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INTRODUCTION

This product was created to provide contingency contracting officers (CCOs) with a tool to access, search and retrieve contingency contracting information in a quick and efficient manner.  Its purpose is to save CCOs time in handling multiple hard copies of information and in performing manual research.  It is a consolidated, updated and automated version of Air Force Logistics Management Agency (AFLMA) contingency contracting products.  It contains information on new Federal Acquisition legislation and is published in Help File format to give CCOs the capability to respond rapidly in contingency situations. 

The file is broken into four parts:


PART I   - DELIBERATE PLANNING


PART II  - CONTINGENCY CONTRACTING - EMERGENCY SITUATIONS


PART III - CONTINGENCY CONTRACTING - WARTIME SITUATIONS


PART IV - STATEMENTS OF WORK

The file also contains five Appendices and eleven Attachments
A brief synopsis of each part is provided below:

PART 1: DELIBERATE PLANNING

This part provides operational contracting squadrons assistance when planning for deployments/emergencies.  Lessons learned from Operation Desert Shield/Storm and more recent contingencies have resulted in changes to the operational contracting squadron’s role in the planning process.  The development of new contracting Unit Type Codes, and the requirement for contracting to submit reports to the Status of Resources and Training System (SORTS) are but two new functions to the contracting community.  This part provides guidance for base level contracting officers when evaluating operations plans and preparing for contingency deployments.

This part consists of five chapters.  The first two chapters cover the importance of deliberate planning to contracting squadrons, as well as the process in general.  An overview is presented covering the development of Operations Plans (OPLANs) from national security policy, to the review and development of supporting plans.  The next chapter covers key concepts in the planning process.  Force packaging, Unit Type Codes (UTCs), Designed Operational Capabilities Statements (DOCs), and Time Phased Force Deployment Data (TPFDD) are some of the topics discussed.  The remaining chapters cover the details of Operations Plans formats, how to review OPLANs and TPFDDs, and training initiatives and preparation suggestions for Contingency Contracting Officers.  

PART II: CONTINGENCY CONTRACTING - EMERGENCY SITUATIONS

Various bases within the continental United States have experienced natural disasters such as floods, hurricanes, and tornadoes.  Because of the ever present possibility of future disasters, there are concerns as to the effectiveness and efficiency of contingency contracting support plans and operational contracting’s ability to sustain or re-establish mission support during these emergencies.  This part outlines guidance to assist contracting offices supporting the base mission before, during, and after an emergency situation.  We included lessons learned from both on and offsite contingency support operations, and focused on issues and problems several contracting offices faced while providing emergency support to a base.  The guidance in this part will significantly improve operational contracting support in a natural disaster or other emergency.

PART III: CONTINGENCY CONTRACTING - WARTIME SITUATIONS

This part provides a consolidated source of information for a Contingency Contracting Officer (CCO) to support a deployed unit during wartime.  Information contained in this part came from many authoritative sources on specific topics applied in contingency contracting situations. 

Contracting continues to be an important means of fulfilling a deployed unit's resource requirements during wartime contingency operations.  With airlift and sealift space a premium, contingency contracting personnel support deployed units by providing goods and services from the employment area.  This part incorporates "lessons learned" from Operation Desert Shield and Desert Storm.  It consolidates these lessons with other major sources of contingency contracting information such as the Basic War Mobilization Plan (WMP-1), AFFARS Appendix CC (Contingency Operational Contracting Support Program (COCSP)) "The Digest of War and Emergency Legislation," and several exercise after-action reports.

Many lessons experienced by contingency contracting officers during Operation Desert Shield/Storm have been identified, addressed, and added to those lessons previously developed.  This updated part is not meant to be regulatory in nature, and should be used to supplement existing Air Force guidance.  All CCOs should thoroughly acquaint themselves with FAR Appendix CC, Contingency Operational Contracting Support Program (COSP) and command supplements which document particular procedures affecting the overall USAF base level concept for wartime contingencies.

PART IV:  STATEMENTS OF WORK
Past experiences taught us several lessons about contract support in prolonged contingency situations.  One such lesson is that, in a wartime scenario, a contingency contracting officer may have to develop various contracted services statements of work (SOW) because a functional representative is not deployed at the unit.  This part attempts to fill that void by providing generic SOWs for commonly needed services in prolonged wartime or other contingencies.  Predrafted SOWs will help the CCO better describe the necessary services for the many base support contracts needed to sustain a deployed unit.  The SOWs included in this part are for the following requirements:  contract quarters, refuse collection, custodial services, full food service, laundry and dry cleaning, and vehicle rental. 

During peacetime, contract requirements are defined and set forth by the functional areas needing contract service.  We’ve learned the hard way that we cannot count on the same functional area support to develop statements of work in a wartime scenario.  Functional expertise, in many cases, will not be there.  This, however, will not relieve a CCO from buying the services needed by deployed units.

Several CCOs in Desert Shield/Storm entered into contracts for services including full food service, refuse, custodial, billeting, etc., without having proper technical statements of work (SOWs), and, in many cases, awarded contracts without one.  Several contracts were awarded without the scope or parameters of contract requirements being defined.  This, in turn, caused several problems with contract enforcement and later proved detrimental in denying contractor claims.

The SOWs provided are not meant to be a means for CCOs to circumvent the system in contingency situations.  They should only be used when functional area representatives, i.e., services or civil engineer personnel, are not deployed with the unit.  Even if technical personnel are deployed, the SOWs can help the functional representative quickly develop the unit's requirements for a particular service.

Each statement of work is prefaced by a paragraph reminding the user to alter or modify the SOW based on LOCAL conditions.  Each deployment location and subsequent areas of responsibility will provide their own set of unique circumstances and problems.  We have developed the SOWs with this concept in mind.  For example, in each SOW we have put in a section dealing with Quality Control (QC) stating the contractor is responsible for establishing and maintaining a QC program.  The type and extent of the QC program must be determined in the field by the CCO and the functional representative if available.  Additionally, some SOWs contain areas marked OPTIONAL.  These areas are services not critical to mission accomplishment, but are convenient to have.  We leave these decisions up to the field operator.

Before using the SOWs contained in this part, CCOs and the functional representatives (if available) need to scrub the generic SOW to fit their particular location's needs.

PART I - DELIBERATE PLANNING

The role of the contracting professional has changed as a result of contingency operations such as Operation Desert Shield/Storm.  Previously, when it was time for a Contracting Officer to deploy somewhere in support of an Operation Plan (OPLAN), we just waited for someone to call us, and we showed up to process at the mobility line with the Combat Support Group.  However, operational contracting offices now have some new found responsibilities with regard to deploying forces.

This part is designed to help you, the operational contracting individual, deal with those responsibilities.  It is not to be considered regulatory or directive but only a tool to help comprehend the planning process in general as well as contracting's role in that process.  You may encounter some terms or acronyms throughout this document that are unfamiliar to you.  In order to assist you as much as possible, we have included Appendix 1, Glossary of Terms.  Please refer to it as you make your way through the text.

CHAPTER 1 - WHY SHOULD I WORRY ABOUT PLANNING

This chapter will explain why you should be concerned with a world we previously believed was dark, sinister, and unexplainable - that of the operations or logistic planner!  We will discuss some lessons learned, impacts of the planning process, and consequences of improper planning.

The Persian Gulf War demonstrated the value of purchasing goods and services in the theater of operations by deployed contingency contracting officers (CCOs).  Since the end of the Gulf War, the importance of contingency contracting has been further validated by operations in Somalia, Bosnia, and Northern Iraq to name a few.  These valuable lessons, coupled with continuing reductions in military budgets and the resulting withdrawal of U.S. troops from overseas, have made the job of the contingency contracting officer even more critical in our new military strategy of Global Engagement.

Our military strategy focuses on our ability to rapidly mobilize, deploy, and sustain forces anywhere in the world.  We can no longer rely on overseas forces trained and in-place to fight the next war.  We must be able to mobilize quickly, fight decisively, and re-deploy home.  As such, logistics becomes the focal point of any scenario, and contingency contracting becomes a critical logistics function.

There have been many changes in guidance and structure of Air Force contingency contracting since Desert Shield/Storm.  Many of these changes focus on events or actions taken before any deployment is necessary.  Thus, they fall into the planning stage of contingency contracting.  As the quote above implies, the success or failure of future conflicts under our strategy may very well rest on the quality of our planning process.

LESSONS LEARNED

Many valuable lessons were garnered from our experiences in Desert Shield/Storm.  Operations and Logistics Planners alike found many areas for improvement in our planning process.  A recent study conducted by the AFLMA analyzed data from the Gulf War and found some interesting information. 

When Desert Shield began, many plans were developed but not yet on the shelf.  Many parts were under revision.  The major plan used was only partially through one of its review cycles so bases and MAJCOMs did not have a complete document to use.  The actual deployment operation was an ad hoc plan.  Make no mistake, we did a great job and our success is testament to the professionalism and flexibility of our military.  However, many have raised the concern that some of our inefficiencies could have been quite serious if the region we were deploying to did not allow us the luxury of the time to build up and correct any problems.  

Many (estimates of 20 to 30 percent) of the taskings received by units during Desert Shield were for non-standard or partial packages of Unit Type Codes (UTCs).  In many cases equipment and personnel were identified by name or AFSC, which lead to additional confusion and work to supply the needed assets.  A significant amount of equipment and personnel tasked was not originally identified for mobility.  These people required additional training in weapons and chemical warfare equipment prior to deployment.  Some units were tasked to provide packages of personnel and equipment they were never required to have before.  These shortfalls were identified and handled using standard procedures, but they opened the door for problems later.  Units that supplied the unplanned equipment and personnel began to deploy themselves, and fell short of the necessary assets of their own.    

The ad hoc nature of this deployment rendered much of the deliberate planning procedure ineffective.  Although some changes have been made in the planning area, the best thing we can do is take advantage of our lessons learned and improve our use of the planning process.  

IMPACT ON MANNING

One of the most significant impacts the deliberate planning process has on each operational contracting office is manning.  Deliberate planning impacts manning in two ways.  The first deals with the big picture.  Your reason for being is to conduct military operations.  The military members in your office are there because we must be able to provide contracting support in wartime or emergency situations.  The deliberate planning process is connected to the budget, strategic planning, as well as the acquisition processes at the most senior levels of government.  It is the deliberate planning process that allows us to identify what resources are required and how they are to be used to support our national security objectives.  This same system is used to program the amount of money it will take to accomplish those objectives.  As you well know, when money is tight the resources we need (manning), are affected.  This may be a bit simplistic, yet it underscores the indirect impact that deliberate planning has on manning.

Deliberate planning also directly affects the manning at each operational office through OPLAN taskings.  If you have a mobility commitment, the operations you are tasked to support are contained in Operations Plans.  We will discuss these in more detail in later chapters, yet suffice it to say the resources you are expected to allocate to deployments are outlined in these plans.  When a plan is executed, your resources tasked under the plan are taken away from you for an extended period of time.  This reduces the manpower and equipment your office has available to continue operations.  As we found out during the Gulf War, the assumption that home base contracting work decreases when forces deploy is a mistake.  If you are not aware of your taskings, then you will not be prepared to supply the necessary support to deployed forces, and you will not be prepared to continue operations at home with reduced manning.  

The above impacts of Operations Plans on manning assume that your office has the manpower to support the taskings.  However, what if your office does not have the manning to support the tasking in a plan, or you are tasked to support several plans at once all requiring manpower?  This is the reason the Deliberate Planning Process exists.  It not only gets you ready to go to war, but it is designed to identify possible problems before you go to war.  In this case you would identify shortfalls through the system, and the resources would be officially tapped from another unit.  If you cannot support your taskings and are not familiar enough with the plans to identify the shortfalls, there will be a mad scramble when it is time to deploy.  This is the kind of problem we wish to avoid, and the Deliberate Planning Process will help you do that.  

UNREALISTIC PLANNING

Desert Shield/Storm taught us many lessons.  Among them is that our planning for contingency contracting in the past has been unrealistic or problematic to some extent.  As the lessons learned outlined above show, we were not as ready as we could have been to support that size deployment.  Plans and decisions were made on an ad hoc basis, which gives credit to our flexibility but probably caused us more headaches than necessary.  Better up front planning could have saved us some of these headaches and made for a smoother and more efficient operation.  Additionally, there were some assumptions used by planners which turned out to be faulty.  The home station office workload is a prime example.  As stated above, we always assumed that if a wing deployed, the base would still run back home but most of the workload would be gone because the people had left.  WRONG!  Contracts in place at the home base must continue to be administered, and in most cases the work doesn't change whether there are 500 or 5000 people on the base.  Refuse, grounds maintenance, custodial, and construction contracts are not reduced just because the some of the base population deployed.  Another lesson learned is just placing a warm body against a mobility tasking doesn't cut it when it is time to deploy.  An airman holding a primary mobility position number is not much good if he/she cannot be given a warrant when he deploys.

The bottom line is we need to follow the simple rule of "practice like we play".  We need to be smart about what is in an Operations Plan and how it impacts us.  Additionally, we need to be able to give input into the plans to make sure things go as smoothly as possible when its time to execute. 

ADDRESS PROBLEMS BEFORE THE SHOOTING STARTS

Logisticians deal with unknowns.   They attempt to eliminate unknowns, one by one, until they are confident that they have done away with the possibility of paralyzing surprises.


General “Gus” Pagonis
General Pagonis, the Commander in charge of logistics support for the Gulf War emphasizes the need for contingency planning in all logistics efforts.  In his book Moving Mountains, he notes that proactive thinking is required for success in wartime.  To facilitate this type of planning, General Pagonis required his staff to constantly analyze existing plans and develop contingency plans.  He wanted to do "Monday-morning quarterbacking on Saturday afternoon-in other words, to use hindsight ahead of time."  As a result of this mindset he was able to ensure that missions were not canceled, postponed, or delayed due to lack of logistical support.  

This same type of proactive thinking is what deliberate planning is all about.  The objective is to involve as many players as possible, make sure everyone understands the who, what, where, and when, and then make sure the plan is as good as it can be.  Your responsibilities are twofold:


1.  Make sure you know your part.


2.  Make sure you identify any holes that need to be filled.  

The time to correct problems is in the planning stage - not when you land in a hostile fire area.  The better the plan the more efficiently you will perform.

CONTRACTING INPUT

As mentioned earlier, there have been some changes made in the contingency program as well as the planning process.  One of the most significant is contracting's new role in the evaluation of the wing's capability to meet deployment taskings.  Operational wings are evaluated based on their current capability to meet assigned taskings.  They are assigned a code based on their current readiness status, and that code is reported up through command channels to the senior levels of the Air Force.  This allows Air Force leaders to obtain a vision of the Air Force’s readiness at any given time.  This system, called Status of Resources and Training (SORTS), has a new player - you!  Contracting is now required to provide input to the wing on its ability to meet assigned taskings.  The wing then uses this input to help determine its reportable rating.  If you have not done a good job of monitoring your status, you could negatively impact the wing's rating and bring lots of unwanted attention to you and your squadron.  The SORTS system will be covered in detail later, however, it is an important part of the planning process you must be concerned with.

SUMMARY

This section has given you a brief overview of why you as a contracting individual need to be concerned with the world of the operations and logistics planner.  Your analysis of plans is critical to your performance in time of contingency, and your expertise is needed to provide input to the process so that disconnects may be solved "before the shooting starts."  The remainder of this part will cover the Deliberate Planning Process in general: how to evaluate Operations Plans, how to get the most out of exercises and ORIs, and what CCOs need in the way of training.  

CHAPTER 2 - DELIBERATE PLANNING OVERVIEW

This chapter presents an in depth and comprehensive overview of the deliberate planning process.  While most of the activity in this chapter occurs well above the operational installation level, it is always important to understand where you fit in the process.  This section will examine the definition of deliberate planning, discuss the five phases of the planning process, and describe the players in the process.  References for the information contained in this section include the Joint Operation Planning and Execution System (JOPES) Volumes I and II, Air Force Manual 10-401 (Operation Planning and Concept Development), and the Joint Staff Officers Guide for 1997.  JOPES is the system used to monitor, plan, and execute mobilization, deployment, employment, and sustainment activities for joint operations.

DEFINITION

Deliberate Planning is defined as the JOPES process involving the development of joint OPLANs for contingencies identified in joint strategic planning documents.  Conducted principally in peacetime, deliberate planning is accomplished in prescribed cycles that complement other DoD planning cycles (budgeting and acquisition), and in accordance with the formally established Joint Strategic Planning System.

The Deliberate Planning process is used when time permits the total participation of the commanders and staffs of the Joint Planning and Execution Community (JPEC).  This means we want to build a plan to use sometime in the future (could be 6 months or 5 years).  Development of the plan, coordination among supporting commanders and agencies, reviews by the Joint Staff, and conferences of JPEC members can take many months, possibly the entire two-year planning cycle, to develop a large plan (entire OPLANs can be 1,400 pages).  Although the two-year process is the norm, a new objective is being formulated in the planning community to possibly reduce this time to about six months.

When time does not permit us to use the entire process, we use crisis action procedures, which basically compress the entire time frame.  Haiti is an example of such planning.  Crisis planning does not allow us to prepare and review taskings at base level so we will not discuss that process here.  However, be aware that the process does exist.

BACKGROUND

The joint planning process is the basis for all Air Force planning.  In order for the services to work together they must use the same planning system for compatibility.  The planning system is designed to operate from the top down similar to a pyramid as Figure 1 illustrates.  The National Command Authority (NCA) defines an objective and directs the joint staff to look at the possibility.  The joint staff publishes the Joint Strategic Capabilities Plan (JSCP) which tells the Theater Commander what to do and what kind of plan to write.  He in turn tells us what he expects from us.  The planning system focuses on deployments, i.e., “getting the right forces to the right place at the right time,” to support the theater CINC.  In order to do that we in the logistics community must make sure we coordinate with the Ops Planner to know what the forces will be doing.  This is the only way to ensure we provide the correct support.  In the past, planners used to write the plans and operators would execute them.  However, most of the time they would receive the plans and say “this doesn't make any sense, we’ll do it our way.”  Coordination and communication is a must at all levels of the planning process. 

The Deliberate Planning Process is cyclic, continuous, and made up of sequential steps.  Plans are constantly updated, refined, and modified to maintain currency.  The biggest thing to remember is that no plan is ever implemented exactly as published.  The chances of us correctly guessing every detail of a future contingency are slim at best.  The process is most important because it involves as many players and as much coordination as possible to be ready for any event.

SUMMARY OF THE PLANNING CYCLE

The process of joint deliberate planning begins when a task is assigned and is almost identical whether the resulting outcome is a fully developed OPLAN, a CONPLAN, or a Concept Summary.  Operation plans remain in effect until canceled or superseded by another approved plan.  However, while in effect they are continuously maintained and updated.

a) Initiation Phase.  The Chairman of the Joint Chiefs of Staff (CJCS) is responsible for preparing strategic plans and providing for the preparation of joint contingency plans.  The contingency planning responsibility of the CJCS is performed through the Commanders in Chief of Combatant Commands (CINCs).  The task-assigning directive performs several functions:  it apportions major combat forces available for planning, gives general planning instructions, lists assumptions for planning, and specifies the product document, i.e., an OPLAN, a CONPLAN, or a Concept Summary.  With this the CINC has the scope of the plan, its format, and the amount of detail that must go into its preparation.

a) Concept Development.  In response to the task assignment, the supported CINC first determines a mission statement and then develops a fully staffed concept of envisioned operations which he documents in the CINC’s Strategic Concept.  The CINC’s Strategic Concept is submitted to the CJCS for review and, when approved, becomes the concept of operations on which further plan development is based.  The concept is also sent to subordinate and supporting commanders, who can then begin the detailed planning, associated with plan development.

a) Plan Development.  Subordinate commanders use the CINC’s concept and the apportioned major combat forces as the basis to determine the necessary support, including forces and sustaining supplies for the operation.  The CINC consolidates the subordinates’ recommended phasing of forces and support and performs a transportation analysis of their movement to destination to ensure the entire plan can feasibly be executed as envisioned.  Next, the Services identify real-world units to take part in the plan, and sustainment to meet requirements is identified as much as possible.  This planning phase is over when documentation is prepared for final review.

a) Plan review.  The review process is more than a single phase in deliberate planning.  The Joint Staff will have reviewed and approved the CINC’s concept of operations before detailed plan development.  Now the completed plan goes to the CJCS for review and approval.  If all is in order, the plan will be approved (effective for execution, when directed).

a) Preparation of the supporting plans.  The emphasis here shifts to the subordinate and supporting commanders, who respond to the tasks identified in the approved operation plan by preparing supporting plans that outline the actions of assigned and augmenting forces.  

PLAYERS IN THE PLANNING PROCESS

The process of planning an operation produces a contingency plan for military action.  It begins with a national strategy stated by the President, supported with the funding of resources by Congress, and is defined by the task assignments published by the CJCS.  

The players in the planning process are illustrated in Figure 1.  They include the National Command Authority (NCA), their advisors, supporting executive-level agencies, and a group collectively called the Joint Planning and Execution Community (JPEC).  The JPEC is defined as the commands and agencies involved in the training, preparation, movement, employment, support, and sustainment of forces in a theater of operations.  Examples of those organizations are on the lower part of Figure 1.

Civilian leadership tops the pyramid.  The ultimate decision on national policy, detailed development of resource levels, and overall strategic direction of the U.S. Armed Forces is given by the President and Secretary of Defense, referred to as the National Command Authority (NCA).  The NCA is supported by the executive departments, e.g., Departments of Defense and State, and organizations within the Office of the President, such as the National Security Council.  The illustration in figure 1 also includes defense agencies, such as the Defense Intelligence Agency, Defense Mapping Agency, and Defense Logistics Agency.  All these executive-level organizations have roles to play in the preliminary direction of contingency operations and approval of the final plans.

Lower in the pyramid are the CJCS and the Joint Staff, who publish the task-assigning documents, review the products, and approve the final version of peacetime plans.  The supported command, i.e. the combatant command, and its subordinates are the commands principally responsible for developing the deliberate plan and, ultimately, executing it.  The Services and their logistics agencies play key support roles within the community.  By law, it is the responsibility of the Services to recruit, organize, supply, equip, train, and maintain forces for the combatant commands.  The U.S. Transportation Command is shown separately as a supporting player in the JPEC because of its strategic mobility responsibilities and its critical role in assisting the CINCs to develop transportation feasible plans.  The last entry on the figure is titled “Supporting Commands”; it represents all the commands and agencies that supply resources to the supported command.  This is where you fit in!




Figure 1 - Players in the Deliberate Planning Process
PHASES OF DELIBERATE PLANNING

There are five formal phases of the deliberate planning process: Initiation, Concept Development, Plan Development, Plan Review, and Supporting Plan Development.  The process begins when a commander receives a task assignment and ends when supporting plans have been approved by the supported commander.  However, from the supported commander's perspective, deliberate planning never stops.  Regular updating of plan information is necessary to ensure that plans are as accurate as possible.  

The products of deliberate planning are either operations plans or concept summaries.  Operations plans are either OPLANs or CONPLANs.  The process is the same for developing both, but CONPLANs are less fully developed than OPLANs, (especially in the area of detailed resource planning), and generally will not contain Time Phased Force Deployment Data (TPFDD).  Concept Summaries are even less developed than CONPLANs and are intended to give a general view of the CINC's concept of dealing with a contingency.  Operations Plans are developed using all phases of the deliberate planning process.  Concept Summary development essentially stops after the concept development phase.  Approved plans remain in effect and must be maintained until canceled or superseded by another plan.  Figure 2 shows the five formal phases of the Deliberate Planning Process.





Figure 2 - The Deliberate Planning Process

Initiation Phase


In the initiation phase planning tasks are assigned, major combat forces and strategic transportation assets are apportioned for planning, and the groundwork is laid for planning to begin.

Background

Military action is not the only possible response to situations that threaten U.S. national interest.  All elements of national power - the military, diplomatic, economic, and political elements - are considered in the formulation of national policy.  Military plans developed through the Deliberate Planning Process also consider diplomatic, economic, and political options.  CINCs must consider these options as they develop their operation plans.

The President and his advisors develop the nation’s strategic direction.  The National Security Council (NSC) staffs and prepares the national strategy.  After the national strategy is published, the CJCS translates the worldwide military strategy into specific planning requirements.

Task-assigning documents

The CJCS outlines the nation's military strategy in the Joint Strategic Capabilities Plan (JSCP).  The JSCP is a near term (18 to 24 months), top secret document which contains guidance to the CINCs and Service Chiefs for accomplishing military tasks and missions based on current military capabilities.  It assigns planning tasks, outlines U.S. global and regional strategy and planning guidance, provides planning assumptions, identifies supported CINCs and supporting commands, and outlines the level of call-up/mobilization authorized.  While it apportions forces, it does so in a non-specific way i.e., 4 AF fighter squadrons.

The JSCP assigns tasks to CINCs, which take into account the capabilities of available forces, intelligence, and guidance issued by the Secretary of Defense.  It directs the development of contingency plans to support national security objectives by assigning tasks and apportioning combat forces and strategic lift to the combatant commanders.  It tells how to use the resources provided by the budget process to develop war plans.  The JSCP is a "living document” which is reviewed biennially.  During review it can be changed or simply re-validated as necessary.  This is the document that tells combatant commanders to develop OPLANs and Concept Summaries using deliberate planning.

The JSCP identifies major combat forces and strategic transportation for the CINC to use to develop each OPLAN.  These are called apportioned resources, and may include any limited, critical asset, such as combat forces, support forces, supplies, or strategic and theater transportation units.

Products

In the deliberate planning process, the CINC is directed in the initiation phase to produce operation plans in either complete (OPLAN) format or abbreviated concept (CONPLAN) format, or to produce a Concept Summary.

1. An OPLAN is a complete description of the CINC's concept of operations and demands much time and effort to produce.  It identifies the forces and supplies required to execute the plan and includes a movement schedule of the resources into the theater of operations.  The documentation includes annexes that describe the concept and explore the theater-wide support required in the subordinate commander's supporting plan.  OPLANs concentrate on deployment of resources and include a Time Phased Force Deployment Document (TPFDD).  

2. In many situations the task does not require preparation of a detailed flow of resources.  The same process is still followed to produce a CONPLAN but the level of detail required is much less.  For CONPLANs detailed support requirements need not be calculated, nor do strategic movements need to be simulated.  CONPLANs do not generally include the detail typically found in OPLAN annexes, but may have selected annexes or a TPFDD if the CINC so directs.  

3. A Concept Summary is the CINC's concept of operations or strategic concept, and is used to respond to CJCS assigned planning tasks in a broader sense (less detail) than is required for a CONPLAN.  Development of Concept Summaries is similar to development of OPLANs or CONPLANs through the concept development phase of deliberate planning, at which point the Concept Summary is essentially complete.

Concept Development Phase

After the CINC has received the task assignment, the staff analyzes the mission and develops tentative courses of action to accomplish the mission.  The concept development phase can be seen as an orderly series of six steps.  (See Figure 3).  In the first five the joint staff goes through a problem solving process to develop the CINC's strategic concept.   The Strategic Concept is a series of narrative statements that defines how the commander expects to conduct an operation.  In the sixth step the CJCS reviews the CINC's Strategic Concept.  The goal of this phase is JCS approval.  If approval is obtained, the Strategic Concept becomes the concept of operations (CONOPs) for the plan and the plan is approved for further development.  This process is the same for all OPLANs and CONPLANs.

Mission Analysis

To develop a CONOPs, the combatant commander determines the objective, reviews what resources are available for use in developing the plan, analyzes the enemy and the physical conditions that affect the task, and reviews the guidelines that have been given by the Joint Chiefs of Staff.  The result of this comprehensive review is the task assigned by the JSCP is then translated into a mission statement.  Once the mission statement is developed it will carry through the planning process and be incorporated in the OPLAN, CONPLAN, or Concept Summary.  The mission statement contains the who, what, when, where, and why.  The how is usually developed later in the process.

Planning Guidance  

This step has two objectives: first, to give initial planning guidance to the supported CINC's staff, and second, to communicate planning guidance to the subordinate or supporting commanders through a written planning directive or planning conference.  Guidance may include political considerations, tentative courses of action, a planning schedule, and staff briefings.  The CINC publishes a planning directive for use by subordinate and supporting commanders to ensure that everyone is "reading from the same sheet of music."  The supporting commands use this to begin working on their own supporting plans.  

Staff Estimates

Staff estimates are the foundation of the CINC's selection of a course of action.  The staff analyzes and refines each possible course of action to determine its supportability.  The purpose of the staff estimates is to determine whether the mission can be accomplished and to determine which course of action can best be supported. 

Commander's Estimate

Joint Pub 1-02 defines the Commander’s Estimate (of the Situation) as “a logical process of reasoning by which a commander considers all the circumstances affecting the military situation and arrives at a decision as to a course of action to be taken to accomplish the mission.”  In deliberate planning, it is the document that clearly states the CINC’s decision and summarizes the CINC’s rationale for that decision.  The Commander’s Estimate becomes a tool to communicate valuable guidance from the CINC to the staff and subordinate commanders.  As such, it is a valuable planning tool for the staff and subordinate commanders.

CINC's Strategic Concept

The CINC's Strategic Concept is the outcome of the above steps.  It is the proposed concept of operations for the plan, and expanded version of the course of action selected in the Commander's Estimate.  It is a narrative statement of how the CINC expects to conduct operations to accomplish the mission.  It serves two purposes:

1.  It clarifies the intent of the commander in the deployment, employment, and support of apportioned forces, and

2.  It identifies major objectives and target dates for their attainment.

The Strategic Concept is written in sufficient detail to impart a clear understanding of the CINC's overall view of how the operation will be conducted.  It includes how the operation will be supported, and assigns subordinate tasks to supporting commands (Air Force, Navy, Marines, etc.)  It also describes the following:

1.  General situation, 

2.  The mission, 

3.  A description of execution (who, where ,when, and how), 

4.  Administration and logistics (transportation and logistic support) and 

5.  How command and control will be conducted. 

CJCS Concept Review

Once the CINC's strategic concept is prepared, it is forwarded to the CJCS for review and approval.  The process is the same for OPLANs, CONPLANs, and Concept Summaries, whether they are new plans or existing ones whose concept has changed.  The JCS reviews the concept for three things:

1.  To determine if the scope and concept of operations are sufficient to accomplish assigned tasks.  (Can we do what we want to?)

2.  To assess the validity of assumptions.  (Is it feasible?)

3.  To assess compliance with JCS tasking/guidance.  (Does it answer the mail?)

Reviews are usually completed within 60 days and with approval, the CINC's Strategic Concept becomes the concept of operations for the plan.  The development of the concept of operations has been described as the most difficult phase of deliberate planning because of the subjective determinations made.

Now begins the detailed development of the flow of resources and the determination of whether that operation is possible with the apportioned forces and transportation.  This next phase, plan development, is undoubtedly the most time-consuming phase.  




Figure 3 - Concept Development Phase

Plan Development Phase

At this point the CINC 's Strategic Plan has been approved and become the Concept of Operation (CONOP).  Now the staff expands and formally documents the CONOPs in the appropriate operation plan format (OPLAN or CONPLAN).  Since CONPLANs do not have the level of detail of OPLANs, the following discussion will center on the OPLAN.  




Figure 4 - Plan Development Phase
During the initial steps of this phase, the spotlight shifts to the subordinate commanders.  Generally, these are the component commanders.  Planners on the staffs of the component commands begin developing the total package of forces required for the operation.  They start with the major combat forces selected from the original tasking document (JSCP) and also included in the CONOP.  Working closely with the staffs of Service headquarters, other supporting commands, and DoD agencies, they identify requirements for support forces and sustainment.  This is usually where your command staff fits in!

The CINC consolidates each component's forces and supplies and phases their movement into the theater of operations to their final planned destination.  This is then simulated on a computer model to verify the plan's transportation feasibility.  The later steps of this planning phase substitute the plan’s hypothetical units and supplies with actual ones.  The plan is again simulated and finalized before being sent to the CJCS for review.  

The plan Development phase is composed of eight steps.  It starts with a CONOP and ends with the OPLAN being sent to the JCS for Review.  We will quickly cover the eight steps involved at this stage of the process.

Force Planning

The purpose of force planning is to identify all forces needed to accomplish the CINC's Concept of Operations and phase them into the theater.  Force planning is based on CJCS and Service guidance and doctrine.  It consists of force requirement determination, force list development and refinement in light of force availability, and force shortfall identification and resolution.  Force planning is ultimately the responsibility of the CINC but the components do most of the work.  

A total force list includes much more than just major combat troops.  Each service component command develops its own total force list composed of combat, combat support, and combat service support forces using Service planning documents.  

Forces move from their home location to a specified destination in the theater.  This movement in itself involves extensive planning at all levels because there may be many necessary stops between the departure point and final destination in theater.  

Based upon his review and planning, each supporting commander submits a Time Phased Force Deployment List (TPFDL) to the CINC for review and approval.  The CINC staff then merges the force lists of all supporting commands and evaluates the new list to make sure it is adequate to perform the mission.

One way forces are built is through the use of force modules.  Force modules are planning and execution tools used within the JOPES system to link major combat units with supporting units and a minimum of 30 days sustaining logistics supplies.  Movement for the entire package is phased to support the concept of operations.  The force module concept permits rapid construction of a combat force and satisfies the long-standing need to link support and sustainment requirements with each major combat force in deliberate planning. 

Support Planning

The purpose of support planning is to identify the quantities of supplies, equipment, and replacement personnel required to sustain the forces identified in force planning, and phase their movement into the theater to support the concept of operations.  Support planning determines the quantities of supply by broad category and converts them into weights and volumes that can be compared to lift capability.  The intent is not to identify the detailed levels of particular supplies, but to identify and phase into the theater the gross quantities needed for sustainment.  These quantities are based on the number of types of Combat, Combat Support, and Combat Service Support units to be employed in the operation.  Support planning is completed when all significant supply, equipment, and personnel requirements have been determined, consolidated by the supported commander, and then entered into the TPFDD for the plan.

Chemical and Nuclear Planning

The unique effects of chemical and nuclear weapons require special consideration in the planning process.  Nuclear and chemical planning must consider the possibility that these weapons may be introduced in combat.  Planners must assess the impact this will have on their operations.  Also, they must plan for the possibility of friendly forces using these weapons.  Component commander's plans for operations in a nuclear, biological, and chemical environment are consolidated into a single, joint, stand-alone TPFDD file, separate from the OPLAN TPFDD.    As such, this is a delicate matter which requires great attention.  

Transportation Planning

The supported commander does transportation planning.  The task is to simulate the strategic movement of requirements generated by component planners during the force planning and support planning steps using organic lift and the apportioned common-user strategic transportation resources.  The goal is to produce a feasible strategic transportation movement in support of the CINC's OPLAN.  If the simulation indicates the forces and non-unit supplies cannot be moved in time, planners identify and correct problems and if necessary run the simulation again.  This step is complete when the simulation indicates the forces can be moved in sufficient time to meet the plan requirements.

Shortfall Identification

A shortfall is defined as the lack of forces, equipment personnel, etc., required by a plan that would adversely affect a command's ability to accomplish its mission.  Shortfall identification occurs throughout the planning process.  Shortfalls should continually be identified, and where possible, resolved by early coordination and conference with component and supporting commanders.  Planners identify unresolved shortfalls for corrective action by higher-level decision-makers.

Transportation Feasibility Analysis

Although transportation planning has been going on long before this step, it is here that the transportation plans are finalized.  In the transportation planning and shortfall identification steps, planners collected and input information to the computer database, identified shortfalls, and implemented the formal process for handling the unresolved shortfalls.  It is this step where Strategic Transportation is formally analyzed.  Usually after several iterations of the previous steps, a conclusion by the CINC is achieved that the OPLAN is transportation-feasible and ready for TPFDD refinement.

TPFDD Refinement

The normal TPFDD refinement process consists of sequentially refining forces, logistics, and transportation data to develop a TPFDD file that supports a feasible and adequate plan.  This refinement occurs at two or three separate conferences (Forces, Logistics, and Transportation).  

Plan Documentation

Plan documentation is the final step in the plan development phase of deliberate planning.  The objective is to document the operation plan in JOPES format for submission to the CJCS for final review and distribution to the JPEC.  The fully documented plan, including its refined TPFDD, is an operation plan in complete format (OPLAN).

Plan Review Phase

In this phase, the Joint Staff performs or coordinates a final review of operation plans submitted by the combatant CINCs.  It is a formal review of the entire operation plan.  Approval of the plan is the signal to subordinate and supporting commands to develop their local plans in support of the CINC's concept.  The supporting commanders don't wait until the plan is approved before beginning to develop their supporting plans - they are involved in it while the CINC has been building the OPLAN.  

Approval of the operation plan during final review depends on whether it satisfies the CJCS task assignment and demonstrates the effective use of apportioned resources.  This is summarized as adequacy and feasibility.  In addition, operation plans are reviewed for consistency with joint doctrine and acceptability.




Figure 5 - Review of Operation Plans

Supporting Plans Phase

During this final phase of the Deliberate Planning Process, the supported commander directs the preparation and submission of supporting plans.  These deal with force mobilization, deployment, and employment.  The task assignments are clearly documented in the OPLAN.  

As required by the CINC's task assignment, component commanders, joint task force commanders, supporting commanders, or other agencies develop supporting plans.  These commanders in turn assign their subordinates the task of preparing additional supporting plans.  It is this area that will most concern you as an operational contracting squadron.  




Figure 6 - Supporting Plans
Supporting plans, when required, are submitted by the supporting command or agency within 60 days after CJCS approval of the supported plan.  Information in the supported plan need not be repeated in the supporting plan unless the supported commander so directs.  The supported commander will review and approve supporting plans, unless the Joint Staff instructs otherwise.  The CJCS may be asked to resolve issues that arise during the review of supporting plans, and the Joint Staff, on behalf of the CJCS can review any supporting plan.

CHAPTER 3 - PLANNING CONCEPTS

Now that you have the big picture of the planning process it's time to define and discuss some of the terms that you'll be more closely involved with.  The previous chapter discussed the process from the top down to the supporting commands.  The supporting command will generally be your MAJCOM.  The purpose of this chapter is to focus on that supporting command level and discuss some of the topics directly related to the planning process at that level.  Specifically we will discuss Force Packaging, Unit Type Codes (UTCs), Designed Operational Capabilities Statements (DOCS), Status of Resources and Training (SORTS) reporting, and Time Phased Force Deployment Data (TPFDD).  The objective of this chapter is to familiarize you with the above elements so you may conduct a base level review with a high degree of confidence and competence. 

FORCE PACKAGING

What if you were tasked to create an OPLAN for the defense of Europe?  Now imagine doing it if you had to document every manpower requirement by AFSC and every piece of equipment by National Stock Number (NSN).  This would be an awesome task for a small deployment, an entire OPLAN would be incredible.  It is for this reason the Concept of Force packaging came into being.  Force packages are the building blocks used to create OPLANs.  Without force packages, the development and maintenance of executable OPLANs would be virtually impossible.

Evolution

In the past we sent entire units to war.  A planner would ask for armored divisions, fighter and bomber squadrons, and ships or fleets.  To aid the planner, these elements became known as Unit Types and were given codes so that they could be used with automated systems.  The codes were standardized so joint plans could be developed and were called Unit Type Codes or UTCs.  As the services developed new management and organizational structures, the old standard Unit Types became useless.  For example, the Air Force consolidated maintenance functions on bases rather than each squadron being self-sufficient.  Thus, the standard UTC for a fighter squadron would not provide a mission capable unit anymore.

The Air Force solution was to develop "force packages" identified by a UTC that provided a mission capability required by the supported CINC.  The force packages identify both the manpower and equipment required regardless of unit boundaries and are constructed so a typical Air Force base or wing could provide them.  The result of this evolution is that the Air Force does not deploy units or organizational elements but rather force packages.  Therefore, despite the fact that some small units can provide the required mission capability and can be deployed as an entity, a UTC does not always describe a unit.  

Force Package Definition

A force package is a standardized grouping of manpower and/or equipment to provide a specific wartime capability.  Force packages are often called UTC packages.  A force package may contain manpower only, equipment only, or a combination of both.  There are deployable and in place force packages.  In place force packages reflect the requirement for a specific unit and its equipment to perform a wartime mission in its current location.  Deployable force packages are a statement of requirements to accomplish a specific mission and often do not encompass an entire Air Force unit but may require resources from a number of different units.  Air Force packages range from one manpower requirement to more than 500 and from less than one to several hundred tons of equipment.

Force Package Purpose

Force packages simplify and expedite war planning by providing the supported planner with a "menu" of wartime capabilities to select from during plan development and maintenance.  The detail planning (determination of skills and equipment required) for each package or capability has already been done by functional experts and has been coordinated from base level to Air Staff as well as with the using and providing MAJCOMs.  Force packages allow notional planning - the planner can plan for a unit type, or in Air Force planning, a specific capability, without naming the unit or units.  

UNIT TYPE CODES

A unit type code (UTC) is a five character alphanumeric symbol that identifies a force package designed to provide a specific capability.  It is a standard communications symbol used in the Joint Operation Planning and Execution System (JOPES) and the Contingency Operation/Mobility Planning and Execution System (COMPES) automated systems.  The UTC can be expanded or translated into manpower and equipment detail (down to Air Force Specialty Code and National Stock Number) through the COMPES system, which is used by LGX.  UTCs can be as small as 1 person, or as large as a carrier battlegroup.  A sample of an UTC is provided at Attachment 1, and the new contracting UTCs are listed in Attachment 2.

Unit Type Code Purpose

The UTC allows the planner to identify a force requirement for hundreds of people and hundreds of tons of equipment in an OPLAN database with one entry of five characters.  UTCs are used by all DoD branches and may be used numerous times within the same plan.  UTCs are also very important to us because UTCs report the status of our readiness under the SORTS system, which we will cover later.  Therefore, we need to know what is in each UTC if we are to be able to report our capability. 

Components of a UTC Package

There are three basic parts to a force package: Title, Mission Capabilities Statement (MISCAP), and the manpower and equipment detail.  Each component is discussed below.


a.  Title.  The title is a 31-character description of the UTC package.  Aviation and direct aviation support titles are constructed according to specific guidelines of AFMAN 10-401.  Each of the 31 characters defines a specific aspect of those packages in a standardized format to facilitate data automation requirements.  For example, UTC 3TR06 is entitled "ARR 06HC130."  This tells us that the UTC is comprised of six air rescue and recovery HC-130 aircraft (A listing of UTC functional Groupings by first letter is provided in Table 3-1).  Support package titles are usually somewhat abbreviated and reflect the capability of the package.  The title of the UTC is its name and secondary identification - the primary identification of an UTC package is the five-digit code.

UTC FUNCTIONAL GROUPINGS

BY FIRST CHARACTER OF THE UTC

1 = Air Defense and Missiles
L = Postal

3 = Mission Aircraft
P = Intelligence

4 = Mapping, Charting, and Engineering
Q = Security

6 = Communication and Communication    Maintenance
R = Personnel, Administration, and Information

7 = Tactical Control
S = Auditor General

9 = Unit Headquarters
T = Training

C = Major Command HQ, Major Command HQ Augmentation, USAF Portions of Joint Task Force HQ
U = Transportation

F = Medical Services
V = Military Assistance

H = Maintenance/Munitions
X = Combat Support, Rescue, and Weather

J = Supply
Z = Miscellaneous

K = Research, Development, Test, and Evaluation


Table 3-1

b.  Mission Capabilities Statement (MISCAP) The MISCAP includes a brief description of the capabilities of the manpower/equipment in the UTC package.  The statement may include the type of bases the package can operate from (Main Operating Base, Collocated Operating Base, Bare Base, etc.) and a listing of other UTC packages that should be used to support this one.  The MISCAP will tell the reader what the package can do and under what circumstances.  The mission capability statement is a definitive statement of:

1.  The wartime mission the UTC package is capable of accomplishing.

2.  The type and amount of workload that the package is capable of

accomplishing.  (How many people it can support)

3.  The type of base where the package is required to perform.

4.  The functions provided by the package.

5.  Other pertinent data such as crew ratios and flying hours per month.

The MISCAP is normally UNCLASSIFIED but may be classified up to SECRET depending upon the information presented.  If the MISCAP contains crew ratios or monthly flying hours it must be classified at least CONFIDENTIAL.


c.  Manpower/Logistics.  The manpower/logistics detail is the specific personnel or materiel required to support the UTC package.  There are two types of detail listing available: the first is the Logistics Detail (LOGDET) which identifies the equipment required for a specific UTC package (including weight, size, shipping characteristic, national stock number (NSN), and quantity for each piece of equipment).  The second is the Manpower Detail, which is portrayed by the Manpower Force Element Listing (MFEL).  MFEL is a listing of manpower required to perform the workload defined in the mission capability statement.  It includes AFSC title, AFSC, functional account code, grade (for officers), and quantity required.  

Depending upon the UTC package requirement, either the LOGDET, MFEL, or both will be included as part of the package.  Some are "Personnel Only Packages" and some are "Equipment Only Packages," but most UTC packages contain both personnel and equipment.

Force Package Development

The development process for force packages is outlined in AFMAN 10-401.  The process begins with a need for a UTC package being identified to a MAJCOM.  This could be the result of a new mission or new equipment (F-4s converting to F-16s).  The MAJCOM coordinates with the appropriate organizations that then coordinate it with the appropriate Air Staff functional OPR identified in AFMAN 10-401.  A pilot unit or base is selected to develop the details of the UTC (using input from other units as well).  Once approved this UTC is added to the automated system and used for OPLAN development, review, and execution.

