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5.17  dirEctorate of community AND FAMILY activities (dcfa)

5.17.1   ALCOHOL AND DRUG ABUSE PREVENTION AND CONTROL PROGRAM (ADAPCP).

5.17.1.1  Administration and Management.  

The ADAPCP coordinates all activities in the area of substance abuse to include, but not be limited to, education, prevention training, identification, referral, follow-up, Employee Assistance Program (EAP), and biochemical testing in accordance with Army Regulation (AR) 600-85, AR 600-8-19, AR 635-200: DODD 1010.7, Drunk and Drugged Driving By DOD Personnel; Public Law (PL) 92-129; Title 42 Code Of Federal Regulation (CFR): United States (U.S.) Department of Justice Memo on The Juvenile Mentoring Program; and the Department of the Army (DA) Standard Operating Procedure (SOP) on Biochemical Testing.  A brief history of the biochemical testing program is provided in the Technical Library.  The Performing Activity (PA) shall perform the following tasks including, but not limited to:

5.17.1.1.1  Administration.  Develop and maintain a comprehensive alcohol and drug abuse prevention program to support readiness and to maintain standards of acceptable morale and quality of life.  Provide overall direction, supervision, and coordination for the operation of the program.

5.17.1.1.1.1  Serve on Installation councils as the ADAPCP subject matter experts.

5.17.1.1.1.2  Provide program evaluation to the Contracting Officer and the Installation Commander as needed.

5.17.1.1.1.3  Exchange information with the Provost Marshall Office (PMO) for the purpose of identifying drug abuse trends, drug “trouble spots,” and high-risk areas to include specific prevention efforts as needed.  

5.17.1.1.1.4  Facilitate on-post meetings of self-help support groups for alcoholics, drug addicts, members of dysfunctional families, and compulsive gamblers. 

5.17.1.1.1.5  Identify and refer to Medical Department Activity (MEDDAC), soldiers cited on Military Police (MP) blotters and drug testing reports involved in substance abuse incidents daily.

5.17.1.1.2  Budget. Participate in planning, preparation, and execution of the appropriated fund (APF) and counter narcotics budgets to meet the goals of the program while prioritizing expenditures to facilitate allocation of funds within limitations imposed.  The budget shall be developed on an annual basis and allocations shall be distributed through the Program Budget Advisory Committee (PBAC) and the Installation Program and Budget Advisory Committee (IPABAC). The budget is developed annually, and the committee meets as needed or called by the Garrison Commander/Commanding General.  

5.17.1.1.3  Reports. Maintain statistics and reports in accordance with DODD 1010.1, AR 600-85, and local directives as directed by the Contracting Officer. Reports, copies available in the Technical Library,  include but are not limited to:

(  Monthly ADAPCP Resource and Performance Report on DA Form 3711.   

(  Monthly Urinalysis Testing Report. 

(  Quarterly and Annual Employee Assistance Reports. 

(Quarterly Risk Reduction Report. 

(  Quarterly Multiple Offender Report (Soldiers at Risk).  

5.17.1.1.4  Resources. Maintain a current ready-reference library of frequently consulted regulations and policies. Library shall include, but not limited to Memorandum of Instruction (MOI), Soldiers at Risk, 25 Mar 97; MOI, Urinalysis Testing, 7 Oct 97; MOI, Risk Reduction Program, 20 Oct 97; Joint Readiness Training Center and Fort Polk (JRTC & FP) Memorandum, Alcohol and Other Drug Abuse Policies for Employees; Fort Polk Memorandum Letter 792-19, Establishing a Drug Free Workplace; and Fort Polk Memorandum Letter 792-22, Reasonable Cause Drug Testing.  Copies of the above named documents are available in the Technical Library.   

5.17.1.1.5  Public Relations. Maintain relationships with local treatment facilities, schools serving military family members, law enforcement agencies, civic organizations, civilian agencies, and military organizations for the purpose of coordinating the efforts of all community prevention education resources.  Promote coordinated community or Installation involvement in activities that encourage prevention and control of alcohol and other drug abuse.  Maintain the Drug and Alcohol Management Information System (DAMIS) in accordance with AR 600-85.  The DAMIS User Guide is available in the Technical  Library.

5.17.1.1.6  Marketing and Briefings. Market the ADAPCP programs through public relations efforts with commanders, managers, supervisors, and employees.  Other forms of marketing shall be accomplished through printed materials that advertise the programs, public service announcements, needs assessment, and presentations as requested by units, family support groups, public schools, and on- and off-post organizations. Briefings are presented as requested and marketing is ongoing.  

5.17.1.1.7  Release of Personal Client Information.  Ensure those individuals responsible for client records adhere to Federal statutes and regulations on client confidentiality.  

5.17.1.2   Risk Reduction Program.  

Manage and conduct the Installation Risk Reduction Process in accordance with AR 600-85 (Draft).  Coordinate with the Installation Risk Reduction Team and other staff agencies to compile quarterly analyses of all high-risk behaviors that are indicative of substance abuse. The Risk Reduction Team is comprised of the Alcohol and Drug Control Office (ADCO), Safety, Preventive Medicine, Family Advocacy Program, Financial Management, Provost Marshal, and Chaplain.  Part-time participants are Psychiatry, Training Aids Support Center  (TASC), Staff Judge Advocate (SJA), Army and Air Force Exchange System (AAFES), and Commissary.  The purpose of the team is to gather reports and statistics from numerous post agencies and to compile reports measuring local high-risk behaviors.  The Risk Reduction Report, copy available in the Technical Library, shall be compiled every 90 days and delivered to all commanders by the 15th day following the end of the fiscal quarter.  

5.17.1.2.1  Risk Reduction Quarterly Analyses.  Collect current statistics on high-risk behaviors by soldiers, employees, and teenage family members. Research and analyze statistical reports issued by and as directed by the Contracting Officer, other Government agencies, and/or national, regional, state, and local scientific surveys to establish average rates of occurrence per thousand for each group and for each behavior.

5.17.1.2.1.1   Compute rates per thousand for each behavior, for each military unit, for the workforce, and for teenage family members.  Prepare graphics depicting where each unit, the workforce, and Installation teenagers fall in relationship to the established standard.  Conduct sufficient research and coordination to validate norms, detect trends, and prepare recommendations for intervention.

5.17.1.2.2  High-Risk Soldiers.  Review MP blotters to identify soldiers that appear two or more times.  Compare to the names of soldiers with bad checks, accidents, unpaid credit cards, injuries, spouse abuse, child abuse, and ADAPCP enrollments. Include information in the Quarterly Multiple Offender Report.

5.17.1.2.3  Unit Risk Inventories.  Based primarily on the Quarterly Risk Analysis Report, determine units most likely to require ADAPCP services.  Coordinate with the organizational commander to conduct a Unit Risk Inventory.  Ensure that 90 percent of the soldiers in a unit anonymously complete a standard DA questionnaire.     Prepare a summary memorandum to Commanders comparing unit problems to base lines and offering recommendations to lower high-risk behavior.   

5.17.1.2.3.1  Determine the number, kind, and frequency of training sessions, prevention campaigns, unit risk inventories, drug tests, alcohol tests, referrals, etc., necessary to reduce high-risk behaviors.  Brief commanders on these recommendations and assist in implementing all actions as needed.

5.17.1.2.4  Workload.  

	FY99
	Data

	Multiple Offenders
	153

	Unit Risk

Inventories
	6


5.17.1.3  Employee Assistance Program (EAP).  

Assist in identification and resolution of work productivity problems associated with Government employees impaired by problems that adversely affect job performance.  Conduct the EAP in accordance with AR 600-85, PL 92-129, 42 CFR, associated Executive Orders, directives on violence in the workplace, Office of Personnel Management (OPM) guidance on dealing with violence in the workplace, JRTC & FP Pamphlet (Pam) 690-5 (Violence Free Workplace), and Code of Professional Conduct for Civilian Employee Assistance Program (CEAP), EAP Commission, 1997. (Copies of the above documents are available in the Technical Library.)  Maintain current certification by the Employee Assistance Certification Commission.   

5.17.1.3.1  Determine the problem, refer the employee to a proper source of help, monitor client progress, and coordinate all aspects of any treatment with management. 

5.17.1.3.2  Develop and implement procedures to provide confidential employment assistance to employees and family members.  Evaluate procedures as needed based on legal precedence.

5.17.1.3.3  Provide EAP training, consultation, and information to management, union representatives, law enforcement, and civilian agencies on an as-needed basis.

5.17.1.3.4  Interview employees to determine the nature of their problems, motivate them to seek assistance, and refer them to an appropriate source.   Ensure employees understand their patient rights, confidentiality requirements, and Government reporting requirements.

5.17.1.3.5  Maintain individual case files on each client separate from any medical files, which may be maintained by treatment agencies.

5.17.1.3.6  Verify through follow-up reports from on-post supervisors that referred employees improve job performance within six (6) months in accordance with AR 600-85 (Draft). Develop procedures for program evaluation and submit to the Contracting Officer 30 days prior to contract performance start date for approval.  Attain a minimum of 75 percent client improvement rate.   

5.17.1.3.7  Assess, refer, and monitor care provided to individual employees who present themselves or are referred for care.  Act as liaison and subject matter expert on all exchanges of patient information between treatment professionals, management, and labor unions. Brief Contracting Officer and appropriate supervisors on progress, confidentiality issues, and reentry into the workplace. Conduct Rehabilitation Team meetings as necessary to resolve progress issues and to coordinate management, medical, union, ethics, and personnel concerns. The Rehabilitation Team shall consist of, as a minimum, the employee, the PA’s Employee Assistance Program Professional, Civilian Personnel Advisory Center (CPAC), and the first line supervisor. 

5.17.1.3.8  Visit Government supervisors and employees at work sites to keep abreast of the current working environment and to foster awareness of ADAPCP on a continuing  basis.

5.17.1.3.9  Provide education and assistance for supervisors and employees as need is indicated through trend analysis or request.    

5.17.1.3.10   Provide monthly training for new employees and quarterly training for new supervisors. New employees and supervisors shall receive initial training within 60 days of assignment. Training is normally scheduled by the CPAC and consists of a three hour block of instruction for each category of training. 

5.17.1.3.11  Prepare and present training to Government employees on education and prevention of substance abuse.  Topics shall include, but are not limited to, prevention of alcohol/drug problems, general education on the effects of alcohol and drugs, techniques of prevention, cessation of tobacco, and management of difficult employees.  Training shall include, but is not limited to:

5.17.1.3.11.1  Stress Management.  Conduct three-hour sessions of instruction each month as scheduled by the CPAC.  Coordinate with clinical staff at Bayne-Jones Army Hospital to identify patients in need of stress management training.  Accept clients referred by the EAP. 

5.17.1.3.11.2  Violence in the Workplace.  Develop and provide mandatory two (2) hour training session on awareness and prevention of violence in the workplace.  Training shall include, as a minimum, self-identification/referral, identification of problems in co-workers, and proper reporting and is normally conducted five (5) times a year.  Respond to and mediate potentially violent situations in the workplace.  Perform duties of the team leader and coordinate all activities of the Installation Violence Intervention Team. As a minimum, the team shall consist of the ADCO, EAP, CPAC, PMO, SJA, MEDDAC, and the first line supervisor. The team meets upon supervisor request or when the ADCO perceives a need based on a potentially violent situation or employee.   Debrief victims of violence as requested.  Screen and refer violence-prone employees to sources of assistance. 

5.17.1.3.12  Workload.  

	FY99
	Data

	Violence Training Sessions
	5

	Debriefings
	5

	Crisis Responses
	6

	Referrals
	32

	New Employee Training
	14

	Supervisors Trained
	4

	Site Visits
	6

	Liaison Visits
	7

	Stress Mgmt. Courses
	9

	Case File Maintained
	28


5.17.1.4  Youth Prevention Program.  

Coordinate the Youth Prevention Program by providing training to soldiers’ children in order to reduce and/or prevent drug abuse.  Activities include, but are not limited to: training local youth to establish peer prevention support groups, providing professional training to youth program personnel, and offering Preventing Drug Abuse Resistance Education in the community.  Coordinate with agencies that include, but not limited to, Chaplain Services, Youth Services, PMO, Criminal Investigation Division (CID), Mothers Against Drunk Driving (MADD), Students Against Destructive Decisions (SADD), schools, and the Installation Juvenile Review Board. 

5.17.1.4.1  Conduct youth-oriented prevention campaigns using innovative and appealing messages and media such as puppets, mascots, storytelling, and music.  The number of prevention campaigns shall be dependent on the need determined by risk reduction reports, surveys, needs assessments, juvenile arrests, and intelligence reports from CID, military police investigator (MPI), and Juvenile Review Board (JRB): juvenile patient trends and reports from local school counselors and youth service personnel from local, state, and national coalitions; and national sensing reports depicting drug trends.   Prepare/perform entertaining shows at local schools as needed but no less than 45 events per year. An MOI for Red Ribbon Week is available in the Technical Library.

5.17.1.4.2  Process security background checks and provide training to mentors.  Match mentors with children through coordination with Provost Marshall’s Office and Vernon Parish schools with military children. Coordinate with PMO and schools to evaluate progress in accordance with the US Department of Justice Memo on the Juvenile Mentoring Program.  An objective of the program is to reduce recidivism 46 percent.

5.17.1.4.3  Attend all JRB sessions to help determine the proper intervention for a high-risk child. Research JRB subject and subject’s family DAMIS to determine what if any alcohol/drug records exist for the juvenile or any of the juvenile’s family members.  Attend the board meeting with information that will assist in preventing the child from engaging in further high-risk behavior. If approved by the JRB, contact the Contracting Officer to provide an appropriate trained mentor for the child at risk. Approximately 16 mentors are assigned each year.

5.17.1.4.4  Coordinate and provide training and assistance for teenage peer leadership training in accordance with AR 600-85 (Draft).  Training, consisting of two (2) days of instruction, shall be conducted not less than two times per year. 

5.17.1.4.5  Obtain, maintain, and distribute prevention literature for and about teens, schools, drug prevention, parenting, and the effects of drugs. Update the library on an ongoing basis.  Materials shall be current and distributed at no cost to the individual. A sample list of materials currently available is available in the Technical Library. 

5.17.1.4.6  Workload.  

	FY99
	Data

	Mentors Trained
	24

	Students Trained
	8,063

	Literature Distributions
	21,647


5.17.1.5  Education and Prevention Program.  

Design and present education and prevention programs for any audience that shall include, but not be limited to, soldiers, commanders, family members, local school faculties, supervisors, and employees.  

