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ARMY CONTINUING EDUCATION SYSTEM (ACES) SUPPORT SERVICES 
ORDERING GUIDE
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Foreword

This Ordering Guide for ACES Support Services contains all the information you need to order services under the ACES Contract DASW01-00-D-3000.  Questions about this Ordering Guide should be directed to: 

U.S. Army Human Resources Command

ATTN: AHRC-PDE (Russell Smith)

200 Stovall Street, STE 3N07

Alexandria, VA  22332-0472

Phone: 703 325-9879/DSN 221-9879
FAX: 703-325-7476/DSN 221-7476

Email Address: russell.smith@hoffman.army.mil
CHAPTER 1 

GENERAL INFORMATION
A. BACKGROUND  The ACES Support Services contract provides installation support services to assist Army Continuing Education System (ACES) professionals in the delivery of adult education services at sites throughout the world.  The contract in centrally managed by the U.S. Army Human Resources Command (HRC), Office of the Adjutant General, but funding and ordering of services is delegated to the installation level.  This contract is for use by Army, Army Reserve, and Army National Guard organizations. 

B. PURPOSE.  The ACES Support Services Ordering Guide describes the roles and responsibilities for administering the ACES contract, and the procedures for ordering services under this contract.

C. APPLICABILITY.  The Ordering Guide applies to all Army customers using the ACES Support Services contract.  Sites wanting to utilize education support services under this contract must obtain written authority and appointment orders as a Contracting Officer’s Technical Representative (COTR).  COTRs must be a Government employee GS-07 or higher, have appropriate COR training, and be thoroughly familiar with the Statement of Work (SOW).

D. CONTRACT SCOPE.  Section B (SUPPLIES/SERVICES AND PRICES/COST) and Section C (STATEMENT OF WORK) of the ACES Support Services contract (DASW01-00-D-3000) are available to download at the ACES Homepage listed below.   The contract provides support services to assist Government professionals in the delivery of adult education services at sites throughout the world.  Support services that may be ordered and performed under this contract are detailed starting at the beginning of Section C.5 of the contract.  The ten areas of contract support are represented by the following contract line item numbers (SubCLINS).

1.  Reception and Administration (SubCLIN AA)

2.  Counseling Support (SubCLIN AB)

3.  Facilities Administration (SubCLIN AC)

4.  Automation and Technology Support (SubCLIN AD)

5.  Test Examiner (SubCLIN AE)

6.  Test Proctor (SubCLIN AF)

7.  Multi-use Learning Facility (MLF) Instructor (SubCLIN AG)

8.  Multi-use Learning Facility (MLF) Support Services (SubCLIN AH)

9. Educational Programming Services Personnel (SubCLIN AJ)

10. Travel (SubCLIN AL) 

11. Test Control Officer (SubCLIN AK)
	Pricing Effective FY04 (4/1/04)

	 
	 
	4001
	4002
	4003
	4004
	4005
	4006
	4007
	4008
	4009

	CLIN
	Position
	NE Region
	K
Region
	SE
Region
	SW Region
	NG *
	NW Region
	E
Region
	P
Region
	R

	CLIN 1
AA
	Reception
Admin
	 $   18.81 
	 $     7.92 
	 $   15.42 
	 $   15.42 
	 $   16.59 
	 $   17.35 
	 NA 
	 $   23.03 
	 $   16.60 

	CLIN 2
AB
	Counseling
Support
	 $   20.61 
	 $     8.42 
	 $   17.55 
	 $   18.42 
	 $   17.55 
	 $   19.99 
	 NA 
	 $   24.07 
	 $   19.59 

	CLIN3
AC
	Facilities Admin
	 $   19.17 
	 $     7.92 
	 $   15.47 
	 $   14.56 
	 $   16.59 
	 $   16.51 
	 NA 
	 $   23.03 
	 $   20.60 

	CLIN 4
AD
	Auto Tech Support
	 $   27.04 
	 $   18.93 
	 $   25.38 
	 $   26.80 
	 $   24.85 
	 $   27.46 
	 NA 
	 $   36.62 
	 $   24.25 

	CLIN 5
AE
	Test Examiner
	 $   24.36 
	 $   10.52 
	 $   20.80 
	 $   20.00 
	 $   19.77 
	 $   22.70 
	 NA 
	 $   27.42 
	 $   23.61 

	CLIN 6
AF
	Test
Proctor
	 $   21.49 
	 $     7.92 
	 $   15.71 
	 $   16.58 
	 $   16.59 
	 $   15.35 
	 NA 
	 $   23.03 
	 $   20.20 

	CLIN 7
AG
	Instructor
	 $   32.13 
	 $   10.52 
	 $   28.94 
	 $   31.05 
	 $   24.65 
	 $   29.64 
	 NA 
	 $   36.19 
	 $   37.69 

	CLIN 8
AH
	Support Services
	 $   23.58 
	 $     8.42 
	 $   18.70 
	 $   19.48 
	 $   22.05 
	 $   18.59 
	 NA 
	 $   29.96 
	 $   24.62 