Force Modules

In the mid 1980s, an exercise commander redirected a fighter squadron from one base to another.  The 18 aircraft got to the second location, some of the maintenance got there, but the bulk of the force package and supporting forces did not.  The inability to easily redirect the entire group resulted in a change to the JOPS system and the creation of what we now call force modules (FMs).

Force Modules are a planning and execution tool based on linking combat UTC packages with their support UTC packages.  Just as UTC packages are groupings of manpower and equipment to provide a specific capability, force modules are groupings of UTC packages to provide an overall capability.  Force modules may be joint but are usually service unique.  The Air Force has over 360 such modules.

The primary purpose of force modules is to expedite TPFDD development when there is no existing plan and ensure appropriate support elements for the major combat forces are included.  This is particularly critical when in Crisis Action Planning.  Force modules are typically developed for 30 days of operations.  Should the plan call for less than 30 days, some of the UTCs and sustainment would have to be deleted (usually by the MAJCOM functional managers).

There are two types of force modules, Service and OPLAN dependent.  Service modules are mission or task oriented and represent a statement of what elements should comprise a force, but are not intended to fit any specific scenario.  OPLAN-dependent modules are service force modules that have been modified to respond to a specific planning task.  They are tailored in terms of role, mission, destination, terrain, weather, etc.  The UTC packages in the modules are sourced with specific unit identification codes when they become OPLAN-dependent modules.

CORE UTCs (REPLACEMENT FOR FORCE MODULES)

A Core UTC is a UTC packaging system that consists of a single combat unit, command structure, and all required combat support service support.  They are sourced from the combat unit to the maximum extent possible without regard to their sustainment mission.  UTCs that are not available from the combat unit are sourced from the MAJCOM host at home station.  Remaining requirements are sourced from the nearest available source to the highest priority units.

There are two types of Core UTC packages, dependent and independent.  Independent core packages are designed to operate alone and be self-sufficient.  Dependent Core packages are dependent upon other sources for support to fulfill their capability.  For contracting the XFFK1 package is independent, while the XFFK2 and XFFK3 are dependent.

Each Core UTC package is treated as an individual force module.  The concept links specific sourced UTCs to individual Combat Aviation Squadrons (or significant aviation elements less than squadron size) to provide most of the support functions necessary to deploy and fight as a unit in a major regional conflict.  Core UTCs are intended to provide improved command and control, improved transportation planning, reduced workload, and enhanced training.  The Core UTC package contains:

1. Combat Core: Specific to each individual squadron, it contains aviation, maintenance, wing/group Headquarters, and Combat Support UTCs unique to the MAJCOM, weapon system, and number of aircraft linked to the unit.

2. Support Core: This usually consists of UTCs oriented toward base population support, setup, and sustainment not necessarily dictated by the type or number of aircraft in the linked aviation unit.  Some UTCs are required to simply open the destination for flight operations.  Others are required for basic Base Operating Support (BOS).

Air Force Manual 10-401 mandates the use of CORE UTC packages to the maximum extent possible.  The Core package concept is founded on the tenets of self-supportability, unit integrity, and sufficiency.  It does not however, eliminate the need for individual supporting UTC packages.  Significant numbers of additional UTCs remain available in each functional category to provide support capability augmentation.  

Core UTC packages normally deploy from the combat aviation unit's origin.  Any supporting UTC tasked but not collocated with the aviation unit will also normally deploy from the unit’s home station.  MAJCOM Functional Area Managers (FAMs) use Core UTCs and analyze local in-theater assets support capability and Host Nation Support Agreements to ensure all functional areas are included for beddown.  Support requirements not addressed by Core UTC packages will be added to Time Phased Force Deployment Data List (TPFDD) and scheduled later.

DOCS AND SORTS

Here are a couple of topics that you have probably never heard before but are very important to you.  We in the contracting community never had to worry about DOCs and SORTS in the past.  However, with our own UTCs and increased emphasis on contingency contracting, this is one of those areas where change has come to contracting.  DOCS and SORTS are developed by each MAJCOM for each unit that is tasked under Operational Plans (OPLANs).  They provide the impetus for senior level commanders to be able to assess and measure the readiness and capability of a given unit to meet its taskings. 

Designed Operational Capability (DOC)

DOC stands for Designed Operational Capability and is defined simply as the mission for which a measured unit (Your Wing) has been equipped, organized, or designed (AFI 10-201).   

DOC Statement

A DOC Statement is the document prepared by the parent MAJCOM for each measured unit, which outlines the DOC of the unit.  DOC statements establish the unit's measurement criteria, i.e., unit type codes (UTCs, personnel requirements, training, and equipment) and must reflect a unit's full wartime requirement.  Unit DOC statements are developed for the lowest organized level given a personnel accounting symbol (PAS) code, e.g., squadron.  It provides a unit commander a clear definition of their unit's wartime capability, based upon the authorized manpower and materiel strength of the unit.

The DOC statement is the baseline for Status of Resources and Training System (SORTS) reporting and is a commander's reference for what their unit should be able to accomplish if it is fully manned, equipped, and trained.  A sample is provided at Attachment 3CONTING.A_S002.  It defines the purpose for which the unit was designed.  It is NOT a tasking.  It simply states what your supposed capability is and documents the resources required to provide that capability.  The DOC statement is a measurement tool to facilitate SORTS reporting which will be discussed below.


DOC statements contain the following items:

1. Unit identification

2. Mission identification (what you will be capable of doing)

3. Measured Resource Areas (What items will be reported to higher authority to assess your current status.  These include personnel, equipment and supplies on hand, equipment condition {not used for contracting}, and training.)

4. Amplifying Notes

5. Gaining Commands

6. Coordination/Review.

DOC statements are based on written requests and are, updated or changed as required.  The DOC is used to source units and ensure the deploying forces capabilities are used in the best way possible.  During deliberate planning, DOCs are critical because planners need to know the maximum capabilities of a unit for tasking, and to ensure the unit is not tasked to provide more than it is capable.  DOCs are also used as the baseline of SORTS reporting, so we may constantly assess our readiness posture.

Status of Resources and Training System (SORTS)

SORTS is the system used to report the status of a unit's resources and training measured against that required to undertake the mission for which the unit was organized or designed.  It is a distributed database and reporting system, used as a tool in command and control, by which commanders, up to and including the National Command Authorities (NCA), can track the readiness of our force structure on a daily basis.  While the DOC statement defines the wartime mission of the unit and identifies the resources and training necessary to accomplish that mission, SORTS is the comparison of resources on hand to those identified in the DOC statement and the reporting of the results of that comparison.  For contracting, SORTS data is reported against mission requirements outlined in the unit's DOC statement.  Measured areas are manpower assigned, training accomplished, and equipment on hand.

RATING
DESCRIPTION

C-1
Unit possess the required resources and is trained to undertake the full wartime mission for which it is organized or designed.

P-1  Personnel

- Total
90 - 100%

- Critical
85 - 100%

S-1  Equip/Supplies on Hand
90 - 100%

R-1  Equipment Condition
90 - 100%

T-1  Training
85 - 100%

C-2
Unit possess the required resources and is trained to undertake the bulk of the wartime mission for which it is organized or designed.

P-2  Personnel

-Total
80 - 89%

- Critical
75 - 84%

S-2  Equip/Supplies on Hand
80 - 89%

R-2  Equipment Condition
70 - 89%

T-2  Training
70 - 84%

RATING
DESCRIPTION

C-3
Unit possess the required resources and is trained to undertake the major portions of the wartime mission for which it is organized or designed.

P-3  Personnel

-Total
70 - 79%

- Critical
65 - 74%

S-3  Equip/Supplies on Hand
65 - 79%

R-3  Equipment Condition
60 - 69%

T-3  Training
55 - 69%

C-4
Unit requires additional resources and/or training to undertake its wartime mission.  But if the situation dictates, it may be directed to undertake portions of its wartime mission with resources on hand.

P-4  Personnel

-Total
00 - 69%

- Critical
00 - 64%

S-4  Equip/Supplies on Hand
00 - 64%

R-4  Equipment Condition
00 - 59%

T-4  Training
00 - 54%

C-5
Unit is undergoing a service-directed resource change and is not prepared at this time, to undertake the wartime mission for which it is organized or designed

- Undergoing major equipment conversions

- Placed in cadre status by its parent unit

- Being activated, deactivated, or reactivated

- Authorization for reporting C-5 rests with MAJCOM/CC  

C-6
This rating is assigned by service direction and is reported for individual resource or training areas that are not measured.  It is not to be used for overall 

C-level

Table 3-2

The purpose of SORTS is to provide a timely and accurate assessment of the resources available required by a unit to accomplish its wartime mission (Combat Capability).  Reports of all measured areas are made monthly and the unit’s capability is assigned a "C" rating.  The ratings range from C-1 to C-5 as in Table 3-2.  The rating is comprised of an objective assessment (point counting), and a subjective assessment based on the unit commander's personal input.  But how is SORTS used you might ask?

SORTS has little use in deliberate planning.  However, it is very important to us in many other aspects.  It serves little deliberate planning purpose because it is a "real time" reporting system, and a unit's status (C-level) is likely to change several times during a typical 18-24 month planning cycle.  SORTS is however, very useful in time sensitive planning.  During crisis, or time sensitive planning, a unit’s status is critical to whether that unit is equipped and prepared to meet its DOC, and perform its designated mission.  When units are being sourced, those with the best C rating (high degree of readiness) will normally be tasked first.  However, SORTS reporting has some definite advantages to assist contracting.  First of all, while it may seem an additional burden, reporting your unit’s status forces you to maintain and upkeep the equipment and training under your responsibility.  It increases resource visibility and lessens the chance that something falls through the cracks.  A second benefit is that this system ensures commander and MAJCOM involvement in support.  If your unit identifies a shortfall or some problem area that degrades your capability, it is incumbent upon the MAJCOM to provide the assistance you need to become fully capable.

Measured Resource Areas  

As mentioned earlier, there are four areas, which may be measured under the SORTS system; personnel, equipment on hand, training, and equipment condition (which contracting does not report).  Within each of these areas critical elements must be identified.  For example, using the contracting UTC package XFFK1, the areas to be measured would probably look like the following (with critical elements marked with asterisk):

Personnel*
1
6534/65190

2
65170

1
70250/65150

Training
APDP Certification*

At least two personnel must be APDP Level II

One person must be APDP Level I

Mobility Training Requirements

Phase I CCO Training 

Small Arms Training

Chemical Warfare 

Self-Aid/Buddy Care

Equipment on Hand
(3) PCs/Laptop computers*

Calculator

Fax Machine

Copier

Hand Carried Kit *

The previous items are indicative of the areas, which could be measured against a unit’s DOC statement and reported in the SORTS system.  If a unit could not maintain any or all of the listed items in the right quantities or quality, it would have to be identified as a shortfall and could affect the “C” rating of the unit.

Sorts Reporting

Status of Resources and Training (SORTS) are reported monthly or as changes occur.  Any shortfalls must be fully documented.  The unit commander, using objective and subjective criteria as we discussed earlier and showed in Table 3-2, determines the final unit rating.  However, the rating determined by the Commander can be no higher than the lowest rated area!  The Commander of the Operational Contracting Organization has many distinct responsibilities, including:

- Submitting SORTS reports as directed

- Reviewing and approving all C-level and support data percentages in measured areas

- Determining unit overall C-level based on objective and subjective criteria

- Including remarks that clarify, justify, or provide additional information concerning SORTS data

- Maintaining supporting data concerning the readiness status of individual contracting manpower, training, and equipment.  

Further specifics and details of how to make reports within the SORTS system are beyond the scope of this part.  However, you will receive guidance from your MAJCOM Contracting Division who, in accordance with AFFARS Appendix CC, Contingency Operational Contracting Support Program (COCSP), will establish the DOCs and SORTS procedures and policies for each unit tasked in support of an OPLAN.

TIME PHASED FORCE DEPLOYMENT DATA (TPFDD)

Now that we have discussed most of the important subjects in the deployment planning process, we come to the one area that links planning and execution, and the one that you will have some hands on experience with.  If you know what a TPFDD (Pronounced Tipfid) is or can read one you are probably a step ahead of many in your position.  Even if you don’t have practical experience or knowledge with TPFDDs you have probably at least heard the terminology and wondered “What the heck is that?”  The skill to read a TPFDD will serve you well.  You don’t need to be an expert, and this document won’t make you one.  However, it will be to your benefit to be able to discern when somebody wants you and two others in Saudi Arabia on the first load of a deployment.  To accomplish that objective we will examine the definition of TPFDDs and their elements.

First of all when the two parts of our National Command Authority, the President and Secretary of Defense, decide to actually send forces somewhere, they need a vehicle to do that.  The vehicle used is a TPFDD.  Now they don’t actually send us a TPFDD, we develop that ourselves in the planning process.  What the President says is “Implement plan XX”, and we do so by using a TPFDD.

Definition

The TPFDD is the data base portion of an operation plan; it contains time-phased force data, non-unit-related cargo and personnel data, and movement data for the operation plan, including:

1.  In-place units.

2.  Units to be deployed to support the OPLAN with a priority indicating the desired sequence for their arrival at the port of debarkation.

3.  Routing of forces to be deployed.

4.  Movement data associated with deploying forces.

5.  Estimates of non-unit-related cargo and personnel movements to be conducted concurrently with the deployment of forces.

6.  Estimate of transportation requirements that must be fulfilled by common user lift resources as well as those requirements that can be fulfilled by assigned or attached transportation resources.

There is one clear distinction to be made here.  As the above definition describes, the TPFDD is a database.  However, you probably have also heard of a TPFDL (Pronounced Tipfiddle).  TPFDL stands for Time Phased Force Deployment List.  This is simply a printout or list of the data in the TPFDD.  The reason this may be confusing is that many people use the terms interchangeably.  While they both represent the same information we make the distinction so that you may retain your sanity when someone refers to both terms interchangeably.  (See Attachment 4)

TPFDDs are built based on a need to respond to some threat.  They also will be tailored to suit whatever the need may be.  As stated above, they are assembled from a database and are used to answer questions.  For example: Where will the bodies for this deployment come from?  Who will they be?  What are the transportation requirements?  How will resupply and sustainment be met?  Where are they going?  They are a wealth of information.  The thing to remember is, TPFDDs are the computer-supported database of an OPLAN that lists forces, beddown locations, and movements of forces for a particular operation.

Purpose/Data Files

A TPFDD serves three basic purposes:

1.  It provides a central database so anyone (with appropriate clearance) can look and see what happens under that specific OPLAN.  It is written in a standard language and format so that all services can read it.

2.  It provides an interface among JOPES ADP application programs.

3.  It provides the means to edit, review and revamp, if necessary the movement of forces for an OPLAN.

Data Files

In developing TPFDDs the planner makes use of many files in the JOPES database.  There are two types of data files in this database: Plan Unique Files and Standard Reference Files.

1. Plan Unique Files contain data applies to only one plan or a specific area.  Examples of Plan Unique files are:

a)  Medical Working Files - Which may contain estimates of anticipated casualties for a specific plan

b)  The UTC consumption Factors File - Which would stipulate the unique needs of a standard UTC in the region it was deploying to.  For example, when deploying to Panama you would need more ice per person per day than you would in Alaska.  The consumption file might contain this information.

2. The other data files found in the JOPES system are Standard Reference Files.  These files contain information common to most plans, such as Locations, Unit Type Codes, etc.  Some examples of these types of files include:

a)  Type unit Data File (TUCHA). - Which contains the movement characteristics of every approved standard Unit Type Code (Amount of cargo, type, number of people etc.)

b)  GEOFILE - Which is a file created by JCS that provides a four-letter code for every militarily significant location used in planning.  The file contains the name, coordinates, ID code, and type of facilities listed (to include runway length, billeting, and throughput capability)

c)  Characteristics of Transportation Resources (CHSTR) - Which are standard planning factors (characteristics) of airlift and sealift.

d)  Aerial Ports and Air Operating Bases File (APORTS) - Which contains throughput capacities for free-world air facilities

e)  Port Characteristics (PORTS) same as above but for seaports

f)  Civil Engineering File (CEF).  Which is a description of service facility component systems and deployable facility sets.  

The important thing about these Standard Reference Files is that they contain the information a planner used to build a TPFDD, or to tailor one for a specific OPLAN.  The information is quite comprehensive as you can see.

Elements

Now that you’ve seen what a TPFDD is, its importance and where it comes from, it's time to see what one looks like and what it contains.  An example of a TPFDD is provided in Attachment 4.  You may want to look at this as we go through the elements one at a time.  

Force Data Elements


Force Data Elements describe the type of force or assets required.  They are usually entered into the TPFDD by the supported CINC and include combat and support forces drawn from forces apportioned in USAF WMP-3.  There are eleven Force Data Elements found in a TPFDD. (Find these in the attached TPFDD Sample)

a.  Unit Type Code (UTC).  You have already seen the definition of UTC.  This is usually the first element input into a TPFDD.  The UTCs are generally standard as we discussed previously.  A non-standard UTC in a TPFDD would generally be a filler or replacement due to attrition.  

b.  Force Description.  The Type of unit that is being tasked in that force requirement.  

c.  PAX.  The number of passengers that will require transportation by a Transportation Component Command.  This number could be less than the authorized number of personnel in the UTC, since some of the personnel may be traveling in unit-provided transportation (e.g. pilot flying an F-16).

d.  AUTH (Authorized).  The total number of personnel a UTC is authorized.

e.  Bulk S/T.  The number of tons of cargo in this UTC that will fit on a standard Air Force cargo pallet (a 463L steel pallet).

f.  Over S/T.  The number of tons of cargo in the UTC that will fit on C-141 or C-130 aircraft, but exceed the size limits of the 463L pallet. (Most are vehicles)

g.  Out S/T  The number of tons of cargo that exceed the size limitations of a C-141 aircraft, but will fit onto a wide-body aircraft such as a C-5.

h.  Not Air Transportable (NAT).  Cargo items too large or too heavy for air transportation

i.  Unit Level Code (ULC) This states the level of the unit being tasked (e.g. team, flight, squadron, etc.)  It is important to remember these codes are joint.  So, an abbreviation may not be what you think.  For example:  SQD is  not a squadron but a squad, while Sq. is a squadron.  FLT is not a flight but a fleet, while FT stands for flight.  If you're not sure, check it out before you assume the meaning of an abbreviation

j.  Unit Line Number.  A code that uniquely describes a force entry (line entry) in a TPFDD.  The ULN is made up of three elements:  FRN, FRAG, and INSERT.  This is important because two of the same UTCs may be tasked under the same OPLAN, but each ULN stands for a separate unit filling that UTC.

k.  Sequence Number.  Every time a TPFDD is sorted, the first ULN will have the sequence number 00001, the next 00002, etc.  The sequence number for any given ULN of a TPFDD will vary according the where that ULN falls in that particular sort.  The sequence number is the number used by the planner when building or editing the TPFDD.  

Unit Data Elements

Unit Data Elements are the entries in the force data that describe the specific unit tasked to fill that force requirement.  These elements are usually provided by the supporting command.  There are four Unit Data Elements:  

- Unit Identification Code (UIC).  The most important of the unit Data Elements.  It designates a specific unit by alphanumeric code (e.g. FFDRFO).

- Unit Name.  The name of the tasked unit (e.g. 50th Tactical Airlift Squadron).  There is one unit with that name.

- Service.  The military service providing the unit

- Providing Organization.  The command that provides the force requirement, such as AMC, ACC, etc. 

Now that we’ve seen how the previous elements tell us what the requirement is and where it comes from, the next group of elements will help us examine its movement.

Movement Data Elements

Movement Data Elements are the entries in the force data that provide the locations, dates, and methods of transportation.  Several people or organizations provide the data in these elements.  There are twelve movement data elements in a TPFDD, separated into three subcategories: Locations, Dates, and Methods.

Locations

Location elements are the entries in the force data that provide the name and geographic locator code of any installation serving as Origin, Intermediate stopover, Port of Embarkation, Port of Debarkation, or Destination for the deployment of forces.  There are five Location Data Elements:

· Destination.  The station or location in an objective area where a unit will be employed

· Port of Debarkation (POD).  The geographic point in the routing scheme at which cargo or personnel are discharged from strategic transportation.

· Intermediate Location.  A point along a deployment routing scheme, other that origin, destination, POD or POE, at which a deploying unit will be scheduled to lay over.  This is not just a stop, but a location where the unit will be meeting equipment or personnel.  This is a planned delay.

· Port of Embarkation (POE).  The geographic point in the routing scheme from which cargo or personnel depart on strategic transportation.

· Origin.  The origin is the beginning point of a deployment.  It is usually the peacetime home of the deploying unit.

Dates

TPFDD dates are stated in reference to the day that the contingency deployment begins.   That day is called C-day.  All other days are written into the plan in relation to that day (C+010 is ten days after C-day).  Additionally, if something is to occur at C+010 it is expected it will occur before 2400hrs that day.  There are five data elements in a TPFDD.

· Required Deliver Date (RDD).  The latest date, relative to C-day a force must arrive at the DESTINATION.
· Latest Arrival Date (LAD).  The latest date, relative to C-day a force must be at their Port of Debarkation (POD) in order to be at their OPLAN destination at the required time.

· Earliest Arrival Date (EAD).  The date, relative to C-day that reflects the earliest date that a force should arrive at a Port of Debarkation (POD).

· Available to Load Date (ALD).  The date, relative to C-day a force must be prepared to load onto strategic transportation at the Port of Embarkation.

· Ready to Load Date (RLD).  The date, relative to C-day, a unit must be prepared to depart from their home station or ORIGIN.

There is a direct relationship between each of the four principal locations and the movement dates of a TPFDD.  The date and the corresponding locations are presented in Table 3-3.

LOCATION AND DATE CORRELATION

Date
Location




Ready to Load Date (RLD)
Origin

Available to Load Date (ALD)
Port of Embarkation

Earliest Arrival Date (EAD)
Port of Debarkation

Latest Arrival Date (LAD)
Port of Debarkation

Required Delivery Date (RDD)
Destination

Table 3-3
Methods of Movement

There are two TPFDD elements that deal with the method of deployment: Mode and Source.

· Mode.  The codes for the type of transportation a force requirement will use to deploy from one location to another (e.g., air, land, sea, optional, or not required).  A summary of these codes is presented in Table 3-4.

· Source.  The code for the organization who will provide the transportation for a force requirement (e.g., Air Mobility Command, Military Traffic Management Command, organic, supported CINC).

Movement Codes

A = Air
K = SMC

S = Sea
E = MSC

L = Land
H = Organic

P = Optional
G = MTMC

Table 3-4
SUMMARY

This chapter acquainted you with some of the terms and sections you will need to know to review OPLANs.  Hopefully we have enlightened you in some fashion and prepared you for the task of reading and reviewing Operations Plans.  With this knowledge base under your belt it is time to get into the process of examining that OPLAN.  The next chapter will discuss how OPLANs are organized and how to review them.

CHAPTER 4 - BASE LEVEL OPLAN REVIEW

"To the grunt in the trenches, the technical definition of the plans process is meaningless.  What he cares about is that somehow the staff people work the bugs out of the war process before he is getting shot at." 










Col. Neil R. Crist, 1991 

Up to this point this document has made an effort to give you the “Big Picture” of the planning process and how it works.  Now it's time to discuss the process or items you will be most involved with, Operations Plans (OPLAN) reviews at Base Level.

WHERE TO LOOK

The first step in the process is to find the OPLANs your unit may be tasked under.  The Logistics Plans (LGX) function on your base should be the first agency you contact to review the plans.  Depending on your wing’s organizational structure, you may have a combined office under another name.  This office will be able to provide the OPLANs for you to review, and answer any questions regarding the taskings or details.

WHEN TO LOOK

Part 3 of AFFARS Appendix CC, Planning for Contingency Contracting Support, stipulates the actions required by the Operational Contracting Squadron Commander.  He or she is responsible for monitoring and providing input to current plans, as well as coordinating on all plans which task contracting for support.  The chief of the office is required by AFFARS Appendix CC to supervise the review of all OPLANs tasking the contracting office and conduct an annual review of such plans.  A list of areas requiring attention is listed in Appendix CC.

Due to periodic OPLAN revisions, most plans have a two-year review cycle, but each has a statement in the first page or two setting forth the review requirements.  In order to track progress on any contracting deficiencies you may identify in your initial review, you should review each plan (at least for changes) annually.  When reviewing the changes that affect contracting taskings, carefully compare the plan changes with the calculations and worksheets which you generate during your initial review to make sure any newly identified taskings have been incorporated.

PLAN FORMAT

JOPES, Volume II specifies the format for unified and specified command plans tasked by the JSCP.  A sample of a completed OPLAN format can be found in AFMAN 10-401 Attach 2.  (If you can get a copy of this manual, or copy the annex from your local LGX office it makes an excellent training tool).  A standard OPLAN will include a cover, security instructions, a plan summary, classification guidance regarding the plan contents, the basic plan, and a series of detailed annexes describing the CINC's concept in great detail.  (See Figure 7) The basic plan describes the situation, mission, plan of execution, and administration and logistics concepts and identifies the CINC's plan for command and control.

The annexes give an exhaustive treatment of the basic subjects: commands supporting the plan (task organization), intelligence, operations, logistics, personnel, and a multitude of other vital subjects.  The annexes are further expanded by a long list of appendixes that contain an even more detailed statement of the CINC's concept for specific elements of the plan.  Figure 7 shows the format and lists the indexes found in an OPLAN.  As you can see, the annexes are numbered and correspond to a specific subject.  




Figure 7 - Standard OPLAN

Annex A contains the Task Organization.  It details which organizations are tasked to support this plan.  Also, it is in this section you will find the TPFDL we discussed in detail in the last chapter.  It is Appendix 1 to Annex A of the plan.  Appendix 2 will contain the identified shortfalls required to support the allocated forces.  During your annual OPLAN review, contracting manpower shortfalls at deployment sites supported under local OPLAN requirements should be reported to your MAJCOM in addition to any local reporting required.  The area you will be most concerned with is contracting support required.  Contracting information can be found under Annex D, the Logistics annex.  Specifically, Appendix 11 to annex D will contain information on the contracting requirements necessary to support that OPLAN.

PURPOSE

As a contingency contracting officer you may ask why you need to review Operations Plans that were drawn up by career plans people.  The answer is quite logical.  Plans personnel have expertise in writing and coordinating plans in order to make all the pieces of the logistics puzzle fit together.  However, they don't know the details of each individual piece, e.g., the contracting function.  As a result, the plans may coordinate everything perfectly, but may be inadequate from a contracting perspective.  It is your task to give them the contracting inputs to correct that problem.  Additionally, there are several other reasons why the OPLANs must reflect accurate contracting taskings:

Deployed Support

The most obvious reason is to ensure the contracting resources tasked under the OPLAN are adequate to meet the needs of the force they are expected to support.  If the resources are not properly tasked in the OPLAN, the shortfalls will require manual sourcing after the fact, will not be included in the deployment airlift flow, and will be delayed significantly in getting to the location where they are needed.  Similarly, if the contracting resources have not been programmed into the force flow at an early enough date, the main force will arrive with no support at all.  During Desert Storm this meant no billeting and scarce food and potable water supplies.

Home Station Capability

By evaluating the deployment tasking from your home station manpower pool, you will have a better idea of its impact on your unit's ability to continue its function at home while personnel are deployed.  In your review of the plan, you will also develop an idea of what base population will remain at home station and how the deployment will affect the mission capability of your contracting unit.  With that knowledge in hand, you can be better prepared to deal with the home station problems and identify personnel shortfalls to your headquarters.  The most important thing to remember in this regard is the lessons we learned during Desert Shield/Storm.  Just because some of the base population goes away does not mean your workload will decrease significantly.  Many of your service contracts are not based on the present base population and will require the same administration.

Advance Sourcing

By properly identifying the contracting requirements at your deployment base and your home station, you will ensure all of those taskings are sourced (i.e., that the plan identifies personnel to fill all of those requirements).  If the requirements are not identified in advance, sourcing will be much slower, if it can be done at all.  Remember, when everyone is deploying, if you are short of personnel you will be competing with everyone else for whatever resources are available.  Make sure you work this problem ahead of time!

Manpower Requirement

The least obvious reason, but by far the most significant in the long run, is that the taskings identified in the contingency OPLANs are what drives the wartime manpower determination process.  That wartime/contingency manpower calculation then translates into the Air Force manpower allocation.  In short, if your contracting taskings shown in the OPLAN taskings are less than what is actually going to be needed, we will come up short when called upon to do our wartime job!  And, unfortunately, the wartime manpower figure is then adjusted by a manpower factor to determine our peacetime manpower requirements and our civilian/military mix.  As the total force draws down, we will not have the luxury to have an understated requirement.

REVIEW PROCESS

So, how do you review an OPLAN?  Well, when conducting a functional review of an OPLAN, a systematic approach is best.  The following approach will be helpful for all types of OPLANs.  As you get more comfortable with the plan process, you may find another sequence that better suits your needs.  If you do change the sequence, make sure you cover all of the elements. 

Basic Plan Review

The basic OPLAN itself is relatively short and covers general concepts and taskings.  Review this part of the plan to pick up the "big picture." You won't get specific contracting requirements, but you can determine the magnitude of the deployment.

Annex Review

The annexes will be the largest part of the OPLAN and will define general taskings for each functional area.  Annexes are designated A through Z and allocated by function per AFMAN 10-401.  Contracting is included in Annex D, Logistics under a separate appendix.  (AFMAN 10-401 shows contracting as Appendix 11 to Annex D, but in many plans that seems to vary depending upon whether all of the prior functional areas have used an appendix.)

Review Contracting Appendix

The first step in your review of the annexes should be to review the contracting appendix to Annex D.  This will admittedly be out of context and probably seem uninformative.  It must be the first step in the process, however, to help you understand what has been already covered in that annex.  If you note any glaring deficiencies at this stage, note and save them for use during step 4.

Review Non-Logistics Annexes

Now that you have an idea of the contracting tasking reflected in the contracting appendix, you need to compare that tasking with the other functional area taskings under the plan.  The most direct support will be other logistics functions, but operational requirements and taskings shown in non-logistics annexes drive those functions.  Review these non-logistics annexes to determine how much contracting support the functional areas will require.  Some of that support may be fairly disguised and others will be more obvious.  As an example, Annex C (Operations) may specify that the Director of Operations will require a high-speed copier, fax and other equipment to disseminate daily tasking orders ("FRAG" or "FRAG Order").  In that case, contracting may be tasked to lease such equipment in the deployment area.  However, the plan may not explicitly identify such equipment but will reflect a task of preparing and distributing daily FRAG orders.  Unfortunately, from the contracting standpoint, the logistics detail of these plans is generally not good and you may have to speak directly to someone actually tasked under that annex to get a better idea of their deployed contracting support requirements.  Your base LGX personnel may also be able to help you with the logistic detail that was developed for the plan.

Review Logistics Annex

The logistics annex and its appendices should convert the operationally oriented taskings into specific support requirements.  However, some of the details might not have been covered, particularly from a contracting point of view.  Conceptually, you will need to overlay the specifics you turned up on your review of those annexes with those spelled out in the various portions of the logistics package.  You should expect more specifically defined taskings in the logistics section, which will be more readily translated into contracting support requirements.  After completing this portion of the review, you should have a good idea what kind of contracting support the plan requires.

Re-address Contracting Appendix

Armed with what you have learned from your study of the rest of the OPLAN, you will now analyze the contracting appendix in more detail and draft proposed revisions to fill in the gaps that you have identified.  At this point you will not try to determine the actual contracting manpower needed to meet the total plan requirements.  That will follow in the more detailed analysis of the Time-Phased Force Deployment List (TPFDL) next.  However, you will need to identify the taskings the contracting package will have to support and the steps that will be implemented to carry out that tasking.

TPFDL Analysis

Common sense tells us every unit tasked to support an OPLAN cannot deploy simultaneously.  As we discussed earlier, the Time-Phased Force Deployment List (TPFDL) identifies which forces (and cargo) will support the OPLAN and how/when they will deploy.  It is a complex document that requires thousands of man-hours and extensive computer time/capability to produce.  However, in spite of the complexity and an admitted lack of familiarity with the abbreviations and acronyms, you will have to master this area in order to provide analyses that will be meaningful to your functional area and its ability to perform when the balloon goes up.  To assist you with this task, refer to Appendix 1, Glossary of Terms.  Also, a series of worksheets are provided at Attachment 5 to assist you in this analysis.

1. Determination of Tasking.  The first step is to review the entire TPFDL to determine each deployment base CCOs from your home station unit will be required to support.  Do not assume your organization will support only the base(s) to which your flying squadrons will deploy.  To do this, you will have to follow each home/station column and check each for a contracting UTC.  For each different home station that contains a contracting UTC, you need to note the following:

a) The name of each destination base;

b) The number of each contracting related UTC (by UTC designation) departing from your home station unit.  These factors will be needed later.  You need to keep track of the UTCs to determine the total number, grade and skill levels of personnel tasked and to facilitate the conversion of the outgoing UTCs to the new XFFK1/2/4 series.  Your total taskings should be inserted in Step I, para A of the TPFDL ANALYSIS Worksheet included at Attachment 5.  The destination locations should be input in section B.  NOTE:  The XFFBl/2/3/6/7 are Combat Support Element (CSE) UTCs under which CCOs are tasked as a part of the Combat Support Group.  At the start of your review, you should verify data concerning numbers grade and skill level with your LGX office.  Data for XFFB1 through 5 are reserved (generally) for ANG and AFRES units, but you may encounter them.  If so, get the breakdown from the LGX shop.  XFFK1, 2, 3, and 6 are the new contracting only UTCs presently being phased into use.  XFFK4 is the corresponding "cargo only" package.

2. Determine the total tasking of contracting UTCs into your deployment base(s) by finding:

a) The number of each contracting related UTC (by UTC designation) deploying into each destination where resources from your unit are tasked.  (For example, one XFFK1 to Base A and two XFFK2’s to Base B).





b) Sections C and D of the worksheet should be used to compile a list of the total contracting resources tasked into each deployment base from all origins.  (You may supply only half of the contracting contingent at that location, while someone else augments you).  This is necessary for your later determination of the adequacy of the contracting support tasked into the same deployment base.  If your CCOs are all tasked into the same deployment base, then you will not need Section D.

3. Timing Analysis.  For each step of the worksheet, list the arrival data for each contracting-related UTC tasked to the base shown as Base A in Step I, also do the same for Base B.  Add other paragraphs as needed if your unit is tasked to support more than two deployment bases under that plan.  The second step under this analysis will then tell you if you are in "timing" trouble and requires that you determine the arrival time of the major tenants of the base.  This will generally be the aircraft package for a base hosting a combat flying unit, but in some cases there may be a significant population deployed into the base ahead of that element.  Your concern is to make sure adequate contracting support is in place early enough to meet the needs of whomever it is that is going to need local acquisitions.  As a practical matter, when the flow starts, it will generally develop very quickly. Enter the earliest and latest arrival dates for this first population on Step II.C.  By comparing the dates in II.A, and B with II.C, you will readily see any disconnects.  Generally, the problem will be that the aircraft package deploys in at C+3 and the first contract package is scheduled in at something like C+22!  It is not necessary for all CCOs to arrive at or before the main base population, but at least a small package (XFFK2 with XFFK4 equipment package) should be there before the main force, if possible, and absolutely no later than arrival of the first elements of the main package.  Others should be flowed at a rate to provide adequate support for the force in place and due within the next few days.  In any event, ALL TIMING DEFICIENCIES IN THE PLAN SHOULD BE IDENTIFIED IN WRITING TO THE LOCAL LGX WITH AN INFORMATION COPY TO YOUR MAJCOM.

4.  Support Functions.  Since contracting cannot effectively operate in a vacuum, you also need to evaluate the arrival timing of key contracting support and interface personnel.  If your unit has designated an Advanced Echelon (ADVON), you need to make sure that at least one CCO (plus minimum equipment) and an accounting and finance person to act as disbursing agent are included.  Others you will want to assist you will be the key interface positions in supply, civil engineering, transportation, communications and services.  The most likely UTCs containing those skills are shown on Step III of the TPFDL worksheet.  Find those UTCs on the TPFDD and list the Earliest Arrival Date and Latest Arrival Date in step three for each.  

5. Permanent Population.  The single most significant determination of the CCO support requirement at the deployed base is the permanent base population of the incoming units.  "Permanent" is a relative term, as opposed to the transient population, which merely arrives at the location and then moves via ground transportation to another location.  In a strict definition, none of the deploying personnel is really permanent. As a result, your analysis of the contracting requirements for the base should start there, using the following analysis (See Step IV of worksheet):

a) Starting at the very beginning of the TPFDL, count the "PAX" (for passenger) allocation for each UTC shown with a final destination at the base you are evaluating.  If your CCOs are supporting units at more than one base, then the compilation will have to be repeated for each base identified in Step I of the worksheet. CAUTION:  Under the PAX column for each UTC sequence in most plans there are two separate numbers, one immediately below the other.  The top number is the number of personnel tasked in the UTC, the lower is the number actually sourced from the unit supporting that allocation.  Often the numbers are identical.  DO NOT count both, or your figures will be incorrect.  Use only the figure shown in the TOP line of each entry.

b) To provide the most meaningful data for your analysis, use the daily columns of Section IV of the worksheet.  Although the columns are numbered days 1 through 20, day 1 should reflect arrivals for the first arrival date, which may be C+10.  Generally, the vast majority of the force will arrive within a few days.  However, be sure you count all of the miscellaneous UTC packages that are outside the main flow so you will get an accurate picture.  Speaking of picture, a visual graphic is a great help in this analysis, so graph your data in section IV B of the worksheet provided.  This will help you see the influx of expected personnel more clearly.

c) After the totals are compiled for each day, determine the total population and compare it with the UTC coverage figures in section IV.C.  The figures in this section are approximate base populations that the UTC was intended to support for a Main Operating Base (MOB) or a Co-located Operation Base (COB) where there are significant pre-existing facilities, supplies, and equipment.  If the deployment is to a Bare Base, the CCOs-to-population ratio will have to be increased to account for the additional work of establishing a base from scratch.

d) Now determine the initial surplus or deficiency of CCOs tasked vs. CCOs required to perform the mission by adding the total individual populations the separate contracting UTCs are intended to "cover" and comparing that number with the actual base population.  Record this shortfall or overage in section IV.D.(3), then divide that number by 800 to determine the number of XFFK2 or other UTC packages, needed to satisfy the shortfall (or deleted to correct the overage).  This figure goes in (4).  Finally, remember that if two or more XFFK2 augmentation packages are used, they will require an XFFK4 equipment augmentation package.

6. Transient Population.  This is the short-term population your CCOs may have to support.  If there is a fairly constant flow through your base, then the average of this population will need to be included, as would be the case if a nearby Air Force or Army unit was using the base as an aerial port of entry, with personnel remaining overnight and departing via surface transportation the next day.  For short-term transients, plotting these personnel on the graph in section IV B, will be helpful to give a more graphic representation of the influx.  Remember to add these to the total base population already on your graph for those times.  DO NOT merely start at the zero population and superimpose the graphs.  When looking at transients, consider whether there is a field hospital at the base.  In a war, an 80-bed hospital will have 80 transients and providing for them will be a very high priority.  The worksheet in section V is exactly like the one in section IV A and will help you compile the daily figures.  Finally, from the support side of the equation, if your deployment base is a permanent facility with an existing operational contracting organization, examine whether any of the permanently assigned CCOs are tasked to deploy to more remote locations.  If so, make sure that their numbers are subtracted from the total contingency contracting force available to meet the taskings.

Non-Population Adjustments

In addition to the above analysis, there will be other factors that may affect your manpower necessary to support a Plan.  The next seven topics fall into the category of extraneous (non-population related) factors impacting manpower.  There are no set criteria for evaluating these factors.  The evaluation is strictly subjective and based on your knowledge of the situation you will face once deployed.  The paragraphs that follow give an account of the subjects needing attention.  Once the checklist is completed, use the answers to determine any necessary increases, or decreases, which could be made to the number of CCOs needed.  Be careful not to go overboard in your evaluation, it is just as easy to overestimate as it is to underestimate.

1. Economic Infrastructure.  Depending upon the extent of any site surveys or source surveys performed in the vicinity of the deployment base, your knowledge of the infrastructure may vary.  However, even without a site survey, you can get a fairly good idea of the extent of the economic infrastructure within which you will be working from a variety of sources available through the US Department of Commerce, the State Department or even multi-national corporations doing business within the area.  If the economic structure is very primitive, the man-hour requirement to accomplish the same level of support will naturally increase.  In extremely primitive areas, your CCOs may be limited to cash purchases under very primitive conditions.  On the other hand, if the economic structure of the area is well developed, your procedures may not vary significantly from those used at your home station.  In this event, your manpower requirement will be somewhat less than if you had a sparse economy.  In either case, adjustments based upon infrastructure will be subjective.  However, even though the analysis is subjective, the more factors that you consider, even on a subjective basis, the more likely you will be to predict the contracting manpower requirements with a reasonable degree of certainty.

2. Geographic Condition.  The geographic structure around the base will affect the contracting manpower required to perform your mission.  Again, the effect will be somewhat subjective, but by looking at the distances to various sources, the type terrain and other factors, we should be able to make a determination as to whether or not these factors will increase or decrease your manpower requirement.

3. Cultural Factors.  Factors in this category that will affect your manpower requirement include language barriers (to include problems with dialects within various regions), work day scheduling, gender limitations, officer vs. enlisted limitations or other customs peculiar to the particular region where you will be working.  One such factor that may affect CCOs in many areas is a form of bribery, kickbacks or other "gratuities" transferred between buyers and sellers.  In some regions of the world this is common business practice which may create incident when not practiced.  In other areas, cultural norms will include rather extensive ceremonial proceedings prior to entering into what we would consider to be normal business transactions. (“You must drink tea”) 

4. Climatological Factors.  Depending upon the part of the world, productivity of the CCOs will be greatly affected by weather conditions.  In some areas during the various monsoons, roadways will be either knee-deep in dust or knee-deep in mud.  Similarly, in desert type regions, temperatures can be either extremely hot or extremely cold, depending upon the time of year.  In any event, although the analysis is once again subjective, the impact upon your mission capability might be significant. 

5. Prepositioned Resources.  One of the most difficult parts of your analysis will be trying to determine what resources will be available to the units that you support from the prepositioned stocks within the theater.  Although it is possible to determine the total quantity of the resources located within the theater, trying to determine exactly how many units that equipment will be divided between is an almost impossible task.  Examination of the TPFDL can give you an idea which Air Force units will be tasked and when.  However, determining which equipment and other resources are allocated to which unit is nearly impossible.  And, as was the case in Operation Desert Shield/Storm, when the plan is activated you will find a large percentage of the resources contained within the prepositioned stocks will be allocated to Army, Navy and Marine Corps units.  If Operation Desert Shield/Storm experience is any indication, the Contingency Contracting workload will be increased as a result of requirements to lease equipment which many units expected to have available from prepositioned stocks.

6. Joint/Allied Support.  If your CCOs will be tasked to support co-located Army, Navy, Marine or allied forces, the workload could be increased significantly.

7. Centralized Contracting Support.  In some areas of the world, the more remote sites can be more effectively supported by a central contracting support function located within the major economic sectors of the region.  If the plan provides centralized support in these areas, your manpower requirements may be somewhat reduced.  On the other hand, if your deployment base is located near one of these major population centers and no centralized contracting support function is provided, then your CCOs may be tasked to assist other locations.

Once you have evaluated the above information, fill in the final blocks of the worksheet and identify your shortfall/overage for manpower.  As stated earlier, any discrepancies need to be reported ASAP.  That in a nutshell is how to review an Operation Plan.  You may develop a preferable set of procedures or criteria that you would rather work with.  Your method is less important than your ability to gather the information you need.  Your objective in this process to find out what you must do, where you must do it, and what other variables will impact your ability to do it.

HOMESTATION EFFECT

One of the shortfalls of the planning process which came to light during Operation Desert Shield was that the OPLANs provided taskings to support deployed forces, but assumed home station workload would decrease in proportion to the number of deployed personnel. Unfortunately, this turned out not to be the case at many locations, as operational contracting requirements did not decrease as significantly as had been anticipated.  Long after the troops redeployed from the Middle East, many of the home station workloads remained substantially backlogged as a result of manpower shortages during the deployment.  In some locations, home station workload did not decrease at all and the contracting facility was required to support the forward-deployed units with substantial home station procurements.

DOCUMENTATION

The very nature of the planning process is, from the point of view of the operational personnel, extremely slow and cumbersome.  As a result, it is essential you maintain the documentation and worksheets which you prepared during your plan reviews until you verify the plan has been modified to meet your inputs.  This will avoid having to re-invent the wheel year after year and will provide you the necessary information to crosscheck the revised plan.  The documentation and worksheets will also assist you in reviewing new plans and will provide some corporate memory for your successor to learn the planning process.

SECURITY

In the contracting career field very little of what we do requires working with classified documents.  Most operations plans, however, will be classified at least SECRET.  As a result, contracting officers and superintendents will have to provide adequate security training and supervision to ensure we do not generate security violations.  If you have any questions regarding the level of classification that should be applied to your working papers, the logistics plans function at your base should be able to provide you with appropriate guidance.