5.17.1.5.1  Brief all newly assigned soldiers and employees on local alcohol/drug policies, laws, and dangers of abuse within 60 days of arrival at Fort Polk by presenting at least one 45-minute class at School of Standards each week.   During FY99 there were 2,795 newly assigned soldiers and 14 newly assigned civilians briefed.

5.17.1.5.2  Ensure that the adverse consequences of alcohol and other drugs within the military community are publicized.  Provide alternatives to the use of alcohol and other drugs.  Maintain designated driver booths and distribute anti-driving-while-intoxicated (DWI) materials.

5.17.1.5.3  Provide fetal alcohol training and materials for expectant mothers at MEDDAC’s Well Baby Clinic weekly.  Training consists of one (1) hour of instruction weekly.  

5.17.1.5.4   Promote substance abuse prevention by coordinating and providing a variety of courses to military units and providing or coordinating semiannual training on an as-needed basis as determined by trend analysis.  Coordination activities include, but are not limited to, meeting with commanders to identify areas of concern, assisting with unit specific prevention plans, and meeting with prevention leaders to assess training needs for individuals and units.  Monitor and evaluate the training program’s effectiveness and suggest training program modification.  All training shall begin within five (5) minutes of the scheduled time.  Every unit shall participate at least four (4) hours per year.

5.17.1.5.4.1  Conduct substance abuse training for soldiers referred by their commander and for civilians and retirees that desire to attend.  Coordinate with PMO, local commanders, chaplains, and supervisors to identify soldiers and employees who are substance abusers.  Insure that on a monthly basis 90 percent of all newly identified substance abusers receive at least 12 hours of substance abuse training.  Present and coordinate a 32-hour Intensive–Short Term Outpatient Program (I–STOP) once per month.  

5.17.1.5.5  Provide ongoing technical guidance to substance abuse training instructors, as needed or as required based on trend analysis.

5.17.1.5.6  Maintain a current video library and update as needed.  Over 100 copyrighted videos are currently available for checkout by patrons.

5.17.1.5.7  Conduct drug and alcohol awareness briefings to agencies and individuals outside the Installation upon request.  Provide visual displays at health fair, national observances, and community events.  Ensure that the adverse consequences of alcohol and other abuse within the military community are publicized.

5.17.1.5.8  Facilitate self-help recovery groups such as Alcoholics Anonymous and Narcotics Anonymous as needed to assist people in recovery from compulsive behaviors, in accordance with AR 600-85 (Draft).

5.17.1.5.9  Workload.  

	FY99
	Data

	Community Training Sessions
	69

	Units Trained
	56

	School of Standard Classes
	50

	Short-Term Outpatient Courses
	11

	Special Events
	110

	Fetal Alcohol Syndrome Classes 
	48


5.17.1.6  Biochemical Testing Program.  

Administer, coordinate, and monitor the Installation Biochemical Testing Program in accordance with DOD 1010.1, AR 600-85 (Draft), and local directives. Use biochemical testing to preserve the health of soldiers by identifying alcohol or drug abusers in order to provide appropriate counseling, rehabilitation, or other medical treatment and to permit commanders to assess the security, military fitness, and discipline of their commands and to take appropriate action based upon such an assessment.  

5.17.1.6.1  Serve as the Installation’s technical expert on biochemical testing.  Testify as an expert witness as required for all on-post administrative and Uniform Code of Military Justice (UCMJ) proceedings concerning drug tests and chain of custody.  Biochemical testing documentation shall be maintained for no less than five (5) years if positive and no less than two years if negative.

5.17.1.6.2  Maintain records of background checks, training, and certification on all unit prevention leaders.  

5.17.1.6.3  Train and certify unit prevention leaders in the proper procedures for urinalysis testing to include, but not limited to, specimen collection, evidence handling, and chain of custody requirements.

5.17.1.6.4  Maintain and utilize a computerized random selection method for the biochemical program.  Process random selections and accompanying documents as needed. Receive and process specimens from units within 24 hours. Inspect each urine specimen, urinalysis ledger, and chain of custody form, certifying daily corrections.  Maintain chain of custody documentation.

5.17.1.6.5  As directed by the Contracting Officer, operate alcohol and other drug detection equipment to prescreen for a variety of drugs. Provide results of prescreening to the Contracting Officer and forward the sample to the Government laboratory or analysis.  An average of 10 pre-screenings are performed monthly.  

5.17.1.6.6  Review daily computer tapes from drug testing machines and verify the procedures outlined and the accuracy of reports.  Ensure that no one person ever has sole ability to determine nature of drug test.  The person conducting the test and the Installation Biochemical Testing Coordinator (IBTC) shall verify all tapes. There shall be zero false reports and less than 2 percent of all chain of custody documents having any administrative errors.

5.17.1.6.7  Notify commander within 24 hours of any tested soldier providing suspicious urine specimens.

5.17.1.6.8   Ensure urinalysis testing of all employees in testing designated positions (TDP).  All urinalysis specimens shall be processed and shipped to the Government laboratory within 24 hours of receipt. List of testing designated positions is available in the Technical Library.

5.17.1.6.9  Ensure that each positive test that could be the result of legitimate medical use of drugs be reviewed by the medical review officer, who shall check all medical and dental records and interview and examine the employee for any signs of substance abuse.     

5.17.1.6.10  Workload.  

	FY99
	Data

	Urinalyses Processed
	28,674


5.17.2  EDUCATION SERVICES.

The Performing Activity (PA) shall provide Army Continuing Education System (ACES) education programs and services at Fort Polk, LA, and the assigned geographical area listed in Appendix B, AR 621-5, to support educational opportunities for authorized customers.  Education programs and services shall be accessible during regular Installation duty hours, as well as lunch hours and designated off-duty hours.  These programs and services consist of program management and administration, automated information system support, counseling services, test examiner and test proctor services, and ACES facilities and equipment management.  Workload associated with education programs and services is represented in Technical Exhibit (TE) DCFA/ED–1.  The functions of the Army Learning Center (ALC), Testing, Leaders Skills Enhancement Program (LSEP), and Functional Academic Skills Training (FAST) are currently performed by separate contracts.  The PA responsibilities include, but are not limited to:

5.17.2.1  Program Management and Administration.

5.17.2.1.1  Program Management.  Develop and maintain an education program that provides educational services and academic and vocational career development programs.  Ensure education programs meet Commanders’ needs, maintain a trained and ready workforce, and provide self-development and professional growth opportunities for the total Army family.

5.17.2.1.2  Personnel Qualifications.  The PA shall provide an Education Program Manager possessing qualifications as prescribed below. 
5.17.2.1.2.1  Familiar with the Education Management Information System (EDMIS). EDMIS Functional Administrator’s Training Guide Version 9.04 is available in the Technical Library.   Proficient in use of commercial software.

5.17.2.1.2.2  The ability to effectively communicate with Installation leadership, other Installation activities, off-post agencies, college and university personnel and all others related to the Installation ACES Program.

5.17.2.1.2.3  The ability to deliver both formal and informal presentations and to respond to questions.

5.17.2.1.3  Needs Assessment.  Conduct a triennial post-wide Needs Assessment Survey in accordance with AR 621-5.  (Last assessment was performed Aug 99.)  Collect, analyze, and interpret data to project Installation education programs and to document the Needs Assessment Report.  The PA shall develop a survey instrument or revise the previous one and submit to the Contracting Officer for approval a minimum of fifteen (15) working days prior to conduct of survey. 

5.17.2.1.3.1  Conduct an additional Needs Assessment Survey as directed by the Contracting Officer  if there is a significant change to the demographic profile. 

5.17.2.1.3.2  Prepare a Needs Assessment Report in accordance with AR 621-5.  Submit to the Contracting Officer for approval no later than 60 days after completion of the Needs Assessment Survey.

5.17.2.1.3.3  Marketing Plan.  Develop and implement a Marketing Plan in accordance with AR 621-5.  Submit the Marketing Plan to the Contracting Officer for approval no later than May 31 of each year.  Review and update the Marketing Plan to link ACES goals to the Installation's objectives annually or as directed by the Contracting Officer.  A copy of the current Marketing Plan is available in the Technical Library.

5.17.2.1.3.4  Education Program Evaluation.  Develop an evaluation program in accordance with AR 621-5, as part of the Marketing Plan, to evaluate education programs and services using a variety of needs assessment instruments, such as course evaluations, surveys, focus groups, comment cards, and customer service response forms.  

5.17.2.1.4  Education Services Brochure.  Prepare annually an Education Services Brochure in accordance with AR 621-5 based on the Needs Assessment and the Marketing Plan. Submit the proposed Education Services Brochure to the Contracting Officer for approval no later than November 30 of each fiscal year.  A copy of the current Education Services Brochure is  available in the Technical Library.

5.17.2.1.5  Memorandums of Understanding (MOU).  Review existing MOUs annually and submit recommended updates no later than the first working day of September in accordance with AR 621-5 and DODD 1322.8. Review, coordinate, and prepare modifications and/or additional MOUs as directed by the Contracting Officer.  There are currently five MOUs with colleges and universities located on Fort Polk.  Copies of the MOUs are located in the Technical Library.

5.17.2.1.5.1  Verbally report MOU discrepancies and issues needing resolution to the Contracting Officer within two (2) hours of discovery.  Follow up in writing within 24 hours.

5.17.2.1.6  Letters of Understanding.  Prepare and send a Letter of Understanding for non-Defense Activity for Non-Traditional Education Support (DANTES) Distance Learning Program (DLP) institutions in accordance with DA DLP policy.  Obtain signature of soldier, non-DANTES DLP institution representative, and the Contracting Officer.

5.17.2.1.7   Skills Enhancement Programs (SEP).  Coordinate execution of FAST and LSEP contracts to expand job-related skills and enhance leadership abilities as outlined in AR 621-5.  Coordination activities include, but are not limited to, marketing, scheduling, classroom reservation, and data entry for reports. Provide recommendations and workload to the Contracting Officer for incorporation into new contract specifications.

5.17.2.1.8  Army Learning Center (ALC).  Coordinate execution of the ALC contract to provide self-development opportunities as outlined in AR 621-5 and AR 621-6.  Coordination activities include, but are not limited to, marketing and data entry for reports. Provide recommendations and workload to the Contracting Officer for incorporation into new contract specifications.

5.17.2.1.9  Testing.  Coordinate execution of the Testing contract as outlined in AR 621-5 and DANTES Examination Program Handbook.  Coordination activities include, but are not limited to, marketing, scheduling, and data entry for reports. Provide recommendations and workload to the Contracting Officer for incorporation into new contract specifications.

5.17.2.1.10  Monitor contracts and report contract discrepancies and issues needing resolution to the Contracting Officer within two (2) hours of discovery.

5.17.2.1.11  Education Programs and Services Information.  Recommend future programs, new services, facilities, equipment, supplies, and estimated costs.  

5.17.2.1.11.1  Develop, maintain, and disseminate information, using print media, concerning education programs and services for the purpose of informing and marketing to authorized customers.  Submit proposed publication material to the Contracting Officer for approval no later than 30 days prior to scheduled distribution.

5.17.2.1.11.2  Research, develop and reproduce information and marketing materials.  Materials include, but are not limited to, articles in the post newspaper and other local newspapers, flyers, slides, Education Services Program Brochure and handouts, Army Learning Center Brochure, testing brochure and schedules, financial aid brochure, fact sheets on individual education programs, schedules, materials from colleges and universities, and eligibility requirements to advertise programs.  Submit all new publicity items to the Contracting Officer for approval prior to publication/reproduction and distribution.

5.17.2.1.11.3  Coordinate, prepare and submit on-post newspaper articles to the Contracting Officer a minimum of  twice a month.

5.17.2.1.11.4  Maintain an up-to-date file on newspaper and magazine articles pertaining to education programs and activities.

5.17.2.1.11.5  Obtain local college catalogs and schedules as they become available and provide to counselors for their use.

5.17.2.1.11.6  Provide appropriate education information and marketing materials to individuals, units, and agencies concerning education programs, policies, procedures, and activities. 

5.17.2.1.11.7  Post and maintain current publicity materials on bulletin boards and/or display cases in the Education Services buildings, i.e., schedules, events, and policies.

5.17.2.1.11.8  Schedule and conduct training sessions for guidance counselors to provide updates and program changes, review procedures, solve problems, and communicate information.  Provide minutes of the training sessions to the Contracting Officer within one (1) week of completion.   

5.17.2.1.11.9  Participate in special events, such as Education Week, Family Life Symposium, and Federal Women's Program.  Participate in special functions such as Open Houses, Army Family Community Services Programs, and Equal Employment Opportunity Activities.  Participation activities include, but are not limited to, providing briefings and handouts.  

5.17.2.1.11.10  Prepare and conduct individual or group briefings on educational services to customers and key personnel as directed by the Contracting Officer.  Briefings include, but are not limited to, In-Processing Briefings, Financial Aid Briefings, Veterans Administration (VA) Benefits Briefings, and Family Member Briefings.  These briefings may be conducted at the Education Center or other sites on- or off-post and may be conducted during other than regular duty hours.  Submit briefing outline and handouts to the Contracting Officer for approval at least two (2) working days before briefing is given.   Post briefings in EDMIS.     Workload is at TE DCFA/ED–1. 

5.17.2.1.11.11   Conduct Military Installation Voluntary Education Review (MIVER) Self-Study as directed by AR 621-5.  The MIVER study is on-going.  The Installation reviews and updates one MIVER Colleges/University and Education Division Principle per quarter.  A MIVER may happen once every 10 years.  At that time all principles have to be reviewed and updated at one time in preparation for the MIVER.

5.17.2.1.11.12  Attend and participate in DA Forces Command (FORSCOM) education conferences as directed by the Contracting Officer (normally two times annually).  Conference subjects include, but are not limited to, EDMIS, American Counseling Association (ACA), Worldwide Education Conference, Train the Trainer Workshops, American Association of Adult and Continuing Education (AAACE) or DANTES. 

5.17.2.1.11.13  Attend Installation meetings and forums (approximately five (5) per month) where topics of concern relative to education and training support issues may be discussed and, upon request, provide information regarding ACES programs.   

