U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION 1370.74

9/10/91

SUBJ: TRANSMITTAL OF OFFICE AUTOMATION TECHNOLOGY AND SERVICES (OATS)
ADVISORY INFORMATION

1. PURPOSE. This order establishes a means for transmitting information to Office Automaton Technology and
Services (QATS) ordering offices.

2, DISTRIBUTION. This order is distributed to QOATS Implementation Coordinators (OIC), Information
Resource Managers (IRM), National Airspace System (NAS) program managers who use the QATS contract,
members of the Administrator’s Management Team (AMT), and branch managers.

3. SCOPE. As a matter of quality management, the OATS Branch, AMS-330, shall be continually receiving or
developing more effective and/or efficient means for using the OATS contract and processing QATS procurement
requests and must distribute this information immediately. The primary individuals to benefit from this information
are the OIC’s, Others who should be aware of information that is being disseminated include the IRM’s, NAS
program managers who use the OATS contract, members of the AMT, and branch managers.

4, EXPLANATION OF ADVISORIES. There are two categories of information to be disserninated, Each is
described in the following subparagraphs and is to be included in their respective appendixes of this order. As anew
information broadcast is developed, each shall be sequentially numbered and be transmitted as a change to this
directive and is to be added to its respective appendix. Recipients are to file these changes with this directive.

a. Procedure Advisory Broadcast (PAB). As procedures change which have an immediate effect with
regard to the handling of an OATS procurement request, delivery or task order, or any form of acceptance
documentation change, a PAB shall be issued to advise requesters.

b. Technical Advisory Broadcast (TAB). As technical issues surface which have an immediate effect on the
delivery, installation, or acceptance of items ordered through the OATS contract, a TAB shall be issued to advise
requesters,

5. AUTHORITY TO CHANGE THIS ORDER. The Manager, OATS Branch, AMS-330, as part of the OATS
contracting officer’s technical representative (COTR) responsibilities is authorized to issue PAB’s and TABs.

Ml

Michael D, Sherwin
Director of Management Systems

Distribution: A-WXYZ-3; ZMS-444 Initiated By: AMS-330
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APPENDIX 1, PROCEDURE ADVISORY BROADCASTS (PAB)
Figure 1. PAB No, 91-1-1, Moves and Changes
(Relocation of Equipment) Affecting Warranty or Maintenance.

. 1. PURPQSE. Provides directions for assuring equipment relocation when it is
covered by AT&T under warranty or purchased maintenance.

2. DISTRIBUTION. Working draft was distributed to OATS implementation
coordinators (0IC) in August 1991,

3. ACTION. The moves and changes form Figure 1-1, FAA Form 1370-26, OATS
Equipment Moves, Changes, Rearrangements, and its directions are for use not
only during maintenance purchases, but anytime equipment is relocated and must
be 1dent1f1ed for warranty or maintenance services.

4. BACKGROUND. A working draft of directions for assuring properly
documented moves and changes were distributed to 0ICs in August 1991. After
that working draft was distributed, AT&T relocated the receiving point for the
moves and changes form. The "old" address appears on the form; a stop order
was placed on printing and stocking of the form, FAA Form 1370-26 (NSN:
0052-00-909-8000). The merger of NCR with AT&T is causing another move of the
AT&T receiving point.

Figure 1-1 provides a copy of the revised form with the currently, corrected
AT&T address. As changes occur, revisions to this PAB will be made and
distributed to assure current versions of the form are available for use.

5. FORMS. Because FAA Form 1370-26 (9~91), OATS Equipment Moves, Changes,
Rearrangements, may be subject to frequent address changes, this form will no
longer be stocked at the FAA Logistics Center (formerly the Depot). Local
reproduction of the form is authorized.

6. GENERAL.

a. Without current moves and changes information, required hotline and
maintenance service could suffer. For example, if a work station was
relocated to another facility, it might be in a different zone and might not
be eligible for service at that location. Furthermore, an AT&T service
dispatch to the location of record, when the equipment has been moved
elsewhere, could result in a service charge without repair if the relocation
information had not been provided to AT&T.

Page 1
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Figure 1, PAB No, 9i-1-1 (Cont.)

i
b. To avoid problems, keep the location and configuration of €:i:}
hardware covered by OATS maintenance current through use of FAA Form 1370-26,
OATS Equipment Moves, Changes, Rearrangements. Moves and changes information
"not only apprises the vendor of equipment location, but facilitates
configuration and inventory management, permits efficient problem response,
and assists in OA planning. Completing the moves and changes form after you
discover maintenance problems and want service will most likely delay that
response.

Page 2
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SECTION 1. Itoms Aflacied

ATG SYMBOL

{(Attach separate sheet for iisting Hema when moitiple units &7 Moved anNmasos. 8.g., server on LAN.)

CLIN DESCRIPTIOM

SERIAL HUMSER

ATG. SYBOL

NITIALSIG.

RTG. SYMBOL

DATE

RTG SYMBOL

DATE

RTQ. SYMBOL

MITIAL/SIG.

DATE

ATG. SYMEO0L

BATE

SECTION 2. RELOCATING PROM

SECTION L. RELOCATING TO

ATQ. SYMBOL
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(Workstation CPtJ serial no.)

ATAT instatistion Location Code
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DATE
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City State Zip
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Commercisl Phone Number:
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=

FAA PORM 1370-28 (7-91)

PageE '




1370.74 CHG 2 2/14/92

Appendix 1
Figure 1, PAB No. 91-1-1 (Cont.)
Figure 1-1. FAA Form 1370-26 (Cont.)

GENERAL INSTRUCTIONS

~ Ifthe equipment is under AT&T warranty or maintenance, AT&T must be alerted of relocations immediately in
order to assure continuity of service. If maintenance is requested of AT&T from a "new” site and AT&T has not
been advised of the relocation, AT&T will not service the equipment there. This form is designed to capture
relocation of a workstation. .

Section 1, tems Affected, may not provide encugh space to list all components when entire systems or
multiple systems are reiocated. List components for these systems on separate sheets and attach them to the
signed form.

-Sections 2 and 3 must be completed for all submissions. When components of one workstation are moved to
another, cite the serial numbers of the affected CPUs in these sections. For moves of entire systems, attach a
listing of affected CPUs. lf relocations are either from or to more than one site, separate o cite one-lo-one site
relocations on individual forms.

FORM PREPARATION INSTRUCTIONS

1. Type {print tegibly) all requested infarmation on the form.
2. Cite the effective date of the relocation in "Effective Date" block.

3. In block "Reference Order Number." cite the appropriate OATS order number. if the change is occurring
during the initiai 90-days (or authorized extension of it) acceptancefwarranty period, insert the delivery order
number under which the systerm was ordered. If the change is affecting separately-ordered maintenance, cite
the delivery order number under which the system's maintenance coverage was ordered. NOTE: Only
systems moving from/io like zones can be changed through use of this form. I zones are affected, follow other
established procedures for making move changes.

DISTRIBUTION OF COPIES

Ensure Sections 1. 2, and 3 are compileted, and Section 4 is signed before distribution:

Original copy AT&T National Controf Center
DOT/OATS Project, 3d Floor/POD B

3033 Chain Bridge Road
QOaktfon, VA 22185
One copy OIC of SC receiving the system
Ope copy Releasing prope-ty custodian
One copy Retained by OIC of releasing SC
One copy Retained by the releasing SC

FAA Form 1370-26 (5/91) supersedes previous editions

Page 4 {thru 19)
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APPENDIX 1, PROCEDURE ADVISORY BROADCAS AB
Figure 2. Broadcast No. PAB-91-1-2, On-Site Delayed
Installation and Change to Installation Location

1, PURPOSE. Establishes procedures for handling "on-site installation" delays
in installation and/or changes to installation location. Provides a standard
operating procedure (SOP) to be used by DOT/FAA and AT&T contracting staff for
addressing delays and moves which were not addressed in the delivery order {DO)
or its attached configuration statement.

2. DISTRIBUTION. Working draft distributed to OATS implementation
" coordinators (0ICs) 9/18/91; copy of draft also attached to OIC telecon notes
of 9/18/91.

3, ACTIONS. AT&T and DOT/FAA contracting staff implemented contents of this
S0P on September 20, 1991. OQIC/IRM should provide a synopsis to end users and
instructions in accordance with respective OIC/IRM’s management policies.
OIC/IRM will be the point of contact for implementation.

4. BACKGROUND.

a. The SOP addresses DOT/FAA contracting problems which occur when
ordering organizations are not able or willing to accept on-site installation
at the time and place specified in the DO. Additionally, the problem with AT&T
making timely coordination is addressed as a condition for determining the
actual date of full and complete delivery of the equipment.

{1} For AT&T, the problem is the inability to bill for orders
delivered, but for which the ordering organization is not ready for
installation or has decided to change the installation location.

(2) The SOP provides methods for ordering organizations and AT&T
project coordination officer {PCO) to adjust installation times/locations
without prior formal DO modification.

{(3) The SOP provides guidelines for when there is a need for formal
action to modify DOs, generally when ordering organizations and AT&T PCOs
cannot complete their coordination in a timely manner.

(4) The SOP details conditions (usually ordering organization’s
failure/refusal to take appropriate action) under which the contracting officer
will consider requestis from ATAT for a unilateral modification of the DO.

b. Receipt of ADP equipment by an organization requires a great deal of
coordination. It is not unusual for organizations to experience break-downs
and glitches in the execution of installation plans. Therefore, specific
procedures are needed to address providing flexibility in
schedul ing/re~scheduling the installation of delivered products. All
procedures described within this PAB are no cost changes unless they .
specifically state that a new procurement request (PR) is required to address a
change in requirements, in those instances, the PR is treated as a new
independent action.

Page 11
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Figure 2. PAB No, 91-1-2 {Cont.)

5., DEFINITIONS.

a. Contracting Officer (CO} response time to an AT&T petition for
unilateral €O modification. The FAX date/time stamp on the ATET request is
sufficient for establishing initiation of CO response time,

b. Full and complete delivery. All the components are delivered at that
location and comprise a DO or portion of a DO which can be invoiced.