REPORTING

Inputs to OPLANs for which your organization is tasked should be made through the logistics plans function at your base.  A copy of that report should also be sent to your MAJCOM for consolidation and coordination.  Similarly, as you encounter problems with the review or with obtaining data, forward your lessons learned to your MAJCOM for dissemination to other organizations.

SUMMARY

This chapter built upon information presented in the previous chapters.  It covered the format, function, and review of operations plans.  Its intent was not to make you a planning expert, but to assist you, and hopefully make your job easier when it comes to pre-deployment planning.  For the purposes of this guide, reviewing OPLANs is the crux of the Deliberate Planning Process for you at base level functions.  Remember though, it just begins a new cycle as the comments you make start the review process from the bottom up.  Reviewing OPLANs is but one area of pre-deployment preparation.  Another important area we need to address with regard to preparation, is training and exercises.

CHAPTER 5 - TRAINING

The key to configuring our forces to deter or defeat an enemy rests with one key factor, training.  We can have all the technology, all the policy, and all the guidance in the world, but if we don’t train ourselves, we still can’t do the job.  The focus of this part has been planning.  Planning on itself is a form of training because it deals with preparation.  As stated earlier in chapter one, the quality of our preparation could be the determining factor in the success or failure of our mission.  

Prior to the Gulf War, our contingency training received less focus than it probably needed.  We learned some interesting lessons from that conflict, some of which were outlined in chapter one.  However, some specific data regarding training was collected in 1993 from a survey of Air Force CCOs who deployed to the Gulf War.  One of the most significant things to note was that only 45% of the deployed CCOs in that conflict had assigned mobility position numbers from their home station.  This means more than half of the CCOs did not have the proper “mobility training” from the program in place at that time.  Additionally, most of the CCOs responded they had never participated in a base exercise that involved contracting at their home station.  Finally, from that same study, deployed CCOs were asked to rate the quality of training they received on a scale from excellent to non-existent.  At least half stated training was non-existent, while most scored it as poor at best.  This indicated we had a major deficiency in contingency training at that time.  

The good news is we have made good use of our lessons learned since then, and training in contingency contracting has become a priority item.  While this chapter is not a training manual, it will give some insight to current training initiatives and helpful tips.  

CONTINGENCY CONTRACTING OFFICER (CCO) TRAINING

AFFARS Appendix CC spells out the requirements for CCO training.  Air Force policy is that appropriate training shall be provided to all contracting officers designated to support contingency operations.  Training requirements are covered in section CC-402 of AFFARS CC.  You should be familiar with this section if you are not already.   There are three basic categories of individual CCO training: Initial MAJCOM CCO training*, CCO continuation training, and ancillary training requirements.  

*Initial MAJCOM CCO training is being phased out.  Base level organizations will now conduct the initial CCO training.  

BASE LEVEL INITIAL TRAINING

This training is outlined in Attachment CC-2 to AFFARS Appendix CC.  It covers all the basics a contingency contracting officer should know to understand how contingency contracting differs from normal contracting.  This initial training is divided into three phases:

Phase I

This first phase of training deals with general knowledge of  contingency contracting.  It covers the following sections:

a) Basics of CCO authority

b) The Contingency Operational Contracting Support Program as outlined by AFFARS Appendix CC

c) Organizational responsibilities

d) Contingency Acquisitions Deviations to include laws and special authorizations. 

Phase II

This phase of CCO training covers topics needed to support potential conflict deployments.  The subjects include:



a.  Planning responsibilities



b.  Deployment Kit contents (See Appendix 5  for sample)



c.  Site Surveys and documentation



d.  Qualification and designation of CCO positions



e.  Mobility training requirements



f.  On Site contingency contracting procedures



g.  After action reports and lessons learned

Phase III

This phase deals with training for local emergencies that would not involve deploying to conflict areas.  This could include natural disasters, such as hurricanes and earthquakes, as well as aircraft crashes and floods.  It covers planning responsibilities, contracting operations, and deployments to assist other sites.

Each CCO needs to have the above training in order to function competently when the emergency arises.  The above topics are outlined in AFFARS CC and provide a good knowledge base for CCOs to use when its time to perform.  The above training topics are best suited for presentation in a classroom environment, which can be done as part of a MAJCOM or base level program.  While it provides a solid base, additional specific training must augment the initial training, to improve proficiency.

CONTINUATION TRAINING

Continuation training is any additional training which is tailored to the unit’s area of responsibility.  This is a continuous process because the possibility for change is great.  The topics in this category are less formalized because they differ for each operational base.  They could include the following areas:

a.  Familiarization with destinations tasked personnel will likely deploy to

b.  Participation in base exercises in which contracting has an active role during the employment phase

c.  Participation in deployment exercises where CCOs get hands on experience.

ANCILLARY TRAINING

This area of training includes all the peripheral training requirements required for mobility but not necessarily unique to contracting.  However, they must be accomplished for a CCO to be qualified for deployment.  These functions usually require an initial course for qualification and a periodic refresher thereafter.  They include but are not limited to:

a.  Small Arms Training (Marksmanship)

b.  Self Aid and Buddy Care

c.  Chemical Warfare Training

d.  Funds Management Procedures (Imprest* and Paying Agent duties)

e.  Mobility Equipment

*NOTE:  Stateside use of Imprest Fund ceased on 30 Sept 96, and is projected to cease overseas by 30 Sep 97.  However, deviations from, or exceptions to the policy may be requested for contingency operations and exceptional circumstances, through acquisition channels, to the Undersecretary of Defense, Comptroller. 
TRAINING PROVIDED TO NON-CONTRACTING PERSONNEL

Just as we provide customer education to base organizations during peacetime, we should conduct training as part of the contingency preparation program.  AFFARS CC stipulates the contracting activity will provide training to non-contracting personnel designated to support contingency plans.  Training will include the proper use of established ordering instruments, SF44s, credit cards, and any other form of decentralized instrument authorized for use.  Additionally, this customer training could include an overview of the procedures that would be used in a contingency.  For example, how would requirements be submitted, approved, funded, and tracked?  Use AFLMA’s Contingency Contracting Customer Guide to satisfy this requirement.

FORMAL ACADEMIC COURSES

Now that we’ve covered what topics a CCO needs to be trained on, you’re probably asking where you will find all this training.  Well there’s good news in that department.  The MAJCOM initial training mentioned above could be covered easily by using the contingency contracting course developed by ACC*.  The ACC contracting staff developed a CCO training program for local presentation.  The program covers all the topics required by AFFARS Appendix CC in the initial category.  The program includes student guides and workbooks, slides for presentation, and knowledge tests as well.  While this is the only current comprehensive training course available, there are more in the works. 

*HQ ACC was conducting this training throughout the Air Force, however they have delegated the training to squadron contracting superintendents across the Air Force.
The Air Force, Army and Navy have developed a Contingency Contracting Course (CON 234) taught at the Technical Training School at Lackland AFB, TX; Fort Lee, Virginia; and Port Hueneme, California, respectively.  The course is designed to train members of the acquisition workforce in the unique skills needed to provide direct contracting support to joint operational and tactical forces engaged in the full spectrum or armed conflict and Military Operations Other Than War (MOOTW), both domestic and overseas.  

The course is intended for contracting and purchasing career field non-commissioned officers, officers, and emergency essential civilians of all services who are in deployable or potentially deployable positions.  It is recommended that you send your CCOs to them as soon as possible.  The rest of the burden falls on you at the base to fill in the gaps and reinforce the other training.

CROSSFEED

As mentioned above, training is a continuous process.  However, as good as formal academic training is, there is no substitute for experience.  Therefore, it is even more important for CCOs to share the lessons learned from deployments and exercises with the rest of the contracting community.  The requirement for after action reports is outlined in AFFARS Appendix CC.  (See Attachment 6 and Attachment 7 for After Action Report sample/form).  Operational offices should pay particular attention to crossfeeds and after action topics passed on from their MAJCOM.  These items should be compiled and passed on to all CCOs in the office for update training.  

Well, that takes care of the formal academic classroom type stuff.  However, as that survey of contracting officers mentioned earlier found, there is nothing like hands on experience to get you ready for a deployment.  In fact, when the CCOs surveyed were asked what training forum was most effective, participation in exercise support was listed as the best learning environment.  This brings us to our last training subject, exercise support.

EXERCISES AND ORI EVALUATIONS

There are two basic types of exercises, base and deployment.  In order to make a clear distinction we define base exercise as a training simulation of a real world scenario conducted on the unit’s home installation.  A deployment exercise involves the relocation of forces to a new area of operation to conduct similar training.  This section deals with base exercises because they are the most commonly conducted at the installation level.  Although we do have many deployment exercises in the Air Force, a relatively small number of CCOs actually ever get the opportunity to participate in them.  Therefore the base exercise is the most frequent and available tool for hands on CCO training.  

Base exercises are conducted by and overseen by the installation IG office.  They are conducted for two reasons: first, to prepare for deployment to meet real world contingencies, and second, to prepare for Operational Readiness Inspections (ORIs).  They are divided into three phases, which can be accomplished consecutively, or as individual exercises at different periods of time.

Phase I

Phase one of an exercise is the mobilization and deployment phase.  This is the phase where the unit packs up and ships out.  Major functions in this phase include load planning, marshaling and loading cargo, and passenger processing.  Undoubtedly you’ve heard the terms mobility line and mobility machine at some time in the past.  Well, this is the phase where those functions activate.  Mobility is an area contracting troops are indeed familiar with because we have always had our personnel involved with the above mentioned functions.  In most cases, the folks that work the “machine” from the LGC office will not be deploying under a UTC.  However, there are exceptions to every rule, and depending on your office’s manning and your taskings, some personnel may get practice at both.  This could be an area you would report to your MAJCOM identifying a personnel shortfall.

If your troops are working on the mobility machine processing cargo or passengers and not actually deploying, their training will come from the responsible personnel on the base.  Some certifications may be required for driving vehicles, forklifts etc. but that will be taken care of by the functional OPR at the installation.  The most you can do for these folks is coordinate with the functional area your personnel are tasked to augment and make sure they receive whatever training is necessary before exercise time occurs.(In many cases training will occur as OJT during an exercise.  Usually the personnel will look over the shoulder of someone doing the job for one exercise.)

If your troops are tasked under an UTC and will be deploying (i.e. processing through the mobility line) then the ancillary training mentioned in the previous section becomes critical.  In order for personnel to deploy, they must be prepared and meet the requirements of those ancillary courses.  These include Self-Aid and Buddy Care, Weapons Training, and Chemical Warfare training.  Additionally, personal effects must be prepared to include medical shots, properly packed mobility bags, and legal considerations such as wills and Powers of Attorney.  Finally, the contingency contracting kits you deploy with must be ready to go and contain all the items required (see AFFARS Appendix CC).  These are the responsibility of the CCOs and/or the person in charge of mobility for the office and should all be done well in advance of a deployment or exercise.  Inattention to these types of matters can result in a lower grade in a scored exercise or ORI, or a loss of support during a real world scenario.

Phase II

Phase II is considered the employment phase of an exercise.  It simulates operations in a deployed environment to meet a real world threat.  During this phase aircraft sorties are flown, chemical and terrorist attacks are simulated, and all personnel get practice in working in a deployed environment.  Unfortunately, this is an area in base exercises that contracting folks are not so familiar with.  Previously, contracting was not a player in the employment process.  That is starting to change slowly but it is not easy breaking new ground.

Benefits

Anyone who has played organized sports will tell you that to be successful on gameday you must “practice like you play.”  When CCOs were surveyed on this matter it was clear they believed, at least from a contracting perspective, that we did not practice like we play, if we practiced at all (referring to employment exercises).  Well, when the “balloon goes up” it becomes our “game day.”  In order for us to be the winner, we must practice for that eventuality.

There are many benefits to be gained from playing in an employment exercise.  First of all, you get a feel for what it’s like to operate a contracting function from a bare base perspective.  This includes working in a tent, on a field desk without good communications or full computer support, and possibly wearing a gas mask.  If you don’t play in employment exercises you can’t experience the problems this can cause and develop work arounds for them ahead of time.  This is why we had so many good lessons learned form Desert Storm.  We had to fix problems or develop ingenious work arounds during the deployment.  While we are very capable, it would have made things a lot easier if someone had been able to make those adjustments ahead of time.  When you are in a real world deployment you want to have as many bugs worked out as you can.  There will be enough to keep you occupied already, without having to make a lot of adjustments in procedures or other things “on the fly.”

A second benefit is establishing manual procedures for processing actions.  This includes approval authorities, points of contact, and tracking systems.  The Deployable Contacting Automated System (DCATS) software should be used on deployments and CCOs should practice with this system during employment exercises. 

NOTE:  At the time of this publication, the Air Force is looking at two possible alternative systems for replacing DCATS.  No decision has been made yet.

Finally, and maybe most important, is the customer interface training.  The contracting activity should set up a tent or location during the employment phase and practice processing requirements from customers.  In order to do that you must establish approval procedures and POCs from each organization who can submit requirements.  The greatest benefit from this is the education of the rest of the base.  By doing this, the other organizations and senior leaders get a feel for how contracting will operate during a real deployment as well as what their roles and responsibilities might be.  Contracting’s participation in this phase should alleviate many headaches and confusion in a real contingency. 

Obstacles

As mentioned above, contracting is breaking new ground with its participation in exercises.  However, whenever there is new ground broken there may be some minor battles to fight.  We have established the importance of contracting playing during employment exercises.  The problem is there is little precedence for units to follow in becoming players.  The 1st CONS at Langley AFB was one of the first squadrons to integrate fully into the exercises at base level.  It was not an easy process for them, and it will likely be difficult for you as well.  

The first task is convincing your Wing or Installation Commander that you need to play if you don’t already.  This can be a daunting task because of the lack of precedence.  Your commander must be appraised of the benefits of playing as well as the consequences of not playing.  With some good sound persuasion and negotiating you should be able to secure a spot in the employment phase.

The second task is getting the other organizations to buy off on the concept and use you.  You may show up to play, but if no one comes to you for support then you wind up wasting time.  A tactic the 1st CONS used was to develop their own cards requesting emergency purchases from different organizations.  These were given to the exercise monitors and were dropped on the contracting functions at different times throughout the exercise.  Examples of requirements included dog food for Security Police dogs, radios and phones for the Comm squadron, body bags for services, light bulbs for light-all carts and building materials for Civil Engineering.  

The final task is dealing with the inspectors (either Wing or Command).  The IG function is not used to evaluating contracting during exercises.  When the 1st CONS participated in the wing Operational Readiness Inspection(ORI), it was as much a learning experience for the IG as it was for the squadron.  It will take some time before contracting’s integration in employment phases of exercises is commonplace.  Until then, be prepared for some frustrations, but consider it a team effort as everyone learns together.

How to Play

The following are some suggestions to help you play during the employment exercises.

a. Set up a tent or reserve a room for your operation.

b. Set up and use DCATS software (or any other contingency management system available at the time) on a deployable laptop computer to track purchase requests and awards as well as vendor information.  Keep backup disks, in case the laptop crashes so you can use another computer.

c. Develop a list of procedures, POCs, and approving officials and distribute that to all organizations playing in the exercise.

d.  Develop cards (as stated above) and have organizations request Local Purchase Support.  Some possibilities include:



TRANSPORTATION




-BPA for general auto parts




-Vehicle rental contract or BPA



SUPPLY




- Liquid oxygen/nitrogen delivered




  every  other day



CIVIL ENGINEERING




- Rapid Runway Repair requirements




-Heavy equipment rental



MED GROUP




-Purchase or lease of ambulance 




-Medical supplies and equipment

You can either set up BPAs and prepare the cards to call for orders to be placed against them, or have the cards request the items or BPAs themselves.  Additionally, during the exercise, if any legitimate requirements are needed to support the exercise have them come through the playing office as opposed to going to the base office.  This might take some up-front agreements between contracting and finance to establish procedures, but that can be done at each base.

e.  Prepare for eventualities including:





- IG team removes a member from exercise by stating they





  have been killed.





- Equipment (computers) being destroyed





- Absence of cash





- Limitations on instruments (no more credit cards)





- Contractor refusal to work


If you are prepared for anything, then you will be surprised by nothing.  Incidentally, the IG during an ORI will likely impose some or all of these constraints on you.

Phase III

This phase is the redeployment phase.  Contracting is usually the last group to redeploy home.  During this phase all active contracts must be terminated and closed out.  Additionally, all rental equipment must be returned, final payments made, and claims settled.  This can be an awesome job and should not be taken lightly.  If this phase is exercised, simulate the closure of all contracts and closeout all your files with Finance operation.

TOP DOLLAR COMPETITION

Top Dollar, (Top $) is a comptroller-contracting dynamic training exercise/ competition that tests selected personnel in these disciplines in a competitive and highly stressful mock-contingency environment.

The teams experience a battery of real world scenarios, some of which put the team members through physically and mentally stressful situations.  These scenarios represent conditions a real-world deployment might bring, and will ultimately help mold these individuals into a cohesive team.  

Training and competition work hand in hand.  Training develops the skill levels needed to endure a sustained deployment supporting a contingency and competition applies the training the teams developed and provides recognition at the team level.  

Each base deploys a team consisting of both contracting and comptroller personnel to their respective numbered Air Force competition.  After each NAF competition, a winner is determined.  The winner will then compete at the MAJCOM competition.  The MAJCOM winner will then represent the command at the Air Force competition.

Top Dollar started out as a comptroller initiative.  Contracting came on board later with a limited role, consisting of including contracting officers as "role players" in comptroller competitions.  In 1995, realizing that comptrollers in a contingency environment provide funding and payments for contracted services and commodities, the contracting community became more involved.   Today, we are full-fledged partners in the competition.  

Contracting personnel build hypothetical contingency scenarios depicting hostilities or humanitarian missions in different theaters.  Selected top dollar teams are called upon to find solutions and perform as if they were real life situations.  To foster inter functional relationships and teamwork, comptroller and contracting personnel are evaluated as a single integrated unit.  

SUMMARY

Training is a critical function in any planning process.  While classroom instruction is the best method to train CCOs in the general principles of contingency contracting, it must be coupled with practical experience.  That practical experience can be gained in three ways: exercise on your home station, participate in a deployment exercise, or participate in a real contingency.  Your most likely scenario is to become a player in a base exercise.

As we discussed earlier Contracting is breaking new ground in many areas.  This part attempts to help you deal with the responsibilities that come with breaking that new ground.  Our lessons learned from past contingencies have taught us we have many areas to improve upon.  Many of those areas fall in the planning stage, and hopefully, by reading this part, you have a better understanding of the planning process and your impact upon it.  As confederate Army General Nathaniel Bedford said over a century ago, the key to winning in combat is to “get there the firstest with the mostest.”  As a key element in the logistics chain you can make sure we do, if you plan accordingly!  GOOD LUCK!

PART II - CONTRACTING IN EMERGENCY SITUATIONS

Various bases within the continental United States have experienced natural disasters such as floods, hurricanes, and tornadoes.  Because of the probability of future disasters, there are concerns as to the effectiveness and efficiency of operational contracting's capability to sustain or reestablish mission support during these emergencies.  These operational contracting capabilities are of special concern in situations where prolonged power outages result in the loss of communications and automated functions such as the Base Contracting Automated System (BCAS).

Guidance and contingency contracting plans have been developed to assist operational contracting offices to support the base mission before, during, and after an emergency situation. Lessons learned from offices that have experienced natural disasters requiring emergency contracting support have been included.  Additionally, the type of support required for an offsite contingency such as an aircraft crash/recovery has been examined.  

AFFARS Appendix CC, Contingency Operational Contracting Support Program (COSCP) was written to provide in-depth information and direction for future contingency operations.  One section of the regulation was dedicated to the support of local emergencies and contingencies other than those resulting from armed conflict.

This part expands on the direction given in AFFARS Appendix CC by using practical examples and lessons learned from the contingency contracting support provided during recent natural disasters.

This part is structured in five phases:

1.  Advanced planning procedures designed to keep contracting offices in a constant state of readiness for contingency operations.

2.  Contingency actions an office should take prior to a known, impending emergency.

3.  Actual on-scene operations during a local emergency or contingency.

4.  Long-term post-emergency actions a contracting office should consider.

5.  Contingency operations at an offsite location involving support of an aircraft crash/recovery.

(See Attachment 10 for detailed contingency contracting checklist.

We also address the needs of recording contracting actions in on and offsite contingencies through DCATS, allowing contracting personnel to continue tracking requirements automatically during extended power outages.  (Appendix 2.
Information to support this report comes from several sources: AFFARS Appendix CC, various base contingency contracting plans, and in-depth interviews with contracting, supply, and civil engineering personnel at bases affected by Hurricane Hugo (Shaw AFB, Charleston AFB, Myrtle Beach AFB, and Seymour Johnson AFB).

CHAPTER 1 - ADVANCED PLANNING

No one is ever truly prepared to handle the devastation caused by a natural disaster, but a viable readiness plan can often significantly soften the impact.  When a natural disaster hits, there is no time to train personnel on how to effectively support base recovery efforts.  Personnel must be well versed in contingency contracting procedures ahead of time.  This chapter focuses on some advanced planning areas contracting offices can prepare and train for in advance of actual need.

PLAN

Develop a plan that best suits your particular operating location.  For example, if you live in an area susceptible to hurricanes or tornadoes, your plan should reflect these possibilities.  AFFARS APPENDIX CC gives you a generic outline of what to do in an emergency, but the outline should be further supplemented by tailoring it to fit your specific needs.  This plan should also be coordinated and integrated into the local support plans.  The plan should communicate to senior leadership (1) contracting's role during contingency conditions, (2) how it can support base recovery, and (3) all the tools required to carry out this support.

TRAINING

Once you have written your plan, establish a viable training program ensuring all contracting personnel are prepared to provide base support in case of an emergency.  Use a checklist to help train new personnel and periodic division training to refresh personnel on emergency support procedures.  An uninformed and untrained contracting individual can cause long-term contracting problems.  For example, orders may be lost or duplicated causing vendor payment problems; requisitions may not be tracked properly causing accountability problems; and most importantly, base emergency support may suffer due to inaccurate and incomplete buys.

RECALL PROCEDURES

Do not underestimate the need for effective and efficient recall procedures.  An accurate office recall roster will cover you in base exercises, but rarely will it be enough in an actual emergency.  You should develop procedures to handle different contingency situations.  For example, in many natural disasters, telephone communication will be lost.  The development and regular practice of communications-out recall procedures is important.  If telephone communications are disrupted, instruct your personnel to listen to the local radio station for recall procedures, or establish manual "go and get them" procedures.  Office personnel, especially Contingency Contracting Officers (CCO's), must know how and when to act in all emergency situations.  For emergency procedures to be effective, recall procedures must be reliable.  To achieve reliability, create a suspense system for updating recall rosters bi-annually.  Ensure personnel report all changes in vital information, such as addresses and telephone numbers, to senior management.

COMMUNICATIONS

Communication is a key to success in any emergency situation.  Whether it's direct or telephonic, it is important that accurate information be passed to the contracting office in a timely manner.  Contracting personnel must be able to receive and interpret incoming information to properly support the base's needs.  Contracting personnel need access to an alternative means of communication.  Minimally, they should have access to mobile radios or cellular phones.  This will expand communication flexibility within the local area.  Requirements can be transmitted over the radio and CCOs can provide immediate status to the contracting office on critical support items.  This can pay big dividends.  For example, when an item is not available in the area, the CCO can talk with the office and find a suitable substitute.  Range of radios, however, is a limiting factor.  Most radios have only a 2.0 - 2.5-mile radius capability.  If, as in the case of Shaw AFB, there are few items locally available due to storm damage, you may have to buy outside the local area making mobile radios ineffective.

Today, cellular phones make it a lot easier to communicate long distances.  A telephone's range will depend on your geographic location and how many cellular towers have networks set up to support the local area.  However, this will depend on how many cellular towers will still be standing after the skies clear out.

TRANSPORTATION

Most initial purchases will be picked up directly from the vendor.  Because of this, contracting personnel must have the capability to pick up needed goods.  If the contracting office doesn't already have access to a government vehicle, arrange with transportation to make a vehicle(s) available to you during emergencies.  Establish your needs as a priority under these conditions, otherwise the vehicle will get pulled.  The vehicle must have the capability to transport a variety of goods such as lumber, fencing, and large equipment items.  A large pickup truck would be ideal.

POWER

For planning purposes, you must assume there will be no power to operate office equipment.  Access to a portable generator should be a top priority.  Work this requirement directly with civil engineering.  Resources are limited and getting your requirement to the top of the base priority list will be difficult.  We recommend working these approvals and authorizations with CE in advance.  If you can't get the approval for a generator, you may want to consider relocating your operation to where the generators are located i.e., hospital, CE, command post, etc.  CE should have several generators of their own.  Consider accessing one of CE's generators for operating personal computers or laptops.  These arrangements must be worked out in advance and detailed in your contingency plan.

OFFSITE LOCATION

Plan for an alternate support location.  Moving the contracting operation to civil engineering facilities worked effectively at Charleston AFB, SC.  The contracting office was able to use CE's computer resources to coordinate many base actions.  If the base is severely damaged, consider establishing an offsite location.  There are several ways to do this, however, remember that two-way communications must be possible for an offsite contracting location to work effectively.

If there is adequate warning of an impending storm, base aircraft will depart.  Consider sending a contingency contracting officer (CCO) with the aircraft.  The CCO can obtain additional support from the host contracting office at the alternate site.  Another alternative is to relocate a CCO at a location near, but outside the immediate disaster area.  This could have worked effectively at Shaw AFB, SC during Hurricane Hugo.  The hurricane did extensive damage to the base and the surrounding city of Sumter SC, but Columbia, SC (35 miles west of the base) was virtually unscathed.  If communications and transportation were possible, a CCO could have supported base recovery efforts from Columbia.  Designate your proposed on and off-base alternative contracting sites in advance and incorporate them into the base contingency plan.  When an emergency disaster occurs, senior management must quickly decide how and from where you will operate.

BUYING PROCEDURES

Your plan should include the buying procedures contracting officers will use during an emergency.

· What purchase mechanism will you use; SF 44, SF 1449/DD 1155, credit cards, imprest fund or cash?

· Will you use runners or rely on telephone communications?

· Who will do the buying for you?

· Have you appointed CCOs?

· Who can make it into the office?

· Where will you go to buy the required goods and services?

Establish buying procedures that are simple and descriptive enough for all division personnel to use.  CCOs are your first line of support, but if they are unavailable, others must fill in and get the job done.

You can avoid many buying problems by maintaining a current and accurate emergency support source listing covering commodities, services, and construction.  This list should include:

· Multiple vendors for all required goods and services,

· A telephone number, both business and home, for each vendor,

· An accurate address for each vendor (if telecommunications are out), and 

· A 24-hour point of contact for each business.

Additionally, you can save critical research and buying time by establishing BPAs for commonly used emergency items.  Prices will be pre-established and the BPA will allow you quick access to needed goods and services.

One critical lesson learned from Hurricane Hugo is that local vendors may not be able to support the base in an emergency.  Chances are, if the base is trying to recover, so are local civilian contractors and support agencies.  We suggest developing a list of contractors/vendors outside your local area.  If you have other bases in the same geographical area, you may want to exchange vendor lists for wider coverage.

Finally, make sure your vendor listings are kept current.  Listings should be reviewed bi-annually and supplemented with new sources, as they are uncovered.

LATERAL SUPPORT

Support from neighboring bases proved vital during Hurricane Hugo.  Seymour Johnson AFB provided buying support for items Shaw AFB contracting couldn't procure in the local area.  Without their help, Shaw AFB would have gone without ice, lumber, and plastic sheeting, etc.  for a substantial period of time.  The results from Hurricane Hugo substantiate the need for lateral support.  We suggest making prior arrangements with other bases for mutual support.  These bases don't necessarily need to be in the same Command, or even the Air Force.  Having a support agreement may save valuable time and resources needed to mobilize a support team.  In Hugo's case, there was advanced warning of the storm and lateral support bases could have mobilized, implemented their contingency plan, and notified all contractor on their emergency vendor listing to standby.

REQUIREMENTS FROM CUSTOMERS

There are two main questions involved with customer requirements during an emergency/contingency situation: (1) How do customers transmit requirements; and  (2) what information is needed from customers in order to obtain goods and services for them?

Initially, the contracting office will be inundated with emergency requests for goods and services from several different sources.  Most requests will be legitimate emergencies to fill real needs, however, there has to be a mechanism to centralize and prioritize requirements.  Your mechanism to prioritize base requirements may be a readiness center or a contingency support staff where senior base officials will coordinate base recovery efforts.

Base leadership will normally let most requests proceed to contracting as emergencies, but at some point, requirements need prioritizing.  If not, the prioritization of base needs will be left up to the contracting buyers and contracting personnel do not usually know the primary needs of the base.  Try to establish prioritization procedures and incorporate them into the base contingency plan.

What will be an acceptable purchase request at the beginning of disaster recovery will, and should be, different once the emergency situation diminishes.  Initially, verbal requests can be accepted, however you should give the customer a suspense for receipt of backup paperwork.  If you do receive verbal requests, make sure you get an adequate description.  Generic noun descriptions usually won't be adequate.  A good example to illustrate this point is what was known as the "chain saw massacre" during Hurricane Hugo.  With trees lying all over base property, each base's contracting office had several early requests for chain saws.  When customers were asked what type and how big a chain saw was needed, the answer was, -"any type and as big as you can get."  Over half the chain saws bought were not used because they were oversized and base personnel were not trained to use them.  Remember, take the time to get an adequate description from your customer.

At some point during the emergency, verbal requests should be replaced by written requests with all the required documentation.  If you allow verbal requests to continue too long, tracking requirements will become a nightmare.

TRACKING PROCEDURES

Have an organized way of tracking requirements from the start of any contingency support.  This was a major problem at bases severely impacted by Hurricane Hugo.  Initial buying efforts focused on getting the goods and services to the customer.  Buyers were not worried about receiving the paperwork and tracking transactions.  This, however, caused the contracting personnel several long-term problems.  Vendors willingly supported the cleanup effort, but many were "rewarded" by less than timely payment for goods and services provided.  Additionally, several initial buys were issued without purchase order numbers.  This complicated the receipt and tracking of the support orders and eventually interfered with proper payment.

Hurricane Hugo confirmed the need for a proper tracking system.  Set up a block of purchase order numbers specifically identifying emergency buys; i.e., MH001 - MH999.  The H identifies Hurricane Hugo.  Not only will this make it easier to track requirements during the disaster, but it will also give you easy access to the files for future analysis and reporting.  (See Attachment 11 for an example of a Manual Purchase Request Register).

How to track requirements is another issue.  If there is limited power, the Deployable Contracting Actions Tracking System (DCATS) software may be an ideal solution.  All actions can be loaded, tracked, and reported using this software.  It can be used on a PC or laptop if one is available.  Using this software saves repeating your workload once you have recovered and have full computer capability.  You will be able to take the software and simply download the information directly into BCAS.  For further information see Appendix 2.  (NOTE: The Air Force is currently looking at two possible alternative systems for replacing DCATS.)

If there is no power and your base doesn't have an available laptop, you need to maintain manual tracking logs.  It’s important to use the logs from the start.  Buying is often unorganized in the first hours of recovery.  By taking a little time at the beginning to get organized, you will yourself save a tremendous amount of time and headaches.

INTERAGENCY COORDINATION

In an emergency, you need to foster teamwork.  Without cooperation from all supporting agencies, base recovery will suffer.  Prior planning and coordination between contracting, supply, accounting and finance, and civil engineering can avoid the confusion and miscommunication normally present during the early hours of a disaster.  If one member of the support team is left out of the loop, you may have long-term problems.  For example, if base supply is not involved in local purchase support you will have problems with receipt of vendors supplied goods, and consequently vendor payment problems may arise.

During the recovery from Hurricane Hugo there were several problems associated with the proper receipt of goods.  There were no central control points where contractors could deliver goods.  Many vendors delivered directly to the user.  Someone at the site would accept the delivery, but when it was time to verify delivery and quantity, no one would accept responsibility for receiving the goods.  This delayed payments to the vendors.  Without all the key support members involved and coordinating on purchases, accountability is quickly lost.

Tracking initial vendor deliveries will be difficult, however, not taking the time to organize for receipt of vendor goods will present several long-term problems.  Two alternatives to alleviate some of the problems involved in receiving emergency goods are:

1.  Strive for a central base receiving point where all goods can be processed.  This will ensure all goods are accounted for and will aid in the timely payment to vendors.  One suggested method is to set up supply receiving like a cargo-marshaling yard during a mobility exercise.  Goods could be quickly verified and sent to their final destination.  Using this method, contracting would require getting the paperwork to supply quickly so they could verify order numbers and quantities.  This would ensure accurate accountability of all goods from the start of support recovery.  One drawback to this alternative is the potential delay in delivery of special buys for a specific purpose and location.  For example, plastic sheeting for CE must be delivered quickly to prevent further water damage.

2.  Have supply provide a receiving individual to accompany the CCO on all initial buys.  Accountability and control will be established from the onset.  Note, however, this approach has limited application.  It will only solve the problem for government pickup items.  Direct vendor deliveries to the base will still require proper receipt.

Regardless of what system is used, prior coordination with base supply is necessary to ensure accountability on all emergency goods delivered.  A good accountability system can ensure quick and accurate payment to vendors.

CHAPTER 2 - ACTIONS IMMEDIATELY PRIOR TO AN EMERGENCY

This chapter discusses actions a contracting office should take when notified of an impending disaster; i.e. hurricanes, floods, or other severe weather conditions.  Even with limited notice, these actions should be the initial steps taken in a contingency contract support scenario.

MAJCOM NOTIFICATION AND COORDINATION

Upon notification of an impending disaster, coordinate with your MAJCOM point of contact.  Request authority from your MAJCOM/LGC to use emergency contracting procedures.  Specifically ask for, in writing, Emergency Contracting Authority, allowing the designee (normally the Contracting Squadron Commander) to exceed his/her contracting warrant limitations in response to the impending natural disaster.  Also, establish a 24-hour MAJCOM/LGC point of contact.  MAJCOM personnel should be ready to help coordinate lateral support if necessary.  (See Appendix 3)

DESIGNATE CCO(S)

The Contracting Squadron Commander should designate contingency contracting officers (CCOs) in advance and ensure they are trained in their role to support recovery efforts. When designating a CCO, keep in mind personnel living off base may have difficulty traveling to the office.  This occurred at Charleston AFB during Hugo.  The Executive NCO lived 20 miles from the base and it took him two days to get to the office.  Consider using on-base personnel as CCOs.  Make sure they are properly trained and have alternates ready to support them.  Additionally, consider having CCOs support different functional areas.  Have a CCO designated to support civil engineering functions and another CCO to work all other requisitions.  Designated buying teams will prevent confusion and panic at the onset of disaster recovery.

STANDBY PROCEDURES

Make a final check on your recall procedures.  Have a recall roster for both military and civilian personnel.  Don't count on telephone service, make sure you have telephone-out procedures that work.  There are several precautions you can take to ensure recall success:

1. Use a suspense system to update your recall rosters and verify all information on the roster.

2. Have military and key civilians on telephone standby.

3. Have military listen to local radio stations for recall instructions.

4. Have current maps to all military member's houses in the event of telephone outages.

EVACUATION PROCEDURES

If your office is located in an area susceptible to severe weather you probably have a base severe weather checklist.  It normally contains information on the evacuation of base aircraft and personnel.  Contracting should play a key role in support of both the departing aircraft and initial base recovery.  The contracting office at Hurlburt Field developed a four-phase natural disaster checklist dealing with hurricanes, with each phase establishing procedures for increased hurricane threats.

1. A minimum of two CCOs designated to provide support for departing aircraft and initial base recovery.

2. Once the threat of a hurricane is imminent, a CCO is sent with the aircraft to provide contracting support and will stay with the deployed unit to provide needed contract support until cleared to return to home base.

3. When the hurricane threat reaches level three, the contracting commander designates CCOs to remain with the hurricane ride-out team.  Minimally, the contracting contingent is comprised of a senior experienced military contracting member and anyone else deemed necessary.  CCOs are equipped with a contingency contracting kit and mobile radios.

4. CCOs are responsible for the initial base damage assessment and buying support for base recovery.

It's important to explain to senior base leadership the role contracting plays in a recovery effort.  Ensure an adequate number of contracting personnel is designated to stay behind and provide contracting recovery support.

SECURE THE OFFICE

Assume the worst when securing the contracting office.  Protect the office from possible roof leaks and damage from broken windows.  Ensure all contracts are secured and protect all computer equipment by covering it with plastic sheeting and move off the floor if possible.  Stock the office with necessary food and emergency support items; i.e. batteries, flashlights, cots, sleeping bags, water, battery operated radios, and calculators.

COORDINATE WITH ACCOUNTING AND FINANCE

Have a plan of how money will be made available to the CCOs.  We suggest establishing an Obligation Authority (OA) and award contracts and small purchases using a designated fund cite.  Make sure FM has made arrangements with their MAJCOM counterparts to get a special fund cite.  This worked quite effectively at Charleston AFB; FM established an OA with a large sum of money enabling contracting to begin buying immediately.  It also forced contracting personnel to track dollars spent and to properly track all requirements.

COORDINATION WITH MAJOR SERVICE AND CONSTRUCTION CONTRACTORS

Contact your major service and construction contractors to find out their ability to support during base recovery.  Find out what their intentions are for cleanup work.  The grounds maintenance, military family housing, refuse, and mess attendant contractors can aid base cleanup efforts if they are committed to continued support during the disaster recovery.  Contact construction contractors to remind them they are responsible for the protection of the job site.  Insist they secure their construction sites.  In addition, secure a verbal commitment for possible rental and use of contractor's equipment on site; i.e., front-end loaders, dump trucks, and heavy equipment.

BUTTONING-UP HOMES

Once emergency recovery begins you need dedication from your military personnel to support base cleanup, though many may have homes that will sustain some damage.  Because of this, you need to allow enough time for personnel to secure their homes prior to the disaster.  In fact, if there is enough forewarning, you may want to use a team effort in securing office personnel homes.  Use your troops who live in the dorm to help other office personnel.

Your objective is to take care of your personnel prior to the disaster, so they can take care of business once support recovery begins.

EQUIP OFFICE FOR LONG-TERM SUPPORT

There is no telling how much or how long base recovery support will take.  There may be some long days and nights for contracting personnel.  There may not be food, water, and other necessities available to sustain a long support effort.  We suggest stockpiling needed resources to sustain contract support day and night.  Some suggested supplies include:

· Potable water - It may not be available in the local area.  At Shaw AFB, community leaders briefed that all the water in the area was contaminated.  Although it was retracted the next day, the potential for water problems in a disaster is high.  

· Battery operated radios - if electricity is out, a radio may be the only source to keep you informed of local conditions.

· Batteries, flashlights, calculators (battery operated)

· Sleeping bags, cots 

· Food - MREs

CHAPTER 3 - ON SCENE OPERATIONS

Initial contracting actions during an emergency recovery are the most critical.  How you assess your support capabilities and how widespread the damage is will set the tone for the entire recovery process.  We analyzed actions and problems associated with contracting contingency support in an emergency and developed the following topics.  By no means are the topics covered all-inclusive.  These were the most prevalent and recurring topics throughout the development of this project.

ACTIVATE RECALL PROCEDURES

Your first priority during an emergency is to get your personnel to work.  If you are fortunate, you will be able to contact them by telephone or recall announcements over the radio.  You may, however, have to go house to house to recall personnel.  The more personnel you are able to recall, the more comprehensive your support will be.  If only a few individuals show, your support capability will be thin and your ability to designate specific buying and support roles will be limited.

ASSESS DAMAGE AT THE CONTRACTING OFFICE

Quickly assess the physical appearance of the contracting office.

· Is it suitable for operations?

· Is there electricity?

· What is the extent of damage?

· Do you have telephone capabilities?

After you have answered these questions, assess the overall functioning capability and decide whether to stay or relocate.  You should have already planned for an alternate site.  If that site is unavailable, find another site where personnel have access to tables, desks, and phones.

ORGANIZATION

Once personnel recall is complete, assess division support capabilities.  If personnel are experienced, set up a "flat" organization, letting your experts buy and administer construction/service requirements with as little supervision as possible.  If personnel are inexperienced, set up a more structured, centralized support organization.  Next, designate what roles your personnel must perform.  There are several areas of support to consider.  GOCESS or COCESS will be used extensively requiring at least two dedicated buyers.  Also, you will have to dedicate manpower to other miscellaneous base requirements; i.e. equipment rentals, specialized parts and supplies not available through GOCESS or COCESS.

Other areas requiring manpower are major construction and service contracts.  Construction sites will have to be evaluated for damage and new construction requirements identified and procured quickly to fix structural damage.  Coordination with major service contractors will also require manpower.  You will want your refuse, MFH, and grounds maintenance contractors back to work quickly.

Additional manpower is necessary for runners to pick up needed goods in the local area.  If, however, local area vendors are unable to support the base, you may have to send a runner with a CCO outside the local area to procure needed goods and services.

OTHER INITIAL SET-UP ACTIONS

Once you've established your support organization, there are several actions to consider:

1. Make contact with the Logistics Group Commander, and give him/her your status, and how you plan to operate.

2. Communication - Find out what is available to you.  If phone lines are up, you are in business.  If not, obtain access to mobile radios or cellular phones, if available.

3. Contact Accounting and Finance - Make sure money isn't a problem.  Have accounting and finance send over an OA, if possible.

4. Lateral support - If you are able to communicate via long distance, contact your MAJCOM and neighboring bases to put them on standby for possible support.  Make sure all possible emergency contracting authority is delegated from your MAJCOM.

5. Assess power capability - If you have no power, consider relocating to a building on base that has power.  If power is limited, make sure contracting is in line to receive a portable generator.  If you have limited power, do not try to activate BCAS.  A personal computer with word processing capability is all you need.

6. Transportation - Make sure enough vehicles are available from transportation to support your needs.  Most initial purchases will be government pickup.  Ensure at least one of your vehicles is capable of transporting large volumes of goods.  A large pickup truck is ideal.

INITIAL PURCHASES

The first 24 hours of recovery will be the most hectic and will require a concentrated buying effort.  Before everyone gets too involved in this intense effort, get organized.  Make sure you set up a Purchase Request (PR) tracking list and ensure all personnel are aware of the procedures.  The simplest and best method is to start with a separate block of P.O. numbers as mentioned before.  We also recommend appointing a requisition control point monitor (RCP).  The RCP monitor can manually or, through the use of a PC or laptop, track requests throughout the acquisition process.  This individual will also be able to detect duplicate requisitions, which are common in the first few days.

Establish one focal point for each customer.  CE will have the majority of initial inputs, some of which may have not been properly coordinated.  Communicate to the CE commander that you need one point of contact for all CE requests.  We suggest using the emergency service control desk at CE's operations branch.  This will help prevent panic overbuying and duplicate requirements.

Comprehensive procedures for receiving goods are necessary.  Coordinate with base supply for their central receiving location.  During Hurricane Hugo, receipt of goods delivered directly to the customer were not properly documented.  There are two ways to avoid this problem:

· Have a central receiving point for all goods bought through Base Supply (CE will normally have all their goods shipped to one receiving point) or,

· If the goods are delivered directly to the customer, establish a point of contact and instruct them on the proper method of receiving goods.  Make your customer responsible for the timely submission of paperwork to Base Supply.

RENTALS

During the first week of recovery there may be numerous requests for rental of equipment, vehicles, and temporary living and office quarters.  Consider the following factors before filling your customers' requests:

1. Before renting heavy equipment (i.e., front-end loaders, dump trucks, etc.), make sure all lateral support avenues have been exhausted.  At Charleston and Shaw AFBs, several pieces of equipment were received from other bases and the South West Asia (SWA) transportation outfit at Seymour Johnson AFB.  The SWA alone transported 42 pieces of heavy equipment and vehicles to Shaw and 17 pieces to Charleston AFB.  There are two reasons to exhaust all internal sources before renting:

a. It is very expensive to rent heavy pieces of equipment and vehicles.  Many companies insist their operators accompany their equipment, adding an additional expense.

b. If disaster recovery is extensive, rental periods may be long.  The chances of damaging contractor's equipment increase with prolonged use.  If forced to rent heavy equipment or vehicles, try to make sure they are the first pieces of equipment turned in when no longer required.

2. The rental of all-purpose vehicles may be difficult during disaster recovery.  Before disaster support personnel like a Red Horse team are sent in TDY, communicate to base leadership that you may not be able to support the teams' transportation needs.  These teams should bring their own vehicles with them.

3. If buildings are damaged extensively, you may be renting trailers to use as temporary office buildings.  Be very careful when renting trailers.  At Shaw AFB, some contractors were sending their worst trailers to the base.  Set minimum acceptable requirements, such as size, amount of functional office space, outlets, doors, windows, etc.  Stress to base officials you need time to ensure you rent a quality product.  We suggest a site visit before renting a trailer.  Another problem with trailer rentals is that base agencies may want to make extensive alterations to the trailer.  This should be avoided - rent trailers strictly for office use.  If major alterations are allowed, the base may end up buying the trailers, which later becomes a real property nightmare for CE.

OTHER SERVICE REQUIREMENTS

In the organizational section, we discussed how the grounds maintenance, military family housing, refuse, and mess attendant contractors could significantly aid base recovery.  The grounds maintenance contractor may have the equipment and manpower to help clear debris from the base.  The refuse contractor can play a similar role by increasing the frequency of his pickups and providing several large dumpsters.  You can expand the role of the MFH contractor by having them repair minor damage to housing units.  The mess attendant contractor can aid by going to a 24-hour food service operation.

