Management Guide
(1 October 2000)

This guide establishes policies and procedures which will be the basis for the establishment and utilization of the (FILL IN PROGRAM NAME) program for the following organizations:  (1) XXXXXX, (2) XXXXXXXX.  This guide identifies procedures for tasking, assignment of work, transmitting information to the (FILL IN PROGRAM NAME) contractor, and for utilization of the (FILL IN PROGRAM NAME) contractor.  It also describes the operating procedures, interfaces, and working relationships between XXXX and the (FILL IN PROGRAM NAME) contractor.  Procedures for interfacing with associate contractors and other Air Force organizations in all work the (FILL IN PROGRAM NAME) contractor performs in support of the mission are also included.

1.  Introduction.  The (FILL IN PROGRAM NAME) contractor provides nonpersonal acquisition support in engineering areas and is assigned responsibility for accomplishment of the (FILL IN PROGRAM NAME) functions.  The (FILL IN PROGRAM NAME) Management Guide applies to all DOD activities acquiring (FILL IN PROGRAM NAME) support through the Air Force contract with the (FILL IN PROGRAM NAME) contractor.

2.  Scope.

(FILL IN PROGRAM NAME) provides extensive acquisition support for the following labor categories:

1. Aeronautical/Aerospace Engineering

2. Materials, Corrosion and Chemical Engineering

3. Electrical/Electronics Engineering/Physics

4. Mechanical Engineering

5. Operations Analysis

6. Manufacturing and Quality Engineering

7. Computer Sciences/Computer Engineering

8. Structural Engineering

9. Mathematics

10. Systems Engineering

11. Environmental Engineering

12. Test and Evaluation Engineering

13. Engineering Assistant

14. Illustrator

15. Drafter

16. Engineering Cooperative Student

17. Technical Writer/Editor

18. Clerical/Secretarial

19. Manufacturing/Quality Assurance Specialist

20. Configuration Management Specialist

21. Data Management Specialist

22. Engineering Data Management Specialist

3.
Terms and Definitions.


a.
Acquisition Contractor:  A company with a contract for the development, modification, or manufacture of mission hardware and/or software.  Responsibilities are defined by their contract.


b.
Contract Leader: Individual identified by (FILL IN PROGRAM NAME) contractor to manage the contract.  The contract leader has authority over and responsibility for all (FILL IN PROGRAM NAME) personnel and resources, whether they are in a “teamed” or single company arrangement.  The Contract Leader also has on-site authority to legally obligate the contractor in all areas of contract responsibilities and to negotiate and sign all legal documentation required for program execution.  Responsibilities are to ensure the overall contractual effort is meeting the requirements of the basic contract.  Acts as liaison between the Procuring Contracting Officer, (FILL IN PROGRAM NAME) Program Management Office, and the contractor.


c.
Contractor:  This term refers to the (FILL IN PROGRAM NAME) contractor.


d.  Functional Director or Functional Commander (FD/FC):  A FD/FC is the government representative responsible for a functional area in which a contractor provides the services.  (For example XXXX/EN is the FD/FC for Engineering).

e. Functional Area Evaluator (FAE)/Performance Monitors: The FAE is defined as the government representative appointed by the FD/FC or a two-letter office chief.  The FAE is responsible for monitoring, evaluating and reporting a contractor’s performance on a specific contract requirement.  The FAE will interface with the (FILL IN PROGRAM NAME) contractor and the (FILL IN PROGRAM NAME) program office.


f.
Functional Area Evaluator Assistant (FAEA): A FAEA is the government representative in the offices using (FILL IN PROGRAM NAME) who assists the FAE in monitoring, evaluating and reporting a contractor’s performance on a specific contract requirement.


g.
Mission Hardware Development:  The development of a deployable system with the intent to incorporate it into the inventory.  Includes related training and ancillary equipment.


h.
Mission Software Development:  The development of software that implements tactics and operational concepts and procedures for mission hardware.


i.
Labor Hour and Labor Rates:  The work unit of measure for effort utilized in the performance of each individual task order.  The price of one man-hour is for the specified labor and salary related expenses plus a multiplier which is established to recover all non-salary related expenses such as overhead, training, general and administrative (G&A) expense, and award fee.  All non-labor related items of expense such as travel and its respective G&A, where applicable, is a direct charge against the requiring task.


j.
Personal Services:  Denotes an employer/employee relationship, which is prohibited between government and contractor personnel.  The (FILL IN PROGRAM NAME)  contractor employees will always work to task requirements, not daily government supervisory assignments, and will be supervised by (FILL IN PROGRAM NAME)  contractor personnel.  The more specificity written into the task, the more the contractor will be able to perform the task without additional governmental input.  Communication from FAE/FAEAs through contractor task leaders is encouraged to facilitate efforts that are within scope of the contract and the specifically written task order.  Otherwise, constructive change may be inferred.  If in doubt, contact the Advisory & Assistance Services Office (A&AS) (XXXX/CDX).


k.  Procuring Contracting Officer (PCO):  Individual designated by the Air Force to direct and/or

redirect the efforts of the (FILL IN PROGRAM NAME)  contractor or modify any of the items of this contract.

l. Program Management Office: The XXXX office responsible for managing the (FILL IN PROGRAM NAME)  program.

The program management office for XXXX is the A&AS Office (XXXX/CDX).


m.  Proposal Evaluation Form:  Each organization may choose to create an organization-unique evaluation form to use to evaluate the contractor’s proposals for its tasks.  When this occurs, the form will be attached to the Task Order Request.  Or, the organization may decide to use the sample (“default”) evaluation format (attachment 3 to appendix number 3 to this guide).


n.
Support Contractor: A business entity having a contract with a procuring activity to provide engineering managerial support to the procuring activity.  Responsibilities are defined by its contract.


o.  Monthly Status Report:  The contractor will provide every FAE a monthly report. Separately, the contractor also sends one copy of the report to XXXX/CDX. See CDRL A003.  After review, the one page cost page of the report should be signed and faxed to the XXXX/CDX office to indicate the Government’s approval of the report.  


p.  Task Leader: Individual identified by (FILL IN PROGRAM NAME)  contractor to manage a specific task order.  Responsibilities are to ensure that task order requirements are being met.  Acts as liaison between the contractor task order management and the FAEA of the organization requiring the task order support.

      q.  Task Order: The document used by the Government to identify which support requirements in 

the Statement of Work (SOW) will be accomplished by the (FILL IN PROGRAM NAME)  contractor.  The task order requires the signature of the(FILL IN PROGRAM NAME) PCO (XXXX/PKZ) before any support is provided.

       r.   Task Order Request: The package submitted by the user to the (FILL IN PROGRAM NAME)  Program Office to initiate a task order.
      s.   Task Order Response: The documents (proposal and A&AS Form 1) used by the (FILL IN PROGRAM NAME)  contractor to respond to a Task Order Request.  The task order response is sent from the contractor to the task FAE or FAEA. 


t.   Contractor Focal Point: The (FILL IN PROGRAM NAME)  contractor person assigned the responsibility for all (FILL IN PROGRAM NAME) activities in the two-letter office.

