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1.0  TASK OBJECTIVE

The overall objective of this effort is to provide support to the Space and Missile Systems Center (SMC) Director of Staff’s (DS) office with the Officer and Enlisted Performance Reports (OPRs/EPRs), Decorations, and Awards processes. 

2.0  SCOPE

The scope of this effort is to provide assistance with the processing of OPRs/EPRs, Decorations, and Awards (hereafter referred to as “the packages”) that are prepared and ready for the SMC Commander or Vice Commander’s (hereafter referred to as “the 6th floor”) signature.  Tasks will include, but are not limited to, tracking, performing quality review, statusing, process definition and training, process metrics, and final package preparation for all the 6th floor packages.  Specific contractor tasks within this effort are listed in Section 4.
3.0  BACKGROUND

AFI 36-2406, Officer and Enlisted Evaluation System; AFI 36-2803, The Air Force Awards and Decorations Program; and various AFI 36-series awards instructions; along with local policy and guidance set the standards for all the packages sent to the 6th floor for final signature.   With the recent establishment of the SMC DS office, much of the processing of these packages was moved from the 6th floor executive officers to the DS staff.  DS’s initial concentration is to improve the efficiency, timeliness, and quality associated with the packages before they get to the 6th floor for signature.  The yearly rough estimate of the numbers of OPRs/EPRs that come up for signature is 1,500-1,700; for Decorations is 400-500; and for Awards is 200.  Again, these numbers are estimates and don’t include the additional reviews required when a package is returned for corrections and resubmitted.   SETA support is expected to perform all of the tasks associated with these DS processes with oversight and specific guidance from a POC on the DS staff.

4.0  CONTRACTOR TASKS

The contractor shall provide the work defined in the specific areas shown below:

4.1 DELIVERY ORDER MANAGEMENT PLAN.  (CDRL A001)  The contractor, within 15 days of task award, will provide a comprehensive plan describing how they plan to meet all the requirements of this task order.  Contractor shall also include performance metrics covering all requirements of this task order.  These metrics shall be approved by the Government and will provide  

4.2  OPRs/EPRs, DECORATIONS, AND AWARDS PROCESSING (CDRL A002, A004, A005)
4.2.1  Provide resources to support SMC DS in the processing of OPR/EPR packages going to the 6th floor for final signature.  The contractor will be providing comments/redlines to the packages that are not in compliance with the AFI, local policy/guidance, and acceptable spelling and grammar rules.  

4.2.2  The contractor will track packages once they arrive to the 6th floor.  This will include, but not limited to, knowing whose desk the package is on, knowing when the package was returned to the various SMC organizations for corrections, pulsing the SMC organizations as to status of packages that have been returned for correction, and answering questions on where the packages are at in the process.

4.2.3  The contractor will discuss with the 6th floor executive officers and the DS POC any unusual package content or issues and recommend potential solutions.

4.2.3  The contractor will have the ability, with minimal supervision, to prioritize their daily workload to account for working “hot” packages.  For example, these packages could need a quick turnaround in order to meet a specific suspense like a promotion board.

4.2.4  The contractor will need to be proficient with common, off-the-shelf computer programs.  This will include, but not be limited to, MS Office products like Word, Power Point, and Outlook and ORACLE database entry.

4.2.5  The contractor will work with the 61st Mission Support Squadron and SMC organization personnel to discuss items including, but not limited to, individual or groups of packages, package process, metrics and associated data, specific redlines/suggested changes, and timeliness of packages.

4.2.6  Identify potential sources of problems and make recommendations on local policy/guidance or process improvements and provide them to DS for possible changes/implementation.

4.2.7   Assist in defining value-added metrics, keep data to support/build metrics, and provide periodic status/briefings of metrics for these processes.

4.3  BADGING REQUIREMENT.  Anyone supporting this task is required to meet the requirements to obtain an SMC unescorted badge to support this effort.

4.4  WORK LOCATION.  Work will be performed at SMC, Bldg 105, Los Angeles AFB.  Office space will be provided for one individual.

4.5  CONTRACT FUNDS STATUS REPORTS.  (CDRL A003)  The contractor will provide monthly contract funds status reports.
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