	CLIN 9
AJ
	Educational
Support
	 $   32.07 
	 $   18.68 
	 $   32.07 
	 $   32.07 
	 $   32.07 
	 $   32.07 
	 NA 
	 $   32.07 
	 $   32.07 

	CLIN 10
AL
	Travel
	NA
	NA
	NA
	NA
	NA
	NA
	NA
	NA
	NA

	CLIN 11
AK
	Test Control Officer
	 NA 
	 $   18.68 
	 NA 
	 NA 
	 NA 
	 NA 
	 NA 
	 NA 
	 NA 


1.  NG pricing listed is for SCNG only.

2.  P Region pricing reflects only the hours provided at Fort Wainwright.  

3.  4010 (West Point) is eliminated and placed under NE Region. 
4.  4011 (Presidio of Monterey) is eliminated and placed under SW

5.  4012 Ft. Stewart prices follow


CLIN 1 $16.68

CLIN 2 $18.72

CLIN 5 $19.20
Commands Within Each Region
 First Command Listed Is The Location Of The Director
	Region
	2001

NE

Region
	2002

K

Region
	2003

SE 

Region
	2004

SW 

Region
	2006

NW 

Region
	2007

E 

Region
	2008

P 

Region

	Commands


	Fort Monroe

Fort Hamilton

Fort  Monmouth

Aberdeen Proving Ground

Fort Eustis

Fort Story

Fort Meade

Walter Reed

Fort McNair

Fort Myer

Fort Belvoir

Fort Lee

West Point

Fort Detrick

Fort Drum
	Yongsan
	Fort McPherson

Fort Knox

Fort Campbell

Fort Bragg

Fort Jackson

Fort Gordon

Redstone Arsenal

Fort Benning

Fort Gillem

Fort Rucker

Hunter Army Airfield

Fort Stewart

Fort Buchanan

USAG Miami
	Fort Sam Houston

Fort Polk

Fort Sill

Fort Hood

Fort Bliss

Fort Hauchauca

Yuma Proving Ground

Fort Irwin

Prisidio of Monterey
	Rock Island Arsenal 

Fort Leonard Wood

Fort Leavenworth

Fort Riley

Fort Carson

Dugway Proving Ground

Fort Lewis
	Heidelberg
	Fort Shafter

Fort Wainwright

Fort Greely

Fort Richardson

Schofield Barracks


Note that this is not inclusive of all the commands.  If your command is not represented in the table above please contact Russell Smith (COR) at (703) 325-9879, russell.smith@hoffman.army.mil
E. CONTRACTOR.  The prime contractor is Resource Consultants, Inc, 2650 Park Tower Drive, Suite 800, Vienna, VA 22180-7301, (571) 226-5034
F. CONTRACT TYPE .  The ACES Support Services contract is an Indefinite Delivery/Indefinite Quantity (IDIQ) contract, using fixed loaded hourly labor rates, against which task orders will be placed.  The nine separate CLIN prices are fully burdened to include all related management, training, personnel, transportation, travel, material, supplies, and equipment that the contractor deems necessary to manage the contract.  The Government will furnish office space and furniture, utilities, telephone service, trash disposal, janitorial service, automation connectivity, copier support, and routine office supplies related to the work ordered.  The contractor shall deliver one-hour sessions of Education Support Services to specific sites as ordered by the Government.  The Government will only pay for CLIN hours ordered and delivered.   For CLIN 10, Government Directed Travel, see paragraph C.1.26 in the Statement of Work 

G. FEE .   There is currently no administrative fee for Army activities using this ACES Support Services contract.

H. ACES WEB SITE.   U.S. Army Human Resources Command (HRC) maintains an ACES Web Site to provide information on this contract and other ACES programs.  The ACES web site address is https://www.armyeducation.army.mil/.  The web site currently contains the following information related to the ACES Support Services Contract:
- ACES Support Services Contract (DASW01-00-D-3000), Section B (SUPPLIES/SERVICES AND PRICES/COST) and Section C (STATEMENT OF WORK)   

- ACES Ordering Guide 
- Invoice Dates for Fiscal Year 04

- Monthly Report

- Quarterly Progress Report
- Task Order Evaluation Forms 
CHAPTER 2

 
ROLES AND RESPONSIBILITIES

A. DEFENSE CONTRACTING COMMAND -WASHINGTON, CONTRACTING DIRECTORATE, DIVISION B:  
· Serves as DCC-W’s Administrative Contracting Officer (ACO) for the ACES Support Services contract.    The ACO with overall program/contractual responsibility for the ACES contract is:

Mr. Greg Young
Defense Contracting Command-Washington


5200 Army Pentagon


Washington, DC 20310-5200

                                       Phone:  (703) 695-5975

                                       Email Address: gregory.young@hqda.army.mil

· The ACO alone is authorized to take actions on behalf of the Government to amend, modify or deviate from the contract terms, conditions, and requirements; this authority is never delegated.  The ACO may delegate certain other responsibilities in writing to his Contracting Officer’s Representative (COR).  The ACO has delegated authority, on an individual or class basis, to issue Task Orders (TO) under this contract to other Army contracting activities.  

· Provides information regarding the services available under the contract and serves as the sole authority to administer and modify the terms and conditions of the contract.