4.  Policy.
a. Intent.  The intent of this guide is to establish a mechanism to ensure that:  the (FILL IN PROGRAM NAME)  support

requirements are properly originated and staffed; the (FILL IN PROGRAM NAME)  performance and government/contractor relationships are in accordance with applicable guidelines and regulations; and the resulting direction to the contractor is administered effectively.

      b.  Type of Contract.  The (FILL IN PROGRAM NAME)  contract is a Cost Plus Award Fee (CPAF) type, with cost reimbursement CLINs for travel, relocation, and an off-base facility.  Personal services are strictly forbidden.  Contractor efforts are acquired by task orders, which may be written for a period of up to five years and may be continued as a logical follow-on through succeeding fiscal years as a new increment/modification.  Each task order must be reviewed and modified before the start of each fiscal year.

      c.  Personal Services Prohibitions.  The use of personal services under the (FILL IN PROGRAM NAME)  contract is strictly prohibited.  Each organization is responsible for ensuring that no personal services are provided by the contractor.  The (FILL IN PROGRAM NAME)  program office will place very strong management emphasis on preventing the use of (FILL IN PROGRAM NAME)  task orders for personal services.  The program office will periodically inspect to ensure that personal services do not occur.  In addition, contractor clerical and administrative support directly required for contractor performance of task orders will be provided in addition to furnishing the disciplines set forth in the (FILL IN PROGRAM NAME)  Statement of Work only to the extent needed for such direct support of assigned (FILL IN PROGRAM NAME)  task personnel.  No task order will be issued to provide clerical or administrative support to any government office on a stand alone basis and no clerical or administrative support shall be collocated with government activities other than that required for direct task order support.  Contracts must also be administered so that contractor personnel do not appear to be government personnel.  Special badges identifying the employee and the contractor should be worn while on duty.  When collocated workspace is provided within government facilities, contractor employees will post special signs adjacent to their nameplates that identify the work area as a contractor cubicle, room, floor, etc.

      d.  Collocation.

(1) The nature of (FILL IN PROGRAM NAME)  makes it strongly desirable to provide certain (FILL IN PROGRAM NAME)  personnel with

work space in government facilities.  Collocation of personnel must be managed judiciously to assure compliance with existing regulations and guidelines for avoiding personal services and for effective utilization of workspace.  When collocation exists, it is essential that government and contractor personnel be briefed and periodically refreshed on personal services prohibitions by the cognizant Procuring Contracting Officer for the user organization involved.



(2)
Collocation of (FILL IN PROGRAM NAME)  Personnel in Government Workspaces.  These guidelines must be adhered to avoid the fact or perception of personal services and must be followed when (FILL IN PROGRAM NAME)  personnel are collocated in government work space.

(a) Contractor personnel shall work from an officially approved task order.



 
(b) There shall be no actual or implied supervisor/employee relationship between

Government and contractor personnel.

                      (c)  Contractor personnel shall be provided separate office (or cubicle) space not shared

with government personnel.




(d) To the maximum extent possible, all contractor personnel collocated in a government

office shall be grouped in adjacent office/work space rather than scattered throughout the government office.




(e) A (FILL IN PROGRAM NAME)  Program Management Office approved contractor-supplied sign shall be placed adjacent to the nameplate on the office space or cubicle of contractor personnel. This sign shall identify the space as a contractor space, name of company and the (FILL IN PROGRAM NAME)  program.

                      (f)  Contractor personnel, while on government property, shall at all times wear official

contractor identification badges.

      e.  Surge Support.  The (FILL IN PROGRAM NAME)  contractor may periodically be required to provide a program office

with quick reaction support for urgent tasks of a limited duration.  There are a variety of approaches for 

providing this support depending upon the particular circumstances.  Projections and requirements for surge support will be coordinated with the (FILL IN PROGRAM NAME)  program office as soon as the requirement is known.  This will help assure the requirement is met in the most feasible, economical, and timely manner with minimum disruption to on-going efforts.


f.  Relationship between Government and the (FILL IN PROGRAM NAME)  Contractor.  The (FILL IN PROGRAM NAME)  program by its very nature leads to a close working relationship between contractor and government employees.  This close working relationship is essential for mission accomplishment but places special importance upon continued awareness of the requirements for contractor and government employees.   Each office using (FILL IN PROGRAM NAME)  services has the responsibility to ensure that government personnel are aware of the requirements of AFI 63-401, Contracted Advisory and Assistance Services, in their relationship with the (FILL IN PROGRAM NAME)  contractor’s employees.  In addition, using offices must ensure that the requirements of Office of Federal Procurement Policy (OFPP) Letter 92-1, Inherently Governmental Functions, are adhered to in the roles performed by (FILL IN PROGRAM NAME)  employees.

g.
Air Force Research Laboratory Munitions Directorate Technical Library.  Access to the Technical Library will be on a need-to-know basis, which must be validated by the using organization.  Requests will be originated by the contractor and submitted to the using organization and the (FILL IN PROGRAM NAME) Program Office for coordination.  The using organization will then forward the request to the Technical Library.


h.
Rental Car Procedures.  TDY travel  involving joint use of rental vehicles by government and (FILL IN PROGRAM NAME) personnel shall be guided as follows:

            (1)   Wherever (FILL IN PROGRAM NAME)  support personnel and the government activity they support share a common official travel destination, the preferred approach will be that government personnel will lease vehicles proposed 
for joint usage.

