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Management

COMMERCIAL ACTIVITIES (CA) PROGRAM



Further supplementation by subordinate commander is prohibited,

unless specifically approved by Headquarters, United States Army Field Artillery Center and Fort Sill (USAFACFS).



1.  PURPOSE.  This regulation provides guidance on installation policies, responsibilities, and procedures for determining whether commercial-type work should be performed by contract or by in-house personnel.



2.  REFERENCE.



    a.  OMB Circular A-76.



    b.  DOD Directive 4100.15, Commercial Activities Program.



    c.  DOD Instruction 4100.33, Commercial Activities Program Activities.



    d.  AR 5-20, Commercial Activities Program.



    e.  DA Pam 5-20, Commercial Activities Study Guide.



3.  SCOPE.  This regulation applies to all commercial activities performed by or for the Army at Fort Sill, Oklahoma, with the exception of Tenant and Reserve activities.  Studies for Tenant and Reserve activities are conducted by their individual command.



4.  RESPONSIBILITIES.



    a.  The Directorate of Resource Management (DRM) has overall responsibility for the execution and management of the CA Program.



    b.  DRM Management Division has the following responsibilities.



    (1)  Establishes, coordinates, and disseminates CA policy, procedures, roles, and responsibilities.



    (2)  Serves as the command focal point for all CA matters.



    (3)  Interprets OMB Circular A-76; 10 United States Code Chapter 146; Executive Order 12615; DOD Directive 4100.15; DOD Instruction 4100.33; and Army Regulation (AR) 5-20; and any other CA policy and guidance.



__________

*This regulation supersedes USAFACFS Reg 5-1, 10 February 1995



1



USAFACFS Reg 5-1, 6 May 1998



�    (4)  Coordinates with HQDA, Headquarters (HQ) U.S. Army Training and Doctrine Command (TRADOC) staff elements, subordinate commands and activities/agencies, and private organizations (i.e., companies contracted by higher headquarters to perform CA studies).



    (5)  Coordinates all outgoing correspondence related to the CA Program.



    (6)  Coordinates all efforts involved in conducting and validating CA review, expansions, and new requirement analyses for USAFACFS staff elements, activities, and agencies.



    (7)  Coordinates with DRM Program Budget Division (PBD) and major activity directors to assure that funds are available to support appropriate alternatives (i.e., in-house versus contract). 



    (8)  Coordinates with external audit agencies (i.e., U.S. Army Audit Agency and General Accounting Office) in coordination with Internal Review and Audit Compliance (IRAC).



    (9)  Maintains a CA Annual Inventory.



    (10)  Prepares and monitors CA 5-year review schedules.



    (11)  Reviews the cost of CAs, identifies ways to improve efficiency, and implements identified improvements.



    (12)  Identifies functions for CA study.



    (13)  Recommends priorities for conducting CA reviews of USAFACFS functional areas based upon guidance from HQ TRADOC.



    (14)  Prepares and manages milestones of CA study.



    (15)  Coordinates, prepares, and validates the CA Proposed Action Summary (CPAS) (RCS CSCOA-112) in accordance with AR 5-20.



    (16)  Conducts management studies of all contractible and noncontractible positions for the functional area under review to assure functions are being performed in the most efficient and cost effective manner.  Studies will be conducted in coordination with functional activities.  Any study which results in a disagreement between DRM and the functional activity as to final staffing will be forwarded to the Chief of Staff for resolution.



    (17)  Obtains Garrison Commander or Chief of Staff certification of the most efficient organization for functional area under study.



    (18)  Coordinates, prepares, and validates the Final Decision Report (RCS CSCOA-113).



    (19)  Conducts management studies to arrive at manpower requirements for a Contract Administration staff.



    (20)  Reviews general and administrative staff requirements for functions affected in the event of a contract decision (i.e., Civilian Personnel Advisory Center (CPAC)).
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    (21)  Coordinates, prepares and validates the Cost Study Proposals (RCS CSCOA-115) for CA transfers or new requirements in accordance with AR 5-20.



    (22)  Assists functional element in preparing Performance Work Statements (PWS) for contracted functions and provides assistance in the finalization.



    (23)  Reviews the PWS and ensures that information received is adequate for preparation of the solicitation.



    (24)  Provides validation of workload requirements in the PWS in conjunction with the activity under study.



    (25)  Assists functional area with development of the transition plan.



    (26)  Continually monitors contracted CAs to ensure performance is satisfactory and cost effective.  Reviews modifications and requests for modifications to existing contracts for adequacy, accuracy, and conformance with regulations.



    (27)  Adjusts in-house staffing documentation, in coordination with functional activity, for existing contracts as determined by modifications.



    (28)  Coordinates actions required when contract cost exceeds cost to accomplish workload with in-house work force.

	

    (29)  Prepares transfer cost study documentation when required.



    (30)  Conducts management study of contracted activities in coordination with functional area to establish in-house requirements.



    (31)  Provides local implementing procedures concerning preparation of Cost Comparison. 