· Makes available the information and materials needed to place orders utilizing the ACES Support Services contract.

· Receives, reviews, and processes all written requests for modification to the ACES Support Services contract.

· Monitors, maintains, and provides information to customers regarding the status of this contract, including information resulting from monthly reports, past performance evaluations, and issues/problems.

· Ensures contractors perform in accordance with the contract terms and conditions.

· Establishes and maintains central contract files and databases, to include, past performance evaluations.

· Convenes status meetings to discuss contract performance as it relates to customer satisfaction and contractor performance and identify and resolve related issues.

· Obtains Department of Labor wage determinations, as applicable.

· Provides advice and guidance to COR, and other government personnel regarding contract scope, FAR and DFARS requirements, and Army contracting policies. 

· Represents government at various contract-related meetings including IPRs, negotiating sessions, and working meetings. 

· Approves and issues modifications to the ACES Support Services contract. 

· Designates in writing the COR.

B. U.S. ARMY HUMAN RESOURCES COMMAND, ADJUTANT GENERALS OFFICE:
· Serve as the Contracting Officer’s Representative (COR) for the ACES Support Services contract.  From a technical/management standpoint, the COR is the principal assistant to the Contracting Officer.  The COR for the ACES contract is:

Mr. Russell Smith (Primary)
Ms. Dawn Bilodeau (Alternate)

U.S. Army Human Resources Command
U.S. Army Human Resources Command
The Adjutant General, AHRC-PDE
The Adjutant General, AHRC-PDE



Alexandria, VA  22333-0472
Alexandria, VA  22333-0472
Phone:  (703) 325-9879
Phone:  (703) 325-4846
Fax:  (703) 325-7476
Fax:  (325) 325-7476
Email:  russell.smith@hoffman.army.mil 
Email: dawn.bilodeau@hoffman.army.mil
· The COR shall serve as the focal point for all ACES Support Services activities. The COR shall coordinate the activities of customers, perform liaison activities, and serve as the primary point of contact between the contractor and the customer.

· The COR shall work with customers to ensure their specific program needs are met.  The level of COR involvement shall depend on the nature of the service desired by the customer.  The COR shall assist the ACO in liaison, coordination, and reporting activities with contractors and customers.

· The COR shall appoint all installation Contracting Officer’s Technical Representatives (COTR).

C. EDUCATION SERVICES OFFICERS (ESO) or DESIGNATED EDUCATION SERVICES MANAGERS:  

· Designate and request written orders from the COR to appoint an installation Contracting Officer’s Technical Representative (COTR).  (See Attachment 1)

· Notify the Contracting Officer’s Representative (COR) when the COTR is absent for more than two weeks and coordinate with the COR to appoint a replacement.

· Ensure that installation or supporting contracting office has a copy of the ACES Support Services contract.  Coordinate with your installation contracting office to establish and clarify procedures for ordering support services under this contract.

· Determine the level of education support services required for your installation or site.

· Initiate a purchase request or funding document (typically a DA Form 3953) that provides adequate funding for the level of support services to be ordered.

D. CONTRACTING OFFICER’S TECHNICAL REPRESENTATIVE (COTR):  

· Obtain written orders designating you as a COTR for your installation or activity.

· Provide the contractor with current regulations, policies, and/or operating procedures as required by the Statement of Work.

· In coordination with your ESO verify the level of education support services by specific CLIN and number of hours to be ordered.  Prepare a Task Order requirements package for your installation contracting office that includes the specific CLINs, number of hours to be ordered, the appropriate unit price and extension for each CLIN required, and adequate funding.

· Monitor and evaluate work performed to ensure the contractor satisfactorily fulfills CLIN requirements.  Inspect all task order deliverable items and services and accept those satisfactorily produced or performed in accordance with the SOW.

· Prepare a receiving report and verify invoices to ensure the contractor is paid promptly and correctly.

· Ensure property control accountability for any Government Furnished property or equipment as required by the Statement of Work.

· Provide technical support to the COR on issues at your installation.   COTR will not contact ACO without prior approval from COR.

· Adhere to the requirements and procedures defined in the ACES Support Services contract and these ordering guidelines. 

E. INSTALLATION CONTRACTING OFFICE
· Maintain a current copy of the ACES Support Services contract (DASW01-00-D-3000) with any and all modifications

· Upon receipt of an adequate requirements package and funding document from your Education Services Office, issue a written task order (DD Form 1155) to the contractor.

· Each task order must contain the following information as a minimum:

-CLIN Number, Hours Ordered, Unit Price, Total CLIN Price

-Specific location for services and the required delivery dates

-Total obligated dollar amount for all CLINs under the task order 

-Correct Payment Address must correspond with the fiscal station code in the fund cite

-Use of DFARS Appendix G, Part 2 for assignment of Supplemental PIIN

· Coordinate with the ACO, COR, or COTR to resolve any apparent contracting irregularities or issues at your installation

F. CONTRACTOR

· The contractor for the ACES contract is:

Resource Consultants Inc.

