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1 OVERVIEW

1.1 Introduction

The Contract Management System (CMS) is the Defense Message System (DMS) Acquisition Office’s automated system for tracking and controlling product and service orders from the DMS contract.  It is a comprehensive system for financial accounting and status reporting.

This document explains the Defense Message System ordering process to customers who need to procure DMS products and services from the contract with Lockheed Martin Federal Systems (LMFS).  The Ordering Guide contains instructions to accomplish the following: 

· Find information about the DMS contract and current changes.  Changes are referred to as "POO's" and are numbered starting with P00001.  As the contracting officer approves changes, they are posted on the CMS Web page where the customer may view, browse, or download them.  In order to access the CMS Web pages the browser must be capable of using 128 bit encryption such as Internet Explorer v5.0 or later and Netscape v4.0 or later

· Accessing the CMS Web page and obtaining information about submitted orders

· Step by step instructions for submitting orders

· Examples of specific information required for completing the funds certification documents, the Statement of Work (SOW), and the Contract Data Requirements List (CDRL) items.

1.2 Responsibilities

Under the DMS procurement process, each organization or designated individual has certain responsibilities.

1.2.1 Defense Information Systems Agency (DISA)

DISA is the central point of contact (POC) for implementing DMS within DOD and other government organizations.  DISA is the authority for permission and coordination necessary to order from the contract and responsible for the overall prioritization of processing orders when scheduling conflicts occur.  All orders must be coordinated through DISA DMS management before submission to HQ SSG/DIA.  
Central DISA Program Management Office address is:


DISA/D24


5111 Leesburg Pike


Skyline 5, Suite 9125


Falls Church, VA 22041


Attn:  Mr. Jerry Bennis

1.2.2 Service/Agency DMS Program Management Office

Service/agency (S/a) POCs are responsible for coordinating orders within their organization and establishing priorities among projects.  See Section 4 SERVICE/AGENCY ADDRESSES for a listing of Service/Agency addresses. 

The success of the ordering process depends primarily upon the S/a to provide clear and complete definition of requirements.  The contractor cannot fulfill the agency’s needs if they are not clearly described.  Time and effort invested early in the process to clearly define requirements will prove very worthwhile in preventing misunderstandings, delays, and rework.  Purchase requests based upon the contract line item description (CLIN) should provide clear, concise and current ordering information.

Each service or agency should obtain a complete copy of the DMS contract including all the contract sections and attachments as well as a listing of all the products and services that may be ordered.  The contract undergoes frequent changes and modifications as new products and services become available and other services or products are removed from the contract.  Maintenance of the contract is an on-going task but the latest copy is always available on the CMS Web page at https://cms1.ssg.gunter.af.mil.

The S/a can identify a need date in their request to indicate when they need to have the items or service ordered delivered.  A realistic need date can greatly help during the planning phase of any order but especially for task orders.  For hardware orders, the contractor has 45 days to deliver the items.  A delivery date greater than 45 days after the date that the order has been received can be identified.

1.2.3 DMS Acquisition (HQ SSG/DIA)

DMS AQ provides the following services:

( Process customer requests in a timely manner.

( Maintain configuration control of the delivery order process.

( Designate project managers to oversee all phases of order processing from inception to completion and maintain current information about the orders.

( Receive funds, and prepare purchase requests and funding documents.

( Facilitate Statement of Work (SOW) clarification and coordinate technical evaluations with DISA.

( Coordinate with the Contracting Office to facilitate processing of delivery orders.

( Monitor CDRL schedules and status (delivery and acceptance).

1.3 Processing Orders

Customer requests for orders are divided into two groups, product orders and services or task orders.  Requests for a combination of products and services are processed as task orders.  Address requests for all orders to:

HQ SSG/DIA DMS Acquisition 

ATTN: Program Control

501 East Moore Drive

Maxwell AFB - Gunter Annex, AL 36114-3001

Program Control will assign a Project Manager who will conduct the request through the ordering process.  The Project Manager is the DMS-AQ POC for questions or problems relating to an order.  