    (32)  Prepares the Cost Comparison Form (CCF), calculates costs of in�house operation, and provides to functional activity for review prior to audit.  Controls access to cost data by use of formats at figures 1 and 2.



    (33)  Ensures that the in-house or contracted activities operate in the most cost effective and efficient manner after the cost comparison decision.  When services are performed in-house as a result of a cost competition study, a Post-MEO Performance Review of the MEO will be conducted at the end of the first full year of performance.



    (34)  Maintains and documents actual resource savings (funds, and military and civilian authorizations) resulting from CA Program implementation.



    (35)  Performs cost-effectiveness review annually.



    (36)  Reviews and validates annual Independent Government Estimate (IGE) for existing contracts.



    (37)  Prepares annual in-house versus contract cost analysis on existing contracts.
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    (38)  Manpower matters, to include maintaining an audit trail on each CA study from the time of development of the CPAS to 1 year after implementation of final decision.



    (39)  Coordinates CA manpower with counterparts at HQ TRADOC and HQ FORSCOM.



    (40)  Prepares and coordinates Effects of CA Cost Study on Installation Manpower (RCS CSCOA-96).



    (41)  Coordinates manpower and equipment requirements with major activity directors and incorporates CA manpower budgetary actions into the normal planning, programming, and budget cycle.



    (42)  Prepares and documents all manpower changes resulting from the most efficient organization (MEO) management study, governmental-in-nature (GIN) staffing requirements, and contract administration into provisional and current tables of distribution and allowances (TDAs).



    (43)  Monitors requested TDA changes of activities with post decisions of an in-house operation to assure adjustments relate to workload changes.



    c.  DRM Program Budget Division (PBD) has the following responsibilities.



    (1)  Budget matters pertaining to the USAFACFS CA Program.



    (2)  Coordinates budgetary matters with counterparts at HQ TRADOC and HQ FORSCOM staff.



    (3)  Coordinates with major activity directors, their resource requirements, and incorporates into the normal planning, programming, and budget cycle.



    (4)  Reviews and validates Effects of CA Cost Study on Installations Funds (RCS CSCOA-96).



    (5)  Provides financial management direction/guidance to all directors, command groups, etc., regarding the CA Program.



    (6)  Maintains resource audit trail of all CA for reporting.



    d.  Directorate of Contracting (DOC) has the following responsibilities for all contracting matters relating to the CA Program.



    (1)  Assists in the preparation and review of the PWS and all information required for preparation of the solicitation for all studies.



    (2)  Prepares the solicitation and assures solicitation is complete and adequate for procurement and coordinates with Staff Judge Advocate (SJA) to make sure legal requirements are satisfied.



    (3)  Provides a copy of the solicitation and any amendments to DRM Management Division and required number of copies to the director of the function under study, at the same time they are furnished to potential contractors.
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    (4)  Acts as the contractors' only authorized source of information on questions relating to the competing activity.



    (5)  Exercises staff management of the solicitation process to include providing guidance and direction to Source Selection Evaluation Boards (SSEB).



    (6)  Serves as the command point of contact for contract award approval.



    (7)  Establishes dates and times of announcement of initial decisions and notifies appropriate attendees.  List of attendees is at Appendix E.



    (8) Provides the Management Division, DRM, with award documents SF 33 or SF 36 with bid schedule on new CA contracts and SF 30 and bid schedule when options are exercised.



    (9)  Provides a copy of all modifications pertaining to CA contracts to DRM Management Division as they occur.



    (10)  Negotiates with contractor to obtain reasonable prices or acceptable quality. 



    e.  Civilian Personnel Advisory Center (CPAC) has the following responsibilities for all personnel matters relating to the CA Program.



    (1)  Coordinates with the Civilian Personnel Operations Center (CPOC) which implements personnel actions in accordance with the CA Program requirements.



    (2)  Assists management in validation of civilian training requirements.



    (3)  Assists management in review of position structure to detect excessive supervisory layering, diluted positions, etc.; makes position management recommendations to improve the position and grade structure; and assists management in preparing proposed and revised job descriptions based on results of the management study in conjunction with functional manager.



    (4)  Provides assistance to DRM Management Division in preparing responses to inquiries and in coordinating matters concerning CA with Union representatives.



    (5)  Assists management to establish grades for all positions through the CPOC on proposed TDAs to include in�house positions proposed for existing CA contracts.



    (6)  Projects the number of employees in study area to be reassigned, retired, or involuntarily separated as a result of an in-house or a contract decision.



    (7)  Prepares and validates requests for authority to effect a reduction in force (RIF) when required.  Advises the commander concerning RIFs.



    (8)  Assists and advises management to effect the adjustment of personnel as a result of an in�house or contract alternative.



    (9)  Projects, in coordination with CPOC, one-time cost for civilian personnel (i.e., early retirement, relocation, retraining, and severance pay).
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    (10)  Maintains an audit trail of employees affected by the CA study to include transfer to a new position, retirements, employees released, and employees accepting a position with the contractor.