¢. Local Installation. Installation specified on the DO at logical
delivery address. A logical delivery address is building, complex, campus,
installation or other normal grouping of buildings/facilities or temporary
buildings. ({As of July 10, 1991, all of the Oklahoma City Mike Monroney
Aeronautical Center or all of the Atlantic City Technical Center are examples
of logical groupings. The 800 Independence Ave., SW, and 400 7th St., SW,
Washington, DC, addresses are examples of non-logical groupings.)

d. Re-shipping. Defined as the movement of hardware and/or software to
another location outside of the logical delivery address. The re-shipping must
be performed by cother than AT&T, or an AT&T subcontractor, performing specified
or implied duties as part of the requirements of another OATS DO.

e. Start of the test and acceptance period. The delivery date used to
calculate the start must be at least 14 calendar days after the initial
coordinating call was made by the AT&T project coordinator to the DOT/FAA
consignee or site coordinator (SC) specified on the DO. This ensures that,
should AT&T not conform to the coordination requirement (14 days out), DOT/FAA
8Cs are not adversely impacted in their ability to effect timely coordination
of installation. The delivery date may be adjusted by the DOT/FAA consignee/SC
and AT&T project coordinator to compensate for less than 14 days notification
before the arrival of the eq.ipment. More specifically: (1) If the
coordination call is made between the 14th and 30th day before the specified
delivery date and the material is delivered on the specified date, there is no
adjustment. (2) If the coordination call is made 10 days before the delivery
date, then the date for calculating adjusted delivery date is four days after
the actual delivery.

6. FORMS. The formats prescribed within this PAB are recommended examples to
be used when constructing required memorandums. These formats are not
preprinted nor are they centrally stocked.

7. ADMINISTRATIVE PROCEDURES.

a. Delay of Installation after Eguipment Delivery Has Been Made.
Situation 1. Delay of installation within the test and acceptance period --

When the QATS DOT/FAA consignee/SC reguests a delay of the installation
services, specified in the DO, and the new requested installation date is
within 35 calenda:r days after full and complete delivery then at least one of
the following actions must be taken.

Page 12
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Figure 2, PAB No, 91-1-2 (Cont.)

(1) The DOT/FAA consignee/SC and the AT&T project coordinator have the
authority to coordinate a new date which is within 14 calendar days of full and
complete delivery. Neither the DOT/FAA SC nor the ATA&T project coordinator are
required to obtain CO/COTR approval. Test and acceptance and warranty period
will commence upon completion of the ready for use (RFU) certificate.

(2) When the date coordinated between the DOT/FAA consignee/SC and the
AT&T project coordinator is after the 14th calendar day after full and complete
delivery, then CO/COTR notification and approval is required, However, test
and acceptance period shall commence five days after full and complete delivery
{except installation) has occurred.

{a) Through the AT&T contracting officer, the AT&T project
coordinator must notify the COTR and. request authorization to commence the test
and acceptance period. See attached Figure 2-1, Example Memo for Commencing
Test and Acceptance Period, for request format.

(b) The COTR will investigate/review the request for initiation
of test and acceptance without installation. The DOT/FAA CO will accept or
reject the request within three working days.

{c) When the DOT/FAA CO has approved initiation of test and
acceptance without installation, ATET may elect to submit an invoice to the
government for products and services rendered when the test and acceptance
period expires. This invoice may not charge for installation service that has
not actually been completed by the date of the invoice.

(3) The DOT/FAA consignee/SC requests a delay of installation that is
within the test and acceptance period but fails/refuses to coordinate for the
receipt of the installation service within 35 calendar days of delivery. Test
and acceptance and the warranty periods shall he construed to have begun on the
fifth day following full and complete delivery of ordered material without
regard to the originally scheduled installation date.

(a) Inventory and claim of the materials will be assumed to have
been completed by the DOT/FAA consignee/SC on the 35th day unless the DOT/FAA
consignee/SC produces other documentation establishing an earlier date.

{(b) Through the AT&T contracting officer, the AT&T project
coordinator must petition for an DOT/FAA CO unilateral DO modification to
remove the on-site installation instructions and corresponding installation
hours from the DO. See attached Figure 2-2, Example memo to Delete 4500J, for
request format.

{c) The COTR will investigate/review the request for unilateral
DO modification. The DOT/FAA CO will accept or reject the request within three
working days,

(d) AT&T may elect to submit an invoice to the government for

products and services rendered when the test and acceptance period expires
whether the equipment is in use or not.

Page 13
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- - Figure 2. PAB No. 91-1-2 (Cont,

b. Delay of Installation Bevond Test and Acceptance Period. Situation 2:
Delay of installation beyond the test and acceptance period -- When the DOT/FAA
consignee/SC requests a delay of installation services, specified in the DO,
and the new installation date will cause the installation date to be a date
later than 35 calendar days after. the date of the full and complete delivery of
the product to be installed (delivery date specified on the DO or adjusted
delivery date or actual date of delivery, whichever is later), one of the
following two procedures must be implemented. In the event that neither of the
two options is exercised and actual installation has not been completed within
60 calendar days of the full and complete delivery, then situation 2 will be
the assumed circumstance.

(1) The consignee/SC may authorize an AT&T representative to inventory
the items delivered and verify the completeness of the order (or file claims,
as appropriate) to the government’s representative. Following the inventory
{and fulfillment of claims, if necessary), the Government assumes
responsibility for any shortages that are subsequently detected. The inventory
activity will consume one "journeyman installer" hour designated for local
installation, per computer inventoried. (One hour is specified because DO may
include other than the standard one hour of labor for installation.}

Therefore, to receive local installation, a subsequent PR (PR) must be
initiated and routed through the DOT/FAA CO for issuance of a DO to AT&T for
on-site installation service,

(a) This action, i.e., initiation of a subsequent PR as evidenced
by the initiation date assigned in the system for acquisition management (SAM),
must be initiated by the DOT/FAA consignee/SC no later than 30 calendar days
after delivery; coordinated with the responsible AT&T project coordinator; and
completed no later than 34 calendar days after delivery. This places the
responsibility on the DOT/FAA to coordinate the action in a timely manner and
not exceed the normally expe ted test and acceptance period.

(h) A subsequent installation DO shall be for the same conditions
and have the same time allocated as the original deliver order. A request for
other types of installation shall be treated as a new delivery or task order.

(2) The consignee/SC may inventory the items received and acknowledge
full receipt of items ordered or identify missing items. Following the
inventory {and replacement of missing items, if necessary), the government then
assumes responsibility for any shortages or damage subsequently detected. The
DOT/FAA consignee/SC would then coordinate with their AT&T project coordinator
to modify the DO to remove the local "journeyman installer" hours.

{a) Through-the AT&T contracting officer, the AT&T project
coordinator must petition for a DOT/FAA CO unilateral DO modification to remove
the on site installation instructions and corresponding installation hours from
the DO. See attached Figure 2-2, for request format.

(4} The COTR will investigate/review the request for unilateral

DO modifir .ion. The DOT/FAA CO will accept or reject the request within three
working days.

Page 14
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Figure 2. PAB No, 91-1-2 (Cont.!

c. Movement of Equipment to other Locations Prior to Completion of
Specified Installation. This section provides procedures for dealing with
equipment that is re-shipped prior to installation services being performed.
In the event that neither of the two options is exercised and actual
ingstallation has not been completed within 60 calendar days of the full and
complete delivery, then situation 2 will be the assumed circumstance.

(1) Re-shipping. (See definitions.) This provisicn on AT&T re-
shipping ensures that AT&T retains responsibility when the actions required by
two or more DOs are intermingled. This also requires that AT&T complete and
forward the required forms for move and change notification even if not
specified in any of the intermingled DOs. There are special conditions.
Reshipments normally require delays or rescheduling of installation. In
addition to the following conditions, all conditions of the previous section
(Delay of Installation after Eguipment Delivery Has Been Made) must be met.
Additionally the DOT/FAA consignee/SC must allow AT&T at least 14 calendar days
to reschedule the installation location and time. This section addresses
relieving the contractor of responsibility for damages incurred during re-
shipping. Nothing in this section is to be interpreted to relieve the
contractor of responsibility for inherent product defects.

(2) AT&T representative performing inventory at SHIP TO address.
Situation 1. The DOT/FAA consignee/SC may elect to have an AT&T

representative perform an inventory of the delivery items at the SHIP TO
address specified on the DO to verify delivery of all items as ordered. The
AT&T ready for use (RFU) certificate will be completed and the test and
acceptance period will start on the date of inventory. If this is done, claims
will be honored by AT&T based on this inventory. Pertormance of this inventory
will consume one hour of Journeyman Installer time alliocated for local
installation, per computer inventoried. {One hour is specified because DO may
include other than the standard one hour of labor for installation.} No
COTR/CO notification or approval is required. AT&T shall have satisfied the
requirement to perform the one hour standard installation for each unit
inventoried. Nothing in this section is to be interpreted to relieve the
contractor of responsibility for inherent product defects.

(a) Through the AT&T contracting officer, the AT&T project
coordinator must notify the COTR and request concurrence of commencement of the
date of the test and acceptance period. See attached Figure 2-1, {or request
format.

(b) The COTR will investigate/review the request for initiation
of test and acceptance without installation. The DOT/FAA CO will accept or
reject the request within three working days.

{c} When the DOT/FAA CO has approved initiation of teat and
acceptance without installation, AT&T may elect to submit an invoice to the
Government for products and services rendered when the test and acceptance
period expires. This invoice may not charge for installation service that has
not actually been completed by the date of the invoice.

Page 15
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Figure 2. PAB No. 91-1-2 (Cont.)

(3) DOT/FAA consignee/SC elects to perform inventory, file claim at
SHIP 10 address. Situation 2. The DOT/FAA consignee/SC may elect to perform
ati inventory and file a cldim for missing or damaged material at the SHIP TO
address specified on the DO. The DOT/FAA consignee/SC would then coordinate
with the AT&T project coordinator to modify the DO. Inventory and claim of the
materials will be assumed to have been completed by the DOT/FAA consignee/SC on
the 35th day unless the DOT/FAA consi<nee/SC produces other documentation
establishing an earlier date.