1.3.1 Product Orders

A product order is a request for delivery of hardware, software, and/or services that do not require negotiation.  Processing product orders is similar to ordering from a catalog.  Because items are priced on the Contract in Section B (B-Tables), no negotiation with the contractor is required.  Items are described and priced, and funded for by the customer.  DMS-AQ processing ensures that the order is complete and properly funded.  (Reference Section 2 PRODUCT ORDERS)

1.3.2 Task Orders

Task orders must go through a negotiation process because the customer is asking for contractor services (may also include products available in section B of the contract B tables).  The DMS contractor analyzes the customer’s requirements and proposes an approach that meets the customer’s needs.  The customer evaluates the proposal and adjustments are made as required.  This interactive approach continues until the customer and contractor agree on the stated requirements and the number of hours required for completing the task.  (Reference Section 3 TASK ORDERS)
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A customer can review the contract B-tables or the status of an order by accessing the CMS Web Page at https://cms1.ssg.gunter.af.mil/ From the B-table, the customer determines the correct product number, item availability, and then prepares and submits an order request to the DMS AQ PMO.  A completed order package must include: 

· A cover letter showing Service/Agency approval and signed by the PMO.

· Competed order information form (available at https://cms1.ssg.gunter.af.mil with complete product number, number of items needed, and shipping instructions.  Items shipped overseas must have a commercial address and Point of Contact.  Software, hardware, and documentation may not be shipped via APO/FPO except under very limited circumstances.  IAW P00035 of the DMS contract, APO/FPO addresses may be used only when no commercial address exists and the Contracting Officer has approved the order.  The Contracting Officer requires the S/A Program Manager specifically certify the lack of commercial address in the letter of request.  Approval of APO/FPO shipping address will be the rare exception to the rule.

· Funding document(s) bearing an original signature of the certifying official for the total amount of the order, including any shipping and handling charges

· Mail completed orders to:

HQ SSG/DIA

501 E. Moore Drive

MAFB Gunter Annex, AL 36114-3001

2.1 Cover Letter

The order request cover letter must be signed by the Service/Agency DMS manager (or his designee) stating the need for the products and citing the authority to order.  The cover letter should also reference a funding source for the items being ordered or include as an attachment the funding document. According to the notes on the Product Order form, the cover letter must contain justification for use of non-commercial shipping addresses. 

2.2 Order Information Form

Various pieces of information are required by the DMS AQ PMO to process and complete an order.  The DMS Product Order Required Information Checklist (Attachment 1) may be completed to ensure all information and documentation is been provided.

2.3 Complete Product Information 

The Program Office needs the complete product number to accurately process the order.  The product number is the item identification number under the column titled "Product Number" on the CMS WWW B-tables.  The complete table is downloadable as a Microsoft Excel spreadsheet or by using the browser print button to print the displayed CLIN.  An example of the complete information is shown: 

	Product Number
	Description
	Price
	Shipping & Handling
	# Items
	Total

	ADUA1aS2B
	EXM/ADUA for Windows (Commercial, free upgrade to ADUA01, when avail.)


	$33
	$10
	4
	$172

	GWS008S2B
	Upgrade from Non-LMFS Commercial Exchange Server (w/o maintenance) to Exchange DMS Groupware Server for WinNT 3.51 (COMPLIANT v1.1)
	$1,154
	
	2
	$2,308


When shipping costs are indicated for the product, it is the shipping cost per item and should be multiplied by the quantity and included in the total order cost.  Shipping and handling is charged for commercial items where the DMS compliant version is to be shipped later.  HQ SSG/DIA will not attempt to interpret the users' requirements or evaluate the intent of orders.  The POC will be contacted to clarify any discrepancies.  If this is not possible, the order could be placed on hold, returned to the user, and/or delayed before being transmitted to the Contracting Office for processing.

2.4 Project Title

The project title is a short description, 35 characters or less, that provides a unique description of the order.  The title will be used throughout order processing to identify the request. 

2.5 Requester's Information

The person requesting goods or services should be clearly identified because they may be contacted to clarify information or provide additional details.  Normally the requester is the Service/agency POC.  The following information must be submitted for each POC:

· Full name (First, middle initial and last name)

· Rank

· Complete organization (including office symbol if applicable)

· Street address 

· Base/City/Ship (as applicable)

· State or Country

· Zip code (or Post code for OCONUS)

· DSN Phone number (for OCONUS include the overseas prefix)

· Commercial phone number (required because contractor does not have access to DSN, OCONUS must include the country code)

· DSN phone number for FAX (for OCONUS include the overseas prefix)

· Commercial phone number for FAX (for OCONUS include the country code)

· Email address 

2.6 ShipTo/MarkFor Information

In most instances, the ShipTo address is different from the Requester’s information.  The ShipTo address is the place where the contractor will deliver the order.  See the notes on the Product Order Information checklist for information regarding the ShipTo and MarkFor addresses.  All addresses must be commercial unless specifically justified by the Service/agency POC and authorized by the Contracting Officer. 

