oct 94
M

BASE X IND 2
Numerical Index of Base X Publications
Dec 94
M

BASE X IND 9
Numerical Index of Base X Forms
Dec 94
M

GENERAL APPLICABLE  PUBLICATIONS

NUMBER
TITLE
DATE
Mandatory/Advisory

AFI 23-111
Management of Government Property in Possession of the Air Force

M

AFI 24-301
Vehicle Operations
Oct 98
M

AFI 24-317
Vehicle Control
Apr 97
M

AFI 31-401
Managing the Information Security Program

A

AFI 32-1031
Operation Management
Jul 97
M

AFI 32-7042
Solid and Hazardous Waste Compliance
May 94
M

AFI 33-112
Computer Systems Management

M

AFI 33-112

USAFA Supplement
Computer Systems Management

M

AFI 33-114
Software Management

M

AFI 33-322
Records Management Program
Dec 98
M

AFI 37-123
Management of Records
Aug 94
M

AFI 37-138
Records Disposition – Procedures and Responsibilities
Mar 94
M

AFI 37-139
Records Disposition Schedule
Aug 94
M

AFI 37-160 Vol 7,8
Publications

A

AFI 37-161
Publishing

A

AFMAN 23-220
Reports of Survey for AF Property

A

AFP 87-8
Building Managers’ Handbook
Feb 91
M

29CFR 1910-1200




DOD 5700.7-R
Joint Ethics Regulation
Aug 93
A

CADET ACTIVITIES AIR FORCE PUBLICATIONS

PUBLICATION #
TITLE
DATE
MANDATORY

\ADVISORY

DOD 5700.7-R
Joint Ethics Regulation
Aug 93
A

DODI 3020.37 
Continuation of Essential Contractor Services During Crisis, Change 1
Jan 96
A

AFI 31-209
AF Resource Protection Program
Nov 94
M

AFI 23-101
Centrally Managed Equipment
May 94
M

AFI 31-601
Industrial Security Program Management
Apr 96
M



AFI 33-119
Electronic Mail (E-Mail) Management and Use
Mar 97
M

AFI 34-101
Services Programs and Use Eligibility



AFI 34-122
Civilian NAF Funds and Morale and Recreation Activities
Apr 88
M

AFI 34-214
Procedures for NAF Funds Financial Management and Accounting
Aug 98
M

AFI 34-2852
AF SVS Awards
Jul 94
A

AFI 36-2863
History Reports
Jan 98
A

AFI 91-301
AF Occupational and Environmental Safety, Fire and Health (AFOSH) Standards
Jun 96
M

AFI 91-302
AF Occupational and Environmental Safety, Fire and Health (AFOSH) Standards
Apr 94
M

34 TRW OI 32-2
Fire Prevention and Protection
Jul 97
M

AFMAN 34-214
Procedures for NAF Funds Financial Man-agement and Accounting
Aug 98
M

AFMAN 64-108
Service Contracts
Nov 94
M

AFMAN 34-123
Management of Records
Aug 94
M

AFMAN 37-139
Records Disposition Schedule
Mar 96
M

AFPD 23-1
Requirements for Stockage of Materials
Jan 98
A

USAFAI 36-155
Cadet Activities Program
Sep 98
M

USAFAI 36-156
Doolie Day Out and Cadet Sponsor Programs
Oct 95
M

34 TRW/OPLANS
Basic Cadet Training
Updated Annually
M


Parents Weekend
Updated Annually
M


Doolie Day Out
Updated Annually
M


Thanksgiving Transition Plan 
Updated Annually
M


Finals/Christmas Break Transition Plan
Updated Annually
M


Cadet Clubs Recognition Plan
Updated Annually
M


Spring Break Transition Plan
Updated Annually
M


Grad Week/Summer Programs
Updated Annually
M


Dead Week
Updated Annually
M


Finals 
Updated Annually
M


In-Processing
Updated Annually
M


Prep-School Graduation
Updated Annually
M

Air Force Forms




AF Form 9
Request for Purchase
Mar 77
M

AF Form 55
Employee Safety and Health Record
Feb 88
M

AF Form 91-204
Investigation Report
May 94
A

AF Form 332
Basic Civil Engineering Work Request
Jan 91
M

AF Form 428
Request for Overtime, Holiday and Premium Pay
Jan 93
M

AF Form 439 
Anti-Robbery Checklist
Dec 86
M

AF Form 601
Equipment Action Request
Jun 91
A

AF Form 614
Charge Out Record (Files)
Apr 89
M

AF Form 714
Customer Compliant Record
Feb 90
A

AF Form 802
Contract Discrepancy Report
Aug 90
M

AF Form 860a
Civilian Performance and Promotion Appraisal Performance Rating
May 96
M

AF Form 936
Copier Cost and Production Report
Jan 94
A

AF Form 971
Supervisors Employee Brief
Sept 76
M

AF Form 973
Request and Authorization for Change of Administrative Orders
Jul 90
M

AF Form 1000
Suggestion Program
Apr 85
A

AF Form 1297
Temporary Issue Receipt
Jul 87
A

AF From 1305
Receipt for Transfer of Cash and Vouchers
Nov 86
A

AF Form 1401
NAF Petty Cash/Refund Voucher
Aug 88
M

AF Form 1408
NAF Call Register
Feb 88
M

AF Form 1745
Address Change Form
Sept 84
M

AF Form 1768
Staff Summary Sheet
Sept 84
M

AF Form 1876
NAF Consolidated Cost Center Report
Oct 92
M

AF Form 2426
Training Request and Completion Notification
Feb 92
A

AF Form 2548
NAFI Request for Personnel Action
Apr 87
M

AF Form 2556
NAF Surprise or General Cashiers Cash Count
Nov 87 
M

AF Form 2557
NAF Cash Receipt
Jan 89
M

AF Form 2209
NAF Order for Supplies and Services
Jan 94
M

AF Form 2539
NAF Disbursement Request
Jul 87
M

Department of Defense Forms




DD Form 250
Material Inspection and Receiving Report
Nov 92
A

DD Form 1348-6
DoD Single Line Item Requisition System Document
Feb 85
M

DD Form 1351-2
Travel Voucher or Sub-Voucher
Oct 91
M

DD Form 1610
Request and Authorization for TDY Travel of DoD Personnel
Jun 67
M

Command Forms




USAFA Form 0-434
Blanket Purchase Agreement (BPA) Call Receiving
Feb 96
M

USAFA Form 9
Clearance Record for Separating Employees
Jul 95
M

USAFA Form 51
Civilian Performance Feedback Worksheet
Sept 94
A

USAFA Form 54
USAFA Records Management Survey
Feb 94
A

USAFA Form 74
Configuration Data/Resume List
Jun 95
A

USAFA Form 89 and 89a
Mandatory Reading Advisement and Briefing Checklist
Oct 95
A

USAFA Form 106
Certificate of Achievement 
Apr 94
A

USAFA Form 108 and 109
General Purpose Certificates
Aug 93
A

USAFA Form 119
Certificate of Outstanding Achievement
May 93
A

USAFA Form 121
Recognition Award Certificate
Dec 94
A

USAFA 122
Significant Contribution Certificate
Oct 95
A

Standard Forms




SF Form 52
Request for Personnel Action
Feb 86
M

SF Form 63
Memorandum of “A” Call
Jan 87
A

AF Form 71
Application for Leave
Mar 79
A

SF Form 135
Records Transmittal and Receipt (Files)
Jul 85
M

SF Form 136
Cross Reference (Files)
Jul 85
M

SF Form 171
Application for Federal Employees
Jun 84
M

SF Form 700
Security Container Information
Aug 85
M

SF Form 701
Security Container Check Sheet
Aug 85
M

SF Form 1165
Application for Leave
Apr 87
A

Other Forms




CA Form 1
Federal Employees Notice of Traumatic Injury and Claim
Mar 90
M

CA Form 7
Claim for Compensation on Account of Traumatic Injury or Occupational Disease
Mar 90
M