(a) The AT&T contracting officer on behalf of the AT&T project
coordinator must petition for an DOT/FA’. CO unilateral DO modification to
remove the on site installation instructions and corresponding installation
hours from the DO. See attached Figure 2-2, for request format.

(b) The COTR will investigate/review the request for unilateral
DO modification. The DOT/FAA CO will accept or refoct the request within three
working days. '

{c) Should no inventory be conducted, either by choice or

default, AT&T need not honor claims for missing items or shipping damaged of
the equipment at the new address.

Page 16
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(:::} Figure 2-1. Example Memo for Commencing Test and Acceptance Pericd

"TO: Mr. J. McNulty
OATS Contracting Officer
B00 Independence Avenue
Washington, DC 20591

FROM: Mr. J. Payne
AT&T QATS Contract Manager
8403 Colesville Road
Silver Spring, MD 20910

RE: Request to Modify Delivery Order Test and Acceptance Period
AT&T requests authorization to commence test and acceptance without
installation for the delivery order cited below. This request has been
initiated due to the government site coordinator’s inability to receive local
installation service as ordered. The inability may be the result of extensive
delays or movement of equipment to another location.
Information relative to this request follows:

Reason for request: Delay Move Move with a Delay

Delivery Order #

S

(;“/} Government Contact
TN

Quantity Of 4500J

Dollar Value

Thanks in advance for your attention to this request.

Sincerely,

J. Payne

Page 17
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Figure 2, AB No, 91-1-2 (Cont.

Figure 2-2. Example Memo To Delete 4500J

TO: Mr. J. McNulty
OATS Contracting Officer
800 Independence Avenue
Washington, DC ' 20591

FROM: Mr., J. Payne
AT&T OATS Contract Manager
8403 Colesville Road
Silver Spring, MD 20910

RE: Request to Modify CLIN 4500J of Delivery Order
AT&T requests removal of the portion of CLIN 4500J attributable to local
installation on the order {or portion of corder) referenced below. This
request has been initiated due to the government site coordinator’s inability
to receive local installation service as ordered. The inability may be the
result of extensive delays or movement of equipment to another location.
Information relative to this request follows:

Reason for request: Delay Move Move with a Delay

Delivery Order #

Government Contact
TN

Quantity Of 45004

Dollar Value

Thanks in advance for your attention to this request.

Sincerely,

J. Payne

Page 18 (thru 24)
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APPENDIX 1. PROCEDURAL ADVISORY BROADCAST (PAR}
Figure 3, Broadcast No. 92-1-3, General Procedureg for Ordering

from the Cffice Automation Technology and Services (OATS) Contract

1. PURPOSE. To provide general guidance to individuals whe wish to order
from the OATS contract. Specific requirements relative to ordering hardware,
software, network, training, or support services are covered in individual

PABs .

2. DISTRIBUTION. A working draft of this PAR is initially distributed
directly to headguarters, regional, and center OATS implementation
coordinators (0IC); formally approved copies will be distributed to all
information resource managers (IRM) and OIC's.

3. ACTION. Copy this information and distribute to all appropriate
individuals who need to use the CATS contract. Makes copies available to end
users in accordance with lecal ADP procedures.

4., BACKGROUND,

a. The OATS cecntract, DTFA01-20-DC000%, was awarded on December 21,
1882, to the Federal Systems Division of AT&T. Since that date, however, ATLT
- and NCR have entered into a formal merger agreement in which NCR, & whelly-
owned subsidiary of ATLT, is now responsible for networked computer systems.

. agency directive 1370.72, Transitioning to an Office Automation
Technology and Services Environment, set the agency's acquisition pelicy for
any microcomputer and/or minicomputer-type hardware, scftware, andfcr
assocliated network products. It establishes that ordering must be dons
through the OATS contract.

<. Agency directive 1370.75, Using the Office Autcmation Technology
and Services Contract, establishes specific criteria and waiver preccedures
under which cffices may acquire office automation hardware, scftware,
networks, and services f{rom non-0ATS sources.

d. Effective January 1, 1992, processing of OATS requests/orders will
be done through the System for Acguisition Management (SAM) at the regional,
center, or headdquarters Data General of the receiving office {cf the ordered
systems cor service! regardless cf source of funds.

5. FORMS. Any formats prescribed in this appendix are not mandatory.
If any are used, local reproduzticon is authorized.

6. DIRECTION. The contract serves as a readily-avallakle and cost-
effective scurce for eoffice automation support. Ordering of hardware,
software, and networking systems are mandated from the OATS contract.
Training.and maintenance, although they are not mandatery are encouraged.
Technical support services are available and are orderable at the option of
the requester.
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7. DEFINITIONS.

a. Configuration
statement

B, IRM or sub-
IRM authorized to
approve requests for
OATS

c. QATE Catalog
(hard copy!

d. OATS Hetline

e. OATS SAM
Cataleg

f. OATS SAM
shopping list index

g. OATS SaM
shopping master lists

k. Procurement
regquest, Form DCOT ¥
4z200.1

i. &rl

Document or brief narrative statement which accompanies
the hardware and scftware procurement reguests and
ultimately their respective delivery orders. This
statement contains information critical to the
contract's assembly, delivery, and installation
performance and is not required for support services
orders, e.¢g., training, maintenance, or technical
support.

Individual formally designated by an executive director
or assistant/associate administrater, regional/center
adninistrator who has delegated autherity to approve
requests for OATS acquisitions.

Marketing tocl developed and distributed by the
contractor. Within it are descriptions for sach of the
orderable items under the contract. When catalocg
information conflicts with contract informaticn,
contract prevails.

the

Contractually regquired customer assistance hotline, its
official phone number is 1-800-322-0ATS. A1l calls for
services shall be directed through this number.

listing of OATS CLINs and preoducts generated
SAM system. TIs used within SAM to support
Shopping Lists.

Electronic
within the
the Master

To ease an individual's search for specific preducts
within a sAM shopping master list, thig index has been
developed to direct the researcher directly to &
specific item number within a master list.

Lists of OATS contract available products contained
within SAM. Orders for OATS products shall use these
lists to generate items for inclusion on a reguesters -
Frocurement request. These lists are updated to reflect
technolegy refreshment changes as well as fiscal and
contract year CLIN and price changes.

Cfficial Government document used tfo initiate reguest(s)
for hardware, software, or services.

fvstem for Zzgulirition Management is the agency's
official procurement processing system. All OATSE
Procurements must be proceased through this s;ster
{See section Bk for details.
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8. PROCESSING REQUIREMENTS.
a. When ordering hardware, software, or networking compcnents from

the OATS contractor, the contractor has available to the Government (as a no-
cost item) a pre-configuration service. This service is offered in good faith
by the contractor in order to help lessen the number of unacceptable delivery
orders which reach its order processing facility. Take advantage of this
service. To get assistance, call 1-800-322-0ATS, option 3, or get in touch
with the local account manager.

b. System for Acguisition Management (SAM).

(13 211 OATS procurements must be processed through the agency's
System for Acguisition Management {SAM}. SAM is resident at each of the
agency's regional, center, and headguarters Data General systems and has an
individual responsikle for assuring its operability. (Figure 3-1, FAR
Regional, Center, and Headguarters SAM Managers, lists the agency's SAM
managers.)

(2} 8aM has built within it catalogs of OATS product information
which is further developed into shopping master lists,

(a) The IT Contracts Management Division, AIT-500, will
maintain these master lists and update them as contract yvear, fiscal year, or
technoleogy refreshment price or other changes occur. (Figure 3-2, sSummary cof
SAM OATS Shopping Master Lists, provides an abstract of master lists.)
Information within any of these lists can be reviewed while on-line in SAM or

a printout can be generated directly from SAM.

(I} The IT Contracts Management Division, AIT-500, will
produce indexes to assist requesters easily locate specific CLINs within a
master list. These will be updated simultaneously with updates to master

lists.

(3 SAM has been customized with specific blocks of procurement
request numbering to correlate to program office, headquarters-to-
region/center, alignment.

(a} The numbering alignment will carry through agencywide
in order to simplify reporting and tracking requirements. {(Figure 3-Z, PR
Numbering Schemes for Headguarters Funded Reguests, and Figure 3-4, PR
Numbering Schemes for Regionally Funded Requests, provide the methodology for
this numbering. Figure 3-5, FY 22 OATS PR Numbers, provides the specific
categorization of numbers for all headguarters generated numbers.:

(e Each regionscenter SAM manager will estabklish
specifically defined organization codes, constant data and IDs. This will
establish HY IEM organizations in all SaM systems, and allow the creation c¢f
HQ funded PK's in all S3M systems. (See Figure 3-£, Constant Data (for HL
funded PRs), for methodology.)
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(c} A1l region/center SAM managers will establish
organization code and constant data pertaining to their respective region.
This will establish & PR series in all SAM systems to allow the creation of
regional/center funded PRs in the respective region. ({See Figure 3-7,
constant Data {(for regional/center funded PRs.)

(4) A1l OATS procurement regquests that are converted to OATS
delivery or task orders will follow a specific numbering scheme as well.

{a) Hardware/software/networking orders will be prefaced
with an A in their delivery order number. Region/center identifiers will alsc
be included in the order number. Numbering will be seguentially based on type
of order. (See Figure 3-8, DO Numbering Schemes, for detalls and example.)

{b) Task orders will be prefaced with a T. Region/center
identifiers and numbering seguence will be similarly used as in
hardware/software/networking orders. (See Figure 3-8.)

(c) Maintenance crders will be prefaced with an M.
Region/center identifiers and number seqguence will be similarly used as in

hardware/softwares/networking orders. {See Figure 3-8.)
(d) Training orders will be prefaced with an R.
Region/center identifiers and number seguence will be similarly used as in
hardware/software/networking orders. {See Figure 3-8.)
C. 2t the end of each fiscal year, and on occasion during the fiscal

year, progress reports are needed to manage the OATS ordering effectively.
Generating these specific reports is the responsibility of the local Sild
manager. Pooling these reports to generate an agencywide report is the
responsibility of the headguarters SAM manager.