These increased contractor efforts represent changes to their contracts and compensation will be due; however, you will be dealing with known, and hopefully reliable, sources.  Contracting officers can issue change orders (with the appropriate funds) and negotiate the changes when the situation calms down.  In some cases, you may have already established unit prices for the increased work.  By going to contractors you can rely on, you'll save time and avoid emergency contracts with unknown sources.  If your emergency involves wind (tornado or hurricane), tree removal will be one of your largest service requirements.  At Charleston AFB, it cost the base approximately $1.35 million to remove the trees.  In Charleston's contracting "lessons learned" package, they suggest finding contractors who are willing to remove trees for free or a minimal charge.  This not only saves large expenditures on service contracts to remove the trees, but also provides an incentive for removal of some trees, such as pine, which become unusable after 30 days or so.  If the emergency situation involves off-site support (i.e., aircraft crash site, forest fire, etc.), you may have to arrange for specialized telephone or other emergency communications contracts.

COMMODITIES

There are several supply items commonly bought during a disaster recovery.  Consider establishing BPAs for these commodities if your base is located in a high-risk disaster area.  Some of these are:

· Ice - this may be a hard commodity to find.  Seymour Johnson AFB bought a truckload to help support Shaw AFB.  If base power is out, the commissary will need ice to preserve their food.  Develop at least one source outside the local area because you will be competing with the local community for ice.  NOTE: It is very easy be get taken advantage of by an unscrupulous vendor if you're not careful.  Make sure the individual who is receiving the ice monitors the quantity carefully.

· Paper products - another extensively sought after commodity.  With base power off, the dining hall will use paper products to feed the troops.  Because personnel will be working three shifts, 24 hours a day, dining hall use will increase substantially.

· GOCESS or COCESS items - There were two common items bought through the GOCESS operation during Hurricane Hugo: lumber and plastic sheeting.  Expect chain saws to be a scarce commodity because you will be competing with local homeowners.  It wasn't difficult to buy lumber for Hugo locally, but plastic sheeting was difficult to find.  Seymour Johnson AFB sent several large rolls of clear plastic sheeting to Shaw AFB.  The sheeting was used for temporary protection of exposed buildings, equipment, and carpeting of buildings that sustained roof damage.

CONSTRUCTION

The biggest impact of Hurricane Hugo occurred in the construction branch of each contracting office.  Construction work involved assessing and modifying ongoing construction projects damaged by the storm, and the rapid procurement of new construction projects to repair the on base damage.  Most of the new contracts written at Shaw, Charleston, and Myrtle Beach AFBs were for the repair of damaged roofs.  The U. S. Navy Construction Battalion (ROICC office) did all the major interior rehabilitation projects at Shaw and Charleston AFBs.  The following are construction issues you may encounter during base recovery:

1. Evaluation of current construction sites - using a team approach, have a construction contract administrator and a CE inspector evaluate the damage at each construction site.  After an initial government assessment, meet with the contractor to develop a plan of action.  Resolve any storm damage assessment differences between contractors and CE early in the process.  This will go a long way to prevent future claims on the contract.  Once the extent of damage is agreed by all parties, liability has to be addressed.  In an emergency disaster situation there are often extenuating circumstances caused by an Act of God.  The contracting officer will have to determine: (1) How much time is due the contractor because of the damage; and (2) who is liable to pay for the damage on the construction project.  The answer to the first question is straightforward; the contractor is due a time extension.  The only determination to be made is how much time.  Be careful when negotiating time extensions; lost productivity, staging of work, availability of subcontractors, etc. must be considered.  The contractor, if he was behind schedule at the time of the disaster, will try to pad his estimate in order to catch up with other work. Remember, time is money.

The liability question is more involved.  As a general rule, the contractor is liable for damage caused to his construction site.  FAR clause 52.236-7 Permits and Responsibilities states "..the contractor shall also be responsible for all materials delivered and work performed until completion and acceptance of the entire work, except for any completed unit of work which may have been accepted under the contract."

Many contractors believe the government is self-insured and will automatically pay for any rework; however, this is the reason we require contractor's insurance.  The enforcement of the permits and responsibilities clause has been upheld in several Armed Services Board of Contract Appeals (ASBCA) decisions.  Leitner Construction Company, Inc. AGBCA No. 78-126, April 30, 1979 and J. L Coe Construction Co., Inc.67 - 2BCA 6473, July 27, 1967, both state "the builder under a construction contract has the risk of loss or damage to the work constructed due to any cause except the fault of the owner until the completion and final acceptance of the work by the owner."

The Permits and Responsibility clause doesn't give the government "carte blanche" authority to enforce contractor rework.  There may be mitigating circumstances the CO has to consider.  For example, if the government has taken beneficial occupancy, we won't be able to enforce the clause.  Another circumstance Charleston AFB contracting encountered was the contractor would have completed the project prior to the disaster if it weren't for project delays caused by government design deficiencies.  The CO determined the government would share the risk with the contractor and pay for half of the construction rework caused by the hurricane.  Suggestion: Bases in areas susceptible to natural disasters should stress the Permits and Responsibilities clause in all construction solicitations and in pre-construction meetings.

2. There will be several new construction requirements after a natural disaster. Most of the short-term emergency efforts involve repairing existing facilities.  Initially, there may be a hard push from CE and base senior leadership to issue letter contracts to local contractors.  Although in some cases this may be unavoidable, we suggest using alternate emergency procedures to accomplish base construction recovery.  Note: Use letter contracts and cost-plus contracts only as a last resort.  Coordinate with your MAJCOM.

If you can locate two or more sources, use short-term request for proposals (RFP) to increase competition and avoid a cost-plus type contract.  Shaw and Charleston AFBs used this method very effectively during Hurricane Hugo.  After CE developed the statement of work, a government team (CO, construction contract administrator, CE engineer and inspector) met with perspective contractors at the site.  All contractor questions were clarified at the site visit and they were given one day to turn in their proposal.  Bid bonds were waived; however, performance and payment bonds were required before actual work started on the contract.

Shaw AFB combined all their roof repair needs and developed a requirements contract, using estimated quantities for total square footage of roof repair, soffit, and fascia work.

Another alternative to offset a portion of emergency work is to use a SABER contract. This contract is ideal for small, limited design, repair, priority projects.  Be careful not to use the SABER contract as a cure-all for base emergency construction contracts.  The SABER contractor may not be able to keep up with the work.  Shaw, Charleston, and Myrtle Beach AFBs didn't have a SABER contract at the time of the hurricane, however, senior contracting officials at each base believed a SABER contract would have aided immeasurably to a quicker base recovery.

3. There are several potential pitfalls involved in emergency construction contracting.  The following are construction related problems encountered by the contracting offices involved in Hurricane Hugo recovery:

c. Sourcing.  Be careful not to overload construction contractors.  Limit the amount of short performance emergency projects to a particular contractor.  Some small contractors will promise you the world, but they overextend themselves and can't progress on all work.  Watch for contractor workers jumping from one construction site to another.  This is a sure sign that a contractor doesn't have adequate manpower and resources to complete all work on time.

d. Contractor qualifications - you may not have the time to do a full background check on all contractors.  Additionally, because of the emergency, you will probably waive the bid bond, which further puts contracting at risk with an unknown contractor.  While you cannot exclude sources simply because you are unfamiliar with them, we suggest limiting your sources to known contractors as much as possible.  Charleston AFB had several out of state contractors lined up at the front gate the day after Hugo hit.  According to contracting personnel at Charleston, there are several contracting companies that respond to natural disasters and specialize in all-purpose, emergency recovery contracting.  For the most part, these contractors performed quite well.

e. Terminations - with several quickly written contracts, the potential for non-performance and subsequent terminations increases dramatically.  On emergency repair projects, you can't allow nonperformance to go on for long.  Depending-on the importance of the project you may have to terminate a contract quickly.  Although you may have the right to default a contractor, consider terminating contracts for convenience (T for C) at no cost.  No-cost T for C's are quicker, less administratively burdensome and reduce claims.  Remember, your objective is to meet the emergency needs of the base.

Increased contract termination risk is partially explained by not requiring bid bonds on short-term solicitations.  A bid bond may weed out the less qualified contractors, however, the use of emergency procurement procedures may not allow the contractor enough time to secure a bid bond.  Unfortunately, you may not find out your contractor is not qualified until after contract award, when the contractor can't obtain performance and payment bonds.  Although this is grounds for default action, Charleston AFB chose to terminate these contracts at no cost and resolicit quickly.  This is a local judgment call but the use of convenience terminations is a viable alternative in this situation.

NOTE: Bid Bonds can be waived due to an emergency procurement, however, there are no provisions available to the contracting office to waive performance and payment bonds.  If a contractor is unable to obtain this bonding on a construction contract, the contract must be terminated.

CHAPTER 4 - LONG TERM ACTIONS

The effects of a disaster often last beyond the initial recovery effort.  If the disaster causes extensive damage to the base, recovery can take a long time.  The contracting offices affected by Hurricane Hugo were still providing emergency contract support six months later.  Most support involved administering construction contracts but there are other long-term effects.  This section discusses long-term contracting actions.

SERVICE CONTRACTS

Several major service contracts may be altered significantly during and after an emergency situation.  The grounds maintenance contract, for example, will probably see a large increase in work orders such as clearing of debris, removing stumps, and tree trimming.  The military family housing contract may also be significantly altered through increased interior minor damage repair work.

The custodial contract may have the largest long-term effect on your operations.  If there is major structural damage on the base, organizations will be moving into temporary facilities.  Several buildings will be temporarily deleted from the custodial contract, but other buildings or trailers will be added.  Shaw and Charleston AFBs handled the onslaught of building changes by swapping out building square footage.  This action can potentially be both costly and an administrative nightmare.  If you are not careful when adding and deleting work on the contract, you can end up paying the contractor for work no longer being performed.  For example, if an organization temporarily moves into a trailer there may be less square feet of area to be serviced. Additionally, tasks that were required in one building (high dusting, windows, etc.) may not be required in temporary facilities.  Caution; if you take the approach of swapping building square footage, look at the entire scope of contract changes to ensure the government is not paying the contractor for work he isn't doing.

CONTRACT ADMINISTRATION

There will be a large influx in construction contract administration for quite some time.  It may be necessary to detail administrators to the construction branch.  The actual length of time you experience an increased workload will depend on the amount of damage on the base.  At Charleston AFB, Hurricane Hugo created 42 new construction contracts, whereas, at Shaw AFB it created only six new contracts.  These figures are a little misleading as Shaw AFB awarded a large requirements contract for roof repair instead of breaking out roof repair into several small contracts.

Another factor to consider is that contract administration of emergency projects may be more difficult and complex.  Specifications and solicitations will be rushed, resulting in a potentially "loose" contract.  If your contract is loosely written, expect a significant increase in change orders and field changes.  Construction contract administrators will have to actively maintain all elements of the contract files to prevent them from getting out of hand.

PROLONGED EMERGENCY USE

The contracting office must inform base senior leadership and CE that contracting emergency-buying procedures can't last forever.  It gets increasingly difficult to justify emergency projects identified several weeks after the disaster.  Because of the short turnaround involved with emergency contracting procedures, base leadership and CE will try to stretch emergency work to the limit.  Also, watch out for companion contracting projects to emergency repairs; i.e., adding garages to damaged units.  Emergency procedures can only be used for bona fide emergencies.  Be prepared to play "hard ball" on this issue.

OVERTIME

Depending on the amount of base damage, expect to work a lot of overtime.  It would be nice if natural disasters took place during a slack contracting periods.  Unfortunately, they seem to occur at the wrong times.  Hurricane Hugo hit at the end of the fiscal year and a recent tornado at McConnell AFB hit at the peak construction workload time.  Not only do you have to provide emergency support, you have to play "catch up" with your regular work.

Make sure you balance the overtime between military and civilian workers.  There was special money earmarked for bases damaged by Hugo, thus, civilian overtime pay was not a problem.  Be careful not to burn out division personnel too quickly.  When you can, take breaks in overtime work and allow your people to "recharge their batteries." Give recognition to individuals who truly deserve it, i.e., achievement medals, letters of appreciations from the wing commander, civilian performance awards, and similar recognition efforts.

CHAPTER 5 - OFFSITE CONTINGENCY SUPPORT

Throughout this report we have discussed onsite contracting contingency support.  There may be times when contracting is tasked to support offsite contingencies such as aircraft crash recoveries.  The amount of contract support for an offsite contingency will vary.  For an aircraft crash recovery, for example, it will depend on the aircraft and the crash site location.  If the location of the crash is close to the base, offsite support will be minimal because office personnel will buy most of the requirements.  If, however, the crash site is located in a remote area, a CCO may be sent with a recovery/investigation team and the needs of this team will determine the amount of contract requirements.

Before leaving for a crash site recovery location, take the following steps:

1. Check your contingency contracting kit to ensure you have all forms and purchasing instruments necessary to support a crash site for at least two weeks.

2. Coordinate with accounting and finance for proper payment procedures.

3. Contact the site commander, let him know who you are and how you plan to provide support

In an offsite contingency, the CCO will probably fill several roles.  Not only will he purchase an item, he will pick it up, receipt for it, and pay the vendor.  Although this sounds overtaxing, it is actually the quickest, easiest method to support a recovery team.

The contracting instrument and method of payment to use are local determinations.  When deciding which methods best fits your needs, consider the following:

1. Location. - If support is in a rural area, consider using a credit card, cash voucher to the CCO, or imprest funds (if authorized).  Local stores and vendors may be unfamiliar with government forms and not willing to accept them.  Additionally, small businesses may not be willing to wait 30 days or more for payment.

2. Size of Investigation Team - If there is a large contingent on the site investigation team, consider using a variety of contracting instruments; i.e., purchase orders, SF44s, imprest funds, and credit cards, if available.  The amount of support a CCO will provide will depend on the extent of the investigation.  Purchasing support can range from a few commodities to several hundred purchases.

3. Type of Aircraft - If the aircraft involved in the crash contains a large crew or has passengers, the site investigation will take longer.  Also, if the aircraft is new to the inventory, the investigation may be more thorough, involve more site investigators, and may include contractor investigators.  A good example was when a B-1 bomber crashed near Colorado Springs in 1987.  The CCO bought over 700 line items in support of the site investigation.

Although each crash site is unique and requires different levels of contracting support there are several commonly bought goods and services:

1. Services

a. Billeting requirements - Make sure you are on the advance team to give you time to arrange for billeting requirements.  Make your presence known to the site commander and obtain a list of site investigators and other support personnel for billeting purposes.

b. Heavy equipment rental - The amount of rentals will depend on the aircraft crash site.  Rentals will range from cranes to all‑purpose vehicles for remote areas. Upon arrival, anticipate requirements, coordinate with a transportation representative, and gather sources of rental equipment.

c. Porta‑Potties - If your crash site location is in a remote area, there will be a high demand for this item.  One major problem may be to find a vendor who services that particular area.

2. Commodities

The following is a list of supplies bought repetitively at four different aircraft crash sites:

· Coolers

· Ice

· Plastic Bags

· Bug Repellent ‑ snake bite kits

· Potable Water - other liquid refreshments

· Surgical Gloves

· Tarps

· Wet weather gear - Cold weather gear

· Surveyor Stakes and Rope

CRASHSITE PROCEDURES

There are no hard, fast, ready-made procedures for CCOs at a crash site.  However, there are a few general rules to follow to ensure quick and complete support of the investigation team:

· Work all requirements through the site commander or his designated representative.

· Anticipate requirements and develop a local vendor source list.

· Establish prime buying times and set aside time for pickup and delivery of site goods.

· Organize your purchase requirements in sequential order and develop a good PR tracking system.

· Document actions.

· Refer to AFFARS APPENDIX CC, for additional guidance.
PART III - CONTINGENCY CONTRACTING - WARTIME SITUATIONS

The purpose of this part is to provide a consolidated source of information for a Contingency Contracting Officer (CCO) to use to provide support to a deployed unit during wartime. Since the Air Force practices in peacetime the way it plans on functioning in wartime, concepts and guidelines outlined in this part should be useful during all exercises in which contracting people deploy.

Information contained in this part was taken from many sources on specific topics affecting the contingency contracting environment.  This part consolidates these diverse sources and presents them in a manner that will make information readily usable for CCOs.  In addition, valuable information was incorporated from lessons learned during Operation Desert Shield and Desert Storm and after-action reports of other actual exercise deployments.

Before we go any further, we should define the term "contingency" as used in this part. Contingencies are deployments to overseas theaters in response to a crisis, humanitarian, or peacekeeping operation.  It does not include emergency contracting in support of a CONUS base. Why make this distinction?  First of all, the control over and the use of appropriated funds in the CONUS is different from the overseas environment.  Secondly, many regulatory requirements are not applicable overseas (labor laws, Service Contract Act, etc.).  Therefore, this part addresses only contingency contracting in the deployed theater combat arena.

The CCO must always keep in mind what is to be done to support deployed units:  "To purchase the supplies, services, and construction necessary to support the mission of the unit".  The operative word is "support." A truly effective CCO will never forget the mission is to support others by purchasing legitimate needs at a fair and reasonable cost and in a timely manner.

CHAPTER 1 - OVERVIEW

This part is organized as follows:

Chapter 1 - Introduction.

Chapter 2 - Duties and Responsibilities.  This chapter spells out duties and responsibilities of the contingency contracting function so CCOs will know what is expected of them and what peacetime functions are not required.  Also included is a list of additional duties (unplanned) which may be assigned to a CCO during a deployment.

Chapter 3 - Legal Authorities and Limitations.  This comes from the notion that contracting officers will work faster, more confidently, and more competently if they know their legal authority.

Chapter 4 - Funding.  Like a fish without water, a contracting officer without funds cannot do the job.

Chapter 5 - Contingency Contracting Procedures.  This chapter spells out detailed proce-dures and examples of appropriate forms, how to prepare them, and when to use them.  Also included are some suggested methods for manual record keeping and a description of a newly developed automated program.

Chapter 6 - Rules of Engagement.  This chapter deals with preplanning, preparation, and initial deployment.

Chapter 7 - Epilogue: Contingency Contracting and International Relations.  The success or failure of a contingency contracting officer may very well hinge on the ability to get along with people who are very different in their business culture.  This chapter catalogs "lessons learned" from those who have been there.

PHASES OF A CONTINGENCY

From a contracting perspective, a wartime contingency can generally be divided into four phases: (1) Mobilization, (2) Sustainment, (3) Wartime/Hostilities, and (4) Redeployment.  Each is further described in the following paragraphs.

Mobilization

This is normally the first 30 to 45 days of a deployment and is characterized by chaos and confusion.  CCOs and paying agents must deploy to a beddown location prior to or with their unit(s) and establish contracts for:

· quarters (billeting)

· food service

· transportation and equipment rental (cars and trucks may be generally available; however, the availability of buses, cranes, and forklifts may be limited)

· bottled water (in extremely large quantities)

· ground fuel

· laundry service 

· communications 

· refuse collection 

· other requirements as needed

A services, supply, and transportation functional manager should also deploy with the contracting officer or team to assist in the definition and certification of requirements.

Responsiveness will be your first priority since many functions will depend on you for supplies and services.  Initially, you may be responsible for not only the purchasing, but also the pick up and delivery of items to customers since it's highly likely you will be one of the limited number of US personnel allowed off base.  You may also find yourself writing specifications, Statements of Work (SOWs), and performing Quality Assurance Evaluator (QAE) functions until the appropriate functional area people arrive.

To assist in the former, we have included a series of pre-formatted, generic statements of work (SOWs) in Part IV.  These SOWs are for inclusion in contingency contracting kits and use at deployed locations.  They include the following requirements:

· Full Food Service 

· Waste Management (Refuse) 

· Billeting 

· Laundry and Dry Cleaning 

· Custodial Service 

· Vehicle Rental

· Sustainment

Sustainment

This is the period after the actual deployment is completed and before hostilities begin.  This is generally an unspecified timeframe and could be rather lengthy.  As time passes, you can expect an increase in requirements for construction materials; additional heavy equipment rentals; horizontal construction (for example, paving contracts); office furniture and supplies; and Morale, Welfare, and Recreation (MOWR) or other "quality of life" items to make base camps more tolerable.

During this phase, host nation support for your beddown base will also be firmed up.  As a result, you may be required to terminate some of your contracts or transfer them to the host nation.  Close coordination with HQ/Head of Contracting Activity (HCA) will be imperative to ensure the smooth transition of contracting responsibilities.

Wartime/Hostilities

Basic contracts established during the mobilization and sustainment phases will continue.  However, you should keep in mind that contractor employees may not report to work or may refuse to drive vehicles, so Air Force people may have to perform some contracted functions.  By this time, you should have with you, at all times, a good source list with 24‑hour points of contact for all important supplies and services.

Keep in mind that once hostilities begin, you may be restricted to base; contractors may close before dark; and contractors may demand cash even though you've established good credit and other procedures during peacetime.  You need to plan accordingly.  Your local Office of Special Investigations (OSI) or Intelligence personnel should keep you advised of any terrorist threat in the local area if you are still permitted to leave the base.

Redeployment

Once hostilities have ceased, everyone will want to pack up and "get out of Dodge." In most cases, a contracting officer and an accounting and finance officer will be among the last to redeploy.  This is to ensure all basic services are provided until the last person has redeployed and all invoices and claims (including a release of claims for each blanket purchase agreement) have been processed and paid.  No loose ends should be left back at the site for someone else (or yourself) to resolve or finalize.

CHAPTER 2 - DUTIES AND RESPONSIBILITIES

This chapter provides the CCO help on those tasks that are essential to conducting an effective contingency contracting program.  In addition, CCOs may be given other duties which have nothing to do with contracting such as paying agent, transportation officer, billeting officer, or civilian labor officer.  Although this violates the principles of auditing (that is, the same person should not be responsible for determining requirements, purchasing, receiving, and paying for goods and services), CCOs should understand what may be involved so they can avoid some common pitfalls.  First, it's important to understand contingency contracting duties.

CCO DUTIES AND RESPONSIBILITIES

Duties and responsibilities will be markedly different in a contingency situation and many nonessential tasks will be eliminated in an emergency situation.  This section deals with what is required so CCOs can focus on organizing a contingency contracting operation (See Appendix 4).  For ease of reference, duties will be listed under the peacetime functional headings although it is recognized contracting will not be organized like this in most situations.  In fact, a cradle-to-grave organization will probably be most effective.  Cradle-to-grave is a management concept whereby the responsibilities to perform the initial procurement and follow-on administration of contracts are retained under the same function.

The majority of the purchases the CCO will make at an operational site will be simplified acquisitions under $100,000 ($200,000 for contingency).  During Operation Desert Shield and Desert Storm the following contracting purchasing instruments were used: SF 44 (85-90%), DD Form 1155 (2%), Blanket Purchase Orders (BPAs) (7-12%), and Imprest Fund Accounts (1%).  Many dollar limitations/thresholds (i.e., simplified acquisitions, etc.) are either waived or extended during a contingency, so it is important for the CCO to coordinate closely with the HCA.

Management

One of the first things CCOs need to do is to make themselves known to the on-scene commander, potential customers, and the accounting and finance officer.  There are two reasons for this:  First, contracting is there to support the unit, and it's hard to provide support if customers don't know you are available.  Second, the CCO can avoid ratifications by getting involved early in the process.  The chapter entitled, "Rules of Engagement," explains this in more detail.

The second objective is to develop a simple, straightforward way for customers to submit contracting requirements.  Keep in mind an important requirement is to keep records for an audit trail.  Forms and formats are only limited by the CCO's imagination.  If there are many DD Forms 1348-6 and AF Forms 9 available, so much the better.  For supply requisitions, what is needed is a good item description from the requiring activity and the requestor's name.  Services and construction are a little more involved; the point is contracting only needs minimum information to fulfill audit trail needs.  CCOs should work with their supply and finance counterparts to come up with procedures and formats to satisfy everyone.  Remember, keep it simple!

Other management requirements are those outlined in AFFARS 5301.690 entitled, "Contracting Authority of Other Personnel." If the workload is too heavy or if the unit is widespread, CCOs have authority to delegate SF 44, imprest fund, IMPAC purchases and BPAs to non-contracting personnel.  Before doing so, the CCO must train the individuals, provide them with written authorization spelling out their authorities and limitations, and periodically make spot checks to ensure they haven't overstepped their authority.  If possible, administrative appointments should be done prior to deployments.

Systems Management

The Base Contracting Automated System (BCAS) will not be available in most cases, so manual record keeping may be required.  Chapter 5 covers procedures for manual record keeping and introduces improved technologies that streamline contract data collection in detail.  Important requirements of systems management are assigning and controlling purchase order and contract numbers and reconciling records with supply and finance.  An often overlooked requirement, which is not waived for contingencies, is DD Form 350 reporting requirements for purchases over $25,000.  These are reported through parent MAJCOMs.  The bottom line for systems management responsibility is contracting must maintain the ability to accurately reconstruct all purchases.

Commodities (Supplies) Buying

Purchase/Pick‑up/Receive/Deliver.  The CCO's responsibilities for supplies buying are more encompassing during deployments than during peacetime.  There are several reasons for this. First, lack of reliable communications in many contingency areas makes it necessary to travel to the vendor's location.  Secondly, most business will be "cash and carry" which requires the CCO to officially receive and deliver items on behalf of the customer.  There are times, of course, when the CCO will not have to make delivery.  For example, a large order of construction materials will have to be delivered by the contractor or picked up by the customer.  But for the most part, the CCO can count on being the "link in the supply chain" for most purchases.

Paying for Supplies.  If designated as a paying agent by an accounting and finance officer, the CCO will also be responsible for making payments on supply purchases.  See, "Funding Issues," for specific duties and responsibilities of paying agents.

Referrals.  Contracting may receive a number of purchase requests for items that are not available in the immediate area but are possibly available at a location serviced by another contracting office.  If the deployment base has routine military flights to and from another installation, the CCO may satisfy requirements by "referring" the purchase requests to another contracting office in the area.  Detailed procedures on referrals are contained in "Contingency Contracting Procedures".  The main thing to remember is other contracting offices will need a good item description, funding certification, and delivery information including a point of contact (either the CCO or the customer).  Be sure to keep track of open PR referrals so follow‑up action can be initiated, if necessary, and the status of any unused funds can be maintained.

Audit Trail.  It cannot be overemphasized how important it is to accurately document all purchases.  Since normal checks and balances may not exist during contingency situations, CCOs can be assured auditors will be interested in all paperwork when the unit returns home.  Proper forms and formats are not nearly as important as having complete and accurate information, even if it is on a plain piece of paper.

ypical Supply Requirements.  While an accurate list of actual requirements at every contingency location is not possible, it is useful to have an idea of what was required during past deployment exercises.  This can help in determining the types of catalogs (preferably those with pictures) CCOs need to take in contingency kits.  Table 2-1 below lists some anticipated requirements:
    Construction Materials
Administrative Supplies
Replacement Parts
Medical Supplies
Subsistence

Sand, gravel

Cement
Paper, pencils


Vehicles
Bandages, gauze
Potable water

Pipes, valves, fittings
Fax machines
Common equipment (for example, fans, ovens, heaters, air conditioners etc.)
Splints
Fresh fruits and vegetables

Lumber, plywood
Office machines




Electrical parts





Cabling





Circuit breakers





Lighting





Converters





Table 2-1. Typical Supply Requirements
Services, Contract Repair, and Construction Buying

Unlike the straightforward nature of "cash and carry" supply buying, services, contract repair, and construction buying is somewhat more complicated.  In addition, it is much easier to describe a "thing" than to describe an end product or level of effort.  In the final analysis there is good news and bad news concerning this type of buying.

Good News.  As spelled out in Chapter 3, a number of peacetime requirements can be waived in an overseas contingency.  These waivers include:

· Labor laws

· Synopsis requirements

· Formal advertising

· Bonding requirements

Indeed, most impediments to writing contracts in a timely manner have been reduced or waived in emergency situations.  However, there's more to services and construction buying than just consummating a quick contract.

Bad News.  As mentioned above, the ongoing nature of services and construction complicates the contingency contracting operation.

· Statements of work must be prepared.  In many cases, this will have to be done bilingually in order for the contractor to fully understand requirements.

· A quality assurance evaluator (QAE) or contract monitor must be available from the requesting activity.

· Some of these requirements will be over the SAT ($200,000) which limits the CCO's options for "creative contracting." These options will be discussed in more detail in Chapter 5, Contingency Contracting Procedures.

Referrals.  This applies mostly to contract repair items.  In some cases, referrals wil1 be the only way a CCO can find a vendor to repair broken equipment.  The CCO should remember to get a hand receipt whenever Government property is given to a contractor for repair.  See procedures in Chapter 5, Contingency Contracting Procedures, under, "Referrals."

Contracting Responsibilities.  In most cases, service and construction contracts must be in writing, not only for the contractor to know what is expected, but also for the Air Force to know what it is paying for.  As for price determinations, CCOs should provide a memorandum of negotiation to show how a "fair and reasonable" price was determined.  Lastly, the CCO will need a system for checking contractor performance and progress.

Typical Service, Contract Repair, and Construction Requirements.  Like the supplies list, the listing below is the result of actual exercise experience.  In addition, it should be recognized construction and many services are curtailed, or done without, during exercises of known duration.  Civil engineering, through PRIME BEEF (Base Engineering Emergency Force) and heavy repair squadrons (known as RED HORSE), anticipates a large contracting workload to make up for shortfalls in skilled men and equipment.  Table 2‑2 reflects possible construction requirements in addition to other probable services and contract repair requirements.

Services
Contract Repair
Construction

Billeting
Vehicles
Paving

Vehicle rentals
Typewriters, calculators, office equipment
Revetments

Commercial communications services (if available)
Furniture
Fences/Barriers

Interpreter service
Radios
Temporary Structures

Civilian Labor

Maintenance/Repair of existing structures

Refuse



Table 2‑2. Services, Contract Repair and Construction Requirements
Installation Access

Usually, the host nation installation or headquarters commander determines the type of credentials required for installation entry.  What is required may therefore vary from not only country to country, but also from base to base within a country.  Additionally, some nationalities aren't allowed on any military installation.  You must pay particular attention to this in the Middle East where virtually all normal laborers/truck drivers are Third Country Nationals.  Regardless of your location, solicitations and contracts shall contain a provision identifying which credentials are required for base entry.

Generally, contractors submit requests for passes for their employees and vehicles to the contracting officer.  As with bases in the US, you must ensure passes are returned whenever one of the following conditions occur:

a. The contract is complete.

b. A particular individual is no longer working on the contract.

c. A vehicle or piece of equipment is no longer required for the work required by the contract.

The security police must establish clear procedures or local installation authorities to facilitate access to the base.  In some cases, deliveries and shipments have been held at the gate for hours or not made at all due to access problems.  To work around some of these problems, several installations established receiving sections outside the gate and then reloaded supplies and equipment onto government vehicles to make final delivery.

Contract Administration

This will probably be best characterized as "administration by exception." This means the CCO will have to rely heavily on customers to ensure service and construction contractors are performing in accordance with the contract.  Labor checks are not required in the overseas environment and site visits may be limited by the CCO's other duties and responsibilities.  By doing this, contracting runs the risk of "verbal change orders" being issued to contractors by contract monitors.  These will have to be finalized by supplemental agreement to keep the contract auditable.  This should not overly upset the CCO.  Remember, the contract monitor (or QAE) may not have time to follow the normal procedures of stopping the contractor, sending contracting a written request for change, and waiting for the CCO to negotiate a supplemental agreement.  Even if the contracting officer knows about changes in advance, time constraints would probably demand giving a verbal okay (with a memorandum for record) to the contractor followed by a supplemental agreement.

Approving and/or Making Payments.  Any ongoing construction or service contract may require progress payments.  Again, procedures should be kept simple.  What is needed is some type of progress report from the contract monitor stating the contractor has performed satisfactorily and stating or specifying the percentage of work complete.  The CCO will also make final payments.  Make sure final payment is well documented so the contract file can be closed out.  One sticky area on payments is advance payments.  The CCO may often find contractors will be unable to perform unless they get some "up-front" money to buy necessary supplies, equipment, and labor.  Two words come to mind when contemplating advanced payments to foreign contractors under these circumstances:  BE CAREFUL! Advanced payments are a last resort.  If there is simply no other way to get the job done, the CCO should consider accompanying contractors when they order supplies and keeping track of how much is spent on their behalf.  If this is not feasible, then keep advances down to the absolute minimum.  The bottom line is for CCOs to use their best judgment and document circumstances as they go. Advance payments should not be used routinely.

Contract Monitor/QAE Duties.  In some cases, CCOs may be tasked to perform contract surveillance.  This is most likely to happen on billeting and vehicle rental contracts and in the hiring of civilian labor.  CCOs should know what is required to monitor a contractor.  Listed below under, "Other Duties as Assigned," are some tips that have come in handy when dealing with service contractors.  Even if the CCO is not the QAE, it would make contract administration easier if the designated QAE is knowledgeable of these responsibilities.

Terminations.  CCOs may be faced with a number of terminations for default of services and construction contracts.  However, unless the contractor is a U.S. firm, circumstances will not allow CCOs to follow the usual procedures of "cure notices," "show cause" letters, and "final decisions of the contracting officer." The best method, in most cases, is to write a letter of cancellation similar to the way a purchase order is canceled, and closeout the contract.  The CCO can then start over with a new contractor, if one can be found.  Terminations for convenience will probably be very common for ongoing service contracts-especially when the contingency suddenly ends and everybody packs up.  Give contractors as much advance warning as possible, and then write a supplemental agreement spelling out the revised contract period and final settlement.  Do not leave the Area of Responsibility (AOR) without closing out all contracts.

OTHER DUTIES AS ASSIGNED

CCOs may be given additional duties not related to their primary function.  This often occurs when a CCO is on the initial Advanced Echelon (ADVON) team.  In most cases these additional duties will only be temporary until the appropriate functional rep arrives.  Since little can be done about it (commander's prerogative), it is best to know something about the functions which may have to be performed.  The following is a brief description of some functions contracting officers have performed in past exercises and could be expected to perform in future contingencies.

Paying Agent

A deployed contracting officer may be designated as the paying agent for the base accounting and finance officer who is supporting the deployed forces.  See paying agent responsibilities in Chapter 4 for specifics.

Transportation Officer

The CCO may perform transportation duties if the unit has substantial vehicle rental requirements and there are not enough transportation people available to monitor the contract. There are a couple of things to remember in administering these contracts.  First, keep accurate records of vehicle downtime.  Secondly, note mileage, damage to vehicles, and document if they have such things as radios, spare tires, jacks and lug wrenches.  These should aid in any billing adjustment when the time comes to close out the contract.  (See Part IV, Statement of Work (SOW) for Vehicle Rental) 

Billeting Officer

Again, this duty may fall on the CCO's shoulders if a services officer is not available.  Since billeting (like vehicle rentals) is a fairly large requirement with constant changes, it is wise to know some problems to watch for.  Changed personnel arrival dates without prior notification could result in paying for rooms not used.  Other problems are the wrong number of people showing up or no names provided in advance.  Knowing these potential problems can help in negotiating an agreement which can take into account last minute changes and avoid wasting funds.  (See Part IV, Statement of Work (SOW) for Contract Quarters)

Civilian Labor Officer

Sometimes a unit is deployed to a remote area where recruitment and appointment of local national (LN) civilian employees cannot be accomplished by the area civilian personnel flight (CPF), or by placing an employee of the CPF on TDY status with the unit.  In this case, a labor officer (military) will be designated by the commander of the support base or by the senior USAF officer at the deployment location.  Since CCOs can anticipate exceptionally heavy workloads at the deployment base, CCOs should not be appointed this duty if possible.  The designated labor officer will be responsible for obtaining local labor on a direct-hire basis using a record of appointment, time, attendance and payroll.  This form may be produced locally.

The country to which the unit is deployed might not have US forces assigned and the civilian personnel office might not be able to assist.  In this case, the labor officer should contact the US Embassy in the country (if possible) to determine provisions of any existing "country-to-country" agreement concerning conditions under which local national personnel may be hired, as well as to obtain guidance and clearance if necessary.  Embassy contact should be made through the senior US military representative.  However, in the event emergency requirements for personal services develop prior to contact with the US Embassy, the requirement may be satisfied by direct hire of local personnel.  Establishing a good relationship with local government officials should help get labor needs published and partially filled.  In addition, assistance may be obtained from local influential citizens, businessmen, clergy, etc.  It may even be necessary to launch a door-to-door campaign to recruit workers.

Records.  Organization and record keeping of labor officer duties should be simple.  Each payment would be recorded on the record of appointment, time, attendance and payroll form mentioned before.  Indicate the name and address of the employee, identification number (if applicable), date of birth, job title, etc.  This form will be maintained in an original and three copies.  When all required information is not available, the best possible information will be recorded to support payment.  Such payment will be signed (or marked) by the employee, the labor officer, the payment agent, and one witness; the latter being a member of US Armed Services.  The paying agent will give the form, in original and two copies, to the accounting and finance officer.  The accounting and finance officer or designee will process the form as required.  Also, the labor officer will forward all personnel records to the CPF of the supporting base as soon as possible.  Upon receipt of records from the labor officer, the CPF will assume responsibility for administering the program in accordance with prevailing customs and policies of that country.

CHAPTER 3 - LEGAL AUTHORITIES AND LIMITATIONS

This chapter lists various authorities and limitations so contingency contracting officers can determine what they can or cannot do during contingencies.  To do this, some basic assumptions and limitations must be made:

ASSUMPTIONS

· Current and future regulatory and statutory requirements and programs will be relaxed as necessary, or waived entirely, to expedite the contracting process (for example, during Operation Desert Shield/Storm the small purchase threshold increased to $100,000).  The new simplified acquisition threshold will be $200,000 for contingency operations.

· Most requests for supplies and services will be urgent, thereby requiring expedited purchase and reduced delivery times.

· Deployed contracting officers will have authority to conduct business with foreign governments, commercial firms, and other forces in the theater where assigned or deployed.

· Some contracting authorities and responsibilities can be delegated.

LIMITATIONS

· Applicable agreements such as host nation and interservice support, status of forces, and other authoritative agreements in the theater of operations will impact the CCO's ability to meet mission requirements.

· Limitations on the use of cost-plus-a-percentage-of-cost contracts and statutory requirements regulating profit will continue.

WAR AND EMERGENCY LEGISLATION

Congress has enacted several laws recognizing the Government must respond quickly in times of crisis.  There are currently over 350 laws that expand and/or restrict legal authorities affecting all functions of the Government.  HQ USAF/JACO has compiled these laws in a "Digest of War and Emergency Legislation Affecting the Department of Defense." It is continually updated and available through the Judge Advocate Information Services (AF/JAS, Denver CO 80279) through the Defense Emergency Authorities Retrieval and Analysis System (DEARAS). While there are several laws which affect contracting, three have the greatest impact on contingency contracting in foreign theaters.  They are:

· 50 USC 1431-1435, The "National Defense Contracts Exempt From Certain Statutory limitation" authorizes the DOD to enter into, modify, or make advance payments on contracts in the interest of the national defense without regard to certain statutory limitations.

· "Exemption of Certain Purchases and Contracts From Formal Advertising Requirements" as contemplated by the Competition in Contracting Act of 1984.  10 U.S.C.  2304(c)(2) authorizes the agency to forego formal advertising when its need for property or services "is of such an unusual and compelling urgency that the United States would be seriously injured...."  This is the authority a CCO would most likely use (for purchases over $25,000) since justification and approval can be processed after the fact.  Another authority from the Competition in Contracting Act of 1984, which may be used, particularly during exercises, is 10 U.S.C. 2304 (c)(4) entitled, "International Agreement."  This authorizes using other than full and open competition "when a contemplated acquisition is for services to be performed, or supplies to be used in, the sovereign territory of another country and the terms of a treaty or agreement specify or limit the sources to be solicited."  Copies of international agreements are filed with the United States European Command or with the United States Pacific Command. In addition, Military Assistance Advisory Groups, Naval Missions, and Joint United States Military Aid Groups normally have copies of the agreements applicable to the countries concerned (DFARS 225.801).

· The Defense Resources Act is designed to provide the authority necessary to meet various contingencies.  As such, CCOs should be notified before deployments exactly what has been authorized before using this authority.  Additional sections of the legislation could be reviewed, modified, and introduced to Congress as amendments to the current Defense Production Act.  

A question often raised is, "which statutory authorities can we count on being waived during actual contingencies?" A complete reading of this act sheds little light as to the specific laws that may be waived.  However, several excerpts from the act (shown below) reveal how far-reaching and all encompassing some potential waivers could be:

"Sec. 401.  The President may authorize any agency of the Government exercising func​tions in connection with the national defense to enter into contracts and into amendments or modifications of contracts heretofore or hereafter made and to make advance, progress or other payments thereon, without regard to the provisions of law relating to the making, performance, amendment, or modification of contracts whenever he deems such action would facilitate the performance of the national defense functions of such agency; except that this title does not authorize the use of the cost-plus-a-percentage-of-cost system of contracting or any contract provision in violation of law relating to limitation of profits." (Emphasis Added)

"Sec. 1214.  Except as provided in this Act, all laws and parts of laws in conflict with the provisions of this Act are hereby suspended to the extent of such conflict for the period during which this Act shall be in force."

These sections make it appear CCOs have unlimited authority to write contracts any way they see fit.  However, a word of caution on two points.  First; implementing legislation of this act could change or modify this language.  Second, CCOs are still required to adhere to sound contracting principles to the extent possible and contracting records are subject to audit. Moreover, the act spells out specific penalties for negligent abuse of broad authorities granted during emergencies.  The bottom line is CCOs will be given the authority to get the job accomplished, but they must thoroughly document reasons for not following normal procedures.  The remainder of this part is based on this premise.

In addition to these broad based laws, the Federal Acquisition Regulation (FAR) and DOD and Air Force Supplements spell out additional exceptions under emergency conditions.  These are summarized in Table 3-1.

+ FAR/AFFARS REFERENCE
SUBJECT
EXCEPTIONS ALLOWED

5.202(a)(2)
Synopsis
Not applicable if unusual and compelling urgency exists.

5.202(a)(3) 
Synopsis
International agreement specifies the source of supply.

5.202(a)(12) 
Synopsis
Doesn't apply overseas.

6.001(a)
Competition Requirements
Does not apply to simplified acquisition procedures (SAP).

25.102(a)(1)
Buy American Act
Not applicable for items used outside US.

25302(b)
International Balance of Payments Program
Okay to buy foreign if under simplified acquisition threshold SAT

25.501
Payment in Local Currency
Foreign contracts should be priced and paid in local currency, unless C.O. determines it to be inappropriate.

25.702 and DOD FAR SUP
Restrictions on Certain Foreign Purchases
Authorized to buy items from North Korea, Vietnam, Cambodia and Cuba in emergencies.

28.102‑1(a)
Bonds
Can be waived by C.O.

37.104(b) and DOD FAR SUP
Personal Services
Okay, pursuant to 5 U.S.C. 3109,  if advantageous to the national defense.  Requires D&F

5301.601‑93
Contracting Support in Emergency Situations
Expedited acquisition procedures allowed to the extent authorized by law.  Also, C.O. appointment valid in any theater of deployment.

5301.602-3
Ratifications
Can be delegated to others by the HCA (for instance, the "on-scene commander").

5301-690
Contracting Authority of Other Personnel
Imprest fund purchases IAW FAR 13.4; Fuel, oil, and repairs IAW AFI 23-202; Emergency requirements of medical supplies and equipment IAW AFMAN 23-110, Vol. 5 Chap 16; SF 44 purchases.  Individual must be trained and get written authorization from the C.O.

Table 3-1. Current Legal Authorities Under Emergency Conditions

CCOs should perform a thorough review of these regulatory and legislative exceptions, in their full context, to fully understand their application and use.  Training and preparation before deployment can save both time and frustration during actual contingency conditions.

WHAT DOES IT ALL MEAN?

A review of these emergency authorities may lead one to conclude adequate authority exists within current regulations and laws to be able to provide expedited contracting support with few problems.  Indeed, many legal and regulatory requirements that slow down the acquisition process in peacetime are not applicable to emergency contracting in a foreign country.  Supply, service, and construction requirements under $100,00, which would probably constitute over 95% of the requirements, can be consummated virtually on the spot.  However, there are several pitfalls and legal shortcomings, which CCOs should be aware of so they can be dealt with properly.  First of all, care must be taken on how to apply this "emergency legislative relief" to peacetime exercises.  Ideally, the Air Force practices in peacetime the way it plans on operating in wartime.  However, using some of these exceptions in peacetime, such as buying items from communist countries, could subject the CCO to criticism for overstepping legal boundaries.  Secondly, these exceptions deal mainly with administrative aspects of contracting-not the actual written contract itself.  For instance, what does the CCO do if a contractor refuses to sign or otherwise accept a written purchase order or contract and demands cash instead?  (This problem will be dealt with in Chapter 5, Contingency Contracting Procedures).  Lastly, there are several statutory and regulatory problems when contracting with foreign governments and agencies.  For example, all contracts over $200,000, even under emergencies, require some clauses which foreign countries find objectionable.  Again the question, what is to be done if the only source for a requirement refuses to accept a contract with mandatory clauses that are objectionable or insulting?  While actions are being taken to obtain necessary class deviations and legislative relief, CCOs must be prepared to support our deployed forces within the confines of current laws.