    (11)  Assists management in review and validation contracting officer representatives and quality assurance job descriptions in coordination with the CPOC, DOC and, functional manager.



    (12)  Assists the functional activity in developing a Transition Plan that will assure continuity of the operation.



    (13)  Establishes a point of contact through DOC with the successful contractors to include provision of a list of employees available for hire in order to assist the displaced work force.



    f.  Directorate of Public Works (DPW) has the following responsibilities for all information pertaining to DPW matters.



    (1)  Ensures that all Military Construction, Army (MCA) and urgent minor construction projects which require prior approval are coordinated with DRM Management Division and included in the CA review schedule when they pertain to activities either under CA study or susceptible to CA study.



    (2)  Prepares cost data for CA cost comparison studies as pertains to maintenance and repair of facilities, utilities, etc.



    g.  Staff Judge Advocate (SJA) has the responsibility of determining the legality of all actions related to the CA Program to include screening Source Selection Evaluation Board (SSEB) appointees for possible or potential conflicts of interest.



     h.  Public Affairs Office (PAO) has the following responsibilities for releasing official information regarding CA activities at Fort Sill to the civilian public.



     (1)  Provides official news releases to civilian news media.



     (2)  Responds to inquiries from civilian news media to include arranging for interviews with on-post officials, when appropriate.



     (3)  Publishes articles in the “Cannoneer.”



     (4)  Coordinates off-post speaking engagements.



     (5)  Establishes and coordinates a news conference for public announcement of results of CA Cost Studies.



    i.  Internal Review and Audit Compliance (IRAC) office has the following responsibilities.



    (1)  Audits and validates the study of activities which contains 10 or less employees.



    (2)  Audits and validates revisions made after the Army Audit Agency audit and prior to receipt of best and final offer on negotiated procurements.
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    (3)  Validates accuracy of entries made on the Cost Comparison on Bid Opening Date of Invitation for Bids.



    (4)  Validates accuracy of entries made on the Cost Comparison Form after selection of the best offer on negotiated procurements.



     j.  Directorate of Plans, Training, and Mobilization (DPTM) has the following responsibilities.



    (1)  Reviews Strike Contingency Plans proposed by the activity under study.



    (2)  Reviews the PWS to assure contingency and mobilization plans and training have been identified as required.



    (3)  Reviews the PWS for all CAs to assure that the provisions of proper security regulations and directions are met.



    k.  The CA process is subject to command-directed Inspector General (IG) inspection or assessment.



    l.  The activity under study has the following responsibilities for their respective area in coordination with DRM Management Division.  



    (1)  Prepares the PWS and all other specific documentation, such as Quality Assurance Surveillance Plan (QASP), sampling guides, and technical exhibits, required for the solicitation package to include coordination with appropriate staff activities.



    (2)  Coordinates with and involves Union officials in conjunction with Management Employee Relations Advisor as follows.



    (a)  Schedules meetings to discuss status of study.  A Memorandum for Record will be made of each meeting and kept on file IAW AR 25-400-2.



    (b)  Requests Union/employees provide suggestions in writing in developing the MEO.  Reply must be made in writing to each suggestion.



    (c)  Discusses finalized management study with the Union at time of completion of study.  However, copies of the MEO TDA will not be made available to the Union, nor will final numbers of personnel in the MEO be divulged.



    (d)  Requests Union input to development of the PWS.  A copy of the finalized PWS will be placed in the functional area for Union/employee review.  Comments or recommended changes must be received in writing and response made in writing back to the Union/employees.  This action will be taken before PWS is submitted for HQ TRADOC approval and again after HQ TRADOC changes are incorporated.



    (3)  Ensures activities not specifically addressed above review the PWS to assure requirements of the installation have been addressed (i.e., physical security, Occupational Safety and Health Administration).
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    (4)  Coordinates for security requirements in proposed contracts at the local security level.  Local security managers must be consulted for advice and assistance during all phases.  This includes not only information and automation security but also overall personnel surety.



    (5)  Clearly identifies any security or counterintelligence matters during the initiating phase of the contract.  Such matters must then be specified in both the PWS and on the DD Form 254 (Contract Security Classification Specification), when required.



    (6)  Specifies in each PWS possible matters involving personnel surety and reliability.  Such matters may involve access to nonclassified automated systems or certain work areas.  When a security clearance is not needed, a requirement for contractor-executed favorable local and/or national agency checks will be specified for all employees who require access to any U.S. facility for the conduct of official business and/or access to any accredited U.S. Army automated system.  Additionally, the type of official, individual identification to be carried by employees while conducting official business will be specified.  Procedures and responsibilities for providing and funding the identification will be included.



    (7)  Identifies the level of security clearance (AR 380-5) and/or surety status (AR 50-5, AR 50-6, AR 380-380) required for each position being considered.