The following information must be included in shipping addresses.

· DODAAC (for ShipTo)

· Organization

· Commercial street address

· City/base/ship

· Country/Zip Code (Post code for OCONUS)

· Attention to (Shipping location POC)

· Commercial phone (OCONUS include country code)

· DSN phone if available

· Notes (Email highly recommended plus any special shipping instructions)

2.7 Electronic Ordering

2.7.1 Spreadsheet Ordering

Product orders (CLINs 2, 3, 7, & 8) can also be submitted by downloading the template spreadsheet from https://cms1.ssg.gunter.af.mil/spreadsh.htm and completing the required information.  Then E-mail the forms to dmsaqadmin@gunter.af.mil.  Service/agency approval and funding information are still required and must be mailed to HQ SSG/DIA.  Additional information is available at https://cms1.ssg.gunter.af.mil/spreadsh.htm. 

2.8 Ordering Equipment Maintenance

The DMS contractor offers extended maintenance on hardware and software after the initial warranty expires.  Ordering maintenance is similar to ordering other items except additional information is needed. 

· Refer to the contract B tables to get the item maintenance CLINs.  (https://cms1.ssg.gunter.af.mil/clin7.rpt).

· Match the level of maintenance needed with the type of equipment.

· Generate a table of requested information.  Example is provided below.

· Process the order the same as product orders.

	Product Number
	Equipment Name 
	Equip.  Serial #
	Equip.  Location
	# Of Periods


	Price per Period
	Total

	M00001aCC7A
	HP Model 715
	SN-9999xx99
	21 Devil's Hill Road, Bldg. 666, Pecos, TX 77889
	12
	$27
	$324.00

	
	
	
	
	
	Total
	$324.00


NOTE 1: Equipment serial number is required when ordering maintenance
NOTE 2: Software maintenance available starting in May of each year

2.9 Checking Order Status

Customers can check the status of their orders by logging onto the DMS AQ home page (https://cms1.ssg.gunter.af.mil/) and completing the status query form.  
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3 TASK ORDERS 



Task orders are requests for the contractor to perform services such as engineering and integration.  Task orders may also include procurement and installation of products from the DMS contract.  Because of the variable nature of task orders, negotiations are required between the customer, contractor, and the DMS program office.  Customer input is critical during the negotiations to ensure that the contractor understands all aspects of the task.  The following is an example of a task order package with explanatory material.  This section is organized as follows: 

Cover letter*

Statement of Work*

Independent Government cost estimate*

Contract Data Requirements Lists (CDRLs)*

One Pass Process

Technical Evaluation*

Statement of Work Example

*Indicates documents/information supplied by the customer

3.1 Cover Letter 

A task order is initiated by receipt of a request letter from the customer coordinated with the appropriate Service/Agency and DISA POC.  It should describe the need for the task, state the authority to request this action, and should meet any Configuration Control Board (CCB) or Technical Baseline requirements.  The cover letter should include a Point of Contact.  The cover letter should refer to a funding source for the order.  A DD Form 448 (Military Interdepartmental Purchase Request - MIPR) or AF Form 616 should be attached.  See paragraph 3.9 for a cover letter example.
3.1.1 Project Title

A short description, 35 characters or less, that provides a unique description of the order.  This title will be used throughout order processing to identify the request.

3.1.2 Point of Contact Information

The person requesting goods or services should be clearly identified because he or she may be called to clarify information and to provide additional details.  The following information must be submitted for each POC:

· Full name (First, middle initial and last name)

· Rank

· Complete organization (including office symbol if applicable)

· Street address 

· Base/City/Ship (as applicable)

· State or Country

· Zip code

· DSN Phone number (for OCONUS include the overseas prefix)

· Commercial telephone number (required because the contractor does not have access to DSN.  OCONUS numbers must include the country code)

· DSN phone number for FAX (for OCONUS include the overseas prefix)

· Commercial phone number for FAX (for OCONUS include the country code)

· Email address

3.2 Statement of Work (SOW) Guidance

The statement of work should be prepared using the following guidelines.  The SOW must be free of ambiguity.  It must accurately describe tasks and intentions, and contain concrete requirements, direction, and periods of performance.  

