ANNEX 2

PROGRAM MANAGEMENT AND SUPPORT SERVICES

	ITEM NO.
	CONTRACT REQUIREMENTS
	RELATED REQUIREMENTS OR INFORMATION
	ESTIMATED QUANTITY
	PERFORMANCE STANDARD



	2.C
	PERFORMANCE REQUIREMENTS
	
	
	

	2.C.1
	EMERGENCY SERVICE WORK 
	NONE
	
	

	2.C.2
	URGENT SERVICE WORK
	NONE
	
	

	2.C.3
	ROUTINE SERVICE WORK
	NONE
	
	

	2.C.4
	RECURRING
	
	
	

	2.C.4.a
	Provide work reception services at MCBH Kaneohe Bay during normal working hours.
	Receive service calls and verify that the requested work is valid for execution under the contract.  Classify valid work as emergency service, urgent service, routine service, specific work, or Family Housing service. Process Family Housing work and Non-Family Housing work as described in Section J, Attachment J-C5. 

After normal hours emergency service calls will be received and processed by the Command Duty Officer (CDO). 

Note: service calls received is higher than executed workload due to rejection and redundant calls.

All service calls received will be logged and disposition recorded.
	Total service calls received per year are 16,558.
	A. Service calls processed in accordance with Section J, Attachment J-C5 98% of the time.

B. All service calls received are accounted for.

	2.C.4.b
	Not used.
	
	
	. 

	2.C.4.c
	Engineering Technical Services for Facilities
	
	
	

	2.C.4.c(1)
	Projects and Site Approval. 
	Identify and report sensitive and hazardous conditions using archived as-builts, CAD maps, or actual field investigations.  Examples include but are not limited to flood plains, hurricane and tsunami areas, and archeological sensitive areas. 
	50 times per year
	A. Maximum of 2% validated customer complaints per year.
B. Meet customer requirements 98% of the time.
C. Work must be 98% accurate.

	2.C.4.c(2)
	Process Digging Permits for customers other than the shops.
	Provide locations of all underground structures, appurtenances, utility lines and any other ground restrictions for the proposed project. Route  information with the digging permit form for approval, to MCBH departments' supervisors and outside utility companies (Oceanic, AT&T, etc.)  After the Dig Permit is approved by applicable agencies, issued dig permits to the Project Contractor. See CDRL 2-13.

Turn around time for dig permit is 30 working days from receipt of request.
	60 per year
	A. Meet turn around time for dig permits between 14 to 30 working days from receipt of request 100% of the time.
B. No errors in providing dig restriction information to Project Contractor.

	2.C.4.c(3)
	Process Requests for Vehicle Base Passes.
	Process and Issue request for vehicle passes upon request from Project Contractors and -Project Subcontractors within one working day.  Send a copy to Project Contractors, PMO, and the MCBH project engineer. See CDRL 2-12.
	85 per year
	A. Process and issue vehicle passes within one full working day 100% of the time.

	2.C.4.c(4)
	Update/Create Drawings.
	Revise, update and record all changes (Additions and Demolitions) of all buildings and infrastructure (excluding utilities) on the existing layers of the base map as required.  Service Provider to check with Planning once a month for change updates.  For example, this includes but is not limited to building listing, new & completed/demo projects. Obtain finished drawings and CDs from PACDIV/PWC and other outside contracts.  From receipt of as-builts, revisions shall be made in 30 days. 
	450 times per year
	A. Drawings are maintained with 98% accuracy.
B. Meet response time for changes 98% of the time.
C. Maximum of 2% validated customer complaints per year.

	
	
	Update all utility drawings to reflect the new utilities added or modified due to construction projects and field changes reported by the Service Provider and Project Contractors. See Table 2-16 for utility map list of utilities. Modify and maintain all base utility CAD diagrams, along with their associated attributes and databases.  Coordinate with shops once a month. From receipt of as-builts, revisions shall be made within 30 days. For changes identified in the field by the Service Provider and Project Contractors, revisions shall be made within 14 days.  
	375 updates per year.  The estimated quantity is based on historical average of 20 projects per year w/an average cost of $2.5M per project performed by project contractors.