    (8)  Participates with DRM and CPAC in a team effort to develop the proposed TDA which will reflect the organization and staffing upon which the in-house cost estimate will be based.  Subsequent changes to the proposed TDA will also be a joint effort.  The proposed TDA will be provided to DRM Management Division for documentation in the CA file.



    (9)  Prepares job description for Contracting Officer representatives and Quality Assurance personnel in conjunction with CPAC, CPOC, and the management study team.



    (10)  Provides CPAC with a list of positions and employees that will be affected by either a decision to remain in-house or award a contract as soon as MEO is established.  List will be updated as changes occur.



    (11)  Prepares in-house/residual job descriptions for positions identified in the management study in conjunction with CPAC and CPOC.



    (12)  Develops/provides raw data on cost elements in the solicitation package for the preparation of the CCF.  To assure confidentiality of cost data, one person in the activity under study will be assigned to develop data.  A control sheet (format at figures 1 and 2) will be prepared, and any person having access to data must sign this control sheet.  Control sheet will be attached to raw data input when forwarded to DRM.



    (13)  Prepares Economic Impact Assessment on CA studies.



    (14)  Prepares effects of CA cost study on installation funds with an audit trail which clearly and fully supports their position of available funds.  Report will be forwarded to DRM Management Division for inclusion in final decision report.
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    (15)  Submits budget/funding requirements through DRM to TRADOC after tentative decision.



    (16)  Develops and staffs transition plans for conversion to MEO and conversion to contract.



    (17)  In accordance with DOC, determines training requirements for Quality Assurance and Contracting Officer Representative Staff and provides required training.



    (18)  Monitors post decisions favoring an in-house operation to assure that the operations are performed IAW the PWS and within cost and manpower levels established for the MEO and in�house cost estimate.



    m.  All activities will be required to furnish personnel to serve on SSEBs upon request of the SSEB chairperson.



    n.  All activities with existing CA contracts have the following responsibilities.



    (1)  Provides a copy of any requested changes to the contract to the Management Division, DRM, when forwarding request to DOC.



    (2)  Assists in the establishment of in-house staffing for current contracts.



    (3)  Prepares IGE of contracted activities each year prior to submission of purchase request to DOC.  Copy will be furnished to DRM for review.  Appendix H provides guidance for preparation of IGEs.



    (4)  Provides copies of PWS on existing contracts to installation activities and Management Division, DRM, for review prior to resolicitation.



    (5)  Establishes a meeting of installation activities to scrub existing contracts being resolicited after installation activities have reviewed PWS.



    (6)  Records changes and verifies changes are made which are agreed upon in scrubs of PWS for both CA studies and functions already under contract.



    (7) Prepares and forwards documentation supporting GIN requirements when requested to Management Division, DRM, for existing contract being resolicited.



    (8)  Provides data annually to the Management Division, DRM, to update the CA Inventory and the Army CA Management Information System (ACAMIS).



5.  PROCEDURES.



    a.  A list of specified actions to be taken in order to conduct CA Program reviews is at appendix A.



    b.  A list of requirements related to preparation of the cost comparison is at appendix B.



    c.  Annual inventory information is at appendix C.
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    d.  New requirements expansion or transfer study actions are listed in appendix D.



    e.  List of attendees at public announcement of CA study results is at appendix E.



    f.  List of existing CA contracts with scheduled review dates for PWS and date of cost analysis submissions is at appendix F.



    g.  Methodology and format for computing annual cost analysis of contracted activities is at appendix G.



    h.  Methodology and format for computing annual IGEs of contracted activities is at appendix H.



    i.  Requests for assistance in conducting CA review, expansions, and new requirements analyses will be forwarded to Cdr, USAFACFS, ATTN:  ATZR�RM.
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���COST COMPARISON FORM

CONTROL RECORD



��� DATE PREPARED       PREPARING ACTIVITY       TITLE OF STUDY





�� PREPARED BY (NAME)                      DATE, TIME, AND TO WHOM FORWARDED





� KNOWN ACCESS LIST (Names of Individuals)

 1. Preparing Activity

 2. CA Program Manager

 3. DRM Cost Analyst(s)

 4. AAA Auditor (if known)



� ADDITIONS/CHANGES TO ACCESS LIST (Approved by Dir, DRM, only)





����� PRINTED NAME OF      ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 CA PROGRAM MANAGER                         RECEIVED     TO WHOM FORWARDED 



� PRINTED NAME OF      ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 BUDGET ANALYST                             RECEIVED     TO WHOM FORWARDED

 ENTERING PASSWORD



� PRINTED NAME OF      ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 COST ANALYST REVIEW-                       RECEIVED     TO WHOM FORWARDED 

 ING THIS FORM

�

 PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 OTHER PERSON HAND-                         RECEIVED     TO WHOM FORWARDED 

 LING THIS FORM



� PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 AUDITOR VERIFYING                          RECEIVED     TO WHOM FORWARDED 

 CCF ENTRIES



� NAME OF CONTRACTING  ACTIVITY  SIGNATURE   DATE/TIME    DATE/TIME TO BE 

 OFFICER RECEIVING                          RECEIVED     PLACED IN SAFE 

 SEALED ENVELOPE

�

 NOTE:	This form will be initiated prior to commencement of the CCF.  It will be filed as the top document underneath the cover sheet.  It will be removed by the CA Program Office just prior to the contracting officer and retained in DRM files.