5.17.2.1.12  Annual Graduation.  Plan, coordinate, and direct an annual Fort Polk and JRTC combined college graduation for graduates of the local colleges and universities that conduct classes on Fort Polk.  Obtain command approval, prepare programs, invite participants, reserve location, and coordinate and set-up the logistics such as chairs, tables, and sound equipment.  After the graduation ceremony, return the area to the original condition and return all equipment to owner.  The PA shall recommend a date for the graduation services to the Contracting Officer at least nine (9) months prior to the proposed scheduled event.   

5.17.2.2  Financial Services.  

5.17.2.2.1  Provide input for budget requirements (to include quarterly projections) when directed by the Contracting Officer.  

5.17.2.2.2  Project Tuition Assistance (TA) fund requirements annually and update each quarter. Track TA expenditures and brief the Contracting Officer no later than the 14th day of each month on the status of TA funds.

5.17.2.2.3  Prepare DA Form 1821-R, ACES Quarterly Participation/Cost/Evaluation Report, in accordance with AR 621-5.  Submit the completed report to the Contracting Officer for approval no later than ten (10) working days after the end of the reporting period.  Submit approved report electronically via both Cyber-Based Information System (CYBIS) and e-mail on FORSCOM developed Excel Spreadsheet to FORSCOM.    

5.17.2.2.3.1  Prepare financial data and statistical reports quarterly and as directed by the Contracting Officer for post-secondary and training enrollments. These reports include, but are not limited to: Pell Grants, VA, out-of-pocket payments, and type and number of customers.

5.17.2.2.4   Receive, date stamp, and verify TA invoices for accuracy and submit to the Contracting Officer for fund certification no later than 15 working days after receipt of invoice from college or university.  Upon receipt of Contracting Officer fund certification, the PA shall prepare financial documents that include, but are not limited to, Standard Form (SF) 1034, the invoice, rosters or lists of student names, and the corresponding TA form for each TA request.  The PA shall forward financial documents to Defense Finance Accounting Service (DFAS) no later than two (2) working days after receipt of Contracting Officer fund certification. Develop and maintain a tracking system by fiscal year for payment of invoices from colleges and universities. 

5.17.2.2.4.1  Prepare DA Form 3953 (Purchase, Request, and Commitment) for annual renewal of Programmed Logic for Automatic Teaching Operations (PLATO) Maintenance Agreement and submit to the Contracting Officer for approval and signature not later than 45 days prior to expiration date of existing contract.  There are approximately 266 invoices per year.

5.17.2.3  Tuition Assistance.    

5.17.2.3.1  Education Counselors assist authorized customers in completing DA Form 2171-E, Request for Tuition Assistance–Army Continuing Education System, in accordance with AR 621-5.  There were 4,644 requests for tuition assistance processed in FY99.

5.17.2.3.1.1  Education Counselors submit the completed TA form to the Contracting Officer for approval no later than five (5) working days after customer has obtained commander certification. 

5.17.2.3.1.2  Upon receipt of class rosters and TA forms from the colleges and universities, verify enrollments have been completed. For verified enrollments, post commitment for payment in EDMIS.  

5.17.2.3.1.3  Establish and maintain a system that ensures documentation of grades, explanation of non-completion actions, and recoupment or waiver of tuition assistance in accordance with AR 621-5.  

5.17.2.3.1.4  Process TA recoupment actions by completing and submitting DD Form 1131, Cash Collection Voucher, or DD Form 139, Pay Adjustment Authorization, to the Contracting Officer to charge the soldiers. Deposit recouped funds in the designated banking facility no later than one (1) working day after receipt of payment from the soldier.  Maintain a record of all TA recoupment and waiver actions and post actions to EDMIS no later than one (1) working day after confirmation of refund.  In FY 99 there were processed 43 recoupments and 32 waiver actions.

5.17.2.3.1.5  The PA shall not process TA requests for soldiers whose separation date is prior to course completion date.  The PA shall not clear a departing soldier who has withdrawn from or failed to complete a course and is pending recoupment action.

5.17.2.3.1.6  Maintain and update SOPs for tuition assistance operations.  Submit all new and revised SOPs to the Contracting Officer for approval prior to implementation. SOPs shall include procedures and requirements for enrollments, processing invoices, processing payments, processing and posting grades, and recoupment and waiver procedures.  

5.17.2.4  Reception and Administrative Services.

5.17.2.4.1  Provide courteous and efficient assistance to customers and respond to customer inquiries and complaints in person, by phone, fax, or electronic mail (e-mail).  Provide customers general information regarding education services and programs and refer inquiries to appropriate personnel.

5.17.2.4.2  Schedule customers for the FAST program, when eligible, and notify the Contracting Officer on the status of FAST program enrollments by the fifth working day of month.

5.17.2.4.3  Initiate/annotate during counseling session on ACES record, DA Form 669-R, in EDMIS for each customer requesting education programs and services.   

5.17.2.4.4  Retrieve and update ACES records in accordance with the EDMIS User Manual.   

5.17.2.4.5  Provide the ACES record to departing soldiers for delivery to the gaining Army Education Center in accordance with AR 600-8-104.

5.17.2.4.6  Request annual schedules for all on-post colleges and universities no later than 1 May.  Request course lists and current and projected schedules from on-post schools and colleges within 60 days prior to the beginning of each new enrollment period.   

5.17.2.4.7  Post tuition cost data in EDMIS for extended learning and/or distance programs. Update tuition costs to local schools and colleges listed in EDMIS no later than two (2) working days after receipt of changes.

5.17.2.4.8  Enter and update education records, course schedules, grades (to include incompletes and withdrawals), and rosters in EDMIS no later than five (5) working days after receipt. 

5.17.2.4.9  Maintain a 180-day test schedule.  Input testing appointments for customers in EDMIS as needed.  

5.17.2.4.10  Coordinate education services and programs with local colleges, other Army Education Centers, FORSCOM, other services education centers, other agencies (Veterans Affairs, Employment Offices), and state departments of education.

5.17.2.4.11  Provide education statistical information for military units as requested. 

5.17.2.4.12  Prepare required correspondence, reports, charts, and forms.  Provide data entry and information tracking support for education services activities.

5.17.2.4.12.1  Assist in the research and preparation of documentation in response to Congressional inquiries.  Submit input to the Contracting Officer not later than designated suspense date.

5.17.2.4.12.2  Provide photocopier and fax support for authorized customers.  Notify Directorate of Information Management (DOIM) Customer Service  when copier is in need of service/repair.

5.17.2.4.13  Collect, maintain, update, and store data in accordance with education services and program directives. Prepare and submit monthly, quarterly, annual, and special reports required by the Contracting Officer.  Insure all reference materials related to the performance of education services and programs under this Contract are current and available.

5.17.2.4.14  External and Internal Coordination.  Coordinate education services and programs with on-post colleges, other Army Education Centers, FORSCOM, other services education centers, other agencies, and state departments of education.  Coordination includes, but is not limited to, telephone calls, meetings, video tele-conferencing, and written correspondence. 

5.17.2.4.15  Maintain a sign-in or log-in tracking system for individuals coming to the education center denoting name, SSAN, date and time.

5.17.2.5  Automated Information System Support.

5.17.2.5.1  Serve as the functional administrator for the EDMIS in accordance with the Implementation Guide for EDMIS.

5.17.2.5.2  Provide Information Security System Officer (ISSO) support in accordance with AR 380-19.  Conduct internal security checks to ensure hardware and software are in compliance with regulations and proper licenses are on hand to ensure information system accreditation.

5.17.2.5.3    Provide functional area support for EDMIS to include, but not limited to, management of user account, backup and restoration of system, generation of transactions and required reports, and correction of individual identifiers throughout the system.  

5.17.2.5.4  Develop EDMIS queries to support education services reporting requirements.

5.17.2.5.5  Coordinate EDMIS network system problems with Army Network Systems Operations Center (ANSOC) at Fort Huachuca, AZ.  Coordinate functional problems with EDMIS with DA and local network problems with designated Fort Polk Information Systems personnel.

5.17.2.5.6  Coordinate CYBIS network system problems with Fort Monroe, VA, and Fort Leavenworth, KS.

5.17.2.5.7  Install, remove, maintain, and troubleshoot current and evolving software in accordance with software manufacturer's specifications no later than five (5) working days after receipt of request. Respond to these requests no later than two (2) working hours after receipt of request.

5.17.2.5.8  Evaluate hardware and software problems when they occur to determine problem areas and contact designated computer support personnel. Remove computer viruses and install prevention software.  Provide short-term end-user training on ways to avoid software problems. 

5.17.2.5.9  Maintain user profiles that designate the privilege or system functions that are available to each EDMIS user.

5.17.2.5.10  Research and evaluate evolving technologies and Government requirements to determine need for new or upgraded hardware and software for education services. Submit recommendations to the Contracting Officer for approval. 

5.17.2.5.11  Prepare and submit Engineering Change Proposals (ECP) for EDMIS through the Contracting Officer to DA ACES no later than three (3) working days after receipt of guidance to pursue action. 

5.17.2.6  Guidance and Counseling Services.

5.17.2.6.1  Provide educational and career guidance and counseling services during regular duty hours to assist authorized customers in accomplishing their educational and vocational goals.  Customer priority is soldiers, family members, Department of the Army Civilians (DAC), and retirees.    Provide guidance and counseling services on all aspects/levels of ACES including, but not limited to, information and research on education programs and services, academic and vocational counseling, interest inventories, test referral and testing services, documentation of military training and job experience, assistance with college applications, veterans' educational benefits, and financial aid. The PA shall provide qualified guidance counselors as prescribed below.  To insure unbiased opinions and to avoid conflict of interest, Guidance Counselors must not be affiliated with any colleges/universities utilized/employed by the Fort Polk community.  Designate a guidance counselor as the primary point of contact (POC) for each military unit. A listing of military units assigned to each guidance counselor is at TE DCFA/ED–2. The PA shall provide initial ACES guidance to each active duty soldier within 30 days of arrival at the Installation and schedule follow-up counseling sessions as required.

5.17.2.6.1.1  Counsel all customers before participation in any education program or service.  Record all counseling sessions in EDMIS.

5.17.2.6.1.2  Assist soldiers in Geographically Separated Units (GSUs) to enroll in courses, apply for TA, and schedule tests in accordance with AR 621-5 and DA policy.

5.17.2.6.2  In-/Out-processing.  Provide one counselor to participate in unit in-processing and out-processing from 0800 to 1200 hours on regular working days to counsel active duty soldiers on all education programs available at Fort Polk. Initiate or print out a DA Form 669 (Army Continuing Education System (ACES) Record) via EDMIS and record the soldier's counseling and educational progress on DA Form 669 during each counseling session.

5.17.2.6.2.1  In-processing. Provide group briefings and individual counseling to soldiers in grades E-6 and below and individual counseling to soldiers in grades E-7 and above and officers.  

5.17.2.6.2.2  Out-processing.  Provide individual counseling for all soldiers out-processing with permanent change of station (PCS) orders or separation orders and provide individual counseling to soldiers leaving the post or service concerning their veteran's educational benefits in accordance with 10 United States Code (USC) 1142 and 1143. If the soldier is leaving the service, the counselor shall ensure that the customer signs a statement verifying that VA counseling was accomplished.  Review course records to ensure that no recoupment or waiver action is required due to withdrawal from or failure to complete a course.  If recoupment or waiver action is required, prepare and submit either Department of Defense (DD) 1131 or DD 139 or assist soldier in obtaining waiver.

5.17.2.6.3  Needs Assessment.  Assist customers in assessing their abilities, their academic and vocational potential, and their measured interests to develop and achieve their educational goals. 

5.17.2.6.4  Goals.  Assist customers in establishing long- and short-range educational and vocational goals, based on identified abilities, interests, knowledge, aptitudes, and potential.  Select, schedule, and interpret inventory tests as required to assist customers in developing their goals.  Ensure all customers declare an educational goal in terms of credential, certification, or license.  Assist customers in developing plans to attain those goals.  Update EDMIS record to reflect an education plan outlining the requirements of the educational goal.

5.17.2.6.5  Counselors may use automated counseling tools, such as Guidance Information System (GIS), Discover, Troops to Teachers, and Reserve Officer Training Corps.  Access programs and provide specific information to soldiers when appropriate.  

5.17.2.6.6  Basic Skills. Evaluate customers referred to the Education Center and those who request counseling to determine if they require academic skills and functional development to improve their job performance or to meet eligibility for reenlistment or military occupational specialty (MOS) reclassification.

5.17.2.6.6.1  Assist soldiers with enrollment in the FAST Program, LSEP, and other education programs for on-duty instruction.  Provide counseling, test referral, and enrollment services.  Coordinate use of a classroom in the unit area if needed.

5.17.2.6.6.2  Counsel soldiers on taking the Test of Adult Basic Education (TABE). Review the soldiers' General Technical (GT) scores and schedule the TABE for soldiers with a GT score of less than 100.  Provide the soldier a referral slip for entry to the testing facility.

5.17.2.6.7  High School Completion Program.  Counsel and advise soldiers who are non-high school graduates that they are eligible for the High School Completion Program. Assist soldiers in scheduling for the Practice General Education Development (GED) Test and the GED Test.  Advise and assist soldiers wanting to enroll in an on-line High School Diploma Program or the GED program available in the community.

5.17.2.6.7.1  Advise all Montgomery GI Bill (MGIB) Chapter 30 enrollees that they must complete a high school completion program or earn an equivalency certificate during their first enlistment.  Annotate the advisement in EDMIS.

5.17.2.6.7.2  Advise and refer soldiers’ adult family members who are not high school graduates to the GED program sponsored by the Army Community Services (ACS) Outreach Center, Vernon Parish school board, Lamar-Salter campus, and FAST/PLATO.

5.17.2.6.8  Career Management Plan.  Counsel and advise soldiers pursuing self-development activities beyond the fundamental level of Leader Development Programs recommended by the proponent for their specific Career Management Field (CMF).   Self-development activities include, but are not limited to, Read-to-Lead, LSEP, Army Correspondence Course Program (ACCP), post-secondary courses, computer-based instruction, professional readings, ALC activities, and Service members Opportunity Colleges Army Degrees (SOCAD).

5.17.2.6.9  Military Schools.  Counsel and assist soldiers when requested concerning completion of requirements for admission to Officer Candidate School (OCS), Warrant Officer Candidate (WOC) School, U.S. Military Academy (USMA), Preparatory School for USMA, Physician's Assistant School, Army Medical Department (AMEDD) Enlisted Commissioning Program, and Degree Completion Program.