	A. Update 98% accurate on utility drawings from as-builts.  
B. Meet response time for changes 98% of the time. 
C. 98% accurate of all field changes noted by the Service Provider & Project Contractor.

	
	
	Redraw and correct CAD submittals of new and existing facilities from others that have been created in CAD programs other than AutoDesk.  For example, converting Microstation to AutoCAD. This includes Intergraph, Computervision, Magic, Imaginary, etc.  All drawing files shall be in the AutoCAD "DWG" drawings files format.   
	6 times per year
	A. Redraw or correct CAD submittals as required with Maximum of 1 complaint per year.

	
	
	Correct CAD submittals that do not meet MCBH CAD standard.  For example, dimensions drawn in paper space, utilities drawn on maps other than MCBH GIS Base Map, etc.  
	4 times per year
	A. Redraw or correct CAD submittals as required with Maximum of 1 complaint per year.

	
	
	Create new drawings based on Engineers and Tenants requests. Examples include creating new drawings from existing as-builts, from hand sketches, verbal descriptions, data from site visits, grading/topo plans from field surveys, etc. 
	350 times per year
	A. A minimum of 340 new drawings created accurately in accordance with customers request.
B. Meet normal turn around time of 1 day.

	2.C.4.c(5)
	Maintain and Scan Record Drawings and As-Builts.
	Maintain 20,000 record drawings and 100 electronic backup (CD's and Disks) for all Class 1 and 2 real property and installed equipment (including antennas and antenna components; see Table 2-6).  File all hard copy and electronic versions of submitted as-builts in retrievable order.  Be able to locate record and drawings within one hour upon request.
	50 projects, with an average of 10 to 20 sheets per project per year.

	A. No more than 1 instance per month of failure to locate record and drawings in required time.

	
	
	Scan existing hard copies (backlog of approx. 20,000 drawings) and record and implement through VisualBASE database which links to the server accessible to MCBH Personnel, along with other electronic submittals for use by all.  Populate the associated database.  See Table 2-11 for an example (picture) of software to access.
	1,000 per year.
	A. Complete scanning within time required 98% of the time.

	2.C.4.c(6)
	Maintain the Facility Technical library.
	Technical library updated within 3 days of receipt of new updates.
	Maintain/update

 200 Technical 

 Books and Tech

 Manuals 251

 times per year.
	A. Update Tech books and manuals with 95% accuracy. 
B. Meet the required update time 95% of the time.


	B. Provide data upon request within 5 working days.

	
	
	Provide assistance to Project Contractors, environmentalists and various agencies on how to use the GIS mapping system to insure conformity to MCBH standard (see Table 2-15).  Provide instruction within 5 working days upon request. 
	50 times per year
	A. Provide timely and accurate assistance 98% of the time.

	
	
	Record survey control points (on benchmark drawings) as they are destroyed or added by appropriate survey teams.  Record survey control points within 5 working days of notification.
	5 times a year
	A. Record survey control points with 98% accuracy.
B. Record updated data within 5 working days 98% of the time.

	2.C.4.c(8)
	Provide Support Services to Facilities Engineering, Project Contractors, Tenant and/or all other Branch Services on base or within DOD.  Requires use and understanding the principles of AutoCAD, ArcView, directCD, ScanJet, WideView and AutoCADMap2000i. 
	Record, design, plot, and send (electronically) tailored maps in raster and vector formats, such as .dwg, .jpg, .bmp, .wmf, .tif, etc., as requested by client.  Meet requirements within 5 working days.
	200 per year
	A. Meet requirements 98% of the time with 98% accuracy.

	
	
	Interpret and provide various technical details, such as coordinates, LLs (Latitude, Longitude), azimuths, volumes, lengths, areas, and demarcations. Meet requirements within 5 working days.
	300 per year
	A. Meet requirements 98% of the time with 98% accuracy.

	
	
	Assist and prepare charts, maps and area surveys, and collect field data to be incorporated into location maps and records.  
	50 per year.
	A. Prepare charts, maps and area surveys accurately 98% of the time.