CA Form 16
Authorization for Examination and/or Treatment 
Jun 84
M

LS Form 1
Request for Examination and/or Treatment
Aug 89
M

LS Form 201
Notice of Employees Injury or Death
Sept 86
M

LS Form 202
Employees First Report of Injury or Occupational Illness
Mar 90
M

LS Form 204
Attending Physicians Supplementary Reports
Dec 90
M

LS Form 242
What To Do When Injured At Work
Jul 86
M

Administration 10th SVS/PUBLICATIONS 

AFI 10-1101
Operations Security
May 97
A

AFM 11-1
USAF Glossary of Standardized Terms
Sep 89
A

AFI 33-119
Electronic Mail Management and Use
Mar 97
M

AFI 33-129
Transmission of Information via the Internet
Jan 97
M

AFI 33-322
Air Force Records Management Program
Dec 98
M

AFH 33-337
Tongue and Quill
Jun 97
M

AFI 33-360 v1
 Publication and Management Program, Information Resources Management 
Jul 98
M

AFI 34-202
Protecting Non appropriated Fund Assets
Jul 94
M

AFI 34-212
Control Procedures for Protecting NAF Assets
Sep 95
M

AFI 34-214
Procedures for Non appropriated Funds Financial Management and Accounting
Aug 98
M

AFJI 34-210
Army & Air Force Exchange Services Operating

Par 2-9, 2-13, 2-14, Sup 1 Policies 2-15 (pages 9-11)
May 92
M

AFM 34-262
Services Programs and Use Eligibility
Dec 97
A

AFM 37-123
Management of Records
Aug 94
M

AFM 37-126
Preparing Official Communications
Feb 95
M

AFI 37-128
Administrative Orders (PA)
Oct 94
M

AFI 37-132
AF Privacy Act Program
Mar 94
M

AFI 37-138
Records Disposition Procedures and Responsibilities
Mar 94
M

AFM 37-139
Disposition of AF Records – Records Schedule
Mar 96 
M

AFDIR 37-144
Air Force Privacy Act Program
Mar 94
M

AFI 37-160v7
Publication Libraries and Sets
Nov 93
A

AFI 37-160v8
Developing and Processing Forms
Nov 93
M

AFI 37-161
Distribution Management
Feb 97
M

AFH 38-403
Suggestion Program Manager Handbook
Aug 94
A 

AFI 65-103
Temporary Duty Orders
Sep 97
M

AFI  91-207
USAF Traffic Safety Program
Oct 95
A

AFI 91-301
Air Force Occupational Safety, Fire Prevention and Health (AFOSH) Program
May 94
M

AFM 91-302
Air Force Occupational Safety, Fire Prevention and Health (AFOSH) Standards
May 94
M

AFM 177-372A
Vol II  Time and Attendance Reporting, Civilian

(DFAS-DEM 7077-11)  Pay System
Dec 8 
M

10 ABW 33-1
Preparing and Processing Correspondence
Apr 98
M

DeCA 40-6
Defense Commissary  page 11 only
Jun 92
M

DOD 1330.17-R
AAFES  Chap 1 and 2
Apr 87
M 

DODM 4525.8, Sup1
Official Mail Manual
Apr 94 
M

DODM 5200.1-R
Security Program
Jan 87
A

DOD 5330-3
Managing the Process of Printing, Duplicating and Copying
Nov 98
A

DODR 5400.7
DOD Freedom of Information Program
Sep 97
M

DOD 5500.7-R
Joint Ethics Regulation
Aug 93
M

DOD 7750.7M
DOD Forms Management Program Procedural Manual
Aug 91
M

DCPS-UM-04
Defense Civilian Pay System Release 98-4, Revision 2, Chg 09
Nov 98
M

DFAS-DER 7010-4  
Civilian Pay Transactions at Base Level (DFAS 177-104)
Aug 93
M







AIR FORCE OCCUPATIONAL SAFETY AND HEALTH STANDARDS:



AFOSH 91-31
Personal Protective Equipment
Oct 97
A

AFOSH 91-46
Materials Handling and Storage Equipment,page8
Feb 97
A

AFOSH 91-22
Walking Surfaces
Sep 98
A

AFOSH 91-43
Flammable and Combustible Liquids
Oct 97
A

AFOSH 91-45
Hazardous Energy Control and Mishap Signs and Tags
Nov 98
A

AFOSH 91-56
Fire Protection and Prevention
Nov 92
A

AFOSH 161-17
OSHA Occupational Health Program
Jun 82
A

AFOSH 162-21
Hazardous Communication
Jan 89
A

USAFA PLAN 32-1
Disaster Preparedness Operations Plan

Updated version due out soon.
Jun 96
A







INTERNAL SQUADRON DIRECTIVES



10 SVS OI 11-2
Reporting/Excusal of Personnel due to Severe Weather 
Sep 95
A

10 SVS OI 31-4
Information Security Program
Mar 95
M

10 SVS OI 32-1
Energy Management Program
Sep 95
A

10 SVS OI 32-4001
Disaster Prep Planning and Operations
Sep 95
A

10 SVS OI 34-01
Preparing and Processing Correspondence 
Jun 98
M







AIR FORCE FORMS FOR ADMIN SUPPORT



AF Form 9 
Request for Purchase
Mar 77 
M

AF Form 80 
Files Maintenance and Disposition Plan 
Jul 69 
M

AF Form 82 
Files Disposition Control Label 
Jul 69 
M

AF Fm 124A 
Multi-line Publications/Forms Requisition 
Mar 87 
M

AF Form 439 
Robbery Checklist 
Dec 86 
M

AF Form 440 
Bomb Threat Aid 
Dec 90 
M

AF Form 614 
Charge Out Record 
Oct 71 
A

AF Form 673 
Request to Issue Publication 
May 93 
A

AF Fm 1000 
Suggestion 
Apr 95 
M

AF Fm 1297 
Temporary Issue Receipt 
Jul 87 
M

AF Fm 1768 
Staff Summary Sheet 
Sep 84 
M

AF Fm 3133 
General Purpose Form 
Aug 83 
A

AF Fm 3227 
Privacy Act 
Nov 84 
M


DEPARTMENT OF DEFENSE (DD) FORMS:



DD Fm 67 
Request to Issue Publications 
M


DD Fm 844 
Requisition for Local Duplicating Service 
Feb 89 
M

DD Fm 1610 
Request and Authorization for TDY Travel of DOD Personnel 
Jun 67 
M







OPTIONAL FORM (OF):



OF 65-b 
US Government Messenger Envelope 
Jan 94 
M

OF 41 
Routing and Transmittal Slip 
Jul 76 
M

OF Fm 81 
Commissary-Exchange Entry/Assistance Shopper Card 

M

OF 363 
Memorandum of Call 
July 94 
M







ACADEMY FORMS:



USAFA Fm 54 
USAFA Records Management Assistance Visit Checklist 
Oct 92 
M

USAFA Fm 70 
Routing Form XXXX 

M

USAFA Fm 106 
Certificate of Achievement 
Apr 84 
A

USFAF Fm 108/109 
Certificates 
Apr 84 
A 

USAFA Fm 121 
Certificate 
Nov 82 
A

USAFA Fm 122 
Certificate of Appreciation 
Nov 78 
A







OTHER




10th ABW Letterhead 

M


HQ USAFA Letterhead 

M

10th SVS Marketing/PUBLICATIONS

PUB. NUMBER
TITLE
DATE
Mandatory/ Advisory

AFPD 34-2
Air Force Community Service Programs
7 January 1994


AFI 34-104
Services Marketing and Publicity Program (when new one is published it will be 34-264
1 November 1997
A

AFI 34-262
Services Programs and Use Eligibility
1 December 1997
M

AFI 34-407
Air Force Commercial Sponsorship Program
23 Nov 1997
M

AFM 34-416
Air Force Commercial Sponsorship Procedures
M


AFI 35-201
PA Community Relations
15 April 1994
M

AFI 35-301
Air Force Base Newspapers & Commercial Enterprise Publications
15 April 1994
M