5.17.2.6.10  Provide counseling to soldiers for the Reserve Officer Training Corps (ROTC) scholarship programs (Green to Gold).  Refer interested soldiers to ROTC officials identified by the Government.  Assist ROTC candidates in preparing enrollment packets.

5.17.2.6.11  Post-secondary Schools. Counsel and assist customers in planning programs of study and in making course selections to meet established educational goal. 

5.17.2.6.11.1  Advise all eligible soldiers of their opportunity to apply for the Pell Grant.  Assist customers with application for the Pell Grant.

5.17.2.6.11.2  Assist customers with application for college graduation when all requirements are met.

5.17.2.6.12  Service members Opportunity Colleges Army Degrees (SOCAD).  Counsel and assist soldiers and family members with their voluntary education to earn off-duty associate and bachelor degrees and certificates in various technical or general areas of study offered through the Army network of SOCAD institutions.

5.17.2.6.12.1  Maintain and post changes to the SOCAD–2 and SOCAD–4 Handbooks when received from DANTES.

5.17.2.6.12.2  Assist soldiers and family members in establishing a Student Agreement to request an official evaluation/degree plan with an academic institution in accordance with AR 621-5 and SOCAD Handbooks.

5.17.2.6.12.3  Refer soldiers to the appropriate college advisor based upon education goals and degree being pursued.

5.17.2.6.12.4  Advise soldiers and family members relocating to another installation on guaranteed transferability of SOCAD credits and availability of courses at the new location.  Advise soldiers from another installation on the selection from the SOCAD transferability tables of courses that will be accepted at the soldier's home college.

5.17.2.6.12.5  Assist soldiers and family members with a Student Agreement in applying for graduation once degree and certification requirements are met.

5.17.2.6.12.6  Annotate DA Form 669 in EDMIS that soldier agrees to terms of SOCAD with specific institution and enter counselors remarks.

5.17.2.6.13  Concurrent Admissions Program (CONAP).  Assist soldiers participating in CONAP to pursue educational goals consistent with their CONAP College Admissions Agreement.  Specific guidance is found in the CONAP Workbook.

5.17.2.6.14  Availability and Eligibility of Tuition Assistance (TA).  Education Counselor provides information and counseling on the availability and soldier's eligibility for the TA program in accordance with AR 621-5.  Make a cost-effective determination before providing TA considering the availability of TA funds and the relative cost of a similar course on post, eligibility of Pell Grants, and acquired VA benefits. Education Counselor provides a counseling statement concerning the authorization of TA in EDMIS in some manner that produces a clear audit trail and any other information to assist the progression of the client in pursuit of their degree or career path.   Courses using Tuition Assistance are determined by SOCAD agreements or degree plans furnished by the school. 

5.17.2.6.15  Defense Activity for Non-Traditional Education Support (DANTES) Independent Study.  Counsel and assist soldiers who wish to enroll in the DANTES Independent Study Program or external degree program in accordance with AR 621-5, DANTES catalogs, and current DA policy.  

5.17.2.6.15.1  Maintain current DANTES catalogs and post changes no later than three (3) working days after receipt.  Maintain a 90-day supply of current DANTES forms, brochures, and other marketing materials.

5.17.2.6.15.2  Counsel soldiers regarding eligibility, reimbursement procedures, and their responsibility to keep a current mailing address on file with the institution.  Ensure the independent study course is consistent with the soldier's goals and examine the soldier's previous academic history to determine the likely completion of the independent study course.  Assist soldiers in submitting DANTES Form 1562/31 (DANTES Distance Learning Enrollment Form for Service Members), plus applicable attachments to colleges and universities.   

5.17.2.6.15.3  Prepare DANTES Independent Study Course (DISC) Form 1562/31 for DANTES enrollment and submit the completed form to the Contracting Officer for approval and signature no later than one (1) working day after the form is completed.  Apply any TA restrictions and annotate TA approval for the independent study course on DA From 669 in EDMIS.  Submit the approved form to DANTES and provide a copy to the soldier with instructions for its use.

5.17.2.6.15.4  Annotate each TA form with the institution POC, telephone number, and billing address and grades for DANTES courses less than six (6) months in duration.  Provide each institution a Letter of Understanding to agree on the  method of payment and to ensure grade and financial information is disclosed for the student enrolling.

5.17.2.6.16  Transcripts.  Assist soldiers in obtaining transcripts of their military training, MOS experience, education testing achievements, and civilian education.

5.17.2.6.16.1  Evaluate transcripts using American Council on Education (ACE) guides for non-traditional credits.  Ensure no duplication of credits for soldiers seeking promotion points.

5.17.2.6.16.2  Ensure a current Army/American Council on Education Registry Transcript System (AARTS) transcript is requested and is annotated in EDMIS.  Provide assistance to soldiers with basic active service date after 1 Oct 81 in completing DA Form 5454-R (Request for Army/American Council on Education Registry Transcript) to request transcripts of military experience for college credits.  

5.17.2.6.16.3  Assist soldiers with basic active service date prior to 1 Oct 81 in completing DD Form 295 (Application for Evaluation of Learning Experiences During Military Service) to rebuild their military education history for submission to the college.

5.17.2.6.16.4  Assist soldiers in completing applicable forms to obtain transcripts from high schools, post-secondary institutions, and DANTES exams.  Refer soldiers with foreign transcripts to translation agencies.

5.17.2.6.17  Army Career and Alumni Program (ACAP).  Support ACAP by providing educational counseling for career decisions for separating soldiers and authorized civilians.  Counseling services include, but are not limited to, academic and vocational counseling, interest inventories, testing, military training and job experience documentation, college application assistance, veterans' educational benefits, and financial aid.  There were 3,460 customers assisted in FY99.

5.17.2.6.18  Veterans Administration (VA) Education Benefits and Incentives.  Provide information, counseling, and assistance on VA education benefits and incentives in accordance with 10 USC 1142 and 1143, AR 621-5, and AR 621-202.   Tailor counseling sessions to the specific needs of the soldier.

5.17.2.6.18.1  Annotate the soldier's DA Form 669 in EDMIS during the first individual counseling session regarding the soldier's eligibility for Veterans Education Assistance Program (VEAP), MGIB, Army College Fund, and Loan Repayment Program. 

5.17.2.6.18.2  Ensure each eligible soldier is provided MGIB information, understands potential benefits, and is given an opportunity to accept or decline MGIB enrollment under the provisions of PL 101-510, Section 561, and PL 102-484, Section 4404. Enroll eligible soldiers in the MGIB and counsel soldiers on the MGIB time-in-service requirements, character of discharge, separation program designator codes, and use and amount of MGIB benefits. Submit DD Forms 2366 with a DA Form 200 (Transmittal Record) to U.S. Army Total Personnel Command (Education Incentives Branch) and send one copy with DA Form 200 to Personnel Records for inclusion in the DA 201 File. Submit DD Forms 2366 with a DA Form 200 (Transmittal Record) to U.S. Army Total Personnel Command weekly.  Provide soldier two copies with instructions to provide one copy to the college.

5.17.2.6.18.3  Identify and inform the soldier of any corrective action needed regarding eligibility for the MGIB.

5.17.2.6.18.4  Advise and assist soldiers applying for in-service VA benefits.  Review VA 22-1990 (Application for Education Benefits) or VA 22-1995 (Request for Change of Program or Place of Training) for accuracy and completeness and obtain Contracting Officer’s signature.  Refer the soldier with signed VA documents to the appropriate college representative.

5.17.2.6.18.5  Assist soldiers who wish to withdraw from or re-enroll VEAP.  Complete and sign VA Form 4-5281 (Application for Refund of Education Contributions) for soldiers withdrawing from VEAP.

5.17.2.6.18.6  Assist soldiers interested in continuing their education after leaving active duty with school selection, application, and financial aid information. 

5.17.2.7  Testing Services.

5.17.2.7.1  The PA shall designate a qualified Test Control Officer (TCO) and an Alternate TCO (ATCO) to be responsible for the overall testing program: to order, receive, safeguard, issue, return, and inventory all testing materials and to provide test referral, test interpretation, and enrollment in test preparation programs to authorized customers in accordance with AR 611-5, AR 621-5, DA Pam 611-16 and the DANTES Examination Program Handbook.  A list of tests conducted at Fort Polk is available in the Technical Library.  Upon successful completion of the Examination for DANTES Testing Personnel during phase-in, the Contracting Officer will issue formal appointment orders.

5.17.2.7.2  Maintain and update the SOP in accordance with DANTES Examination Program Handbook to control the daily test center operations.

5.17.2.7.3  Ensure the TCO and the ATCO receive mandatory annual training as required by AR 621-5.  Maintain training records to verify the annual requirement is met.

5.17.2.7.4  Order test materials to replenish or return current stock in accordance with DANTES Program Handbook.  Order specific tests at the request of customers as needed.

5.17.2.7.5  Verify and document incoming shipments of testing materials prior to signing the shipping document.  

5.17.2.7.6  Monitor testing to ensure proper administration and secure handling of tests in accordance with DANTES Examination Handbook, DOD 1322.8, and AR 621-5.  Assist the Testing Contractor in test administration when required.  Notify the Contracting Officer of any test administration discrepancies or problems no later than 30 minutes after discovery.  Prepare designated report as required by DANTES and forward to DANTES as needed.

5.17.2.7.7  Provide test examiner services as required by the Contracting Officer and in accordance with the DANTES Program Handbook, AR 611-5, and AR 621-5.  Test examiners are normally used when testing more than 25 people for Army Personnel Test (APT) and when testing more than 15 people for DANTES.

5.17.2.7.8  TCO/ATCO Mail tests by certified mail. Tests are double-wrapped with inside package labeled "TO BE OPENED BY AUTHORIZED DANTES TESTING PERSONNEL.  The outside envelope contains the forwarding and return address.  Specific addresses are listed in DANTES Examination Program Handbook (DEPH).  A DANTES Document Receipt Form is used to record the certified package.  Before signing the DANTES Document Receipt Form and sending the package, the contents are compared with the entries on the form to ensure all materials, i.e., registration forms, answer sheets, topic cards, cassette tapes are enclosed.  Each item should be packed separately i.e., an answer sheet should never be inside a test booklet.  The receipt form should be suspensed for 4 weeks and TCO should notify the testing agency and DANTES if a receipt is not received.  Each test that is returned should be removed from inventory.
5.17.2.7.9  Conduct a quarterly inventory of DANTES and APT controlled test materials.  Log inventory results of the Army Personnel Test Materials in the EDMIS Test Inventory in accordance with AR 611-5.  Complete the DANTES Test Inventory Report (DANTES Form 1560/12) in EDMIS and submit inventory through FORSCOM to DANTES, with a copy provided the proponent agency for the tests. Quarterly inventories shall be completed no later than the fifth working day after the end of each quarter.  Conduct inventory upon change of newly appointed TCO and change of safe combinations.

5.17.2.7.10  Return all obsolete and outdated DANTES tests accompanied by a completed DANTES Form 1560/14, DANTES Document Receipt, to the appropriate testing agency.  Destroy obsolete and outdated APT and FAST-related tests locally and document destruction on DA Form 3964, Classified Document Accountability Record.  Maintain files documenting the return and destruction of all test materials.

5.17.2.7.11  Ensure test materials are stored in a locked security container.  Document each opening and closing of the locked security container on SF 702, Security Container Check Sheet. Exercise close supervision over all phases of test receipt, storage, protection, issue, administration, scoring, and destruction.

5.17.2.7.12  Administer the Examination for DANTES Testing Personnel to any TCO/ ATCO employed after contract start and Test Examiners.

5.17.2.7.13  Test Examiners score tests and post test scores into DA Form 669 (EDMIS) computer system and provide monthly and quarterly reports on tests taken and results.

5.17.2.7.14   Education Counselors analyze and interpret test results.

5.17.2.8  Facilities and Equipment Management. 

5.17.2.8.1  Facilities Management.  Manage the use and allocation of classrooms and office space used for education programs and services conducted on Fort Polk.   Maintain facilities in an orderly, clean, safe, and fully operational status.    

5.17.2.8.1.1  Coordinate the use of the classrooms with colleges and universities according to the requirements outlined in each of the MOU’s.  Coordinate with other units or organizations on Fort Polk for the use of their classroom space as necessary.

5.17.2.8.1.2  Assigns classrooms to each school participating in the off-duty education program. Assist schools in making adjustments to room assignments and posts a Classroom Schedule for all classes by COB the day the classes start.  Posts any subsequent changes by documenting the Classroom Schedule. 

5.17.2.8.1.3  Verify at the close of business each day that all classrooms are unoccupied and furnishings have been returned to original order, that all lights and equipment have been turned off, and that all windows and doors have been closed and locked.

5.17.2.8.2  Equipment Management.  Maintain accountability and manage designated equipment for use in the classrooms.  Equipment available for use in the classrooms consists of, but is not limited to, televisions, projectors, videocassette recorder (VCR), and computers.