	
	
	Provide tenants and walk-ins with presentations and custom maps when requested (sometimes on a moment's notice).   Provide presentations and custom maps within 5 working days as requested.  
	100 times per year
	A. Provide presentations 98% of the time by due date with 98% accuracy.

	
	
	Advise and assist clients with the interpretation of as-builts, base maps, and infrastructure.
	500 times per year
	A. Resolve client’s questions and concern 98% of the time.

	
	
	Research and retrieve drawings, project files, historical files, and specifications.  Examples for specifications include but not limited to MILSPEC, CCB, ASTM, NAVFAC, UBC, etc.
	800 times per year
	A. Retrieve documents 98% of the time as requested by the customer.

	
	
	Produce presentations in vector or raster images by way of MS Word, WideView, CAD, etc.  Produce presentation within 5 working days.
	100 times per year
	A. Produce presentations with 98% accuracy and within 5 working days.

	
	
	Provide immediate assistance for walk-in customers, which include the following: location of drawings, utilities, on the spot creation of special tailored drawings, plotting, printing, and interpretation of drawing content.  Maintain logbooks for checking out as-built drawings, technical manuals, library books, etc. Respond to customer requirements within 1 hour.
	500 times per year
	A. Respond within the time required 95% of the time.

B. Log book accurately maintained 98% of the time.

	
	
	Provide ADP support in maintaining a GIS infrastructure communication or Intranet System to include servers, printers, workstations, scanners, and plotters.
	260 times per year
	A. Respond within the time required 98% of the time with 98% support accuracy.

	2.C.4.c(9)
	Update Special Use Maps
	Update Special Use maps to include but not limited to flood plain boundaries, hazardous storage sites, etc.  See Table 2-16.
	100 times per year
	A. Update Special Use Maps with 98% accuracy and within the required time.

	2.C.4.d
	Provide Assistance to Environmental Department.    Provide drawings, technical assistance and dig permits for environmental projects.
	Create, record, revise, and update approximately 60 environmental layers and their corresponding composite maps in CAD/GIS and ArcView format.  Revising includes translation of AutoCAD maps to ArcView format and the implementation of a GIS system for base-wide use. 
	100 requests 

per year
	A. Tasking completed accurately 98% of the time.

	
	
	Provide technical assistance to Project Contractors working with Environmental Engineers.  Examples include research in finding maps, drawings, specifications, studies, benchmarks, survey controls, environmental constraints, utilities, etc.
	156 times per year
	A. Meet customer requirements 98% of the time.

	
	
	Provide technical expertise in computing areas, volumes, distances, and Lat/Longs; and translating from one world coordinate system to another (i.e. WCS, UCS and UTM) for spacial and/or GIS details. See table 2-4b for list of acronyms.
	100 times per year
	A. Meet customer requirements 98% of the time.

	2.C.5
	PROGRAM SUPPORT
	
	
	

	2.C.5.a
	Program Management. Engineering, Planning and Financial planning support for Public Works Division (PWD). 
	Prepares financial plans based on allocated L1/P1 (general engineering services) resources and monitors expenditures and staffing against those plans. Plan and monitor authorized M2, R2, R1 and M1 resources. Resources are monitored by reconciling SABRS financial reports submitted by Facilities Fiscal Branch. Notify Public Works (PW) Officer of any projected shortfall of resources. Reallocate resource as directed by the PW Officer.
	12 times per year.
	A. Execute 99.5% of the authorized resources. 

B. No instances of exceeding the budget. 

C. No instances of failure to notify PW Officer prior to exceeding the budget.

  
 

	
	
	Develop, justify and recommend internal PWD budget and funding requirements for Department. This includes but not limited to travel planning, department supplies, ADP equipment, etc.
	12 times per year.
	A. Prepare budgets accurately and meet deadline 100% of the time.