4. Specific line item number order reports can ke generated through
the SAM system. Generating these adhoc reports will be the respongikility of
the respective regional/center/headquarters 0IC or AIT analyst neading the
information. Generating the flat file from which this report is generated is
the responsibility of the local Sl manager .

= APPROVING REQUIREMENTS.

&. Agency directive 1370., OATS Implementation, prescribesz approval
processes for clearing OATS reguests.

k. Any OATS prcocouremsnt reguest must have the fellowing approvals as
a minimuam:
(1 Manager's approval. (As estabklishes by local reguirements.)
(2) Funds certification aprroval. (As established by local

requiremsntes .}
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(3} IRM approval. (As described in agency order 1370., OQOATS
Implementation, delegated authorities shall be formally established and
approvals shall be within established office automation plans filed with the

IT Policy and Plans bivision, AIT-200.

'y 0IC approval (or coordination}. The 0IC for
region/center/headquarters for which the procurement action reguests delivery
should coordinate on procurement reqguests., The 0IC will be working with the
contracting fassistant} officer on assuring delivery, acceptance, warranty
fulfillment, and invoicing is properly executed.

1G. MINIMUM CONTENTS Ol PROCUREMENT REQUEST

a. Each procurement reguest shall contain the following information
as & minimum. Failure to provide any of these items can result in rejection

of the delivery order by the vendor.

(1) Name of reguester, organization identifier, FTS and
commercial telephone number.

(2) Name of consignee, FTS and commercial telephone number,
{room number if appropriate), street address (PO BoxX is unacceptable!, city,
state, and zip code.

(3) Valid appropriatiocn code.
{4) In cases of modifications to existing delivery/task crders,
cross reference to original order.
{5} "Invoice to" address (Cite the region, center, or Washington
accounting organization of the location processing the PR/DOV.
(6} Signatures of approving officials, (Ses paragraph ¢ above.)
k. In the event OATS procurement raguests ars processed

glectronically without coordination/clearance of °p°c1f1c hard copy, the
reguirements as stated in paragraph 10a must appear in the electrcnic version.
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Figure 3-1.

R/C/HQ
ARC Maria Rokinson
AR, bave Homes
ACE Ginny Oeltijen
ACT Edward Cochran
AER Jim Ostaszewskl
AGL Russ Lightfoot
ANE Kim Bento

©ANM Teresa Miller
ASC Bol Armstrong
ASW Chris Robertson
AWPp Kathy Thompson

Other Contacts:

]

M
%)

L]

Tina Amereihn

(ASU~20) National SAM System

FTs

&/15/02

FAL Regional, Center and Headguarters SAM Managers

Voice Phone No.
(405)680~-6116
(807)271-5571
{(816)426-3183

(602)48Z-¢61¢6¢

o
['<S

(718)295-03
(3121624-7803
(617)273-7378
(206)227-2052
(4041763-7521

(€17)624-552¢
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Figure 3

Figure 3-2.

Category

Software

Training

Training

Per Call Maintenance
Per Call Maintenance
Mail In Maintenance
Mail In Maintenance
Documentation

Hardware

On call maintenance

On ¢all maintenance

Support
Recertification
Duplicaticn EService (CBI)
SuperCLINg

Scftware upgrades
{actually maintenance for

software?

OATS proTurement sighature
line

PAR No. 92-~1-3 {(Cont.

Master List Identifier

OASW preface to:

OSNW, LANG, UTIL

COMM, OAPKG, CMAIL, CBI
Pre-7/92, OATRC or OATRAINI
Post-6/22, OATRC

Pre-7/92, OAPRCAL

Post-6/92, OAPRCAL
Pre-7/%2, OAMALIN
Post-6/22, OAMALIN
OADOCUMNT

OAHW preface to:

MSC, LAP, W5, PRINT,
STORE, MON, Nw, IO,
OQASWFONT

Pre-7/92, OAM preface to:

Ms, LP, W&, PR, E&T,
MN, NwW, IO
Post-6/22, 0AM preface to
M386WK, MAB6CRI, MICHNZ
OASUPPORT
Pocst-6/82, OARECERT
CADUPSERV
OAWSH

QASWU preface to:

OSNi¥, LANG, UTIL
coMlM, OAPK, CBI
OAMSIG

137

No.
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Summary of SAM OATS Shopping Master Lists

of Lists

7

16

[#%)

o

136

i)
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Figure 3-3. PR Numbering Scheme for HQ Funded Requests

Format for a headgquarters-funded procurement request in the SAM system
{in the field}:

Fiscal Year Region/Center Sequential No.

A&

2 C 9g¢

Region/center identifiers to be included in the PR number are:

A AAL S AS0
C ACE W ASW
E AER P AWP
G AGL T ACHM
N ANE K AAC
M AN

Sequential numbers match IRM numbering schemes used in headquarters and
will be used to dencte the IRM organization funding the PR:

ASF 0600-1099 AAT 4800-5299
AVR 1200-1699 AHR 5400-5899
ALF 1806-229¢9 AGC E60G0-700%
ACR 2400-2889 ARP 7200-769%
APE 3000-3499 ACS 7800-8292
AXD 3600-409¢9 AVS 9000-2200
AIT 4200-4699

Examples of headguarters-funded PR numbers which will be created in
regional/center SAM systemns:

AAF headquarters funded PR, equipment to ke delivered to AN,
with PR created in Al SAM system, DO cut in ANM SAM system:

PR number: 2M1800

ARP headguarters funded PR, eguipment to be delivered to ASO,
with PR created in AS0O SAM system, DO cut in ASO SAM system:

PE number: 257200
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Figure 3-4. PR Numbering Scheme for Regional-Funded Requests

Format for a regional-funded procurement reguest in the SAM system {in
the field):

Fiscal Year Region/Center Regicn Funding Sequential No.

2 C R 9589

Region/center identifiers to be included in the PR number are:

A ALL 5 ASO
C ACE W ASW
E AEA P A¥P
G AGL T ACM
N ANE K AAC
M .« ANM

The regional funded indicator will always be and "R."

A designated set of seguential numbers, 001-9%992, will be used in all
regions/centers to dencte a PR funded by the region.

Examples of regionally-funded PR numkers which will be created in
regional/center SAM systems:

Regional-funded FR, eguipment to be delivered to ASW, with PR
created in ASW SAM system, DO cut in ASW SAM system:

First PR number: 2WRO01
Second PR number: 2WR002

Regional-funded PR, equipment teo be delivered to AAC, with PR
created in AAC SAM system, DO cut in AaC SAM system:

First PR number: 2FROG1
Tenth PR number: 2KRO10

1370.74 CHG 3
Appendix 1
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QAQS
OAGT
OAHW
OAFFE
OANH

Page

34

Figure 3-5.

Figure 3, PAB No.

82-1-3 {Cont.}

ORGANIZATION
HQOATS
OAAPI
AROEE
OARIA
ORAPC
OAAPILE
OAASF
OAAVR
OAVR1O
OAAFS
CARIR
OAARM
OAARF
OAACK
ORAPA
OAAXD
OAARIT
CABAM
OAAGT
OAAEU
OAALG
OAAME
QARAT
OAARR
OAAHR1
0anHR4
OAAHRZ T
OARHR1I0O
OARKRD
OAALR
OAAPH
OAARHT

OA Contract Modifications

OARAC
OSOATS

250001-250699
250800-251492
251500-252299
252400-28302¢
253200-253829

FY 92 OATS PR Numbers on Headquarters SAM

PR NUMBERS

2H0001-2H9985

2ZHG001-2H0488
2HO0020-2H00SS
2H0100-2H01S2
2H0200-2H0222
2H0300-2H033¢S
2H0600-2H1082
2H1200-2H16%22
2H1200~2H124°9
2H1250-2H14¢28¢°
2H1500-2H164°%°
2H1650-2H168¢
2H1800-2H~2228
2H2400-2H288¢%
2H3000-2H34%°
2H3600-2H4083
2H4200-2H462°
2H4200-2H427%
2H4276-2H428°
2H4300-2H4375
2H4376-2H440°¢2
2HA4500-2H46802
2H4800-2H528%°
2H54006-2H5829
2H54Q0-2H5420
2H5421-2H5440
2H5441-2H5460
2H5461-2HS4£0
2H5481-2H5560
2ZHS561-2H5600
2H5601-2H5660
2H5661-2H572
2H6000-2H642¢
ZHE600-2H7022
ZH7200-2H762¢
ZH7800-2H8282¢2
2H9000-2H5200
2H9300-2HS500
2RBOOD0-2R862S

280001-289%99

9/1%5/82

CAUN 284000-25462¢
OAMA 284804-28548¢
CARE 2856Q00-28€£28¢8
CATC 256800~-28800°0
OAIG 258500-28200¢C


http:Ol'.l'.PA

9/25/82

Figure 3,

BAR No.,

92-1-3 _(Cont.

)

Figure 3-6.
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Constant Data [or Headguarters Funded PRs

Each region/center SAM manager will establish the following organization
This will establish headquarters IERM

codes, constant data,

and IDs.

organizations in all SAM systems,
headguarters-funded PRs in all SAM systems.