5.17.3  LIBRARY SERVICES

The PA shall ensure a full range of professional library services to customers during all hours the library is open.  The library shall be open for full services a minimum of 48 customer service hours per week. The library shall not be open on Federal holidays.  Thirty percent of customer service operating hours shall be night and weekend hours to accommodate student needs. The hours of operation shall be responsive to customer needs for library services.  Customer surveys, attendance records, and circulation-per hour records shall be used annually to determine peak customer periods and education requirements.  Changes to hours of operation shall be approved by the Contracting Officer Representative (Contracting Officer).  Projected workload is depicted in the following table:

	LIBRARY WORKLOAD

NUMBER OF

MATERIALS
	FY99
	FY00
	FY01
	FY02
	FY03
	FY04

	ORDER
	
	
	
	
	
	

	BOOKS
	1432
	1579
	1658
	1740
	1828
	1919

	LEASED BOOKS
	1150
	1267
	1331
	1398
	1468
	1541

	AUDIO CASSETTES
	2268
	2500
	2625
	2757
	2895
	3049

	VIDEO CASSETTES
	150
	225
	300
	375
	450
	550

	MUSIC CD’S
	150
	225
	250
	275
	300
	325

	RECEIVE
	
	
	
	
	
	

	BOOKS
	1349
	1463
	1525
	1601
	1682
	1765

	LEASED BOOKS
	1095
	1330
	1397
	1468
	1541
	1618

	AUDIO CASSETTES
	2268
	2500
	2625
	2756
	2894
	3038

	VIDEO CASSETTES/DVD’S
	175
	250
	325
	400
	475
	575

	  MUSIC CD’S
	125
	250
	275
	300
	325
	350

	ISSUE
	
	
	
	
	
	

	BOOKS
	850
	975
	1100
	1225
	1400
	1475

	LEASED BOOKS
	850
	975
	1125
	1175
	1250
	1300

	AUDIO CASSETTES
	1400
	1450
	1500
	1600
	1700
	1800

	VIDEO CASSETTES
	150
	200
	250
	275
	325
	400

	MUSIC CD’S
	100
	225
	250
	275
	300
	325

	REPAIR
	
	
	
	
	
	

	BOOKS
	650
	825
	915
	945
	975
	1000

	VIDEO CASSETTES
	400
	475
	515
	540
	575
	615

	KITS RECEIVED
	
	
	
	
	
	

	MANEUVER
	30
	40
	40
	45
	45
	45

	STOCKPILE
	25
	25
	25
	30
	30
	30

	KITS ISSUED
	
	
	
	
	
	

	MANEUVER
	40
	25
	25
	30
	30
	30

	STOCKPILE
	80
	75
	80
	80
	65
	75

	ANNUAL SUBCRIPTIONS
	290
	290
	290
	290
	290
	290

	MICROFICHE SETS
	250
	260
	265
	270
	280
	290

	DROP


	
	
	
	
	
	

	BOOKS
	5770
	6999
	7031
	8111
	9055
	10112

	KITS
	100
	105
	105
	105
	105
	105

	VIDEO
	1000
	2500
	2500
	2500
	2500
	2500


5.17.3.1  Administrationtc "C.5.2
ADMINISTRATION" \f C \l 2.  

In support of overall library operation, the PA shall perform the following tasks, but is not limited to:

5.17.3.1.1  Staffing.  Provide professional librarians to direct the library operation.  Professional librarians shall have a minimum of a master’s degree in library science from an American Library Association (ALA) accredited college or university and one year of professional experience in librarianship.  Professional experience shall include, but not be limited to, experience in reference work including on-line, compact disk read only memory (CD-ROM) search, retrieval, and bibliographic instruction. The professional functions the librarian shall perform include, but are not limited to, information access services, computer systems administrations, library administration, collections management, original cataloging, and marketing.

5.17.3.1.1.1  Provide the services of a catalog/technical services librarian who shall have a master’s degree in library science from an ALA accredited library school, who shall have three (3) years of experience in technical processing, acquisitions, and cataloging work, and who also has experience using On-line Computer Library Center (OCLC), cataloging, Anglo-American Cataloging Rules 2 (AACR2), and Library of Congress Subject Headings. Services are to be performed in the Allen Library, Fort Polk, LA.

5.17.3.1.1.2  Provide support personnel to perform para-professional functions.  At a minimum, support personnel shall have graduated from high school and have varying degrees of library experience. The para-professional functions the PA shall perform include, but are not limited to, acquisitions, dispositions, receiving, circulation, cataloging, interlibrary loans (ILL), office collection, administration, library database entry and updating, processing all newly received materials, repairing materials, mail processing, rent/lease book collections, binding, procuring library unique supplies and equipment, establishing and maintaining an on-order file or log of equipment repair records, being knowledgeable in office software application programs, compiling reports, inputting data, gathering and maintaining statistics, procuring forms and publications, making minor repairs and servicing equipment answering telephone, opening and closing the library, and setting up equipment an materials for each day’s work.

5.17.3.1.1.3  Personnel Qualifications.  Employees shall have a working knowledge of core library competencies, library automation, and networking, on-line Internet use, CD-ROM database searching, using the OCLC subsystems, and shall be competent in installing disk upgrades on CD-ROM based systems.  Employees shall be familiar with using an Integrated Library System (ILS) such as Endeavor, Voyager, Sirsi’s, Electro-Optic Sensor Interface (EOSI), etc. Core library competencies are all functions closely related to library work.  Such functions include, but are not limited to, those involved with information access service, computer systems management, library administration, collection management, acquisitions, cataloging, and circulation services.  Core competencies are critical to customer support. 
5.17.3.1.1.4  A professional librarian  shall be present during all operating hours .  The positions of  Library Director, Catalog Librarian, and Reference Librarian are considered key positions and shall not remain vacant for more than 45 days.

5.17.3.1.1.5  Prepare work schedules and work schedule changes. Provide sufficient staffing to prevent backlog of work, keep waiting period at circulation desk to less than five (5) minutes, and maintain full range of customer services. 

5.17.3.1.2  Reports TC "C.5.2.2
Reports" \f C \l "1" . Maintain statistical data and other information on circulation, usage, holdings, library activities, services, other workload, and administrative actions. Prepare reports and submit to the Contracting Officer Representative (Contracting Officer) in writing, on disk, or on-line, as required, no later than the fifth day of each month.  Reports include circulation reports usage attendance; reference questions asked and answered; new library users; and numbers of books requested to be put on hold; and daily count of books requested to be put on hold.  Maintain daily, statistics in Internet usage.  Keep records on frequency of catalog and bibliographic data use, number of requested and received titles, number of ordered and received books, and daily maintenance of vendor usage reports.   (See CDRL DCFA-Library 1)

5.17.3.1.2.1  Prepare reports on library programs, in writing or required format, and submit to the Contracting Officer by the suspense given, but no more than four working days after requirement is communicated. 

5.17.3.1.2.2  Prepare any reports of an emergency, non-routine, or on-the-spot nature in order to fulfill new DA/FORSCOM directives, Fort Polk and JRTC local directives, information requests, or other actions. The PA shall be instructed by the Contracting Officer regarding the content of and format and suspense for each report. 

5.17.3.1.3  ACES Support. TC "C.5.2.3
ACES Support" \f C \l "3"   Coordinate with ACES to provide library support to courses taught on the Installation. Library support shall include, but not be limited to, collection development, ILL, and reference, orientation, and skills classes. Provide space for reserve collections of library materials and equipment and materials belonging to course instructors. Circulate materials in accordance with the instructor’s directions as needed.  Library materials on reserve for ACES shall be updated as needed.  

5.17.3.1.4  Budget Recommendations and Projectionstc "C.5.2.4
Budget Recommendations And Projections" \f C \l 3. Provide input to the Contracting Officer for preparing the library appropriated fund budget, special budget, and funding program requests within the specified suspense. Maintain an unfinanced requirement list for non-budgeted items. Provide budget variance analysis reports to the Contracting Officer when required and within the specified suspense. 

5.17.3.1.5  Planning. TC "C.5.2.4
Planning" \f C \l "3"   Prepare administrative reports, studies, and proposals in writing and submit no more than 15 working days after request by the Contracting Officer. Monitor progress of all approved projects and provide follow-up reports to Contracting Officer upon request.  

5.17.3.1.6   Security. TC "C.5.2.5
Security" \f C \l "3"   On all days on which the library has operating hours, the PA shall: 

5.17.3.1.6.1  Inspect facility and grounds upon opening to determine that all property remained secure and that no vandalism, theft, or damage occurred during the night. If vandalism or theft occurred, the PA shall immediately notify law enforcement; and then verbally notify Contracting Officer no more than fifteen (15) minutes after discovery and proceed in accordance with the Contracting Officer’s instructions. Complete the police report and provide information concerning the missing items to Government investigator. A follow-up report (Memorandum for the Record) shall be submitted to the Contracting Officer, in writing, no more than twenty-four (24) hours after discovery.  

5.17.3.1.6.2  Have all equipment and services ready for immediate use upon opening of facility to customers.   

5.17.3.1.6.3  Complete SF 701, Activity Security Checklist, upon closing the facility. File completed forms in the internal control files and maintain for time period specified by The Modern Army Record keeping System (MARKS) (AR 25-400-2). 

5.17.3.1.7  Telephones.   TC "C.5.2.6
Telephones" \f C \l "3" Answer telephone using proper telephone manners, identify the facility and the individual speaking, and assist caller or transfer caller to appropriate location. When necessary, prepare telephone message on SF 63, Memorandum of Call, and deliver to appropriate personnel.  Annotate long distance telephone calls on DD Form 360. File completed forms in the internal control files and maintain for time period specified by MARKS.   Manage the library voice messaging system. Make changes when necessary to ensure information is always accurate and appropriate. 

5.17.3.1.8  Library Logs. TC "C.5.2.7
Library Logs" \f C \l "3" 
5.17.3.1.8.1  Develop a Service Order Log format which includes the following information: building number, problem, accounting code, date called, date completed, POC, and service order number, and service completion date. 

5.17.3.1.8.2  Develop a Customer Comment Card Log which includes the rating, the date on the card, and customer’s comments. 

5.17.3.1.8.3  Develop a Stockpile Book Kit Log which includes date sent or received, unit or company sent to or received from, amount received, amount issued, and balances. 

5.17.3.1.8.4  Develop a Maneuver Box Kit Log which includes date sent or received, unit or company sent to or received from, amount received, amount issued, and balances. 

5.17.3.1.8.5  Lost and Found. TC "C.5.2.8
Lost and Found" \f C \l "3"   Maintain a "Lost and Found" area in the library for items left in the library. Properly secure official or valuable items. Items not claimed within one (1) month shall be turned over to the Contracting Officer for disposition. 

5.17.3.1.8.6  Clerical Support. TC "C.5.2.9
Clerical Support" \f C \l "3"   Provide clerical support for library administration. 

5.17.3.1.8.7  Make customer comment cards available for customer use.  Enter customer comment cards into Customer Card Log no less than two times per month, once in the second week and once in the fourth week of each month.

5.17.3.1.8.8   Supplies and Equipmenttc "C.5.2.10
Supplies and Equipment " \f C \l 3.  Maintain adequate expendable and non-expendable supplies for daily operational needs. 

5.17.3.1.9  Library Handbook.  Design and prepare a Library Handbook or brochure denoting location, hours of operation, telephone numbers, staff, facility floor layout, types of materials in collection, basic library policies and services, and authorized.  Submit Handbook to the Contracting Officer for approval no more than thirty (30) calendar days after Contract award.

5.17.3.1.9.1  Update, revise, and submit to Contracting Officer for approval and reprint as changes occur.  Notify other Fort Polk and community contacts of changes or updates to the library’s information for inclusion in their various publications. 

5.17.3.1.9.2  Distribute handbook to customers and offices and place it at circulation and reference desks no more than three (3) workdays after completion of printing.

5.17.3.2  Unruly Customer Plan.  

Develop and update a written plan to deal with unruly customers (Copy of the current plan is available in the Technical Library).  The plan shall cover incidents of child abandonment, excessive noise, obscenity, drunkenness, physical and verbal abuse, indecent exposure, drug use, sleeping, harassing other patrons and library staff, eating and drinking, chewing and spitting tobacco, pets, panhandling, solicitation, gambling, purse snatchers, sexual deviant behavior, bare feet, smokers, teenage gangs, rowdy behavior, theft of library property, illness or injury, weapons, and vandalism.  The plan shall be submitted to the Contracting Officer for approval no later than 30 calendar days prior to Contract start date.  Revisions to the plan shall be submitted to the Contracting Officer for approval no less than five (5) workdays before implementation.  Verbally report all incidents to the Contracting Officer no more than eight hours after occurrence and provide a follow-up written report no more than 24 hours after occurrence.

5.17.3.3  Customer Copier Service.  

Monitor copier service for library customers provided by an independent contractor.

5.17.3.4  Equipment, Furniture, Facility, and Grounds Maintenancetc "C.5.2.12
Equipment, Furniture, Facility, And Grounds" \f C \l 3. 

The PA shall perform operator maintenance on Government- and Vendor-furnished property including changing lamps on audiovisual (AV) equipment, loading paper into copy and fax machines, adding toner, clearing jams, cleaning glass on all copiers and reader/printers, microfilm, and microfiche, and maintaining change machines.

5.17.3.4.1  Call Department of Public Works (DPW) Service Order Section for general maintenance in the library building and on the library grounds. Call DOIM for computer repair and Installation Morale Welfare and Recreation Fund (IMWRF) for public copier machine repair no more than thirty (30) minutes after becoming aware of the breakdown. Make entry in Service Order Log and verbally notify Contracting Officer no more than one (1) workday after breakdown or damage to furniture, equipment, or facility. Notify the Contracting Officer, no more than fifteen (15) minutes after discovering damage that is not routine (e.g., roof leaks and structures). 

5.17.3.5  Collection Development Plan TC "C.5.6.1
Collection Development Plan" \f C \l "3" .  

The PA shall evaluate existing library materials, analyze use, and develop a Collection Development Plan, which takes into account systematic monthly additions and deletions and emergency purchases of materials not in the library’s inventory, to meet customer demand. The Collection Development Plan shall contain no censorship and present all sides of controversial subjects in accordance with AR 215-1 and shall be updated in writing, for Contracting Officer review, as collection use or mission requirements change. A copy of the current Collection Development Plan is available in the Technical Library.   

5.17.3.5.1  Selection Policytc "C.5.7.1
Selection Policy" \f C \l 3.  Develop and submit to the Contracting Officer for approval, no more than thirty (30) calendar days after Contract start, a Selection Policy addressing customer and staff recommendations, publishers' advertisements, reviewing sources, remainders sales, and gifts and donations. Submit Selection Policy changes, in writing, to Contracting Officer for approval, no less than ten (10) workdays prior to implementation. 

5.17.3.5.2  Selection of Library Materialstc "C.5.7.2
Selection Of Library Materials" \f C \l 3. Screen, evaluate, and analyze professional review and announcement literature, ILL forms, circulation statistics, user responses, and staff suggestions. Use that information to select and acquire books and other library materials in accordance with the Collection Development Plan, the Selection Policy, DA Pam 25-96, AR 215-1, and the workload projection.  Read reviewing sources and recommend selection of library materials by providing a list for Contracting Officer approval no later than 60 days prior to contract performance start date.  Maintain a balanced collection.  Select materials of special interest to soldiers and  families in accordance with  AR 25-1.  The PA shall determine the size and the scope of the library’s collections by assessing the quality and currency of materials, customers needs, funding, staffing, and physical space. Include in library collections, materials to support organizational mission requirements, professional military and voluntary education programs, and materials for both adults and children.  Libraries are authorized book lease or rental plans to meet demand for new missions initiatives and newly published items and to enhance quality of life programs.  Maintain the library’s McNaughton book lease collection of 2,000 and the library’s audio book lease collection of 300.                 