AFI 36-2601/
Air Force Personnel Survey Program
1 February 1996
M

USAFAI 

36-2601
USAFA Survey Program
3 May 1995


AFI 34-223
Private Organization (PO) Program
8 December 1997
M

AFI 34-219
Alcoholic Beverage Program
1 August 1997
M

DoD 550.7-R
Joint Code of Ethics



www-r.afsv.af.mil
Golden Eagle Standards for Marketing



10th SVS/Fitness and Sports/PUBLICATIONS
Forms/Public-ation No.
Title
Date
Mandatory/ Advisory

AFIND 02
Numerical Index of Standard and Recurring AF Publications
Aug 95
M

AFIND 04
Department of Defense, Joint Chiefs of Staff, and Inter-service Publications and Air Force Acquisition Documents
Mar 95
A

AFIND 09
Numerical Index of Departmental Forms
Jul 95
M

AFIND 10
Management Control and Authorization Program for Table of Allowance and Allowance Source Codes for USAF Activities
Jul 95
M

AFIND 17
Air Force Occupational Safety and Health (AFOSH) Standards Department of Labor Occupational Safety and Health Standards OSHA) and National Institute for Occupational Safety and Health (NIOSH) Publications
Mar 95
M

AETC Indexes




AETCIND 2
Numerical Index of AETC Standard Publications
May 95
M

AETCIND 9
Numerical and Functional Index of AETC Forms
Oct 94
M

10th SVS/Fitness and Sports/PUBLICATIONS

Forms/Publication No.
Title
Date
Mandatory/ Advisory 

BASE X IND 2
Numerical Index of Base X Publications 
Dec 94
M

BASE X IND 9
Numerical Index of Base X Forms
Dec 94
M

AF PUBLICATIONS




AFR 4-20V2
Disposition of Air Force Records Disposition Schedule - Records
May 92
M

AFM 10-401
Operations Plan Development
Mar 91
A 

AFI 10-1101
Operations Security
May 94
M

AFM 11-1
USAF Glossary of Standardized Terms
Sep 89
A

AETCR 28-3
War and Contingency Planning
Mar 91
A

AFI 31-209
Air Force Resource Protection Program
Nov 94
M

AFI 34-101
Services Programs and Use Eligibility
Jul 94
M

AFI 34-105
Nonappropriated Fund Facility Requirements
Jul 94
A

AFI 34-201
Use of Nonappropriated Funds
Jul 94
M 

AFI 34-202
Protecting Nonappropriated Fund Assets
Jul 94
M

AFI 34-209
Nonappropriated Fund Financial Operations and Accounting Procedures
Jul 94
A

AFI 34-301
Nonappropriated Fund Personnel Management
Jul 94
M

AFI 34-306
Nonappropriated Fund Insurance Programs
Jul 94
A

AFI 34-237
AF Fitness and Sports Program Operations
Jul 94
M

AFI 34-501
AF Fitness Program
Oct 94
M

AFM 37-123
Management of Records
Aug 94
M

AFI 37-138
Records Disposition Procedures and Resp.
Mar 94
M

AFDIR 37-144
Air Force Privacy Act Program
Mar 94
M

AFI 37-160v1
AF Publications and Forms Management Program
Nov 94
A

AFI 37-160v7
Publication Libraries and Sets
Nov 93
A

AFI 37-160v8
Developing and Processing Forms
Nov 93
M

AFI 37-161
Distribution Management
Jan 95
M

AFI 37-162
Managing the Process of Printing, Duplicating, and Copying
Dec 94
A

AFP 55-36
USAF Opsec Guide
Jul 85
A

AFI 65-106
Appropriated Fund Support
Oct 94
M

AFI 65-107
Nonappropriated Fund Management Oversight
Mar 94
A

AFM 67-1V2PT13
Standard Base Supply Customer's Guide
Apr 94
A

AFP 87-8
Building Manager Handbook
Feb 91
M

AFPD 90-1
Strategic Planning and Policy Formulation
Sep 93
A

AFI 91-202
The Air Force Mishap Prevention Program
A
A

AFI 91-204
Investigating and Reporting Mishaps
A
A

AFI 91-301
Air Force Occupational Safety, Fire Prevention and Health (AFOSH) Program
May 94
M

AFM 91-302
Air Force Occupational Safety, Fire Prevention and Health (AFOSH) Standards
May 94
M

AFR 177-16
Administrative Control of Appropriations
Nov 88
A

AFSS 19100
AF Communications-Computer System Security Education, Training and Awareness Program (ETAP)
Mar 93
A

10th SVS/Fitness and Sports/ PUBLICATIONS & FORMS

BASE XR 90-9
Temporary Fitness and Sports Facilities
Dec 86
M

DoD PUBLICATIONS




DODM 4000-25-7
Military Standard Billing System
Jan 85
A

DODM 5200.1-R
Security Program
Jan 87
A

DODR 5500-7
Standards of Conduct
Aug 93
A

PLANS/DIRECTIVES





Academy Oplan 355-1




Academy Mobility Plan




Hazardous Waste Management Plan




Academy Giant Net Plan




Title 49 (Oct 88) Code of Federal Regulations




Federal Acquisition Regulation (FAR)




Department of Defense FAR Supplement (DFARS)




Air Force FAR Supplement (AFFARS)




Air Education and Training Command FAR Supplement (AETCFAR)




Defense Acquisition Regulation (DAR)




Air Education and Training Command Guide to Installation Excellence (AGIE)




Air Force Hazardous Waste Management Policy Letter (6 Jun 91)