�FS Form 1069

(DRM) 1 Feb 84















Figure 1.  Example Format of Cost Comparison Control Record
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���COST COMPARISON FORM

CONTROL RECORD

CONTINUATION SHEET

 �� TITLE OF STUDY                      DATE, TIME, AND TO WHOM FORWARDED





����� �PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED 

 FORM





� PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED

 FORM





� PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED 

 FORM



�

 PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED 

 FORM





� PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED 

 FORM





� PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED

 FORM



�

 PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED

 FORM



�

 PRINTED NAME(s) OF   ACTIVITY  SIGNATURE   DATE/TIME    DATE, TIME, AND 

 PERSON HANDLING THIS                       RECEIVED     TO WHOM FORWARDED

 FORM



�

FS Form 243

(DRM) 1 Dec 84















Figure 2.  Example Format of Cost Comparison Control Record Continuation Sheet
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APPENDIX A



SPECIFIC ACTIONS OF CA PROGRAM REVIEWS



SPECIFIC ACTIONS�RESPONSIBLE ACTIVITY ��1.	Compile CA policy data base (OMB Cir A-76; DODD 4100.15;

DODI 4100.33; AR 5-20, DA Pam 5-20, and TRADOC Policy Guidance).�DRM Mgt Div�����2.	Formulate USAFACFS CA Policy in accordance with all 	

elements of the CA policy data base.�DRM Mgt Div�����3.	Provide CA policy and procedures to USAFACFS subordinate 

commands, activities, agencies, and USAFACFS staff.�DRM Mgt Div �����4.	Coordinate all CA training on new policy and procedures.�Functional Element�����5.	Identify all USAFACFS CA Program functions.�DRM Mgt Div �����6.	Recommend priorities for conducting CA reviews.�DRM Mgt Div; Functional Element�����7.	Prepare tasking letter and milestone schedule for 	

execution of the CA study.�DRM Mgt Div�����8.  Determine applicable review exception criteria other 	 

than cost.�DRM Mgt Div, Functional Element�����9.  Prepare new requirement or expansion documentation, if applicable, and submit to HQ, TRADOC.�DRM Mgt Div; Functional Element�����10.  Submit CA Proposed Action Summary (CPAS) and request 	 

authority to solicit in accordance with AR 5-20.�DRM Mgt Div, Functional Element�����11.  Notify employees and their respective labor unions of the Army’s planned action to ascertain the cost of contracting out.  Issue news release to civilian media in conjunction with DA announcement.�DRM Mgt Div, CPAC; Functional Element; PAO�����12.  Define service requirements.�Functional Element��
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13.  Perform management study for in-house and contracted 	 

functions; assist businesses contracted by higher headquarters

to perform management studies.�DRM Mgt Div, CPAC; Functional Element�����14.  Prepare cost benefit analysis on feasibility of 

furnishing or not furnishing equipment/facilities to a 

contractor.�Functional Element; DRM Mgt Div�����15.  Prepare Performance Work Statement (PWS) for in-house and

contracted functions.�Functional Element; DRM Mgt Div �����16.  Review PWS for in-house function.�DRM Mgt Div; SJA; DOL; LEC; DPW; DPTM; DOC; Union; Employees�����17.  Review PWS for resolicitation of contracted functions.�DRM Mgt Div; SJA; DOL; LEC; DPW; DPTM; DOC�����18.  Furnish IGE to DOC through Management Division, DRM.�Functional Element�����19.  Prepare solicitation package.�DOC; Functional Element�����20.  Furnish solicitation package to DRM Management Division.�DOC�����21.  Prepare resource impact of management study.�DRM Mgt Div; Functional Element�����22.  Develop/finalize in-house estimate for in-house function.�DRM Mgt Div; Functional Element�����23.  Develop/finalize in-house cost analysis of contracted  

functions.�Functional Element; DRM Mgt Div�����24.  Solicit bids/proposals from private sector.�DOC�� 
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25.  Issue news release on bid solicitation.�DOC, PAO�����26.  Obtain U.S. Army Audit Agency review/approval.�DRM Mgt Div�����27.  Provide Government in-house bid for in-house function  

study.�DRM Mgt Div�����28.  Furnish cost to perform contracted functions in-house 

to DOC.�DRM Mgt Div�����29.  Receive bids/proposals from private sector.�DOC�����30.  Convene SSEB when required.�DOC; SSEB Members�����31.  Open in-house bids and adjust in-house contractor 

bids/offers.�DRM Mgt Div; IRAC; DOC�����32.  Determine most favorable contractor bid/proposal.�DOC�����33.  Make available to interested parties copies of cost 

analysis, as requested, after bid opening.�DOC�����34.  Develop installation position on appeals.�DRM Mgt Div; SJA; Functional Element�����35.  If tentative decision is to convert in-house to contract--������    a.  Obtain installation commander’s approval.�DRM Mgt Div�����    b.  Notify TRADOC.�DRM Mgt Div�����    c.  Make public announcement of decision.�DOC; PAO�����    d.  Award contract.�DOC�����    e.  Implement RIF.�CPAC;CPOC; Functional Element�����36.  If tentative decision is to remain in-house,������    a.  And if new requirement or expansion, obtain HQ,

