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TRANSMITTAL OF OFFICE AUTOMATION TECHNCLOGY AND SERVICES
SUBJ: (0ATS) ADVISORY INFORMATION

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 (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.
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APPENDIY 1. PROCEDURAL ADVISORY BRCADCAST (PAE)
Figure 3, Broadcast No. 92-1-3, General Procedures for COrdering
from the Office Automation Technology and Seryvices (QOATS) Contract

1. PURPOSE. To provide general guidance to individuals who wish to order
from the CATS contraci. Specific regulirements relative to ordering hardware,
software, network, training, or support services are covered in individual

PAEs.

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

3. ACTION. Copy this information and distribute to all appro opriat
individuals whc need to use the OATS contract. Makes copies availarle tﬁ end
users in accoerdance with local 2DP procedures.

4. BACKGROUNL .

a. The CATS contract, DTFA01-20-D00002, was awarded on Decempber 21,
1288, to the Federal Systems Division cf AT&T. Since that date, however, AT&T
and NCR have entered into a formal merger agreement in which NCR, a wholly-
owned subksidiary of AT&T, i1s now responsible for networked computer systems

k. Agency directive 1370.72, Transitioning to an Office Autcmation
Technolegy and Services Environment, set the agency's acguisition policy fer
any microcomputer and/cr m*dlcomfd er-type hardware, software, andrcr
associated network products. It establishes that ordering must be deone
through the OATS cont*a;t.

<. Agency directive 13270.75, Using the Office Automation Technology
and Services Contract, establishes specific criteria and waiver procedures
under which cffices may acguire cffice auvtomaticn hardware, scitware,
netwerks, and services from non-CATS sources

a Effective January 1, 12822, processing of 07 s/cxrd
be decne thrcugh the System for Zcguisition Management e reg
center, cr hesadgquarters Data General of the receiving the ¢
systems or service) regardless of source of funds.
5. formats prescribed in this appendix are no:t mandatcyy.
If reproducstion 1s authorized
£. contract serves as a readilyv-ava and cost-
eff ffice automaticn suppors. Ordering of harduwars,
sof ng systems are mandated from the CATS contract.
Tra nce, although they are not mandatory are encouragel.
Tec yices are available and are orderable at the crtion of
the
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PAE No. 82-1-3 (Cont.}

7. DEFINITIOLNS.

a. Configuration
statement

. IRM or sub-
IRM authorized to
aprrove reguests
OATS

fer

c. GCATS Catalog
{(hard copy!

a OATS Hotline

e CETS SAM
Catalog

f. OATES SAM
shoppring list index

c. OATS SAM
shopping master lists

el Frocurement

, Fcxm DCT F

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

support.

Individual formally designated by an executive director
or assistant/associate administrator, regional/center
administrator who has delegated authcrity to approve
reguests for OATS acguisitions.

Marketing tocl developed and distributed ky the

contractor. Within it are descriptions fcr each <f the
orderable items under the contract. When catalog
information conflicts with contract information, the
contract prevails.

Contractually required customer assistance hotline, its
cfficial phone number is 1-800-322-CATS. A1l calls for
services shall be directed through this number
Electrcnic listing of OATS CLINs and productts gererated
within the SAM system. Is used within SAM to support

the Master Shopping Lists.

To ease an individual's search for specific products
within a S2M shopping master list, this index has keen
developed to direct the researcher directly te a
specific item number within a master list.
Lists ¢of CATS contract avallable producte contained
within S&M. COrders for OATS products shall use the
lists tc generate items for inclusion con a regueste
procurement reguest. These lists are updated to r
technclogy refreshment changes as well as fiscal &
contract year CLIN and prrice changes.

fficial Government document used to initiate reguest (s}
Icr hardware, scitware, or services.

fory hoguisition Managsment ils the agenty's
al procurement processing system E11 QRTS
ements mUsSt ke processeld througnh this syster
ection 8h for details.?
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Figure 3, PAB No. 92-1-3 (Cont .}
€. PROCESSING REQUIREMENTS.
a. When ordering hardware, software, or networking components from

the OATS contractor, the contractor has available to the Government (as & no-
cost item) a pre- co“-lguraflon service. This service is offered in good faith
by the ceontracteor in order to help lessen the number of unacceptable delivery
orders which reach -Ls 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 Acquisition Management (SAM).
(1} All OATS procurements must be processed through the agency'’s
System fo‘ Acgulsition Management (SAM). SAM is resident at each of the
agency’s regional, center, and headquarters Data General systems and has an
1ni1v:dua; responsikle for assuring its operakility. (Figure 3-1, FAX

Regional, Center, and Headquarters SAM Managers, lists the agency's SAM
managers.)

(23 Sz has built within it catalogs of OATS product informaticn
which is further developed intc shopping master lists.

(&) The IT Contracts Management Divisicn, AIT-50C, will
maintain these master lists and update them as contract year, fiscel vear, or
technology refreshment price or other changes occur. (Figure 3-2, Summary cf

SAM OATS Sheopping Master Lists, provides an abstract ¢f master liste.!
Information within any of these lists can be reviewed while cocn-line in s
a printout can be generated directly from SAM.

{b) The IT Contracts Management Division,
produce indexes to assist reguesters easily lccate specific
master list. These will be updated simultaneously with updat
lists.

(31 Sx1 has been custeomized with specific blocks cf procurement
reguest numbering to correlate to program cifice, headguarters-to-
region/center, alignment.