(1) (2)  In the event
 that circumstances preclude the preferred approach, government personnel may travel in vehicles rented by (FILL IN PROGRAM NAME)  contractor employees when the contractor and government personnel are supporting the mission of the same activity which is sponsoring and paying for the travel.


             (3)  Otherwise, consistent with  Air Force Policy,  government personnel will avoid the fact and appearance of receiving favors from contractor personnel which may compromise the independent exercise of discretion and fulfillment of government responsibilities with respect to enforcing contractor obligations .

i. Software Development.  The (FILL IN PROGRAM NAME)  contract imposes the same software development limitations on (FILL IN PROGRAM NAME)  as Air Force policy imposes on government employees.  These are:

(1) Use the competitive market place to obtain available products or tap established commercial

expertise;

(2) Do not divide system development responsibilities by inserting government or (FILL IN PROGRAM NAME) system software into contracted development efforts; Use government/(FILL IN PROGRAM NAME)  resources as available to evolve analytical and other management tools.

(3) Do not develop mission software.  This is normally developed by the hardware/software

prime contractors.

(4) 

j. Responsibilities for Classified/Special Access Programs.  Handling procedures for Special Access

Tasks will be developed for each office having such requirements and do not necessarily adhere to all of the procedures presented herein.  For task orders involving classified/special access programs issued under the (FILL IN PROGRAM NAME)  contract, the user organization task manager and cognizant Procuring Contracting Officer for the classified/special access program shall assure the following:

(1) The DOD Contract Security Classification Specification, DD Form 254, for the program is accurate and complete.

(2) Availability of any Government Furnished Property (GFP) (i.e., data) is properly certified.



(3) Conformity to all (FILL IN PROGRAM NAME)  guidelines, policies and procedures is assured to the extent

consistent with security considerations. 



(4)  Compliance with the DD254 is mandatory.

k. Acquisition Process.

(1) The (FILL IN PROGRAM NAME)  contractor may be used:

(a) To write a Statement of Objectives (SOO) or Statement of Work (SOW) (but not to

determine whether the SOO or SOW fully describes the government’s needs);

(b) To assemble a Purchase Request (PR) package (but not to define the government’s

requirement);

(c) To prepare acquisition documentation (but not to do acquisition planning or make

related decisions);

(d) To evaluate proposals (but not to rank them) when Government personnel are not

available for that effort (subject to appropriate approvals IAW FAR 37.2);

(e) To make recommendations pertinent to the evaluation, the solicitation/contract, any

discussions, etc. (but not to compare proposals to each other, recommend a selection, negotiate, conduct a debriefing, be captain of a team nor member of a Board, Committee, or Council);

(f) To support and augment general acquisition activities (but not assume or discharge the

Government’s responsibility for the acquisition planning, source selection process, and negotiations).

(g) To accomplish any of the tasks or tasking outlined in the SOW or the contract.

(2) The same guidelines followed by government personnel to assure the integrity of the 

acquisition process must be applied to contractor employees as well.  Thus, the task order to the contractor should make clear that, once assigned to support a source selection, the contractor’s employee must be properly briefed and must remain available to assure continuity and fairness in the source selection and must individually make information nondisclosure commitments.

(3) Note also that if proposals are to be evaluated by (FILL IN PROGRAM NAME)  personnel the solicitation must

give notice to potential offerors of support contractor participation in the source selection process to assure access is granted to proposer competition sensitive and proprietary information. All participation in the source selection requires prior approval of the (FILL IN PROGRAM NAME)  PCO on a case-by-case basis per FAR 37.205.


l.
Specialized Subcontracting by the (FILL IN PROGRAM NAME) Contractor.  The (FILL IN PROGRAM NAME)  contractor is to provide sustaining technical and engineering acquisition support to XXXX and not to engage in hiring and firing to meet short term, unique, and urgent requirements by finding companies with unique capabilities or from other divisions of the (FILL IN PROGRAM NAME) contractor’s company (reference SOW paragraph 1.4.9.)  When part of an official task, these requirements may be met by the (FILL IN PROGRAM NAME)  contractor subcontracting these portions of the task requirements.  Each such requirement for subcontracting must be individually approved following the contractor’s approved purchasing system and must not be brought about as the result of poor planning or avoidance of government procurement processes by the requesting office.  All work subcontracted is subject to the same competition/sole source considerations as similar work directly contracted by the government but will not be included in the calculations or limited by the fully burdened labor rates (FBLRs) listed in the contract.
m. Contractor Performance Validation/Validation Plan.  Contractor performance shall be

monitored, evaluated and reported according to the terms of the (FILL IN PROGRAM NAME)  contract and the Validation Plan established by the FAE for each office using (FILL IN PROGRAM NAME) .  The (FILL IN PROGRAM NAME)  Award Fee Plan, which is part of the (FILL IN PROGRAM NAME)  contract, has two procedures for contractor performance evaluation, the Award Fee Determination and the Mid-Term Evaluation.  The specific procedures implemented by the using offices to comply with the 

requirements of the Award Fee Plan are the responsibility of the FAEA for that office and must be 

documented in the Validation Plan for that office and retained in the Validation Folder.


n.   Validation Folder.  A Validation folder shall be established and maintained by the FAE as required in FAR 46.103 and 46.401.  As a minimum the Validation folder shall contain the FAE appointment letter, any appointment letters from the FAE to the FAEAs, a letter from the (FILL IN PROGRAM NAME)  PCO designating the FAE, the (FILL IN PROGRAM NAME) FAE developed Validation Plan, copies of Validation reports, copies of the signed monthly status reports, copies of the mid-term evaluation inputs and copies of the award fee inputs.

o.   Appearance of Employee Conflicts of Interest.  Due to the direct contact (FILL IN PROGRAM NAME)  contractor employees may have with other contractors and the importance of avoiding the appearance of personal as well as organizational conflicts of interest, the contractor shall require (FILL IN PROGRAM NAME)  employees to immediately report, and the contractor shall immediately relay to the government, the employee’s receipt of a substantial gift (valued over $20.00) or other benefit from, or the commencement of discussions contemplating potential employment or other opportunities between the employee or members of his family, and any business entity doing business at XXXX AFB or other location served by the (FILL IN PROGRAM NAME)  program so that measures to avoid or overcome any adverse appearances may be considered and taken.  In addition, the (FILL IN PROGRAM NAME)  contractor shall inform the PCO of any discussions by Government personnel (military or civilian) concerning potential employment with the (FILL IN PROGRAM NAME)  contractor.  
5.  Responsibilities.
a. XXXX/CDX.  Manage the (FILL IN PROGRAM NAME)  program to assure optimum utilization of (FILL IN PROGRAM NAME)  in support of

the XXXX mission.  This management will include but not be limited to the following:

(1) Management of the (FILL IN PROGRAM NAME)  program by:

(a) Acting as the Functional Area Coordinator (FAC) for (FILL IN PROGRAM NAME)  activities.