AF FORMS




AF Form 3
Hazard Abatement Log Plan
Oct 86
M

AF Form 9
Request for Purchase
Mar 77
M

AF Form 15
USAF Invoice
Aug 91
A

AF Form 36
Supply Document Register
Feb 58
A

AF Form 55
Employee Safety and Health Record
Feb 88
M

AF Form 75
Visitor/Vehicle Pass
Dec 90
M 


Files Maintenance and Disposition Plan
Jul 69
M

AF Form 82
Files Disposition Control Label
Jul 69
M

AF Form 85
Inventory Adjustment Voucher
Apr 56
A

AF Form 86
Request for Cataloging Data/Action
Jun 76
A

AF Fm 115a
Register of Control Numbers
Aug 52
A

AF Fm 124A
Multi-line Publications/Forms Requisition
Mar 87
A

AF Form 126
Custodian Request Log
Oct 69
A

AF Form 228
Furnishings Custody Receipt and Condition Report
Feb 81
A

AF Form 291
Unaccompanied Quarters Assignment/ Termination Record
Jan 91
A

AF Form 332
BCE Work Request
Jan 91
M

AF Form 439
Robbery Checklist
Dec 86
M

AF Form 440
Bomb Threat Aid
Dec 90
M

AF Form 451
Request for Packaging Services
Feb 77
A

AF Form 457
USAF Hazard Report
Sep 73
M

AF Form 465
Bench Stock Inventory
Jul 79
A 

AF Form 597
ADPE Maintenance Record
Jul 84
A 

AF Form 600
Equipment Control Register
Sep 79
A 

AF Form 601
Equipment Action Request
Jun 91
A

AF Form 614
Charge Out Record
Oct 71
A

AF Form 673
Request to Issue Publication
May 93
A

AF Form 833
Request for Audio Visual Services
Jun 87
A

AF Form 904
Daily Linen Transaction
Oct 81
M 

AF Form 979
Danger Tag
Jul 90
M

AF Form 980
Caution Tag
Jul 90
M

AF Form 981
Out of Order Tag
Feb 81
M

AF Form 982
Do Not Start Tag
Jul 90
M 

AF Fm 1000
Suggestion
Apr 95
A

AF Fm 1081
BCE Work Request/Work Order Register
Jun 81
A 

AF Fm 1255
Quality Control Evaluation
Nov 78
A 

AF Fm 1256
Certificate of Training
Nov 86
A

AF Fm 1297
Temporary Issue Receipt
Jul 87
A

AF Fm 1401
Nonappropriated Fund Petty Cash
Aug 88
M

AF Fm 1408
Nonappropriated Fund Call Register
Feb 88
M

AF Fm 1768
Staff Summary Sheet
Sep 84
M

AF Fm 1846
Request for Customer Account
Jun 91
A

AF Fm 1875
Individual Cashier Report
Nov 89
M

AF Fm 1876
Consolidated Cashier Report
Oct 92
M

AF Fm 2005
Issue/Turn-In Request
Jun 86
M

AF Fm 2219
Registered Vehicle and Installation Tab
Jan 94
M

AF Fm 2420
Quality Control Inspection Summary
Aug 92
A 

AF Fm 2426
Training Request and Completion Notification
Feb 92
A

AF Fm 2432
Key Issue Log
Jun 72
M

AF Fm 2530
Alarm System Test Record
Nov 73
A

AF Fm 2533
Nonappropriated Fund Transfer Between Cost Centers
Jul 87
M

AF Fm 2534
Nonappropriated Fund Property Transfer and Disposal
Jul 87
M

AF Fm 2539
Nonappropriated Fund Disbursement
Jul 87
M

AF Fm 2545
Notification of Personnel Action
Aug 86
M

AF Fm 2548
Request for Personnel Action
Apr 87
M

AF Fm 2555
Nonappropriated Fund Cash Collection Record
Nov 87
A

AF Fm 2556
Nonappropriated Fund Surprise Cash Count
Nov 87
M

AF Fm 2557
Nonappropriated Fund Cash Receipt
Jan 89
M

DD Fm 250
Material Inspection and Receiving Report
Nov 92
M

DD Fm 362
Statement of Charges for Government Property Lost, Damaged or Destroyed
Jul 93
A

DD Fm 844
Requisition for Local Duplicating Service
Feb 89
A

DD Fm 1172
Application for Uniformed Services ID Card
Sep 93
M

DD Fm 1348-1
DOD Single Line Item Release/ Receipt Document
Jul 91
M

DD Fm 1348-6
DOD Single Line Item Requisition System Document (Manual - Long Form)
Feb 85
M

DD Fm 1574
Serviceable Tag - Materiel
Oct 88
A

DD Fm 1577
Unserviceable Tag Materiel
Oct 66
A

DD Fm 1610
Request and Authorization for TDY Travel of DOD Personnel
Jun 67
M

DD Fm 2085
Unaccompanied Personnel and Housing Inventory and Utilization Data
Sep 93
M

DD Fm 2220
DOD Registered Vehicle and Installation Tab
Nov 79
M

STANDARD FORMS




SF 65b
US Government Messenger Envelope
Jan 94
A

SF 71
Request for Leave
Mar 79
A

SF 701
Activity Security Checklist
Aug 85
M

SF 702
Security Container Checklist
Aug 85
M

ACADEMY FORMS




USAFA Fm 4
Public Facility Sanitation Checklist
Sep 94
A

USAFA Fm 99
Customer Comment Card
Feb 94
M

USAFA Fm 102
Furnishing Management Visit
Aug 88
A

10th SVS/Skills Development/FORMS AND PUBLICATIONS
Forms/Publication No.
Title
Date
Mandatory/ Advisory 

AF Form 1451
Air Force Arts and Crafts Equipment Qualification

M

AFI 34-101
Services and Use Eligibility

M

AFI 34-111
Air Force Skills Development Program 

M

AFMAN 34-134
Air Force Skills Development Program Operation

M

www-r.afsv.af.mil
Golden Eagle Standards

A

10th SVS/Outdoor Recreation/ITT: FORMS

Forms/Publication No.
Title
Date
Mandatory/ Advisory

AF Form 3
Hazard Abatement Log Plan
Oct 86
M

AF Form 9
Request for Purchase
Mar 77
M

AF Form 55
Employee Safety and Health Record
Feb 88
M

AF Form 75
Visitor/Vehicle Pass

Files Maintenance and Disposition Plan
Dec 90

Jul 69
M

M

AF Form 126
Custodian Request Log
Oct 69
A

AF Form 332
BCE Work Request
Jan 91
M

AF Form 439
Robbery Checklist
Dec 86
M

AF Form 440
Bomb Threat Aid
Dec 90
M

AF Form 597
ADPE Maintenance Record
Jul 84
A

AF Form 601
Equipment Action Request
Jun 91
A

AF Form 979
Danger Tag
Jul 90
M

AF Form 980
Caution Tag
Jul 90
M

AF Form 981
Out of Order Tag
Feb 81
M

AF Form 1000
Suggestion
Apr 95
A

AF Form 1081
BCE Work Request/Work Order Register
Jun 81
A

AF Form 1256
Certificate of Training
Nov 86
A

AF Form 1297
Temporary Issue Receipt
Jul 87
A

AF Form 1401
Nonappropriated Fund Petty Cash
Aug 88
M

AF Form 1408
Nonappropriated Fund Call Register
Feb 88
M

AF Form 1875
Individual Cashier Report
Nov 89
M

AF Form 1876
Consolidated Cashier Report
Oct 92
M

AF Form 2005
Issue/Turn-in Request
Jun 86
M

AF Form 2420
Quality Control Inspection Summary
Aug 92
A

AF Form 2533
Nonappropriated Fund Transfer Between Cost Centers
Jul 87
M

AF Form 2534
Nonappropriated Fund Property Transfer and Disposal
Jul 87
M

AF Form 2539
Nonappropriated Fund Disbursement
Jul 87
M

AF Form 2545
Notification of Personnel Action
Aug 86
M

AF Form 2548
Request for Personnel Action
Apr 87
M

AF Form 2555
Nonappropriated Fund Cash Collection Record
Nov 87
A

AF Form 2556
Nonappropriated Fund Surprise Cash Count
Nov 87
M

AF Form 2557
Nonappropriated Fund Cash Receipt
Jan 89
M

10th SVS/Outdoor Recreation/ FORMS

DoD FORMS




DD Form 250
Material Inspection and Receiving Report
Nov 92
M

DD Form 362
Statement of Charges for Govt. Property Lost, Damaged, or Destroyed
Jul 93
A

DD Form 1348-1
DoD Single Line Item Release/Receipt Document
Jul 91
M

DD Form 1348-6
DoD Single Line Item Requisition System Document (Manual- Long Form)
Feb 85
M

DD Form 1574
Serviceable Tag – Materiel
Oct 88
A

DD Form 1577
Unserviceable Tag Materiel
Oct 66
A

DD Form 1610
Request and Authorization for TDY Travel of DoD Personnel
Jun 67
M

STANDARD FORMS




SF 65b
US Government Messenger Envelope
Jan 94
A

SF 71
Request for Leave
Mar 79
A

SF 701
Activity Security Checklist
Aug 85
M

SF 702
Security Container Checklist
Aug 85
M

10TH SVS/Outdoor Recreation/PUBLICATIONS

AFM 10-401
Operations Plan Development
Mar 91
A

AFI 10-1101
Operations Security
May 94
M

AFM 11-1
USAF Glossary of Standardized Terms
 Sep 89
A

AETCR 28-3
War and Contingency Planning
Mar 91
A

AFI 31-209
AF Resource Protection Program
Nov 94
M

AFI 34-101
Services Programs and Use Eligibility
Jul 94
M

AFI 34-105
Non appropriated Fund Facility Requirements
Jul 94
A

AFI 34-322
Air Force Outdoor Recreation Programs
Jul 94
M

AFI 34-119
Procurement, Sale, and Use of Alcoholic Beverages
Jul 94
M

AFI 34-133

AFI 34-233
AF Outdoor Recreation Program Procedures
Oct 94
M

AFI 34-201
Use of Nonappropriated Funds
Jul 94
M

AFI 34-202
Protecting Nonappropriated Find Assets
Jul 94
M

AFI 34-209
Nonappropriated Fund Financial Operations and Accounting Procedures
Jul 94
A