=y The ring alignment will carry throug!
in order te simplify reporting 4 tracking reguirements (Figure
Numbering Schemes for Headguerters Funded Requests, and Figure 3-4
Numbering Schemes for Regionally Funded Reguests, provide the met!
this numbering Figure 3-5, FY 22 OATS PR Numbers, provides the s
categorizaticn c¢f rnumbers for all headguarters generated numbers.:

= Ea region’/center SAM manager will est
specifically defined crganization codes, constant data and IDs will
establish HY IFN crganizaticns in all SiM systems, and allow the creation ¢f
HZ funced PR's in all 5110 svstems. {See FTigure 3-£, Constant Data (for ER
funded PrRs', for methed oy

Fage 2
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Figure 3, PAB No. 82-1-3 (Cont.)
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( All region/center SAM managers will estaklish
organization code and constant data pertaining to their respective region.
This will establish a PR series in all S$SaM systems to allow the creation of

=

=

regional/center (See Figure 3-7,
Constant Data

(4

funded PRe in the respective region.

(for regicnal/center funded PRs.

)

211 OATS procurement reguests that are converted to OATS

delivery or task orders will follow a specific numbering scheme as well.

aced

Hardware/software/networking orders will be pref
with an 2 in their delivery order number. Region/center identifiers will alsco
be included in the order number. Numbering will be seguentially based on type
of order. {See Figure 3-8, DO Numbering Schemes, for details and example.)

~

(al

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

{c? Maintenance orders will be prefaced with an M.

Region/center identifiers and number sequence will be similarliy used as in
hardware/software/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 cf each fiscal year, and on occasion during
year, progress reports are needed to manage the OATS ordering effec
Generating these specific reports 1s the responsibkbility of the leocoa
manager. Pooling these rerorts to generate an agencywide repcrt is
responsikbility of the headguarters SAM manager.
a. Specific line item number order repcorts can be generazed t
the SAM system. Generating these adhoc reports will be the responsikbi
the respective rezicnalcenter /headguarters CIC or 2IT analyst neading
information Generating the flat file from which this report is gener
the responsikility of the lccal SEM manager.
c. APPRCVING RECUIREMENTS.
a. Agency directive 1370., OATS Implementation, prescrikbes aprroval
processes for clearing ORTE reguests
r Env CATE procuremsnt reguest must have the fcollcwing arrrcovals as
a minimum:
(Z lManager's approval (s estaklished by local reguiremsnts.:
{2 Funds certification aprreval (2s egtaklished by lccal
reguirements.

Q
b
w0

0]
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Figure 3, PAR No. 22-1-3 {(Cont.)

(3) IRM aprproval. (As described in agency order 1370., OATS
Implementation, delegated authorities shall be formally estakrlished and
approvals shall be within established office automation plans led with the
IT Policy and Plans Division, AIT-20C.

{43 CIC approval (or coordination). The 0IC for
region/center/headquarters for which the procurement action reguests delivery
should coordinate on procurement requests. The 0OIC will be working with the
contracting (as anti officer on assuring delivery, acceptance, warranty

fulfillment, and invoicing is properly executed.

b (I)

iet
5

10. MINIMUM CONTENTS OIN PRCCUREMENT REQUEST

a. Each rrocurement reguest shall contain the following information
as a minimum. Fallure tc provide any of these items can result in rejection
of the delivery order by the vendor.

reguester, organization identifier, FTS and

(2 e cf
commercial telephcne number.

(2 Name of consignee, FTS and commercial telephcone number,
(room number 1f appropriate;, street address (PC BoxX is unacceptable), city,
state, and zip code

{3} Valid appropriation code

(&) In cases of modliications to existing delivery task crders,
cross reference to coriginal order

{5 "Involce te” address (Cite the regicon, center, cr Washing:o
accourting organization c¢f the location processing the PR,/DO
(e Sfignatures of approving cfficials, {See paragrarh ° above
o In the event OZTS procurement reguests ars processer
electrenically without ccordinaticnsclearance cf specific hard cory, -he
regulrengnts as stated in paragrarh ila must appear 1in the electyconic versicn

)
2]
1Q)
D
[l
O
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Figure 3, PAR No. 22-1-3 (Cont.)

Figure 3-1. FAX Regional, Center and Headquarters SAM Managers
R/C/HD SaM Manager FTS Veoice Phone No.

BAC Maria Rokinson (405)680-611¢

R2L Dave Homes (e07)271-5%571

CE Ginny Oeltjen (816)426-31¢83
2CT Edward Cochran (6021482-61¢6
AEZ Jim Ostaszewsk: (718)Y225-03¢2¢
AGI Russ Lightfoot (312)694-78C3
AT ¥im Eento (617)Y273-737¢
AN Teresa Miller {(206y227-205¢%
2SO Bck Armstrong (4C4&YT762-7221
ASY Chris Rokertson (2171€624-5%2¢
ZWE Kathy Thompson (318r316e-02¢7

Tina Amerelhn (ASU-20) National 8241 System 287 -8822

>

o
W
l()
®
Ts)
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Figure 2-2.

Category

Software

Trainin

103

Training

Per Call Maintenance

Per Call Maintenance
Mail In Maintenance
Mail In Maintenance

Documentaticn

Hardware

On call malntenance

Bl P P
On call maintenance

Support

Scfoware uprgrades
(actually malintenanc
software:

QOATS procurement sig
line

137
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Appendix

Summary of SAM OATS Shopping Master Lists

Master List

{CBI)

Identifier

OASW preface to:

OSNwW, LANG, UTIL

coM, OAPKG, CMAIL, CEI
Pre-7/82, OATRC or OATRAINI
Post-6/82, OATRC
Pre-7/%Z, OAPRCAL
Post-6/92, OAPRCAL
Pre-7/22, OAMALIN
Post-6/92, OAMALIN
OCADOCUMNT

OAHW preface to:

MSC, LAP, WS, PRINT,
STORE, MON, Nw, IC,
OASWEFONT

Pre-7/82, ORM preface toc
Ms, LF, WS, PR, &7,
MN, MW, IO

Fecst-6£/22, OAM preface to
M38evH, M4E6CEI, MICHNZ

OASUPPORT

Post-6/52, OARECERT

OSNi!, LANG, UTIL
coMt, OAPK, CEI

No.