CHAPTER 4 - FUNDING ISSUES

The purpose of this chapter is to highlight significant differences between peacetime funding and contingency or emergency funding practices.  During peacetime, funding issues are taken for granted.  Purchase requests are received either through base supply or via an AF Form 9, certified by finance personnel.  Contracting only gets concerned about funds when we need more than is certified.  However, during contingencies, funding takes on a whole new perspective for two very basic reasons: first, the "cash and carry" environment, and second, the audit requirements.  These will be discussed in more detail later.  CCOs may want to obtain a copy of the appropriate. MAJCOM accounting and finance instructions for contingency operations and become familiar with the procedures these personnel will operate under.

FINANCE AND CONTRACTING RELATIONSHIP

The contracting and accounting and finance relationship is extremely important when it comes to obtaining documentation to support commitments or payments made by the paying agent. (i.e., AF Form 9, Request for Purchase; DD 1155 Order for Supplies or Services/Request for Quotation; SF 1449, Solicitation/Contract/Order for Commercial Items, etc.  This relationship continues to be important when it comes time for the accounting and finance agent to "scrub" the funding document.  Close coordination between the contracting officer and the funding agent is necessary to determine actual obligations so the funding document will be accurately reported to the supporting Accounting and Finance Officer (AFO).  

FUNDING PROCEDURES

An important point for CCOs to keep in mind in a "cash and carry" environment: an accounting classification code is required on all contracting documents.  (An exception is imprest fund purchases when a purchase order is used.)  This accounting classification code (and funding limitations) can come in several forms.

AF Form 616, Request and Authority to Cite Funds

When approved by the accounting and finance officer (AFO) or official designee, the AF Form 616 certifies funds are available and records them as commitments in the accounting records.  The amount approved is an estimate of the amount that may be obligated by the recipient.  Funds are available for a specific period of time and for a designated purpose.  AF Forms 616 may be issued to the contracting office to permit certain types of local requirements to be funded without having the AFO certify "funds are available" for each requisition.

However, remember this only speeds the flow of the requisition from the requester to contracting; the fact that CCOs have an AF Form 616 does not authorize the CCO to make cash payments to the contractor unless the CCO has been appointed as a paying agent (see paying agent duties).  If contracting is issued an AF Form 616, the CCO will be responsible for keeping a record of obligations and the remaining balance of funds (on the reverse of the form).  Lastly, since the accounting classifications for supplies and services are different, a separate AF Form 616 is required for each.

Other Forms

CCOs may also receive purchase requests using AF Forms 9, DD Forms 1348-1 or DD Forms 448, Military Interdepartmental Purchase Request (MIPR).  These are all "one-time" funding documents and can only be used for the purposes, and within the funding limitation, stated on the form.  These forms require funding certification by the AFO or his designee prior to purchase.

Other Funding Procedures

The CCO or the customer should contact the accounting and finance office for procedures
to fund:

(1)  Vehicle rentals for recreational activities (trips, tours) and recreational supplies (balls, bats, swimming pools, etc.) which will use MWR/Non-Appropriated funds (go to NAF fund manager if available)

(2)  Medical supplies and services (medicine, doctor services, hospitalization)

(3)  Food (fresh fruits, vegetables, bread, etc.) which requires a subsistence fund cite

(4)  Legal claims payable to host government, foreign companies and citizens, other U.S. Government agencies, etc.

(5)  Host government provided equipment, services, and facilities.  Normally an Inter-Country Support Agreement (ISA) contains the methods of payment.  If an ISA is not in effect with the country which the CCO is deployed, the AFO will still be the agency the CCO will contact to determine the method or procedures for payment.

(6)  Goods and services needed to support requirements for aircraft accidents and related incidents not previously covered.

For aviation fuels purchased from a host government, an AF Form 315 or other host government form can be used and the AFO will fund using a Fuels Stock Fund Appropriation. The same AF Form 315 can be used for ground fuels, LOX oil, etc., purchased from host governments; however, an O&M fund cite should be provided.

AF Form 315, USAF Invoice

Normally, the CCO will not get involved with an AF Form 315, however the following information will assist the CCO if presented with such a form.  AFls 67-24 and 177-102 (para 21-39) are the directives governing the use of the AF Form 315 and the purchasing of fuels and fuels related products/services.  An AF Form 315 should only invoice the following authorized purchases:

1) To obtain supplies and services in direct support of aircraft, motor vehicles, and boats when support cannot be obtained from U. S. Government sources (e.g., for emergency purchase);

2) Items or services required for immediate use in installing, testing or maintaining communications, electronics, meteorological equipment or system and related services. Such purchases are authorized to support AFCC installations or mobile teams beyond the support range of their supply base;

3) Mechanical services, storage, civilian guards, etc., when required at a point that is not within reasonable distance of government maintenance facilities; and

4) Civilian guards or caretakers when required to protect U.S. Government property after an aircraft accident or forced landing.

Normally, the following personnel or their designees are authorized to make any of the above purchases:

1)  Aircraft commander

2)  Motor vehicle operators and boat masters

3)  AFMC depot area assistance maintenance team chiefs

4)  AFMC electronic and installation team chiefs

5)  Mobile communications group deployment commanders or chiefs

PAYING AGENT DUTIES

Paying agents are appointed in writing by the supporting accounting and finance officer to make payments for purchases made by the CCO.  Normally, contracting officers will not be designated as paying agents as this violates the concept of checks and balances.  However, in an emergency and because of shortfalls in deployed personnel, CCOs may be appointed as paying agents.  CCOs cannot make cash payments unless they are designated as a paying agent.

Briefings

Prior to deployment action, the CCO, if appointed as a paying agent, should be thoroughly briefed by the accounting and finance officer on the duties and responsibilities of a paying agent. The accounting and finance officer also provides the paying agent with written operational instructions.  Appropriate arrangements are made for release of funds at a designated place and at a specified time after the start of deployment action.

Cash Advances

The amount of cash given to the paying agent by the accounting and finance officer is governed by.

· Facilities available for replenishment of funds.

· Anticipated requirements of the mission.

· The capability to safeguard funds.

The maximum amount to be advanced to the paying agent will be specified in the appointing order.  It may be necessary for the CCO to advance cash to others for payment of orders.  When advancing cash, the CCO should obtain a receipt on the SF 1165, Receipt for Cash Subvoucher, (see Figure 8).  The name of the person paying for goods and services will be used in the place of "IMPREST FUND CASHIER" and the person receiving the cash will sign and date/time the form.  The rest of the SF 1165 will not be used.  The paying agent must account for all cash; therefore, interim payments to others must be made carefully.  The disbursing officer should be told of any, losses/shortages as soon as possible.

Standard Form 1165

Revised (6-83)
RECEIPT FOR CASH - SUBVOUCHER



SUBVOUCHER NO._______________

Department of the Treasury
(To be used when invoice is not available)

DATE __________________________

I TFRM 4-4000

        I06

Received in cash from__________________________________________________________________________________________

__________________________________________________________and_______________  ($________________) for the following


100

QUANTITY
ARTICLES OR SERVICES
AMOUNT

















Vendor_________________________________________________By___________________________________________________



 (SIGNATURE OF VENDOR/AGENT)

Address_______________________________________________Title___________________________________________________




(DO NOT SIGN IN DUPLICATE)
________________________________________________

USE (Project, etc.)
APPROPRIATION AND ACCONTING CLASSIFICATION










Figure 8 - Receipt for Cash Subvoucher
Protecting Funds Under Field Conditions

When deployed in the field for actual or exercise purposes, all government funds must be under continuous control.  Under no circumstances will they be left unattended and unsecured.  The deploying commander must establish and enforce procedures for protecting deployed government funds.  The following are suggested guidelines for establishing procedures for the protection of funds.  They are common sense measures, not written law.  Your particular situation will dictate the actual needs.:

a. Only the minimum amount of funds will be deployed.

b. Where possible, frequent deposit runs will be made to rear areas to secure storage facilities (banks, finance, vaults, etc.) to make sure only the minimum cash necessary is allowed to accumulate in the field.

c. Up to $2,000 may be stored in an approved field storage safe.  (See GSA approved security equipment listed in TA 006.)

d. Storage containers having funds in excess of $2,000 must be under continuous observation by owner or user personnel with a capability to sound the alarm if a forceful theft is attempted.

e. When funds over $2,000 are deployed, an armed (live munitions) response force (at least two persons) must be capable of responding to the funds area.

If the country deployed to will not allow firearms, the CCO should document the file and brief the local commander, and establish alternate procedures to safeguard the funds.

AFI 31-209, The Air Force Resource Protection Program, provides additional information and guidance for the protection of funds.

Settlement of Account

After deployment operations and/or when accounting and finance resumes operations, the paying agent will terminate this account with the accounting and finance officer.  The paying agent will obtain a copy of DD Form 1081, Statement of Agent Officer's Account, showing the account reduced to zero.

CHAPTER 5 - CONTINGENCY CONTRACTING PROCEDURES

Up to now, this part has focused on the basics of the contingency contracting process.  It is important for CCOs to have a good understanding of this background material in order to make sound decisions in the field.  This part will now shift from the theoretical to the practical.  In other words, it is time to see how to actually perform all those contingency contracting duties and responsibilities spelled out in Chapter 2, Duties and Responsibilities.  This chapter is divided into four sections.  The first section will deal with items the CCO will require before contracting action can take place.  The second section will describe various contracting instruments available to the CCO to do the buying.  (See Attachment 8 and Attachment 9 for contingency contracting buying processes).  The third section will deal with contract administration procedures (even though contracts are likely to be administered "cradle-to-grave"); and the fourth section will provide some information on manual record keeping.

PURCHASE REQUEST DOCUMENTS

Purchase request documents can be submitted on many forms. (DD Form 1348-1,or -6, AF Form 9, and DD Form 448 are just a few).  The specific form itself is not important as long as two requirements are met.  First, there must be a good description; secondly, there must be a certification of funds.  For a small dollar supply purchase, a good description might include a noun, part number, a picture of the item if possible, or a sample of what is needed so the CCO could show it to potential vendors.  Also required is the name and organization of the customer and a point of contact.  For larger services and construction requirements, the CCO will need a good statement of work and the name of a quality assurance evaluator (QAE) or contract monitor to provide the CCO with technical assistance in administering the contract.  A good statement of work would include a detailed description of what is expected from the contractor.  In other words, it should be as "performance oriented" as possible.  This makes it easier for the contractor to understand and easier for the CCO to point out deficiencies when performance does not measure up to standards.  See Statements of Work (SOW) for Contingency Contracting, for generic service contract statements of work.

CONTRACTING INSTRUMENTS IN CONTINGENCIES

The key to solving contracting problems is to know when to use the right instrument.  This is particularly true in contingency contracting when timeliness and effectiveness are most important. This part will discuss different ways to fulfill contracting requirements.  This is not to say these are the only ones which can be used; however, they provide the flexibility needed to satisfy most requirements.  A brief description of the instrument to be used, how to use it, and conditions for its use will follow each way.

SF 44, Purchase Order - Invoice - Voucher

According to FAR 13.505(b), Standard Form 44, Purchase Order-Invoice-Voucher "...is a pocket-size purchase order form designed primarily for on-the-spot, over-the-counter purchases of supplies and nonpersonal services..."  It can be used as a purchase order, receiving report, invoice, and public voucher.  This is the preferred method, the easiest form to use, and usually the most favored by contractors.

How To Use It.  Basic instructions are included in the SF 44 booklet.  The term "proper administrative office" referenced in the instructions is the accounting and finance officer or paying agent.  Remember anytime an order is written, the original signed copy has to end up at finance to support payment (DFAS DER 177-102).  If the CCO is not making payment at the time the supplies are ordered, make sure the contractor understands Copy 1 of the SF 44 must be submitted to finance to support payment.  If the CCO is paying cash at the time of purchase, Copy 1 should be retained and given to the paying agent.  This is needed to support finance requirements.

Conditions For Use.  "Except for purchases made under unusual and compelling urgency, or in support of contingency operations, the amount of each purchase is at or below the micro-purchase threshold, (FAR 13.505(b)(1)(i).  In peacetime, DOD allows Standard Forms 44 to be used for aviation fuel and oil purchases not to exceed the simplified acquisition threshold ($100,000).  Also for transactions in support of a contingency operation as defined by 10 U.S.C. 101(a)(13) the limit goes up to the simplified acquisition threshold ($100,000).  Other limitations:  (1) supplies and services must be immediately available, (2) one delivery and one payment will be made, and (3) the use of SF 44s is determined to be more economical and efficient than use of other simplified acquisition methods.  The Standard Forms 44 may be used by persons other than the contracting officer provided the individual:

· Has been trained by the CCO to use the form.

· Has written authorization from the CCO.  The CCO should give a copy of the written authorization to the accounting and finance officer and/or paying agent since this is in effect delegating authority to sign a contract instrument.  In addition, the Standard Form 44 booklets should be safeguarded because of their potential abuse.

Blanket Purchase Agreement (BPAs)

A very effective means of buying similar items bought in large quantities. BPAs should be issued to several suppliers offering items of the same type as soon as possible to expedite ordering.  Individuals in functional areas should be appointed, trained and authorized to place calls against prepriced BPAs to reduce the administrative workload on the CCO.

SF 1449/DD Form 1155 Purchase Order

The DD Form 1155 and SF 1449 can be used for negotiated purchases of supplies, nonpersonal services, and contract repair and construction requirements (see Figures 9 and 10).





Figure 9 - SF 1449, Solicitation/Contract/Order for Commercial Items




Figure 10 - DD Form 1155, Order for Supplies or Services/Request for Quotation

How To Use DD Form 1155.  According to DFARS 213.505-1(b)(i), the DD Form 1155 can be used as a receiving report (Block 26) and payment voucher (Blocks 31 and 32).  In addition, the contractor can use the DD Form 1155 as an invoice by simply submitting a copy of the form for payment.  When the vendor has signed for cash payment, Block 32 should include the statement: "Paid by as paying agent for AFO."   

Conditions For DD Form 1155 Use.  DD Form 1155 is limited to requirements of $100,000 or less.  Other than that, this form provides a lot of flexibility.  It can be used as a delivery order, to establish a blanket purchase agreement, or to write unpriced purchase orders (usually for contract repair items where the price cannot be determined at the time the order is placed).  The CCO should know the requirements for each of these uses before deploying in a contingency situation.  Use of the DD Form 1155 cannot be delegated outside the contracting office.

How to Use/Conditions For SF 1449 Use.  The SF 1449 can be used for the same purposes the DD Form 1155 is used.  Its use is mandatory for acquisitions expected to exceed the simplified acquisition threshold and for which a paper solicitation or contract is being used, unless streamlined procedures IAW 12.603 are being used.  The use of SF 1449s is not mandatory for acquisition under the simplified acquisition threshold, however it is encouraged.  

NOTE:  IAW DFARS 213.000, the simplified acquisition threshold increases to $200,000 for any contract to be awarded and performed outside the United States in support of a contingency operation as defined in 10 U.S.C. 101(a)(13).

Other Instruments

Government Credit Card procedures may be implemented to permit decentralized purchasing of small dollar items during extended contingencies.  

Requirements Over the Simplified Acquisition Threshold (SAT)

There is nothing in current emergency legislation specifically allowing a CCO to waive provisions for bilateral, formal contracts for requirements over $100,000 ($200,00 during contingencies).  Therefore, the CCO should use the procedures in FAR Part 12 for the acquisition of commercial items/services.  For noncommercial supplies/services over the simplified acquisition threshold, the CCO must use the uniform contract format (UCF) prescribed in FAR Part 14 and 15 (and supplements) whenever possible.  The contingency deployment kit should contain sufficient numbers of "fill-in-the-blank" Part 12 formats and UCFs for each type of contract.  Now a question sure to come up is, “What to do if the contractor refuses to sign a contract” (a likely occurrence), and the contractor is the only one available who can do the job?" The following is a recommended solution:

· Write the contract as if the contractor is going to sign.

· Have it witnessed that the contractor refuses to sign (but is willing to do the work).

· Put a memo in the file with the contract stating the situation.

· Give the contractor the verbal okay to proceed.

What is the rationale for this solution? First, go back to the section in Chapter 3 that discusses the Defense Resources Act.  This act, when implemented, waives virtually everything except cost-plus-a-percentage-of-cost contracts and limits on profits.  Secondly, remember the mission of the CCO-support the legitimate needs of a deployed unit to help it successfully achieve the mission.  This is not to say a CCO should throw caution to the wind-on the contrary the CCO must still ensure contractual requirements are adhered to in providing the service in a timely manner at a reasonable cost.  Even though the contractor did not sign a contract, the CCO should provide a copy with documentation to the requestor, accounting and finance, and retain one copy for file.

Ratifications

If the CCO is not one of the first people to arrive at the deployment site, unauthorized actions may occur.  These unauthorized actions need to be resolved as quickly as possible.  The "on-scene" commander will generally have ratification authority delegated to him/her (AFFARS 5301.602-3) which will help to shorten the whole process.  Once it is determined the actions were legitimate and funds are available, the CCO should put a memo in the file and pay the vendor.  If the person paid cash to a vendor, the CCO could reimburse him/her from the imprest fund or, if that is not available, the CCO should write a SF 44 to the individual for the item(s) to get payment from the finance officer.

Referrals

It is likely that a CCO will receive purchase requests that cannot be fulfilled on the local market.  Instead of canceling the requirement, the CCO should look into the possibility of referring it to another location for action.  This is most likely for U.S.-made spare parts, communications equipment, contract repair items, some medical supplies, computer software/hardware, and many GSA contract items.

Items Required.  Before sending a requirement to another location, usually via facsimile, the CCO should ensure the acquisition package is complete.  It should include, as appropriate, a purchase request, full item description, commitment of funds (to include stock funds), brand name or sole source justification, depot waivers, customs clearances (if required), Transportation Control Number (TCN) and/or Transportation Account Codes (TAC), etc.  Additionally, the complete mailing address and telephone number or a single point of contract (preferably the customer/requester) must be provided.  For contract repair items, a DD Form 1149, or other hand receipt should be included with the item for repairs as well.

Where to Send.  There are usually several sources geographically separated from the CCO that could be used:

· The American Embassy.

· The nearest permanent military base contracting office.

· The CCOs' CONUS home base, particularly if there are regular airlift missions from their home base to the deployed site.

· For CCOs deployed into the Southwest Asia (SWA) region (Middle East), an "East Coast Buying Office (ECBO)" will probably be established at Shaw AFB, S.C. (HQ USCENTAF "Rear" Contracting Office) at the onset of an actual contingency to assist with all local purchase requirements that cannot be sourced in any of the SWA countries.

· Finally, if there are scheduled AMC flights to and from the contingency base, the CCO could send the requirements to the contracting office wherever AMC goes.

Commercial air, however, should be avoided due to customs problems.  The CCO should not overlook or underestimate the usefulness of the referral system to fulfill requirements.  For example, in the Pacific theater, there is a program called, "PACOM-CONTINGENCY ACQUISITION PROGRAM (P-CAP)," which has preidentified redundant sources of supply in over 10 countries which are willing and able to satisfy many of PACOM's known requirements. The CCO should not arbitrarily limit the potential markets available to satisfy a customer's needs.

For those CCOs using the East Coast Buying Office at Shaw AFB, S.C. when operating in the SWA Area of Responsibility (AOR), the following information concerning funding and shipments is provided.  In most cases, the vendor will be requested to make delivery to the USCENTAF buying office - the normal free on board (FOB) destination point.  However, for funding purposes the estimated prices on the AF Form 9 should be inflated 20-30 percent over what the customer may think the item costs.  Also include up to $100.00 for shipping and handling (depending on the size and weight of the item(s)) in case the CONUS vendor's FOB point is at origin, not destination.  If the items are critical and must be Federal Expressed to the CCO's deployed location, more funds may be needed.  This will help the ECBO to complete the CCO's order without having to go back to the CCO for additional funds.  Since it will normally take anywhere from three to six weeks from the time the CCO forwards a request to the ECBO to the time the CCO receives the item(s), delays for requesting additional funds will only frustrate the customer who requires this critical item during the contingency.  All administration and follow‑up actions prior to entering the item(s) into the "Desert Express" supply/transportation system will be performed by the USCENTAF buying office.

Shipment of Supplies and Equipment to an Overseas Location

Waiting for the supplies and/or equipment ordered from the United States can be very frustrating for the CCO's customers.  To minimize shipping time, contractors can use the mail or United Parcel Service (UPS) or similar services, if available.  While the shipping time may be shorter, shipments sent by ordinary mail incur some additional risk because they are not traceable.

Military transportation, either ship or aircraft, does provide traceability for shipments.  For military transportation, the ECBO will check with the local Traffic Management Office (TMO) for assistance in determining:

1.
the Port of Embarkation (POE) - the authorized point of departure from the U.S., and

2.
the Port of Debarkation (POD) - the authorized point of entry into a foreign country.

Additionally, the ECBO can obtain a TCN for the shipment.  If the contractors use commercial transportation, they must understand preference shall be given to US‑flag vessels and air carriers.

Administrative Requirements for Referrals.  Referral packages should be kept in a separate "open" file until completed.  This will help the CCO know the status of the referrals and help the finance officer keep track of outstanding commitments.

CONTRACT ADMINISTRATION

There will probably not be a separate contract administration section within the contingency contracting organization.  Nevertheless, there are several contract administrative functions still required.

Files

The vast majority of a CCO's purchases may be "cash and carry" which obviously negates the requirement for any follow-on contract administration.  Separate files for these purchases are unnecessary.  There are primarily two instances where a CCO may want to consider filing orders separately.  First, when an order is open (not yet delivered), the CCO can better track these if they are in a separate folder.  A good example is referrals discussed above.  The second instance would occur when the contract is ongoing, such as services and construction contracts, where constant access to the file is required.

Contract Monitoring

The formal QAE system the Air Force uses in peacetime is much too complex and time consuming for the contingency environment.  This system should be replaced with one that uses the "customer complaint system" as the method for contractor surveillance.  If the customer is satisfied the contractor is performing okay, this should satisfy the CCO as well.  Paperwork could be a simple handwritten statement from the QAE in order for the CCO to support a progress payment or a final payment.  If the contractor is not performing well, the QAE will be the first to tell (or complain to) the CCO.  All directions given to contractors, whether verbal or written and whether given by the CCO or the QAE, should be made a part of the record in the contract file. Note this states the QAE may give direction to the contractor.  This is in recognition of a fact CCOs may not always be available to issue the changes in person when they are needed to meet time-sensitive schedules and last-minute emergency changes.  The concern of the CCO should not be who issued the direction or change, but the substance of the change (was it appropriate) for inclusion in the contract file.

Contract Modifications

CCOs can expect wide fluctuations in anticipated requirements versus actual requirements, especially for services contracts.  This will be common for billeting and vehicle rental contracts. For example, you contract for 20 rooms and you find out only 10 rooms were actually used.  In these cases, a contract modification may serve the purpose of "zeroing out" unused requirements in order to close out the contract and make final payments. Follow rules in the FAR for change orders, administrative changes, and supplemental agreements. With respect to the latter, if the contractor refuses to sign, follow the procedures outlined previously for bilateral contracts. 

Payments

There are three different types of payments a CCO can authorize: advance, progress, and final.  Advance payments were covered in the section "Approving and/or Making Payments".  Progress payments are supported by a "customer satisfaction" report from the QAE or contract monitor.  If it's a construction contract, the report should also include an estimate of job completion (or progress report) stated in percentages to let the CCO know what percentage of the total contract amount can be released to the contractor.  Final payments are made whenever the contractor has successfully completed the contract, or the CCO has canceled any remaining requirements.

Terminations

Almost all terminations will be for convenience as opposed to terminations for default.  The reason here is the contractor will not be bonded, the statement of work will likely contain ambiguities, and the contractor is likely to be the "sole source" for the needed services.  It would serve no purpose to default a contractor if there is no hope of recovering "reprocurement costs" or of finding another contractor to do the job.  These contracts can normally be terminated by simply issuing a letter of cancellation and release of claims in order for the CCO to close out the contract and for finance to release the money remaining on the contract to other requirements. Terminations for convenience could also be handled the same way except when the contractor has invested substantially to fulfill the contract.  In these cases, the normal rules in the FAR should be followed to ensure an equitable adjustment is made to compensate the contractor.

MANUAL RECORD KEEPING

For short duration contingencies (less than 30 days), manual record keeping may be adequate to keep track of expenditures and purchase request status.  There are two things to keep in mind when developing a record keeping system for a contingency operation: first, keep it simple, and second, make sure it is adequate enough to reconstruct what actually happened.  Any record keeping system should provide a good organization of material to ease the burden on the CCO.  Since the CCO is using appropriated funds, it is important to remember all expenditures will have to be reported (usually through the CCO's parent command).  This includes DD Form 350 reporting for actions over $25,000.  The CCO should ensure enough data is captured on manual logs to accurately report expenditures when required to do so.  The purchase request/purchase order log depicted in Figure 11 below is a suggested format for documenting small purchases.

PURCHASE REQUEST/PURCHASE ORDER LOG


PR NUMBER
DESCRIPTION
CONTRACTOR
DATE PURCHASED
$ AMOUNT
PURCHASE ORDER NUMBER









Figure 11 - Purchase Request/Purchase Order Log

This format does several things.  It provides a single document to let the CCO know which purchase requests (PRs) are open and which ones have been delivered.  It provides a link (through the PR number) between the customer, finance, and contracting.  In addition, it provides information required for reports.

One area not to overlook is a PR numbering system.  This can be tailored to fit the needs of the situation, but there are some general rules, which can be useful.  The PR number starts with a stock record account number or SRAN.  This is a six digit alphanumeric identification of the customer.  Depending on the situation, the CCO may wish to use one SRAN for all customers using a particular funds account or identify all customers by assigning each a unique SRAN.  The next four digits are the Julian calendar year and date (i.e., 7017 is 97 Jan 17) and the last four digits represent the serial numbering of all PRs and line items submitted on a particular day starting with 0001.  Either the CCO or the customer can assign these numbers.  What is important is the number be included on all documents (purchase request, funding document, purchase document) in order to provide a good audit trail.  In addition, if PRs are logged in on the date they are received, they will be easier to find‑on the log if someone asks.  Finally, the unique nature of the PR number and the suggested format (depicted in Figure 12 below) will ease reporting requirements if the CCO is required to input them into a BCAS system at some later date.




JULIAN

SERIAL



SRAN
DATE

NUMBER



FX1234
7017
0001




Figure 12 - Purchase Request Number Format

The bottom line on record keeping is to keep it simple and understandable to those who have to use it, including the CCO.

DEPLOYABLE CONTRACT ACTION TRACKING SYSTEM (DCATS)

As the name implies, DCATS provides a contract action tracking capability for contracting officers deployed from their home Base Contracting Automated System (BCAS).  DCATS is a user friendly, menu-driven program developed using d-Base IV operating software.  While DCATS will not completely replace the manual logs currently used with contingency contracting procedures, it will reduce the amount of information required on such logs.  The primary advantage of the system is its reporting capability.  Remember, however, that DCATS is not intended to replace BCAS nor is it capable of performing all BCAS functions.  It records the summary actions performed by a contingency contracting operation in a format that can be reported to higher headquarters.  In the future, it will have the capability of downloading data to BCAS.

Operating DCATS has been made as simple as possible while providing maximum tracking and reporting capability.  Each primary menu provides several sub-menus used to perform actions such as loading purchase requests and generating reports.  A CCO will be able to bring up the on-line user's guide (and print a hard copy if desired) from a sub-menu of the primary "Utilities" menu.  The software can be used with any MS-DOS system.  
(See Appendix 2)

VENDOR SOURCE SYSTEM (VSS)

Like DCATS, VSS is a menu-driven program using d-Base IV design software.  Vendor information can be displayed by commodity or service group, by specific geographic location, or a total listing for the region.  In addition to identifying the previous price paid for a commodity or service, a "Remarks" section will allow the CCO to input vendor performance history, quality information, or even directions to the contractor's office or plant.   

NOTE:  At this time the Air Force is looking into replacing DCATS with an automated contingency contracting management system that will provide a user friendly system, a flexible windows environment, and a reporting and tracking system capable of answering the what, when, where, why and how of each transaction.  

CHAPTER 6 - RULES OF ENGAGEMENT

At this point, the CCO should have a basic understanding of legal authorities, funding practices, and duties and responsibilities of contingency contracting.  The previous chapter dealt with the mechanics of how to fulfill those duties.  This chapter will concentrate on how the CCO can plan, operate, and function in the contingency environment.  To do this, this chapter will focus on preplanning and preparation actions and initial deployment including the establishment of a local purchase capability.  While not intended to be all-inclusive, it should provide the CCO a good foundation and a better perspective on the role of contingency contracting.

PREPLANNING AND PREPARATION

There are many things a CCO can and should do to prepare for a contingency contracting operation.  Preparing in advance is important for one very basic reason: there will not be enough time to do these things once a contingency action gets underway.  The following areas are areas CCOs should at least address and plan for prior to deployments: (Be sure to read AFFARS Appendix CC, Contingency Operational Contracting Support Program (COCSP))

Personal and Administrative Preparations

The following is a list of requirements a CCO must possess in order to start a contingency operation:

· Official passport plus 6 to 10 extra photos for visas.  This is required to move about from country-to-country.

· Variations and Foreign Flag Carrier authorized on TDY orders.  This is to avoid delays when traveling through unplanned areas.

· Authorization to hire/rent special conveyance.

· SF 1402 Certificate of Appointment as a contracting officer.

· AF Form 522, USAF Firearms Qualification Card - 9mm and M16 training and certification are required by AFFARS APPENDIX CC if the CCO is responsible for safeguarding cash.

· AF Form 2293, USAF Motor Vehicle Operator Identification Card.  This will be needed to operate Air Force-owned vehicles over 1.5 ton.  (Vehicles 1.5 tons and below can be driven with civilian driver's license)

· Civilian clothes.  In order to keep a low profile, a CCO maybe required to be in civilian clothes while performing duties in the local community.

· Imprest fund orders in advance.  It is possible (and highly desirable) to obtain imprest fund appointment orders in advance making them contingent on an actual deployment. "The appointment of imprest`` fund cashiers can be a very time consuming task so do everything that can be done in advance.

· CCOs must comply with locally established force protection requirements.

Requirements List and Site Surveys

The CCO should have a basic understanding of which organizations will require support and what the requirements might include.  Generally speaking, the CCO can expect to be supporting civil engineers in the purchase of construction materials and small service contracts; transportation will probably need rental vehicles; and services will need billeting.  A more complete list is shown in the tables provided in Chapter 2.  Ideally, the CCO will have access to site surveys that identify potential contractors that can provide items on the requirements list. However, this is not feasible in all cases.  When a site survey is not available, the CCO should create a contractor database as requirements are successfully purchased.  In addition, maps can be marked to show the location of proven contractors.  This is important so other CCOs will not have to "reinvent the wheel" to find sources.

INITIAL DEPLOYMENT

Ideally, the CCO should arrive ahead of the main deployment force, on a predeployment team if one exists.  If not, the unit may have to do without many supplies and services which may be essential, such as vehicle rentals or billeting, unless your command has procedures in effect for such shortfalls.  Whether the CCO arrives early or not, there are several things to be aware of in order to put the "open for business" sign up.

Typical Organization's Structure

A likely organization (though not necessarily applicable in all cases) will have a "Combat Support Element Commander." Typically, contracting, services, transportation and account​ing and finance functions come under control of the Combat Support Element Commander.  It is important for the CCO to know where contracting fits in the organization in order to better support the customer and to know when and where to elevate problems.  This typical organization's structure is handy for contracting since it includes two potentially large customers and the finance function the CCO must work very close with.

Support Items Required Upon Arrival

CCOs should be prepared to take care of their needs immediately upon arrival.  It is hard to help others until the CCO has obtained the things that are essential to running an effective contingency contracting organization.  The CCO needs a vehicle (assigned or rented) to be able to make purchases on the local market.  In addition, the CCO must make immediate arrangements to hire an interpreter/guide.  This person should not only be bilingual, but familiar with the local market area as well.  The CCO should also try to establish a fixed location from which to operate. This will help customers to find the "office" to deliver their requirements when the CCO is not there.  Office needs should be minimal with a desk chair, and safe, if applicable.  The "office" must be able to be secured if cash is kept in the area.  (See AFI 31-209, The Air Force Resource Protection Program and earlier section on "Protecting Funds Under Field Conditions").  If possible, the CCO should try to make arrangements for some type of communications network such as mobile radios, telephone, etc., so customers can contact the CCO while he is out of the office.  Finally, CCOs need to make arrangements for a paying agent to accompany them in order to make cash purchases on the local economy.

Establishing the Rules of Engagement

The CCO needs a plan on organizing the contingency function to best support the customers' needs.  This will entail establishing a set of rules for customers to follow when submitting requirements.  This can be done through the chain of command and can be verbal or written.  The rules should include instructions on purchase descriptions, funding procedures, pick-up and delivery procedures, contract monitor duties, etc.  The rules should also discuss consolidating requirements, where possible, to avoid unnecessary trips "downtown.  "The main purpose of these "rules" is to let potential customers and commanders know who the CCO is and provide a simple, orderly method for obtaining contractual services.

Locating Sources

One of the most difficult problems for the CCO at an unfamiliar deployment site is locating capable contractors who can satisfy the unit's requirements.  The following are various ways a CCO may solve this problem:

Knowledge of the interpreter/guide.  Your interpreter is a logical first choice for helping you obtain sources, although the CCO may find the guide turns out to be related to most of the contractors! Do not worry about this since nepotism laws may not apply in overseas contingency contracting operations.

US Embassy (if available).  This can be an excellent source of information.  The defense attaché office in most embassies can help with currency conversions and storage of funds, as well as providing a source list of reputable contractors.  In addition, the Embassy General Services Officer (GSO) may be able to provide some contracting support-particularly if the contract is to be written with the host country.

Site Surveys.  As mentioned previously, this is an excellent tool to speed up the contracting process.  CCOs should add sources to the site survey list, as they become known.

Local Base Commander at the Deployed Site.  If the CCO is deployed to a host nation air base, a good source of information on contracts is the local base commander.  In many cases, the commander has strict policies on which contractors are allowed on base (for security or political reasons).  Therefore, there is no use dealing with contractors (particularly service or construction contractors) who won't be allowed on base.

Western Hotels.  The business offices of most western hotels are excellent sources of information on vendors and are usually very helpful.  Keep in mind that these hotels will usually be dealing with contractors that provide the type of items or quality of service to which the CCO's customers will probably be accustomed.

O&M or General Trading Companies.  These are contractors who will sell the CCO everything he needs, from food to construction at a substantial premium.  In some cases, these firms will be the first contractors the CCO will encounter and they can be very responsive; however, try to limit business with these contractors as they are very expensive and in effect, the CCO is just "contracting out" the contracting function.  Try to find the regular dealers, manufacturers, and wholesalers who sell to these O&M companies and you will see a substantial drop in price.

Market Areas or Souqs.  Many foreign countries have central market areas (known as "souqs" in the Middle East).  These areas have large concentrations of retailers and wholesalers for a wide variety of commodities.  If the CCOs can't find what they're looking for here, there is nothing wrong with asking the vendors where the requirement might be obtained.

Chamber of Commerce and Yellow Pages.  Many foreign cities, particularly the larger ones, have a chamber of commerce and a yellow pages section in the telephone books similar to those found in the United States.  Don't overlook these valuable sources.

Referrals.  If all else fails, the CCO can always refer the purchase request back to the CCO's home station in the CONUS or to another base in the area with larger markets and vendor sources.  (See the "Referrals" section in Chapter 5).

CONTINGENCY CONTRACTING AND INTERNATIONAL RELATIONS

This part has attempted to provide a foundation to help CCOs perform their duties.  It has laid out legal authorities and limitations to guide the CCO in making sound contracting decisions. Funding issues were discussed to give the CCO a greater appreciation of this essential function and its interrelationship with contracting.  It also discussed duties and responsibilities, not only of the contingency contracting function, but of other duties which may be delegated to the CCO as well.  With this background, suggested guidance was given on how to actually accomplish those tasks the CCO can expect to receive.  And finally, some insights were given into planning and preparation, plus a few suggestions on actually setting up a contingency contracting function. Even with this information, drawn from many sources and previous CCO experiences, the key to making it work rests with the individual CCO.  Success, to a large degree, will depend upon the CCO's ability to deal with people who have vastly different cultures, backgrounds, perspectives, and, most importantly, business practices.  This includes being empathetic to their point of view and learning a few standard phrases in the native language to help show a genuine interest in making business transactions.

NEGOTIATING PRACTICES

When setting the price of an item, keep in mind the first price quoted is usually only a starting position for negotiations.  Be advised most of these foreign contractors are very shrewd negotiators and will be much better at it than most CCOs.  Keep in mind the CCO's bargaining position is enhanced when the product or service is available elsewhere, or the requirement is not urgently needed.  If these two factors are reversed and the contractor knows it, the CCO may be hard pressed to negotiate the best deal.

VERBAL CONTRACTS

It is still prevalent in many countries to conclude an agreement or contractual understanding with nothing more than a handshake.  Written contracts, especially in English, are viewed with suspicion and sometimes anger.  In some cases, contractors have thought they were being drafted into the U.S. military if they signed a contract! Chapter 5 dealt with this, and CCOs should always remember to keep verbal communication simple and straightforward.

A KEY TO MISSIONS ACCOMPLISHMENT - FLEXIBILITY

To be successful in any contingency operation or deployment, the CCO will need to be "flexible." In other words, the method of operation for each individual, as well as the office, will require the development and implementation of innovative ideas and programs.  The CCO is liable to encounter many unique or unusual circumstances while assigned overseas.  Therefore, don't become a roadblock to the customers.  Find a way to accomplish the mission.

PART IV - STATEMENTS OF WORK

Operation Desert Shield/Storm taught us several lessons about contract support in prolonged contingency situations.  During peacetime, contract requirements are defined and set forth by the functional areas needing contract service.  We learned the hard way that we cannot count on the same functional area support to develop statements of work in a wartime scenario.  Functional expertise, in many cases, will not be there.  This, however, will not relieve a contingency contracting officer (CCO) from buying the services needed by deployed units.

Several CCOs in Desert Shield/Storm entered into contracts for services including full food service, refuse, custodial, billeting, etc., without having proper technical statements of work (SOWs), and, in many cases, awarded contracts without a SOW.  Several contracts were awarded without the scope or parameters of contract requirements being defined.  This, in turn, caused several problems with contract enforcement and later proved detrimental in denying contractor claims.

This section attempts to fill the void in contingency contracts by providing generic SOWs for commonly needed services in wartime or other prolonged contingencies.  Predrafted SOWs will help the CCO better describe necessary services for the many base support contracts needed to sustain a deployed unit.

The SOWs provided are not meant to be a means for CCOs to circumvent the system in contingency situations.  They should only be used when functional area representatives; i.e., services or civil engineer personnel, are not deployed with the unit.  Even if technical personnel are deployed, the SOWs can aid the functional representative in quickly developing the unit's requirements for a particular service.

Each statement of work is prefaced by a paragraph reminding the user to alter or modify the SOW based on LOCAL conditions.  Each deployment location and subsequent areas of responsibility will provide its own set of unique circumstances and problems.  We have developed the SOWs with this concept in mind.  For example, in each SOW we have put in a section dealing with Quality Control (QC) stating the contractor is responsible for establishing and maintaining a QC program.  The type and extent of the QC program must be determined in the field by the CCO and the functional representative if available.  Additionally, some SOWs contain areas marked OPTIONAL.  These areas are services not critical to mission accomplishment, but are convenient to have.  We leave these decisions up to the field operator.

Before using the SOWs contained in this project, CCOs and the functional representatives (if available) need to scrub the generic SOW to fit their particular location's needs.

Use Air Force Manual 64-108 in conjunction with this section to develop the necessary SOWs.

CONTRACT QUARTERS

This statement of work (SOW) contains a recommended format for contracting for contract quarters in extended deployments and contingency situations.  It may be used by all persons and organizations that prepare, review, award, and administer these contracts.  The standards describe the minimal acceptable standards for billeting military or civilian DOD personnel.  When local conditions differ, modifications should seek the highest standards attainable at a reasonable price.

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK: The contractor shall furnish lodging accommodations for (insert base name) on a rental basis.  The performance standard and requirements for these services include the following responsibilities:

    a.  Blanket Purchase Agreement (BPA) - provide single and double occupancy hotel or motel rooms if and when called for by the contracting officer or designated representative. 

    b.  Requirements type contract - provide reservations for a specified number of rooms and beds for specific periods of time.

1.2 QUALITY CONTROL: The contractor shall establish and maintain a complete quality control program for the performance requirements of this contract.

SECTION C-2 - DEFINITIONS

2.1 BILLETING OFFICE.  The office that is responsible for providing off base accommodations to authorized transient government employees and military personnel.

2.2 CONTRACTING OFFICER.  A person with the authority to enter into, administer, or terminate contracts for the United States Government and make related determinations and findings.

2.3 DESIGNATED REPRESENTATIVE OF THE CONTRACTING OFFICER.  The individual(s) designated in writing to the contractor as being authorized to assign lodging, place calls, and make advance reservations for lodging.  The written designation must be issued and executed by the contracting officer.

2.4  LODGING FACILITY.  A hotel, motel, or inn which provides sleeping accommodations to the traveling public.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

If the Air Force will provide any property or services to the contractor for use in performing the required services, use this section to describe what will be furnished.  If the property is not to be provided for the total duration of the contract, specify the exact time frames in which it will be furnished.  This is required by the government-furnished property clause in the contract.  Property listed as government-furnished must be identified by national stock number (or other identifying numbers, as applicable), noun, and quantity.  If fairly extensive, list the items in a technical exhibit such as Technical Exhibit.

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

4.  The contractor shall furnish the following:

4.1 ROOMS:

4.1.1 Living Space: Single and double occupancy room shall contain adequate net living and sleeping areas.  No more than two people shall be assigned to a room.

4.1.2 Standards:

4.1.2.1 Rooms shall be constructed and finished to provide good light and sound attenuation. 

4.1.2.2 All windows shall be provided with blackout lining, shades, or blinds.  If drapes are provided, they must screen out the light.

4.1.2.3 Sufficient electrical outlets shall be available and in good working condition.

4.1.2.4 All entrance doors to rooms shall have interior security locks, either deadbolt or double locking locks.  Each room occupant shall be provided with a room key.

4.1.2.5 Bathrooms must be constructed to provide convenient sanitary facilities.  Bathrooms must contain a shower and/or tub combination with a wash basin, a properly functioning toilet, and a mirror.  Additionally, bathrooms should have adequate lighting and grounded electrical outlets for use of electrical razors, hair dryers, etc.  The shower or shower/tub combination shall have shower doors or curtains.

4.1.2.6 A telephone in the room is desirable, if not available due to location, have telecommunication devices in the immediate area.

4.1.2.7 A television in the room is desirable, if not available due to location, have information as to where television is available to patrons.

4.1.2.8 Rooms shall have adequate heating and cooling capabilities.

4.1.3 Furnishing and Equipment: Must be clean and in good repair.  The following minimum furnishings are required:

    a.  Lamp --1 per desk or writing table

    b.  Adequate clothes storage drawers and closet space

    c.  Desk or writing table with chair

    d.  Trash container

4.1.3.1 Additional desirable amenities:

    a.  Radio

    b.  Working tables and chairs

    c.  Restaurant within the facility

    d.  Refrigerators or ice machines

    e.  Chair, occasional

    f.  Alarm clock

4.2  SERVICES.  The contractor shall provide the following services:

4.2.1 ASSIGNMENT OF QUARTERS/ROOMS:  Government personnel should not be billeted under this contract arrangement without presenting proper authorization to the contractor.  The contractor must be adequately manned to provide a 24-hour check in and check out service, 7 days a week.  Individuals of the same sex, designated for double room occupancy, shall be billeted in rooms with two beds.  If these rooms are not available, single rooms shall be used.

4.2.2 CUSTODIAL/SANITATION SERVICES:  Daily custodial services shall include, but is not limited to, room cleaning, bed making, linen change (as required), adequate quantities of soap, bath towels, hand towels, sanitized drinking glasses, facial tissues, and a cloth bath mat.

4.2.3 LINEN SERVICE:  Linen service shall be provided once a week or when occupancy changes, whichever occurs first.  Additional blankets shall be made available if requested by occupant.  All linen and blankets shall be clean, freshly laundered, without any objectionable odors, and in good repair, free from tears, rips, holes, stains, and extensive wear.  Pillows shall be at least six inches thick to provide proper support.

4.2.4 ADDITIONAL DESIRABLE AMENITIES:

    a.  24 hour wake up service

    b.  Message service

    c.  Shuttle service

4.2.5 COMMON USE AREAS:  The contractor shall keep all hallways, corridors, grounds, and other adjacent areas under the contractor's control in a clean, neat, and safe condition.

4.2.6 "DO NOT DISTURB" SIGNS: All rooms shall have such signs available.  Contractor's employees shall respect them when displayed.

4.2.7 INFORMATION SERVICES: Customer service representatives shall be able to explain to occupants miscellaneous charges not covered by this statement of work, i.e., telephone charges. The contractor shall provide information on bus schedules, taxis and other local transportation, dining facilities and locations, and commercial telephone directory service.

SECTION C-5 - SPECIFIC TASKS

This is the heart of the PWS because it contains all of the output services required of the contractor.  When technical orders or other publications dictate the performance of a task, cite the specific regulatory requirement.  Additionally, describe the requirement to be performed (according to the cited requirement) or include the regulatory requirement verbatim in the description of the task.  When advisory publications apply, cite them.