2. Procurement Marine Corps (PMC) investment 


3. Personnel support Equipment (PSE) Budget Call


4. Warehouse modernization equipment/furniture.


4 times per year

	
	A. Reports prepared accurately and submitted on time 100% of the time.

	
	
	Track, analyze and evaluate construction management data to ensure proper and consistent workload reporting (Work In Place) and resource obligation against performance indicators work-plan objectives.
	70 to 130 times per year. Depending on number of projects in place.
	A. Workload reporting is 100% accurate.

	
	
	Prepare point papers on workload, resource status, and PW and MCBH issues.  
	4 times per year.
	A. Meet due dates as requested.

B. Customer satisfaction 100% of the time.

	
	
	Prepare and forward funding request upon receipt of O&M,MC to Facilities Fiscal Division.  I day turn around upon receipt of O&M,MC funds.
	75 times per year
	A. Timely response 98% of the time.

	
	
	Track funding requests for timely submissions to contracting agencies.
	75 times per year.
	A. Meet contractual deadlines.

	2.C.5.b
	Other.  Planning, procuring and assessment functions.   Coordinates and oversees visual information systems and ADP systems for PWD and Facilities Department.
	Create PowerPoint presentations and create digital animation. Take digital photos as requested by the Commanding General or others to be included in briefs. Advance notice on briefings can be 2 hours to 2 weeks. Briefs could require input from 3 to 10 Activities.
	46 times per year.
	A. Meet required due dates 100% of the time.

B. Maximum of 2 validated complaints per year.



	
	
	Provide procedures & guidance on a presentation format.
	250 times per year.
	A. 95% accuracy.

	
	
	Setup visual equipment and computers for presentations and brief, itinerary, agendas, windshield tours, (VIP checklist).
	50 times per year.
	A. Timely response 98% of the time.

	
	
	Create take-away package/binder and/or electronic formatted presentation.  See Exhibit in Technical Library.
	50 per year
	A. Meet required due date.

	
	
	Prepare purchasing documents for approved funding of CSE, PSE, PMC and Warehouse Modernization equipment to MCBH Supply via the PWD Officer. See CDRL 2-23.
	21 times per year.
	A. Meet required deadline for submission of documents.

	
	
	Analyze the use of ADP resources for PWD. Determine and execute five-year plan to meet future ADP requirements. ADP procurement to be accomplished through Government purchasing procedures. 
	Analyze 4 times per year.  1 time per year for 5 year plan.
	A. Quarterly analysis accurate.  
B. 5 year plan submitted by due date.
C. Government ADP purchasing procedures followed. 


200 times per year for network problems. 


	B. Problems resolved after implementation of recommended hardware and software 98% of the time.

	
	
	Provide training & assistance as requested by the residual Government organization for new and existing hardware and software.
	200 times per year.
	A. Provide training and assistance that resolves customer concerns or questions 95% of the time per year. 

	
	
	Collect data for a consolidated training plan for Public Works staff.  
Prepare annual Training Plan for Public Works staff. See CDRL 2-2.
	12 times per year.

1 time per year.
	A. Data collected and training plan reflects 98% accuracy in training requirement.

	2.C.6
	ADMIN SUPPORT SERVICE
	
	
	

	2.C.6.a
	Provide administrative support services. Service Provider shall set up a procedure for workload submission from Government Personnel to include Camp Smith.
	Administrative support services include but not limited to preparation of personnel awards/actions, (see CDRL 2-7), correspondence/letters, length of service awards for civilian employees. Process and file overtime request, FITREPS for military personnel, Training Request (DD 1556) (See CDRL 2-20), travel request/validations and recording into the SABRS system (See CDRL 2-21). Prepares paperwork for DRMO (1348-1A) for disposal of government property and equipment (See CDRL 2-22). Documents processed in accordance with administrative directives.   5% of documents processed (Travel request, training request, Personnel action, etc) as listed in Table 2-8 shall be completed within one hour upon request.  10% of documents processed listed in Table 2-8 shall be completed within 24 hours. For remainder of the quantities listed in Table 2-8, the work shall be completed within 5 days.
	See Table 2-8 for workload description.
	A. Documents are processed as required 98% of the time.
B. No more than 2% error rate of documents prepared.