~1

1€

(V8]

[

[63]

o

[y
[y
o

(oY)

Ao}

i

3
1

cf Lists
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Figure 3, PAB No. ©2-1-3 (Cont.)

Figure 3-3. PR Numbering Scheme for HQ Funded Reguests

Format for a headguarters-funded procurement reguest in the SAM system
(in the field):

Fiscal Year Regilon/Center Sequential Nc.
2 C gg9cs

Regicn/center identifiers to be inciuded in the PR number are:

A ARL g ASQO
c ACE W ASY
E AEZ P AWP
G AGL T ACH
N ANE X ARC
it AN

Seguential numpers match IRM numbering schemes used in headgquarters and
will be used to denote the IRM organization funding the PR:

G&eso~100¢ AAT 4800-5202
1200-~169° AHE 5400-582¢
LE 1800-~-229°9 AGC 650C-70¢¢
ECE 2400-~28¢2 ARP 7200-7622
APZ 3000-34¢2¢ ACS 7800-828¢
AYD 3600~4082 AVS 2000-220¢C
AIT 4200~4¢53¢
Examples cf hsadguarters-funded PR numbers which will be created in
regional /center SAM systems

PE number: 2M1800

ARFP headzuarters funded PR, eguipment to be delivered to ASC,
with PR createld 1n REC SAM system, DO cut in ASO SAM systernm
PE number 2872030

43
)
Q
M
[F%)
[R9]
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Figure 3, PAB No. ©2-1-3 (Cont.)

Figure 3-3. PR Numbering Scheme for HQ Funded Reguests

Format for a headguarters-funded procurement reguest in the SAM system
(in the field):

Fiscal Year Regilon/Center Sequential Nc.
2 C gg9cs

Regicn/center identifiers to be inciuded in the PR number are:

A ARL g ASQO
c ACE W ASY
E AEZ P AWP
G AGL T ACH
N ANE X ARC
it AN

Seguential numpers match IRM numbering schemes used in headgquarters and
will be used to denote the IRM organization funding the PR:

G&eso~100¢ AAT 4800-5202
1200-~169° AHE 5400-582¢
LE 1800-~-229°9 AGC 650C-70¢¢
ECE 2400-~28¢2 ARP 7200-7622
APZ 3000-34¢2¢ ACS 7800-828¢
AYD 3600~4082 AVS 2000-220¢C
AIT 4200~4¢53¢
Examples cf hsadguarters-funded PR numbers which will be created in
regional /center SAM systems

PE number: 2M1800

ARFP headzuarters funded PR, eguipment to be delivered to ASC,
with PR createld 1n REC SAM system, DO cut in ASO SAM systernm
PE number 2872030

43
)
Q
M
[F%)
[R9]
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Figure 3-5. FY &2 OATS PR Numbers on Headguarters SAM

ORGZNIZATION PR NUMBERS
HQOATS 2H0001-2H9999
OAAPI 2H0001-2H%4°2°
2H0020-2H00%S
2H010C-2HO1¢®
2HC20C-2H022%
2H0300~-2H038¢
2HOE00-2H10%°
2H1200-2H1€2¢
2H1200-2H124°
2H1250-2H14¢%¢
2H1500-2H1¢64°
2H1€50-2H1¢6¢%¢
2H1800-2H-22%°
2H2400- 2H2899
2H3000-2HE34¢°

2H3600-2H40¢¢

2H4200—2H4699
2H4200-2H4275
2H4Z 76 2H{20¢8
2H4300-2H4375
2H4376-2H44¢¢
2H4500-2H4622

\O

2H4800-2H522
2H5400-2H5822

(

2HE400-2H542¢0
2H5421-2H5440
2HSL4L-2HEB440
2HS461-2HE4LEC
2H5481-2HE560
2HS5S5€61-2HSECO
2HE€01-2H5660
2H5661-2H57290
2HE000-2HE40°°9
ZHE600-2H7 02
2H7200-2E7€%2¢
ZH7800-2H82°¢
nT ZHeO0C0-2H22C0
OA Contract Modifications 2H9300-2HS500
ALET 2RB000-2RBE0¢
280001-28998%9
QA0S sQece OAUM 284000-2844¢¢
CAGT S14¢s OARMA 2384805C-2854¢¢
OAHY 3Z2:%% OARS 285€E00-28€29¢%
OATE 252400-283¢C%¢ O&TC 25€800-252000
OANE 253200-2338¢8°2 AIG 288500-28200¢C

'Y
m
19}
1433
(9]
W
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Figure 3, PABE No. 22-1-3 (Cont.)

Figure 3-6. Constant Data for Headguarters Funded PRs

Each regions/center SAM manager will establish the following organization
codes, constant data, and IDs. This will establish headquarters IRM
organizations in all SAM systems, and allow the creation c¢f
headguarters-funded PRs 1in all SAM systems.

X Indicates regional/center identifier
Q0 Indicates regional/center identifier for DG IDs

QQ reprresented as: AL for ARL sC for ASO
CE for ACE SW for ASW
EA for AEX WP for AVP
GL fcr AGL CT for ACT
NE fcr ANE AC for AAC
NM for ANM
Org Code-
PR Series PR Number Range USERID Pasgwoxrd
QARASF 2X0600-2¥1082%2 AQQSXCASFE
OALVER 2X1200-2X16%° AQDSXCAVR
QAARF 2X1800-2X22%¢ AQQSXCAAF
CLACR 2X2400-2328¢° AQQSXCACR
QAZPA 2X32000-2X34¢2¢° AQQRSHCAPA
QAAXD 2¥3ECC-2X40¢8¢ AQQSHCAXD
CAZIT 2X4200-2%462¢ AQDSXCARD
AARAT 2X4800-2X%52¢82 AEQQOSXCA
CARHE 2X5400-2X5¢8¢e¢ AQQOSXCAHR
OCAAGC Z2X6600-2¥70¢s AQDSHCAGT
Z4KP 2T Z0C-ZXTECS AQDEXCARP
QCARACS 2X7800-2x82¢8¢%° AQQSXYCACS
QAAYVS 2XeC00-2X=2070 AQQSKCAYVS