SECTION C-6 - APPLICABLE PUBLICATIONS AND FORMS

6.1 GENERAL.  The following publications are applicable to the performance of this contract. The contractor shall be bound to perform to the requirements set forth in these regulations.  

(ADD REGULATIONS AVAILABLE TO YOU AT THE DEPLOYMENT.  CONSULT YOUR SERVICES REPRESENTATIVE TO ACQUIRE APPLICABLE INFORMATION)

REFUSE COLLECTION

This statement of work (SOW) contains a recommended format for contracting refuse collection and disposal services in extended deployments or contingency situations.  It may be used by all persons and organizations that prepare, use, award, and administer these contracts. The standards describe the minimum acceptable standards for refuse collection and disposal services.  When local conditions dictate, modifications should seek the highest standards attainable at a reasonable price.

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK: The contractor shall provide all personnel, equipment, tools, materials, supervision, and other items necessary to perform refuse collection and disposal services as defined in this SOW for (insert base name).  The contractor shall perform to the standards in this contract.

1.2 QUALITY CONTROL: The contractor shall establish and maintain a complete quality control program for the performance requirements of this contract.

SECTION C-2 - DEFINITIONS

2.1 TECHNICAL DEFINITIONS PECULIAR TO THIS SOW:

2.1.1 Bulk Container.  A large container that can either be pulled or lifted mechanically into a service vehicle.

2.1.2 Collection Station.  The locations designated on the drawings, Technical Exhibit 1, where refuse may be assembled and stored in containers for collection.  (May be referred to as collection points or pick-up stations.)

2.1.3 Collection Frequency.  The number of times collection is provided in a given period.

2.1.4 Refuse Collection Containers.  Includes cans, drums, bins or similar receptacles which can be handled easily, and multiple containers which are handled by mechanical, truck-mounted hoists.

2.1.5 Contaminated Waste.  A material of liquid, solid, or gaseous composition which must be disposed of due to degradation of material during use or from a determination that a new material does not meet specifications.  Hazardous waste requires special handling during collection, storage, transportation, and disposal.

2.1.6 Curbside Pickup.  Collection of refuse which is placed next to a curb, roadside or alley by the occupant.

2.1.7 Refuse.  Includes all garbage, ashes, debris, rubbish, and other similar waste material intended for disposal.  Not included are explosives and incendiary waste and contaminated waste from medical and radiological processes.

2.1.8 Refuse Collection.  A system of transporting refuse from collection stations to points of disposal.

2.1.9
Sanitary Landfill.  A site where refuse is disposed using an engineered method in a matter that protects the environment by spreading the waste in thin layers, compacting it to the smallest practical volume, and covering it with soil by the end of each working day.  These procedures must meet the conditions of the particular local area.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

If the Air Force will provide any property or services to the contractor for use in performing the required services, use this section to describe what will be furnished.  If the property is not to be provided for the total duration of the contract, specify the exact time frames in which it will be furnished.  This is required by the government-furnished property clause in the contract.  Property listed as government-furnished must be identified by national stock number (or other identifying numbers, as applicable), noun, and quantity.  If fairly extensive, list the items in a technical exhibit.

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

4.1  GENERAL.  The contractor shall furnish all equipment and labor required to perform this statement of work.

4.2 MINIMUM QUALITY STANDARDS.  (May add any quality requirement you desire.) All refuse collection vehicles shall be specifically designed for that purpose.

4.2.1 Vehicles.  The contractor shall provide all the vehicles necessary to fulfill the requirements of this contract.

4.2.1.1 All vehicles shall be in operable condition and meet local requirements.

4.2.1.2 Vehicles shall present a neat appearance and have the contractor's name affixed on it for easy identification.

4.2.1.3 All vehicles shall be operated in accordance with base traffic regulations.

4.2.2 Containers.  The contractor shall provide bulk containers that meet the following requirements:

4.2.2.1 All bulk containers shall be leakproof and in good condition.

4.2.2.2 All bulk containers shall be clearly marked, warning personnel to stay clear of the container when emptying and not to park vehicles within a specified distance.

4.2.2.3 All bulk containers mounted on wheels must have a positive braking/locking device to prevent inadvertent movement.

4.2.2.4 Missing or deteriorated containers will be replaced or repaired by the contractor at no additional cost to the government.

SECTION C-5 - SPECIFIC TASKS

5.1 COLLECTION REQUIREMENTS.  The contractor shall provide the services of refuse collection and disposal as described below.

5.1.1 Route and Collection Schedules.

5.1.1.1 The contractor shall establish vehicle routes and collection schedules to meet the requirements of Technical Exhibits 2 and 3 and submit these routes and schedules to the contracting officer prior to performance.

5.1.1.2 The contractor shall establish routes so as to gain access to the base through _________ (NOTE: LIST ALL GATES WHICH THE CONTRACTOR MAY USE) and collection operations shall be made between the hours of _______.  (NOTE: INSERT HOURS AND DAYS OF WEEK.) (NOTE:  IF MAIN BASE AND INDIVIDUAL LIVING AREAS COLLECTION HOURS ARE TO BE DIFFERENT, SPECIFY DESIGNATED TIMES.) Collection operations outside established hours will require prior approval of the contracting officer.

5.1.2 Points of Collection.

5.1.2.1 The points of collection (collection stations) for pickup of refuse by the contractor shall be shown in Technical Exhibit 3.  The location of individual living areas where collection is to be provided (IF APPLICABLE) is indicated in Technical Exhibit 3.

5.2.1.2 The government reserves the right to change the capacity requirements at any collection station as long as it does not increase the overall cubic yard refuse capacity requirement of this specification.

5.1.2.3 The contractor may relocate or combine pick-up stations only after receiving approval from the contracting officer.

5.1.3 Frequency of Collection.

5.1.3.1 The contractor shall pick up refuse bulk containers according to the schedule listed in Technical Exhibit 2.

5.1.3.2  (IF APPLICABLE) Collection at individual living units shall normally be from 20 - 30 gallon containers or plastic bags with ties in front of individual living areas located on the map in Technical Exhibit 3.  (NOTE: BASES SPECIFY SIZES AND TYPES OF CONTAINERS)

5.1.4 Position of Containers.

5.1.4.1 The contractor shall position the containers at collection stations to best aid the user in disposing of refuse.  The contractor shall also position to minimize interference with adjacent parking lots, roadways, overhead utilities, and other potential obstructions.

5.1.4.2 When more than one container is positioned at one collection station, the contractor shall place the containers as close together as feasible for user convenience.

5.1.4.3 The contractor shall return nondisposable containers to their proper station in an upright position with the lids securely in place.

5.1.4.4 The contractor shall furnish replacement containers for all containers removed for cleaning, maintenance, or repair to ensure that collection stations have adequate refuse containers.

5.1.5 Spillage.  The contractor shall pick up all spillage around bulk containers within a _____ radius.

5.1.6 Special Refuse Collection.  In addition to the regular scheduled refuse collections, the contractor shall be required to make special collections within 24 hours of notification by the contracting officer.

5.1.7 Inclement Weather Schedule.  The contractor shall collect refuse during inclement weather except in cases of unduly severe weather and as authorized by the contracting officer. Make-up collections shall be performed 24 hours after the severe weather has terminated.  If all make-up collections can not be made in 24 hours, the contractor shall submit a revised schedule to the contracting officer for approval.

5.1.8 Cleaning Requirements.  The contractor shall thoroughly wash all collection containers with steam, soap, or detergents and water.  The contractor shall keep all collection vehicles in a clean condition.  The contractor shall clean all bulk containers not less than the cleaning frequencies designated by the contracting officer.

5.1.9 Off-Base Disposal.  The contractor shall dispose of all refuse at an off-base location. Disposal shall be according to existing local and national regulations.  The contractor shall be responsible for all arrangements associated with the use of off-base disposal locations.

5.1.10 On-Base Disposal.  (IF APPLICABLE - NOT RECOMMENDED) The contractor shall dispose of all refuse at an on-base disposal location as shown on Technical Exhibit 2.  The contractor shall place the refuse in trenches/hopper provided by the government.

SECTION C-6 - APPLICABLE PUBLICATIONS AND FORMS

6.1 GENERAL.  The following publications are applicable to the performance of this contract. The contractor shall be bound to perform to the requirements set forth in these regulations.  

(ADD REGULATIONS AVAILABLE TO YOU AT THE DEPLOYMENT, CONSULT YOUR SERVICES REPRESENTATIVE TO ACQUIRE THE REGULATIONS NEEDED TO PERFORM THIS CONTRACT.)

TECHNICAL EXHIBIT 1 - COLLECTION STATION SCHEDULE - REFUSE

Station #
Container #
Bldg. #
Station Description
Pickup Frequency
Required Cubic Yds.
Cleaning Frequency









































(NOTE:  TO BE COMPLETED.) SPECIFY:

    a.  Collection Stations Designated for Main Base Area

    b.  Collection Stations Designated for Individual Living Areas

    c.  Individual Pickup Areas

TECHNICAL EXHIBIT 2 - MAPS AND WORK AREA LAYOUTS

1.  INCLUDE ANY MAPS OR SKETCHES OF THE CONTRACTOR'S AREA OF RESPONSIBILITY BOTH ON AND OFF THE INSTALLATION, IF APPLICABLE, AND WORK AREA LAYOUTS, SUBDIVIDE INTO SECTIONS (3a, 3b, 3c, etc.), IF NECESSARY.  OBTAIN BASE MAP OR SKETCHES AND ANNOTATE LOCATION OF COLLECTION STATIONS AND SANITARY LANDFILL (IF ON BASE) USING LEGEND BELOW.

    1, 2, 3, etc. - denotes collection stations and their numbers.  These numbers correspond to the station numbers on Exhibit 1.

    - Denotes living areas where collection is to be made from 20 - 32 gallon containers or plastic bags with tie.

    - Denotes sanitary landfill area (IF APPLICABLE).

2.  IT MAY BE NECESSARY TO USE SEVERAL MAPS OR SKETCHES TO SHOW ALL COLLECTION STATIONS AND INDIVIDUAL LIVING AREAS NEEDING ROADSIDE PICKUP.

CUSTODIAL SERVICES

This statement of work (SOW) contains a recommended format for contracting custodial services in extended deployments or contingency situations.  It may be used by all persons and organizations that prepare, use, award, and administer these contracts.  The standards describe the minimal acceptable standards for custodial services.  When local conditions dictate, modifications should seek the highest standards attainable at a reasonable price.

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK:  The contractor shall provide all personnel, equipment, tools, materials, supervision, and other items necessary to perform custodial services as defined in the SOW for (insert base name).  The contractor shall perform to the standards in the contract.

1.2  QUALITY CONTROL:  The contractor shall establish and maintain a complete quality control program for the performance requirements of this contract.

SECTION C-2 - DEFINITIONS

2.1 TECHNICAL PROVISIONS PECULIAR TO THIS SOW:

2.1.1 Basic Cleaning.  Tasks normally done together on a weekly or more frequent basis.

2.1.2 Periodic Cleaning.  Tasks that are done less often than at weekly intervals.

2.1.3 Floor Maintenance.  Floor maintenance tasks include dry buffing, spray buffing, stripping, and waxing.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

If the Air Force will provide any property or services to the contractor for use in performing the required services, use this section to describe what will be furnished.  If the property is not to be provided for the total duration of the contract, specify the exact time frames in which it will be furnished.  This is required by the government-furnished property clause in the contract.  Property listed as government-furnished must be identified by national stock number (or other identifying numbers, as applicable), noun, and quantity.  If fairly extensive, list the items in a technical exhibit.

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

4.1 MINIMUM QUALITY STANDARDS.  (MAY ADD ANY QUALITY REQUIREMENT YOU DESIRE)

4.1.1 Vehicles.  (NOTE:  INSERT COMMENTS IF APPLICABLE.)

4.1.2 Equipment.  All equipment shall be in operable condition and meet local requirements.  This equipment must operate on the existing electrical current available in government buildings.  It shall be the responsibility of the contractor to prevent the operation of electrical equipment, or combinations of equipment, which require power exceeding the capacity of the circuits available in government buildings.

4.1.3 Vacuum cleaners shall be of commercial quality.

4.1.4 Trash Can Liners.  The contractor shall furnish trashcan liners of adequate quality to protect each trashcan.

4.1.5 Restroom Supplies.  (OPTIONAL) The contractor shall furnish the following restroom supplies.  Samples of material shall be submitted to the contracting officer for approval prior to contract start and whenever a change occurs.  These items shall include but are not limited to: toilet tissue, paper hand towels, soap (hand, liquid, or powder), deodorants for the urinals and toilet bowls.

4.1.6 Walk-off Mats.  (OPTIONAL) The contractor shall furnish walk-off mats at all exterior entries to prevent excessive soiling of the building interior.

SECTION C-5 - SPECIFIC TASKS

5.1 GENERAL.  The contractor shall provide custodial services as outlined in this SOW.

5.2 CLEANING TASKS.  The contractor shall accomplish all cleaning tasks to meet the completeness, quality, and frequency requirements set forth in this SOW.  A task and frequency chart is set forth in Technical Exhibit 1.

5.2.1 Basic Cleaning.  The contractor shall provide the cleaning services indicated on the Task and Frequency Chart, Technical Exhibit 1 to include:

5.2.1.1 Vacuum Carpet.  The contractor shall vacuum all floor areas so that after vacuuming, they are free of all visible litter, dust, and soil.  The contractor shall remove all spots as soon as noticed.

5.2.1.2 Sweep Floors.  The contractor shall sweep the entire floor surface, including corners and abutments, so that, after sweeping, they are free of visible litter, dust, and debris.  The contractor shall move chairs, trash receptacles, and easily moved items to sweep underneath and return them to their original position.

5.1.1.3 Mop Floors.  The contractor shall mop all accessible areas, including corners and abutments, so that after mopping they have a uniform appearance and are free of streaks, swirl marks, detergent residue, or any evidence of soil, stains, film, debris, or standing water.  The contractor shall move chairs, trash receptacles, and easily movable objects to mop underneath and return to original position.  The contractor shall not mop wood or carpeted floors.

5.2.1.4 Maintain Floors.  The contractor shall maintain all floors using a floor machine unless specified elsewhere as having carpet or special flooring.  After receiving floor maintenance, the contractor shall apply a uniform coating of nonskid floor finish, so that floors have a glossy appearance, and are free of scuff marks, heel marks, and other stains and discoloration.  The contractor shall not apply floor finish to surfaces that have not been cleaned.

5.2.1.5 Clean Walk-off Mats.  (OPTIONAL) The contractor shall clean walk-off mats by appropriate method (vacuum if carpet, sweep and hose down if mat) to remove soil and grit.  The contractor shall remove soil and moisture underneath entrance mats and mats returned to their normal location.

5.2.1.6 Remove Trash.  The contractor shall empty and return to their initial location, all wastebaskets, cigarette butt receptacles (ashtrays, butt cans, etc.), and other trash containers in the area.  The contractor shall remove boxes, cans, and papers placed near a trash receptacle.  Any obviously torn or soiled trash receptacle liner in such receptacles shall be replaced.  The contractor shall deposit all trash in the nearest outside trash collection point.

5.2.1.7 Perform Low Dusting.  The contractor shall perform low dusting so that after dusting all dust, lint, litter, and dry soil shall be removed from the surfaces of the desks, chairs, filing cabinets, and other types of office furniture and equipment.  Also from ledges, windowsills, handrails etc., to a line of 7' above the floor level.  The contractor shall not dust typewriters, computers, and equipment of similar nature.

5.2.1.8 Other Cleaning Requirements (PERIODIC CLEANING ITEMS).  The contractor may be required to clean other fixtures in and around a facility.  The contractor shall clean all additional items, so that after cleaning, there shall be no traces of dust, litter, dirt, film, smudges, water, or other foreign matter.  These other cleaning requirements may include but are not limited to: cleaning glass (inside and out), drinking fountains, chalk boards, spot cleaning, high dusting, cleaning window surfaces, and light fixtures, etc.  These additional requirements will be indicated on the Task and Frequency Technical Exhibit 1.

5.1.2.9 Disinfect Restroom/Locker Room.  The contractor shall disinfect all surfaces of partitions, stalls, faces of toilet bowls, urinals, lavatories, showers, dispensers, and other such surfaces, using a germicidal detergent.

5.1.2.10 De-scaling Restrooms/Locker Rooms.  The contractor shall de-scale toilet bowls and urinals, so that, after de-scaling, the entire surface shall be free from streaks, stains scum, urine deposits, and rust stains.

5.2.1.11 Supply Restrooms/Locker Rooms.  (OPTIONAL) The contractor shall resupply restrooms/locker rooms, so that after resupplying, the restrooms are stocked so that supplies do not run out.

5.2.1.12 Sweep and Damp Mop Restroom/Locker Room Floors.  The contractor shall sweep the floor so it is free of visible litter, dust, debris, and then damp mop accessible areas.  After mopping, floors should have a uniform appearance and be free of streaks, debris, or standing water.

5.2.1.13 Apply Floor Finish, Restroom/Locker Room Floors.  The contractor shall apply a uniform coating of non-skid floor finish so that floors are free of scuff marks, stains, and decolorations.

5.2.2 Wet Floor Caution Signs.  The contractor shall display caution signs when cleaning floors in an area in which people other than contracting personnel are or will be present before the floors are dry.

SECTION C-6 - APPLICABLE PUBLICATIONS AND FORMS

6.1 GENERAL.  The following publications are applicable to the performance of this contract. The contractor shall be bound to perform to the requirements set forth in these regulations.  

(ADD REGULATIONS AVAILABLE TO YOU AT THE DEPLOYMENT, CONSULT YOUR SERVICES REPRESENTATIVE TO ACQUIRE THE REGULATIONS NEEDED TO PERFORM THIS CONTRACT.)

TECHNICAL EXHIBIT 1 - SAMPLE TASK AND FREQUENCY CHART

PERIODIC





BASIC CLEANING 


CLEANING
Bdg No
Area/SF Cleaned by Contractor
Vacuum Carpet
Mop Floors
Maintain Floors
Clean  Mats
Low Dus-ting
Remove Trash
Clean Glass
 Spot 

Cleaning
 Grounds Cleaning
Descale Toilet/

Urinal 
Resupply Restrooms 
Sweep/

Damp Mop Restrooms
Apply Finish Floor/ 

Restrooms
High Dusting
Clean Interior/

Exterior 

Windows
Shampoo Carpets
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Family Services (20,000)
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6
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W
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7
School (In Session) (50,000)
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W
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3W
W
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W
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2M
Y
AR

TECHNICAL EXHIBIT 2 - WORKLOAD ESTIMATES

    VARIATION IN WORKLOAD - CUSTODIAL SERVICES.  The estimated workloads stated in this exhibit, for the performance of custodial services are subject to variation.  If, at the end of each calendar quarter, the actual total square footage which the contractor is required to provide custodial services for increases or decreases more than ______ percent from the estimated square footage set for in Technical Exhibit 2, negotiations for an equitable adjustment may be initiated by either party.  Any determination concerning an equitable price adjustment shall be based on the net of all increases and decreases in the total square footage.  Adjustment to the contract price shall be made only for that portion of any increase or decrease in the total workload that exceeds _______ percent.

NOTE:  SHOW WORKLOAD FLUCTUATIONS BY TIME OF DAY, DAYS OF WEEK, MONTH DURING THE YEAR, ETC.

TECHNICAL EXHIBIT 2A - CODE INDEX CHART

ABBREVIATION MEANING
ABBREVIATION MEANING
AD-Alternate Work Day 
MF-Mon-Fri

(Do MWF one week, Tth, the next week)
FM-Fri-Mon


(2400 Fri -0800 Mon)

2D-Twice Daily

W-Once Weekly

2W-Twice Weekly
DS Day Shift

3W3-Times Weekly
(___hrs to ___hrs)

4W 4-Times Weekly

5W 5-Times Weekly
 Mid-Shift

6W 6-imes Weekly
(___hrs to ___hrs)

7W 7-Times Weekly

1M-Monthly
NS Night Shift

2M-Twice Monthly
(___hrs to ___hrs)

M2-Every Two Months

M3-Quarterly

M4-Every Four Months

M6 Semiannual

Y Annual

AR As Required

WU When Occupied

TECHNICAL EXHIBIT 3 - MAP AND WORK AREA LAYOUTS
NOTE 1: INCLUDE ANY MAPS OR SKETCHES OF THE CONTRACTOR'S AREA OF RESPONSIBILITY BOTH ON AND OFF THE FACILITY, IF APPLICABLE, AND WORK AREA LAYOUTS, SUBDIVIDE INTO SECTIONS (3a, 3b, 3c, etc.) IF NECESSARY.

NOTE 2: PREPARE MAPS OR SKETCHES OF THE BASE AND BUILDINGS AS APPROPRIATE TO MEET THE REQUIREMENTS OF THE INSTALLATION.  MAKE SURE BUILDING DRAWINGS SHOW NET SQUARE FOOTAGE TO BE USED AS THE BASIS FOR THE VARIATION IN WORKLOAD PROVISION IN TECHNICAL EXHIBIT 1.  IN ADDITION, SHOW CONTRACTOR USE AREAS, RESTROOMS, AND INDICATE VARYING TYPES OF FLOORS.

FULL FOOD SERVICES

This statement of work (SOW) contains a recommended format for full food services in extended deployments or contingency situations.  It may be used by all persons and organizations that prepare, use, award, and administer these contracts.  The standards describe the minimal acceptable standards for full food services.  When local conditions dictate, modifications should seek the highest standards attainable at a reasonable price.

(NOTE: BEFORE PUTTING THIS SOW IN YOUR CONTINGENCY CONTRACTING KIT, CONSULT YOUR FOOD SERVICES REPRESENTATIVE FOR APPLICABLE INFORMATION IN AFI 48-116, FOOD SAFETY PROGRAM.)

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK: The contractor shall provide all the personnel, supervision, and other items necessary to perform full food service management in government facilities as defined in this SOW at (insert base name).  The contractor shall perform to the standards in this contract.

1.2 QUALITY CONTROL: The contractor shall establish and maintain a complete quality control program for the performance requirements of this contract.

1.3 QUALITY ASSURANCE:  (INSERT METHOD OF CONTRACTOR SURVEILLANCE, IF ANY.)

1.4 SANITATION INSPECTIONS: In addition to any government-performed surveillance, medical service personnel (Director of Base Medical Services), will also inspect for compliance with sanitary conditions.

1.5 HOURS OF OPERATION: The contractor shall maintain the operating hours for the dining facilities as listed in Technical Exhibit 1.

SECTION C-2 - DEFINITIONS

2.1 TECHNICAL PROVISIONS PECULIAR TO THIS SOW:

2.1.1 Director of Base Medical Services (DBMS).  The installation medical authority who defines and monitors sanitation standards and procedures for food service activities.

2.1.2 Equipment.  Items used to store, prepare, cook, serve and transport food and supplies. Equipment also includes items used in cleaning and sanitizing.

2.1.3 Food Handlers.  Food service personnel who handle, process, prepare or serve food and who touch food or food contact surfaces in any way.

2.1.4 Food Service Officer (FSO).  Individual responsible for matters relating to food service.

2.1.5 Installation Menu.  Specifies installation menu choices (except leftovers), including, but not limited to, entrees, salads, desserts, and soups, to be served at each meal during a menu cycle.

2.1.6 Leftovers: Leftovers are unserved portions of any item prepared for a specified meal period.

2.1.7 Meal Serving Hours.  Hours that the Government requires the dining facility to be open for service.

2.1.8 Potentially Hazardous Foods.  Any perishable food which consists in whole or in part of dairy products, eggs, meat, poultry, fish, shellfish.  These foods are good mediums for bacterial growth and are potential causes of foodborne diseases especially if creamed, ground, mixed, or handled often.

2.1.9 Progressive Food Preparation (BATCH COOKERY).  The preparation of food items at selective time intervals during an entire meal period matching the flow of patrons through the serving lines.

2.1.10 Serving Line.  This term refers to the location and equipment used in dining facilities to serve food cafeteria style.

2.1.11 Subsistence.  Food items, including beverages and condiments.

2.1.12 Supplies.  Expendable items such as paper and plastic products, cleaning and janitorial materials, kitchen utensils, and tableware.

2.1.13 Trash.  Any non-salvageable waste material other than garbage, rocks, or dirt.  The waste includes metal, paper, glass, cardboard, floor sweepings, cartons, and similar materials.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

3.1  GENERAL.  The Government will provide, without cost, the facilities, subsistence, fixtures, equipment, supplies, and services listed below.  (INSERT ALL GOVERNMENT FURNISHED

ITEMS)

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

In this section, describe material, equipment, and services the contractor must provide.  As with government-furnished property, if the lists are lengthy, make a technical exhibit and reference it in this section.

SECTION C-5 - SPECIFIC TASKS

5.1 MENU PLANNING AND POSTING.  The contractor shall coordinate meal planning with site representatives and use Food Service Instructions and manuals, if available.  The contractor shall post daily menus before the breakfast meal in an appropriate location at each dining facility.

5.2  REQUISITIONING SUBSISTENCE.  The contractor shall coordinate with government personnel to requisition, pick up food, deliver, and off-load it at various food service facilities.

5.3 STORAGE AND ISSUE.

5.3.1 Proper Storage.  Upon receipt the contractor shall promptly store perishable and semi-perishable subsistence.  Store frozen and chilled items at specified temperatures.

5.3.2 First In - First Out.  The contractor shall ensure the oldest food items are issued first, except when the condition of an item dictates earlier use.

5.4 SUBSISTENCE INVENTORY.

5.4.1 Month-end Inventory.  The contractor shall take a physical inventory of all subsistence following the last meal on the last day of each month.  The contractor must reconcile the book inventory with the physical inventory and must submit proof of this to the government.

5.4.2 Other Inventories.  The contractor shall perform other inventory measures, i.e., annual inventory, equipment inventory before and after contract completion, etc., as required by the contracting officer.  The government also reserves the right to conduct an independent inventory at any time during the performance of the contract.

5.5 FOOD PREPARATION AND SERVICE.

5.5.1 Approved Menu.  The contractor shall follow the approved installation menu when planning and preparing all meals.

5.5.2 Progressive Food Preparation.  Progressively prepare food items to yield optimum freshness, flavor, color, and texture.

5.5.2.1 Cook short-order breakfast items to order.

5.5.2.2 Prepare short-order items such as hamburgers, hot dogs, and french fries.  Ensure an adequate flow of patrons through the line.

5.5.3 Serving Lines.  Set up serving lines by the scheduled opening time.  Food on the serving line shall be logically arranged and all foods shall be maintained at the specified temperatures. Replenish all foods, tableware, beverages, and condiments as necessary to ensure they are available to all patrons throughout the meal.  Remove all food from the serving line within 15 minutes after the serving line is closed and cover, label, and properly store all food, unless disposal of a leftover is appropriate.

5.5.4 Table Clearing.  The contractor shall be responsible to clear and clean all dining room tables and chairs or benches within - minutes after they are vacated to ensure a timely flow of patrons.

5.6 SANITATION REQUIREMENTS:

5.6.1 Personal Hygiene.  The contractor shall ensure all employees meet all personal hygiene requirements to include but not limited to; clean hands and fingernails at all times, proper hair and facial grooming, hair restraints, proper smoking restraint, etc.  (FILL IN REQUIREMENTS)

5.6.2 Food Storage and Preparation.  The contractor is responsible for preventing all foodborne diseases by properly storing and preparing food in accordance with AFI 48-116, Food Safety Program.  This includes, but is not limited to: storage of bulk foods, refrigerated food, leftovers, perishables, etc.  The contractor shall prepare foods on surfaces that are cleaned and sanitized.  All meats and poultry shall be cooked and prepared at the proper temperatures ensuring the food is thoroughly cooked throughout.  (FOR PROPER TEMPERATURE RANGES ON VARIOUS FOODS, CONSULT YOUR SERVICES REPRESENTATIVE)

5.6.3 Equipment and Utensil Cleaning.  The contractor shall clean and sanitize all food service equipment and cookware to remove food particles, other soil, grease and cleaning or sanitizing agent residue to the standards set forth in this contract. (FOR PROPER TEMPERATURE RANGES ON VARIOUS FOODS, CONSULT YOUR SERVICES REPRESENTATIVE) 

5.7 HOUSEKEEPING.

5.7.1 General.  The contractor shall furnish housekeeping services in food service facilities at the frequencies stated in Technical Exhibit 2.  The contractor shall provide all equipment necessary to perform these services.  The cleaning standards and housekeeping charts are intended to produce an acceptable level of performance.  (ADD ADDITIONAL LOCAL REQUIREMENTS BELOW)

5.7.2 Lavatories.  The contractor shall clean all lavatories in food service facilities.

5.7.3 Insect and Rodent Control.  The contractor shall take those actions directed by the government to assist in the control of insects and rodents.

SECTION C-6 - APPLICABLE PUBLICATIONS AND FORMS

6.1 GENERAL.  The following publications are applicable to the performance of this contract. The contractor shall be bound to perform to the requirements set forth in these regulations.  

(ADD REGULATIONS AVAILABLE TO YOU AT THE DEPLOYMENT.  CONSULT YOUR SERVICES REPRESENTATIVE TO ACQUIRE THE REGULATIONS/ INSTRUCTIONS NEEDED TO PERFORM THIS CONTRACT.)

TECHNICAL EXHIBIT 1 - WORKLOAD ESTIMATES


NOTE: LIST TOTAL ESTIMATED MEALS TO BE SERVED EACH MONTH.  GIVE BREAKDOWN BY FACILITY, MEAL PERIODS, AND DAYS OF WEEK FOR THE INFORMATION OF CONTRACTORS.

TECHNICAL EXHIBIT 1A - HOURS OF OPERATION


NOTE: LIST DINING FACILITIES, MEAL SERVING HOURS, NUMBER AND TYPES OF SERVING LINES, WEEKDAY AND WEEKEND SCHEDULES ETC.

TECHNICAL EXHIBIT 1B - SAMPLE MENUS


NOTE: INCLUDE REPRESENTATIVE ACTUAL MENUS SERVED FOR ALL MEALS INCLUDING BRUNCH AND SUPPER AS WELL AS SHORT ORDER LINE MENU.  GIVE MENU PATTERN SHOWING NUMBER OF CHOICES OFFERED IN SALADS, DESSERTS, AND BEVERAGES.

TECHNICAL EXHIBIT 2 - TASK AND FREQUENCY CHART

Area Cleaned by Contractor
Sweep

Floors/

Vacuum Carpet
Damp

Mop Floors
Wet Mop
Wash
 Main tain Floors
Remove Trash
Spot Clea ning
Low Dus-

ting- 
 Damp Wiping
Metal

Wood

Polishing
Wall

& Door

Cleaning


Glass Cleaning
High Dusting
Window Cleaning

Ext.
Window Cleaning

Int.
Light

Fixture

Cleaning

Kitchen Areas


AM
--
AM
AM
--
5W
W
5W
3W
5W
5W
3D
3W
2Y
M
AR

Serving Lines

Beverage Area


AM
--
AM
AM
--
D
AR
D
AM
W
W
D
M
--
--
M

Washing Areas


AM
--
AM
AM
--
D
AR
D
AM
WW
W
D
M
2Y
M
M

Dining Area

Entrance Hall


AM
4 AM
D
D
D
AM
AR
D
AM
W
W
D
M
2Y
M
M

Stockrooms

Dry Food

Storage
D
--
W
W
W
D
5AR
W
W
2Y
W
W
M
2Y
M
M

Refrigerator


D
--
W
W
W
D
5AR
--
W
2Y
W
W
--
--
--
M

Office Supply

 
D
--
W
W
W
D
AR
W
W
2Y
M
D
2Y
2Y
2Y
M

Lavatories & Lockers


AM
--
D
D
D
D
AR
D
AM
W
W
D
M
2Y
M
M

SAMPLE HOUSKEEPING TASK AND FREQUENCY CHART

FREQUENCY CODES:   

AM= AFTERMEALS 

D=DAILY

W=WEEKLY

M=MONTHLY


2M=TWICE A MONTH

Y=YEARLY

2Y=TWICE A YEAR
4Y=FOUR TIMES A YEAR 
AR=AS REQUIRED

(NOTE INSERT TASKS AND FREQUENCIES WHICH ARE NEEDED LOCALLY)

TECHNICAL EXHIBIT 3 - GOVERNMENT FURNISHED FACILITIES, ITEMS, EQUIPMENT, AND SERVICES

The Government shall furnish the following facilities:


BLDG NO.
USE/DESCRIPTION
SQ FT

The Government shall furnish the following items and equipment:


NAME
SERIAL/STOCK
QTY

The Government shall provide the following services:


SERVICE
USE/DESCRIPTION

LAUNDRY AND DRY CLEANING

This statement of work (SOW) contains a recommended format for contracting laundry and dry cleaning services in extended deployments or contingency situations.  It may be used by all persons or organizations that prepare, use, award, and administer these contracts.  The standards describe the minimal acceptable standards for laundry and dry cleaning service.  When local conditions dictate, modifications should seek the highest standards attainable at a reasonable price.

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK: The contractor shall furnish all management, labor, transportation, pickup and delivery service, housekeeping and facility operation in accordance with the terms and conditions of this contract.  This contract includes all laundry, dry cleaning, and all other tasks and responsibilities deemed necessary and spelled out in this contract.  The contractor shall receive, account for, process, and return all organizational and individual items tendered for cleaning.  Technical Exhibit 1, Workload Estimates, lists the estimated quantities of work.

1.2 QUALITY CONTROL: The contractor is responsible to establish and have an active quality control plan.

1.3 INSPECTION OF SERVICES.

1.3.1 Inspection Service.  The contractor shall provide and maintain an inspection system acceptable to the government covering the services under this contract.

1.3.2 Inspection and Testing.  The government has the right to inspect and test all the services called for by the contract, to the extent practicable, at all times and places during the term of the contract.

1.3.3 Nonconformance with Contract Requirements.  If any of the services do not conform to the contract requirements, the government may require the contractor to reperform the services in conformity with the contract requirements, at no additional expense to the government.

1.4 HOURS OF OPERATION: The contractor shall maintain the following customer service hours: (NOTE: SPECIFY THE DAYS AND HOURS OF OPERATION EACH FACILITY MUST BE OPEN TO SERVE CUSTOMERS.)

SECTION C-2 - DEFINITIONS

2.1 TECHNICAL DEFINITIONS PECULIAR TO THIS SOW.

2.1.1 Clean.  Finished articles are dry and free of visible soil, lint and objectionable odor.  Spots and stains are removed where practical to do so without damaging the fabric.

2.1.2 Contracting Officer Representative.  An individual appointed in writing by the contracting officer to perform expressed contract administration functions.

2.1.3 Dry Cleaning.  Dry cleaning involves the immersion of garments in dry cleaning solvents and cleaning them by use of mechanical action and soaps or synthetic detergents.  Dry cleaning removes some soluble and some insoluble soils and dissolves grease stains through the combined actions of dry cleaning solvents, mechanical action, soaps, synthetic detergents, and other cleaning aids.

2.1.4 Laundering.  The process by which soiled fabric items are cleaned and treated.  The term includes cleaning by mechanical action and by hand in appropriate temperature water solutions of detergents and other additives.

LAUNDRY

Small - an item requiring the approximate time, effort, and cost to process as a pillowcase or wrapper.

Medium- an item requiring the approximate time, effort, and cost to process as a sheet or bedspread.

Large - an item requiring the approximate time, effort, and cost to process as a sleeping bag.

DRY CLEANING

Small - an item requiring the approximate time, effort, and cost to process as a sleeveless sweater/blouse.

Medium - an item requiring the approximate time, effort, and cost to process as a pair of trousers/jacket.

Large - an item requiring the approximate time, effort, and cost to process as a coat/overcoat. 

2.1.5 Packaging.  The process by which clean garments or other items are placed on hangers and placed in protective paper or plastic film bags.  Small items of clothing and other clothing which are not customarily placed on hangers shall be wrapped in protective polyrap in accordance with commercial or local practice.

2.1.6  Pressing.  Pressing is the process for insertion of required creases and removal of undesirable wrinkles from clean garments or items.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

3.1  GENERAL.  The Government will provide, without cost, the facilities, subsistence, fixtures, equipment, supplies, and services listed below.  (INSERT ALL GOVERNMENT FURNISHED ITEMS)

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

In this section, describe material, equipment, and services the contractor must provide.  As with government-furnished property, if the lists are lengthy, make a technical exhibit and reference it in this section.

SECTION C-5 - SPECIFIC TASKS

5.1 GENERAL

5.1.1 Services Provided.  The contractor shall provide services to individuals and organizations on ______ (LOCATION).  Services will be provided in accordance with the terms and conditions of this contract.  The contractor shall process and finish all clothing and other items in accordance with the requirements contained in the workload data at Technical Exhibit 1.

5.1.2 Workmanship and Sanitation.  Delivered articles shall conform to the generally accepted industry and local standards of quality, cleanliness, finish, appearance, and packaging.  The items shall not only be clean in the sense of being free from soil and stains, but also free from bacteria, fungi and micro-organisms, including pathogens and disease producing organisms.  All work performed shall be done under sanitary conditions.  The contract facility shall be open to inspection of conditions at any time by a representative of the government, and the government reserves the right to perform or cause to have performed any test necessary to determine the sanitary condition of the articles delivered by the contractor.

5.1.3 Classification of Items.  Clothing or linen articles received by the contractor shall be individually inspected for condition of serviceability and classified as to the type of service required.

5.1.4 Reperformance.  Any items found to have been unsatisfactorily cleaned shall be re-cleaned by the contractor at no additional cost to the government.

5.1.5 Repair.  The contractor shall repair, at his expense, all damages to individual garments which occur while in the custody of the contractor, to include rips, tears, holes, open seams, and replacement of buttons and repair or replacement of zippers.

5.1.6 Organizational Bulk Items.  Organizational items shall be returned in bulk unless other method is specified.  Items shall be counted from baskets into waiting vehicles or across the shipping counter to customer.

5.1.7 Linen Exchange Activity.  The contractor shall operate a linen exchange activity.  The contractor is responsible for receiving, collecting, exchanging, and distributing linen exchange articles to and from organizations, activities, or authorized individuals and accomplishing the tasks below:

    - Receive, collect, exchange and distribute linen exchange articles to and from organizations, activities, or authorized individuals.

    - Verify count or weight of items received against receiving and shipping documents.

    - Store items in storeroom and linen exchange points.

    - Keep items properly segregated to comply with local safety, fire prevention, and other storage regulations.

5.1.8 The contractor shall establish a stockage inventory system to track all incoming and outgoing linen.  The contractor shall perform a search for missing items in order to reconcile inventory with stock records.

5.1.9 Items being turned into the contractor will be counted in the presence of the organizational representative and contractor representative and agreement reached on the number count before the totals are permanently affixed to the laundry list.  Both attesting parties shall sign the laundry list.  (BE CAREFUL OF LOCAL CUSTOMS, SO AS NOT TO OFFEND THE HOST WHEN EXCHANGING LINEN.  CONTRACTOR MAY BELIEVE YOU DO NOT TRUST HIM.)

5.1.10 Items that have been identified for direct exchange shall be exchanged for like items at time of turn-in.  Items that are not direct exchange shall be identified separately and processed to be ready for pickup by the customer within a 72-hour period.  Sheets, pillowcases, mattress pads, mattress covers, and blankets received from organizations may be intermingled (except for medical, if applicable) and processed for reissue to any organization or individual.

5.1.11  (OPTIONAL).  The contractor shall provide pickup and delivery service.  This service shall include loading, unloading, segregating, transporting, counting and obtaining necessary documentation for items picked up or delivered.  The contractor shall provide his own vehicles and they shall be maintained in safe operating condition at all times.  The contractor shall establish routes so as to gain access to the base through ________ (NOTE: LIST ALL GATES WHICH THE CONTRACTOR MAY USE.) and delivery operations shall be made between the hours of ________. (NOTE: INSERT HOURS AND DAYS OF WEEK.) The contractor shall pickup and deliver items in accordance with the map and schedule in Technical Exhibit 2 and 3.

5.1.12 Government personnel prior to pickup shall do Weighing/counting of articles, including the laundry bag.  The laundry that the contractor picks up may be dirty/wet.  The contractor shall verify weight or count and sign a pickup ticket for the items being picked up. Such a signature constitutes an agreement to the government's weight/count unless a specific exception is noted on the ticket.  A copy of the ticket will remain with the government.

5.1.13  The contractor shall record the number of pounds/pieces delivered on the delivery ticket and the government rep will verify the amount.  Items delivered must be within ___ of the items picked up plus items owed from the previous day's deliveries.  The contractor must provide a list for items not delivered on schedule.

SECTION C-6 - APPLICABLE PUBLICATIONS AND FORMS

6.1 GENERAL.  The following publications are applicable to the performance of this contract. The contractor shall be bound to perform to the requirements set forth in these regulations.  

(ADD REGULATIONS AVAILABLE TO YOU AT THE DEPLOYMENT, CONSULT YOUR SERVICES REPRESENTATIVE TO ACQUIRE THE REGULATIONS NEEDED TO PERFORM THIS CONTRACT.)

TECHNICAL EXHIBIT 1 - EXAMPLE OF LAUNDRY AND DRY CLEANING WORKLOAD ESTIMATES

Item
Supplies/Services 
Estimated
Unit 
Unit



Quantity
Number
Price

0013A
Jackets, Convalescent, Par level 50
63 lbs.
WGDFWP.
NSP


170 lb10's

0014A
Trousers, Convalescent, Par level 50
170 lbs.
WGDFWP
NSP


63 lb. 10's

0015A
Sheets, Eye, Operating Room Par
500 lbs.
WGIDLFWP
NSP


level 100,13 LBS, 10'S, (24 X 24 Size)

0016A
Robes, Patients, Par level 370
16,620 lbs.
WGDFWP
NSP


1,88 lb., 5's

0017A
Curtains, Cubicle, Gov't Owned
166 lbs.
WGIFOH
NSP


2.45 lb., 1 ea.

0018A
Curtains, Shower, Gov't Owned
85 lbs.
WGIFWF
NSP


15 lbs., 1 ea.

0119A
Belt, Posie, Par level 25
45 lbs. 
WGDWP  
NSP


15   lb., 2's

0020A
Shirts, Operating Room, Par level 1280
20,825 lbs. 
WGDLFWP 
NSP


63 lbs., 25's

0021A
Trousers, Operating Room Par level1280
20,825 lbs. 
WGDLFWP 
NSP


63 lbs., 20's

TECHNICAL EXHIBIT 2 - PICKUP AND DELIVERY SCHEDULE


BUILDING
PICKUP DAY
RETURN DAY   #

(NOTE:  TO BE COMPLETED)

EXAMPLE:


BLDG  100
MONDAY
FRIDAY

TECHNICAL EXHIBIT 3 - MAPS AND WORK AREA LAYOUTS

1.  INCLUDE ANY MAPS OF THE CONTRACTOR'S AREA OF RESPONSIBILITY BOTH ON AND OFF THE INSTALLATION, IF APPLICABLE, AND WORK AREA LAYOUTS, SUBDIVIDE INTO SECTIONS (3a, 3b, 3c, etc.) IF NECESSARY.  OBTAIN BASE MAP AND ANNOTATE LOCATION OF CONTRACTOR PICKUP AND DELIVERY OF LAUNDRY, IF APPLICABLE.  1, 2, 3, etc.-- DENOTES PICKUP AND DELIVERY LOCATIONS AND THEIR NUMBERS.

2.  IT MAY BE NECESSARY TO USE SEVERAL MAPS TO SHOW ALL PICKUP AND DELIVERY LOCATIONS.

VEHICLE RENTAL

This statement of work contains a recommended format for contracting vehicle rental in extended deployments or contingency operations.  It may be used by all persons and organizations that prepare, use, award, and administer these contracts.  The standards describe the minimum acceptable standards for vehicle rentals.  When local conditions dictate, modifications should seek the highest standards attainable at a reasonable price.  Many of the items included in this statement of work are not required for mission accomplishment.  However, they are included as areas you may negotiate into the contract at no additional cost to the government.

SECTION C-1 - GENERAL INFORMATION

1.1 SCOPE OF WORK.  The contractor shall provide safe, operable vehicles and services in accordance with this contract.

1.2 POINTS OF CONTACT.  The contractor will provide points of contact within his company to interface with the contract representative on issues concerning rental vehicles.  Names, business address, phone numbers, and hours of operation are the minimum information requirements.  Arrangements for contacting the contractor's points of contact after normal business hours should also be made.

SECTION C-2 - DEFINITIONS

2.1 TECHNICAL DEFINITIONS PECULIAR TO THIS SOW.

2.1.1  Acceptance inspection - An inspection shall be performed on all vehicles and equipment before placing them in service.  This inspection shows the overall condition of the vehicle.  Discrepancies must be fixed before putting the vehicle in service, if use of the vehicle would aggravate the problem or if the discrepancy creates a safety hazard.

2.1.2 Accident repairs - Repairs required as a result of collision; regardless of whether the object collided with a vehicle, or whether the vehicle requiring repairs was the moving unit.

2.1.3 Criminal act - A violation of a civil law.

2.1.4 Disabled vehicle - A damaged, worn out, or malfunctioning vehicle.

2.1.5 Fair wear and tear - The deterioration of items attributed to normal usage.

2.1.6 Hostile act - An act of war.

2.1.7 Scheduled maintenance - Periodic prescribed inspections or servicing of equipment, accomplished on a calendar, mileage, or hours-of-operation basis.