X Indicates regional/center identifier

Q0 Indicates regional/center identifier for DG IDs

Q0 represented as:

Org Code/

PR Series

QAASF
QAAVR
OARAF
0aACKR
CARAPA
QAARXD
QARIT
OAAAT
OARHR
OAAGC
OALRF
QAACE
OAANVE

AL
CE
EA
GL
NE
NM

2X0600-2X10°
2X1200-2X169
2X1800-2X22¢
2X2400-2x2882
2X3000-2X342°
2X3600-2X402
2X4200-2KX469
2X4800-2X52¢
2X5400-2X5802
2X6600-2X709

for
for
for
for
for
for

AAL
ACE
AEA
AGL
ANE
ANM

PR Number Range

W A0 W W W W0 W0 W WO

2xT200-2X760¢8
2X7800-2X82099
2X2600-2X2200

S0 for ASD

SW for ASW

WP for AW

CT for ACT
AC for AAC

USERID

AQQSXCASF
AQQSXCAVE
AQQSXCRAF
AQOSXCACR
AQQSXCAPA
AQQSXCAXD
AQQSXCARD
AQQSXCAAT
AQDSXCAHR
AQQSXCAGC
BOQSHCARP
AQQSHCACS
AQQSXCAVS

P

—

and allow the creation of

Password
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Figure 3-7. Constant Data {for regional/center funded PRs)

Each region/center S$AM manager will establish the following organization
code and constant data pertaining to their respective region. This will
establish a PR series in all SAM systems to allow the creation of
regional/center funded PRs in the respective region.

The second pesition in the PR number is the region/center identifier;
the "R" indicates it is a regional/center funded PR

org code/
PR Series PR Numbsr Rande ID PASSWORD
ORARL 2AR001-2ARSCS TED TED
L2CE 2CR0O01-2CRE2S TED TBD
QOAREA 2ERQ01-2ER22% TBD TBD
OAAGL 2CGR001-2GR9S9 TED TBD
OAANE 2NR0O01-2NR2S° TBD TBD
ORANK 2MR0O01-2MR95S TBD TBD
QAARSO 25R001-25R%8¢8 ‘TBD TED
OAAREY 2WR0O01-2WRO282 TBD TEBD
OARWE 2PRC01-2PR2GS TBD TBD
OAACM 2TRO01-2TR2S2 TBD TEBD
OARAL 2KRO01-2KR2E? TBD TED

IDs and passwords for regional/center funded and created PRs should be
processed through the SAM manager in the respective region.


http:OA.!;.GL
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Figure 3-8. Delivery Order Numbering Schemes

The format for an OATS delivery order (P0O) which is cut in a region or
center is as follows:

FY Type of OATS DO Reg/Cen Segquential No.
2 T H gg¢o

This number identifies a FY92 OATS task order generated in ANE.
DOs are categorized into the following types:

A Order for hardware/scftware/networks

T Task order

M Order for maintenance
R

Training

Region/center identifiers to be included in the DO number are:

A AAL S ASC
C ACE W ASW
E AEA p AWP
G GL T ACM
N ANE K c
M AMM

DO numbers are generated seguentially based on the type cof crder, i.e.,
task corder, maintenance, etc.

(%]

—

page 37 (thru &



9/25/92 1370.74 CHG 3
Appendix 1

APPENDIX 1. PROCEDURAL ADVISORY BROADCAST (PAEB)
Figure 4. Broadcast No. 92-1-4, Acquiring Technical Support Services

1. PURPGSE. To provide guidelines to individuals seeking technical
support services under the OATS contract.

2. DISTRIBUTION. A working draft of this PAB is initially distributed
directly to headguarters, regional, and center CATS implementation
coordinators {0IC); formal approved coples will be distributed to all
information resocurce managers (IRM) and 0ICs.

3. ACTION. Copy this information and distribute to all appropriate
individuals who are seeking technical support services under the OATS
contract. Make copies available to end-users in accordance with local ADP

procedures.
4. BACKGROUND.

a. Technical support services can be ordered from the OATS contract
through task orders. The services cover a wide range of office automation
curriculums for Journeyman Installer to Computer Technical Specialist. The
contracteor provides the services to the Government on an as-required basis
in response to identified user requirements. Within the contract terms and
conditions, there is a specific exclusion, i.e., the contract specifically
excludes significant new applicaticons development except as provided for
computer Based Instruction (CBI).

b. During the irnitial two years of the OATS contract, ordering
procedures evolved from a process which required seven weeks to award a
task order to a process requiring enly two weeks. Initially, individual
statements of work were negotiated until a bilateral agreement was reached.
Recently, AT&T has chosen to work with potential customerz as a marketing
strategy by developing a memorandum of understanding which is used in
conjunction with an independent Government cost estimate to preduces a
bilaterally agreed upon task order.

5. DIRECTION. The ceontract serves as a readily-available and cost-
effective source of technical support services to the FAA and the
Department of Transportation. The services of the contract are avallabkle
to complement and supplement in-house office automation resources, to
provide additional support during peak workload periods, and to provide
"instant expertise”in the latest office automation technologies. Use cof
the contract can satisfy the spirit as well as the intent of OME Circular
A-76, the 0ffice ¢f Management and Budget document which directs the
Government to rely con private sector resources.

6. FORMS. Fermats prescriked in this appendix are non-mandatory. If
used, local reproducticn is authorized.

Page 41
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7. DEFINITIONS. The following definitions relate to all OATS delivery

and/or task orders.

TERM

a. Assistant
contracting officer

. <Consignee

¢. Contracting
cfficer

d. Independent
Government cost
estimate {IGCE)

e. Infeormaticn
resource manager
{IRM) or sub-IRM

f. Memorandum of
understanding (MOU}

g. OATS
implementaticn
coordinator (QIC)

h. gQualitative and
guantitative
analysis (Q&Q)

i. Statement of
woT Kk {S0W)

j. User
crganization

Page 42

DEFINITION

Indgividual formally designated to have authority
to place orders against the OATS contract

Individual responsible for receiving services
ordered with the task order

Individual responsible for terms and conditions
of the OATS contract

The Government user-prepared document which cites
estimated costs to complete the tasks identified
within the statement of work. This document is
net prepared by the contractor for the Government
user.

Individual delegated authority toc approve
pProcurement requests, assuring their compliance
with requirements of agency order 1370.52C and
other OATS implementaticon directives.

The contractor-prepared document which preovides
the centractor's interpretation of the user's
reguirements as specified in the Statement of
Work. An MOU should not be necessary if the sowW
accurately specifies the requirement (inciuding
delivery schedule). (See figure 4-92.)

Individual responsible for working with user
organization to develop werkable statements of
work prior to submission to the contracting
officer (or designated assistant) for award as
task order.

When the Government chooses to issue a statement
of work and requests a task order proposal from
the contracter, a Q&0 is reguired. This
Government user-prepared document evaluates the
contractor's proposal and provides the
contracting (or assistant) officer with data tc
determine if the proposal is of the guality
expected and fulfills the guantities reguested.

The Government user-prepared document which cites
reguired services.
(See figures 4-3 through 4-4.)

Cffice reguesting services
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g. CONTRACTUAL, REQUIREMENTS Procurement requests to initiate fask

orders for technical support services are subject to the same approval
reguirements that are applicable to ail other OATS procurement reguests.

a. BSection C.5.1, Technical Suppeort Services, specifies minimum
reguirements. (See Figure 4-1 for specific contract terms and conditions

for technical support services.)

b. Section G.2.1.2, Task Order Processing, addresses specifications
for task orders. (See Figure 4-2 for specific contract terms and
conditions for task order processing.) Making sure that the specifications
are met is imperative. Specific guidance as tc how te ensure all
specifications are met are contained in Figures 4-1 and 4-2 this directive.

9. GENERAI, PROCESSING REQUIREMENTS. Developing the reguest for technical

support services. The reguest for technical support services consists of a
statement ¢f work (S0¥), independent Government cost estimate, and a System
for Acguisition Management (SaM) procurement reguest.

1¢. STATEMENT OF WORK.

&. The statement of work {(SOW) is the single, most important function
to be performed when acquiring technical support services. If it is well
written, easily understood, and thorough in its coverage, the contracter's
proposal will be an accurate representation of needed resources, and the
end preduct of the contractor's effort will satisfy the consignee‘s
requirement for services. Conversely, if the SOW doss net adeguately
address essential elements, it is likely that the delivered preduct will be
late, deficient, ands/or more expensive. As the S0W is develcoped, the
consignee should ask the following:

{1} "Would I understand the task to he performed based on ths
information given?"

(2) "If the contractor delivers services which minimally satisfy
the requirements of the task, will I be satisfied?"

{3} "Does the S0OW reguire checkpoints {e.g., reviews, repcrts
etc.) which will detect problems in their early stages?"

{4} ™Have I provided enough detail for the contracter to properly
size the task and its reguired resources."

k. The 80¥ 1s the congsignee's definition of the task which must bhe
performed. As suth, it is the consignee's document. It should centain as
much content and detail as needed to properly define the reguirements for
cervice. ~fimilarly, just as the document should be thorough in its scope,
the consignee should not feel restricted in placing regquirements on the
contractcry. For instance, 1f the consignes determines that an interim
deliverakle product is necessary te monitor development, it should be
included as part of the task.

>
(a2

Page
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c. To ald in developing an acceptable SOW, Figures 4-3 through 4-6
provide helpful checklists and guides for writing a SOW.

{1) Figure 4-3, Guide and Checklist for Writing SOW. Summarizes
list of mandatory and some neon-mandatory elements of the S0W. Is not
intended to be all-inclusive or to be a format or an outline for composing
a SO%. Choose the format that most clearly conveys the consignee's

reguirements.

(2) Figure 4-4. Software Conversion SOW Possible Deliverakles.
This listing conveys typical deliverables for the various stages of a
conversion process.

(3) Figure 4-5. On-5ite Configuration Analysis Deliverable
Products. This figure provides a listing of deliverable products that are
reguired by the contract (seéction C.5.1.1) in acceordance with a delivery
order for on-site configuration analysis.

(4y Figure 4-6. Remote Site Configuration Analysis Deliverable
Products. This figure provides a listing of deliverakle products reguirsd
by the contract (section €.5.1.2) in accordance with a delivery corder for
remote site configuration analysis.

d. The SOW must contain the feollowing eight mandatory elemente. The
crder of the elements in the SOW is not important; their inclusion is.
They do not need to be identified as separate entities. For example, the
description e¢f the task does not need to be a separate narrative from the
definition of the deliverable products. For simple tasks, both could ke
described under the same heading. Format is important only to the degres
that it contributes to the clarity of the overall statement.

(1) Dbescription of the task, including subtasks if applicakle.