2650 Park Tower Drive, Suite 800


Vienna, VA  22180-7301

ATTN: Anne M. Aakre




(571) 226-5034


aaakre@resourceconsultants.com
· The principal role of the ACES contractor is to perform the contract in accordance with the statement of work, to perform specific support services upon receipt of a written task order, and to ensure effective overall ACES contract management. 

· Provide the COR and ACO with reports covering task orders and contract status as specified in the contract and meet periodically as necessary.

· Ensure performance and deliverables meet the requirements set forth in the contract/ task order.

· Obtain requisite approvals from the ACO or COR regarding critical subcontractors, key personnel, directed task orders, et al.

· Identify potential conflicts of interest.
· Provide comments on past performance evaluations. 

CHAPTER 3

REQUIREMENTS PROCESS
A. GENERAL 

All work performed under the ACES Support Services contract is done through written Task Orders (TOs) issued by a warranted contracting officer.  
B. REQUIREMENTS PACKAGE 

Once the Education Services Officer has determined the level of support services required, the Contracting Officer’s Technical Representative (COTR) compiles a Task Order Requirements Package.  The package includes all the items listed in the checklist (Attachment 2) and forwards the package to the installation level contracting office for issuance of a written Task Order (DD Form 1155).

C. TASK ORDER AWARD PROCESS 

1. The TO award process begins with the COTRs submission of a Task Order Requirements Package to the installation contracting office. Chapter 4 contains instructions for preparing and submitting a Requirements Package. Upon receipt, the installation contracting officer (KO) reviews the package to ensure it is: 

· Complete in accordance with the formats and requirements specified in this Ordering Guide. 

· Within the scope of the ACES Support Services contract.  If a Requirements Package is determined by the installation KO to be outside the scope of the ACES contract, or if the package needs significant rework, the installation KO returns the package to the COTR with an explanation of the reasons for return without action.

2. Once the requirements package is reviewed and complete, the installation contracting officer awards the task order (TO) by issuing a DD Form 1155 to the contractor assigning a Supplementary Procurement Instrument Identification Number (PIIN) in accordance with DFARS 204.7004(d)(2)(i), and DFARS Appendix G, Part 2.  As an example the first task order issued by Ft Carson would have a Basic PIIN: DASW01-00-D-3000 and a Supplementary PIIN: 1C01.  It is only after the issuance of a written DD Form 1155 by a warranted Government Contracting Officer that the contractor is authorized to begin work in accordance with the task order.  (See Attachment 5)
D. TASK ORDER OFFICIAL FILE.  

The installation contracting office is responsible for maintaining the requirement package and supporting documentation for task orders issued at their installation.  Task order files should be retained at the installation for a period of twelve months after completion and then transferred to the local records holding area until they are eligible for destruction. 

E. MODIFICATIONS TO TASK ORDERS
Task Order modifications are generally made to correct oversights or changes in conditions from the original task order. Modifications are appropriate to change administrative information and may be appropriate to add a limited amount of new work to an existing task order.   However, if the proposed modification alters the scope of the task order, adds significant additional work or funding, substantially extends the period of performance, or incorporates other major changes, the contracting officer will require the COTR to submit additional documentation to support fully the task order modification requested. The contracting officer makes the determination of whether a proposed change can be processed as a modification or if a new requirement package must be submitted. 

CHAPTER 4 

REQUIREMENTS PACKAGE PREPARATION
A. GENERAL 

The Requirements Package is the basis for processing and awarding a task order under the ACES Support Services Contract.  The package must be prepared and submitted by the customer both for a new requirement and as described in Chapter 3 for a modification to an existing task order. Customers should submit completed requirements packages to their installation contracting office.

B. REQUIREMENTS PACKAGE CHECKLIST AND CERTIFICATION 

The checklist is the cover for submitting the ACES Requirements Package to your installation contracting office. The ACES Requirements Package Checklist and Certifications, shown in Attachment 2, lists the items that must be included in the package when it is delivered to your installation contracting office. 

C. FUNDING DOCUMENTS 

Task Orders must be funded by the organization requesting service under the ACES Support Services contract.  To be complete, a certified funding document for the full amount must be included in the requirement package when it is submitted to the installation contracting office.  Installation contracting activities are responsible for citing the correct payment address on the DD1155.  The payment address must match the fiscal station code listed on the funding document.  COTRs are responsible for ensuring the correct fiscal data is cited on all required funding documents, and the anticipated period of performance is addressed with the correct fiscal year appropriation.

D. IDIQ CONTRACT TYPE 

The ACES Support Services contract is an IDIQ contract.  Task orders are issued using negotiated CLIN prices; these are fully burdened hourly rates which include all related management, training, personnel, transportation, travel, overhead, and profit as well as material, supplies and equipment that the contractor deems necessary to manage contract. 

E.  DETERMINATION OF APPLICABLE TASK AREA.  

Generally, the COTR, in consultation with the Education Services Officer, shall be responsible for determining the applicable CLINs and hours required in each task order. 