5.17.3.5.3   Follow the ALA Bill of Rights to ensure that the selection process is free from censorship.  The PA shall also apply the principles of intellectual freedom not only in selection, but also in all aspects of library service by: implementing the Interpretations of the Library Bill of Rights and the Privacy Act and apply the procedures for handling complaints set fort in the Intellectual Freedom Manual and its updates from ALA’s Office of Intellectual Freedom.

5.17.3.5.4   Provide video collections focusing on business, education, personal improvement, and children and youth interests.  The PA shall not charge viewing fees.

5.17.3.5.5  Duplicatetc "C.5.7.2.1
Duplication" \f C \l 4 new materials only upon Contracting Officer approval.  

5.17.3.5.6  Select new periodicals in accordance with approved Collection Development Plan and submit consolidated subscription orders to Contracting Officer for review no more than fourteen (14) workdays after selection. Retain, maintain, and make readily available the existing back file of periodicals. 

5.17.3.5.6.1  Process orders for renewal of subscriptions and submit to Contracting Officer for approval with sufficient time to ensure there will be no lapse in the subscriptions, within budget constraints. The source of subscriptions may vary according to the best balance among availability, price, timeliness, format, and technology. 

5.17.3.6  Update Collectiontc "C.5.8
Weed Collection" \f C \l 3. 

The PA shall, on a semiannual basis, evaluate library materials for removal from collection and weed materials from the collection in accordance with the Collection Development Plan. Select materials for removal from the collection that have become obsolete in content, style, or theme, unless required for historical purpose, and that are damaged beyond repair, damaged items for which replacements are available, or duplicate copies that are no longer needed. The following are actions to be taken, but are not limited to:

5.17.3.6.1  Removal of Materials. TC "C.5.8.1
Removal of Materials" \f C \l "3"  Submit to the Contracting Officer for approval, no more than five (5) working days after the semiannual evaluation, a written report listing titles to be weeded.  The report shall include authors, publication dates, and date materials are recommended to be removed. After Contracting Officer review and approval, withdraw library materials from inventory in accordance with AR 735-17 and process.  Weeded items shall be salvaged in accordance with AR 735-17. (See CDRL DCFA – Library 4).

5.17.3.6.2  Items of Historical Interest. TC "C.5.8.2
Items of Historical Interest" \f C \l "3"   Screen usable library materials that may be of historical interest, according to AR 735-17 and AR 870-5.  Submit a written list of materials to Contracting Officer for approval. Coordinate with FORSCOM and DA Librarian before items are dropped or weeded. Dispose of items in accordance with AR 735-17 no more than one (1) month after Contracting Officer approval.

5.17.3.6.3  Disposal of Materials. TC "C.5.8.3
Disposal of Materials" \f C \l "3"   Prepare DD Form 1348-1 for transfer of weeded accountable materials to Defense Reutilization Material Office (DRMO).  Send materials and paperwork to Contracting Officer no more than five (5) working days after removal. Retain a copy of the DD Form 1348-1 as a credit voucher in the Voucher Register (DA 3973-R) . 

5.17.3.6.4   TC "C.5.8.4
Serviceable Materials" \f C \l "3" Dropped Bookstc "C.5.8.5
Dropped Books" \f C \l 3. Drop from the Voucher Register annually, in accordance with AR 735-5 and AR 735-17, all accountable materials that have been subtracted from the total count for any reason other than loss or damage. Drop from the Voucher Register accountable materials that have been dropped on the Cash Collection Voucher (DD Form 1131) no more than two (2) workdays after receipt of the DD 1131. Delete holdings record from on-line catalog, immediately upon withdrawal from collection or determination of loss. Delete holdings record from OCLC. Workload (dropped books)

5.17.3.6.5  Donations. TC "C.5.6.6
Donations" \f C \l "3"   The PA shall accept donations when offered, in accordance with AR 735-17, advising the donor that the materials may or may not be added to the library collection. Paperback materials shall be placed on the Swap Shelf or cataloged and processed for the collection as determined by the Contracting Officer. AV materials shall be viewed by the PA and a selection decision made in accordance with established selection policy and guidelines. All other materials shall be referred to the Contracting Officer for evaluation. Items selected will be returned to the PA for cataloging, processing, and circulation.

5.17.3.7  Technical Services Ordering.  

The PA shall develop a Library Acquisitions Plan and Policy Manual and forward to the Contracting Officer for approval no more than thirty (30) calendar days after Contract start date.  The plan and manual shall be revised and updated, as needed, and forwarded to the Contracting Officer for approval no less than ten (10) workdays before changes are to be implemented.  Shall handle procedures for ordering materials, including maintaining records of all ordered items. 

5.17.3.7.1  Existing Selections.  Requisition library materials selected, but not ordered, by the library prior to the start of this Contract as though items were selected during the term of the Contract.  The Contracting Officer shall provide the PA with a list of such titles no more than thirty (30) calendar days after contract start date.

5.17.3.7.2  Ordering New Materials.  Purchase materials on Contracting Officer approved list through vendor’s automated ordering system or Vendors’ Integrated Services Digital Network (ISDL) Association (VIA) local purchase request.  Choice of vendors for orders or purchase is at the discretion of the PA.

5.17.3.7.3  On-Order System.  Maintain a current system of ordering and on-order information using an automated database.  Avoid unwarranted duplication of materials in accordance with Collection Development Policy.  If a duplicate request is found, PA shall confirm need to order item.  If the duplicate is not needed, PA shall destroy request.  The PA shall:

5.17.3.7.3.1  Update records by downloading appropriate bibliographic records, when needed, from OCLC and upload those records to the Endeavor system to maintain the current status of materials ordered.  Input shall include author, title, price, publisher, and International Standard Book Number (ISBN).  Update database records not later than two (2) workdays after materials are ordered.tc "C.5.9
TECHNICAL SERVICES - ORDERING" \f C \l 2

 TC "C.5.9.1
Library Acquisitions Plan and Policy Manual." \f C \l "2" 

tc "C.5.9.2
Existing Orders" \f C \l 3

 TC "C.5.9.3
Ordering New Materials" \f C \l "3" 

 TC "C.5.9.6
On-Order System" \f C \l "1" 
5.17.3.7.3.2  Check on-order file on a monthly basis to eliminate orders older than six (6) months. When such a record has been found, verify if material has been received and provide information to Contracting Officer for disposition.

5.17.3.7.4  Status Reports. TC "C.5.9.8
Status Reports" \f C \l "3"   The PA shall provide the Contracting Officer with a written report by the 15th day of each month on status of all requisitions placed for current fiscal year. Report shall include date of request, vendor, item, quantity, unit cost, total cost, requisition number, contract number, delivery date, Report of Discrepancy (ROD) filed, and date ROD filed. (See CDRL DCFA - Library 3).  

5.17.3.7.5  Receipt of Library Materialstc "C.5.9.9
Receive Library Materials" \f C \l 3.  Unpack shipment and verify against packing slip. Prepare and type all partial and final receiving reports as needed and forward to the Contracting Officer no later than the 1st day of every month. Forward signed receiving reports to Finance and Accounting no later than specified suspense date.

5.17.3.7.5.1  Notify the Contracting Officer verbally of any errors in shipment and prepare and type Report of Item Discrepancy (ROID) as required by the Contracting Officer no more than three (3) workdays after an error in shipment is discovered.

5.17.3.7.5.2  Establish and maintain files for all orders in such a manner that status can be extracted no more than five (5) minutes after identification of need for the information. Maintain on file a copy of each receiving report, ROD, contract, order list, invoice, and other related documents and paperwork for each order. Retain these files for current fiscal year plus three (3) previous fiscal years. At the beginning of each fiscal year, files not falling within that category shall be turned over to the Contracting Officer for disposition.

5.17.3.8  Special Collectionstc "C.5.9.10
Special Collections" \f C \l 2. 

Select, order, process, and maintain records for office collections, DA book service programs, Government Printing Office (GPO) materials, and official publications. The PA shall:

5.17.3.8.1  DA Book Service Programtc "C.5.5.1
DA Book Service Program" \f C \l 3.  Administer the DA-sponsored Book Service Program, which includes tear sheets, recurring annuals, regular procurement, and special year-end orders, in accordance with “A Guide to the US Army Community and Family Support Center Centralized Book Acquisition Program.” Notify Contracting Officer of discrepancies in materials received and notify DA Librarian by telephone no more than one (1) business day after noting discrepancies. If requested by Contracting Officer, the PA shall verify all items received from DA through the fiscal year. The PA shall provide input for survey of individual programs.

5.17.3.8.1.1  Receive annual survey of need for clothbound Book Kits from DA. Prepare response in accordance with DA/FORSCOM instructions and submit response to the Contracting Officer for approval no less than fourteen (14) workdays prior to DA/FORSCOM suspense date. Receive Book Kit lists and prepare and maintain an on-order database. Retain lists on file. Receive shipped items and check against Book Kit lists. 

5.17.3.8.1.2  Receive tear sheets periodically from DA. Select items and prepare tear sheet in accordance with DA instruction. Retain a copy of the tear sheet on file and return to Contracting Officer for review and approval not later than seven (7) workdays prior to DA suspense date. Following Contracting Officer approval, annotate on-order status in the database. 

5.17.3.8.2  Receive Stockpile Kits and Maneuver Kits in accordance with DA instruction and maintain in accordance with guidelines from the DA Community and Family Support Center (CFSC). Maneuver Kits and Stockpile Kits are supplied by CFSC. Issue Maneuver Kits when requested by local units that meet the criteria for issuance of Book Kits as noted in the Information Paper on DA Paperbound Book Kit Program. Issue Stockpile Kits to units supporting overseas units when requested by CFSC. Keep Stockpile Kits separate from Maneuver Kits and keep running tallies of the number of each type of kit on hand and the number issued.

5.17.3.8.3  Government Printing Office (GPO) Materials. tc "C.5.5.2
GPO Materials" \f C \l 3 Select and order GPO materials and maintain the GPO account.

5.17.3.8.3.1  Select GPO materials no more than two (2) workdays after need occurs and submit to Contracting Officer for review. Order items no more than three (3) workdays after review. Retain a record of all items ordered.

5.17.3.8.3.2  Receive materials and check against order record. Report discrepancies to Contracting Officer in writing no more than one (1) week after discrepancies are noted.

5.17.3.8.3.3  Maintain a record of GPO expenditures and account balances: and prepare a quarterly written report of the GPO account which includes opening balance, remaining balance, number of items ordered, number of items received, account number, and date. Report shall be prepared and submitted as required by Contracting Officer. Prepare all GPO orders and receiving reports, including receipt by voucher, for review by the Contracting Officer.

5.17.3.8.4  Government Publications.tc "C.5.5.3
Government Publications" \f C \l 3 Maintain a profile of required forms and publications. Review and revise the profile annually and submit to Contracting Officer for review no more than one (1) month after completion. After Contracting Officer review, order individual copies of regulations and publications as needed. 

5.17.3.9  Technical Services-Cataloging. 

The PA shall develop a Cataloging Plan and Policy Manual in accordance with OCLC and Endeavor guidelines.  Submit the plan and manual to the Contracting Officer for approval no more than thirty (30) calendar days after contract start date.  Submit plan revisions and updates to the Contracting Officer for approval no less than seven (7) workdays before implementing any change.

5.17.3.9.1  Current Catalog.  Maintain current on-line catalog by removing bibliographic holdings records for all items removed from the collection and by updating any holdings records on which there is new, changed, or corrected information.  Establish and maintain cataloging profiles.  Manually record holdings records in a log by OCLC or Library of Congress Number (LCN).  On a regular basis, delete those holdings from OCLC database.

5.17.3.9.2  tc "C.5.10
TECHNICAL SERVICES - CATALOGING" \f C \l 2

tc "C.5.10.1
Cataloging Plan" \f C \l 3

tc "C.5.10.2
Current Catalog" \f C \l 3 Cataloging Books and Serials.tc "C.5.10.3
Cataloging Books and Serials" \f C \l 3  Provide copy cataloging for books and other library materials. While cataloging does not necessarily have to be accomplished physically at Allen Library, new materials cataloged on site shall be available for circulation no more than two (2) weeks after receipt. Best sellers, leased books, and materials in high demand shall be cataloged, processed, and available for circulation no more than three (3) workdays after receipt. Pre-cataloged materials shall be available for circulation no more than two (2) workdays after receipt. Forward changes in cataloging specifications in writing to the Contracting Officer no more than two (2) weeks after a need for change arises. Maintain statistical information on the number of items cataloged.

5.17.3.9.3  Cataloging Other Library Materialstc "C.5.10.4
Cataloging Other Library Materials" \f C \l 3. Provide original cataloging of those materials for which OCLC cataloging is not available. These may include vertical file materials, audiocassette tapes, videos, software programs. All cataloging shall be IN accordance with established policies and procedures using the Dewey Decimal System, AACR2, and Library of Congress Subject Headings. Materials shall be available to customers no more than two (2) weeks after receipt. Materials in high demand shall be available to customers no more than three (3) workdays after receipt.

5.17.3.9.4  Authority Filetc "C.5.10.5
Authority File" \f C \l 3.  Maintain an authority file for corporate bodies, personal names, series, and subject headings in accordance with Library of Congress cataloging policies. Any updates shall be made no more than thirty (30) workdays after addition or change. In support of the authority file, the PA shall:

5.17.3.9.4.1  Maintain cross reference file and revise and update it no more than ten (10) workdays after addition or change.

5.17.3.9.4.2  Maintain and revise headings in accordance with authority file.

5.17.3.10  Technical Services - Processingtc "C.5.11
TECHNICAL SERVICES - PROCESSING" \f C \l 2.  

The PA shall perform tasks necessary to ensure adequate technical services are provided including, but not limited to:

5.17.3.10.1  Technical Processing Plan and Policies Manual. TC "C.5.11.1
Technical Processing Plan and Policies Manual" \f C \l "3"  Develop a Technical Processing Plan and Policies Manual covering marking, processing, and distribution of library materials. The plan and manual shall specify that all marking, labeling, and processing shall be uniform with the existing collection and in accordance with the Library SOP (copy available in the Technical Library), in order to maintain continuity. Submit to the Contracting Officer for approval no more than thirty (30) calendar days after Contract start date. Revise and update manual and submit to the Contracting Officer for approval no less than ten (10) workdays before implementing any change. 