TRADOC, and/or HQDA approval.�DRM Mgt Div; Functional Element�����    b.  Obtain installation commander’s approval.�DRM Mgt Div��
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    c.  Notify TRADOC.�DRM Mgt Div�����    d.  Make public announcement of decision.�DOC; PAO�����    e.  Implement MEO.�Functional Element�����    f.  Adjust manpower/RIF, if necessary.�CPAC; DRM; Functional Element; CPOC�����g.  Initiate action to convert military to in-house civilian,

if appropriate, when decision is to remain in-house.�DRM Mgt Div; Functional Element; CPAC/CPOC�����37.  If tentative decision is to convert contract to in-house,������    a.  Obtain installation commander’s approval.�DRM Mgt Div�����    b.  Notify HQDA through TRADOC.�DRM Mgt Div�����    c.  Initiate Congressional notification.�HQDA; DOC�����    d.  Make public announcement of decision.�DOC; PAO�����    e.  Implement MEO.�Functional Element�����38.  Assure functional area has sufficient information to 

begin actions necessary to contract or remain in-house.�DRM Mgt Div�����39.  Annually, compare contract price with cost to operate  

in-house on existing contracts.�Functional Element; DRM Mgt Div�����40.  Prepare annual CA Inventory & ACAMIS.�DRM Mgt Div; Functional Element��
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APPENDIX B



COMPLETION OF COST COMPARISON FORM



SPECIFIC ACTIONS�RESPONSIBLE ACTIVITY�����1.	Review solicitation package for cost-related elements.�DRM Mgt Div; Functional Element�����2.	Provide format for collection of raw cost data.�DRM Mgt Div�����3.	Develop raw data.�Functional Element�����4.	Finalize cost comparison form.�DRM Mgt Div�����
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APPENDIX C



ANNUAL CA INVENTORY



SPECIFIC ACTIONS�RESPONSIBLE ACTIVITY �����1.  Establish a cross-reference of CA functions to specific  

accounting processing codes in order to be able to capture 

the costs annually.�Functional Element�����2.  Disseminate guidance furnished by higher headquarters and

DA to functional areas on how to prepare CA annual inventory.�DRM Mgt Div�����3.  Submit annual inventory information on each functional  

area to CA Office.�Functional Element�����4.  Consolidate installation CA annual inventory and submit

to HQ, TRADOC.�DRM Mgt Div��
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APPPPENDIX D



EXPANSION, NEW REQUIREMENTS, OR TRANSFER STUDIES



When expansion of an in-house activity is required, establishment of a new function is required, or a contract is suspected to no longer be cost effective, there are regulatory requirements to be followed.



SPECIFIC ACTIONS�RESPONSIBLE ACTIVITY �����1.  For cost based new requirements or expansions studies, see 

appendix A for specific actions as it will be decided by cost  

comparison methods.�DRM Mgt Div; Functional Element�����2.  Conducting a CA transfer study requires submission of a 

Commercial Activities Proposed Action Summary (RCS 

CSCOA-112) to the MACOM obtain approval.  After receipt of 

approval, follow actions in appendix A for a cost-based review.�DRM Mgt Div; DOC; Functional Element��
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APPENDIX E



KEY INSTALLATION PERSONNEL ATTENDEES (IF APPLICABLE) AT 

PUBLIC ANNOUNCEMENT IN DOC CONFERENCE ROOM



Deputy Commanding General-Training

Deputy Commanding General-Operations

Commander, Law Enforcement Command

Commander, U.S. Army Medical Department Activity

Commander, U.S. Army Dental Activity

Commander, TEXCOM Fire Support Test Directorate

Commander, U.S. Army Readiness Group

Chief of Staff

Garrison Commander

Director of Community Activities

Director of Civilian Personnel

Director of Information Management

Director of Public Works

Director of Environmental Quality

Director of Contracting

Director of Resource Management

Director of Plans, Training, and Mobilization

Director of Logistics

Staff Judge Advocate

Public Affairs Officer

Post Chaplain

Internal Review and Audit Compliance Officer

Inspector General

Chief, TRADOC Manpower Activity

President, NFFE Local 273

Chief Steward, Teamsters Local 886

President NFFE Local 1728

DRM representatives

and any other personnel designated by the DRM or 

  Director of Contracting
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APPENDIX F