F.  ESTIMATED PERIOD OF PERFORMANCE AND DOLLAR AMOUNT

The COTR establishes the period of performance for each CLIN ordered. The ending date of a task order often coincides with the end of the Federal Government fiscal year.  Although this is a common practice, it is NOT required.  A period of performance for a CLIN may be established at any date, but may not exceed one year in length if funded from annual appropriations.  Note that services MUST be ordered in increments of NOT less than 4 hours per day AND a minimum of 20 hours per week per SubCLIN (Labor category).  
G.  TASK ORDER DISTRIBUTION LIST

COTRs shall indicate the offices that are to be sent copies of the task order as well as the applicable number of copies and the addresses/office symbols when completing the requirements package information.  At a minimum, copies of all task orders and any modifications thereto shall be sent immediately to the COR at US Army Human Resources Command, the appropriate payment office, the Contractor-Resource Consultants Inc., and the ACO at Defense Supply Service-Washington.
H.  CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE (COTR) CERTIFICATION  

When completing the requirement package, the COTR shall indicate the address, voice and fax numbers, and email for the task order. The COTR must sign each ACES Requirements Package Checklist indicating that they understand and accept the responsibilities associated with using the ACES Support Services contract.

CHAPTER 5

TASK ORDER EXECUTION AND MONITORING

A. PROGRAM LEVEL CONTRACT MANAGEMENT

Defense Supply Service-Washington through its Contracting Officer’s Representative (COR) and Contracting Officer’s Technical Representatives (COTR) tracks and guides performance over the life of the ACES contract.   DCC-W employs several tools and methods to manage these efforts in close concert with contract monitoring and evaluation efforts. These tools include the following. 

· In Process Reviews (IPRs)  DCC-W conducts IPRs periodically throughout the year. IPRs are designed to show the work accomplished and underway across the entire Army to ensure the work performed under the contract is using approved guidelines and to address issues encountered or anticipated during task order execution.
· Quarterly Contract Status Report.  This quarterly report (see Article C.1.30.4. of the SOW) is prepared by the contractor and submitted to the contracting officer and COR.  The report includes a brief summary of significant activities, problems and developments occurring during the reporting period, problems anticipated in future performance, recommendations to overcome past and future problems, recommendations on changes to improve or increase efficiencies in the contractor services provided, as well as cost and progress reports at the contract and TO level. It also provides a technical activity summary organized by customer, subcontracting reports, and government furnished property reports, personnel action summaries, funding data and projections.

· ACES Past Performance Database.  COTRs will submit Task Order Evaluations for each order issued at their installations. Scores are based on the six-point scale advocated by the Office of Procurement Policy's "A Guide to Best Practices for Past Performance" published in May 1995.  The task order evaluations will be used to support an overall past performance rating that will be prepared by the COR on an annual basis and entered into the Army's Past Performance Information Management System (PPIMS).

· Official Contract File.  The contracting officer at DCC-W maintains the central file for the ACES Support Services contract.  The file contains the basic contract, modifications to the basic contract, task orders, modifications to task orders, correspondence, invoices, performance evaluations, resumes, and a listing of deliverables.

B. INSTALLATION LEVEL TASK ORDER (TO) MANAGEMENT 

The COTR provides the "front line," day-to-day monitoring of the task order during execution. A very important responsibility of the COTR is documenting all communications, both oral and written, between the contractor and the COTR.  The COTR will be working closely with the installation contracting officer and shall keep the COR fully informed, in writing, of any problems concerning performance required under a task order.  The COTR shall maintain a copy of all official correspondence. 

· TM Surveillance.  The most important means for measuring contractor performance and ensuring successful task order completion is a planned surveillance effort to verify that the contractor’s schedule of its efforts project to satisfactory and timely task order completion. The contracting officer at your installation doesn't have the day-to-day relationship with the contractor that would allow meaningful surveillance. Therefore, COTRs are responsible for developing and implementing a written surveillance plan that outlines the use of existing reporting tools and other methods of objective and subjective observations to track contractor performance, timeliness and quality of deliverables, etc. The plan need not be in a particular format but should list the subjective and objective measures that will be used to assure timeliness and quality of performance.  Subjective measures to monitor performance which can be viewed through day-to-day interaction include: cooperation, problem solving, problem avoidance, correct staffing levels, adopted efficiencies, effective use of office and communication tools, attendance, promptness, and overall professionalism.  Objective measures include deliverables, correspondence, meeting minutes, IPRs, and reporting.

· In accordance with the Federal Acquisition Regulation (FAR), past performance evaluations will be completed to record overall performance of the contractor.  The ACES Task Order Evaluation Form (Attachment 4) will be used to obtain information and support an overall evaluation prepared on an annual basis and entered into the Army's Past Performance Information Management System.  COTRs are assigned the responsibility of completing the ACES Task Order Evaluation Form, Attachment 4, at the beginning of each quarter of the fiscal year (i.e., 1 Oct, 1 Jan, 1 Apr, 1 Jul) AND at the completion of the TO. The completed forms, which are "Source Selection Information," and, therefore, Procurement Sensitive, are sent to the COR and will be used in preparing the overall evaluation of contractor performance at the end of each contract period.  These reports are used by the ACO in the process of determining whether the next contract option will be exercised. The contractor has the right to review and comment on all of their past performance evaluation reports for Task Orders issued under the contract.  