5.17.3.10.2  Voucher Register. tc "C.5.11.2
Voucher Register" \f C \l 3 Add accountable library materials to the DA Form 3973-R, Voucher Register of Books, and mark "Property of the US Army" in accordance with AR 735-17 no more than three (3) workdays after delivery from vendor to library technical services. Gifts shall be evaluated for inclusion or exclusion not more than two (2) workdays after receipt of donation. 

5.17.3.10.3  Mark and Label Library Materialstc "C.5.11.3
Mark and Label Library Materials" \f C \l 3.  Produce spine labels for and mark library materials in accordance with established library procedures. 

5.17.3.10.4  Protective Library Coverstc "C.5.11.4
Cover Library Materials" \f C \l 3.  Cover new or repaired library materials prior to making available for circulation by using protective covers specifically designed for books and in a manner consistent with methods already in use in the collection.

5.17.3.10.5  Status Changetc "C.5.11.5
Change Status" \f C \l 3.  Inspect processed materials for correctness against profile. Return incorrectly processed materials for correction no later than one (1) workday after discovery. If materials are processed off-site, return for correction within vendor guidelines. Change on-line catalog status to “in library” and deliver items to shelving area no more than one (1) workday after completion of processing.

5.17.3.10.6  Binderytc "C.5.11.6
Bindery" \f C \l 3.  Base library decisions as to which titles are to be bound shall be based on industry standards for binding.  250-400 books require binding annually.

5.17.3.10.7  Prepare instructions for each book including color, title, and other information pertinent to each book to be bound and packed together with the books for pickup by or shipping to the bindery. Notify the bindery and change status in the database to indicate book is at the bindery.

5.17.3.10.8  Process returned bound books in accordance with Library policy.

5.17.3.10.9  Repair of Library Materialstc "C.5.11.7
Repair Library Materials" \f C \l 3. Repairs shall include re-gluing spines, taping corners, reinforcing paperback covers, taping torn pages, replacing worn or torn covers, replacing worn or torn jackets or sleeves, re-gluing loose pages, replacing missing pages, performing simple cassette repairs such as new cases or labels, viewing videos that are suspected of damage, and returning videos to circulation that are in good condition. Photocopy pages from duplicate or borrowed copy and replace missing pages. Repair shall be complete and items returned to proper location on shelf no more than five (5) workdays after damage is detected.

5.17.3.10.10  Serials/Periodicals Check-Intc "C.5.11.8
Serials/Periodicals Check-In" \f C \l 3.  Perform serials and periodicals check-in. Establish and maintain check-in records arranged by main entry, according to ALA filing rules and Endeavor serials module.

5.17.3.10.10.1  Enter periodical or serial check-in information into the database in standardized format, utilizing the Endeavor Manual.  Stamp “library property” and add beeper if appropriate, using periodical covers where required, no more than four (4) hours after receipt of item.

5.17.3.10.10.2  Enter a new record into the database for a new or changed title or for a change in retention period for a title, no more than five (5) workdays after receipt of new or changed information.

5.17.3.10.10.3  Delete the serial or periodical database record no more than one (1) workday after removal from shelving area when an entire run of a title is discarded.

5.17.3.10.10.4  Review check-in records no less than two times per month to identify missing issues not detected during the daily check-in process. Claim items no more than five (5) workdays after a missing volume or supplement is noted and update database.

5.17.3.11  CIRCULATIONtc "C.5.12
CIRCULATION" \f C \l 2.  

The PA shall develop a Circulation Policies and Procedures Manual which improves upon the relevant portions of the circulation section of the Library SOP and submit it to the Contracting Officer for approval no more than thirty (30) calendar days after Contract start date. The manual shall include customer registration, circulation system, reserves and holds, ILL, out-processing, overdue, restitution for lost or damaged materials, reserves for college classes, and ready reference. Revise and update the manual and submit to the Contracting Officer for approval no less than seven (7) workdays before implementing a change. Maintain the circulation system so that status of any library materials can be determined upon request.

5.17.3.11.1  Maintenance of an Organized Collectiontc "C.5.12.2
Maintain An Organized Collection" \f C \l 3.  Maintain the library collections in the Dewey Decimal System or in accordance with the established classification system.

5.17.3.11.1.1  Shelve library materials on a daily basis in correct location. Shelve newly processed materials no more than eight (8) hours after their inclusion in the on-line catalog and delivery to the shelving area.

5.17.3.11.1.2  Check-in and shelve newspapers, magazines and other required materials no later than the library opening time each workday.

5.17.3.11.1.3  Correctly re-shelve misshelved materials immediately upon detection of the error. Extensive errors, such as the misshelving of one or more entire sections, shall be corrected no less than daily after discovery. Correct misshelving on a daily basis.

5.17.3.11.1.4  Empty book drops as needed on a daily basis. Return periodicals directly to the correct display location and reference materials to the reference re-shelving area prior to library opening time each workday. Return materials left on tables, carrels, furniture, or loose on shelves, unless in use by customers, to the appropriate re-shelving area prior to library opening time each workday.

5.17.3.11.2  Shelves Maintenancetc "C.5.12.2.2
Maintain Shelves" \f C \l 4. Maintain the shelves in a neat and orderly manner and appearance and in accordance with the Decimal Dewey System and Library of Congress Subject Headings.

5.17.3.11.2.1   Align all spines even with the front edge of the shelf. Shift volumes to the left side of the shelf to match shelves above and below and provide support with bookends. Books too tall to stand upright, but that are not oversized, shall be shelved with the spine facing up in their appropriate location; or, if still too large to fit on the bottom shelf immediately below the appropriate shelf, assign to the large book section.

5.17.3.11.2.2  Straighten newspapers and magazines on display shelves and put in order by title as needed. Straighten newspapers and magazines in storage areas and put in order by title and date daily. Keep no more than one (1) week’s accumulation of newspapers on display shelves at a time and keep accumulated newspapers on file in the periodical stacks.

5.17.3.11.2.3  Remove from shelves all materials in need of rebinding or repair as soon as the need is discovered, and process.

5.17.3.11.2.4  Shift Collection to distribute items evenly on shelves when areas expand to capacity or at the direction of the Contracting Officer. 

5.17.3.11.2.5  Place unbound periodicals, with the exception of current display, under shelf in the periodical stacks sections. Make new shelf labels as needed.

5.17.3.11.3  Shelf and File Labels. TC "C.5.12.2.3
Shelf and File Labels" \f C \l "4"   Maintain an up-to-date system of shelf and file labels for the entire library collection. Shelf and file labels shall conform to existing labels in style, color, and size of lettering and material of label. 

5.17.3.11.3.1  Change display labels in the stacks for periodical title changes as required after the first issue with the new title has been received. Change shelving labels and location guides as required.

5.17.3.11.4  Maintain loose-leaf pamphlet and pocket part services. TC "C.5.12.2.4
Maintain Loose-Leaf Pamphlet and Pocket Part Services" \f C \l "1"   File in sequence no more than one (1) workday after receipt of loose-leaf service updates. Updates shall be filed in the appropriate volumes and binders in accordance with publisher's instructions or report letters. A list of current loose-leaf services is available in the Technical Library. 

5.17.3.11.5  Discard old newspapers and periodicals. TC "C.5.12.2.5
Discard Old Newspapers and Periodicals" \f C \l "4"   Discard all newspapers and periodicals from retention shelf as needed.

5.17.3.11.6  Lost Materialstc "C.5.12.2.6
Lost Materials" \f C \l 4.  Conduct a search for any materials that are lost. If items are not found on the shelves after two days of the initial determination of being lost, submit to the Contracting Officer a Written lost materials report by type of material; change status in the database to “lost.” Items subsequently found shall be deleted from the lost materials report. If the report has gone forward, give written notice to the Contracting Officer immediately upon discovery. No more than two (2) weeks after the end of each fiscal year, submit to the Contracting Officer a completed DA Form 444 (Inventory Adjustment Report) and change lost items’ status. (See CDRL DCFA - Library 5).

5.17.3.11.7  Customer Registration Filetc "C.5.12.3
Customer Registration File" \f C \l 3.  Maintain and update the database of registered customers, including the current count of active borrowers who are authorized civilian, retired military, and active duty military. Submit information in writing to the Contracting Officer as required in accordance with AR 215-1. 

5.17.3.11.7.1  Remove information from the files about customers who have not used the library annually or who are clearing the Instillation. 

5.17.3.11.7.2  Register new customer by first verifying that the individual applying for library privileges is an authorized customer, in accordance with AR 215-1. 

5.17.3.11.7.3  Explain basic library checkout policies to customers registering for the first time and to those requesting information. Customers shall sign a library registration form.  Maintain a file of registered library patrons.

5.17.3.11.7.4  Clear customers who have no outstanding library materials, according to the circulation database. In the case of customers who have outstanding or damaged library materials, notify customer of items and the requirement that the items be returned or that restitution be made prior to clearance approval, in accordance with AR 735-17.

5.17.3.11.8  Overdue Noticestc "C.5.12.4
Overdue Notices" \f C \l 3.  Maintain a system of providing daily overdue notices to ensure timely return of library materials. Currently all overdue notices and Commander’s letters are generated by the library’s automated information system. All notices shall be sent on the day generated, with the exception of notices generated on holidays or other closed days. Notices generated on a closed day shall be sent on the following workday.

5.17.3.11.8.1  Notify customers of overdue materials by sending overdue notices to each borrower. Send the first notice two (2) weeks after the due date. Notices shall be sent through the post message center to customers and sponsors of customers who are stationed at the Fort Polk community. Notices shall be sent to customers with off-post addresses through the Postal Service.  

5.17.3.11.8.2  Prepare and send follow-up notices (invoices) for unreturned library materials one (1) week after initial notice. Notices shall be sent through the post message center to the active duty customers and to civilians.

5.17.3.11.8.3  Send Commander’s letters every three (3) months for all customers with overdue library materials. This notice shall be sent through the post message center to the active duty service member’s unit home commander and to civilians. This notice shall state that library privileges will be suspended until overdue materials have been returned or restitution has been made.

5.17.3.11.8.4  Make exceptions to the suspension of lending on a case-by-case basis at the discretion of the Contracting Officer.

5.17.3.11.8.5  Collect cash or replacement title for lost, damaged, or unreturned library materials, in accordance with AR 735-17.  Prepare a DD Form 139 (Receipt For Miscellaneous Collection) and give a copy to the customer. Information shall include the title and bar code of the item(s) for which the customer is paying. The money paid and the DD Form 139 shall immediately be secured.  Deposit money in accordance with AR 215-1 and AR 735-17.  (See CDRL – Library )  

5.17.3.11.8.6  If a replacement title is accepted, PA shall ensure the subject, value, and format of the replacement title is comparable to that of the item lost or damaged, in accordance with AR 735-17.

5.17.3.11.9  Reserve Library Materials Place and assist customers in placing, reserve requests on the Public Access Catalog if the item is owned by the library.  Serve customers on a first request, first served basis, and notify customer when requested materials are available.

5.17.3.11.10  Check Out Library Materials.  Check out library materials to registered, authorized (in accordance with AR 215-1) customers who are not suspended from library service.  An automated circulation module within the integrated library system shall be used for checking materials in and out.  Mark due date on library material.  The loan period for all circulating library materials shall be three (3) weeks.  Question exiting customers when checkout alarm goes off.

5.17.3.11.11  Check In Library Materials.  Maintain an automated system to update and clear the customer, circulation and overdue files for all returned library materials.  Clear the library material of the check out record no more than three (3) hours after return by customer.  Return item(s) to shelf (unless it is reserved) in accordance shelving procedures.tc "C.5.12.5
Reserve Library Materials" \f C \l 3

tc "C.5.12.6
Check Out Library Materials" \f C \l 3

tc "C.5.12.7
Check In Library Materials" \f C \l 3
5.17.3.12  New and Best Selling Books. TC "C.5.12.8
Provide New and Best Selling Books" \f C \l "3"   

Maintain a leased book collection unless PA can provide sufficient copies of new and best selling books to deem this unnecessary.

5.17.3.12.1   Leased Books. TC "C.5.12.8.1
Leased Books" \f C \l "4"   Maintain the collection and select books from a monthly list provided by a leased book program vendor.

5.17.3.12.2  Prepare a listing of selected rental books no less than one (1) week prior to vendor suspense and submit to the Contracting Officer for approval. After Contracting Officer approval, order rental books in accordance with vendor requirements and procedures.  

5.17.3.12.3  Receive shipments of books and update database to indicate items have been received. 

5.17.3.12.4  Differentiate leased materials from library owned materials in both marking and shelving. Circulate rental books in the same manner as library owned materials and make available for circulation no more than one (1) workday after receipt of shipment.

5.17.3.12.5  Maintain a leased collection log, which includes titles ordered, date received, date returned, and each action taken. Submit log to the Contracting Officer upon request.

5.17.3.12.6  Receive status reports from leased book vendor and reconcile with local file records. Provide written notification to the Contracting Officer no more than one (1) week after a noted discrepancy; began clearing discrepancies in accordance with Contracting Officer’s and vendor’s instructions.

5.17.3.12.7  Maintain approved maximum established by contract with the vendor. Prepare and submit paperwork to the Contracting Officer for return of unneeded books. After review and approval by the Contracting Officer, package and send books and paperwork to vendor in accordance with vendor requirements.

5.17.3.12.8  Process lost or unreturned rental books in accordance with requirements of vendor and maintain paperwork file of such disposition.

5.17.3.13  Alternate Plan. TC "C.5.12.8.2
Alternate Plan" \f C \l "4"   

If no lease plan is to be used, prepare, a written alternate plan to provide new and best selling books. Submit plan to the Contracting Officer for approval no more than thirty (30) calendar days after Contract start date.

5.17.3.14  ILLstc "C.5.15.8
Interlibrary Loans" \f C \l 2.  

Provide automated (OCLC) and manual ILL service for borrowing and lending of library materials to authorized personnel and authorized institutions.    
5.17.3.14.1  Requests and Transactions Records. TC "C.5.12.9.1
ILL Requests and Transactions Records." \f C \l "3"  Maintain a written record of ILL requests and transactions in such a manner that current status of all actions taken on each can be determined upon verbal and written request of the Contracting Officer. In accordance with Contracting Officer requirements, provide written response no later than one (1) hour after ILL status is requested.

