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1.0
INTRODUCTION TO ACC CAAS II SERVICES

1.1  Purpose.  The ACC CAAS II Contract was developed by the ACC Program Management Squadron (ACC PMS) to support ACC organizations, as well as tenant units, in the procurement of Advisory and Assistance Services (A&AS).  To order services from this contract, each customer is responsible for following the procedures described in this guide.  This guide describes basic procedures and serves to educate those interested in ordering services from the contract.  After obtaining services via ACC CAAS II, the customer is then responsible for monitoring contractor performance under the task order (TO).

1.2  Definition.  The following extract from Federal Acquisition Regulation (FAR) Part 2.101 describes CAAS contracts:  “Advisory and assistance services means services . . . to support or improve agency policy development, decision-making, management, and administration, or to support or improve the operation of management systems.”  CAAS contracts are used at all organizational levels to help managers be most effective and economical in meeting mission requirements.

1.3  Policy.  ACC organizations may contract for CAAS when essential to the mission and to:


- Obtain outside points of view to avoid limited judgment on critical issues;


- Obtain advice regarding developments in industry, university, or foundation research;


- Obtain the opinions, special knowledge, or skills of noted experts;


- Enhance the understanding of, and develop alternative solutions to, complex issues;


- Support and improve the operation of organizations;


- Ensure the more efficient or effective operation of managerial or hardware systems.

Organizations may not use CAAS to:

· Perform work of a policy, decision-making, or managerial nature which is the direct responsibility of agency officials;

· Bypass or undermine personnel ceilings, pay limitations, or competitive employment procedures;

· Under any circumstances specifically to aid in influencing or enacting legislation;

· Obtain professional or technical advice, which is readily available within the Department of Defense (DoD) or another Federal agency.

· Award tasks on a preferential basis to former Government employees;

· Perform services obtained or funded through assistance instruments (such as grants, cooperative agreements, and “other transactions”).

1.4  Types of Services.  The three categories of services available through the ACC CAAS II Contract are:


a.  Management and Professional Support Services.  These services provide support, assistance, advice, or training for the efficient and effective management and operation of DoD organizations, activities, or systems.  They are normally closely related to the basic responsibilities and mission of the using organization.  This category includes efforts that support or contribute to improved organization or program management, logistics management, project monitoring and reporting, data collection, budgeting, accounting, auditing, and administrative and/or technical support for conferences and training programs.


b.  Studies, Analyses, and Evaluations.  These services are organized, analytical assessments and evaluations to understand and/or evaluate complex issues to improve developments, decision-making, management, or administration.  These efforts result in documents containing data or leading to conclusions and/or recommendations.  Databases, models, methodologies, and related software created in support of a study, analysis, or evaluation are to be considered part of the overall effort.


c.  Engineering and Technical Services.  These services take the form of advice, assistance, training, or hands-on training (that is direct assistance) necessary to maintain and operate fielded weapon systems, equipment, and components at design or required levels of effectiveness; this includes software when applicable.  Engineering and technical services consist of: (1) contract field services (which are technical services provided on site at DoD locations by the trained and qualified engineers and technicians of commercial or industrial companies); (2) contract plant services; and (3) field service representatives.  This category includes services used to support the system program office or manager during the acquisition cycle by providing such services as systems engineering and technical assistance (FAR 9.505-1 (b)). 

1.5  Exclusions.  FAR Part 13 excludes the following services from being performed under CAAS:  routine information technology services unless they are an integral part of a contract for the acquisition of A&AS; architectural and engineering services as defined in the Brooks Architect-Engineers Act (Section 901 of the Federal Property and Administrative Services Act of 1949, 40 U.S.C. 541); and research on theoretical mathematics and basic research involving medical, biological, physical, social, physiological, or other phenomena.  

2.0  REFERENCES
2.1  Statement of Work (SOW):  A detailed list of all requirements, including contract scope, contractor expectations, and task order processing criteria.

2.2  Quality Assurance Surveillance Plan (QASP):  Provides basic evaluation criteria, documentation requirements, and procedures for Quality Assurance Evaluators (QAE). 