3.2.1 Title Page

The first page of the SOW document should have a title bar centered in the header that identifies the document as a statement of work.  A version number or date is useful in keeping track of changes during the One Pass/negotiation process.

3.2.2 Place of Performance

The place of performance is where the contractor will accomplish the task.  It should be described using the complete street address and building number, as applicable.  A POC should be designated for the place of performance with the DSN, commercial, and FAX numbers, plus the email address.  This person will monitor and verify that the contractor has accomplished the task as described in the SOW.

3.2.3 Scope Paragraph 

The SOW document should contain a scope paragraph to define the parameters of the effort and establish the boundaries by which the contractor will be expected to perform.  Identify the major tasks to be accomplished in the SOW in the scope.

3.2.4 Background Information 

Any background information for the task should be cited in an overview or background paragraph if necessary.  Background information could be any special conditions surrounding the project; any special constraints to time, funding or schedule; any constraints or dependencies of the effort on other projects (and or other projects’ dependency on this effort).

3.2.5 Complete Product Information 

If the task order request includes DMS products, they must be accurately identified with the complete product number.  This number is from the "Product Number" column in the product B-tables (available at https://cms1.ssg.gunter.af.mil/.)

3.2.6 Task Paragraphs

The SOW should have separate sections (series of paragraphs) that describe each of the major tasks identified in the scope paragraph.  For example; if there are three major tasks to be performed there should be three separate sections in the SOW that outline these tasks, preferably enumerated with a logical numbering scheme and titled the same as in the scope paragraph.  These sections should be sufficiently detailed to identify: 

· What is the need

· Where the service will be provided

· A realistic time frame when the service will start and stop, taking into account the negotiation process

· How and where to deliver requested deliverables (i.e., CDRLs reports, briefings, etc.)

3.2.6.1 Contractually Binding Statement 

Throughout the SOW, when the government gives the contractor direction it is stated in a directive statement that begins with shall (i.e.  “The contractor shall...  [Perform some action]...”).  Statements that provide clarity or address inanimate objects make use of the word “will” instead of shall (The Government will).  Shall is the contractually binding statement.

3.2.7 POC Listing

The program office needs a list of essential personnel involved in product or service acquisition.  This facilitates communication during the procurement efforts.  The requester should supply a technical, programmatic, contractual and financial POC for the effort who can talk intelligently about the task, with the authority to make decisions.  These may be the same people if that person is knowledgeable enough to address all issues.

3.3 Government Cost Estimate

The SOW package should have attached a logical and reasonable government cost estimate as a separate sheet or section.  The estimate should be constructed from three things: 

· The SOW author’s technical appraisal of how much work he reasonably thinks is involved in the tasks  (i.e., answers the question, “If I had to do this, what would it take to accomplish the job). 

· The estimate should be based on contractor labor categories (from contract Section B) used to perform similar efforts

· The governments’ estimate of how many and which type of labor category is required (i.e., answers the question,  “How long should it take for these people to perform this task?”)

The author should be technically competent enough to answer these questions or received input from someone who is technically knowledgeable.  The PMO sends advanced copies of the SOW to the contractor for review.  The copies are sanitized of any government cost estimates.  It is important that government cost estimates be protected and must not be divulged to anyone except government personnel and support contractors who have signed nondisclosure agreements.  Estimates are used to give the government a basis for negotiating a fair and reasonable price.  It is therefore imperative that a great deal of thought and actual contract information go into this estimate

3.4 CDRLs

The SOW should list CDRL numbers at the end of each SOW paragraph for which the government wishes to take delivery of tangible items.  For instance, if the SOW calls for the contractor to document and design a network solution for a particular site, then the author should identify the current CDRL item that allows delivery of this design document. 

· Each SOW package should have attached a CDRL (DD 1423s) for each deliverable called out in the paragraphs of the SOW.  Maximum effort should be given to identify particular deliverable items needed by the government from the contractor per each directive statement listed in the SOW.  Remember that the contractor may add additional costs if they have to make multiple or recurrent deliveries.