8]
)]
{93
]
[
n
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Figure 3-7. Constant Data (for regional/center funded PRs)

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

The second pesiticon in the PR number is the regionscenter identifier;
the "R" indicates it is a regional/center funded PE

s PR Number Range i PASSYWORD
ZARCO01-2ARS2S TBD TRD
2CRO01-2CR2SC TED TED
2ERCC1I-2ERSSS TBD TED
2GR0O01-2GRS%S TED TRD
2NR0OO01-2NR22ES TED TED
2MRO01-2MRR2C TED TBD
28RO01-2SR%¢¢S TED TBD
2WROC1-2WRESS TED TBD
2PROC1-2PR2CGS TED TED
2TROC1-2TRE2S TBD TED
2KRO01-2KRS22 TED TBD

regicnal/center funded and created PRs should be
Y -
(=8
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Figure 3-8. Delivery Order Numbering Schemes

The format for an OATS delivery order (DO) which is cut in a regicn or
center 1s as follows:

FY Type of OATS DU Reg/Cen Seguential No.
2 T 1 9cg

This number identifies a FY22 OATS task order generated in ANE.

DOs are categorized intec the following types:

A Order for hardware/software/networks
T Task order

M Crder for maintenance

R Training

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

A ARL S ASO
C ACE W ASW
E ABA P AWP
G AGL T ACM
N ANE K AAC
i AN

guentially based on the type of order, i.e

.7

e}
m
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o
(93]
1
o
¥
e
§
i
Ty






9/25/¢2 1370.74 CHG 3
Appendix 1

APPENDI¥X 1. PROC EDURAL ADVISORY BROADCAST (PAB)
Figure 4. Broadcast No. $2-1-4, Acguiring Technical Support Services

1. PURPCSE. To provide guidelines to individuals seeking technical

support services under the OATS contract.

Z. DISTRIBUTION. 2 working draft of this PAB is initially distributed

directly to headguar t re, regional, and center OATS implementation
cocrdinateors (QIC); formal approved copies will be distrikuted tc all

information resource managers (IRM) and OICs.

3. ACTICN. Copy this information and distribute to all appropriate
individuals whc are seeking technical support services under the OATS
contract. Make coples 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 crders. The services cover a wide range cf office automation
curriculums for Journeyman Installer to Computer Technical Specialist. The
contractor provides the services to the Government on an as-reguired kasis
in response to identified user reguirements. Within the contract terms and
conditions, there is a specific exclusion, i1.e., the contract specifically
excludes significant new applications development exXcept as provided for
Computer Based Instruction (CEBI).

b. During the initial two years of the OATS contract, ordering
procedures evolved from a process which required seven weeks to award
task order tc a process reguiring only two weeks. Initially, individu
statements of work were negotiated until a bilateral agreement was rea
Recently, AT&T has chosen to work with potential customers as a marks
strategy by developing a memorandum of understanding which 1s used in
conjunction with an independent Government cost estimate to produce &

bilaterally agreed upon task order.

5. DIRECTION. The contract serves as a readily-avallable and cost-
effective source of technical support services to the Faz and the
Department c¢f Transpcrtaticn. The services of the contract are avallaklis

to complement and suppiemen* in-house office automation resources, to

provide additicnal support during peak worklcad periods, and tc provide
“instant expertise"in the latest cffice automation technologies. Use c¢i
the contract can satisfy the spirit as well as the intent of OMB Circular
A-T€, the Cifice c¢f Management and Budgetf document which directs ths
Government to rely on private sector resources

€ FORMS Formats prescriped in this appendix are neon-mandatcery. If
used, iocal reproducticn is authorized
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7. DEFINITIONS. The following definitions relate to all OATS delivery

and/or task orders.
TERM

a. Assistant
contracting officer

. Cocnsignes

c. Contracting
officer

d. Independent
Government cost
estimate (IGCE)

e. Infermation
resource manager
(IRM) or sub-IRM

f. Memorandum ci
\

understanding (MCU;

Page 42

DEFINITION

Individual 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
cf 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 to approve
procurement reguests, assuring their comrliance
with requirements of agency order 1370.52C and
other OATS implementation directives.

The contractor-prepared document which provides
the contractor's interpretation of the user's
reguirements as specified in the Statement cf
Work. An MCU should not be necessary if the sCv
accurately specifies the reguirement (including
delivery schedule). (See figure 4-9.)
Individual responsible for working with user
organization to develop workable statements of
workK prior to submission to the contracting
officer (or designated assistant) for award as

task order.

wWhen the Government chooses to issus a statems
of work and reguests a task order proposal from
the contractor, a Q&2 is reguired. This
Government user-prepared document evaluates the

(or assistant) officer with data tc
the proposal is of the quality
fulfills the guantities reguested
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e. CONTRACTUAL EQUIREN?’TS. Procurement reguests to initiate task
orders for te”%rl 1 rt services are subject to the same approval
reguirements that are app icable to all other OCATS procurement reguests.

a. Section C.%5.1, Technical Support Services, specifies minimum
requ1remetts (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
feor task orders. (See Figure 4-2 fcr specific contract terms and
conditions for task order processing.) Making sure that the specifications
are met is imperative. Specific guidance as to how to ensure all
specifications are met are contained in Figures 4-1 and 4-2 this directive.
c. GENERAL PROCESSING REQUIREMENTS. Developing the reguest for technical
suppcrt services. The reguest fcr technical suppcrt services consists of a
statement ¢f work (80VW), independent Government cost estimate, and a System

for Acguisition Management (SAM) procurement reguest.