	2.C.6.b
	Provide filing, mail pickup and distribution, front desk telephone answering services.
	Filing includes but not limited to incoming and outgoing correspondence. Operate central switchboard. The switchboard is required to be operated during the MCBH regular working hours of 0730 to 1600.  Calls shall be answered and redirected professionally, accurately, and in a timely manner.  Provide first echelon level ADP troubleshooting support and call in service calls to the Base information System Management Office (ISMO) trouble desk when higher level support is required.  Reproduce copies upon request, within 4 hours; assist visitors, provide 50% of the messenger runs within 1 hour and the balance within 1 day. Maintain files retrievable within 30 minutes. 

Mail pickup will require two pickups daily at Building 835.  First pickup between the hours of 

0930 – 1030 and the second pickup between the hours of 1330 – 1430.  Twice a week mail pickup is required at Building 4009 on Tuesday and Thursday between 1300 – 1400.
	See Table 2-8 for workload description.
	A. For filing: No more than 2% error rate of documents misfiled.
B.  For reproducing copies and mail pickup:  Meets customer response time 98% of the time.

C.  For operating the central switchboard:  No validated customer complaints.

D.  For ADP troubleshooting support:  No validated customer complaints.

	2.C.6.c
	Provide/update periodic reports, retrieve and maintain directive library.  Process Government personnel recognition certificates.
	Research and reconcile the Consolidated Memorandum Report (CMR). See CDRL 2-8.
Prepare Facilities Training Expense Report. See CDRL 2-3.
Reconcile Travel Validations Report. See CDRL 2- 4.
Submit Vehicle Support Report. See CDRL  2- 5
Update Electronic Records of Facilities Personnel. See CDRL 2-6. 
Inspect fire extinguishers and submit monthly report. See CDRL 2-10.
Prepare/submit Telephones Service Request (TSR) form for residual government personnel. See CDRL 2-11.
Prepare Certificate of Appreciation, Special Act Awards. See CDRL 2-14.
Prepare Certificate of Appreciation for retiring civilian employees. See CDRL 2-15.
Prepare Certificate of Appreciation (NAVMC 11142). See CDRL 2-16.
Prepare Personal Award Recommendation form (OPNAV 1650/3). See CDRL 2-17.
Prepare Administrative & Issues Procedures for Decorations, Medals and Awards. See CDRL 2-18.
Prepare Federal Length of Service for civilian employees. See CDRL 2-19.

	See Table 2-8 for workload data.
	A. Submit reports on time and no more than 2% error rate of the data submitted.

	
	
	Maintain and update Base Orders and other Directives. See Table 2-9 for list of Base Orders. Retrieve directives from USMC website upon request from customer.
	See Table 2-8 for workload data.
	A. Required documents are available and current 98% of the time. 

B. Directives on USMC website retrievable and make available within 48 hours of requests.



	2.C.6.d
	Recycle Toner Cartridges, Paper, etc.
	Coordinates the collection and pick up, and delivery of recyclable items to Recycling Center monthly.  Items include but not limited to bonded white paper, cardboard, aluminum cans, laser printer toner cartridges, etc. Refer to Base Order 4500.2.
	Approx. a dozen collection sites with 2 large outdoor bins and one for cardboard and one for laser toner cartridges.
	A. Comply with Base Order 4500.2.
B. Meets requirement 99% of the time.

	2.C.6.e
	Prepare Purchasing Documents/Orders for Approval for Office Supplies, Equipments, and Furniture's for the Residual Government Organization.
	Preparation of purchasing documents/ orders includes annex 2 and annex 8a..  Service Provider shall prepare the purchasing documents IAW the CDRL 2-23, and forward to the ACO for approval and payment.  In addition, the service provider will be responsible for the pick up and distribution of the office supplies, equipment, and furniture to the Residual Government Organization.
	6 times per year.
	A. Process purchase documents upon request within 3 days.

	2.C.7
	UTILITY COST ANALYSIS Report (UCAR)
	
	
	

	2.C.7.a
	Provide Annual UCAR Data Input.
	Submit annual UCAR data in format required by Facilities Fiscal Division. See CDRL 2-9. UCR is due 10 Oct after end of fiscal year.  As required, UCAR data may be requested three additional times a year.
	Annual
	A. Data submitted as required on due dates requested.