(b) Leading dispute resolution.

(2) Providing guidance to using office  in (FILL IN PROGRAM NAME)  contract use by:

(a)
Providing written guidance to prospective (FILL IN PROGRAM NAME) users.




(b)
Training and counseling (FILL IN PROGRAM NAME) FAEs and FAEAs on duties and responsibilities.

(c) Providing guidance to using offices in establishing task orders.

(3) Management of the task order process by:

(a) Maintaining a master list of using office FAEs.

(b) Managing the task order process in accordance with this guide.

(c) Holding monthly management reviews with the (FILL IN PROGRAM NAME)  contractor.

(d) Conducting scheduled Award Fee Determinations in accordance with the (FILL IN PROGRAM NAME)  contract and the Award Fee Plan, normally every six (6) months.

(e) Conducting Mid-term Performance Reviews mid-term between award fee evaluations.

(f) Performing periodic investigations at the individual using offices and contractor facilities to assure (FILL IN PROGRAM NAME) utilization is proceeding within the guidelines of the contract.

(g) Acquiring follow-on support in time to prevent a service gap.


        (4) Provide procurement support.  The procurement staff is responsible for review, approval, and oversight of task specific requirements.  They are also responsible for task performance which is consistent with the governing guidelines and regulations and consistent with the mission objectives of the program being supported.  Contracting Officer approval of A&AS Form 1 (Appendix 1) signifies that the task meets these requirements.  The (FILL IN PROGRAM NAME)  Procuring Contracting Officer has the overall procurement responsibility for the (FILL IN PROGRAM NAME)  contract and for support to (FILL IN PROGRAM NAME)  program management.  This support will include the following:




(a) Support of (FILL IN PROGRAM NAME)  acquisition contracting.




(b) Approval authority for new task orders.




(c) Notification to the (FILL IN PROGRAM NAME)  contractor of changes in the contract or task orders.




(d) Direction to the (FILL IN PROGRAM NAME)  contractor as required.

 (5) Financial Management  




(a) Is responsible for (FILL IN PROGRAM NAME)  related program control functions in the offices using (FILL IN PROGRAM NAME)  and review of monthly Manning Allocation Reports (MARs).




(b) Program control functional support for the (FILL IN PROGRAM NAME) program management and the approval authority for vouchers and payment.


b.  XXXX/JA.  The JA staff supporting each office using (FILL IN PROGRAM NAME)  is to assure the legal adequacy of the task in the context of the using office mission requirements.  JA support for the (FILL IN PROGRAM NAME)  program management office consists of providing legal guidance and of assuring legal adequacy of (FILL IN PROGRAM NAME)  program management direction, policies, and all implementing documentation.


c.  Functional Area Evaluator (FAE).  Each two-letter chief or SPO Director will designate the FAE.

The duties of the FAE include the following:

(1) Forecast (FILL IN PROGRAM NAME)  needs as requested.

(2) Prepare task order requirements, such as the following:

(a) SOW paragraphs by reference.

(b) Data requirements (DIDs/CDRLs).

(c) Period of Performance.

(d) Travel requirements.

(e) Assign FAEA to each (FILL IN PROGRAM NAME) task and notify the (FILL IN PROGRAM NAME)  Program Office and Contracting Office of any changes.

(f) Funding.




(g) Completion of A&AS Form 1 before submission of a task order to the (FILL IN PROGRAM NAME)  Program Office.




(h)  Completion of an organization-unique evaluation form that the organization will use to evaluate the contractor’s proposals.  If none is provided the sample form (attachment 3 to appendix 3 to this guide) will be used.  

(3) Provide the funds required.

(4) Oversee the contractor’s effort:

(a) Provide contractual direction through the PCO.

(b) Manage data deliverables and provide notification to the (FILL IN PROGRAM NAME) Program Office and the Contracting Office of late deliveries an/or unacceptable deliverable quality.




(c)   Assure no personal services or governmental functions are performed.




(d)  Create mid-term and award fee evaluations and submit to the (FILL IN PROGRAM NAME)  Program Manager either by e-mail or paper copy.




(e) Certify successful task accomplishment within 7 days of completion of work via Certificate

Of Completion letter (Appendix 2).



(5)
Establish criteria for evaluation of contractor’s proposals and evaluate the contractor’s proposals.


d.  Using Office Management.  Each using office, such as the two-letter office utilizing (FILL IN PROGRAM NAME)  support, is responsible for establishing the specific (FILL IN PROGRAM NAME)  operating guidelines and the Validation Plan for that office to assure proper management, control, operating guidance, and documentation of (FILL IN PROGRAM NAME)  related activities.  These guidelines must be documented.

6.  Procedures.
a. Introduction.  The following procedures are to be used to obtain (FILL IN PROGRAM NAME)  support through the use of task orders.  An approved task order (A&AS Form 1) signed by both the Government PCO and the contractor is the only authorized vehicle for obtaining (FILL IN PROGRAM NAME)  task support.

b. b.  Task order request.  



(1) When the user organization identifies requirements for a (FILL IN PROGRAM NAME)  task, the task requirements shall be coordinated by the user with the appropriate two-letter home office functional directors, the FAE, and the user’s program control office in order to assure the validity of the requirement and confirm the user’s intention to use contract rather than organic resources.  The FAE or FAEA shall not discuss requirements with the contractor.



(2) After completing this coordination, the using office will initiate a (FILL IN PROGRAM NAME)  task order request, A&AS Form 1.  This will be completed in accordance with the procedures in the “(FILL IN PROGRAM NAME)  Task Order Form Instructions” (Appendix 3 to this Guide).