AFI 34-301
Nonappropriated Fund Personnel Management
Jul 94
M

AFI 34-306
Nonappropriated Fund Insurance Programs
Jul 94
A

AFI 37-122
AF Records Management Program
Jan 94
M

AFI 37-123
Management of Records
Aug 94
M

AFI 37-138
Records Disposition Procedures and Responsibilities
Mar 94
M

AFDIR
Air Force Privacy Act Program
Mar 94
M

AFI 37-160v1
AF Publications and Forms Management Program
Nov 94
A

AFI 37-160v7
Publication Libraries and Sets
Nov 93
A

AFI 37-160v8
Developing and Processing Forms
Nov 93
M

AFI 37-161
Distribution Management
Jan 95
M

AFI 37-162
Managing the Process of Printing, Duplicating, and Copying
Dec 94
A

AFP 55-36
USAF Opsec Guide
Jul 85
A

AFI 65-106
Appropriated Fund Support
Oct 94
M

AFI 65-107
Nonappropriated Fund Management Oversight
Mar 94
A

AFM 67-1V2PT13
Standard Base Supply Customers’ Guide
Apr 94
A

AFP 87-8
Building Manager Handbook
Feb 91
M

AFDD 90-1
Strategic Planning and Policy Formulation
Sep 93
A

AFI 91-301
AF Occupational Safety, Fire Prevention and Health (AFOSH) Program
May 94
M

AFM 91-302
AF Occupational Safety, Fire Prevention and Health (AFOSH) Standards
May 94
M

AFR 177-16
Administrative Control of Appropriations
Nov 88
A

AFSS 19100
The AF Communications-Computer System Security Education, Training, and Awareness Program (ETAP)
Mar 93
A

USAFA PUB.S




SSROOI  34-110A
Picnic Area Reservations
Mar 95
A

DoD PUBLICATIONS




DODR 5500-7
Standards of Conduct
Aug 93
A

10 SVS/Library/PUBLICATIONS

Publication/Form
Title
Date
Mandatory/Advisory

AFI 34-270
Air Force Library and Information System
1 Sep 97
A

AFI 34-113 AFSPC1
Air Force Library and Information System
27 Dec 95
A

AFI 35-302
USAF Fact Sheets and Official Biographies Guidance and Procedures, paragraph 10
1 Jan 96
A

AFLIS
Air Force Library and Information System Central Procurement Guide, 7th Revised Edition
1 Feb 97
M

AFLIS
Air Force Library Management Information System Documentation
15 Dec 95
M

AFLIS Steering Committee
A Long-range Strategic Plan for Air Force Library & Information System, including MAJCOM & Base supplementation
1 May 96 Rev
M

AFLIS
Golden Eagle Standards
Aug 98
M

www.afsv.af.mil
Golden Eagle Standards

M

ALA
Freedom of Information Statement (Intellectual Freedom Manual, 4th ed.)
1992
A

ALA
Bill of Rights (Intellectual Freedom Manual, 4th ed.)
1992
A

ALA
National Interlibrary Loan Code
1993
M

ALA
Anglo-American Cataloging Rules, 2nd ed., revised
1988
M

ALA
Guide for Written Collection Policy Statements
1989
A

Library of Congress
Copyright Law of the United States of America, Circular 92
1996
M

Library of Congress
Library of Congress Subject Headings
1998
M

Library of Congress
Subject Cataloging Manual, vols. 1-2
1996
M

OCLC/Forest Press
Dewey Decimal Classification System Unabridged, 21st ed
1997
M

OCLC
OCLC-MARC Code Lists, 2nd Rev ed
Aug 93
M

OCLC
Bibliographic Formats & Standards, 2nd ed
1996
M

10 MSS Awards and Decorations/PSM/Records

Publication No.

Section/Para./Line
Title
Date
Mandatory/ Advisory (M/A)

AFI 36-2101


Classifying Military Personnel (Officers and Airmen)
03 Aug 94


M

AFI 36-2201, paras 4.6, 4.8,  5.12, 5.13, & atch 3 and atch 4
Developing, Managing, and Conducting Training
01 Apr 97
M

AFI 36-2605
Air Force Military Personnel Testing System
17 Jun 94
M

AFI 6-3011

AFI 36-3009
Family Re-location

Family Support Center Program
Apr 94

Apr 94
M

M

AFI 37-160V8
The Air Force Publications and Forms Management Program
30 Nov 93
M

AFMAN 36-2108
Airman Classification
31 Oct 97
M

AFMAN 36-2247, paras.

3.2, 3.5, 3.6, 4.3, 4.4, 4.5,  atch 2 atch 3
Planning, Conducting, Administering, and Evaluating Training
01 Oct 97
M

AFCSM 36-699, Vol I

Vol VI

Chap 2-5, 8, 9 and 13
Personnel Data Systems End Users Manual
1 Jul 98
A

AFMAN 36-2621,VOL V

AFMAN 36-2622


Remote Terminal, Retrieval Op. Manual

Personnel Data System Users Manual
1 Feb 92

1 Jan 96
A

M

AFMAN 36-8001
Reserve Personnel Participation and Training Procedures
01 Mar 96
M

DODD 5500-7
Standards of Conduct
30 Aug 93
M






ECI Catalog, Unit 3
USAF Extension Course Institute Catalog and Price Listing
Apr 97
M

AFCSM 36-699, Vol VI
Personnel Concept III/Personnel System Management (PSM) Users Manual
1 Jul 98
M

AFCSM 36-130 Vol. I
Base Level Personnel System E300/VK/AC/EW (PA) Software Center Operation Manual
1 May 97
A

AFSSI 50-24, Vol. I
Certification and Accreditation Process
1 Sep 97
A

AFSSI 50-24, Vol. II
The Certifying Official’s Handbook
1 Sep 97
A

AFSSI 50-27
Network Security Policy
27 Feb 98
A

10 MSS Awards and Decorations/PSM/Records PUBLICATIONS

Publication No.Section/Para/Line
Title
Date
Mandatory/ Advisory

AFI 37-122, Para 6-2
Records Management

M

AF DOD 4525.8-M/AF Supplement
Official Mail Manual

M

United States Postal Service
Domestic Mail Manual

M

USPS Publication 2
Packaging for Mailing

A

USPS Publication 25
Designing Letter Mail

A

USPS Publication 28
Postal Addressing Standards

M

USPS Publication 95
Quick Service Guide

M

AFI 24-301
Vehicle Operations

M

10 MSS/Awards and Decorations/PSM/Records FORMS

Form No.
Title
Date
Mandatory/

Advisory

AF Form 10
Unit Personnel Record Group
Oct 95
M

AF Form 104
Service Medal Award Verification
Sep 86
M

AF Form 614
Charge Out Record
Apr 98
M

AF Form 614a
Charge Out Record 5.5 x 8
Apr 98
M

AF Form 642
Air Force Achievement Medal or Air Force Commendation Medal Justification
Mar 85
M



AF Form 1206
Nomination for Award
Apr 95
M

AF Form 2085
Air Force Organizational Excellence Award Certificate (Service) (With one signature line)
Oct 88
M

AF Form 2086
Air Force Organizational Excellence Award Certificate (Achievement) With one signature line)
Oct 88
M

AF Form 2087
Air Force Outstanding Unit Award Certificate (Achievement) (With one signature line)
Oct 88
M

AF Form 2088 
Air Force Outstanding Unit Award Certificate (Service) (With one signature line)
Oct 88
M

AF Form 2217
Distinguished Service Medal Certificate

(With SECAF signature line)
Jul 70
M

AF Form 2220 
Purple Heart (Certificate) With one signature line)
Jan 81
M

AF Form 2221
Purple Heart Certificate (With signature line)
Jan 81
M

AF Form 2224
Air Force Commendation Medal Certificate (With one signature line)
Apr 85
M

AF Form 2225
Air Force Commendation Medal Certificate (With AF signature line)
Jan 81
M

AF Form 2228
Meritorious Service Medal Certificate (With one signature line)
Feb 85
M

AF Form 2229
Meritorious Service Medal Certificate (With signature line)
Jan 81
M

AF Form 2232 
Air Medal Certificate (With one signature line)
Jan 81
M

AF Form 2233
Air Medal Certificate (With AF signature)
Jan 81
M

AF Form 2235
Bronze Star Medal Certificate (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2236
Bronze Star Medal Certificate(With one signature line)
Jul 70
M

AF Form 2239
Legion of Merit Certificate (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2240
Legion of Merit Certificate (With one signature line)
Nov 87
M

AF Form 2241
Legion of Merit Certificate (With CSAF and SECAF signature line)
Jul 70
M