3.0  ACC CAAS II ROLES/RESPONSIBILITIES

3.1  Requiring Activity.  The organization with a requirement for A&AS to assist with mission accomplishment.
3.2  Functional Director (FD).  The individual from the requiring organization (normally a branch/division chief) who has direct responsibility for TO accomplishment.  The FD will ensure that: technically knowledgeable personnel are appointed to evaluate the contractor proposals; a technically-competent QAE is selected to monitor contractor performance; the QAE receives training to properly surveil the contract; and, the QAE is performing surveillance IAW the contract.  The FD should be knowledgeable of the workload being contracted. 

3.3  Action Officer (AO).  Responsible for developingthe contract requirements package. The package includes the TO, cost estimate, and identifies the FD and QAE (s).  Attends any pre-proposal meetings that may result from the issuance of their task order.  Normally serves as a technical representative in evaluating proposals received from offerors.

3.4  Approval Authority.  The Determination/Decision Document (DDD) requires approval at the proper level.  Requirements in excess of $50,000 (total estimated program costs) must be approved by the functional organization’s General Officer, SES, or O-6 occupying a General Officer’s billet.  All requirements below $50,000 are approved by the respective O-6 in the functional reporting chain.

3.5  Quality Assurance Evaluator (QAE).  Responsible for monitoring contractor performance following TO award, and documenting performance of surveillance.  The QAE and action officer developing the requirement may or may not be the same person. 

3.6  ACC CAAS II ProgramOffice.  Responsible for ensuring requests for Advisory and Assistance Services (A&AS) adhere to all legislative and regulatory requirements.  Advises and assists requiring organization during requirement development and reviews initial and final contract requirements package to ensure all necessary coordination has been obtained and that the requirement does not violate any policies or guidelines surrounding A&AS. 
3.7  ACC CAAS II Contracting Officer (CO).  Conducts initial review of draft contract requirements package and approves final package before initiating contract support.  Issues the TO Request for Proposal (RFP) to the contractors. Conducts a pre-proposal conference when appropriate to address contractor questions on the RFP.  Trains QAE and FD on surveillance procedures; assists customers in evaluating proposals; negotiates and awards the TOs; and, administers TOs throughout performance. 
4.0  DEVELOPING AN ACC CAAS II CONTRACT REQUIREMENTS PACKAGE

4.1  Requirement Identification.  Once the customer has identified a requirement for CAAS services, contact the ACC CAAS Program Office (764-9496/9497, via email at ACC CAAS Program or at http://www2.acc.af.mil/caas/) to set up an initial meeting to obtain assistance in developing the package. 

4.2  ACC CAAS II Services Checklist.  The ACC CAAS II Checklist is located at Attachment 1.  It provides a step-by-step look at the contract requirements package development process.  It should be used to ensure the final contract requirements package contains all required documents.  The checklist is for the use of the AO developing the package and does not need to be included in the ACC CAAS II contract requirements package.   

4.3  ACC CAAS II Task Order.  Attachment 2 should be used in developing the TO.  The TO must describe in clear and unambiguous terms the work to be performed, the deliverables expected, and the expected period of performance.  When contractor efforts are to be integrated with Air Force efforts, be sure to clearly define the respective tasks and objectives of both the Air Force and the contractor.    

4.4  Determination/Decision Document (DDD).  Attachment 3 contains a DDD template.  The DDD outlines all the steps and justifications required by SAF/AQ.  The AO in conjunction with the ACC CAAS Program Office will document a search for in-house capability, which must be attached to the DDD and included in the final contract requirements package.  

4.5  Task Order Cost Estimate Calculation Worksheet.  The ACC CAAS Program Office will forward an electronic version to the customer during requirements development.  The customer needs to provide the estimated hours for each appropriate labor category.  Off-base rates should be used when the work is anticipated to be performed at contractor facilities.*  At the bottom of the worksheet is a line for inclusion of estimated cost for travel required in performance of the TO. 

*Program Manager, Financial Analyst, and Clerical Specialist work is typically performed at the contractor’s facility, even when government-provided workspace is utilized for other TO work.