(3)  The FAE or FAEA will also prepare an Independent Government Cost Estimate and prepare and coordinate a Determination/Decision Document (DDD), SOW, and any task-specific CDRLs.  The FAE will then coordinate the (FILL IN PROGRAM NAME)  task and DDD with the appropriate functional or SPO personnel who will review the task for technical approach and resource utilization.  After coordination on the A&AS Form 1 and DDD, the FAE sends the package to XXXX/CDX.  The (FILL IN PROGRAM NAME)  Program Office will review the task to assure it is consistent with the (FILL IN PROGRAM NAME)  guidelines and contract.  XXXX/CDX processes the DDD to track the A&AS manpower for XXXX and to ensure there is sufficient A&AS ceiling available to the using organization.  The DDD is then forwarded to Manpower for coordination and is checked to ensure the A&AS manpower is identified in the Unit Manning Document (UMD).  While the DDD is being processed, the PCO will forward the A&AS Form 1, SOW and any CDRL requirements to the (FILL IN PROGRAM NAME)  contractor.  The independent Government cost estimates are retained in XXXX/CDX.  



c.  Task order response and evaluation.  



(1) Upon receipt of the task order request package from the PCO, the contractor shall acknowledge receipt in Section II on the A&AS Form 1 and then prepare a task order response and submit it directly to the FAE or FAEA. 


(3) The user organization will forward the fully coordinated task order and the AFMC Form 277

(Reimbursable Order) to the (FILL IN PROGRAM NAME)  Program Office for program management review and full funding authorization.  Where possible all Government funding documents will be handled with the JOCAS system.  The (FILL IN PROGRAM NAME) Procuring Contracting Officer (PCO) in the (FILL IN PROGRAM NAME)  Program Office will sign the A&AS Form 1, incorporating that task order into the (FILL IN PROGRAM NAME)  contract.  


d.  Task order modifications.  The procedures identified in subparagraph b.(3) also apply for task order modifications.  A task order modification is required for any change affecting the substance of the basic task order (e.g., scope, estimated cost, quality, quantity, or schedule).  The (FILL IN PROGRAM NAME)  contractor may also initiate task order modifications.  This is normally done for changes such as schedule or cost.  When the (FILL IN PROGRAM NAME)  contractor initiates the task order modification, the proposed modification will be submitted to the (FILL IN PROGRAM NAME) Program Office (XXXX/CDX).  A conformed copy (changes identified with a bar in the right hand margin or another identification method) of the task order will be submitted with the modification.  After the (FILL IN PROGRAM NAME) Program Office coordination is obtained, the modifications will be returned to the contractor for submission to the FAE.  Only the PCO will contractually change task orders.


      e.  Task order administration.



(1) The (FILL IN PROGRAM NAME)  contractor shall notify the designated FAE or FAEA for each task, the (FILL IN PROGRAM NAME)  Program Manager and the Contracting Officer, when in the next 60 days expenditures will exceed 75 percent of the funded amount and also when the contractor has reason to believe that the total cost of performing the task will be greater or substantially less than previously estimated.  See FAR Clause 52.232-22, Limitation of Funds.  



(2)
A task order shall be complete upon the earliest realization of one of the following: the completion date of the task order is reached; the final (acceptance) data deliverables called for in the task order are delivered; the government terminates the task; or the total funds approved for the task are expended.  Upon completion of the task order performance, the (FILL IN PROGRAM NAME)  contractor will send a written notification of completion to the Contracting Officer (Appendix 2).  The PCO will forward the task completion form to the using office to be filled in and signed by the task manager.  The form will then be returned to the (FILL IN PROGRAM NAME) PCO.  The using office may also initiate a notice of completion and forward it to the PCO for processing.  The PCO will then notify the contractor.



(3) During the fourth quarter of each fiscal year, the (FILL IN PROGRAM NAME) Program Office will request task orders for the next fiscal year.  It is essential that all tasks having performance in the first quarter of the new fiscal year be submitted at this time.  It is also very important that all known task order requirements for the entire new fiscal year be submitted at this time to provide the basis for sound fiscal and manpower resource planning.



(4) Funding the (FILL IN PROGRAM NAME)  task orders will be accomplished on a reimbursable basis.  Full funding for task order expenses anticipated for the FY is required before the task will be processed.  A contemplated funding document may be used prior to receipt of the new fiscal year funding.  Task orders and modifications to task orders will be funded by a Reimbursable Order (RO), AFMC Form 277, for each accounting classification utilized to fund a task order.  Upon initial submission to the (FILL IN PROGRAM NAME) Program Office of a task order or a modified task order, ROs may be submitted to the (FILL IN PROGRAM NAME) Financial Manager for the estimated funding requirements.  Upon proposal approval by the using office all necessary funding will be submitted to the (FILL IN PROGRAM NAME)  Program Office along with the fully coordinated (FILL IN PROGRAM NAME)  task order, A&AS Form 1, and the proposal.  The (FILL IN PROGRAM NAME) Financial Manager will assign a JON number to the RO, which will be, cross-identifiable to the TO.  This is done to enhance the billing and funds tracking process.  The (FILL IN PROGRAM NAME) Financial Manager will sign and date the Acceptance block on the RO if the funding and conditions stated on the RO are acceptable.  The (FILL IN PROGRAM NAME)  Financial Manager will prepare Purchase Requests (PRs) quarterly and at other times as required up to the level of funds received in support of TOs.  The (FILL IN PROGRAM NAME)  Program Office, users, and DFAS have responsibility for ensuring contractual costs are reimbursed from the user’s funds. The (FILL IN PROGRAM NAME)  financial manager will be responsible for collecting funds into the Reimbursable Budget Authority (RBA) from customer sources. The (FILL IN PROGRAM NAME)  Financial Manager will advise users when unexpended funds may be withdrawn and the RO closed out.  The (FILL IN PROGRAM NAME)  financial manager will timely update the A&AS data base with current financial information.  

7. Contractor Overtime.


Contractor personnel paid overtime shall be kept to a minimum but, where use of overtime is required to meet XXXX mission objectives, the following procedures shall be followed.
(1) The preferred approach is to obtain authorization and identify funding for the projected amount 

of overtime when initiating the task order.