2.1.8 Unscheduled maintenance - Maintenance that is not scheduled but is required to correct deficiencies and to restore the vehicle or equipment to a serviceable condition.

SECTION C-3 - GOVERNMENT FURNISHED PROPERTY AND SERVICES

3.1 GENERAL.  The two items included in this section are items that may be incorporated into this type contract when they are found to be more advantageous to the government.  Neither of the items is deemed to be essential to mission accomplishment and need not be incorporated if it will cause an inconvenience.  The particular circumstances surrounding each situation will dictate how to proceed.

3.1.1 Facilities.  (OPTIONAL) If the contractor is willing to provide an on-site representative and the government can provide an office and telephone that is collocated with the office having primary responsibility for the maintenance and management of rental vehicles, the government may receive better service through a quicker response time from the contractor.  A further step would be to provide a small area where contractor maintenance personnel could determine what maintenance is required on vehicles and perform work on vehicles that can be fixed on site.  A small area for tools and parts storage, access to a telephone, and a restroom would be the minimum requirements.  Note:  security considerations may preclude this option from being implemented.

3.1.2 Operator Care.  The government operator will be responsible for operator care (e.g., checking and replenishing fluids, tire pressure, lights, etc.) If any discrepancies are found, the contractor is responsible for correcting the problems.

3.1.3 Fuel.  The government is responsible for supplying the fuel used in the rental vehicles.

SECTION C-4 - CONTRACTOR FURNISHED ITEMS AND SERVICES

4.1 GENERAL.  Contractor shall provide specified vehicles and all services required to keep the vehicles in a safe, operational condition.  Vehicles will be delivered within the timeframe agreed to in this contract and must meet the minimum acceptance criteria provided herein.  Failure to pass the acceptance inspection in the timeframe specified may result in a monetary penalty.

4.1.1 Insurance.  The contractor will carry insurance to cover the cost for replacement or repair of vehicles lost, stolen or damaged through criminal acts, natural acts (commonly called acts of God), or hostile acts.  This is to preclude the government from being held liable for claims generating from any of the above.

4.1.2 Records.  The contractor should maintain records of transactions with the US Government and, upon request, make such records available to properly designated contract representatives within a reasonable period of time.

4.2  VEHICLES.  The following minimum criteria shall be met at the time of the acceptance inspection:

4.2.1 Condition.  Both the exterior and the interior of the vehicles must be free of excessive soil,

rust, and damage.

4.2.2 Safety Items.  Each vehicle must meet all host nation safety requirements and have, as a minimum, the following safety features: seatbelts, rear view mirrors, windshield wipers, parking brake, and horn.

4.2.3 Heating and Air Conditioning.  If in an extreme climate, consideration may be given to making one or both of these two options required items.

4.3 SERVICES.  The contractor shall provide the following services:

4.3.1 Maintenance.  The contractor shall perform both scheduled and unscheduled maintenance

at a facility he designates.  He will provide all parts, labor, and expertise necessary to complete required maintenance tasks.  Parts include those items that must be replaced due to fair wear and tear such as windshield wipers, tires, headlamps, filters, fluids, and lubricants.  The cost of parts and labor for maintenance on damages resulting from operator negligence may be submitted through the contracting officer for consideration of payment.

4.3.2 Recovery.  Upon proper notification, the contractor will recover disabled vehicles.  This service should be available 24 hours a day.  If the recovery service is not available 24 hours a day, alternatives must be negotiated and agreed to by the contract representatives.

4.3.3 Cleaning.  Contractor shall provide free exterior/interior cleaning or a location where operators can come to clean their vehicles with materials provided free of charge (buckets, cleaning solution, water supply, towels).

4.3.4 Replacements.  Replacements shall be provided for all vehicles that are out of commission.  If no replacement vehicle is provided, consideration should be given to asking the contractor for compensation due to noncompliance.

APPENDICES

APPENDIX 1 - GLOSSARY OF TERMS

A

Actual Time of Arrival (ATA).  The specific time a team, echelon, or movement actually arrives at a location.

Actual Time of Departure (ATD).  The specific time a team, element, echelon, etc., departs a location.

Advance Echelon.  An initial deployment element of personnel and equipment within a specific unit type code (UTC).  The ADVON portion of an UTC normally consists of the equipment and personnel required to establish an austere operation capability for a period of up to seven days.

Air Force After Action Reporting System (AFAARS).  Standard procedures to document exercise results, identify problems requiring corrective actions, and disseminate results.

Alert Order.  A formal directive issued by the Chairman of the Joint Chiefs of Staff.  It reflects a National Command Authorities (NCA) decision that US military forces may be required, provides essential guidance for planning in the prevailing situation, and marks the outset of CAP, Phase V (Execution Planning).  (JDS Users Manual Vol. I)

Annex.  A document appended to a basic plan or order to make it clearer or to give further details.  (JP 1-02)

Appendix.  A subsidiary addition to a main paper.  Details essential to the main paper, but too bulky or numerous to include are embodied in appendices.  (JP 1-02)

Apportion.  The designation of forces and resources to a CINC for deliberate planning.  

Apportion (Planning).  The resources made available to the commander of a unified or specified command for deliberate planning.  Apportioned resources are used in the development of operation plans and may be more or less than those allocated for execution planning or actual execution. 

Area of Responsibility (AOR).  A defined area of land and/or sea in which responsibility is specifically assigned to the commander of the area for the development and maintenance of installations, control of movement and the conduct of tactical operations involving troops under the Commander’s control along with parallel authority to exercise these functions.

Authorized Personnel (AUTH).  An element of a TPFDD, which indicates the total number of personnel a Unit Type Code (UTC), is authorized.  This element differentiates from PAX (the number of personnel in the UTC that will require TCC transportation)

Available-to-Load Date (ALD).  A date specified for each unit in a TPFDD indicating when that unit will be ready to move from the port of embarkation.  (JP 1-02)

B
Bare Base.  A base having a runway, taxiway(s), and parking area(s) which are adequate for the deployed force and possessing an adequate source of water that can be made potable.  (AFI 36-2113)

Base Engineering Emergency Force Teams (PRIME BEEF).  Worldwide base civil engineer forces organized to provide trained military elements used in direct combat support or emergency recovery from natural disasters.  (AFI 32-4001)

Base Level Assessment (BLA).  The process of determining wartime base support requirements after deployments and receptions has taken place.  (AFI 33-104)

Base Mobility Plan.  A document, which provides detailed procedures, instructions, and comprehensive data, required to expeditiously deploy personnel and equipment.  

Base Support Plan (BSP).  The installation level planning accomplished to support unified and specified command wartime operation plans, as well as MAJCOM supporting plans.  It cuts across all functional support areas in a consolidated view of installation missions, requirements, capabilities and limitations to plan for actions and resources supporting war or contingency operations, including deployment, post-deployment, and employment activities.  (AFI 10-404)

Beddown.  Common terminology used for the destination of combat forces in a theater (Equivalent to a destination).

C

Cargo Increment Number (CIN).  A seven-character alphanumeric field that uniquely describes a non-unit cargo entry (line) in a TPFDD.

Chairman's Guidance (CG).  A CJCS document providing guidance to the Joint Staff and information to the CINCs, Services, and Secretary of Defense regarding the framework for building the National Military Strategy Document (NMSD).  Serves as a bridge between initial assessments and conclusions reached by the JCS during the Joint Strategy Review and the process that builds the NMSD.  (MOP 7)

Chairman's Program Assessment (CPA).  An assessment of the composite Program Objective Memorandum (POM) force recommendations to assist the Secretary of Defense in decisions on the defense program subsequent to receipt of the POMs.  Also serves as a key input to the Joint Strategy Review to begin the next strategic planning cycle.  (MOP 7)

CINC's Required Date (CRD).  The original date specified by the CINC for arrival of forces or cargo at the destination; shown in the TPFDD to access the impact of later arrival.  (JP 1-02)

CINC's Strategic Concept.  Final document produced in Step 5 of the Concept Development Phase of the deliberate planning process.  The CINC’s Strategic Concept (CSC) is used as the vehicle to distribute the CINC's decision and planning guidance for accomplishing JSCP or other CJCS taskings.  CJCS approval of the strategic concept becomes the basis of the plan for development into an OPLAN or CONPLAN.  Formerly called "the concept of operations."  (JP 1-02)

Combatant Commander.  A commander in chief of one of the unified or specified combatant commands established by the President.  (JP 1-02)

Commander in Chief (CINC).  The terms "unified command" and "Specified Command" refers to commands established by the President as combatant commands under Section 161, United States Code.  The acronym "CINC" refers to the commander of such a command.  (JP 1-02))

Commander's Estimate of the Situation.  A logical process of reasoning by which a commander considers all the circumstances affecting the military situation and arrives at a decision as to a course of action to be taken to accomplish the mission.  A commander's estimate, which considers a military situation so far in the future as to require major assumptions, is called a commander's long-range estimate of the situation.  (JP 1-02)

Component Command.  (Service Component Command)  The component commander and all those individuals, units detachments, organizations, or installations under his command that have been assigned to the unified command.  (JP 1-02)

Component Commander.  The senior officer of each Service assigned to a unified command (except for the unified commander and members of his joint staff) and qualified for command by the regulations of his Service unless another officer is so designated by competent authority. 

Concept of Operations (CONOPs).  Frequently referred to as commander's concept.  A verbal or graphic statement, in broad outline, of a commander's assumption or intent in regard to an operation or series of operations.  The concept is designed to give an overall picture of the operation.  (JP 1-02)

Concept Plan (CONPLAN).  An operation plan in an abbreviated format that would require considerable expansion or alteration to convert into an OPLAN or OPORD.  A CONPLAN contains the CINC's Strategic Concept and those annexes and appendices deemed necessary by the CINC to complete planning.  Generally, detailed support requirements are not calculated and TPFDD files are not prepared. (JP 1-02)

Contingency or Contingency Operations.  Operations with limited objectives, less than general or limited war.

Contingency Operations Mobility Planning and Execution System (COMPES).  A system that enables the Air Force to plan for war and contingencies and, at execution, to match and track requirements, people, and materiel in a time-sensitive manner.  It standardized and automates the procedures used by the Air Force at MAJCOM and base level to select, deploy, and monitor contingency forces.

Contingency Planning Guidance (CPG).  The SECDEF's statutory duty to provide annually to the CJCS, written policy guidance for contingency planning.  The CPG focuses the guidance provided in the NMS and DPG and directly impact on the JSCP.  (MOP 7)

CORE UTC.  An UTC packaging system that consists of a single combat unit, command structure, and all required combat support/combat service support.  They are sourced from the combat unit to the maximum extent possible without regard to their sustainment mission.  UTCs that are not available from the combat unit are sourced from the MAJCOM host at home station.  Remaining requirements are sourced from the nearest available source to the highest priority units.  (AFMAN 10-401)

Crisis Action Procedures (CAP).  A set of procedures which provide guidance and procedures for joint operation planning by military forces during emergency or time-sensitive situations.  The procedures give the JCS information to develop timely recommendations to the National Command Authorities for decisions involving the use of US military forces.  

D

Defense Planning Guidance (DPG).  The Secretary of Defense's document which provides guidance to the Services on the development of their Program Objective Memorandums (POMs).  It is drafted by the Under Secretary of Defense for policy (USD (P)) with the assistance of a DPG Steering Group.  (AFMAN 10-401)

Deliberate Planning.  The JOPES process involving the development of joint OPLANS for contingencies identified in joint strategic planning documents.  Conducted principally in peacetime, deliberate planning is accomplished in prescribed cycles and in accordance with the formally established Joint Strategic Planning System.  (JP 1-02)

Deployment Database.  The JOPES database containing the necessary information on forces, material, and filler and replacement personnel movement requirements to support execution.  The database reflects information:  (JP 1-02)

· Contained in the refined time-phased force and deployment data from the deliberate planning process; or 

· Developed during the various phases of the crisis action planning process, and 

· The movement schedules or tables developed by the transportation component commands to support the deployment of required forces, personnel, and material.  

Designed Operational Capability (DOC).  A mission for which the unit has been equipped, organized, or designed.  (AFI 10-201, Status of resources and Training System)

Designed Operational Capability Statement (DOCS).  The document prepared by the parent MAJCOM for each measured unit, which outlines the DOC of the unit and contains unit identification, mission tasking narrative, mission specifics, and resources to be measured. (AFI 10-201)

E

Earliest Arrival Date (EAD).  A day, relative to C-Day, that is specified by a planner as the earliest date when a unit, a resupply shipment, or replacement personnel can be accepted at a port of debarkation during a deployment.  Used with the latest arrival date (LAD), it defines a delivery window for transportation planning.  (JP 1-02)

Employment.  The tactical use of aircraft or forces in a desired area of operation.  The actual use of forces within a combat zone or an objective area.  Forces may be either deployed, already in-place, or both.  (JP 1-02)

Execution Planning.  The phase of the Joint Operation Planning and Execution System crisis action planning process that provides for the translation of an approved course of action into an operation plan or order.  Execution planning is detailed planning crisis action planning, an approved operation plan or other NCA-approved course of action is adjusted, refined, and translated into an operation order.  Execution planning can proceed on the basis of prior deliberate planning, or it can take place in the absence of prior planning.  (JP 1-02)

F

Feasibility.  Operation plan review criterion.  The determination of whether the assigned tasks could be accomplished by using available resources. (JP 1-02)

Force List.  The total list of forces required by an operation plan, including assigned forces, augmentation forces, and other forces to be employed in support of the plan.  (JP 1-02)

Force Module.  A grouping of combat and combat support force packages linked together or uniquely identified so they may be extracted from or adjusted as an entity in the time-phased force and deployment data file to enhance flexibility and usefulness of the operation plan during a crisis.  (AFMAN 10-401)

Force Package.  A pre-defined, standardized grouping of manpower and/or equipment to provide a specific wartime capability commonly called an UTC. (See UTC)

FORSIZE (Force Sizing Exercise).  The Air Force method of determining total wartime support force requirements. (AFPD 31-3)

G

H

Harvest Bare.  A nickname for an air transportable package of hardware shelters and equipment designed to support AF operation and personnel in bare base situations.  (AFI 10-209)

Harvest Eagle.  A nickname for an air transportable package of housekeeping equipment, spare parts, and supplies required to support AF general purpose forces and personnel under bare base conditions.  Each kit is designed to provide softwall housekeeping support for 1100 personnel. (AFI 10-209)

Harvest Falcon.  A nickname for an air transportable package of hardwall shelters, softwall tents, and equipment required for base and personnel housekeeping sets and aircraft support sets in bare base conditions.(AFI 10-209)

I

Individual Mobilization Augmentee (IMA).  An Air Force Ready Reservist assigned to a specific position within the active force, which would be assumed upon mobilization. (AFI 36-2612)

Individual Ready Reserve (IRR).  Members of the Ready Reserve who are not assigned to the Selected Reserve and are not on active duty. (AFI 10-402)

Installation Mobility Officer (IMO).  The individual acting for the installation commander in the overall direction and control of deployment from the base. (AFI 10-404)

Inter-Service Support Agreement (ISA).  Action by one military Service or element to provide logistic and/or administrative support to another military Service or element.  Such action can be recurring or non-recurring in character on an installation, area, or worldwide basis. (JP 1-02)

Intertheater.  The movement between the CONUS and overseas areas or between overseas theaters.  (JP 1-02)

Intratheater.  The movement within an area command or theater of operations.  

(JP 1-02)

J

JCS Types of Plan Review.  

a.  Review of CINC's Strategic Concept.  This review is conducted Development Phase of the deliberate planning process and is applicable to new operation plans or existing plans in which the concept has changed.  The purpose of the review is to determine whether the scope and concept of operations are sufficient to accomplish the task assigned and to assess the validity of the assumptions and compliance with JCS tasking and guidance, and Joint Doctrine.  Review will be processed under the provisions of CJCS MOP 9.  The review should be completed within 60 days of referral. JCS approval of the concept will be for "further planning, or disapproved and requires significant changes prior to resubmission."


b.  Final Review.  This review is conducted during the Plan Review Phase of deliberate planning process and is applicable to all, operation plans.  It is a formal review of the entire operation plan, including TPFDD, updated medical working file, and appropriate Civil Engineering Support Planning Generator (CESPG) files, if applicable.  The Joint Staff, Services and Defense agencies will conduct independent reviews and submit comments within 30 days of referral. 

Joint Operation Planning and Execution System (JOPES).  A continuously evolving system that is being developed through the integration and enhancement of earlier planning and execution systems: JOPS and JDS.  It provides the foundation for conventional command and control by national-and theater-level commanders and their staffs.  It is designed to satisfy their information needs in the conduct of joint operation planning policies, procedures, and reporting structures supported by communications and ADP systems.  JOPES is used to monitor, plan, and execute mobilization, deployment, employment, and sustainment activities associated with joint operations.  (JP 1-02).  

Joint Planning and Execution Community (JPEC).  Those headquarters, commands, and agencies involved in the training, preparation, movement, reception, employment, support, and sustainment of military forces assigned or committed to a theater of operations or objective area.  The JPEC usually consists of the JCS, Services, certain Service major commands (including the Service wholesale logistics commands), unified and specified commands (and their Service component commands), unified commands, Transportation Component Commands, JTFs (as applicable), DLA, and other Defense agencies (e.g., DIA) as may be appropriate to a given scenario. (JP 1-02))

Joint Strategic Capabilities Plan (JSCP).  The JSCP contains the strategic concept to support the national security objective and military objectives derived, and gives guidance to the CINCs and the Chiefs of the Services for accomplishing military tasks, base on projected military capabilities and conditions during the short-range period.  It apportions forces and lift assets available for planning. (AFMAN 10-401)

Joint Strategic Planning System (JSPS).  The JSPS is the primary means by which the Joint Chiefs of Staff carries out his statutory responsibilities to assist the President and Secretary of Defense in providing strategic direction to the Armed Forces; prepares strategic plans; prepares and reviews contingency plans; advises the President and secretary of defense on requirements, programs and budgets; and provides net assessment on the capabilities of the Armed Forces of the Unites States and its allies as compared with those of their potential adversaries.  (JP 1-02)

Joint Strategy Review (JSR).  The JCS document initiating the strategic planning cycle.  It is the JSPS process for gathering information, raising issues, and facilitating the integrating of the strategy, OPLAN, and program assessments.  It provides the principal guidance and support for developing the next Chairman's Guidance (CG), National Military Strategy Document (NMSD), Joint Strategic Capabilities Plan (JSCP), and Chairman's Program Assessment (CPA). 

Joint Support Plan (JSP).  A plan for the reception and beddown of forces which is collectively developed by the host nation, the theater in-place sponsor, and the affected augmentation unit.  The plan outlines all facets of operations at a collocated operating base to include personnel, facilities, and equipment. 

K

L

Latest Arrival Date (LAD).  A day, relative to C-Day, that is specified by a planner as the latest date when a unit, a resupply shipment, or replacement personnel can arrive at the port of debarkation and support the concept of operations.  Used with the earliest arrival date (EAD), it defines a delivery window for transportation planning. (JP 1-02)

Limiting Factor (LIMFAC). A factor or condition that, either temporarily or permanently, impedes mission accomplishment.  This limitation has a significant impact on the capability to perform the wartime mission and has become a mission constraint.  Illustrative examples are transportation network deficiencies, lack of in-place facilities, malpositioned forces or materiel, extreme climatic conditions, distance, transit/overflight rights, political conditions, etc.  (JP 1-02)

Line Number.  A number identification assigned to each manpower space requirement listed in a deployment-manning document (DMD).  When an appendix is produced using COMPES, line numbers are computer generated, using one of the following:

a) Force Requirement Number (FRN), Line Number.  For example, A2C2299 would indicate Force Requirement Number A2C2 and Line Number 299 within that Force Requirement Number.  The FRN will normally be associated with the line number for OPLAN requirements communicated between commands.

b) Appendix, TAB, Enclosure, Line Number.  This grouping provides a unique identification for each manpower requirement contained within the plan.  For example, 1A12299 would indicate Appendix 1, Tab A, Enclosure 12, Line number 299.  This method provides a ready reference to each requirement that may be listed within a comprehensive planning document.

Logistics Detail (LOGDET) Data.  The specific identification of materiel planned for deployment within the UTC.  It includes detailed data on each stock number, such as weight, dimension, and Cargo Category Code.

Logistics Force Packaging Subsystem (LOGFOR).  The LOGFOR is a software package in COMPES.  This system collects and stores UTC LOGDET data (MEFPAK) and acts as a database for OPLAN development and execution. (AFMAN 10-401); Provides a detailed listing of equipment and material requirements and summarized transportation characteristics for each UTC.  (AFI 10-209)

M

Manpower Force Packaging System (MANFOR).  The subsystem of both MEFPAK and COMPES, which automates the creation, and maintenance of manpower detail for the Manpower Force Elements (MFEs) of UTC packages. (AFMAN 10-401, AFI 10-209)

Manpower Force Element (MFE).  A distinctive grouping of manpower requirements structured to provide a specific capability.

Master Force List (MFL).  A JOPES file which contains the current status of each requirement fore a given OPLAN.  The MFL is made available in the File Transfer Service to other WWMCCS activities from a file produced from the JOPES deployment database. (JP 1-02)

Mission.

a. The task, together with the purpose, which clearly indicates the action to be taken and the reason for taking it.

b. In common usage, especially when applied to lower military units, a duty assigned to an individual or unit; a task.

c. The dispatching of one or more aircraft to accomplish one particular task. (JP 1-02)

Mission Capability Statement (MISCAP). A short paragraph associated with each UTC, which describes significant employment information.  The MISCAP contains:

a) A brief explanation of mission capabilities.

b) A statement concerning the types of bases to which the unit can be deployed (e.g., bare base, standby deployment base, or limited operating base).

c) A list of the major functional areas included in the force element.

d) A description of the significant work load considerations used to determine the size of the element.  

Mobility.  A quality or capability of military forces which permits them to move from place to place while retaining the ability to fulfill their primary mission.  (JP 1-02)

Mobility Control Center (MCC).  A predetermined area designated as a central point from which the wing/group mobility officers discharge their responsibilities of control, direction, and supervision of deployment functions.  (AFI 10-404)

Mobility Operating Procedure (MOP).  MOPs contain detailed instructions covering functional areas involved in preparing for and executing deployments.  

Mobility Position Number (MPN).  A number assigned to a specific individual pos-sessing a required mobility AFSC.  The number is prefixed with the team or support element designation and indicates the relative order in which the personnel skill is required at the overseas employment location.  A 4-digit alpha-numeric number that identifies the relative position of a line item manpower requirement with a Deployment Echelon of an UTC package.  The fourth position is an alpha-suffix, which allows the addition of a requirement within a function, AFSC, grade, and SEI grouping.  

N

National Command Authorities (NCA).  The President and the Secretary of Defense or their duly deputized alternates or successors.  (JP 1-02)

National Emergency.  A condition declared by the President or the Congress by virtue of powers previously vested in them, which authorize certain emergency actions to be undertaken in the national interest.  Actions to be taken may include partial or total mobilization of national resources.  (JP 1-02)

National Military Strategy (NMS).  Provides the advice of the chairman, in consultation with other members of the JCS and the ClNCs, to the President, SECDEF, and NSC, as to the recommended NMS and fiscally constrained force structure required to attain the National Security objectives. The NMS is designed to assist the SECDEF in the preparation of the DPG and to guide development of the JSCP.  (JP 1-02)

National Objectives.  Those fundamental aims, goals, or purposes of a nation (as opposed to the means for seeking these ends) toward which a policy is directed and or efforts and resources of the nation are applied. (JP 1-02)

National Policy.  A broad course of action or statements of guidance adopted by the government at the national level in pursuit of national objectives.  (JP 1-02)

National Security.  A collective term encompassing both national defense and foreign relations of the United States. Specifically, the condition provided by:

a) a military or defense advantage over any foreign nation or group of nations, 

b) a favorable foreign relations position, or

c) a defense posture capable of success-fully resisting hostile or destructive action from within or without, overt or covert.  (JP 1-02)

National Security Council (NSC).  The body in the government specially designed to assist the President in integrating all spheres of policy relating to national security.  

(JP 1-02)

National Strategy.  The art and science of developing and using the political, economical, and informational powers of a nation, together with its armed forces, during peace and war, to secure national objectives. (JP 1-02)

Nonstandard Unit.  A force requirement identified in an OPLAN for which movement characteristics have not been described in the TUCHA file.  The planner is required to submit detailed movement characteristics into the OPLAN Summary Reference File for these units.  (AFMAN 10-401)

O

On-scene Commander.  The person delegated the responsibility to carry out the employment location's primary mission.  (JP 1-02)

Operation.  A military action or the carrying out of a strategic, tactical, service, training, or administrative military mission; the process of carrying on combat, including movement, supply, attack, defense, and maneuvers needed to gain the objectives of any battle or campaign.  (JP 1-02)

Operation Order (OPORD).  A directive issued by a commander to subordinate commanders for the purpose of implementing the coordinated execution of an operation.  (JP 1-02)

Operation Plan (OPLAN).  An operation plan for the conduct of joint operations that can be used as a basis for development of an OPORD.  An OPLAN identifies the forces and supplies required to execute the CINC's Strategic Concept and a movement schedule of those resources to the theater of operations.  The forces and supplies are identified in time-phased force deployment data (TPFDD) files.  OPLANs will include all phases of the tasked operation.  The plan is prepared with the appropriate annexes, appendices, and TPFDD files as described in the JOPES Manuals containing planning policies, procedures, and formats.  (JP 1-02))

OPLAN-Dependent Force Modules.  Service force modules that have been modified to respond to a specific planning task.  These modules are tailored to a specific plan in terms of role, mission, destination, terrain, weather, expected intensity of warfare, etc.  The UTC packages identified in the service modules can be sourced with specific unit identification codes when they become OPLAN-dependent modules. 

Operations Security (OPSEC).  A process of analyzing friendly actions attendant to military operations and other activities to:

· Identify those actions that can be observed by adversary intelligence systems, 

· Determine indicators hostile intelligence systems might obtain that could be pieced together to derive critical information, 

· Select and execute measures that eliminate or reduce to an acceptable level the vulnerabilities of friendly actions to adversary exploitation. (JP 1-02))

P

Passengers (PAX).  One of the elements of a TPFDD.  PAX identifies the number of passengers from the listed FRN that will require transportation by the TCCs.  PAX and AUTH may be the same but will differ if some of the UTC is traveling by organic transportation.  (AFMAN 10-401)

Permanent File (PRML).  This is a term used to identify disk storage that remains part of the computer resources at all times. JOPES ADP files that are stored on permanent files include APORTS, PORTS, GEOFILE, TUCHA, ASSETS, and CHSTR. 

Personnel Accounting Symbol (PAS).  An eight-character identifying symbol for each Air Force unit represented by a detailed record in a computerized directory of all Air Force units.  

Personnel Increment Number (PIN).  A seven-character alphanumeric field that uniquely describes a non-unit personnel entry (line) in a TPFDD.  (JP 1-02)

Pilot Unit.  A unit tasked to develop the standard manpower and/or logistics (MFEL and LOGDET) portion of a UTC package for use by all units (non-pilot) with the same functional tasking or the same weapon system.  (AFMAN 10-401)

Plan.  The scheme or proposed method for accomplishing a mission or reaching an objective.  It implies a scheme or proposed method or design or formulation of ideas for the accomplishment of a mission, which suggests use of imaginative scope and vision. 

Plan Identification Number (PID).  A five position alphanumeric code which is used to identify an OPLAN.  (JP 1-02)

Plan Maintenance.  The process that allows a supported commander to incorporate changes to Time-Phased Force and Deployment Data that have occurred since -TPFDD refinement.  Plan maintenance is normally conducted using the WWMCCS Intercomputer Network. 

Planning, Programming, and Budgeting System (PPBS).  An integrated system for the establishment, maintenance, and revision of the Future Year Defense Plan (FYDP) and the DOD budget.  
Plan Summary.  A required element of an operation plan which provides a brief description of the mission, the general situation, the concept of operations, the major forces required, command arrange​ments, and the commander's appraisal of logistic feasibility.  

Planning.  The procedure by which a commander identifies those forces required to carry out an assigned task within a prescribed area of responsibility.  (AFMAN 10-401)

Port of Debarkation (POD).  The geographic point (port or airport) in the routing scheme where a movement requirement will complete its strategic deployment.  The POD may or may not be the same as the destination.  For non-unit related requirements, the POD will be the designated Port of Support.  (AFMAN 10-401)

Port of Embarkation (POE).  The geographic point (port or airport) in the routing scheme where a movement requirement will begin its strategic deployment.  This point may or may not be the same as the origin.  (AFMAN 10-401)

Preposition.  To place military units, equipment, or supplies at or near the point of planned use or at a designated location to reduce reaction time and to insure timely support of a specific force during initial phases of an operation.  (JP 1-02)

Prepositioned War Reserve Materiel.  That portion of the WRM which approved plans dictate to be positioned before hostilities to ensure timely support of a specific project or designated force during the initial phase of a war or contingency, pending resupply.  (JP 1-02)

Q

R

Readiness.  The ability of forces, units, weapon systems, or equipment to deliver the outputs for which they were designed (includes the ability to deploy and employ without unacceptable delays.) (JP 1-02)

Ready Reserve.  The Selected Reserve and Individual Ready Reserve liable for active duty as prescribed by law.  (JP 1-02)

Ready to Load Date (RLD).  The day, relative to C-day, in a time-phase force and deployment data when the unit, non-unit equipment, and forces are prepared to depart their origin on organic transportation or are prepared to begin loading on U.S. Transportation Command-provided transportation.  The date when a unit will be ready to move from its origin.  (JP 1-02, AFMAN 10-401)

Real Time.  The absence of delay, except for the time required for the transmission by electromagnetic energy, between the occurrence of an event, the transmission of data and the knowledge of the event or reception of the data at some other location. (JP 1-02)

Reception Planning.  A subset of base support planning which focuses on receiving forces transiting or bedding down in support of war or contingency operations.  It includes both CONUS and theater bases.  Such planning facilitates the efficient flow of forces, particularly the early deployment personnel, to their wartime destinations for rapid and effective employment. 

Recovery.

a. In air operations, that phase of a mission which involves the return of an aircraft to a base.

b. In naval mine warfare, salvage of mines as nearly intact as possible to permit further investigation for intelligence and/or evaluation purposes.

c. In amphibious reconnaissance, the physical extraction of landed forces or their link-up with friendly forces.

d. An ADP term for actions necessary, whether user-directed or automatic, to restore an application to a usable condition after a failure.  (JP 1-02)

Redeployment.  The transfer of a unit, an individual, or supplies deployed in one area

to another area, to another location within the area, or to the zone of interior for the purpose of further employment.  (JP 1 -02)

Required Delivery Date (RDD).  The date that a force must arrive at the destination and complete unloading.  (AFMAN 10-401)

Reserve Components.  The Reserve Components of the Armed Forces of the United States are the Army National Guard, Army Reserve, Naval Reserve, Marine Corps Reserve, Air National Guard, Air Force Reserve, and the Coast Guard Reserve.  Each component has three reserve categories: the Ready Reserve, Standby Reserve, and the Retired Reserve.  (AFI 10-402)

S

Service Modules.  Service Modules contain UTC packages and an estimate of the sustainment requirements.  These modules are mission-oriented or task-oriented and represent an Air Force service doctrinal statement of what elements should com​prise the force but are not intended to fit any specific scenario.  The service module is designed to be a basic building block to aid the planner in TPFDD development in both deliberate and time-sensitive planning.  

Shortfall.  The lack of forces, equipment, personnel, materiel, or capability' identified as a plan requirement that would adversely affect a command's ability to accomplish its mission and that are not immediately available to satisfy mission requirements. (JP 1-02)

Simplified Acquisition Procedures.  The methods prescribed in Part 13 for making purchases of supplies or services.  (FAR Part 13)

Simplified Acquisition Threshold.  Means $100,000, except that in the case of any contract to be awarded and performed, or purchase to be made, outside the United States in support of a contingency operation as defined in 10 U.S.C. 101(a)(13), the term means $200,000.

Sortie.  An operational flight by one aircraft. (JP 1-02)

Source (Transportation).  A TPFDD element that identifies the command or agency who will provide the transportation for the force from one location to another.  The transportation mode and source codes can be found in AFMAN 10-401.

Sourcing (Force).  The identification of the actual units, their origins and POEs to satisfy the notional force requirements in the TPFDD.  

Sourcing (Logistic).  The identification of the origin and determination of the availability of the non-unit-related logistics requirements in the TPFDD.  

Specific Tasking.  A phase of planning wherein responsible commanders and agencies designate actual units to fill the force list of an operation plan; normally deferred until the execution phase of planning but, in special circumstances, may be done when a plan is prepared.  

Specified Command.  A command that has a broad continuing mission and that is established and so designated by the President through the Secretary of Defense with the advice and assistance of the Joint Chiefs of Staff.  It normally is composed of forces from one Service.  (JP 1-02)

Standard Unit.  A type unit whose UTC and movement characteristics are described in the TUCHA file.  

Status of Resources and Training System (SORTS).  The system used to report the status of a unit's resources and training measured against that required to undertake the mission for which the unit was organized or designed.  (AFI 10-201)

Subordinate Commander.  A commander under the operational command of either a supported or supporting commander, normally a Service component commander or the commander of a subordinate unified command or subordinate joint task force. 

Subordinate Unified Command.  A command established by commanders of unified commands, when so authorized through the chairman of the Joint Chiefs of staff, to conduct operations on a continuing basis in accordance with the criteria set forth for unified commands.  A subordinate unified command may be established on an area or functional basis.  Commanders of subordinate unified commands have functions and responsibilities similar to those of the commanders of unified commands and exercise operational control of assigned commands and forces within the assigned joint operations area.   (JP 1-02)

Support Forces.  Nonflying forces such as those contained in the USAF War and Mobilization Plan, Volume 3, Part 2, which normally operate in a combat area and must maintain a deployment capability.  Not to be confused with supporting forces. (AFMAN 10-401)

Supported CINC.  The Unified or Specified commander-in-chief having primary responsibility for all aspects of a task assigned by the JSCP or by other authority. This term also refers to the commander who originates OPLANs in response to requirements of the Joint Chiefs of Staff. 

Supported Command.  A command receiving and exercising operational control over contingency forces.  

Supported Commander.  The unified or specified commander having primary

responsibility for all aspects of a task assigned in the Joint Strategic Capabilities Plan (JSCP) or otherwise assigned; the commander who originates operations plans in response to requirements of the Joint Chiefs of Staff.  (JP 1-02)

Supporting Command.  A command deploying forces to or providing other support to a supported command in a contingency operation.  

Supporting Commander.  A commander who furnishes augmentation forces or other support to a supported commander or who develops a supporting plan.  Includes the designated combatant commands and Defense agencies as appropriate.  (JP 1-02)

Supporting Forces.  Forces stationed in or to be deployed to an area of operations to provide support for the execution of an OPORD.  Operational command of supporting forces is not passed to the supported commander.  (JP 1-02)

Supporting Plan.  An operation plan prepared by a supporting commander or a subordinate commander to satisfy the requirements of the supported commander's plan.  (JP 1-02)

Sustainability.  The ability to maintain the necessary level and duration of combat activity to achieve national objectives. Sustainability is a function of providing and maintaining those levels of force, materiel, and consumables necessary to support a military effort.  (JP 1-02)

Sustainment.  The provision of personnel, logistic, and other support required to maintain and prolong operations or combat until successful accomplishment or revision of the mission or of the national objective. (JP 1-02)

T

Target Date.  The date on which it is desired that an action be accomplished or initiated.  (JP 1-02)

Theater.  The geographic area outside the continental United States for which a commander of a unified or specified command has been assigned military responsibility. (JP 1-02)

Throughput.  The average quantity of cargo and passengers that can pass through a port on a daily basis from arrival at the port to loading onto a ship or plane, or from discharge from a ship or plane to the exit (clearance) from the port complex. Throughput is usually expressed in measurement tons, short tons, or passengers. Reception and storage limitation may affect final throughput.  (JP 1-02)

Times.  All days, including C-Day, M-Day, and D-Day for deliberate planning are assumed to be 24-hours long.  However at execution they may be less since all days end at 2400Z.  The Chairman, Joint Chiefs of Staff, normally coordinates the proposed date with the commanders of the appropriate Unified and specified commands, as well as any recommended changes to C-day.  L-hour will be established per plan, crisis, or theater of operations and will apply to both air and surface movements. Normally, L-hour will be established to allow C-day to be a 24-hour day.  (JP 1-02))

· C Day.  The unnamed day on which a deployment operation commences or is to commence.  The deployment may be movement or troops, cargo, weapon systems, or a combination of these elements utilizing any or all types of transport.  The letter "C" will be the only one used to denote the above.  The highest command or headquarters responsible for coordinating the planning will specify the exact meaning of C-day within the aforementioned definition.  The command or headquarters directly responsible for the execution of the operation, if other than the one coordinating the planning, will do so in light of the meaning specified by the highest command or headquarters coordinating the planning.  

· D-Day.  The unnamed day on which a particular operation (i.e., land assault, air strike, naval bombardment, parachute assault, or amphibious assault) commences or is to commence.

· F-Hour.  The effective time of announcement by the Secretary of Defense to the military department of a decision to mobilize Reserve units.

· H-Hour.  The specific time at which an operation or exercise commences or is due to commence.  

· L-Hour.  The specific hour on C-day at which a deployment operation commences or is to commence.  

· M-Day.  The term used to designate the day on which mobilization commences or is due to commence.

· N-Day.  In deliberate planning, N-day signifies a negative C-day or the number of days preceding C-day.  In execution or time-sensitive planning, N-day signifies the day a unit is notified for deployment or Redeployment 

· Q-Hour.  The hour mobility operations start in preparation for deployment.

· R-Day.  Redeployment day.  The day on which redeployment of major combat CS and CSS forces begins in an operation.

· S-Day.  The day the President authorizes Selective Reserve callup (not more that 200,000).

· T-Day.  The effective day coincident with Presidential declaration of National emergency and authorization of partial mobilization (not more than 1,000,000 personnel exclusive of the 200,000 callup).

· W-Day.  Declared by the National Command Authorities, W-day is associated with an adversary decision to prepare for war (unambiguous strategic warning).

· X-Hour.  The effective beginning time of an exercise.

Time-Phased Force and Deployment Data (TPFDD).  The JOPES data base portion of an operation plan; it contains time-phased force data, non-unit-related cargo and personnel data, and movement data for the operation plan, including:

a. In-place units.

b. Units to be deployed to support the OPLAN with a priority indicating the desired sequence for their arrival at the port of debarkation.

c. Routing of forces to be deployed.

d. Movement data associated with deploying forces.

e. Estimates of non-unit-related cargo and personnel movements to be conducted concurrently with the deployment of forces.

f. Estimate of transportation requirements that must be fulfilled by common user lift resources as well as those requirements that can be fulfilled by assigned or attached transportation resources.  (JP 1-02)

TPFDD Maintenance.  The process that requires a supported commander to incor​porate changes to time-phased force and deployment data that occur after the TPFD becomes effective for execution.  The combatant commander in coordination with the supporting combatant commanders, service components, USTRANSCOM, and other agencies as required, conducts TPFDD maintenance.  At designated intervals, changes to data in the TPFDD, including force structure, standard reference files, and Services' TUCHA file, are updated in JOPES to ensure currency of deployment data.  TPFDD maintenance may also be used to update the TPFDD for CJCS or JSCP submission in lieu of refinement during the JOPES plan development phase.  (JP 1-02)

TPFDD Refinement.  For both Global and regional OPLAN development, the process consists of several discrete phases that may be conducted sequentially or concur​rently, in whole or in part.  These phases are Concept, Plan Development, and Review. The Plan development Phase consists of several subphases: Forces, Logistics, and Transportation, with shortfall identification associated with each phase.  The Plan Development phases are collectively referred to as TPFDD refinement.  The normal TPFDD refinement process consists of sequentially refining forces, logistics (non-unit-personnel and sustainment), and transportation data to develop a TPFDD file that supports a feasible and adequate overlapping of several refinement phases. The supported commander makes the decision, unless otherwise directed by the Joint Chiefs of Staff.  For Global planning, the Joint Staff in conjunction with USTRANSCOM conducts refinement conferences.  TPFDD refinement is conducted in coordination with supported and supporting commanders, Services, the Joint Staff, and other supporting agencies. USCINCTRANS will normally host refinement conferences at the request of the Joint Staff or the supported commander. (JP 1-02)

Time-Phased Force and Deployment List (TPFDL).  Appendix 1 to Annex A of the operation plan.  It identifies types and/or actual units required to support the opera​tion plan and indicates origin and port of debarkation or ocean area.  It may also be generated as a computer listing from the time-phased force and deployment data.  Also called TPFDD.  (JP 1-02)

Time-Sensitive Planning.  See Crisis Action Procedures)

Total Force Policy.  In the Department of Defense, both active Reserve Forces com​ponents are considered part of a single United States military resource.  Under the Total Force Policy, Selected Reserves are the initial and primary source of augmenta​tion of the active forces in emergencies that require rapid expansion of the active force. 

Transportation Component Command (TCC).  One of three components of USTRANSCOM.  The Air Force component is AMC.  The Navy and Army components are MSC and MTMC respectively.

Transportation Control Unit (TCU).  The TCU is responsible to the Mobility Control Center for accomplishing all transportation activities required to process cargo and personnel for deployment. 

Type Unit Characteristics Data File (TUCHA).  It provides standard planning data and movement characteristics of personnel, cargo, and accompanying supplies associated with deployable type units of fixed composition.  The TUCHA file contains the weight and volume of selected cargo categories, physical characteristics of the cargo, and the number of personnel requiring non-organic transportation.  (JP 1-02))

U

Unified Action Armed Forces (UNAAF).  A publication setting forth the principles, doctrines, and functions governing the activities and performance of the Armed Forces of the United States when two or more Services or elements thereof are acting together.  (JP 1-02)

Unified Command.  A command with a broad continuing mission under a single commander and composed of significant assigned components of two or more Services.  Established with the advice and assistance of the Joint Chiefs of Staff or, when so authorized by the Joint Chiefs of Staff, by a commander of an existing unified command established by the President.  (JP 1-02)

Unit Candidate List (UCL).  A COMPES application which compares selected TPFDD force records against SORTS data from which a UCL provides the planner current unit status, so the planner can accelerate or defer unit deployments during execution planning and/or actual OPLAN execution. 

Unit Designation List (UDL).  A list of actual units by Unit Identification Code designated to fill requirements of a force list.  (JP 1-02)

Unit Equipment (UE).  The equipment prescribed by the table of organization and equipment or national equivalents pertaining to that unit.  

Unit Identification Code (UIC).  A six character alphanumeric code that uniquely identifies each Active, Reserve, and National Guard unit of the Armed Forces.  (JP 1-02)

Unit Level Code (ULC).  A TPFDD data element indicating the level of command of the force requirement.   

Unit Line Number (ULN).  A seven-character alphanumeric code that uniquely describes a unit entry (line) in a JOPES TPFDD.  

Unit Manpower Document (UMD).  A detailed manpower listing, drawn from the Unit Authorization File, reflecting the distribution of manpower allocations into a finite structure of authorizations (by work center).(AFI 38-201)

Unit-Related Equipment and Supplies.  All equipment and supplies that are assigned to a specific unit or that are designated as accompanying supplies.  The logistic parameters of these items ate contained in the TUCHA standard reference file.  

Unit Type Code (UTC).  A five-character alphanumeric code that uniquely identifies each force package.  (AFMAN 10-401)

UTC Consumption Factors File (UCFF).  JOPES ADP plan-unique file that provides the use rate (consumption rate) by pounds-per-unit-per-day for supply classes and sub-classes or for ClNC-essential sustainability' items.  

UTC Group.  A file or name given to a family of UTCs having a common or related mission (e.g. 3FSCU, 18PA, F111F, and 3FSCB, 18PAA, F111F tactical fighter squadron, 4F9E2 and 4F9E7, Prime Beef Follow-on Team).  LOGMOD-B uses a sixth position suffix code to identify different versions of one UTC tailored for different missions or deployment locations. 

UTC Package.  A statement of force capability with associated manpower and logistics support requirements keyed for automated data processing.  An UTC package is comprised of a 5-character UTC, a 31-character UTC title, a mission capability statement, and applicable MANFOR and LOGFOR support detail data.  (AFMAN 10-401)

V

Voluntary Training.  Training in a non-pay status for Individual Ready Reservists and active status Standby Reservists.  Participation in voluntary training is for retirement points only and may be achieved by:

· Training with Selected Reserve or Voluntary Training Units; 

· Active duty training; 

· Completion of authorized military correspondence courses; 

· Attendance at designated courses of instruction; by performing equivalent duty; 

· Participation in special military and professional events designated by the Military Department; or

· Participation in authorized Civil Defense activities.  (AFI 10-402)

W

War and Mobilization Plan (WMP).  The WMP provides the Air Staff and Air Force commander with current policies and planning factors for conducting and supporting wartime operations.  It establishes requirements for developing mobilization and planning programs for industrial production to support sustained contingency operations of the programmed forces. 

War Game.  A simulation, by whatever means, of a military operation involving two or more opposing forces, using rules, data and procedures- designed to depict an actual or assumed real life situation.  (JP 1-02)

War Readiness Spares Kit (WRSK).  See RSP.