(a) The description of the task states what the contractor
mist de (e.g., design a system, enter data, perform a study, etc.} The
description typlcally includes an introduction, the history and background
of the effort, the purpcse and objectives of the task, the scope ¢of the
requirements, descriptions and definitions of tasks and subtasks, a listing
of the significant milestones te be achieved, and a listing of the reguired
deliverable products. The description of the task might also inciude the
necessary skill categories (e.g., any or all of the nine skill categories
from the contract). The description of the specific experiences and
capakilities of each skill category is listed here and in ths contract.

{kY In the event the task order is for a fixed price product
from ATLT, i.e., order shall be for a complete product despite number cf
hours required to produce that product, the description of the task will
not be citing CLINe for labor categories, but rather will be totally
dependent upcn the thoroughness of product description. For this reason,
it iz critical that all tasks and subtasks be clearly defined, timeframes
explicitly covered, and final and interim deliverables clearly described.
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{(c) Using the fixed price alternative, can be a cost savings
to both the contractor and the Government. For the Government, using the
fixed price alternative can ke cost beneficial because the Government pays
one set fee for the requested product(s), not for individual labor hours on
the task{s). Many times, the contractor can subcontract the task({s) to an
crganization that is primarily in the business for the reguested task(s):
therefore, the contractor does not have to recruit a specialized individual
to f£ill the requirement. In the event the contractor personnel cannot
complete a function within the allotted hours, the Government {under the
labor cost alternative) pays for the hours expended but may not get a
complete, maybe near completion but is not complete, product. Under the
fixed price option, the contractor aksorpbs the additional costs until the
task{s} are finished to meet the product reguirement(s).

{2) Description of the deliverable products.

{a} The deliverable products are the required results of the
task. They are the items the Government receives as a result of the
contractor's performance of the task. Their definitien is critical,
insuring that the Government receives a usable product of acceptable
guality. It is imperative to have a detailed description of the
deliverable product (s) at all times, but it is much more critical when the
order is to be eéexecuted as a fixed price order.

(k) For other than the simplest task, several deliverakle
products should be regquired. Generally, each defined subtask will reguire
the accomplishment cof a milestone or the delivery of a product. Products
required befcre the completion of the task (i.e., interim deliverakles) are
useful for evaluating the contractor's progress toward completing the task
and delivering the end products. Progress reports and status reports are
interim deliverables.

{c} For scoftware conversion/maintenance efforts (remember
that complex scftware development except in the CBI platform are out cf
scope for the OATS contract), the description of the reguired deliverable
products should include such specificity as the medium (e.g., maznetis
tape, scurce code listings, floppy disk to include type) and the number of
copies.

(d} A test for a well-written SOW is the gquestion "If the
contractor delivers to me the minimum product (no more than what I've asked
for), will I be satisfied?® 0Or ask "Can the contractor deliver a product
which satisfies the definition for the deliverable product but does nct
satisfy me?"

-

31 Acceptance criteria for deliverable product (g) including
interim deliverable preducti{s) (if any)}. -

(a} Determining the product(s) needed is relatively easy.
The consighee usually has a good conception of what he/she wants. Defining
the reguired preducts to ancther party (i.e., the contracter) is more
difficult. However, defining the acceptance criteria for the products is
probably the most difficult task for the consignes.
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{b} The acceptance criteria for a deliverable product are
the stated basis by which the consignee will accept or reject the delivered
work of the contractor. If the acceptance criteria are not given for a
product, the consignee will have no basis for rejecting the product if it
generally satisfies the requirements for delivery (i.e., the definition of
the deliverable product).

{¢) If, however, the consignee has clearly identified the
basis for accepting the product, hesshe has done two things. The consignee
has provided *greater definition" of the product te the contractor, and the
consignee has, in effect,implemented his/her own guality assurance
standards. The guestion the consignee must ask as he/she develops the
acceptance criteria is: "Will I be satisfied with a product which
minimally satisfies the criteria I have set?"

{d} The consignee should specify the method for accepting
the deliverabkle products, and specify what form, if any, are needed to
convey acceptance.

{4) Review pericd for deliverakle products.

{a} The SOW must establish a period for review and
acceptance of each deliverable product. The review times must be kept to a
minimum but, must allow enough time teo thoroughly review the deliverable.
Be reasonable when determining these review pericds. The c¢ontractor must
be given sufficient time to carry out the needed work to complete the
desired deliverabkle. If an acceptance period is not stated, the contractor
will automatically propose a ten-day acceptance peried.

{b} For some scftware ceonversion/maintenance efforts, this
ten-day period is not sufficient, since the deliverables need tc be tested
in an operational environment prior to acceptance. (Ensure if testing is
essential to acceptance of a deliverable that the testing is individually
covered as a deliverakle on its own. Example deliverakle: Provids
demonstration of successful test of (specify deliverable) operating on
{named system/software, etc.)

{5) Schedule for performance and delivery.
{a} The SOW must provide an accountable schedule for

accomplishing milescones and delivering products. The scheduls should
clearly identify the events and give real or relative dates for their

achievement. Typically, "X* is used to denote a date which is contingent,
e.g, "X+ {or X-}" and a timsframe are used to dencte an earlier or later
date relative tc "Y." &ll dates should reflect reasonakle and realistic

expectations, all things considered.

() If the Government must approve any interim deliverables,
make sure this is clearly stated with timeframes for response. (An example
may read as f2llows: Upon receipt, the Government will review the document
and provide approval/disapprcoval with:n 10 working days. If the Government
does not rrovide an approvalsdisapproval within 10 working days, the
contractor ig autherized to proceed with followon requirements as if the
Government has approved the deliveral-e.)
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(6) Reguired performance standards and certifications that must
be cited and fcllowed.

{a} Performance standards are essential. They better define
the requirements of tasks and, as a conseguence, contribute to the delivery
of high quality products. Teo a degree, acceptance criteria for deliverable
products are performance standards. They set a minimum level for
evaluating and accepting (or rejecting) specific deliverable products. For
some tasks, well-written acceptance criteria might be sufficient for
defining acceptable levels of performance. However, for most tasks,
especially those pertaining to software, conversion, additional standards

will need to be specified.

{b) DOT/FAA has pubklished standards that might be referenced
te further define the deliverable for specific tasks. Each individual
office may have standards published which would be of benefit in defining
deliverable product format and acceptance criteria.

(c} Depending on the nature of the task and the sensitivity
of the data, the consignee might require the contractor to certify
compliance with certain procedures or conditions. <Certifications might
also be regquired from contractor employees proposed to work on particular
tasks. Contractors are bound by the security reguirements of the contract.
However, certain requirements which include adherences to non-disclosure
provisions and other provisions of the latest Privacy Act should be

included if they apply.
{7} Environment {(including sources of information).

{a) The consignee must specify the physical and technical
environment within which the task will be performed. The physical
environment concerns such topics as location(s) for performance, travel and
per diem requirements, sources for informaticn and data, supplies and
eqgquipment to be provided by the contractor, etc. In addition, whether
cffice space and the particulars ¢f the office space to be provided by the
Government must be provided (e.g., desk, telephone, microcomputer,
telecommunications equipment, etc.)

(b} The technical environment addresses hardware and
software descriptions, teleprocessing service requirements, reguirements
for remote access eguipment, etc.

{8) Technical contact (consignee}. The name, title, offirce,
office symbol, mailing address, and FTS and commercial telephone numbers of
the Government employee responsible for the task must be identified in the
SOW. This designation establishes the technical focal point for all
matters pertaining to the task. This individual should also be identified
in the consignee and destination klock of the procurement reguest.

(2} Inveicing. Include specific guidance to the contractor with
regard to payment. The ccntract states "Invoicing for services may be
submitted as soon as services are performed."

(a) 1If the sOW is for time and materials or is a fixed prics
request, the 50W sheould provide for monthly invoicing for services and
materials rendered.

() If the SOV is for a specific product, the 50W may
provide for invoicing at completion of the entire effort or at milestones
within the preject.
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11. DEPENDENT GOVERNMMENT COST EST TE. An independent Government cost
estimate must be prepared in order to establish the amount of funds needed

to complete the task.

a. This document nmust provide a detailed and realistic estimate of
the cost of the task. It should be predicated upon the consignee's
technical knowledge of and/or research into the task and skills necessary
for performance. The document will detail hours for each skill category,
and all! other estimated direct costs for completing the task. &all
contractor travel and per diem shall be in conformance with established
Covernment rates. If the consignee reguires assistance in estimating
resources, the 0IC for the consignee should be contacted for assistance.

. The consignee is responsible for the accuracy of the independent
Government cost estimate, since it is the user who defines the Government's
needs. It is totally inappropriate to develop the document using input
from the contractor, since the document will ke the basis for the
Government's negotiation position relative to the contractor's cost
proposal. The user will be required to comment upeon any significant
discrepancies ketween the document and the cost propesal, and may be called
upon to explain the Government's position during face-to-face negotiations,
so it is imperative that the document be carefully and theoughtfully
prepared.

c. 1In the event the consignee has discussed the potential reguirement
with the contractor's marketing/account representative and the contractor
has developed a memorandum of understanding {described below} tc address
fulfilling that reguirement, the pricing table provided in the contractor's
memorandum is not to be used as the Government's independent estimate.

The consignee must develop an INDEPENDENT estimate.

d. An independent Government cost estimate is an integral part of the
reguest for technical support services package. Packages which do not
include the independent Government cost estimate will be returned te the
user organization. A sample independent Government cost estimate worksheet
with instructions for preparaticon can be found in Figure 4-7. The labor
rates and skiil categery descriptions needed to complete the document can
be found in the contract B tables, B-2, and are also provided in
Figure 4-8.