AF Form 2243
Airman’s Medal Certificate (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2244
Airman Medal Certificate (With one signature line)
Jul 70
M

AF Form 2247
Distinguished Flying Cross Certificate (Achievement) (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2248
Distinguished Flying Cross Certificate (Achievement) (With one signature line)
Jul 70
M

AF Form 2251
Distinguished Flying Cross Certificate (Heroism) (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2252
Distinguished Flying Cross Certificate (Heroism) (With one signature line)
Jul 70 
M



AF Form 2255
Silver Star Certificate (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2258 
Air Force Cross Certificate (Opposing Armed Enemy) (With one signature line)
Jul 70
M



AF Form 2260
Air Force Cross Certificate (Opposing Armed Enemy) (With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2262
Air Force Organizational Excellence Award Certificate (Achievement) With SECAF signature line)
Jul 70
M

AF Form 2265
Air Force Organizational Excellence Award  Certificate (Service) (With SECAF signature line)
Jul 70 
M

AF Form 2266
Exceptional Service Award Certificate (With SECAF signature line)
Jul 70
M



AF Form 2267
Air Force Scroll of Appreciation Certificate (Service) With CSAF and SECAF signature lines)
Jul 70
M

AF Form 2268
Medal of Honor Certificate
Jul 70
M

AF Form 2269
Air Force Outstanding Unit Award Certificate (Service) (With SECAF signature line)
Jul 70
M

AF Form 2271 
Air Force Outstanding Unit Award Certificate (Achievement) (With SECAF signature line)
Jul 70
M

AF Form 2273
Air Force Achievement Medal Certificate (With CSAF signature line)
Jul 81
M

AF Form 2274
Air Force Achievement Medal Certificate (With one signature line)
Jul 83
M



AF Form 2275 
Aerial Achievement Medal Certificate (With one signature line)
Jul 89
M

AF Form 2278
Aerial Achievement Medal Certificate  (With CSAF signature line)
Jan 97
M



AF Form 3994
Recommendation for Decoration Deployment/Contingency Operations
Aug 97
M

10 MSS/Education Services/PUBLICATIONS

Publication No. Section/Para/Line
Title
Date
Mandatory/ Advisory

CHAP 30, TITLE 38, US CODE
Montgomery GI Bill Active Duty

M

CHAPTER 1606, TITLE 10, US CODE
Montgomery GI Bill Selected Reserve

A

CHAPTER 31, TITLE 38, US CODE
Vocational Rehabilitation

A

CHAPTER 32, TITLE 38, US CODE  (P.L.96-342)
SECTION 901  Educational Assistance Test Program

A

CHAPTER 32, TITLE 38, US CODE  (P.L.96-342)
SECTION 903  Educational Assistance Test Program

A

CHAPTER 32, TITLE 38, US CODE  (P.L.96-342)
SECTION 902  Educational Assistance Test Program

A

CHAPTER 32, TITLE 38, US CODE (P.L.96-342)
Post Vietnam Era Veterans’ Education Assistance Program

M

CHAPTER 34, TITLE 38, US CODE
Vietnam Era Veterans’ Education Assistance Program

M

CHAPTER 35, TITLE 38 US CODE
Survivors’ and Dependents’ Educational Assistance Program

A






DoDD 1322.16
Montgomery (MGIB) Program

M

DoDD 1322.8
Voluntary Education Program for Military Personnel

M

DODD 5500-7
Standards of Conduct
30 Aug 93
M

DoDI 1322.25
Voluntary Education Programs

M

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

M

DoDI-5500.7-R
Joint Ethics Regulations

M






AFPD 36-23
Military Education

M

AFI 31-209
Air Force Resource Protection Program

M

AFI 32-1024
Standard Facility Requirements

A

AFI 36-1201
Discrimination Complaints

M

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

M

AFI 36-2013
Officer Training School (OTS) & Airman Commissioning Programs

M

AFI 36-2014
Commissioning Education

M

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

A

AFI 36-2021
Air Force Academy Preparatory School

A

10 MSS/ Education Services/PUBLICATIONS
AFI 36-2101
Classifying Military Personnel (Officers and Airmen)
01 May 98
M

AFI 36-2107
Active Duty Service Commitments and Specified Period of Time Contracts

M

AFI 36-2107
Community College of the Air Force

M

AFI 36-2201, paras. 4.6 ,4.8,  5.12, 5.13, attachments 3 & 4
Developing, Managing, and Conducting Training)
01 Apr 97
M

AFI 36-2301
Professional Military Education

M

AFI 36-2305
Educational Classification and Coding Procedures

M

AFI 36-2306
The Education Services Program

M

AFI 36-2605
Air Force Military Personnel Testing System
17 Jun 94
M

AFI 36-2623
Occupational Analysis
01 May 98
M

AFI 37-13
Records Disposition/Procedures and Responsibilities

M

AFI 37-131
Freedom of Information Act Program 

M

AFI 37-132
Air Force Privacy Act Program

M

AFI 37-160V8
The Air Force Publications and Forms Management Program
30 Nov 93
M

AFM 11-1
Air Force Glossary of Standardized Terms

A

AFM 36-2105
Officer Classification 

A

AFMAN 36-2108
Airman Classification
11 May 98
M

AFMAN 36-2247, paras.3.2, 3.5, 3.6, 4.3, 4.4, 4.5,  atch 2 atch 3
Planning, Conducting, Administering, and Evaluating Training
01 Oct 97
M

AFM 37-126
Preparing Official Communications

A

AFMAN 36-2621V4
Personnel Accounting Symbol System Users Manual
01 May 97
M

AFMAN 36-2622 
Personnel Data Systems Users Manual 
01 Jan 98
M

AFMAN 36-8001
Reserve Personnel Participation and Training Procedures
01 Mar 96
M

AFP 36-2308
CCAF Make Your Air Force Training Pay Off for the Rest of Your Life

A

AFP 36-2630
Officer Professional Development Guide

A

AFCAT 36-2223
USAF Formal Schools

A

AFH 37-137
The Tongue and Quill

A


AF AID ANNUAL GUIDE FOR SPOUSE TUITION ASSISTANCE PROGRAM (OVERSEAS ONLY)

M


APPROVED AMERICAN COUNCIL ON EDUCATION DIRECTORIES 

M


CCAF Catalog

M


CCAF Updates (Newsletter)

M


Community College of the Air Force Counselor Handbook

A

10MSS/EDUCATION SERVICES/PUBLICATIONS

DANTES Examination Program Handbook

M


DANTES External Degree Catalog

A


DANTES INFORMATION BULLETINS 

M


ECI Catalog

M


Guide to the Evaluation of Educational Experiences in the Armed Forces

A


Overseas Educational Contracts/MOUs 

M

AFI 31-204
PASS & ID REGULATIONS

M


PETERSONS GUIDES, ETC.

A


SERVICEMAN’S OPPORTUNITY COLLEGE GUIDEBOOKS
Current Year
A

VA Pamphlets  
(Educational Programs Only)
A

10MSS/EDUCATION SERVICES/ADVISORY PUBLICATIONS

Publication No.

Section/Para/Line
Title
Date
Mandatory/ Advisory

AFCAT 36-2223
USAF Formal Schools
01 Jul 97
A

AFH 36-2235
Information for Designers of Industrial Systems
01 Nov 93
A

AFI 36-2601
Air Force Personnel Survey Program
01 Feb 96
A

AFI 36-2608
Military Personnel Records System
01 Jul 96
A

AFI 36-2616
Trained Personnel Requirements
10 Dec 93
A

AFI 36-2626
Airman Retraining Program
13 Jul 94
A

AFI 36-3208
Administrative Separation of Airmen
14 Oct 94
A

AFI 36-40
Employee Training and Development
01 Aug 94
A

AFI 64-106
Air Force Industrial Labor Relations Activities
25 Mar 94
A

AFI 91-301
Air Force Occupational and Environmental Safety, Fire Protection, and Health (AFOSH) Program
01 Jun 96
A

AFIND 2
Numerical Index of Standard and Recurring Air Force Publications
03 Mar 98
A

AFIND 8
Numerical Index of Specialized Education/Training Publications
01 Nov 97
A

AFIND 9
Numerical Index of Departmental Forms
01 Jan 98
A

AFMAN 36-2105
Officer Classification
31 Oct 97
A

AFMAN 36-2234
Instructional System Development
01 Nov 93
A

AFMAN 36-2236
Guidebook for Air Force Instructors
15 Sep 94
A

AFMAN 36-2245
Managing Career Field Education and Training
30 Jun 95
A

AFPAM 36-2211
Guide for Management of Air Force Training Systems
01 Nov 94
A

AFPD 36-22
Military Training
17 Sep 93
A

ARPCP 45-22
Guide for USAF Reserve Individual Mobilization Augmentees and Their Supervisors

A

DODD 1322.18
Military Training (with change)
09 Jan 87 
A

10 MSS/ Education Services/FORMS

Form No.