1C. STATEMENT QOF WORHK.

a. The statement of work (SOW) 1s the single, most important function
to be performed when acguiring technical support services. If it is well
PO

written, easily understood, and thorough in its coverage, the ceontrac! s
proposal will ke an accurate representation cf needed resources, % ths
end product of the contractor's effort will satisfy the conSLGnec‘
requiremens for services. Ccnversely, if the sow dﬁe: nct adeguat
address essential elements, it is likely that the delivered prcdu
late, deficient, and/cr more expensive. 2As the S0W is developed,
consignes should ask the fo llow1ng.

{1} "Would I understand the task to ke performed based cn the
information given?"

- A

oR T e - . S P <~ e s
(z2) If the contractor delivers gervices which minimall
-
-

he task, will I be satisfied?"

"

etc.?
size

L. Th he cons s definition of the
performex , . it 1s the consignes's document.
much content and detall as needed teo properly define the reguirements foz
service. Similarly, Just as the document should ke thorough in its scops,
the consignee sheuld not feel restricted in placing reguirements on the
centractter. For instance, 1f the consignse Getermines that an interim
deliverarls rroduct is nectessary to monitor development, it should ke
inciuded as part cof the task
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c through 4-

c. To aid in developing an acceptable SOW, Figures 4-3
prcevide helpful checklists and guides for writing a SOW.

Guide and Checklist for Writing SOW. Summarizes
the SOw. Is ncot
outline for compe
f‘*eeC

1

(1) Figure 4-3,
list of mandatory and some non-mandatory elements of
intended to ke all-inclusive or to be a format or an
a Soul. format that most clearly conveys the consi
reguirem

ging

ikle Deliverarles.
stages of a

ware Conversion SOV Poss
,1verables for the various

(2}
This listing
conversion pro

(=3

m

vonvel
cess.

COn-Site Configuration Analysis Deliverable
prov1oe= a listing of deliverable products that are
{sectiocn C.5.1.1) in accordance with a delivery

;1guration analysis.

Products.
reguired
order

(4) Figure 4-6. Remote Site Configuration Analysis Del
Products. This figure provides a listing cf deliverable precducts
by the contract (section C.5.1.2) in accordance with a delivery or
remote site configuration analysis.

d. The SOW must contain the followil
crder of the elements in the S0OW is not important;
Tney dc not need to be ildentified as separate entities.

scrirtion c¢f the task does not need to be a separate n
chln tion cof the deliverable products. For gimple tasks,
described under the same heading. Format 1s important only
that it contributes to the clarity cf the overall sta,emen;

:,)

ng eight mandatory elemen
their inclusio
For exam
rative
both

-
-

D

m

v

N

15k

27

=4

Hh
ol

0

~
o

.'!

e
o
c
1
a

(O I

the

LY
(1} Description cf the task, including subtasks 1f applicakle.

fa! The description of the task states what the conirzr
must 4ac fe.g., design a system, enter data, erform a study, etc.)
description typically includes an introduction, the history and kacs <
of the eifcrt, the purpcse and objectives of the task, the scope cf the
regulremsnts, descrirtions and definitions of tasks and subtasks, a2 liszing
of the significant milestones tc be achieved, and a listing of the reguired
deliverakble products. The description of the task might alsc incliuds the
necessary skill categories (e.g., any or all of the nine skill categories
from the contract). The descrivrtion of the specific experiences an?d
capakbilities of each sxill categoery is listed here and in the conIiract

' In the event the sk order is for a fixed price product
from AT&T, 1.e., order shall be for a complete product despite numkber cf
hours reaguired to produce that product, the descriprtion ¢f the task will
nct be citing CLINs for lakcr categories, but rather will ke totally
dependent upon the theoroughness cof product description. For this reaszn,
it 1s critical that all tasks end suktasks be clearly defined, timeframes
explicitly ccvered, and final and interim deliverables clearly descriked
Page 4¢
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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 be cost beneficial because the Government pays
one set fee for the reguested product(s), not for individual lakor hours on
the task(s). Many times, the contractor can subcontract the task(s) to an
organization that is primarily in the business for the reguested task(s);
therefore, the contractor does not have to recruit a specialized individual
to fi1l1l the reguirement. 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 absorbs the additional costs until the
task(s) are finished toc meet the product reguirement(s)

(2} Description of the deliverable produc

{a) The deliverable products are the reguired results of the
task. They are the items the Government receives as a result of the
contractor's performance of the task. Their definition is critical,
insuring that the Government receives a usable product of acceptable
guality. It 1s imperative tc have a detalled description of the
deliverable product(s) at all times, but it is much more critical when the
order is to be executed as a fixed price order.

{k} For other than the simplest task, several dell V~-Gh¢c
products should be reguired. Generally, each defined subtask will reguire
the accomplishment of a milestone or the delivery cof a product. Pro~u~“

required before the completion of the task (i.e., interim dCIW“cva les) are
useful for evaluating the contractor's progress ‘cowarfQ completing the task

and delivering the end products. Progress reports and status reportis are
interim deliverakles.

{c) For scoftware conversion/maintenance efforts (rememke

that complex scftware development except in the CEI platform are out cf
scope for the OATS contract), the description of the reguired deliveralkle
products should include such specificity as the medium (e.g., magnetic
tape, source code listings, floppy disk to include type) and the number of
copies.

(2} A test for a well-written SOW is the guestion "If the
ceontracteor delivers te me the minimum product (noc more thah what I've asked
for), will I be satisfied?" Cr ask "Can the contractor deliver a product
which satisfies the definition for the deliverakle product but does not
satisfy me?"

bo(1if any)
{a) Determin the product (s} needed is relat
The ccnsignes usually od concepticn of what he/she wan
the reguired prcducts er party (i.e., the contractcr) i
difficult However, the acceptance criteria for th
probakiy the meost 4if sk for the consignes

el
I}
M
e
1t

1Q
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(b} The acceptance criteria for a deliverabkle product are
the stated basis by which the consignee will accept or reject the delivered
work of the contracteor. 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 reguirements for delivery (il.e., the definition cf
the deliverable product).