	2.C.8
	LICENSES AND CERTIFICATIONS
	
	
	

	2.C.8.a
	Maintain Employee Certifications and Licensing.
	All certifications shall be maintained on 

file and readily available for the ACO review upon request.
	As required.
	A. Certifications are current and available for ACO review 100% of the time. Section C paragraph C.7.1.5.

	2.C.9
	SAFETY AND HEALTH
	
	
	

	2.C.9.a
	Safety and Health Program.
	Submit Safety and Health Plan not later than 30 days prior to takeover date and within 30 days of award date for option years.


	1 plan per year
	A. Plan is submitted on time and complies with section C paragraphs listed under C.7.2.

	2.C.10
	SECURITY
	
	
	

	2.C.10.a
	Provide and Maintain a Current List of Employees.
	Provide copies to the ACO and appropriate base security offices no later than 90 calendar days after start of full performance date. Service Provider shall provide updated lists as employee changes occur within 5 working days.


	Provide list and updates as required.
	A. Reports submitted on time and 100% accurate.

Section C paragraph C.7.3.1.  

	2.C.11
	QUALITY CONTROL PROGRAM
	
	
	

	2.C.11.a
	Establish and Maintain a Complete Quality Control (QC) Program.
	Service Provider shall submit to the ACO a QC plan for approval 15 calendar days after start of full performance. QC plan should be in accordance with section C, paragraph C.7.9. 


	Submit QC plan as required.
	A.QC plan submitted on time and in compliance with section C paragraph C.7.9.

	2.C.12
	ENVIRONMENTAL PROTECTION
	
	
	

	2.C.12.a
	Provide Procedures for Handling and Disposal of Hazardous Waste and Material.
	Service Provider shall comply with all federal, state, local, DoD, Navy and Marine Corps environmental laws regulations, and policies.


	Provide as required
	A. Full compliance with paragraphs in section C under paragraph C.8

	2.C.13
	MEANS COST DATA BOOK:

Service Provider shall provide, for the Government’s use, the Means Costs Data books.  Provide the Government with the most current edition available at the time of contract award and replace editions with “new” updated editions at the start of each calendar year throughout the term of the contract
	Submit three printed copies of the books to the ACO, within 15 calendar days after contract award. Thereafter, submit three printed copies of the updated edition books to the ACO by the first regular working day of the calendar year
	3 copies
	A. Means Cost Data Book submitted as required. Section C paragraph C.6.3.1.4.

	2.D
	WATCHSTANDING
	None
	
	

	2.E
	INDEFINITE QUANTITY REQUIREMENTS
	None
	
	

	2.F
	Not Used
	
	
	

	2.G
	MATERIALS, EQUIPMENT AND FACILITIES
	
	
	

	2.G.1
	Government furnished materials (GFM).
	 All office materials and supplies required by Annex 2 will be paid by the Government.  The service provider shall prepare the purchasing documents IAW the CDRL 2-23, and forward to the ACO for approval and payment, and will also be responsible for the pick up and delivery of the material and supplies.  The service provider shall make an effort to find the best price and quality.  See also 2.C.6.e for the materials and supplies, including equipment, and furniture required by the Residual Government Organization.
	
	

	2.G.2
	Government furnished equipment (GFE).
	Nothing additional
	See Table 2-3
	

	2.G.3
	SERVICE PROVIDER FURNISHED MATERIAL 
	None
	
	

	2.G.3.a
	Inventory. Provide all materials and supplies necessary to perform the work in this annex.
	Nothing additional
	Average of $1,399/year.
	

	2.G.4
	SERVICE PROVIDER FURNISHED EQUIPMENT 
	
	
	

	2.G.4.a
	Inventory. Provide all equipment not otherwise provided as GFE required to comply with the provisions of this annex.  The Service Provider is responsible for replacing Service Provider-Furnished equipment.
	Title to all Service Provider-furnished equipment remains with the Service Provider.
	Nothing additional.
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