Title
Date
Mandatory/

Advisory

AF Form 56
Application for Training Leading to a Commission in the United States Air Force

A

AF Form 63
Officer Active Duty Service Commitment (ADSC) Counseling Statement

M

AF Form 80
Files Maintenance and Disposition Plan

M

AF Form 204
Permissive TDY Request  (Operation Bootstrap)

M

AF Form 330
Records Transmittal Form

M

AF Form 332
Base Civil Engineering Work Request

M

AF Form 403
Request for Special Technical Training

A

AF Form 440
Bomb Threat 

M

AF Form 601
Equipment Action Request

M

AF Form 614
 Charge Out Record

A

AF Form 623 
On-the-Job Training Record

A

AF Form 623A 
On-the-Job Training Record Continuation Sheet

A

AF Form 797
Job Qualification Standard/Command  JQS

A

AF Form 803 
Report of Task Evaluations

A

AF Form 968
Community College of the Air Force Action Request

M

AF Form 1098
Special Task Certification and Recurring Training

M

AF Form 1256
Certificate of Training

M

AF Form 1320
Training Chart

A

AF Form 1320A
Training Chart

A

AF Form 1786
Application for Appointment to USAF Academy

A

AF Form 2096
Classification/On-the-Job Training Action

A

AF Form 2099
Request For CCAF Transcripts

A

AFVA 36-212
Airman Classification Structure Chart

A

AETC Form 1360
Commissioning Appointment Application Checklist

A

AFROTC Form 117
Financial Plan

A

AFROTC Form 20
Application for AFROTC Membership

A

AFROTC Form 35
Certification of Involvement with Civil, Military, or School Authorities/Law Enforcement Officials

A

AU Form 526
AWC Department of Seminar Studies Volume Enrollment Roster

A

10 MSS/ Education Services/FORMS
AU Form 538
AWC Associate Studies Student Request

A

DANTES 1560/1-7
Test Inventory Card



DANTES 1560/11
DANTES Annual Testing Facilities Review

M

DANTES 1560/12
DANTES Test Inventory Report

M

DANTES 1560/14
DANTES Document Receipt For

M

DANTES 1561/5
Material Request Form

M

DANTES 1562/31/40
DANTES Distance Learning Enrollment Form for Service Members

A

DANTES Form 1560/37
DANTES Test Inventory Log (Daily, Monthly)

M

DANTES Form 1996
DANTES Test Inventory Log (Daily, Monthly)

M

DD Form 12 (?)
Mail Transmittal

M

DD Form 844
Requisition for Local Duplicating Service

A

DD Form 1556
Request, Authorization, Agreement, Certification of Training, and Reimbursement

A

DD Form 1572
Test Log DANTES and Others

M

DD Form 2366
Montgomery GI Bill Act of 1984 (MGIB)

M

DD Form 2384-1
Notice of Basic Eligibility (NOBE)

M

DD Form 295
Application for the Evaluation of Learning Experiences During Military Service

A

ECI Form 17
Student Request for Assistance

A

ECI Form 23
ECI Enrollment Application

A

ECI Form 63
Requisition and Invoice/Shipping Document

A

GMB #1840-0110
Application for Federal Student Aid

A

Maxwell AFB Form 53
Air War College Associate Seminar/ Correspondence Programs Application

M

Maxwell AFB Form 80
Air War College Associate Program Student Request

A

Maxwell AFB Form 117
ACSC Distance Learning Program Application

A

PS FORM 3800
Certified Mail Return Receipt Form

M

SF Form 70
Security Container Check Sheet

M

SF Form 135
Records Transmittal and Receipt

A

SF Form 700
Security Container Information

M

SF Form 701
Activity Security Checklist

M

SF Form 702
Security Container Checklist

M

USAFA Form 108
Blank form w/USAF and USAFA crests used for CDC Incentive Program

M

VA Form 22-1990
Application For Education Benefits

A

VA Form 22-1995
Request For Change of Program or Place of Training

A

VA Form 23-8800
Request for VA Forms and Publications

A

VA Form 4-5281
Application For Refund of Educational Contribution

A

Family Support Center PUBLICATIONS
PUBLICATION
TITLE
DATE
MANDATORY/

ADVISORY


DoD



DoDD 1315.7
Military Personnel Assignments
Jan 87
M

DoDD 1342.17
Family Policy
Dec 88
M

DoDI 1342.22
Family Centers
Dec 92
M

DoDD 1400.33
Employment and Volunteer Work of Spouses of Military Personnel
Feb 88
M

DoDD 4001.1
Installation Management
Sep 86
M

DoDM 4525.8,

AF Sup1
Official Mail Manual
Apr 94
M

DoDR 5400.7
DoD Freedom of Information Act Program
Oct 90
M

DoDR 5500.7
Joint Ethics Regulation (JER)
Aug 93
M


     Air Force



AFDIR 37-114, 

F215 AFMWRSA A
Air Force Privacy Act Systems of Records Notices
Mar 94
M

AFH 32-1084,

740-675
Standard Facility Requirements Handbook
31 Jul 95
A

AFI 25-201
Support Agreements Procedures (Including MAJCOM or base supplements.)
15 Nov 94
A

AFI 31-209
Air Force Resource Protection Program
10 Nov 94
M

AFI 31-501
Personnel Security Management Program
Mar 94
M

AFI 31-601
Industrial Security Program Management
Dec 93
M

AFI 33-103
Requirements Development and Processing
24 Jun 94
M

AFI 33-111
Telephone Systems Management
Mar 94
M

AFI 33-112
Automated Data Processing Equipment Management
6 May 94
A

AFI 33-114
Software Management
30 Jun 94
A

AFI 33-115
Networks Management
24 Jun 94
A

AFI 33-117
Visual Information (VI) Management
30 Jun 94
A

AFI 33-204
The C4 Systems Security Awareness,

Training, and Education (SAFE) Program
15 Dec 94
A

AFI 34-101
Services Programs and Use Eligibility
25 Jul 94
M/A

AFI 34-201
Use of Nonappropriated Funds
Jan 94
M

AF Directive  36-30
Military Entitlements
Aug 93
M

AFI 36-3009
Family Support Center Program
Apr 94
M

AFI 37-131
AF Freedom of Information Act Program
Feb 95
M

AFI 37-138
Records Disposition--Procedures and Responsibilities
31 Mar 94
M

AFI 91-202
USAF Mishap Prevention Program
Jul 94
M

AFI 91-204
Investigating & Reporting USAF Mishaps
Jan 95
M

AFI 91-207
USAF Traffic Safety Program
Apr 94
M

AFI 91-301
AF Occupational & Environmental Safety, Fire Prevention, & Health (AFOSH) Program
Jul 94
M

AFI 91-302
AF Occupational & Environmental Safety, Fire Protection, & Health (AFOSH) Standards
Apr 94
M

AFI 51-601
Gifts to the Air Force
Jul 94
M

AFMAN 23-110, Volume II, Part 2, Chapter 9
USAF Supply Manual, Excess/Surplus Personal Property
Oct 95
M