4.6  AF Form 9.  The final package must contain a certified AF Form 9 approved by the respective customer’s resource manager, as well as HQ ACC/FMAO.  If the CAAS support is related to the routine operation and maintenance of your unit, O&M funding must be used.  However, if the support is related to an ongoing research and development program or “other procurement,” the appropriate type of R&D or procurement funding is also acceptable.  It is a good idea to determine availability of funds early on in the process in concert with the development of the TO and cost estimate.  It is not uncommon for the government cost estimate to differ significantly from the offerors’ proposed cost.  In order to avoid having to develop a supplemental AF Form 9 when offerors’ proposals come in at higher cost, it is recommended that the original AF Form 9 include a higher funding level when feasible.  Any funds beyond the TO award cost will be de-obligated by contracting and returned to the fund cite on the AF Form 9.

Attachment 1 (See para 4.2 in ACC CAAS II Customer Guide)

ACC CAAS II SERVICES CHECKLIST
I. IDENTIFY REQUIREMENT:

a. Contact ACC CAAS Program Office in ACC PMS/XR (4-9496/9497, via email at ACC CAAS Program Office or http://www2.acc.af.mil/caas/) for initial consultation.

II. DEVELOPING THE REQUIREMENT:

a. Submit draft TO to ACC CAAS Program Office mailbox for review.

b. Fill out electronic wage calculation estimate.

c. Contact budget personnel to secure sufficient funds.

d. Document query for in-house expertise to perform the requested work.

e. Identify FD and QAE(s) to the ACC CAAS Program Office.

III. REVIEW OF CAAS PACKAGE:

a. With the information provided above, the customer in conjunction with the ACC CAAS Program Office must generate the following documents:

1. Task Order

2. Determination/Decision Document

3. Wage Calculation Worksheet

4. Certified Form 9

b. Upon the generation of all documentation, a final review of the package will be performed by the ACC CAAS Program Office, which will advise when the documents are ready for signature.

IV. FINALIZED CAAS PACKAGE:

a. Upon obtaining signatures on the required documents, notify the ACC CAAS II Program Office, who will approve the package.

b. Make two hard copies of the entire package.

c. Send an electronic copy of the TO and QASP to ACC CONS.

d. In accordance with AFI 38-201, ACC CAAS Program Office will forward a copy of the DDD to HQ ACC/XPMRH for inclusion in the Unit Manpower Document (UMD).

Attachment 2 (See ACC CAAS II Customer Guide, para 4.3)

ACC CAAS II Task Order Template
Task Order XX-XX





 Contract  F44650-02-D000X

(TASK ORDER TITLE)
1.  GENERAL TASK DESCRIPTION.  (Give a brief description of what is required from the Contractor.)
2.  REFERENCE.  Air Combat Command (ACC) Statement of Work for the ACC Contracted Advisory and Assistance Services II (ACC CAAS II) Contract. 

3.  SPECIFIC TASK DESCRIPTION.  (Give details of what the Contractor is to accomplish.  List any reports or deliverables, schedules, and the period of performance. The specific task description should include distinctly separate sub-tasks when the complexity of the requirement warrants. Any deliverables and schedule applicable to the sub-task should be listed.).

 
a.  Deliverable/Format.  The Contractor shall deliver a XXXXX for this task within XX working days after receipt of the TO in a format mutually agreed upon by the Government and the Contractor.  The Contractor shall keep the FD and QAE(s), and others as designated by the FD, informed of task status and progress by regular correspondence or meetings.  ACC CONS and ACC PMS do not require copies of listed deliverables.


b.  Schedule.  The Contractor shall perform this task from the date of the fully executed task order through (enter the required stop date).  

4.  GOVERNMENT INPUTS/EQUIPMENT.  


a.  Title of Documentation.  Any documents deemed necessary to complete the task(s).


b.  Government Provided Equipment/Office.  Number of workstations/ADP equipment.

5.  DATA.  The Government has unlimited rights to all deliverables of this task order.

6.  TRAVEL.  (Provide information relative to any travel the Contractor will be required to perform in support of this tasking).  


# of trips

Destination

Duration
7.  SECURITY INSTRUCTIONS.  The provisions of SOW paragraph 2.14 shall apply.  (If additional security restrictions apply, please include them here.  State the level of security clearance required.  If no security clearance is required, so state).