12, INITIATING A PROCUREMENT REQUEST. The procurement reguest to initiate

action to award a task order for technical support services must be
generated through the System for Acquisition Management {(SAM).

a. The reguest shall be generated from the designated block of OATS
numbers within the Siali system. (For further guidance and use of the SAM
system to generate OATS procurement regquests, refer to PAB 22-1-3, General
Procedures for Ordering f£from the OATS Contract.)

k. When specific ceontract line item number (CLIN} labor categories
are used to acguire technical support services, the reguester shall use the
SAM OATS catalcg. Master list OASUPPCRT (with annually changed
seguentially numbered suffix) contains all CLIN's related to technical
support labor categories. Do not use "free style" line item entries; you
must use the SAM OATS master lists to exXtract and use appropriate costing
and descriptions. The contractor will reject task orders which do not
identify CLIN descriptions and costs correctly. "Free style® data entry
could result in missed or misreferenced terminology, transposed figures in
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the cost, etc. Data in the SAM 0ATS master lists have been verified
several times to ensure totally accurate information.

¢. When other direct costs are reguired in support of the technical
support services, these costs are entered as a separately identified line

item.

d. In fixed price task orders, the contractor has indicated that it
is akle to provide a product deliverable which is net killed to specific
labor categories. In these instances, CLIN 4600 shall be used. This CLIN
has been incorporated into the contract through Modification 013 to ensure
all categories of expenditures are accounted for.

13. MEMORAWDUM QF UNDERSTANDING.

a. If a memcorandum of understanding is incorporated in the
procurement reguest package, the contracting (assistant) cfficer has the
option of using it in the task order in lieu of formal negotiations.

NOTE: When a memorandum of understanding to cover a task conveys a cost of
$100,000 or mere, and is not based on the lakor CLINs included in the
contract, the contractor is required to provide certified cost and pricing
data in accordance with Federal Acguisition Regulations.

. At the contractor's discretion, a user may work with the
contractor's marketing ‘account representative and define & potential
requirement. From this information exchange, the contractor may develop a
memorandum of understanding (MOU) to cover the potential reguirement. The
contractor has prepared MOU's as a marketing tocl to generate further
buginess This 1s neot reguired per the terms of the contract.

c. If the contractcer’s MOU proposes the desired deliverables within
the timeframes expected at a reascnable cost, the reguester may use this
MOU as part of the request package. If the requester chooses to
incorporate the MOU, the reguester is agreeing to the contractor's proposed
methods, timstakles, and pricing to complete the desired deliverables.

d. At nc tims should the reguester negotiate. Negotiations of task
orders remain within the delegated authority of the contracting (assistant)
officer.

14. APPROVALS. Upon completion of the regquired documsntation to reguest
support services, the reguest lmust be cleared through the estaklished OATS
procuremsnt reguest channels. {Ses agency Order 1370., OATS
Implementation, for guidance on clearance reguirements.) To assist
requesters assure needed informatien is addressed within the procuremsnt
reqguest, see Figure 4-% for list of items to remember.



1370.74 CHG 3 ) 9/25/92

Appendix 1
Figure 4., PAB %2-1-4 (Cont.)

15. TASK ORDER AWARD. The contracting (assistant) officer who has bheen
officilally delegated authority to issue OATS orders is responsible for
awarding the task order. Handling awards and making distribution of copies
of the task orders are in accordance with local procedures.

a. Use of the MOU is designed to minimize processing time for task
orders and is at the opticn of the awarding centracting (assistant)
officer. The contractor's representative will review the task order and
under nermal circumstances will sign bilaterally with the agency's
contracting (assistant) officer.

. E. If the contracting {assistant) officer does not use or does not
have submitted an MOU, the process is more extensive.

(1) The contracting {assistant) office issues a reguest for task
crder proposal. The contractor is given sufficient time (with advice of
technical contact, timeframe is to be determined by the contracting
{assistant) officer) to respond with a proposal.

(2) The contractor prepares and submits a task order proposal,
responding to each of the reguirements of the task order as well as
propesing prices te complete the taskis).

{3) The requester upon receipt of a copy of the contractor's
proposal, 1ls te review it and prepare a gualitative and guantitative (Q&Q}
analysis cof the proposal. This document 1Is used to assist the contracting
{assistant) officer negotiate, with the contractor, a complete and
reasonably priced task order.

16. ACCEPTANCES. The consignee designated on the task order is
responsikle for maintaining operational records related to the contractor's
performance of the task order. The extent of the details of these reccrds
is at the option of the technical contact {(consignee) but a record should
ke estabkblished for potential future contract audit.

a. 1In the event the technical contact {consignee} does not believe
the contractor is performing in accordance with the task order, the
technical contact (consignee} should document specific non-compliance and
bring the non-compliance to the attention of the contracting (assistant)
officer who awarded the task order. Claims against the contractor must be
fully substantiated by consignee records.

k. The consignee shall, in accordance with local accounting
procedures, provide the contracting {assistant) officer and accounting
organization with coples of signed receiving reports as deliverables are
fulfilled.

17. CERTIFYINC FOR PAYMENT QF INVOICES (See also paragraph 1048(9).Y.

&. Contract provisions for invoicing state: "Inveices for services
may be submiitted as soon as the servives are performed." Therefore,
certification for payment of invoices shall ke deone in accordance with
estaklished local procedures.
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NOTE: For task orders which involve extended periods of service, the task
order may include a payment schedule (i.e., payment once a month, once a
quarter, or after completion of specified milestones, etc.)

b. Certification is to be based on consignee records that the
requested support has been performed. Discrepancies between invoiced
services and consignee records should be resolved under the leadership of
the contracting (assistant) officer who awarded the task order.
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FPigure 4-2, Contract Terms and Cecnditions for TO Processing

G.2.1.1. Task Order Processing.

Task orders will be issued for technical support services and/or

specialized configuration analyses. The number cf hours, completion

dates, travel and other expenses shall be negotiated prior to Issuing

individual task orders. As a minimum, each task order shall contain:
a. A statement of work detailing the tasks to be accomplished.

b. Number of hours authorized, by:

1) Specific lakor category,

2) Aggregate total for all labor.

3) Address of facility where work is to be performed,
including local contact and phone number.

4 Reguired completion dates.

5j Allowances for travel, per diem, and other expenses.

€} Products to be delivered.

7} .Reporting reguirements.

Page &4
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Pigure 4-3. GUIDE AND CHECKLIST FOR WRITING
STATEMENT COF WORK

When preparing your statement of work, has each of the following been addressed?
Under the description of the task, cover the fellowing items:

Under

Under

Under

Under

Cover

Introduction, history, and background
Purpose and objective
Scope of task
Description of task
Definition and description of subtasks
Listing of significant milestones to be achieved
Listing of reguired deliverable products
the description of deliverable products, assure coverage of the following:
Description of required deliverable products
Requirements for progress/status reports
Reguirements for interim deliverabkle products
Mediums reguired for deliverable products
Number of copies reguired
acceptance criteria for deliverable products, assure you have:
Stated kasis for accepting/rejecting deliverable products
review pericd for deliverable products, provide the fellowing coverage:
Listing of reguired deliverable products
Listing of significant milestones to be achieved
Real and/or relative ("X+" "X-") dates for delivery or
achievement
regquired performance standards and certifications, provide:
Internal/eBxternal standards for content/performance
Certifications required by contractor
Certifications reguired by contractor employees
environment by identifying the following:
Location{s) for performance
Reguirements for travel and per diem
Sources of information
Office space, supplies and equipment provided by the Govern
Office space, supplies and eguipment preovided by ths contra
Hardware descriptions
Software descriptions
Teleprocessing service requirements (LAN, WAN, etc.)
Reguirements for remote access egquipment

Identify the technical contact {consignee), by:

Name and title

Office and office symbel (if applicable)
Full mailing address

FTS and commercial telephone numbers
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Figure 4-4. POSSIBLE DELIVERABLES FOR SOFTWARE CONVERSION
STATEMENT OF WORK

PHASE STAGE DELIVERABLE/ACTIVITY

Initiation na Requirements analysis package
Economic analysis
Work/action implementation plan

Development Analysis Functional specification package or program
requirements package
Specification walkthrough(s)
Logical data base specification (if
applicable)
Walkthrough (if applicabkle)

Design Structure charts
Mcdule specifications {preliminary!
Physical data base specifications
System description
System schematic diagrams
Run specifications
Data specifications
Training manuals/user handbooks

Programming Module specifications {(completed)
Source code
Unit-tested programs
Operations handbook
System test data
Programming walkthrough

Test System acceptance test release
Cperation Implementation na
Maintenance Post implementation review report
NOTE: Walkthroughs should be held whenever necessary to get concurrence between

the users, the contractor personnel, and the task manager.
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Figure 4-5. ON-SITE CONFIGURATICN ANALYSIS
DELIVERABLE PRODUCTS

Contract section C.5.1.1. On-site Configuration Analysis fully describes the
deliverable products, see Figure 4-1 for specific contract terminology.
Following is a summary of deliverables:

In accordance with the delivery order, the contents of this plan shall include:

Graphic and/or text workflow analysis depicting the current
environment

Detailed OA wWorkstaticon configuration recommendation with hardware,
software, network {if applicable), and communications interface
requirements specified.

Hardware/software/network (if applicablej/communications interface
installation guide.

Analysis of the expected workflow, in graphic and/or text form,
after the OA workstation configuration(s) isfare) in place.

Listings of all necessary site modifications in sufficient details
to allow the Government to use it as a basis for contracting for
the necessary changes in the bullding structure.

Installation plan including labor hours and materials.

Proposed program of training for the work group{s) affected by the
installed system.
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Figure 4-6. REMOTE SITE CONFIGURATION ANALYSIS
DELIVERABLE PRODUCTS

Contract section C.5.1.2 fully describes requirements for the remcte site
configuration analysis deliverable product, see Figure 4-1 for specific contract
terminocloygy. Following is a summary of those deliverables:

The Government will supply the information to complete the remote site
configuraticn analysis without an on-site visit. The Government-supplied
information shall be adeguate for the contractor to assess a particular office's
physical characteristics and workflow patterns that enable the contractor to

produce a fully deocumented plan.

Data collecticon media needed to document reguirements of
the organization being analyzed.

Fully documented plan that clearly details a cost

effective workstation configuration plan (see Figure 3-5
for checklist of what should appear in plan.)
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Pigure 4-7. INDEPENDENT GOVERNMENT COST ESTIMATE
GUIDE

When developing an Independent Government Cost Estimate, ensure the following
items are covered. There is no specific format for documenting this information.