(2)
Where circumstances preclude the preferred approach, (FILL IN PROGRAM NAME)  personnel overtime is authorized when all of the following three conditions are met:




(a)
The overtime and funding are approved by the (FILL IN PROGRAM NAME)  Program Office and the (FILL IN PROGRAM NAME)   Contracting Officer before the actual overtime is incurred.

(b) The overtime is on a one-time basis.




(c)
A modification to the task order for overtime is obtained by using procedures established in paragraph 6.

(c) 

8.  Contractor Performance Evaluation.


Evaluation of contractor performance shall be performed in accordance with the provisions of the (FILL IN PROGRAM NAME)  Award Fee Plan.  These evaluations will consist of the formal Award Fee Determination at the specified intervals, normally every six (6) months and a mid-term evaluation to be conducted mid-term between formal evaluations.  The Award Fee Determination consists of a numerical evaluation, which is substantiated by a narrative evaluation.  The narrative evaluation shall be consistent with the numerical evaluation and shall highlight the salient features of performance for each evaluation item that significantly influenced the item evaluation.

9.  Management Procedures for Offices Receiving (FILL IN PROGRAM NAME)  Support.

Each office using (FILL IN PROGRAM NAME)  support will develop written internal procedures and guidelines for managing (FILL IN PROGRAM NAME)  tasks.  These procedures may be tailored for each office environment but will implement the policies, procedures, and documentation requirements necessary for compliance with the requirements of this guide and for effective management of the (FILL IN PROGRAM NAME)  Program.  These guidelines plus the Validation plan constitute the organization’s procedures for utilizing (FILL IN PROGRAM NAME) for monitoring contractor performance (reference paragraph 5.d.).

Appendices:

1. A&AS Form 1

2. Certificate of Completion

3. (FILL IN PROGRAM NAME)  Task Order Form Instructions

	ADVISORY AND ASSISTANCE SERVICES TASK ORDER

 FORMCHECKBOX 
  (FILL IN PROGRAM NAME)        FORMCHECKBOX 
  (FILL IN PROGRAM NAME)

	SECTION I
	TASK ORDER INITIATION

	CONTRACT NUMBER:
	TYPE OF ACTION
	DATE

	     
	 FORMCHECKBOX 
  NEW      FORMCHECKBOX 
  MODIFICATION
	     

	TASK ORDER NUMBER (Office Symbol-FY-Number)
	TASK TITLE

	     
	     

	ORGANIZATION SYMBOL/OFFICE SYMBOL
	PROGRAM NAME

	     
	     

	REQUESTED PERFORMANCE PERIOD:
	START DATE:     
	END DATE:     

	TASK ORDER ATTACHMENTS

	 FORMCHECKBOX 
  1.0 BACKGROUND/INTRO
	 FORMCHECKBOX 
  2.0 SCOPE/TASK DEFINITION
	 FORMCHECKBOX 
  3.0 CDRL REQUIREMENTS

	 FORMCHECKBOX 
  4.0 GFP/BASE SUPPORT
	 FORMCHECKBOX 
  5.0 SECURITY REQUIREMENTS SCG
	 FORMCHECKBOX 
  6.0 TRAVEL REQUIREMENTS

	 FORMCHECKBOX 
  INDEPENDENT GOVERNMENT ESTIMATE
	 FORMCHECKBOX 
 DDD


	 FORMCHECKBOX 
  AFMC FORM 277

	TASK REQUIREMENT OR REASON FOR MODIFICATION:

	

	FUNCTIONAL AREA EVALUATOR ASSISTANT (FAEA)
	OFFICE SYMBOL:
	PHONE

	     
	     
	     

	FUNCTIONAL AREA EVALUATOR (FAE)
	OFFICE SYMBOL:
	PHONE

	     
	     
	     

	SECTION II
	PROPOSAL COORDINATION/TRACKING

	FUNCTIONAL AREA COORDINATION (as required)

	EN
	FM
	SY
	OTHER

	     
	     
	     
	     

	A&AS PROGRAM OFFICE RECEIPT
	SIGNATURE
	DATE

	     
	     
	     

	A&AS FINANCIAL MANAGEMENT RECEIPT
	SIGNATURE
	DATE

	     
	     
	     

	A&AS PROCUREMENT RECEIPT
	SIGNATURE
	DATE

	     
	     
	     

	CONTRACTOR RECEIPT
	SIGNATURE
	DATE

	     
	     
	     

	SECTION III
	PROPOSAL CONCURRENCE

	A&AS Mgt. Office Receipt
	SIGNATURE
	DATE

	     
	     
	     

	FUNCTIONAL AREA EVALUATOR (FAE)/ Perf. Monitor
	SIGNATURE
	DATE

	     
	     
	     

	FINANCIAL MANAGEMENT
	SIGNATURE
	DATE

	     
	     
	     

	LEGAL COORDINATION
	SIGNATURE
	DATE

	     
	     
	     

	SECTION IV
	CERTIFICATION

	I CERTIFY THAT THIS PROPOSAL IS ACCEPTABLE, THAT ALL NECESSARY COORDINATION IS ACCOMPLISHED, THAT THE TASK CANNOT BE PERFORMED USING AVAILABLE GOVERNMENT RESOURCES, AND THAT FUNDS ARE AVAILABLE.

	PROGRAM OFFICE/USING ORGANIZATION
	SIGNATURE
	DATE

	     
	     
	     

	A&AS FINANCIAL MANAGER
	SIGNATURE
	DATE

	     
	     
	     

	A&AS PROGRAM MANAGER
	SIGNATURE
	DATE

	     
	     
	     

	REMARKS:

	THIS DOCUMENT CONTAINS PROPRIETARY COST DATA

     

	SECTION V
	APPROVAL

	A&AS PROCUREMENT REVIEW
	EFFECTIVE DATE:
	COMPLETION DATE:
	ESTIMATED TOTAL COST:

	     
	     
	     
	     

	THE CONTRACTOR AGREES TO PERFORM ALL TASKS SET FORTH OR OTHERWISE IDENTIFIED HEREIN FOR THE CONSIDERATION STATED HEREIN.