· Acceptance of Services and Processing Invoices.  Section G of the ACES contract states that the COTR is responsible for performing acceptance of services at the installation where the task order is being performed.  In addition to reviewing, commenting on and accepting services delivered, the COTR is responsible for completing an ACES Task Order Invoice Review & Approval form, Attachment 3.  The Government has an obligation to accept/reject that performance in a reasonable and timely manner. The COTR is designated the responsibility for reviewing invoices submitted by the contractor and verifying that the services were received; review and acceptance or rejection shall be completed by the COTR within 5 working days of receipt of the invoice.
· Billing Instructions. The billing instructions for each task order shall be contained in the individual task order.  Generally, each invoice shall contain as a minimum the contract number, task order number, Contractor’s name, remittance address, point of contact and telephone number, invoice number and date, itemized product/service by CLIN, total amount, and whether the invoice is a copy or the original invoice. Note that contract services shall be invoiced in accordance with RCI’s timesheet cycle.  All sites will receive an invoice on a monthly basis. Contact RCI Project Director Anne Aakre for a copy of the timesheet cycle document at ph: (571) 226-5034, email: aaakre@resourceconsultants.com.
· Payment and Disbursement.  Payment on the ACES Support Services contract is made by the servicing DFAS of the individual Installation Contracting Activities.  The payment office must coincide with the fiscal station code listed in the fund cite indicated on the individual Task Order.  The installation contracting office shall retain copies of payment vouchers in their files.  

· Task Order File Closeout.  All correspondence generated by the COTR shall be submitted to the installation contracting office upon completion of the task order.  Task order files should be retained at the installation for a period of twelve months after completion and then transferred to the local records holding area until they are eligible for destruction. 

ATTACHMENT 1—REQUEST APPOINTMENT OF COTR
DA Letterhead

Organization Address

OFFICE SYMBOL








DATE

MEMORANDUM FOR U.S. Army Human Resources Command, ATTN: AHRC-PDE (Russell Smith), 200 Stovall, STE 3N07, Alexandria, VA  22332-0472

SUBJECT:  Appointment as Contracting Officer’s Technical Representative for Army Continuing Education System Support Services Contract DASW01-00-D-3000

1.  Request that the following individual be appointed as the Contracting Officer’s Technical Representative (COTR) for task orders issued against the Army Continuing Education System Support Services contract at Installation/Location.


a.  Name & Grade:  


b.  Organization and Mailing Address:


c.  Telephone (Commercial and DSN):


d.  Fax Number:


e.  Email Address:

2. Has the Appointee taken the COR course (in residence or satellite) in the last five years?  Yes__ / no__
If no, when will training be completed?  ____________________________________________________

If yes, please FAX a copy of completion certificate to 703-325-7476/DSN 221-7476 or scan and email the document to russell.smith@hoffman.army.mil when forwarding this request.

OR
3.  Has the Appointee served as a COR or a COTR/ACOTR during the past two years?  yes___/ no___
If yes, what site?  ____________________________________________________________________
If yes, please FAX a copy of Appointment Letter to 703-325-7476/DSN 221-7476 or scan and email the document to russell.smith@hoffman.army.mil when forwarding this request.
4.  POC for this request is the undersigned at (000) 123-4567/DSN 123-4567. 



Your Signature


Your Printed Name




Education Services Officer

ATTACHMENT 2-- REQUIREMENTS PACKAGE CHECKLIST AND CERTIFICATION
This form is to be completed by the COTRs and forwarded to the installation contracting office with a complete requirement package.  The requirements package shall be submitted using either hard copy, electronic or a combination that is acceptable to your installation contracting office. 

1.  A requirement package includes all the following documents: 


 ACES Requirements Package Checklist and Certification 


 Requirements Summary Including CLIN, Number of Hours, Hourly Rate, and Total Price


 Period of Performance for each CLIN



 Funding Document DA Form 3953


 Non-severability statement, if required 

2.  Contracting Officer’s Technical Representative: 








Phone: 


Fax: 



Email:






Organization and Mailing Address: 
________________________________

                                                   
________________________________

                                                        
________________________________

3.  Task Order Distribution List:  

a.  U.S. Army Human Resources Command

b.  Resource Consultants Inc.____________
     ATTN: AHRC-PDE (Russell Smith)

​​__ ATTN: Anne Aakre_________________
     200 Stovall Street, STE 3N07


__ 2650 Park Tower Drive, Suite 800_____
     Alexandria, VA  22332-0472__________
___Vienna, VA  22180-7301____________
     russell.smith@hoffman.army.mil


___aaakre@resourceconsultants.com______
c. 
Use the DFAS address that services

d.  
           

                 
   


            your fiscal station code,                      

              
        
  



    
not the address on the basic contract


                 
          
     
  


4.   COTR Certification: I recognize that by submission of this package, I accept the responsibilities as Contracting Officer's Technical Representative as detailed in the ACES Support Services Contract Ordering Guide. 

Signature:_____________________________________           Date:______________ 

ATTACHMENT 3-- ACES TASK ORDER INVOICE REVIEW FORM

Before an invoice can be processed for payment, the COTR must verify that the services indicated on the invoice were received and the hours listed are the actual hours worked.  The COTR reviews the invoice, completes this form, and signs either Approves or disapproves the invoice for payment. 