(cy If, however, the consignee has clearly identified the
basis for accepting the product, he/she has done two things. The consignes
has provided "greater definition" of the product to the contractcr, and the
consignee has, in effect,implemented his/her own quality 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 deliverable products, and specify what form, if any, are needed to
convey acceptance.

(4) Review period fecor deliveralkle products.

{a) The SOW must establish a period for review and

acceptance of each deliverable product. The review times must be kept to =z
minimum but, must allow enough time to thoroughly review the deliverabkle.
Be reascnable when determining these review periods. The contractor must

be given sufficient time to carry out the needed work to complete the
desired deliverable. 1If an acceptance period is not stated, the contractor
will autcmatically precpose a ten-day acceptance pericd.

{b) Fcr some software conversion/maintenance efforts,
ten-day period is not sufflcient, since the deliverables need tc be tested
in an operaticnal environment pricr to acceptance. (Ensure 1if testing 1is
essential to acceptance of a deliverable that the testing is individually
covered as a deliverable on its own. Example deliverable: Provide
demonstration ci successful test of (specify deliverakle) operating on
(named system’‘scftware, efc.)

{5} Schedule for perfocrmance and delivery.

{a}  The SOW must provide an accountable schedule for
accomplishing milastones and delivering products. The schedule should
clearly identify the events and give real or relative dates for their
achievement. Tyrically, "X" is used to dencte a date which ig contingent,
e.g, "¥+ lcr Z-)" and a timeframe are ussd to dencte an earlier cor later
date relative tc "X." 211 dates should reflect reasonabkle and realistic
exrectations, all things considered

(XY If ths Government must approve any interim deliverabkles,
make sure this is cliearly stated with timeframes for response. En eyample
ma,; read as Ifzllows: Upcon receipt, the Government will reriew the deocument
and prcvide aprroval/disarprcval within 10 working days. If the Government
does not provide an approval- disapproval within 10 working days, ths
contracticr ls authcrized tc proceed with focllowon reguirements as if the
Governmant has arproved the deliverable.)

ae)
o
10
M
s
o
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{6} Required performance standards and certifications that must
be cited and followed.

(g} Performance standards are essential. They better define
the reguirements of tasks and, as a conseguence, contribute to the delivery
of high quality products. Tc a degree, acceptance criteria for deliverakle
products are pe*fo*man~e 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, additicnal standards
will need to be specified.

() CT/FA% has prllshed standards that might be reference
tce further define the deliverable fcor specific tasks. Each -n41V1dJal
cffice may have standards publlshed which would be of benefit in defining
deliverable product format and acceptance criteria.

(c) Depending on the nature of the task and the sensitivity
cf the data, the consignee might require the contractor to certlf"
compliance with certain procedures or conditions. Certifi ions might
also be reguired from contractor employees proposed to mork on particu
tasks. Contractors are bound by the security regquirements ¢f the contr
Ho«e\er, certain requ1rements which include adherences to non-disclosur
provisicns and other provisions of the latest Privacy 2Act should ks
included if they apprly.

(7) Environment (including sources of information).

{a) The consignee must specify the rhysical and technical
envircnment within which the task will be performed. The physical
envirconment concerns such topics as location(s) for performance,
per diem reguirements, sources for information and data, supplie
eguipment to be provided by the contractor, etc. In addition,
office space ani the particulars of the office space to be provi
Government must be provided (e.g., desk, telephone, microccomput
telecommunications eguipment, etc.)

(b} The technical environment addresses hardware an
i teleprocessing service reguirements, requ;~
ipmens, etc.

(D ,)_.
(D
3
or
n

[EFIEN

(9]
]
o]
n
-
Q
3
(]
]

The name, title, office,

cffice symb:;, ss, and FTS and conmmsrcial tel

the Gecvrernment cneible for the task must be id
SO Thig desi lishes the technlcal focal point
matters partairn sk This individu should alsc
in the consigne i ck cf the procurcme L re

p-
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11. INDEPENDENT GOVERNMENT COST ESTIMATE. An independent Government cost
estimate must be prepared in order to establish the amount of funds needed
to complete the task.

a. This document must provide a detailed and realistic estimate of
the cost of the task. It should be predicated upcn 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
Government rates. If the consignee reguires assistance in estimating
resources, the 0IC for the consignee should be contacted for assistance.

k. The consignee is responsible for the accuracy of the independent
Government cost estimate, since it 1s the user who defines the Government
needs. It is totally inappropriate to develop the document using input
from the centractor, since the document will be the basis fcr the
Government's negotiation position relative to the contractor's cost
propesal. The user will be reguired to comment upon any significant
discrepancies between the document and the cost preposal, and may be called
upon to explain the Government's position during face-to-face negctiations,
so it is imperative that the document be carefully and thoughtfully
prepared.

n

c. In the event the ccnsignee has discussed the potential reguirement
with the contracter's marketing/account representative and the contracter
has developed a memorandum of understanding (described below! tc address
fulfilling that reguirement, the pricing table provided in the coentractor
memorandum is not to be used as the Government's independent estimate.
The consignee must develop an INDEPENDENT estimate.