PWS REVIEW SCHEDULE FOR RESOLICITATION OF

EXISTING CONTRACTS AND ANNUAL REQUIREMENTS



FORT SILL�PWS REVIEW COMPLETED �ANNUAL DATE OF COST DATA & IGE TO DRM�RESPONSIBLE ACTIVITY�������DOL�1 Feb 02�1 Apr�DOL�������Aircraft Maintenance and Refueling/Defueling Service�1 May 98�1 Mar�DOL�������Organizational Bulk Laundry and Dry Cleaning Services�1 May 98�1 Apr�DOL�������Laundry--Hospital�1 Feb 00�1 Mar�DOL�������Wearing Apparel�1 Feb 01�1 Apr�DOL�������Food Services�1 Feb 01�1 Apr�DOL�������Custodial�1 Feb 00�1 Apr�DPW�������Refuse Collection and Transportation Services�1 Feb 02�1 Apr�DPW�������Washer and Dryer�1 Feb 02�1 Apr�DPW�������Elevator Maintenance�1 Jan 01�1 Mar�DPW�������Cleaning Grease Traps, Chemical Latrines, and Waste/Oil Interceptors�1 Feb 99�1 Apr�DPW�������Copier (Cost-Per-Copy)�1 Jan 99�1 Mar�DOIM�������Education Support Services�1 Jan 00�1 Feb�DPTM��
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APPENDIX G



METHODOLOGY FOR ARRIVING AT COSTS

TO OPERATE IN-HOUSE FOR 1 YEAR



	A format for submission of raw data to operate in-house follows this appendix.  After annual completion, this format should be forwarded to the Management Division, DRM, with attached backup to show basis for information provided.  There are some additional costs which would have to be computed if in fact a study was initiated to bring the functions back in-house.  However, for the purpose of determining if the annual cost of a contract is more economical than an in�house operation, only the costs listed below are required.  Reference the list of raw data required.



    a.  Staffing.  Compute staffing by using Step 5 of each General Schedule employee and Step 4 of the Wage Grade employees established by the management study.  Current benefit factor to be used is 32.45 percent for permanent employees.  When actually employed (WAE) and temporary part-time (TPT) use current Medicare factor of .15 percent.  The following calculations are based on 1998 wage rates and benefit factors:



  GS 5/5 annual salary is 

  Times two employees 

  Times benefit rate 



  Personnel Cost�$23,860 

    x 2

$47,720 

x 1.3245

$63,205��

    b.  Material and Supplies.  If we are furnishing these items, it would be a wash entry and would not be added to in-house staffing.  If material and supplies are not government-furnished, provide a technical estimate of cost.



    c.  Equipment.  If we are furnishing equipment to the contractor, this would be a wash item.  However, if we would require purchase of new equipment costing over $5,000 an item to operate in-house, add the acquisition cost and any other costs to purchase, such as transportation.  Ten percent of the total would be added to in-house costs for cost of capital.  Equipment that would be obtained from another user would be computed based on net book value.  Appendix 3 of the Cost Comparison Handbook provides a table of useful life and disposal value on different types of equipment.  After computing net book value, 10 percent will be added to the in-house costs for Cost of Capital.  Equipment costing under $5,000 would be added to in-house costs at 10 percent of its replacement value.



    d.  Utilities.  There would only be utility costs if the contractor is using his own plant and an in-house operation would require a building or telephone service not furnished to the contractor or additional building(s) and telephones than currently furnished to the contractor.



    e.  Buildings.  This would only be costed if the in-house would require a building(s) that the contractor does not.  A new building would be computed at 10 percent of construction cost for Cost of Capital.  An old building would be computed using 10 percent net book value (see paragraph c above) for cost of capital.



    f.  Rent.  Any rentals would be costed that are not furnished to contractor.
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    g.  Maintenance and Repair.  Costs to keep equipment and buildings in normal operating condition if we are currently requiring the contractor to provide this function.



    h.  Travel/Transportation.  Compute costs that would be required for in�house but not for contract operation such as a pickup that we are not furnishing to the contractor but would be required to conduct business in�house.



    i.  Other Costs.  Any other costs such as Occupational Safety and Health Act physical requirements that would be required for in-house that the contractor now provides.



    j.  Overhead Costs.  Overhead expenses include general management and administrative expenses, and is calculated by multiplying the total civilian personnel costs by 12 percent (.12).
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LIST OF RAW DATA REQUIRED



1.	Personnel Cost�$______________________�����    Base--Permanent Employees (by number and grade)�(                   )��    Base—WAE�(                   )��    Base—TPT�(                   )��    Overtime�(                   )��    Shift Requirements�(                   )�����2.	Material and Supplies �$______________________��    Acquisition Cost�(                   )�����3.  Equipment�$______________________��    Type�(                   )��    Year of Acquisition�(                   )��    Acquisition Cost�(                   )�����4.	Utilities�$ _____________________�����5.	Buildings�$ _____________________�����6.  Rentals�$ _____________________�����7.  Maintenance and Repair�$ _____________________�����8.  Travel/Transportation�$ _____________________��    Type Vehicle�(                   )��    Cost Per Mile to Operate�(                   )�����9.  Other�$ _____________________�����10.  Overhead�$ _____________________��
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APPENDIX H



INDEPENDENT GOVERNMENT ESTIMATE (IGE)



NOTE:  For amplified IGE preparation instructions, refer to TRADOC Pamphlet 715-6.