To comply with the provisions of the Prompt Payment Act (PL 97-177) and to prevent the occurrence of interest penalties for late payment, the COTR must make prompt review of the invoice and forward it to payment office within five calendar days.   If there are problems with the invoice contact your installation contracting officer immediately.

1.  Contract Number: DASW01-00-D-3000

2.  Task Order Number:  ____________________________
3.  Task Order Amount:  ____________________________
3.  Contractor's Invoice Number:  ____________________________
4.  Contractor's Invoice Amount:  ____________________________
              APPROVED - "Based on information and documentation available, the charges reflected on the listed invoice are commensurate with the status of the work presently set forth in the Task Order. Payment to the contractor is appropriate."

              DISAPPROVED - "I have not received sufficient information from the contractor to properly endorse the listed invoice. I am forwarding the invoice to the KO with an explanation of the reasons for rejection."

COTR Signature: 







Date:




COTR Name:

Organization Address:

Phone Number:

Fax Number:

Email Address:

ATTACHMENT 4-- TASK ORDER EVALUATION FORM
INSTALLATION____________________________
_
DATE




To be completed by the COTR each quarter and at the completion of the task order to evaluate the contractor’s performance.  Completed evaluations are to be forwarded to the COR as input into the overall annual evaluation of contractor performance

We have devised the evaluation forms scoring to make them easily understood by providing numerical ratings based on a 100 point system. The following is a comparison of numerical scores to the corresponding adjectival ratings:


90 - 100 = Excellent


80 - 89 = Good


70 - 79 = Acceptable


60 - 69 = Marginal


59 and below = Poor

The numerical score should be entered in the blank spaces to the right of each rating factor of the evaluation form. Space is provided below for comments and adds to the utility of the evaluation.  You must as a minimum provide comments if ratings in any area are acceptable or below.

1. Contract Number: ____________________________________

2. Task Order (TO) Number:   _______________________________________

3. Rating Period:  

 to 
   Interim ____  Final ____

4. TO Award Date:______________________________________

5. TO Period of Performance:__________________________________

6. Task Order Amount:_______________________

7. Prime Contractor:____________________________________


(Input a point score for each factor rated)

	TECHNICAL PERFORMANCE

	Factors/Ratings
	Excellent
	Good
	Acceptable
	Marginal
	Poor
	N/A

	a.  Completion of major tasks, milestones, deliverables on schedule
	
	
	
	
	
	

	b.  Responsiveness to changes in technical direction
	
	
	
	
	
	

	c.  Ability to identify risk factors and alternatives for alleviating risk
	
	
	
	
	
	

	d.  Ability to identify risk and solve problems expeditiously
	
	
	
	
	
	

	OVERALL:   How would you rate the contractor’s overall technical performance on this order?
	
	
	
	
	
	


Comments: 
	MANAGEMENT PERFORMANCE

	Factors/Ratings
	Excellent
	Good
	Acceptable
	Marginal
	Poor
	N/A

	a.  Overall communication with the Government
	
	
	
	
	
	

	b.  Ability to recruit and maintain qualified personnel
	
	
	
	
	
	

	c.  Ability to manage multiple and diverse projects/tasks from planning through execution
	
	
	
	
	
	

	d.  Ability to effectively manage subcontractors
	
	
	
	
	
	

	     Business subcontractors
	
	
	
	
	
	

	e. Performance in planning, scheduling and monitoring
	
	
	
	
	
	

	f. Use of management tools (e.g. cost/schedule, task management tools)
	
	
	
	
	
	

	OVERALL:  How would you rate the contractor’s overall management performance on this order
	
	
	
	
	
	


Comments: 
	CUSTOMER SATISFACTION

	Factors/Ratings
	Excellent
	Good
	Acceptable
	Marginal
	Poor
	N/A

	a.   Cost/Price Control:  Ability to accurately estimate and control cost to complete tasks
	
	
	
	
	
	

	b.  Schedule Control: Did the Contractor meet original completion date? Request an extension due to reasons within its control? Finish ahead of schedule?
	
	
	
	
	
	

	c. Contract Administration. Did the Contractor respond to Govt. correspondence in a timely manner? Were TO/ contract modifications promptly executed? Were the subcontracts properly administered? Were Govt. requested price changes submitted and promptly negotiated? Were invoices submitted correctly? Were contract discrepancies or problems reported promptly? Were major subcontracts administered promptly? 
	
	
	
	
	
	

	d. Responsiveness to Government.  Were complaints from the Govt. resolved in a reasonable and cooperative manner? Were telephone calls responded to promptly? Were controversial issues resolved amicably? Was the contractor reasonable and responsive to the Government’s needs?
	
	
	
	
	
	

	e. Contract Compliance with Technical Requirements.  Were all the contract requirements met? Were the objectives of the PWS met? Were problems resolved? 
	
	
	
	
	
	

	f.  Key Personnel. Did the personnel have the knowledge and expertise necessary to perform the technical requirements? Were changes in key personnel made? How often were they made?
	