	CONTRACTOR’S REPRESENTATIVE NAME, TITLE
	SIGNATURE
	DATE

	     
	     
	     

	CONTRACTING OFFICER’S NAME
	SIGNATURE
	DATE

	     
	     
	     


ASC/A&AS OFFICE FORM 1, JUL 99, Previous Editions Obsolete
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CERTIFICATION OF COMPLETION

Contract:

Task order Number:

Date:

I certify that the services called for under subject contract task order have been rendered in accordance with the terms of subject contract and task order and have been inspected, reviewed, and accepted.

_____________________________________




___________________

                             FAE/FAEA







     DATE

APPENDIX 2, Page 1 of 1

(FILL IN PROGRAM NAME) Task Order Instructions (AS OF October 2000)
For A&AS Form 1

1. Type of Action.
a. New.  Check this block if this is a new requirement or task.


b.
Modification.  Check this block if this is a modification or change to an existing requirement or task.

2.
Section I – Task Order Initiation.  The task originator shall coordinate task requirements with the appropriate home office functional directors(s), the (FILL IN PROGRAM NAME)  FAE, and the user’s program control.  This coordination will determine the most effective approach for accomplishment of task requirements (i.e., whether the task should be performed by government resources, by (FILL IN PROGRAM NAME)  contractor personnel, or by a combination of the two).  After coordination, the FAE will initiate the task by completing Section I of the Task Order form.  


a.
Contract Number.  One of the two (FILL IN PROGRAM NAME)  contract numbers is to be used.  The (FILL IN PROGRAM NAME)  Program Office will fill this in on new tasks.


b.  Date.  The date the FAE finishes the Section I blocks and passes it on to the (FILL IN PROGRAM NAME) Program Office.


c.
Task Order Number.  The (FILL IN PROGRAM NAME) Program Office will assign this number after receipt of the form for the new tasks.  The (FILL IN PROGRAM NAME)  Program Office will also assign a Job Order Number (JON) that is traceable to the TO number.  


d.
Task Title.  Assign a title that defines the required task (e.g., a task to support the YYYYY program with multi-functional disciplines could be called “YYYYY Functional Support” or “YYYYY Logistics Support” if only logistics support was requested).


e.
Functional Area Evaluator (FAE).  FAE’s typed name, office symbol, phone number and signature in this block when the form is initiated.  If not located at XXXX, list your email address.


f.  Functional Area Evaluator Assistant (FAEA).  (Pronounced as fay-a).  FAEA’s typed name, office symbol, phone number and signature in the block when the form is initiated.  


g.
Program/Project Name.  List the name of the acquisition program or project.  If this does not apply put down the organization requesting the task support.

3.
Task Order Attachments.  The user organization shall provide information under paragraphs 3.a. through 3.h. in sufficient detail to enable the (FILL IN PROGRAM NAME)  contractor to prepare the proposal.  The (FILL IN PROGRAM NAME)  contractor shall prepare a proposal based on information provided by the SOW from the user organization under items 3.a. through 3.h.  For all except the RFP task orders, the contractor shall provide a description of the duties and responsibilities of the personnel assigned to each task (e.g., name the Contract Task Leader for major multifunctional tasks, name any additional duties personnel might have other than the assigned task, or identify support personnel required to accomplish the task).  The contractor shall write the proposal in a manner that will permit it to be incorporated into the contract with no change or minimal change and shall submit the proposal in two parts – one part for incorporation into the contract and one part which provides all other information required to evaluate the proposal.  

a. Background/Purpose.  The background should contain any general background information, explanations, or 

constraints necessary to understand the requirements.  The background should contain an overview of the skill required for the particular task as it interfaces with a related program.  The purpose, the specific goals, or objectives that will be obtained through the particular task should be clearly stated.


b.
Scope/Task Definition.  The scope/task definition provides an overview of the task requirements, outlines specific objectives, and presents any special limitations or provisions.  If collocated contractor personnel are desired, collocation must be identified in this paragraph.  The task definition should contain enough information for the contractor to properly scope the task requirement.
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c.
Applicable Documents.  This paragraph should list all documents that will need to be referenced in the task to obtain the task requirements for this particular task order.


d.   Task Requirements.  The task requirements should be stated in this paragraph.  They should define the work to be accomplished and indicate the main steps and actions, which are required of the contractor to properly conduct the task.  The user organization is responsible for providing enough written information for the (FILL IN PROGRAM NAME)  contractor to address the specific effort and to properly develop a product oriented task proposal.  Required disciplines and skill levels should be shown and the appropriate labor categories selected from paragraph 1.5 in the (FILL IN PROGRAM NAME)  SOW.  Types of tasks, reviews, audits, briefings, meetings, training classes, and working groups that the contractor employees will have to support or attend should also be listed (see paragraph 1.4.6 in the (FILL IN PROGRAM NAME)  SOW).


e.
Data/Other Deliverable.  The user organization must identify the deliverables and provide this information to the contractor with the Task Order initiation.  Basic CDRLs are incorporated in the contract.  The user organization will provide the additional CDRL information and specify which CDRLs are required for their purposes.  If a new/different CDRL is required under a task order, a DD Form 1423-1 must be provided with the A&AS Form 1 to justify the request for the new data.  If approved, the new CDRL will be made part of the task order.  This paragraph shall also include the appropriate distribution statement, export control, and destruction notices that the contractor must apply to technical data.  The task order will not be accepted if this information is not included.  Identify deliverables by use of CDRL numbers in the contract data exhibit.


f.
Special Considerations.  Special Considerations should contain paragraphs, which outline the special relationships between government agencies and the contractor, provisions for the use of Government Furnished Equipment (GFE), and special technical directions for the contractor to follow.  If GFE, GFP, or Base Support is provided, the using organization is responsible to ensure the availability.  In the case of printing support, computer time, photo lab services, etc., the user organization will identify a MIPR Number for the contractor to charge this work.  The user organization will coordinate with the office providing support and provide a list of key personnel and phone numbers for these offices.


g.
Security Requirements.  The user organization must state the program classification and level of clearance required for the task.  Any other restrictions, i.e., special need to know, must be identified.  Security classification guidance on information, hardware, and equipment will be furnished to the contractor through the PCO or authorized representative at the time the contractor is tasked to work on a classified project, or when classification changes occur.  This will include any special access programs.


h.
Travel Requirements.  The task order SOW should identify planned travel requirements without any cost estimate.  Any travel identified in the task order, when incorporated into the contract, is considered approved by the user organization and requires no further coordination by the PCO.  The user organization approves individual trips prior to travel.  Changes in travel requirements, i.e., destination, duration, will be coordinated with the user organization.  Travel requirements for foreign travel, if not approved in the task order, must be specifically approved by the PCO prior to such travel.  A Letter of Invitation (LOI) shall be submitted to the PCO for approval for each individual trip for foreign travel.  Travel requirements in excess of those funded in the task order may be undertaken with approval of the task manager provided the additional travel can be accommodated within the approved overall task funding.  Otherwise, the task order must be modified to increase the funding to an appropriate amount.  The (FILL IN PROGRAM NAME)  contractor maintains responsibility for issuing the appropriate visitor notification information to the TDY destination visitor control center and the cognizant Administrative Contracting Officer.