War Reserve Materiel (WRM).  That portion of materiel, above and beyond peacetime operating stocks, required to support the increase activity of forces during wartime. WRM is necessary to assure the timely response and sustainability of weapon systems to support forces, activities and mission objectives for wartime scenarios consistent with Defense Guidance.  (JP 1-02)

Worldwide Military Command and Control System (WWMCCS).  A system which establishes a set of command and control capabilities supporting the NCA, JCS, and major field commanders, down to the Service component commands.  

WWMCCS Intercomputer Network (WIN).  A system that provides the planning community the ability to share the workload among computer centers, rapidly query programs and data files at remote locations, update and transfer files remotely, send messages and already-formatted data, and teleconference.  

APPENDIX 2 - DEPLOYABLE CONTRACT ACTION TRACKING SYSTEM (DCATS)

The control and reporting of contracting actions performed during a contingency operation have always been a point of concern to operational contracting office.  Contingency plans normally contain procedures to record all transactions on manual logs.  The vast quantity of transactions performed for Operation Desert Storm stressed the need for a better way to control contracting actions.

The AFLMC developed the Deployable Contract Action Tracking System (DCATS) for Operation Desert Storm to provide an automated method of tracking and reporting contract actions to HQ CENTAF.  ‑ We developed DCATS to operate on laptop computers, but it will operate on any MS‑DOS based PC.  The system is now being expanded for use with all contingency contracting operations.  The expansion will include the capability to download the recorded transactions to the BCAS database.

DCATS is menu driven and provides the capability to load demands, report award actions, cancel requirements, transfer demands to other contracting activities, and generate a variety of reports.  It provides for automatic assignment of solicitation numbers, but still allows the use of manually assigned numbers if so desired.  DCATS does not produce printed contract documents like the abstracts and DD 1155s/SF 1449s.  It is intended for use with SF 44s, imprest fund actions, or BPA calls.

DCATS is designed for simple field use.  Every screen and every field provides menu text assistance on the screen.  The menu‑assist messages help the CO complete the required entries. The system also provides error messages at the bottom of the screen if an edit condition has not been met.  The user's guide is distributed on the DCATS software disks and can be printed when the system is originally loaded on a computer.

The system has a limited number of internal edits.  Contingency contracting officers must have the knowledge to properly assign stock numbers, negotiation authorities, and procurement instrument identification numbers.  Programming the system with edits to prevent all possible reporting errors would have slowed the processing time and increase the required internal disk space required to hold the system.

NOTE:  At this time the Air Force is looking into replacing DCATS with an automated contingency contracting management system that will provide a user friendly system, a flexible windows environment, and a reporting and tracking system capable of answering the what, when, where, why and how of each transaction.
APPENDIX 3 - HIGHER HEADQUARTERS AND MAJCOM SUPPORT

Two Approaches

1. Hands off: If the office affected by a natural disaster has experienced leadership and personnel, the best way MAJCOM staffs can support the base is by staying out of the way.  Grant the necessary waivers and then monitor the situation.  Provide help to the office only if asked.  For example, if the base is having trouble securing lateral support, step in and run interference for them.  However don't burden the base with requests for status reports unless there is a valid necessity.

2. Hands‑on: If base personnel are not experienced, be pro‑active in supporting recovery efforts.  MAC headquarters sent a Disaster Assessment Team to Charleston AFB.  This team including a contracting representative, aided in assessing emergency requirements and set the priorities for workload on base.  At the time, there was no Base Contracting Officer at Charleston AFB.

TDY Support

If necessary, MAJCOMs can coordinate TDY support for the effected bases.  Short‑term TDYs (30‑60 days) proved unproductive at Charleston AFB.  Personnel were not there long enough to be effective.  Administrators were continually changing with TDY personnel coming and going.  We suggest a minimum of three months with a six-month TDY desirable. Additionally, TDY support personnel must be experienced, warranted administrators.  During disaster recovery, the last thing you need is to have to train TDY personnel on construction contract administration procedures.

APPENDIX 4 - SIX BASIC COMMANDMENTS FOR DEPLOYED CCOS

PREPARE YOUR HOME FIRST!
Key:  Establish central location

· Near customers

· Secure adequate space

· Utility connections

KNOW YOUR BOSS AND YOUR CUSTOMERS
Key: Attend all key meetings

· Get on the agenda

· Identify who, what, when

· Know critical requirements

· Discuss plan

· Request to be informed

BE MOBILE, FLUENT AND INNOVATIVE
Key: Obtain transportation and communications

· Request, rent, lease or buy vehicle

· Get a radio

· Hire an interpreter

KNOW YOUR TERRITORY

Key: Locate local sources

· Ask your guide

· Document locations, contacts

· Identify services available

· Discuss purchase and payments

· Ask for leads

PUBLICIZE YOUR PLAN
Key: Write it out

· Get your boss' approval

· Publish

BE THE LAST TO REDEPLOY
Key: Don't leave unfinished business

· Finalize all payments

· Close out contracts

· Document your actions

PLANNING BEGINS AT HOME-AND STARTS OVER WHEN YOU RETURN
APPENDIX 5 - CCO PERSONAL DEPLOYMENT KIT SUGGESTED SAMPLE

Each person assigned to a mobility position shall maintain all mobility-related training certifications and documents in a centrally located folder/bag that will be readily available for no-notice deployment.  The folders/bags shall be secured and shall further contain the following:

1.
Identification Tags (Dog Tags)

2.
Updated Shot Records

3.
Pay Documentation/Leave and Earnings Statement

4.
Government Drivers License (if necessary)

5.
International Drivers License (if necessary)

6.
Personal Passport

7.
Paperwork for "Official Passport"

8.
Pre-approved Clothing Allowance documentation

9.
Documentation for wear of civilian clothing while on official business

10.
Record of Weapons qualification

11.
Chemical Warfare Training certification

12.
Adequate uniforms designed to meet particular deployment requirements (or checklist/listing of clothing requirements to put in the kit before deployment)

13.
Chemical warfare gear

14.
Civilian clothing for duty operations

15.
Flashlight/batteries

16.
A statement that the CCO has, if applicable, a current:

a.
Last Will and Testament

b.
Power of Attorney (Limited) for Spouse

c.
Power of Attorney (Limited) for one or more third parties to obtain 


medical treatment for the CCOs minor children, if applicable.

d.
Arrangements for the care of his or her minor children during a deployment (primarily for a single parent or where both parents are subject to simultaneous deployment).

17.
Next of kin information

18.
List of important phone numbers

ATTACHMENTS

ATTACHMENT 1 - SAMPLE UTC

**UNCLASSIFIED**

UTC
CMD/FM
UNIT NAME
EVAL
OFF
AMN
CIV
TOT
XFFS1
ACC/
BASE SUBSISTENCE SUPPORT TEAM
TM
0
3
0
3

MISSION/CAPABILITIES
PROVIDES TROOP ISSUE MANPOWER SUPPORT FOR BASES OPERATING WITH AND WITHOUT BASE TROOP ISSUE FUNCTIONS.  THIS UTC IS DESIGNED TO PROVIDE SUPPORT TO AN INITIAL POPULATION OF 400 REQUIRING TROOP ISSUE SUPPORT.  THIS UTC WILL ONLY APPLY AT LOCATIONS WHERE THE TOTAL POPULATION WILL BE 600 OR MORE.  FOR POPULATIONS FROM 600-1100 IT WILL BE AUGMENTED WITH XFFS3 OR XFFS5.  POPULATIONS OVER 1100 WILL BE AUGMENTED WITH XFFS2 PRIOR TO APPLYING XFFS.  THIS UTC CAN OPERATE FROM FIXED FACILITIES OR FIELD CONDITIONS USING FIELD EQUIPMENT.  APPLIED ONLY ONE TIME AT A GIVEN BASE.  APPLIES TO ALL TYPES OF BASES.

MANPOWER DETAIL
XFFS1 4635- TROOP ISSUE WHSEG

POSITION
AFSC
GRADE
QUANTITY R 
SUBSIST OPNS SPEC
61251
2

SUBSIST OPNS TECH
61271
1

FUNCTIONAL TOTAL
3

LOGISTICS DEPLOYMENT REQUIREMENTS


BULK
OVERSIZE
OUTSIZE
NON-AIR
TOTAL
SHORT TONS
3.6
2.2
0.0
0.0
5.8

MEAS TONS
12.0
9.0
0.0
0.0
21.0

SQUARE FEET
66.0
31.0
0.0
0.0
97.0

**UNCLASSIFIED**

ATTACHMENT 2 - NEW CONTRACTING UTCS

MISSION CAPABILITIES STATEMENT

XFFK1 CON AV CONTRACTING SPT IND
UTC CLASSIFICATION  (U)

Provides contracting support for an aviation squadron in an independent UTC force module at a bare base deployment site with pre-surveyed and pre-developed market contract sources.  Other contracting UTC packages may be used to augment if deployed to a remote location where it will be particularly difficult to conduct business without extensive travel.  This UTC may be used to augment a contracting office already established close to the business market.  This UTC includes the same equipment outlined in the XFFK4 UTC.  At least the lead member of this team and the cargo element will be deployed to be present at the destination prior to or on the same day the lead aviation unit arrives.  Accounting and Finance UTC XFFAB must be deployed with this lead contracting member.  The 064P3 may be substituted as a minimum 6C071.  Two members must be APDP CON Level II certified, one must be APDP CON Level I certified.  There are no APDP certification requirements for the remaining member.

POSITION
AFSC
GRADE
QUANTITY

CONTRACTING
064P3
O3
1

CONTRACTING CRAFTMAN
6C071
2

CONTRACTING JOURNEYMAN
6C051
1

FUNCTIONAL TOTAL

XFFK1
RECAPITULATION
OFFICERS
AIRMEN
TOTAL


1
3
4

XFFK2 CON AV CONTRACTING SPT DEP

UTC CLASSIFICATION  (U)

Provides limited contracting support for an aviation squadron in a dependent UTC force module. This UTC is used to augment a XFFK1 UTC when the workload or work environment (distance to market) requires additional contracting support.  When deployed as a dependent package, members will hand carry a contracting kit containing the items set forth in AFFARS Appendix CC.  This UTC may be used independently when operation size does not justify UTC XFFK1.  When deployed independently, UTC XFFK4, and Accounting and Finance UTC XFFAC must also be deployed.  One member must be a 6C071 and one member must be a 6C051.  One member must be APDP CON Level II certified.  

POSITION
AFSC
GRADE
QUANTITY

CONTRACTING CRAFTMAN
6C071
1

CONTRACTING JOURNEYMAN
6C051
1

FUNCTIONAL TOTAL
XFFK2
RECAPITULATION
OFFICERS
AIRMEN
TOTAL


 
2
2

XFFK3 CON AV CONTRACTING SPT IND

UTC CLASSIFICATION  (U)

Provides contracting support for XFFK1/XFFK2 UTCs or for isolated activities which do not need a full contracting contingent.  The member will hand carry a contracting kit containing the items set forth in AFFARS Appendix CC, with the exception that only one laptop computer will be required.  This UTC may be used independently when operation size does not justify UTCs XFFK1/2.  When deployed independently, UTC XFFK4, and Accounting and Finance UTC XFFAE must also be deployed.  The 64P3 may be substituted by a minimum 6C071 when political/cultural conditions permit.  The member must be APDP CON Level II certified. 

POSITION
AFSC
GRADE
QUANTITY

CONTRACTING
064P3
O3
1

FUNCTIONAL TOTAL
XFFK3
RECAPITULATION
OFFICERS
AIRMEN
TOTAL


1
 
1

XFFK4 CON CONTRACTING EQPMNT PKG

UTC CLASSIFICATION  (U)

Provides equipment outlined in AFFARS Appendix CC for UTCs XFFK2/6 when deployed as independent packages or as supplemental equipment for UTC XFFK1 when augmented.  This UTC should be used for every two XFFK2/6 UTCs deployed to augment other UTCs.  The XFFK3 will hand carry all equipment as listed in AFFARS with the exception that only one laptop computer will be required. 

XFFK6 CON NON-AV CONTRACTING SPT

UTC CLASSIFICATION  (U)

Provides support to a unified component command contracting staff as requested by the head of the contracting activity of the air component.  When used to support a contracting staff, one XFFK6 should be deployed for every three deployed aviation squadrons.  This UTC may also be used to support other non-aviation units.  When used to support a stand-alone contracting operation, deploy one UTC XFFK6 per population of 800 personnel, and include UTC XFFK4 (Contracting Equipment), and Accounting and Finance UTC XFFAC.  The 064P3 may be substituted with a minimum 6C091 or the enlisted member may be substituted with a 64P3, depending on site requirements and resource availability.  Both members must be APDP CON Level II certified.

POSITION
AFSC
GRADE
QUANTITY

CONTRACTING
064P3
O3
1

CONTRACTING CRAFTMAN
6C091
1

FUNCTIONAL TOTAL

XFFK6
RECAPITULATION
OFFICERS
AIRMEN
TOTAL


1
1
2

ATTACHMENT 3 - SORTS & DOC STATEMENT

















ATTACHMENT 4 - TIME PHASED FORCE AND DEPLOYMENT DATA LIST (TPFDDL)

SAMPLE TPFDL


ULN
PROV GEO
AUTH
AUTH

FRN
FI
UTC
FORCE DESCRPT
ORG
LOC
UIC
UNIT
PERS
PASS
S-TONS

TU760
A
3NCCA
16 C-130E
ANG
SMWHR
TOT
0823TALSQ
416
336
120.9

GEOLOC
CODE
CNTRY
NAME
ALD
RLD
EAD
LAD
RDD
MODE
SOURCE
ORIG
BEAN
TEXAS
THERE AFB
C000

POE
BEAN
TEXAS
THERE AFB
C000
AIR
AMC

INTERMEDIATE:
GONE
IOWA
PINTO AFB
C000
C001

INTERMEDIATE
OOPS
AZORES
LAJES AFB
C001
C002

POD
SAME
SILICA
OMAR SHABAZ

DESTINATION
SAME
SILICA
OMAR SHABAZ
C002
COO3

TPFDL NOTES:

LINE 1:
LINE TWO:

UNIT LINE NUMBER = TU760 A
ORIGIN (ORIG) = THERE AFB

FORCE REQUIREMENT NUMBER = TU760
PORT OF EMBARKATION = THERE

FRAGMENTATION CODE = A
INTERMEDIATE STOP/S = GONE/OOPS

INSERT CODE = NONE
PORT OF DEBARKATION = SAME, SILICA

UNIT TYPE CODE = 3NCCA
DESTINATION = OMAR SHABAZ

FORCE DESCRIPTION = 16 C-130E
GOLOC = CODE/COUNTRY/NAME

PROVIDING ORGANIZATION = ANG
COUNTRY (CNTRY) = AS STATED

GEOGRAPHIC LOCATION = BEAN
NAME OF BASE = AS STATED

UNIT IDENTIFICATION CODE = TOT
AVAILABLE TO LOAD DATE (ALD) = C000

UNIT = 0823 TALSQ
READI TO LOAD DATE (RLD) = COOO

AUTHORIZED PERSONNEL = 416
EARLIEST ARRIVAL DATE (EAD) = COOO

AUTHORIZED PASSENGERS = 336
LATEST ARRIVAL DATE (LAD) = C002

SHORT TONS (2,000 LBS.) = 120.9
REQUIRED DELIVERY DATE (RDD) = COO3

CDAY = C000
MODE OF TRANSPORTATION = AIR

C+1 DAY = C001
SOURCE OF TRANSPORTATION = AMC 

ATTACHMENT 5 - TPFDDL ANALYSIS WORKSHEET

STEP I.  Determination of tasking

A.  Total Taskings from Home Station:

XFFB6

XFFK2


XFFB7

XFFK3


OTHER XFFB?

XFFK4


JFJAB

XFFK6


JFJAC




XFFK1

TOTAL


B.  Destination Bases Supported by your contracting Unit:

BASE A


BASE B


Others


C.  Total Contracting Taskings to Base A (from all departure locations):  

XFFB6

XFFK2


XFFB7

XFFK3


OTHER XFFB?

XFFK4


JFJAB

XFFK6


JFJAC




XFFK1

TOTAL


D.  Total Contracting Taskings to Base B (from all departure locations):  

XFFB6

XFFK2


XFFB7

XFFK3


OTHER XFFB?

XFFK4


JFJAB

XFFK6


JFJAC




XFFK1

TOTAL


STEP II.  Timing Analysis

A.  List each contracting-related UTC deploying into Base A, in Sequence as follows
SEQUENCE NUMBER
UTC
SOURCE UNIT
EARLIEST ARRIVAL DATE
LATEST ARRIVAL DATE





































B.  List each contracting-related UTC deploying into Base B, in Sequence as follows

SEQUENCE NUMBER
UTC
SOURCE UNIT
EARLIEST ARRIVAL DATE
LATEST ARRIVAL DATE





































C.  List arrival timing of the first significant base population elements for each base.

BASE
MAJOR BASE POPULATION ARRIVAL--EARLIEST
MAJOR BASE POPULATION ARRIVAL--LATEST

A.



B.



C.



STEP III.  Support Function Arrivals
UTC
FORCE DESCRIPTION
EARLIEST ARRIVAL DATE
LATEST ARRIVAL DATE


Accounting and Finance




Supply




Transportation




Services




Civil Engineering




Communications




Weapons System Security




Other



STEP IV.  Total Permanent Base Population Analysis

A.  Computation of Daily Totals:
Day 1
Day 2
Day 3
Day 4
Day 5
 Day 6
 Day 7
 Day 8 
Day 9 
Day 10













































Day 11
Day 12
Day 13
Day 14
Day 15 
Day 16
Day 17
Day 18
Day 19
Day 20













































B.  Total Population Growth




TOTAL POPULATION GRAPH


C.  Contracting UTC “Coverage” factors
UTC
POPULATION FACTOR

XFFB6
1500 (Basic Independent Aircraft Package)

XFFB7
800 (Augmenting Dependent Aircraft)

JFJAB
600-800 (Augmentation Package)

JFJAC
500 (Augmentation Package)

XFFK1
1500 (Basic Independent Aircraft Package)

XFFK2
600-800 (Augmenting Dependent Aircraft Package)

XFFK3
400 (Augmentation for XFFK1 or 2)

XFFK4
Equipment only for use when 2 or  more XFFK2 packages are tasked with a basic XFFK1 package

XFFK6
800 (Augmentation for Component Command)

NOTE:  XFFB1 through XFFB7 are being discontinued as are JFJAB and JFJAC.  Until they are phased out, they will have to be included in your analysis.

D.
Summary

1.  Total Base Population


2.  Total Population Coverage from combined contracting UTCs


3.  Gross surplus/deficiency


4.  Number of XFFK2 augmentation packages needed to cover  (or subtracted)


5.  Number of XFFK4 augmentations required


V.  TRANSIENT POPULATION
Computation of Daily Totals:

Day 1
Day 2
Day 3
Day 4
Day 5
 Day 6
 Day 7
 Day 8 
Day 9 
Day 10













































Day 11
Day 12
Day 13
Day 14
Day 15 
Day 16
Day 17
Day 18
Day 19
Day 20













































CHECKLIST FOR EVALUATING IMPACT OF EXTRANEOUS (NON-POPULATION) FACTORS ON CONTRACTING WORKLOAD

A.  Economic Infrastructure


Will these factors impact your manning?

1.  Transportation


2.  Communications


3.  Currency Problems


4.  Business sophistication


5.  Regularity of business hours


6.  Availability of 24 hour sources


7.  Other


B.  Geographic Factors


Will these factors impact your manning?

1.  Distance to sources


2.  Terrain between deploy base and planned sources


3.  Proximity of sources to each other


4.  Other


C.  Cultural Factors


Will these factors impact your manning?

1.  Language barrier


2.  Gender discrimination


3.  Rank discrimination


4.  Business customs (bartering, bribes ceremonial actions before transactions)


5.  Hostility to U.S and Allies


6.  Other


D.  Climatological Factors:


Will these factors impact your manning?

1.  Monsoon/rainfall patterns


2.  Regular severe weather conditions


3.  Temperature extremes


4.  Snow/Ice presence


5.  Winds/ dust/fog


6.  Other


E.  Prepositioned WRM


Will these factors impact your manning?

1.  Supply adequate for all units tasked to use it


2.   Allocation to other U.S. or NSTO Forces reduce availability to your units?


3.  Distance to/accessibility of those resources


4.  Available at your unit during EAD/LAD?


5.  Other


F.  Support required to/from your unit by joint or allied forces:


Will these factors impact your manning?

1.  Collocated host nation forces provide support to you


2.   Joint forces support your unit?


3.  Requirement to support joint or allied forces?

                                 a)  transitory

                                 b)  permanently collocated


4.  Other


G.  Centralized Contract Support Available Within AOR?


Will these factors impact your manning?

1.  Are you tasked to support a central facility with your manpower


2.  Is a central facility available to assist you with items not readily available near your base?


NET CHANGE IN MANNING REQUIRED FROM

EXTRANEOUS FACTORS



             +/-    _________________

TPFDL ANALYSIS SUMMARY
1.  Permanent Deployed Population


2.  CCO Requirement for #1


3.  Manning Adjustment for Peak Transient Population


4.  Manning Adjustment for Extraneous Factors


5.  Total Adjusted CCO  Requirement





ATTACHMENT 6 - AFTER ACTION REPORT SAMPLE

DEPARTMENT OF THE AIR FORCE

4TH FIGHTER WING (ACC)

SEYMOUR JOHNSON AIR FORCE BASE NC

04 Oct 96

MEMORANDUM FOR HQ ACC/LGCP (CMSgt King)

130 Douglas St., Suite 120

Langley AFB VA 23665‑2791

FROM: 4 LGC/CC

1695 Weight Ave.

Seymour Johnson AFB NC 27531‑2459

SUBJECT: After Action Report, AEF III‑ Operation SOUTHERN WATCH

1. This after action report is prepared in accordance with AFFARS Appendix CC, paragraph CC‑502‑4a. (3).

2. The following is information regarding the contingency itself:

Deployed Location: Emir Air Base, Qatar

Deployed CCOs: 2Lt Jeremy W. Ingram, SSgt William J. Overby, SSgt Lynette


Longino.

Duration of Site Survey: 15 May‑ 22 May 96

Duration of Deployment: 02 June‑ 08 Sep 96

Contingency Purpose: In support of the third Air Expeditionary Force composed of F‑15Es from Seymour Johnson AFB and F‑16s from Eglin AFB and Shaw AFB.

3. Potential Sources of Supply: See attached list of vendors, items supplied, phone numbers and POCs. Sources were plentiful for the majority of items. Most businesses belonged to a group, or conglomerate, so if one business did not have what you were looking for they could usually refer you to someone who could provide for your needs.

a. Host Nation Support: The Qatari Air Force (QAF) provided some furniture, aircraft maintenance space and jersey barbers. An acquisition agreement with the QAF for ground fuel was written by CENTAF.

b.U.S. EMBASSY: We did not use the embassy for sourcing. They did consent to handling the payment of the phone bill for all the phones at the installation since an invoice could not be obtained prior to redeployment. Finance completed a military pay request (MIPR) which transferred funds to the U.S. Embassy enabling them to make payment.

c. Servicing U.S. Military Installations: The 4409th helped with some small purchases. They sourced and procured some desert nametapes and Gatorade, which was unavailable in Qatar.

d. Problems encountered with the Contracting Process. Qatar is an Islamic nation and observes all the customs & holidays as such. The workweek is Saturday through Wednesday with the weekend being Thursday and Friday. Many of the businesses are open on Thursday but all are closed on Friday. Business hours are normally 0800‑1200 in the morning with a lunch break between 1200‑1600 and 1600‑2000 in the evening. Catering, refuse, custodial, and sewage worked on the weekend due to the existing BPAs.

Obtaining passes onto the installation for contractors was extremely difficult. All pass information had to be routed through the QAF security police. Operations in the AOR are much different than in the states and most of the contractors had to rely on whom they knew in order to obtain a pass. Some of the apparent low bidders on some of our contracts did not start work for two weeks while others obtained a pass in minutes and started work immediately. Contracts were not awarded with enough lead-time to allow the contractors to obtain passes. This resulted in having to use the contractors with passes until the apparent low could obtain a pass.

Customers provided inadequate item descriptions. Terminology in the deployed location is not the same as in the U.S. For example, they use the metric system. In addition, many hours were wasted trying to locate customers in order to find out exactly what was needed. In order to minimize the item description problems a contracting individual was available to quality check each individual AF Form 9 (purchase request) as they were turned into Contracting.

All service type requirements should be identified well in advance and CCOs should deploy with funding for initial requirements. A functional representative from the major customers, CE and Services, need to be a part of the initial deployment to coordinate the preparation/completion of each Statement of Work (SOW) for food service, janitorial, sewage, laundry, etc. The majority of the SOWs received were generic and not customized. Customers should forecast their needs and include them in the initial SOW.

Some type of entertainment fund is needed in order to be hospitable to the contractors. We worked out of a hotel room and it would have been nice to be able to offer coffee/tea or some other type of beverage while conducting business since offering some type of beverage is one of the local customs.

Many hours had to be spent training personnel on AF Form 9s. Training also had to be given to the QAEs on the major BPAs such as catering, laundry, refuse collection and sewage collection. QAEs were not trained on their responsibilities prior to deployment. If possible, identify who the QAEs will be on the deployment and conduct a training session prior to deploying. If it is not possible to identify and train QAEs prior to deployment, conduct a training session as soon as they arrive and stress the importance of a QAE. A contracting representative was designated for half of a day to assist individual QAEs and quality check all AF Forms 9 before customers turned them into contracting.

After the Kobar towers bombing, security increased enormously. All personnel residing in the hotels were moved onto the camp. Contracting moved backed to the Sheraton Doha hotel after one day in order to operate effectively. In order to have a professional environment to meet with contractors, a suite in the hotel was utilized. This provided a place to meet with contractors which was separate from our sleeping quarters. Travel was restricted to official business only and we had to travel in pairs. This somewhat reduced our manpower since it took two people to leave the hotel. We used the paying agent as our escort as much as possible. We were not allowed to carry weapons, but we never felt threatened in any way while conducting business in Qatar.

Some items were expensive and difficult to obtain than others, (i.e. lumber, computer parts & supplies, and copier parts & supplies). The majority of hard to find items could be located but were rather expensive. We had trouble finding vendors capable of repairing printers, computers, and copiers. Parts for the American made items had to be shipped from overseas which would make the cost of the repair unreasonable and performance period unacceptable. Recommend extra toner cartridges, U.S. size paper, spare parts, etc. be purchased stateside for inclusion in deployment kits.

The currency rate never fluctuated during our time in Qatar and seems to be very stable. Finance acquired an exchange rate that was slightly lower than the local currency rate. Be sure to tell contractors to invoice in Qatari Riyal versus U.S. dollars, if not, the contractor will not receive as much money as he expected due to the lower exchange rate. Most of the contractors invoiced in Qatari Riyal but for some reason we had a few try to ‑invoice in U.S. dollars.

e. Local Transportation, Billeting, and Communication Resource Availability: BPAs were established with all the local car rental agencies in order to meet all the transportation requirements. A shortage of rental vehicles exists in Doha, Qatar. Utility vehicles are scarce as well as passenger vans. The army is currently in Qatar, establishing a permanent post and had most of the utility vehicles rented. We discussed the possibility of accidents and payment before renting the cars and both parties understood the correct procedure. However, we did experience difficulties with our customers following the correct procedures. All personnel were restricted to the installation, so all the accidents occurred on the camp. All accidents in Qatar require a Qatari civilian police accident report. In Qatar, without an accident report the company's insurance will not cover the costs of the damages. There were some instances where accidents occurred and the Qatari Police were never called out to the site to complete an accident report. Days went by before the police were actually called, so the police report did not state who was at fault for the accident. The company's insurance would not cover the damages due to the negligence of the government for not following the proper procedures. A settlement for the damages was reached, but could have been avoided had the customers followed the proper procedures as briefed. Ensure all companies understand that all insurance and damage risks are at the expense of the contractor and that all your vehicles have full coverage insurance. In addition, ensure all personnel are briefed on the proper procedures for accidents and damages. Recommend reserving as many utility vehicles as far in advance as possible. Cars are not meant to be driven on the rough terrain that exists on the installation. A few cars were damaged from driving on the terrain. The Government had to pay for these damages which could have been avoided had more utility vehicles been provided by the Air Force since the supply of local utility vehicles is so low.

BPAs were established with four of the local hotels for billeting. Only the Sheraton Doha BPA was utilized since everyone was restricted to the camp. The only personnel that resided downtown in the hotel were Finance and Contracting. It was vital to the success of the mission that Contracting and the paying agent remain downtown in order to provide a professional meeting place as well as expedient delivery of supplies. Due to contracting and finance working together in the hotel, vendors were able to receive payment, drop off supplies, discuss important concerns in person with no hassles of waiting in long lines at the gate or having to go through the tedious process of obtaining a pass. The end result was customer satisfaction and mission success.

Cellular telephones were rented from two different contractors in order to meet our requirements. These were invaluable communication tools throughout the deployment. These were essential for contracting officers. It allowed us to stay in constant communication with each other and with personnel at the site. Our Logistic Group commander, who approved all purchases for the deployment, could contact his contracting officers at any time with requests or questions. Business over the phone could be conducted at any place and saved us a tremendous amount of time. COMM took approximately two weeks in setting up the telephone network and took it down approximately one week prior to redeployment. The cellular phones allowed us to stay in touch with all of our major customers when questions or concerns arose. Recommend Services and CE have cellular phones throughout the entire deployment. Open communication is vital to the success of the deployment. A daily meeting should be held with all your major customers to ensure clear and open communication, especially during the build up and tear down. Recommend looking into the possibility of purchasing cellular phones that are compatible with the service provided overseas for each contingency kit.

f. Adequacy of Facilities: We worked out of a hotel suite, which provided a professional environment for meeting with contractors that was separate from our sleeping quarters. We were also given a desk at the site in the Logistics Group area. A contracting representative was at the desk in the mornings to answer any contracting questions, quality check AF Forms 9 and help out the QAEs.  A local policy was written and publicized regarding local purchasing procedures detailing AF Form 9 preparation. The LG was the final approving authority on all requirements, which was extremely helpful and contributed to the success of our deployment. It required less running around for the customer since we were located in the same facility as the Logistics Commander. All commanders provided their full support and backing of this policy which ensured all requirements were essential for mission accomplishment. A folder was maintained at our desk 24 hours a day to leave AF Forms 9 if we were not at the site to receive them.

g. Deployed Commander Support: Contracting received excellent support from all the deployed commanders. The LO was extremely supportive and ensured that all requirements were mission essential which made our job much easier. The public policy of having the Logistics Commander review, prioritize, and approve all requirements was key to the success of the deployment. We met weekly with the Logistics Commander to discuss ongoing contracts and the weekly expenditure report, which was extremely helpful in managing costs. Since we deployed as a unit from the same base, the chemistry and working relationship was already established.

h. Specific Problems Anticipated at Location: The normal day‑to‑day problems and the occasional weird requirements were encountered but for the most part, the deployment went well.

(1) Portable Toilets: These were one of the unusual requirements we encountered. Portable Toilets in Qatar were not available. We found a source in Qatar that was willing to import them from U.A.E. and the UK. Field latrines were set up in tent city but portable toilets were needed at various work sites. Another problem was the fact that CE never informed us they would be needing portable toilets. We assumed CE was going to provide the toilets. The question was brought up to CE while reviewing their statement of work for sewage collection. CE informed us they would be needing portable toilets only one week prior to arrival and the portable toilets were not delivered until 1 month later. Some problems were encountered with the delivery while clearing customs. As a result, CE had to build some temporary portable toilets. Initially we were going to lease the portable toilets, but the contractor wanted to get rid of the toilets so he made us an offer to buy the toilets at his cost, which was cheaper than the cost of leasing. The toilets are nice but the storage capacity is about a quarter of the size that we are used to in the states. With the amount of people we had on site, the toilets needed to be emptied three times a day. Since CE was having to empty the toilets they were not too happy. Recommend taking portable toilets from the U.S. in the future.

(2) Sewage Collection: Not only did finding portable toilets give us problems, but servicing them as well. The Statement of Work for sewage collection included solid and liquid waste. We had difficulty finding a company capable of removing the solids. In fact, there was not one sewage truck in Doha capable of removing solids. One company known as DAMAC had a truck capable of removing solids located in the U.A.E., but were not willing to remove the truck from its current site since it was already obligated to other jobs. CE had to use their sewage removal wagon to remove the solids.  When they submitted their manning requirements they did not anticipate having to dedicate personnel to collect sewage. An additional sewage collection wagon came in the Harvest Falcon kit, which was a life savior. Had this problem been anticipated ahead of time there may have been a company willing to acquire a truck capable of removing solids. Since the majority of people in Qatar do not use toilet paper, solids do not accumulate as fast; therefore, they are not a problem.

(3) Caterer: A caterer out of the U.A.E provided food service. The contractor was outstanding. He provided the utmost quality food, which included numerous menu changes, Mexican night, Fourth of July barbecue, special meals, which included shrimp and steak, etc. He was experienced in cooking out of the 9‑1 kitchen, which was the key to his success. In the beginning of the deployment we had problems getting the contractor passes. We had to resort to DAMAC, a local caterer that provided meals for approximately 2 weeks. In the future, make sure the contract/BPA is awarded with enough lead‑time in order for the contractor to mobilize and acquire his visas, and installation passes for all his personnel. DAMAC's food was sub standard compared to Four Services Catering. They ran out of food twice and there was not much variety in their menus. Once Four Services Catering took over serving food we did experience some minor difficulties. They had to cater food to the camp from a local kitchen they rented for about a week since the 9-1 kitchen was not set-up. They had trouble maintaining the food at the proper temperature during serving since all the contractor's equipment was wired for 220V while all power sources at the dining tent were for 11 0V.  

The contractor used stereo cans to try and maintain the proper serving temperature. This required constant monitoring in order to prevent food‑borne illness infecting the camp.  Once the 9‑1 kitchen was ready for use the contractor had to purchase some additional equipment that was supposed to be included in the 9‑1 kitchen. We purchased this equipment so it would remain with the 9-1 kitchen for future use. Once all the minor difficulties were solved the rest of the operation progressed smoothly. During the last week of the deployment, the 9-1 kitchen was shut down and the contractor catered food from a local rented kitchen and no difficulties were experienced.

i. Special Requirements: Normally in this type of culture male CCOs would be required but in Qatar we were able to deploy a female counterpart. Qatar is more open to the western world even though it is Islamic. In our day-to-day business we dealt very little with the Qataris themselves; normally third country nationals (TCNs) or British management. The civilian clothing requirements are much the same as in any Islamic culture. We normally wore collared polo shorts and nice pants (Dockers, khakis, or similar. Our female counterpart wore dresses below the knee and nice pants. We did not ever wear our suits or sport jackets, but it was not a bad idea to bring them since you never know when you may need them. The only special requirements would be power transformers, cellular telephones, and business cards. (See paragraph 3.e. above) 

4. Overall, this was a very good learning experience. It was great having the opportunity to deploy with our home unit and handling all the unique issues that come from a bare base tasking. There were over 20 BPAs set up which are valid for 5 years and will be valuable assets for future deployments to the area. (see attached list) The good relationship with the Logistics Commander and all the support from the rest of the deployed commanders made our life easy. It is important to start building that good working relationship as soon as you learn of your tasking. Whenever they got in a bind they knew who to call and Contracting was there to bail them out. Contracting was the bloodline of the entire operation and that is how all the deployed commanders treated us. Just to show how much contracting was appreciated, one of the award programs for NCO and Airman of the week established while we were deployed was a day with Contracting. And one last thing, be sure to take plenty of letters or certificates to hand out to all the contractors that provide outstanding support. We were able to borrow some certificates of appreciation from the Logistics Commander, but there were some contractors that we missed and they deserved to have one. The businesses in Qatar were overjoyed to get our business and most of them wanted some sort of memento to show that they served the United States Air Force.

5. If anyone has any questions or needs further information about Operation Southern Watch or Qatar, contact 2Lt Jeremy W. Ingram at DSN 488‑5711, SSgt William J. Overby at DSN 473‑5071 or SSgt Lynette Longino at DSN 488‑5711.

JEREMY W. INGRAM, 2Lt, USAF

DAVID K. OAKHILL, Maj, USAF

Commander, 4th Contracting

Attachments:

1. Site Survey Checksheet

2. Vendor List

3. List of BPAs

4. Contract closeout plan

ATTACHMENT 7 - SUMMARY AFTER ACTION REPORT (AAR) FORM

Use this form for input of Summary After Action Reports Only... Any Lessons Learned should be input using the Observation form.

The unclassified Title should reflect the name of the exercise/contingency.

1.  Title
2.  Classification:

Distribution Limit:



Classification Markings Derived from:

3.  Operation/Exercise Name: (Nickname)|
l


Date:

4.  Submitted by: Enter your organization



Enter rank/title & name (optional) POC:



Enter your DSN: 


Commercial:

5. (U) GENERAL DESCRIPTION: Short description of the operation or exercise, including general statements of the scope and purpose.

6. (U) DATES: As a minimum, dates of actual or simulated combat operations. Paragraphs will also include deployment, employment, redeployment, reconstitution or other significant dates.

7. (U) LOCATION OF OPERATIONS: A short but meaty list of actual or simulated location of combat operations. An exhaustive list is not necessary, but "Western Hemisphere" is too vague.

8. (IJ) LOCATION OF PERSONNEL: Location(s) of participants especially if different from the location of actual or simulated combat operations.

9. (U) OBJECTIVES: A short but meaningful list of operation or exercise objectives.

10. (U) LIMITATIONS: Specific operation or exercise limitations, including geographic limits to operations, simulation of forces, or other significant limitations.

11.  (U) MAJOR PARTICIPANTS: A short but meaningful list of major participants. "U.S. Army" is too vague.

12.  TELL US HOW TO GET IN TOUCH WITH YOU:

Name:

E‑mail:

Tel:

FAX:
NOTE: The summary input will not be published until it goes through the ACC renter and validation process.

Form developed by Mr. Randall R. Schmidt, HQ ACC/DOXE 

ATTACHMENT 8 - CONTINGENCY CONTRACTING PROCESS - SUSTAINMENT PHASE




ATTACHMENT 9 – CONTINGENCY CONTRACTING PROCESS – INITIAL DEPLOYMENT PHASE




ATTACHMENT 10 - CONTINGENCY CONTRACTING REVIEW CHECKLIST

A.  ADVANCED PLANNING

1. Develop an extensive contingency plan geared to your particular location and incorporate it into the base contingency plan.

2. Establish a viable training, program to train personnel on various aspects of contingency contracting. 

3. Develop recall procedures that will allow you to reach personnel in all situations; i.e., communication-out recall procedures. 

4. Create a suspense system to update information; i.e., phone number, address, etc. on the recall rosters. 

5. Obtain access to alternative means of telecommunications; i.e., mobile radios and cellular telephones. 

6. Make arrangements with the transportation squadron to have access to a vehicle(s) during emergencies; a large pickup truck is ideal. 

7. In case of power outages have access to a portable generator, either by specific base authorization, or by moving your operation to the generators. 

8. Designate both on and offsite alternative contracting support locations and incorporate them into the base contingency plan.

a) If aircraft depart early, send a CCO with the planes to support the aircraft needs and to buy items not available in the local area

b) Consider relocating a CCO just outside the immediate disaster area.

9. Establish buying procedures that are simple and descriptive enough for all division personnel to use.

a) Develop a comprehensive emergency source listing for commodities, services, and construction.

b) Develop alternative list of vendors outside the local area.

c) Establish BPAs for commonly used emergency supplies and services.

10. Make arrangements with a neighboring base for lateral support in emergencies. 

11. Establish minimum acceptable information needed to support emergency contracting needs. 

a) Establish a cut off for verbal requests.

b) Ensure adequate information is received in order to purchase an item; i.e. adequate noun description, size, and quantity.

12. Establish a comprehensive system to track requirements from initial receipt of a requisition to award. 

a) Set up a block of P.O. numbers from the start, use numbering system that specifically identifies the disaster; i.e., MH001 (H for Hugo).

b) If possible, use the automated tracking system (DCATS), or any other management system available.

13. Coordinate with base supply, accounting and finance, and civil engineering on joint and emergency support procedures.

a) Establish proper procedures for receipt of goods.

b) Strive for a central base receiving point where all goods can be processed.

c) Consider having a supply receiving individual accompany the CCO on initial buys.

B.  ACTIONS IMMEDIATELY PRIOR TO AN EMERGENCY

1. Upon notification of an impending disaster, obtain the necessary authority to enter into letter contracts and use emergency contracting procedures.

2. Designate warranted CCOs in advance, consider using on‑base personnel.

3. Make a final check of your recall procedures to ensure all information on the recall roster is accurate.  Also verify contingency vendor lists.

4. If your base is evacuated, ensure enough contracting personnel are designated to stay behind to provide initial contracting recovery support. 

5. Protect and secure all contracts and division equipment.

6. Establish procedures with accounting and finance to ensure funds are immediately available; suggest OA with designated fund cite.

7. Contact all your major service and construction contractors to gain their commitment for clean‑up work.

a) Remind construction contractors to secure their sites.

b) Obtain verbal commitment to rent any heavy equipment currently located on base.

8. If time permits, allow personnel time to secure their homes.  Do this in shifts.

9. Stockpile needed resources in the office to sustain a prolonged contracting support effort; i.e. water, battery operated radio, flashlights, sleeping bags, etc.

C.  ON SCENE OPERATIONS

1. Activate recall procedures.

2. Assess the damage at the contracting office and decide whether the facility is adequate for contracting operations.

3. Set up a contingency support organization based on the manpower available.

a) Designate specific buying roles for your personnel; i.e. GOCESS items, supply items, and major contract support.

b) Assign CCOs specific tasks.

4. Make all necessary initial contact with agencies requiring coordination; i.e., headquarters, accounting and finance, transportation, and base supply.

5. Ensure an adequate tracking system is established prior to purchasing emergency items. 

a) Establish one focal point from each base customer; make them responsible for proper receipt of goods if there is a direct delivery.

b) Coordinate with Supply on a central receiving location.

6. Exhaust all lateral support channels before renting any heavy equipment.

7. Suggest taking a site visit for any trailer rentals; avoid renting a less than desirable product. 

8. Utilize your major base service contracts (grounds maintenance, refuse, housing maintenance) to aid in base cleanup.  Remember: no extra work without money.

9. Early in the recovery suggest finding contractors who are willing to remove trees (for wood value) for free or a minimal charge.

10. Use BPAs for commonly bought commodities; i.e., ice, paper products, plastic sheeting and wire fencing.  Decentralize to CE whenever possible.

11. Evaluate construction sites for storm damage.

a) Resolve storm damage assessment differences between CE and the contractor at the earliest date.

b) Address storm damage liability for both time extensions and possible financial responsibilities.

12. For new emergency construction requirements, exhaust all emergency competitive acquisitions, like short term RFPs, prior to using letter contracts.

13. Bid Bonds may be waived but, insurance, performance, and payment bonds cannot.

14. Utilize your SABER contract for small, limited design, priority projects.  Be careful not to overextend your SABER contractor. 

15. Do not overload a single contractor with too many projects. 

16. Be prepared to face contract terminations.  Based on the facts surrounding each termination decision, consider no cost Termination for Convenience (T for C) in lieu of default terminations. 

D.  LONG TERM ACTIONS

1. Expect long‑term effects on your custodial service contracts.

2. When negotiating changes in the custodial contract, look at all the effects of contract changes, up and down, and make sure the government is not paying for work the contractor isn't performing. 

3. Expect construction administration to increase substantially for six to eight months.

4. Communicate to base leadership that it will become increasingly more difficult to justify emergency contracting procedures as time goes by.

5. Expect a prolonged period of overtime work to administer both emergency projects and regular on‑going work.

E.  OFFSITE CONTINGENCY SUPPORT

1. Ensure all necessary forms and purchasing instruments are in your kit prior to leaving for an offsite contingency.

2. Coordinate with accounting and finance for payment procedures. 

3. Expect to fill more than contracting roles during offsite contingencies; i.e., pickup, receipt, payment, and delivery of goods.

4. Use all avenues of contractor payment available to you when off site; i.e., cash, SF44, purchase order numbers specifically identifying emergency buys; i.e., MH001 ‑ MH999.  The H identifies Hurricane Hugo.  Not only will this make it easier to track requirements during the disaster, but it will also give you easy access to the files.

ATTACHMENT 11 - MANUAL PURCHASE REQUEST REGISTER

Line #
Date Received
Stock # and

Description
PR #
QTY
SOL # 
BSP
Award #
Award Date
Total $

1
22 Sep 96
3690 “ ” Chainsaw
FQ462303480001
015
96Q0001
S9F
97H0001
23 Sep 96
$2,500

2
24 Sep 96 
3690 “ ” Ice 2001b-cube
FQ462303480002
200
96Q0002
S9F
97H0002
23 Sep 96
200

3
“
“
“
“
96Q0003
S9F
97H0003
“
“

4
“
“
“
“
96Q0004
S9F
97H0004
“
“

5
“
“
“
“
96Q0005
S9F
97H0005
“
“

6
“
“
“
“
96Q0006
S9F
97H0006
“
“

7
“
“
“
“
96Q0007
S9F
97H0007
“
“
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