8.  DUTY INFORMATION.  In accordance with paragraphs 2.10 and 2.11 of the SOW, the Contractor’s place of performance and unique duty hours, if different from the SOW, are listed below.


a.  Place of Performance.     

b.  Duty Hours.       

Attachment 3 (See Para 4.4 in ACC CAAS Customer Guide)

DETERMINATION/DECISION DOCUMENT (DDD) REQUIREMENTS
The paragraphs below outline the requirements of the different sections of the DDD.  The DDD should be processed in accordance with the delegation and approval levels outlined in DoD 4205.2.

Section 1:  A&AS Requirement Description:  In this section include the following:
I.  A short description of the requirement (Copy and paste from Task Order General Task Description)

II.  The level of effort for A&AS in terms of Man-Year Equivalents (1 man-year = 1920 hours worth of effort)

III.  Types of skills needed (e.g., grade, series, step, and level if in-house resources would be used.  Also, the anticipated title, level, and experience required from an A&AS contractor).  

IV.  Period of Performance (Duration of Requirement, i.e. Date of task order award through XXX.)

Section 2:  Availability of In-House Personnel:  In this section the requiring organization must determine the availability of in-house personnel.  In all cases, this search for in-house personnel must be thoroughly documented and provided within the DDD or as an attachment to the DDD.

For the purposes of this section it makes a difference how the A&AS resources are to be used.  The search requirement for availability of in-house personnel prior to using A&AS in support of Initial Contract Award Proposal Evaluations and Analyses (ICAPEA) is more stringent than the search requirement for in-house personnel prior to using A&AS for non-ICAPEA support.  Therefore, in this section, the requiring organization must determine if the A&AS requirement is for ICAPEA or other support services.  If the work is in support of ICAPEA, then use paragraph (a) below; if the work is in support of other tasks, then use paragraph (b) below:

(a) Querying procedures for ICAPEA must be more detailed as directed in the Federal Acquisition Streamlining Act of 1994 (FASA), Section 23 and as implemented in the FAR sections 7.103(o) and 37.203/204/205 by FAC 90-33 dated 1 Oct 95.  In order to comply with this legislation, a query must be conducted by the requiring organization (or the functional process resource owner) to ensure that personnel with adequate skills and capabilities are not readily available within DoD and associated organizations.  Therefore, the requiring organization (or functional process resource owner), after querying within the Air Force, must contact at least one other Federal Agency outside the Air Force.  (For this purpose, other military services/agencies are considered “Federal Agencies”).  The requiring activity should contact another Federal Agency most likely to employ the skills necessary to support the ICAPEA prior to releasing the Request for Proposal (RFP).

(b) Conduct a general query to ensure that personnel are not readily available within the requiring organization and the requiring organization’s MAJCOM.

Section 3:  Cost Comparison:  This section must be completed if in-house personnel are identified in Section 2 and the requirement is estimated to be equal to or greater than $100,000.  To perform the cost comparison:

(a) Estimate the cost of performing the requirement with contractor personnel based on the information provided in Section 1.

(b) Develop the Government estimate using in-house composite rates for military and civilian employees.  (See AFI 65-503, Composite Rate Tables A19-1 and A23-1)  (Use http://www.saffm.hq.af.mil/SAFFM/FMC/afi65503.html for latest rates).

Section 4:  Additional Certifications (Approval of the DDD represents that these statements are true.): The services requested do not fall into any of the below categories prohibited by FAR 37.202 and 37.203.  

(a) This A&AS effort will not bypass or undermine personnel ceilings, pay limitations, or competitive employment procedures.

(b)  This A&AS effort will not replace displaced Government personnel with A&AS contractors unless proven to be financially advantageous to the Federal Government.


(c)  This A&AS effort will not be performing work of a policy, decision-making, or managerial nature which is the responsibility of agency officials inherently governmental functions as defined in OFPP Policy Letter 92-1 and FAR Section 7.5.


(d)  This A&AS effort will not contract on a preferential basis to former government employees.


(e)  This A&AS effort will not aid in influencing or enacting legislation.


(f)  This A&AS effort will not obtain technical advice which is readily available within the requesting agency or another federal agency.

Signature Block of Approving Authority (If over 50K, must be signed by General Officer, SES, or an O-6 occupying a Gerneral Officer’s billet.)
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