1. Cite the Procurement Reguest number for the task order request.

2. Itemize labor by:

CLIN and skill Category

Number of hours by CLIN

Rate of CLIN

Total by CLIN, Subtotal of all CLINs

3. Itemize travel and per diem by:

Destination {from/tc)

Number of trips per destinaticon

Estimated perdiem cost per trip

Estimated transportation cost per trip

Total perdiem/transportation per trip, Subtotal of all travel

4. Itemize other direct costs which include the feollowing: {(NOTE: fixed price
informaticon should be included within 0DC estimates.)

Materials required by item/description
Number of items

Unit cost per item
Total cof each material item; Subtotal of all other direct costs.

5. Total all categories (labor, travel and per diem, and other direct costs)
and cite grand total.

6. Remarks should ke added if any clarifications are necessary to fully
substantiate the figure presented.

7. The independent Government cost estimate must be signed by a Government
employee [the preparer (if a Government empioyvee} is sufficient, unless local
procedures require program managers to sign].
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CLIN Category
2x0-45008 ADP technical
specialist
2x0-45000 Oz speclalist
2x%0-4500D Senior OA
hardvare
specialist
2x0-4500E 0OA hardware
specialist
2x%G-4500F Data
communications
specialist
2x0-4500G Data
communications
technician
2x0-4500H Training
specialist
2x0-45001 CBI specialist
2x0-4500J Journeyman
installer
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Figure 4-9. CHECELIST OF INFORMATION NEEDED FOR
TASK ORDER PROCUREMENT REQUESTS

For the convenience of the originator and subsequent approving officials, each
task order procurement regquest should have the following items identified:

Do contents include the following? If not, provide explanation.

o] Technical contact {consighee) designated with Statement of
Work and on procurement request (same individual)

o Technical contact's street, city, state, and zip code are
included.

o Technical contact's FTS and commercial phones numbers (ncted
accordingly) are included.

o valid appropriation code. (If no code is specified,
explanation must be included and it should explain

intenticns of reguester as te availability of funds, e.g.,
when, under what conditions, etc.)

o Accounting certification officer has signed procurement
request.

o] IF APPLICABLE, notation and signature of authorized
individual for FOURTH QUARTER spending is included.

o] Approving official has signed.
o IRM (or officially designated sub-IRM) has signed.

o Specific SAM CLINs are cited for labor categories to be used
in task order.

o] Properly prepared statement of work (SOW) is attached. (See
Figure 4-3 for checklist of regquired coverage.)

o Other Direct Costs (0DCs) are identified and costed.

o Independent Government cost estimate is detailed and signed
by Government employee. (See Figure 4-7 for worksheet.)

e If available is there a MOU from contractor? (If so, it
should parallel the SOW-stated regquirements?)
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Broadcast No. 91-2-1

SUBJECT: GETTING FREE REPLACEMENT DRUMS FQR THE FUJITSU PRINTERS.

1. PURPOSE. To advise end-users of their right to replacement drums for the
Fujitsu printers and of their obligation to assist AT&T in collecting data about
the defective notes.

2. DISTRIBUTION. A working draft of this TAB is initially distributed directly
to regional OIC's via FAX with a second copy included with the monthly OIC
telephone notes.

3. ACTION. Copy this information and distribute to all appropriate techmnical
support perscnnel. Make coples available to end-users in accordance with your
local ADP maintenance management policies,

4., BACKGROUND. Fujitsu printers have demonstrated several systemic problems.
One of the more severe problems has been the short drum life of the Fujitsu laser
print drum. The expected drum ltife is 20,000 copies; however, we have had many
reports of drum life as short as 3,000 to 5,000 copies.

AT&T and Fujitsu have agreed to provide free drum replacement for those drums
that do not meet the required drum life.

5. SPECIAL INSTRUCTIONS. TAA has agreed to cooperate in collecting statistical
data concerning the drum life. 7The attached format (Figure 1), should be
followed when you call in for a drum replacement. It is not mandatory that you
provide this information in order to receive a replacement drum; however, in
routine requests for drum replacement it is expected. 1If an end user has
difficulty in obtaining the data or needs asststance in understanding what is
required, assistance can be obtained by calling the AT&T OATS Hotline.

6, AT&T TROUBLE REPORTING PROCEDURES:

a. End customer can assist AT&T and Fujitsu by supplying the information
detailed in the attachment.

b, Contact the AT&T O0ATS Hotline at 1-800-322-0ATS where a trouble ticket
will be created incorporating the information obtained in Step 1.

c. AT&T OATS Hotline will FAX the trouble ticket to:

Federal Sales Service, INC. (FSS Inc.)
6598 Fleet Drive
Alexandria, VA 22310

FAC #; 703-971-3085

Contact #: 703-922-9400 or 1-800-826-3421

Contact Name: Jeff Mauhleib ext 302 or
Max Levin ext 311
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Figure 1, ATTACHMENT TO TAB 91-2-1
FORMAT FOR REPORTING FUJITSU RX7200 DRUM REPLACEMENT INFORMATION

1. PRINTER SERIAL NUMBER (on right rear of the printer):

2. DRUM INFORMATION:

The drum information will be visible on top of the drum when you remove the drum
unit, {See User's Guide Section 5, pages 13-17 for detailed instructions,)

Part Number B860-
Lot Number (Under part number, 10 or more characters)
Lot #:

3, TONER CARTRIDGE: Lot Number

To determine the lot number, unlock the toner cartridge and SLOVLY withdraw it
for about 5" from the developer station (see User's Guide, Section 5, pages 4-8
for more detailed instructions). You may need to lightly dust off toner deposits
to read the number. Slowly replace the toner cartridge into the developer
station and lock in place,

4, DEVELOPER STATION:

Remove developer statiom (see User's, Section 5, pages 18-20 for detailed
instructions). The part number can be found on the top surface.

Part Number: B860-2120-
Lot # (10 or more characters)

5. NUMBER OF COPIES printed with drum in question:
6., GENERAL COMMENTS:

o Nature of problem (check one or more)
smearing light print
scratch wavy paper
other {please specify)

o Describe briefly: frequency, length, and intensity of problem {just
happened, occurring for part week/month).

0 When is replacement drum needed? (1 day or 2 days)

We appreciate your assistance in supplying this information and apologize for any
inconvenience.

2«3 (and 2~4)
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d. FAA Inc., will mail replacement drum to the address noted on the AT&T
trouble ticket,

e. FSS, Inc., will retain records for the drum replacements, If a customer
needs shipping status, the customer should call FSS, Inc., at the above numbers.
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9/25/92

TRANSMITTAL OF OFFICE AUTOMATION TECHNOLOGY AND SERVICES
SUBJ: (OATS) ADVISORY INFORMATION

1. PURPQSE. This change transmits procedural changes for inclusion in
Appendix 1, Procedural Advisory Broadcast (PAB).

2. EXPLANATION OF CHANGES. OATS implementation coordinators (0IC) should assure
site coordinators {(SC} and others with the need to know are advised of contents
of broadcasts 92-1-3 and 92-1-4. Respectively, these procedural broadcasts

provide general directions for ordering from the OATS contract and specific
procedures for processing task orders under the contract.

3. DISPOSITION OF TRANSMITTAL. This transmittal should be retained after filing
the attached pages.

PAGE CONTROL CHART

Remove Pages Dated Insert Pages Dated
Page i (thru x) 2/14/92 Page i thru ii ({(thru x) 9/25/92
Within Appendix 1 9/25/92

Pages 25 thru 37 (thru 40)

Within Appendix 1 8/25/92
Pages 41 thru 61 (thru 64)

A, (k.

Ellen Cook
Acting Manager, IT Contracts
Management Division

Distribution: ~ A-WXYZ-3; ZMS-444 Initiated by: ~ AIT-500
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2/14/92

TRANSMITTAL OF OFFICE AUTOMATION TECHNOLOGY AND SERVICES

supJ): (OATS) ADVISORY INFORMATION

Q

>

1. PURPOSE. This change transmits procedural changes for inclusion in Appendix 1,
Procedural Advisory Broadcast (PAB).

2, EXPLANATION OF CHANGES. OATS implementation coordinators (0IC} should assure
site coordinators (8C) and others with the need to know are advised of contents of
broadcasts 91-1-1 and 91-1-2. These procedural broadcasts provide directions for
moving and relocating equipment which is under warranty or maintenance and delaying
installation or changing installation locations..

3. DISPOSITION OF TRANSMITTAL. This transmittal should be retained after filing
the attached -pages.

PAGE CONTROL CHART

Remove Pages Dated Insert Pages Dated
Page i (thru x) 2/14/92
Within Appendix 1 2/14/92

Pages 1 thru 4 (thru 18)

Within Appendix 1 2/14/92
Pages 11 thru 18 (thru 24)

Cre O Lroernans

Gary D. Titsworth
Manager, Office Automation
Technology and Services Branch

Distribution: A-WKYZ-3; IMS-444 Initiated By: AIT-330
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TRANSMITTAL OF OFFICE AUTOMATION TECHNOLOGY AND SERVIGE (OATS) ADVISORY
SUBJ: INFORMATION

1. PURPOSE. This change transmits technical changes for inclusion in
Appendix 2, Technical Advisory Broadcast (TAB).

2, EXPLANATION OF CHANGES. OATS implementation coordinators should assure site
coordinators and others with the need to know are advised of comtents of
broadcast.

PAGE CONTROL CHART

REMOVE PAGES INSERT PAGES
Uithin Appéndix 2
Page 2-i (and 2-i1) (10/21/91)
Page 2-1 (10/21/91)
Page 2-2 (10/21/91)
Page 2-3 (and 4) (10/21/91)

i » 1

, é]f«&( C{ cf/(,(_')}_/??c_.d“ v

¢17 Gary D. Titsworth

4 Branch Manager for Office
Auvtomation Technolngy and
Services Branch

Distribution:  A="IXYZ=3; 2MS-444 Initiated By: AMS-330