4.  Independent Government Cost Estimate.  When initiating a new task order the FAE or FAEA prepares an Independent Government Cost Estimate to estimate how much the task will cost.  Total estimated hours are identified and multiplied by the price per hour in the (FILL IN PROGRAM NAME)  contract(s) Section H-3.  This total is multiplied by __% to identify the maximum award fee possible on this task and cover other expenses.  Then travel costs are identified for projected trips.  Note the travel costs are separate from the maximum award fee amount.  Finally, the total amount is used to identify the approval level required on the DDD.  This estimate information is not provided to the contractor.  For manpower reporting on A&AS support, use 1764 hr. = 1 man-year.  There are a total of 2080 total hours in one year; however, each employee is not charging to a task during holidays, vacation, sick leave, or training classes. 

5.  Determination/Decision Document.  Instructions to complete the DDD and a sample form are available on the web at http://www.XXXX.af.mil/a&as.
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6.
Funding Available.  The funding document amounts should be equal to the estimated task cost. Signature by the A&AS Financial Manager in Section II indicates the A&AS office is aware funding will be required.  Signature of the A&AS Financial Manager in Section IV indicates funding is available.  The organization’s financial management POC coordinates in Block III to indicate funding is available to support the task.  If the task order initiative form (A&AS Form 1) is received by the (FILL IN PROGRAM NAME)  Program Office without funding documents available in the computer or attached, further processing of the task will be delayed until funding is made available.  

7.  Functional Coordination.  The lead functional in the organization requesting support (for the requested disciplines) should sign A&AS Form 1, Section II, showing concurrence (or non-concurrence) with the use of contract support for this task.  Note their signature is also required on the DDD.  Since most of the functional POCs need to see the entire package before signature, we recommend keeping the package together until these signatures are obtained.  Duplicate packages may be sent to separate functional POCs but it must be clear that additional copies are being processed to save time.  All DDD forms must be re-accomplished at the start of each fiscal year.  If a task order modification processed during the year requires a change to the DDD, the organization’s 2 or 3 letter may sign Section II of the form without the functional POC’s signature.  However, all DDDs must have functional coordination.  

8.  Section II – Coordination/Tracking.  Upon completion of Section I, with applicable attachments and SPO/2 Ltr/Functional coordination, the FAE will submit the Task Order Initiation to the (FILL IN PROGRAM NAME)  Program for coordination and program office funding activation if approved for (FILL IN PROGRAM NAME) .  The program manager will sign the receipt of the A&AS Form 1 (see paragraph 7 for exceptions on Functional Area POC signature in Section II).  The (FILL IN PROGRAM NAME)  Program Office will then forward the task order to the (FILL IN PROGRAM NAME)  contractor who will immediately indicate contractor receipt in Section II.  The (FILL IN PROGRAM NAME)  contractor will then proceed with preparation of the proposal.  Upon completion, the contractor will submit the initial proposals to the PCO who will sign for program office receipt in Section II.  The PCO will forward the proposals to the user organization for evaluation.  On the natural follow-on tasks, the contractor will provide the proposals directly to the user organization.  After evaluation of the proposal and if approved, the FAE or FAEA will accomplish internal coordination for Section III.  User organization task order approval will then be effected by signing the signature blocks in Section III, and 3-letter or Division Chief signature in Section IV.  The task order will then be submitted to the (FILL IN PROGRAM NAME)  Program Office.

9.  Section IV – Concurrence.  Upon receipt in the (FILL IN PROGRAM NAME)  Program Office, Section IV is completed by the program manager and financial manager.  

10.
Remarks.  Can be used for additional functional coordinations or for comments regarding the task.  An attachment can be added if additional room is needed for comments.  Any attachments (regarding this block) must be referenced in this block and stapled to the A&AS Form 1.

11.
Section V – Task Agreement.  

a. Date.  Date the A&AS Form 1 is received by XXXX/CDX. 

b. Start.  Start date for the task.  May be different from the date requested by the FAE in Section I.


c.  Completion date for task. Finish date for the task. May be different from the date requested by the FAE in Section I.


d.  Estimated Total Cost.  Contractor’s estimated cost for the task based upon the task response.

12.
Section V – Approval.  Upon notification that a task order is to be issued, the (FILL IN PROGRAM NAME)  contractor will sign and date in Section V and the government (FILL IN PROGRAM NAME)  Contracting Officer (PCO) will sign and date in Section V.  These signatures indicate final approval and place the task order on contract.  Electronic copies of the approved task order will be distributed by the Contracting Officer to the (FILL IN PROGRAM NAME)  contractor and the user organization.  Files will then be established within the (FILL IN PROGRAM NAME) Program Office for each task order.


a.    Contractor’s Signature.  Signifies that the contractor will perform all tasks set forth or otherwise identified in the task order for consideration stated within the task order.

      b.    Contracting Officer’s Signature.   Indicates the Government commitment to fund all tasks set forth or otherwise identified in the task order. 

Attachments

1.  Instructions for DDD
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2.  Sample DDD

Advisory and Assistance Services (A&AS)

Determination/Decision Document (A&AS DDD)












(Appendix 3, Attachment #1)

INSTRUCTIONS

Page reserved.  A revision is in coordination on XXXX.
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ADVISORY AND ASSISTANCE SERVICES 
DETERMINATION/DECISION DOCUMENT (A&AS DDD)

Page reserved.  A revision is in coordination on XXXX.  This form is an internal Government form to obtain the required Government approvals for A&AS support.
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