's

d. An independent Government cost estimate is an integral part of the
reguest for technical support services package. Packages which d2 not
include the independent Government cost estlmate will be returned tc the
user organization. A sample independent Government ccst estimate worksheet
with instructions for preparation can be found in Figure 4-7. The labor
rates and skill 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 2 PROCUREMENT REQUEST. The procurement reguest tce initiate
action tc award a task order for technical support ser"icec must be
generated through the System for Acgulsition Management (SAal) .

a The 3 be generated frem the designated klock cof CATS
numbers within the S&2M system (For further guidance and use ¢f the SAM
gyster To generate CATS procurement reguests, refer to PAR €2-1-3, General
Procedures for Crdering from the OATS Contract.)

k. When sprecific contract line item number (CLINM) labor categeries
are used tc acgu technical support services, the reguester shall use the
SEM COATS catalog. aster list CASUPPCRT (with annually changed
sequentially numb S suffix) contains all CLIN's related to technical
support labor cat ries. Do not use "free style" line item entries; you
must use the SANM S master lists to extract and use appropriate costing
and descripticns. he contractor will reject task orders which do not
identify CLIN descrirticns and costs correctly. "Free style" data entry
could result in missed or misreferenced terminclogy, transposed figures in
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the cost, etc. Data in the SAM OATS master lists have been verified
several times to ensure totally accurate information.

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

4. In fixed price task orders, the contractor has indicated that it
is akle tc provids a product deliverable which is neot killed to specific
labor categories In these instances, CLIN 4600 shall be used. This CLIN
has been incorporated into the contract through Modification (€13 tc ensure
all categeories of expenditures are accounteﬁ fer.

13. MEMORANDUM CF UNDERSTANDING.

a. If a memcrandum cf understanding is incorporated in the
procurement request package, the contracting (assistant) cfficer has the
opticn of using it in the task order in lieu of formal negotiations.

NCTE: W¥When a memcrandum of understanding to cover a task ”ﬁﬁ”e” a ccst cof

%

contract, the contractor is reguired to provide certified co:t and p
data in accordance with Federal Acquisition Regulations.

- ~
ve c

$100,000 or more, an“ is not based on the labecr CLINs included in the
r

& 2t the contracteor's discretion, a user may work with the
contractcer's marketing -account representative and define a peote
regulrement From this information exchange, the contractor may
memcrandun of understanding (MOUY to cover the petential reguir
contractor has prepared MOU's as a marketing teocol to generate £
business This 1s not regulred per the terms of the contract.

c. If the contracter's MCU proposes the :
the timeframes expected at a reasonable cost, e er 5
M2T as part of the regquest pacXkage If the reguester chooses to
incorporate the MOU, the regusester 1ls agreeing L¢ the contracicor's preoposed
metncds, timestalbles, and pricing to complete the desired deliverakles

G AT nc time should the reguester negctiiate NegezTilations of task
crders remaln within the delegared authcocrity c¢i the contracting fassistan:
cfficer
14. APPRCVALSE. Upcn completicon of the required documentaticon tc regues:t
Suppcrt services, the reguest must be cleared through the establicshed CATE
procuremsant reguest channels {Ses agency Crdexr 1370., 0iT:s
Inplementaticn, Icr guidancte on Ccliearance regulrements.; To assist
reguesters assure needed informaticn is addressed within the procuremsn:s
reguest, see Figure <£-% fcor list of items to remember

e
)]
Q)
M
i
O
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1S. TzS¥ ORDER AWARD. The contracting (assistant) officer who has been
cfficially delegated authority to issue OATS orders is responsible for
warding 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 option of the awarding contracting (assistant)
officey. The contractor's representative will review the task order and
under nermal circumstances will sign bilaterally with the agency's
contracting (assistant) officer.

. . 1If the contracting (assistant) officer does not use or does not
have submitted an MOU, the process is more extensive.

(1) The contracting ({(assistant) cffice issues a reguest for task
The contractor is given sufficient time (with advice of
timeframe is to be determined by the contracting

{2) The contractor prepares and submits a task order proposal,
. . D

o each of the reguirements of the task order as well as

ices to complete the task(s).

:j =
Q3
io]

H ct

(3) The reguester upon receipt of a copy of the contractor's

is tec review it and prepare a gualitative and guantitative (
of the propcsal. This document is used to assist the contract
t) officer negotiate, with the contractor, a complete and
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onably priced task corder.
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16. 5;CEPTANCES. The consignee designated on the task order is
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future contract audit.
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[
performan;y of the ta
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a. I, he event the tec“nical contact f{consignee) does not believe
in accordance with the task order, the

) should document specific non-ccmpliance and

the attention of the contracting f(assistant
order. Claims against the contractor must ke

ignee records.
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Figure 4-2, Contract Terms and Conditions for TO Processing

¢c.2.1.1 Task Order Processing
Task orders will be issued for technical support services and/or
specialized configuration analyvses. The number of hours, completion
dates, travel and other expenses shall be negotiated prior to issuing
individual task orders AS & minimum, each task order shall contain:
a. & statement of work detailing the tasks to be accomplished.
b. Number of hours authorized, by:
1) Specific labor category,
2) Aggregate total for all labor.
3) Address of facility where work is to be performed,
inciuding local contact and phone nunber.
4 Reguired completion dates.
5 Allowances for travel, per diem, and other expenses.
€ Products to be delivered.
7 Reporting regquirements.
Bé
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FPigure 4-3. GUIDE AND CHECRLIST FOR WRITING
STATEMENT OF WORK
paring your statement of work, has each of the following been addressed?
e description of the task, cover the following items:
Introduction, history, and background
Purpose and objective
Scope cof task
Description cf task
Definiticn and description of subtasks
Listing of significant milestones to be achieved
Listing c¢f reguired deliverable products
Under the description of deliverable products, assure coverage of the following:
Descripticn of reguired deliverable products
Reguirements for progress/status reports
Reguirements for interim deliverable products
Mediums reguired for deliverable products
Number cof coples reguired
Under acceptance criteria for deliverable products, assure you have:
tated basis for accepting/rejecting deliverable products
Under review period for deliverable products, provide the following coverage:
Listing ¢f required deliverable products
Listing of significant milestones to be achieved
Real and/or relative ("X+" "X-") dates for delivery or
achievement
Under required performance standards and certifications, provide:
Internal/External standards for content/performance
Certifications reguired by contractor
Certifications reguired by contractor emplcyees
Cover environment by identifying the following:
Locatien for performanc
for travel and per diem
nformation
supplies and eguipment provided by the Govern
supplies and eguipment provided kv the contra
iptions
ipticns