AFMAN 23-110, Volume 6
Excess and Surplus Personal Property
Nov 94
A

AFMAN 32-4004
Emergency Response Operations
1 Dec 95
A

AFMAN 37-123
Management of Records (Including MAJCOM supplement.)
31 Aug 94
A

AFMAN 37-126
Preparing Official Communications
Feb 95
M

AFMAN 37-139
Records Disposition schedule
1Mar 96
M

AFPD 34-1
Morale, Welfare, Recreation, and Services Programs
15 Sep 93
M/A

AFR 4-20, Volume 2, Table 215-3
Disposition of Air Force Records, Table 215-3 (d)
1 May 92
M

AFSSI 5013
Password Management
15 Mar 93
M

AFSSI 5100
The Air Force Computer Security (COMPUSEC) Program
2 Jun 92
M

AFSSI 5102
Computer Security (COMPUSEC) for Operational Systems
1 Oct 92
M

AFSSM 5006
Computer System Security Officer’s Guide/Network Security Officer’s Guide
2 Aug 93
A


AIR FORCE PROGRAM AIDS




AF Family Support Center Accountability and Data Collection Guide

M

Family Support Center FORMS
FORM
TITLE
DATE
M/A
USE/YR

AF 9
Request for Purchase
Mar 77
M


AF 12
Accountable Container Receipt
Jul 80
M


AF 55
Employee Safety & Health Record
Feb 88
A


AF 80
Files Maintenance and Disposition Plan
Jul 69
M


AF 85
Inventory Adjustment Voucher
Apr 85
M


AF 126
Custodian Request Log
Oct 69
A


AF 332
Base Civil Engineer Work Request
Jan 91
M


AF 388
Communication Control Record
Dec 71
M


AF 601
Equipment Action Request
Jun 91
M


AF 616
Fund Cite Authorization
Apr 89
M


AF 1072
Authorized Long Distance Telephone Call Log
Aug 73
M


AF 1297
Temporary Issue Receipt
Jul 87
M


AF 1768
Staff Summary Sheet
Sep 84
M


AF 1784
Forms Traveling Requisition
Sep 84
A


AF 1800
Request for Issue or Turn-In
Apr 87
A


AF 2005
Issue/Turn In Request
Jun 86
M


AF 2800
Family Support Center Individual/Family Data Card
Oct 93
A


AF 2801
Family Support Center Interview and Follow-up Summary
Oct 93
A


AF 2805
Family Support Center Volunteer Data and Service Record
Oct 93
M


AF 2806
FSC Statistical Summary
Oct 93
M


AF 3535
Facsimile Electro Mail Transmittal
Feb 95
A


DD 139
Pay Adjustment Authorization
Mar 53
M


DD 250
Material Inspection and Receiving Report
Nov 92
A


DD 295
Application for the Evaluation of Learning Experiences During Military Service
Nov 86
M


DD 362
Statement of Charges for Government Property Lost, Damaged or Destroyed
Jul 93
M


DD 634
Receipt for Miscellaneous Collection
Apr 52
M


DD 844
Requisition  for Local Duplicating Service
Feb 89
M


DD 1131
Cash Collection Voucher
Apr 57
M


DD 1149
Requisition and Invoice/Shipping Document
Dec 93
M


DD 1150
Request for Issue or Turn-In
Oct 75
A


DD 1173
Uniformed Services Identification and Privilege Card
Mar 61
M


FORM
TITLE




DD 1348-6
DoD Single Line Item Requisition System Document
Feb 85
M


DD 1351-2
Travel Voucher or Sub-voucher
Oct 91
M


DD 1423
Contract Data Requirements List
Jun 90
M


DD 1574
Serviceable Tag Material
Oct 88
M


DD 1577
Unserviceable (Condemned) Tag Material
Oct 66
M


DD 1664
Data Item Description
Apr 89
M


DD 2581
Operation Transition Employer Registration
Feb 94
M


DD 2581-1
Public and Community Service Organization Validation
Feb 94
M


DD 2586
Verification of Military Experience and Training
Nov 91
M


DD 2648
Pre-separation Counseling Checklist
Sep 93
M


DD 2676
Validation of Public or Community Service Employment
Feb 96
M


SF 135
Records Transmittal and Receipt
Jul 85
M


SF 1164
Claim for Reimbursement for Expenditures on Official Business
Nov 77
M


GPO
GPO Order Form

M



TERA/PACs Fact Sheet (available for downloading on the TBB)




Superintendent’s Staff/Public Affairs/PUBLICATIONS AND FORMS

Publication No.
Title
Date
Mand/Advisory

DODI 5120.4
DOD Newspapers and Civilian Enterprise Publications
16 Jun 97


DODD 5400.11
DOD Privacy Act Program
9 Jun 82


DODD 5400.11-R
DOD Privacy Act Program








DODI 5410.19
Armed Forces Community Relations
19 Jul 79







AF Policy Directive 35-2
Public Communication Program
12 Nov 93


AF PD 35-3
Internal Communication Programs
27 Sep 93


AFI 35-201
Public Affairs Community Relations
15 Apr 94
mandatory

AFI 35-206
Privacy Act
29 Jun 9
mandatory

AFI 35-301 
Air Force Base Newspapers and Commercial Enterprise Publications Guidance and Procedures
15 Apr 94
mandatory

AFI 33-322
Records Management Program (Communications and Information)
1 Dec 98
mandatory

AFI 37-132 
Air Force Privacy Act Program
11 Mar 94
mandatory






PA OI  35-11 
Distinguished Visitor Tour Program
Feb 97


PA OI 35-12 
Visitor Center Operations
Dec 98


PA OI 35-13 
Chapel Trail
Dec 98


PA OI 35-14 
Summer Tour Program
Dec 98


PA OI 35-15 
LT GEN “Skip” Conference Facility
Dec 98


PA OI 35-29 
USAFA Mission Briefing
Feb 97


PA OI  35-22 
Information Program Privacy Act Requirements



Public Affairs Forms




AF Form 1768
Staff Summary Sheet



AF Form 833 
Visual Information Work Order



AF Form 332 
Base Civil Engineering Work Order Request



USAFA Form 17 
Request for USAFA Scheduling Committee Action



USAFA Form 88 
Request for Motor Vehicle Transportation



USAFA Form 0-909,
Request for Visitors’ Center utilization



USAFA Form 595
Request for Chapel use



USAFA Form 2404,
Tour worksheet



Superintendent’s Staff/Distribution PUBLICATIONS

Publication
Title
Date
Mandatory/ Advisory

AFI 37-122, Para 6-2
Records Management

M

AF DOD 4525.8-M/AF

Supplement
Official Mail Manual

M

United States Postal

Service
Domestic Mail Manual

M

USPS Publication 2
Packaging for Mailing

A

USPS Publication 25
Designing Letter Mail

A

USPS Publication 28
Postal Addressing Standards

M

USPS Publication 95
Quick Service Guide

M

AFI 24-301
Vehicle Operations

M

Superintendent’s Staff /Distribution FORMS

Publication
Title
Date
Mandatory/Advisory

DD Form 250


 Material Inspection and Receiving Report 
Nov 92
M

DD Form 362
Statement of Charges for Government Property Lost, Damaged or Destroyed
Jul 93
A

DD Form 844
Requisition for Local Duplicating Service
Feb 89
A

DD Form 1172
Application for Uniformed Services Identification Card
Sep 93
M

 DD Form 1348-1
 DOD Single Line Item Release Receipt Document
Jul 91
M

DD Form 1348-6
DOD Single Line Item Requisition System Document (Manual - Long Form)
Feb 85
M

DD Form 1574
Serviceable Tag – Materiel
Oct 88
A

DD Form 1577
Unserviceable Tag Materiel
Oct 66
A

DD Form 1610
Request and Authorization for TDY Travel of DOD Personnel
Jun 67
M

DD Fm 2085
Unaccompanied Personnel and Housing Inventory and Utilization Data
Sep 93
M

DD Fm 2220
DOD Registered Vehicle and Installation Tab
Nov 79
M

Superintendent’s Staff/Distribution FORMS  

Form
Title
Date
Mandatory/

Advisory

SF

 
65bUS Government Messenger Envelope
Jan 94
A

SF 71

 
Request for Leave


Mar 79
A

SF 701
Activity Security Checklist
Aug 85
M

SF 702
Security Container Checklist
Aug 85
M
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