· CDRLs must be formatted according to the Data Item Description (DID) that is identified in the contract.  DIDs can be tailored and an explanation entered in the remarks section of the CDRL describing how the DID was tailored.  A DID cannot be tailored up (add to) but can be tailor down (take away).  The person completing the CDRL must specify the physical location, expectations and conditions that the contractor must comply with (i.e., Do you expect the contractor to interface with a particular group of people?  If so, where are they located?  Is the contractor expected to travel or can he perform the actions over wired media?).  Documentation is the only way the contracting officer can hold the contractor accountable.  Verbal negotiations if not documented are hard to justify and defend. 

 3.4.1 Engineering 

The requester should talk to the DISA, AF, and Service/Agency engineering staffs during development of the SOW for assistance.  These people have a great deal of expertise writing/reviewing SOWs and can save the customer a lot of time and frustration.  The DMS-AQ engineering staff can be contacted at 334-416-1949/50 or DSN 596-1949/50.

3.4.2 Technical Interchange Meetings (TIMS)

Government-only Technical Interchange Meetings (TIM’s) will be held to clarify the SOW before contact/negotiations with the contractor can begin.  HQ SSG/DIA is responsible for making contact with the user for both government TIMs and One Pass negotiations.  The project control action officer will initiate, coordinate, and monitor all project actions and tasks that require government or government/contractor dialogue. 

3.5 Funding Documents

Each DMS request for goods and/or services should include funding documentation certifying funds are available for the acquisition.  These can be AF Form 9, MIPR, AF Form 616, or service specific documents.

3.6 Functional Area Evaluator (FAE)

· The FAE will be designated as the Primary FAE for Task Orders by letter.  The specific responsibilities performed as the on-site representative of the Contracting Officer are defined in the following paragraphs.  The FAE must have completed the required training or otherwise be qualified to perform the duties as stated below. 

· The FAE must be familiar with FAR Part 37- Service Contracting and the contract document.  Special notice and attention will be given to the technical requirements of all or any portion of the task order for which you are responsible.  

· The Functional Area Evaluator Surveillance Plan (FAESP) and the Functional Area Evaluator Checklist Forms will be used in conjunction with the surveillance of the Contractor’s performance.  Please review them and become thoroughly familiar with the information contained therein.  These forms will become a permanent part of the surveillance file for each Task Order.

3.6.1 Responsibilities

· In addition to those responsibilities set forth in the contract, the following guidance is provided to assist you throughout the performance period.  The FAE will: 

· Review the task order and all related documents and become familiar with the work to be performed.  The contractor's performance will be monitored to determine the efforts made to meet technical requirements and contract provisions.  Pay close attention to events and milestones and review any progress reports and funds status reports.  When deficiencies in performance are noted, they will be brought to the attention of the contractor and documented in the FAE file.  

· Maintain a file of all documents relative to each task order.  As a minimum, the file will include a copy of the task order and any modifications thereto, project status reports, minutes of all technical Interchange meetings, Material and Inspection Receiving Reports (DD 250) or invoices, surveillance and discrepancy reports, and all correspondence between the FAE and the Contractor.

· Monitor the Contractor's progress to ensure the services and any deliverables are received on or before the time specified in the task order.  

· Inspect deliverables to ensure compliance with contract requirements.  Receipt and acceptance of data items shall be acknowledged by annotating the receipt date and initialing.

· Act as the technical representative of the Contracting Officer for receiving, reviewing, and accepting either data or reports delivered under the assigned task order.  A copy of all written correspondence going to the Contractor will be provided to the Contracting Officer and included in the surveillance file.  Any problems arising under this arrangement, which cannot be resolved through the FAE, will be brought to the attention of the Contracting Officer. 

· Review copies of invoices submitted by the Contractor for payment.  This review will include CLINs, number of hours, labor categories, travel, etc., and how they relate to the work actually performed.  Any discrepancies noted will be brought to the immediate attention of the Contracting Officer.

· Provide timely feedback to the Contractor concerning performance.  Any dispute between the FAE and Contractor’s representative concerning performance will be brought to the immediate attention of the Contracting Officer.  The Contracting Officer will request any corrective action required by the Contractor, in writing.   