	
	
	
	
	

	OVERALL:  How would you rate the contractor’s ability to be cooperative, business-like and concerned with the interests of the customer?
	
	
	
	
	
	


Comments: 
COTR Signature: 




Date:



COTR Name:

Organization Address:

Phone Number:

Fax Number:

Email Address:

Contractor Comments:
Contractor's Signature: 





Date:



Project Managers Name:

Contractors Address:

Phone Number:

Fax Number:

Email Address:

---------------------------------------------------------------------------------------------------------------------------------

Contracting Officer Comments:
Contracting Officer Signature: 





Date:



Contracting Officer Name:

Organization Address:

Phone Number:

Fax Number:

Email Address:

IN ACCORDANCE WITH FAR 42.1503, THE CONTRACTING OFFICER WILL ALLOW THE CONTRACTOR A MINIMUM OF THIRTY DAYS TO REVIEW THE EVALUATION FORM.

ATTACHMENT 5—DD1155 CHECKLIST FOR INSTALLATION CONTRACTING ACTIVITY


BLOCK 1
CONTRACT #
DASW01-00-D-3000
BLOCK 2
DELIVERY ORDER NUMBER – IN ACCORDANCE WITH DFARS APPENDIX G, PART 2.  MUST CORRESPOND WITH YOUR ACTIVITY ADDRESS NUMBER

BLOCK 3
DATE FORMAT YYYY/MM/DD

BLOCK 6
CONTRACTING ACTIVITY THAT WROTE THE DELIVERY ORDER

BLOCK 7
DEFENSE CONTRACTING COMMAND-WASHINGTON     CODE: DASW01


5200 ARMY PENTAGON


ROOM 1C256


WASHINGTON, DC 20310-5200

BLOCK 8
DESTINATION

BLOCK 9
RESOURCE CONSULTANTS, INC.
CODE: 3S267


2650 PARK TOWER DRIVE, SUITE 800


VIENNA, VA 22180-7301
BLOCK 13
“SEE BLOCK 14” RECOMMEND USING THE SHIP TO ADDRESS AS THE COTR IS RESPONSIBLE FOR CERTIFYING THE INVOICES, COMPLETING THE RECEIVING REPORT, AND SENDING THE INVOICES IN TO THE SERVICING DFAS

BLOCK 14
COMPLETE SHIP TO ADDRESS, SHOULD BE THE EDUCATION CENTER ADDRESS WITH THE COTR LISTED AS THE POC 

BLOCK 15
YOUR SERVICING DFAS – CORRESPONDS WITH THE FISCAL STATION CODE LISTED IN THE FUND CITATION

BLOCK 16
DELIVERY/CALL

BLOCK 17
PD2 WILL PLACE THE FUND CITATION IN SECTION G, SO THIS BLOCK WILL SAY “SEE SCHEDULE”

BLOCKS

18-23

PD2 AUTOMATICALLY ASSIGNS “SEE SCHEDULE”

BLOCK 24
CONTRACTING OFFICER’S SIGNATURE AND DATE

BLOCK 25
TOTAL ORDER AMOUNT

SECTION B
SUPPLIES OR SERVICES AND PRICES 

CLINS AND SUBCLINS OF THE SERVICES DESIRED, QUANTITY, UNIT PRICE, AMOUNT, EXTENDED DESCRIPTION, PURCHASE REQUEST NUMBER

SECTION F
DELIVERY INFORMATION 

CLINS, DELIVERY DATE OR PERIOD OF PERFORMANCE, UNIT OF ISSUE (LABOR HOUR), QUANTITY, FOB, AND SHIP TO ADDRESS

SECTION G
ACCOUNTING AND APPROPRIATION DATA

ACRN FOLLOWED BY A VALID FUND CITATION


REMIT TO ADDRESS:


RESOURCE CONSULTANTS, INC.


2650 PARK TOWER DRIVE, SUITE 800


VIENNA, VA 22182


EFT/ACH ADDRESS:


CITIZENS BANK

c/o RESOURCE CONSULTANTS, INC.

DEPT. CH 10143, PALATINE, ILLINOIS 60055-0143


ABA# 036076150


ACCOUNT # 610-173-6818, ACCOUNT TITLE:  RCI


THE FOLLOWING ARE THE MOST COMMON MISTAKES MADE ON THE DD1155:

BLOCK 2
MAKE SURE THAT YOU HAVE LOOKED IN THE DFARS APPENDIX G, PART 2, ARMY ACTIVITY ADDRESS NUMBERS TO FIND THE ALPHANUMERIC NUMBER FOR YOUR CONTRACTING ACTIVITY 

BLOCK 7
“SEE ITEM 6” DCC-W IS THE ADMINISTERING OFFICE

BLOCK 15
USE THE DFAS ADDRESS THAT SERVICES YOUR FISCAL STATION CODE, NOT THE ADDRESS ON THE BASIC CONTRACT

SECTION B 
USE THE CORRECT CLIN AND SUBCLIN FROM THE BASIC CONTRACT. NOTE THAT MODIFICATION P00004 HAS RESTRUCTURED THE CLINS FOR OPTION YEARS 1 THROUGH 4.
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