1.  The IGE is the dollar amount to be entered on a Purchase Request (DA Form 3953) to request a contract be solicited or an option year be exercised.  The IGE is the amount the government estimates the contract will cost.



2.  To develop the IGE for new contracts, the following information is required.



    a.  Current Department of Labor wages to be used for the solicitation.



    b.  If an existing contract and the number of contract employees are known, use this number.  If the numbers are not known, use the staffing established for an in-house operation by DRM.  For contracts under CA Cost Study, an IGE would be classified procurement sensitive because staffing numbers equate to approximate MEO numbers.



    c.  Ascertain from the Contracting Officer if the currently paid benefits, General and Administration (G&A) costs, and profit margin are known.  If not, rates of 22 percent for benefits, 6 percent for G&A, and 10 percent for profit will be used.  



    d.  If supplies, materials, and equipment are furnished by the contractor, a technical estimate must be made of the amounts required and the cost.  Use current supply costs to process the supplies through the government supply system to arrive at the costs.  A technical estimate of the types of major equipment required and usage level (i.e., miles per hours used) must be made.  Obtain the cost to procure the items and use the Internal Revenue Service depreciation allowances to figure the depreciation costs per year.  Only use 1 year’s cost for each year you are estimating.  Operations and maintenance cost for vehicles can be obtained from transportation; heavy equipment from DPW or DOL.  Most of our service contracts do not require this information.



3.  To arrive at the IGE, using Department of Labor wage rates, multiply the hourly rate for each type employee by 2,087 hours times the number of employees.  When this has been done for all employees required for the contract work, add all the totals to arrive at the total base personnel cost.  Once total base personnel cost is obtained, multiply that figure by the fringe benefit rate (either 22 percent or known rate).  Add the base and fringe benefits and G&A costs and multiply by 10 percent or known normal profit rate.  When these are totaled, add any other costs (i.e., material, supplies, equipment, etc.).  Your total is then your IGE.



4.  To develop the IGE for option years is a much simpler process.  Base price for contract has been established.  If there are no changes to the personnel or other requirements, base personnel cost can be inflated by the amount of percentage increase of the Department of Labor wage rates.  However, requirements to be added or deleted should be identified to the CA Office, DRM, in order that increases or decreases in personnel for wages and supplies/ 
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equipment can be established.  Cost of changes in personnel and supplies/ equipment should then be added/subtracted after making these changes, inflation for option year should be added based on Department of Labor wage rate increases and the DOD inflation indexes for supplies.



5.  In order for the Contracting Officer to verify that the IGE is reliable and supported by adequate documentation, the detailed documentation showing methodology, sources, and computation used to determine all costs should be attached to the purchase request.  There should also be a signed statement by the preparing official as to the basis used in compiling the estimate and the extent of its reliability.  This documentation is procurement sensitive and will be protected with only the Contracting Officer, preparer, and CA Office having access to data.
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SAMPLE IGE FOR NEW CONTRACTS



# EMP�POSITION�DOL WAGE RATE��������1�Supervisor�@ $12.15 per hour x 2,087 x  1 =�$25,357��1�Clerk Typist�@ $ 5.25 per hour x 2,087 x  1 =�10,957��1�Supply Clerk�@ $ 6.03 per hour x 2,087 x  1 =�12,585��2�Mechanics�@ $11.53 per hour x 2,087 x  2 =�48,126��15�Maintenance Helpers�@ $ 8.50 per hour x 2,087 x 15 =�266,093��3�Dispatchers�@ $ 7.30 per hour x 2,087 x  3 =�45,705�����$408,823����22% Benefit Rate�x  1.22�����$498,764����6% G&A Rate�x  1.06�����$528,690����10% Profit Rate�x  1.10�����$581,559����Plus Supplies�+ 63,000�����$644,599����Plus Equipment Estimate�+ 34,000�����$678,559��
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SAMPLE IGE FOR OPTION YEARS



Scope:  The same workload will be expected as the previous year with a new requirement for one mechanic and $1,000 more in supplies.



PERSONNEL



New Requirement:�1 mechanic @ $11.53 per hour (11.53 x 2,087) =�$24,063���Benefit Rate (22%)�x  1.22����$29,357��Option Year Bid Price��$237,000���Department of Labor wage increase�x   1.02����$241,740��New Requirement:�Personnel and Supplies�30,357����$272,097��					
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(ATZR-RM)



FOR THE COMMANDER:









OFFICIAL:					  GUY M. BOURN

						  Colonel, FA

						  Chief of Staff





/signed/

JIMMY S. PARKER

Director of Information 

  Management



DISTRIBUTION:

MS Exchange Public Folders

Fort Sill Intranet
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