3.7 One-Pass Procedures

One Pass is a procedure that is used to reduce the time required to process a task order through the procurement process.  Some of the previously described actions are accomplished concurrently with other steps or on a compressed schedule.  The customer and contractor jointly develop the requirement package or SOW to eliminate confusion and changes when putting the work on contract.  Change words – customer and contractor understands what is required.

After the customer, in concert with DISA and the PMO, achieves a complete requirement package  (statement of work (SOW), government cost estimate, MIPR or other funding document, and authorization letter), the One-Pass process with the contractor can begin.  For continuity, the customer, DISA, and PMO should make the same personnel available for meetings throughout the process.  The personnel shall have sufficient authority and be knowledgeable enough about the task to make critical decisions.  In each of the descriptive paragraphs below, it is assumed the government and contractor have reached agreement prior to proceeding into the next phase.  The parties involved should remember that they are in direct negotiation with the contractor and although the discussions and documentation produced are not contractually binding, they form the basis for what will be binding in the final proposal.  It is imperative that all those witnessing these proceedings (including the contractor) understand that the HQ SSG/PKT Contracting Officer is the only person legally able to bind or obligate the government.  The CO is the only person authorized to negotiate.

3.7.1 Joint Requirements Definition

The DMS-AQ PMO Task Manager will contact the customer and contractor with a proposed date and time of the Joint Requirements Definition One-Pass meeting, either face-to-face or teleconference. 

3.7.2 Task Descriptions

These documents represent what the contractor understands the customer wants him to do.

3.7.3 Request for Proposal

Once the customer is confident that the contractor can meet their needs within their budgetary constraints, the contracting officer formally asks for a proposal from the contractor.

3.7.4 Technical Evaluation

The customer’s responsibilities do not end with the Request for Proposal (RFP).  The customer must conduct a technical evaluation of the contractor’s proposal to ensure it meets their stated needs.  The technical evaluation and the contractor’s proposal must be in total agreement and can be accomplished simultaneously. The PMO will finalize the RFP and submit it to PK for preparing a delivery order

3.7.5 Delivery Order

A Delivery Order is issued by the Contracting Officer to accomplish the work.  The customer, DISA, and PMO must monitor the order to ensure it is accomplished correctly and timely.  The FAE is responsible for certifying that the contractor has accomplished the task by signing and returning documentation to the contracting office.

3.8 Cover Letter Example

Memorandum

Department of XXXX

Date: 

XX Month YY

From: 

Department of XXXX DMS Program Management Office

To: 

HQ SSG/DIA



500 East Moore Drive



Maxwell AFB-Gunter Annex AL 36114-3001

Subject:
Request for Purchase Against Defense Message System (DMS) Contract F01620-95-D-0001 DMS Technical Service to Department of XXXX 

Enclosure:
1. Requester information form



2. Statement of Work (SOW)



3. MIPR N30432-96-MP-12398



4. Independent Government cost estimate



5. Contract Data Requirements List (CDRLs)

1. The Department of XXXX DMS PMO is responsible for implementing DMS within the Department of XXXX.  Authority to expend resources in support of Department of XXXX DMS efforts derives from the MAISRC decisions that result from ODSD.DISA actions in the joint arena.  The December 1994 MAISRC System Decision Memorandum (SDM) is the current spending authorization.

2. Request your office procure the following services in accordance with the enclosed Statement of Work dated XX Month YY.  (Example)  Funds for $____________ have been committed for this effort against Military Interdepartmental Procurement Request (MIPR) N30432-96-MP-12398.  Our acquisition need date is XX Month YY. 

3. The point of contact regarding this request is SR Bill Jones at (765) 457-3421

Bill Jones

Bill Jones, SR

Department of XXXX, DMS Manager


3.9 Requester’s Information Form

	This form must accompany your order.  The following fields must be completed before an order can be processed.  Failure to provide the necessary information may cause delays or rejection of your order


	TODAYS DATE:

	ORDER TITLE: (35 characters max.)
	SIGNATURE:



	S/a FUNDING THE PROCUREMENT?


	S/a DESTINATION?