When pre
Under th

ot —
n

mo-mmnd o
30 0-~
N R

Teleproce ¢ service reguirements (L2N, WAN, etc.)
Reguiremen fcr remcte access eguipment
Identify the technical contact {(consignee!, by:
Name and title
Cffice and office symbol (1f applicable)
Full mailing address
FTS and commercial telerhcone numbers

o
s
«
(1M
o
n
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STAGE

na

Design

Test

tation

Implilemen

Maintenance

tractor per

POSSIBLE DELIVERABLES FOR SOFTWARE CONVERSION

STATEMENT OF WORK

DELIVERABLE/ACTIVITY

Requirements analysis package
Economic analysis
Work/action implementation plan

Functional specification package c¢r program
requirements package
Specification walkthrough(s)
Logical data base specification
applicable)
Walkthrough (if applicable)

Structure charts

Module specifications (preliminary:
Physical data base specifications
System description

System schematic diagrams

Run specifications

Data specifications

Training manuals/user handbooks
Module specifications (completed!

Scurce code

Unit-tested programs
Operations handbock
System test data
Programming walkthrough

System acceptance test releacse
na
Post implementation review report

whenevery necessary Lo concurrence b
, and the task manager.
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ON-SITE CONFIGURATION ANALYSIS
DELIVERABLE PRODUCTS

Figure 4-5.

Centract section C.5.1.1. On-site Configuration Analysis fully des
deliverable products, see Figure 4-1 for specific contract terminology.

Following is a summary of deliverables:

3

delivery order, the contents of this plan

Graphic and/or text workflow analysis depicting the current
environment

Detailed CA workstation configuration recommendation with hardware,
software, network (if applicable), and communications Iinterface
reguirements specified.

Hardware/software/network (if applicable)/communications interface
installiacion guide.

2rnalvsis of the expected workflow, 1In graphic and/or text forrm,
after the 0A werkstation configuration(s) Is(are) in place
Listings of all necessary site modifications in sufficient details
to allow the Govermment to use 1t as a basis for contracting for
the necessary chances in the bulilding structure.

Installation plan including labor hours and materials

Proposed program of training for the work groupl(s) affected by the
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Figure 4, PAB 92-1-4 (Cont.)

Figure 4-6. REMOTE SITE CONFIGURATION ANALYSIS
DELIVERABLE PRODUCTS

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

The Government will supply the information to complete the remote site
configuration analysis without an on-site visit. The Government-supplie
information shall be adeguate for the contractor to assess a particular office’'s
rhysical characteristics and workflow patterns that enable the contractor tce
produce a fully documented plan.

O

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

Fully documented prlan that clearly details a cost
effective workstation configuration plan (see Figure 3-5
for checklist ¢f what should appear in plan.)
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Figure 4-7. INDEPENDENT GOVERNMENT COST ESTIMATE

GUIDE

0.74 CHG

-

S
Appendix 1

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 reguest.

2. Itemize labecr by:

CLIN and skill Category

Number of hours by CLIN

Rate of CLIN

Total by CLIN, Subrtotal of all CLINs

Itemize travel and per diem by:

W)

Destination (from/to)

Number of trips per destination
Estimated perdiem ccst per trip
Estimated transportation cost per trip

Total perdiem/transportation per trip, Subtotal of all travel

4. Itemize othe irect costs which include the following: (NCTE: fixed
infermation ShOulu be included within ODC estimates.)

Materials reguired by item/description

Number of items

Unit cost per item

Total of each material item; Subtotal cf all other direct costs.
5. Total all ca egeries (labor, travel and per diem, and other direct cost
and cite grand total.
€. Remarks should be added if any clarifications are necessary to fully
sukstantiate the figure presented
7 The independent Government cost estimate must be signed by a Government

A
employee [the preparer (if a Government employee) is suffici
procedures regulire program managers to signl.
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CLIN

2x0-4500Ek

2x0-450CC

2x0-450CD

2x0-4500G

2x0-4500H

2x0-45001I
2x0-45007

>

)
o

Q
I
[0))

Category

ADP technical
specialist

Cx specialist

Senicr OA
hardware
specialist

C4 hardware
specialist

Data
communications
specialist

Data
communications
technician

Training
specialist

-

CBI specialiist

Jcurneyman
installer

Figure 4,

PAB 92~1-4

(Cont .}

FPigure 4-8.
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Figure 4,

FPigure 4-9.

CHECKLIST OF INFORMATION NEEDED FOR

TASK ORDER PROCUREMENT REQUESTS

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

Do contents

[&]

O

include the following?

Technical contact

Technical contact's street,

included.

Technical coentact's FTS and commercial phones numbers

accordingly) are included.

Valid appropriation code.

(consignee)
Work and on procurement request

If not,

city,

state,

provide explanation.

designated with Statement of
(same individual)-

and zip code are

(noted

(If no code is specifieq,

explanation must be included and it should explain
intentions of reguester as to avallability of funds, e.g.,

when, under what conditions,

etc.)

Accounting certification officer has signed procurement

reguest.

IF APPLICARLE,

notation and signature of authorized

individual for FOURTH QUARTER spending is included.

Approving cfficial has signe

LRM

d.

(or officially designated sub-IRM!

has signed.

Specific SAM CLINs are cited for labor categories toc be used

in task order.

Properly prepared statement of work (SOW! is attached (See
Figure 4-3 for checklist of reguired coverage.)

Other Direct Costs (CDCs) are identified and costed.
Independent Government cost estimate 1s detailed and signed
by Government employee (See Figure 4-7 for worksheet.)

If availiakle 1is there a MOU from contracter: (I so, it
sheuld parallel the S0V-stated reguirements?)

each