	RELATED ORDERS:


	

	What is being ordered?      FORMCHECKBOX 
 PRODUCTS        FORMCHECKBOX 
  SERVICES       FORMCHECKBOX 
BOTH
	

	REQUESTER INFORMATION
	

	FIRST NAME:


	RANK:



	MIDDLE INITIAL:


	COMMERCIAL PHONE #:

	LAST NAME:


	DSN PHONE #:

	ORGANIZATION:


	COMMERCIAL FAX #:



	STREET ADDRESS:


	DSN FAX #:



	BASE/CITY/SHIP: (As applicable)



	STATE/COUNTRY:


	ZIP CODE:



	EMAIL ADDRESS:



	ATTACHED DOCUMENTATION
	

	 FORMCHECKBOX 
FUNDING DOCUMENTATION
	 FORMCHECKBOX 
SERVICES LIST
	

	 FORMCHECKBOX 
STATEMENT OF WORK
	 FORMCHECKBOX 
 SECURITY SPECIFICATIONS
	

	 FORMCHECKBOX 
TASK DESCRIPTIONS
	 FORMCHECKBOX 
 GOVT FURNISHED EQUIP
	

	 FORMCHECKBOX 
PRODUCT LIST
	 FORMCHECKBOX 
 PERIOD OF PERFORMANCE
	

	
	


3.10 SOW Example

Statement of Work (SOW)

For

Pentagon Defense Message system (DMS)

Technical Support Services for

The Pentagon Single Agency Manager (SAM) LCC

Ver 2.5

Month Year

PM DMS-A

FORT MONMOUTH NJ 07703


1.0 Introduction: Installation of the DMS in the Pentagon and its many supporting facilities (e.g., Ft Ritchie, Skyline, Crystal City) presents a highly complex and unique engineering, installation, and service management challenge.  On-going renovation activities, coupled with the myriad of OSD, Joint Staff, and Service/agency (S/A) user communities, further add to the complexity of the challenge.  In order to adequately manage the challenge, a strategy of “build a little, test a lot, grow some more” has been developed.  Specifically, the approach will be to: 

Provide full time on-site technical support to the SAM to include implementation planning for the remainder of the Pentagon and supporting facilities, and technical advice/assistance to LC 105 (H.S.) – Air Force School House personnel.

1.1 Period of Performance: The period of performance for this task shall be from XX Month YY through XX Month YY.

2.0 Scope: This Statement of Work (SOW) consists of one main task to be performed in support of DMS implementation in the Pentagon.  The contractor shall provide full time on site support to PM IM&T and the SAM to include system administration support for infrastructure components, implementation planning and technical advice/assistance to the LCC (Task 1).

3.0 Specific Tasks: This section identifies the services and products to be delivered.

3.1 Task 1 Description: The contractor shall provide program management and DMS Implementation support to the Pentagon DMS manager for the period from one working day after receipt of the Delivery Order through Month YY.  The government will provide office space including telephones and network connectivity to the contractor on-site support personnel.  The contractor systems administration personnel referenced in C and D below shall have a Top Secret security clearance.  The contractor shall provide system administration support for the SAM LCC for the period of LCC IOC through Month YY.

A.  The contractor shall support the Central Message Service Center Working Group (CMSCWG).  This support includes participation in the CMSCWG meeting once per week in the Pentagon or on the Pentagon Reservation to start with the second scheduled meeting subsequent to issuance of task order.  The contractor shall provide technical support/expertise regarding network management tools and capabilities of vendor equipment and related issues raised by the CMSCWG members.  It is anticipated that this activity will require one day of preparation of the minutes and researching/recommending resolution of follow-up action.

B.  The contractor shall provide on-site technical assistance for the Pentagon DMS manager.  The contractor shall provide support for the coordination of DMS user implementation to include the user registration & directory information, component registration & directory information, component and software configuration and any other procedures necessary for DMS user operation.  The amount of time required for this task is estimated to be two weeks per month.

C.  The contractor shall provide technical and operational support to the Pentagon DMS LCC Manager on the technical capabilities and operational procedures of the following DMS Product:   

a. Message Transfer Agent (MTA)

b. Multi-Function Interpreter (MFI)

c. Director System Agency (DSA)

d. Director User Agent (DUA)

e. Administration Directory User Agent (ADUA)

f. Mail List Agent (MLA)

g. User Agents (UA) for MS, Lotus, and ESL

h. Certification Authority Workstation (CAW)

i. Management Work Station (MWS) including Trouble Ticketing System (TTS)

j. Profiling User Agent (PUA)

Technical support will be in the form of briefings to DMS managers and other interested personnel.  This will be on-going work and is estimated to require one week per month.  Operational support will be in the form of day to day operational support of DMS users supported by the Pentagon LCC, to include but not limited to use data entry, infrastructure configuration, trouble shooting, etc.

D.  The contractor shall provide technical support for potential enhancement options to improve initial LCC capabilities using projected and actual users requirements.  This shall include evaluating the suitability of existing DMS network management automation, including its impact on the number and skill levels of personnel required to operate the Pentagon LCC, and providing technical support for developing and improving trouble ticket generation, tools and management concepts.  The contractor shall report the results of these efforts at the monthly JPDIWG.  The amount of time required for this task is estimated to be one week plus per month.  This task includes, but may not be limited to, the following. 

a. The contractor’s efforts shall include identification and notification of areas requiring action by the contractor and/or Government engineering (e.g., recommended changes to the system design).

b. The contractor shall coordinate and exchange information with their counterparts at other Government sites, in a manner to be determined by the contractor.

E. Schedule:

Within one working day after receipt of Delivery Order:


Engineering/Implementation Support (Task 1 A & B)

Within one working day after LCC final test: LCC Operational Support (Task 1 C & D)

4.0 Travel Requirements: Travel, is authorized by issuance of this SOW.

5.0 Points of Contact for this Statement of Work:

4 SERVICE/AGENCY ADDRESSES

The current listing of Service Agency addresses is available at https://cms1.ssg.gunter.af.mil/.

ATTACHMENT 1

DMS Product Order Required Information Checklist


	Category
	Item
	

	Cover Letter

	
	States need
	

	
	Describe Funding Source (MIPR #)
	

	
	Cite Authority to order 
	

	
	Signed by Service or Agency (S/A) Program Manager or  designee
	

	
	Certifies lack of commercial shipping address if applicable  (Note 1)
	

	
	Other special instructions as applicable
	

	
	Bill of Materials attached
	

	
	Funding document attached
	

	Funding Document

	
	DD 488  ( MIPR )
	

	
	Financial POC with Commercial phone and DSN# if available
	

	
	Tech POC with  Commercial phone and DSN# if available
	

	
	Correct year/type money for action
	

	
	Block 7 addressed to: 

HQ SSG/DIA

501 E. Moore Dr

MAFB Gunter Annex AL 36114-3001
	

	Bill of Material

	
	Complete product numbers from current B-Table 

(available on line at http://cms1.ssg.gunter.af.mil)
	

	
	Specify software type (MS, Lotus, etc) when ordering documentation (CLIN 08)
	

	
	Quantities are correct
	

	
	Verify total cost and Funding Document amount match
	

	Project title

	
	Descriptive title (35 characters or less) 
	

	Requester Information

	
	Full Name (First, Middle Initial, Last)
	

	
	Rank/Grade
	

	
	Complete Organization (include office symbol)
	

	
	Street Address
	

	
	Base/City/Ship
	

	
	State or Country
	

	
	Zip Code
	

	
	DSN Phone (OCONUS include country code)
	

	
	Commercial phone  (contractor does not have DSN access)
	

	
	Commercial FAX
	

	
	DSN FAX
	

	
	Email address
	

	Ship to/Mark for info (note 2)

	
	DODAAC  for Ship To
	

	
	The following information is required only if it is different from the requester

	
	Organization
	

	
	Commercial street address (note 1)
	

	
	City/base/ship
	

	
	Country/Zip Code
	

	
	Attention to:
	

	
	Commercial phone (OCONUS include country code)
	

	
	DSN if available
	

	
	Notes, Email address, etc.
	


Notes:

1. Items shipped overseas must have a commercial address and Point of Contact info.  Software hardware and documentation may not be shipped via APO/FPO except under very limited circumstances.  IAW P00035 of the DMS contract, APO/FPO addresses may be used only when no commercial address exists and the Contracting Officer has approved the order.  The Contracting Officer requires the S/A Program Manager specifically certify the lack of commercial address in the letter of request.  Approval of APO/FPO shipping address will be the rare exception to the rule.

The ShipTo/MarkFor might not be the same as the requester.  Additionally the ShipTo and MarkFor may differ (i.e. An order might ship to Tobyhanna depot, and be marked for forwarding to an OCONUS location.  Or it may ship to a base Com Sq. marked for a specific unit on base).  If no Ship to/Mark for information is provided, it will be assumed to match the requester.
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