5.17.3.14.2  ILL Statistical Logtc "C.5.15.8.1
ILL Statistical Log" \f C \l 4.  Maintain and update an ILL statistical log which includes all information required in the Army Library Management Reporting System, as stated in DA Pam 25-96. Maintain a current record of the number of requests per periodical title to comply with 17 USC. Provide ILL statistical log information to the Contracting Officer upon request.

5.17.3.14.3  ILL Activity Analysistc "C.5.15.8.2
ILL Activity Analysis" \f C \l 4.  Analyze ILL activity to determine frequently requested subjects and order as needed.

5.17.3.14.4  ILL Borrowingtc "C.5.15.8.3
ILL Borrowing" \f C \l 4.  Borrow books, documents, and photocopies of periodical articles from other libraries for authorized customers when items are not available in the local collection, in accordance with established ALA and OCLC guidelines.

5.17.3.14.4.1  Search manually or on OCLC to determine potential lending libraries. An on-line OCLC request to borrow or an ILL request shall be completed and sent no more than one (1) workday after receiving customer ILL request, providing the on-line systems are available.

5.17.3.14.4.2  Re-request library material from another library no more than one (1) workday after notification of nonavailability from previously requested library. Continue to re-request until all reasonable sources have been tried or customer’s need for material no longer exists. Attempt to verbally notify customer of any delays in receiving materials no more than one (1) workday after learning of delays.

5.17.3.14.4.3  Receive requested library material from lending library and make no less than five attempts over the course of one (1) week to verbally notify customer that item is available, beginning no more than one (1) workday after receipt. Maintain a record of location of each loaned item in order to assure accountability.

5.17.3.14.4.4  ILL Invoicestc "C.5.15.8.4
ILL Invoices" \f C \l 4.  Verify and submit invoices to Contracting Officer for ILL services no more than two (2) workdays after receipt.

5.17.3.14.4.5  Collect from customer the ILL service fees charged by lender when ILL materials are damaged or lost. Accept check or money order, but not cash, from customer. Forward the draft, made payable to lending library, to the Contracting Officer no more than two (2) workdays after receipt for payment to lending library.  When ILL materials loaned to other libraries are lost or damaged, the borrowing library shall be invoiced for material. Payment shall be requested and accepted by check or money order. Payment shall be processed according to Cash Collection guidelines. Status noted on the database of lost or damaged materials shall be withdrawn.  When ILL material is lost due to PA error, the PA shall be responsible for costs incurred in replacing materials.

5.17.3.14.5  ILL Mailingtc "C.5.15.8.5
ILL Mailing" \f C \l 4.  Return borrowed library materials, not more than one (1) workday after materials have been returned by the customer. If permitted by local office of the Postal Service use same type of packaging in which materials were sent. In accordance with AR 340-3, use same level of mailing as that used when item was sent (i.e., returned certified if sent certified or return insured if sent insured).

5.17.3.14.5.1  Package lent library material to prevent damage of item and mail to requesting library with documentation no more than one (1) workday after materials are available for mailing.

5.17.3.14.5.2  Prepare a record to verify materials have been returned. Record shall be made on-line when materials are a normal ILL return. When materials are a top priority return, verify by telephone and make a note in the ILL return file. When lending library does not belong to the OCLC ILL Subsystem or loan return is of an unusual nature, verify by letter and file a copy in the ILL return file.

5.17.3.14.6  ILL Lendingtc "C.5.15.8.6
ILL Lending" \f C \l 4.  Lend cataloged books and photocopies of periodical articles to any requesting library when items are not in demand by local customers. Other materials may also be loaned to requesting Federal libraries. PA shall not lend current best sellers to any library, except on a case-by-case basis to requesting Federal libraries. All ILL lending actions shall be in accordance with OCLC and ALA ILL procedures and policies. Notify borrower when any item request is fulfilled.

5.17.3.14.6.1  Check OCLC message file on a daily basis, print incoming ILL requests, respond to special messages, and provide positive or negative response to requests for loans no more than one (1) workday after receiving requests.

5.17.3.15  Library Marketing and Instructiontc "C.5.13
LIBRARY MARKETING AND INSTRUCTION" \f C \l 2. 

The PA shall plan a variety of programs to promote library services available to the Installation. The PA shall provide information on library resources and services to visitors, customers, and potential customers through use of print and other media. The PA shall be responsible for the following:

5.17.3.15.1  Program Plantc "C.5.13.1
Program Plan" \f C \l 3.  Develop a semiannual Program Plan listing programs planned for the coming six (6) months. The plan shall be expanded to include specific details of the upcoming program and submitted to the Contracting Officer for review no less than one (1) month before each program date. Each program detail submission shall address the needs of customers, types of programs, frequency of programs, length of programs, and intended audience. Coordinate with other Installation activities through the Contracting Officer to eliminate any conflict in activity scheduling and to support Installation-wide activities. (See CDRL DCFA - Library 7).

5.17.3.15.2  Program Implementationtc "C.5.13.2
Program Implementation" \f C \l 3.  After notification of Program Plan approval from the Contracting Officer, develop and conduct programs for children (e.g., story hours, puppet shows, after school specials, and holiday specials) and adults (e.g., book talks, book discussion groups, financial planning, special seasonal programs, craft programs, and open houses.) Develop and conduct special annual and seasonal programs to include, but not limited to, National Library Week and National Children’s Book Week, for all customers. Conduct a minimum of four (4) children's programs per month and three (3) special annual or seasonal programs per year. Programs shall also be conducted in response to special requests from Fort Polk, local agencies, FORSCOM, or DA.

5.17.3.15.3  Program Publicitytc "C.5.13.3
Program Publicity" \f C \l 3.  Develop themes and prepare (or have prepared) flyers, newspaper releases, posters, calendars, information papers, and reading lists for all programs. Submit draft copy to Contracting Officer for approval not less than six (6) weeks before program date.

5.17.3.15.4  Program Reporttc "C.5.13.4
Program Report" \f C \l 3.  When requested, prepare and submit to the Contracting Officer an after-action report  which includes date of event, who conducted program, type of program, number of attendees, and evaluation. Maintain a record of program statistical reports.

5.17.3.15.5  Displays In Librarytc "C.5.13.5
Displays In Library" \f C \l 3.  Contractor shall, on a monthly basis, design and set up display cases, bulletin boards, promotional displays, displays required by Fort Polk, and other displays of interest to library customers. The current list of required displays is available in the Technical Library.

5.17.3.15.6  Orientationstc "C.5.14.1
Orientations" \f C \l 3.  Conduct orientations as requested. Develop orientation briefings and instructional lesson plans, in writing, no less than one (1) week before each scheduled orientation and submit to the Contracting Officer for approval. Tailor orientation briefings to specialized groups and provide classes on the use of library resources for special groups no more than one (1) week after request or within specified time frame. Train individuals and groups in the use of the on-line catalog and other library resources and services.

5.17.3.15.7  tc "C.5.14.2
Library Handbook" \f C \l 3Library Services Publicity. TC "C.5.14.3
Library Services Publicity" \f C \l "3"   Submit general information on library services, in writing, to the Contracting Officer for inclusion in Fort Polk Guardian and various calendars in accordance with established suspense. Submit marketing work order to Contracting Officer for approval. Forward information on library services and marketing requests to the appropriate office after approval.

5.17.3.16  Reference and Reader’s Advisory Servicestc "C.5.15
REFERENCE AND READER'S ADVISORY SERVICES" \f C \l 2. 

The PA shall provide reference and reader’s advisory services to authorized customers during all hours the facility is open to the public. The PA’s duties shall include the following:

5.17.3.16.1  Reference Plantc "C.5.15.1
Reference Plan" \f C \l 3.  Develop a Reference Plan and Policy Manual and submit to the Contracting Officer for approval no more than thirty (30) calendar days after Contract start date. Provide reader's advisory and Selective Dissemination of Information (SDI) as part of the Reference Plan. Submit updates and changes to the Contracting Officer for approval no less than seven (7) workdays before implementation. 

5.17.3.16.2  Reference Collectiontc "C.5.15.2
Reference Collection" \f C \l 3.  Maintain and update the reference collection, include, but not limited to, encyclopedias, dictionaries, maps, atlases, indexes, bibliographies, loose-leaf reference services, directives, Government publications, and microforms.

5.17.3.16.2.1  Order updated, new, or revised reference materials or supplements to reference materials no more than three (3) months after announcement or as budget constraints permit.

5.17.3.16.2.2  Maintain a vertical file of approximately 5,000 items by same selection criteria and acquisition procedures as those used for selecting books. Acquire materials at an approximate rate of 100 per year through purchase, distribution, or donation. Review the vertical file collection annually; remove outdated, worn, damaged, superseded, or otherwise unusable materials; and order updated replacements.

5.17.3.16.2.3  Develop and maintain a local resource file which includes, but is not limited to, information on newly elected officials, Installation activities, local history, local laws, local businesses, and newly created terminology.

5.17.3.16.2.4  Develop a user feedback survey to determine adequacy of reference and other library services and the adjustments required. Submit survey to the Contracting Officer for approval no more than three (3) months after Contract start date. Upon Contracting Officer approval, administer user feedback survey no less than annually. (See CDRL DCFA - Library 6).

5.17.3.16.2.5  Prepare and update library users and reference guides to assist customers with research. Submit all guides to the Contracting Officer for approval no more than thirty (30) workdays after Contract start date. Update guides, with Contracting Officer approval, no more than ten (10) workdays after a change; notify other Fort Polk and community contacts of change or update.

5.17.3.16.3  Printed Materialstc "C.5.15.3
Printed Materials" \f C \l 3. Prepare monthly acquisitions list of newly acquired materials including books, videos, cassettes, and compact discs, beginning thirty (30) calendar days after Contract start.

5.17.3.16.4  Serials Holdings. TC "C.5.15.4
Serials Holdings" \f C \l "3"   Update other serials union lists in which the library holds membership. Mark local copy with changes as they occur. Submit changes, in the format required by the responsible agency, for Contracting Officer review. 

5.17.3.16.5  In-depth Referencetc "C.5.15.5
In-Depth Reference" \f C \l 3.  Staff the reference desk with a professional librarian during all hours that the library is open to the public. The PA shall provide in-depth reference service by interpreting reference requests submitted in person, by telephone, electronically, or by mail, determining appropriate library resources and searching for information. On-line searches shall be in accordance with established procedures of the on-line system. Provide resource materials or answer requests verbally, in writing, or both, referencing resource material to the customer within time frame established by Contracting Officer.

5.17.3.16.5.1  Interpret the nature of the reference question by conducting an in-depth interview or series of interviews with the customer in person or by telephone no more than two (2) hours after the request.

5.17.3.16.5.2  Determine the appropriate library resource, either manual or on-line.

5.17.3.16.5.3  Search for the information manually or on-line immediately upon receiving the request, if not already engaged in a reference request for another customer, but no later than one (1) hour after receiving the request.

5.17.3.16.5.4  Contact other libraries and agencies or subject matter experts for information not available locally that pertains to any reference research request.

5.17.3.16.5.5  Maintain and record statistics relative to in-depth reference work on a daily basis and submit to Contracting Officer monthly.

5.17.3.16.6  Ready Referencetc "C.5.15.6
Ready Reference" \f C \l 3.  Maintain ready reference collection of most frequently used materials. Interpret the nature of the request, through professional or para-professional staff, and provide an answer to a ready reference question no more than fifteen (15) minutes after the request, using at least one library material to provide the answer and citing the source used. Maintain and record statistics relative to ready reference work on a daily basis and submit to Contracting Officer monthly.

5.17.3.16.7  Reader's Advisorytc "C.5.15.7
Reader's Advisory" \f C \l 3.  Assist customers on library resources, services, and location of materials through professional or para-professional staff.  Assist customers when they request assistance and when they appear confused in the use of the library and its resources, including use of the on-line catalog, indexes, call number system, library equipment, automated library system, and location of materials. Customers in need of assistance shall be acknowledged immediately and assisted immediately. If the PA is engaged with another customer, subsequent customers shall be directed to other PA personnel for assistance. 

5.17.3.16.8  Tax Forms TC "C.5.15.8
Tax Forms" \f C \l "3" .  Provide at all times, for reproducing and in a reproducible format, the full range of Federal tax forms available for the current year and the previous two (2) years.

5.17.3.17  Automation and Technology. 

The PA shall act as the system administrator by properly operating and maintaining, on a daily basis, an automated system and all computer hardware and software used in the operation and administration of the library.

5.17.3.17.1  Serve as ISSO. Maintain password authorizations necessary for access and security.  Change passwords no more than one (1) workday after personnel and security changes.  Follow all computer requirements in accordance with AR 380-19, guidelines, and requirements of the system vendor. Monitor patron computers for malicious downloading or unauthorized program/files.  Assist patrons on an as-needed basis.

5.17.3.17.2  Systems Procedural Manual.  Maintain and update a Systems Procedural Manual for operators of the systems.  In addition to procedures for PA operations of library systems, the manual shall include the instructions to be given to customers for using the on-line catalog and other software available to them.

5.17.3.17.3  Maintain Databases.  Gather and store software and hardware in a central, secure location.  Make available a list of workstations, brand name, and serial numbers.  Keep updated.  Monitor computers used by patrons for malicious downloading or unauthorized programs/files. Maintain accounts and passwords on the system server.  Add/delete as needed. Document, record, and create a monthly report on customer use.

5.17.3.17.3.1  Set up parameters, run specialized programs, and perform other operations to keep the bibliographic, copy, and customer databases current with the actual holdings and for customers of the library.

5.17.3.17.3.2  Maintain the identity of holdings of the library if its database is combined with a greater database.  Maintain the integrity of the library customer database in order to continue privileges accorded to those customers. Privileges include no fines, fees, or charges other than those for lost or damaged materials.

5.17.3.17.3.3  Make backup copies to all data files and software in accordance with the minimum recommendations of the system vendor.  Back up data files for Endeavor no less than one (1) time per workday.   Complete a full backup once per week with a system reboot or as frequently as necessary to maintain the system in accordance with vendor recommendations.

5.17.3.17.3.4  Load new software releases provided by the system vendors into the systems in accordance with vendor instructions and make operational no more than two (2) weeks after receipt.

5.17.3.17.4  Maintain Web Site.  Review the library web site and submit changes for Contracting Officer approval no later than twenty (20) workdays after Contract start date.  Make approved revisions no less than five (5) workdays after approval is received.  Keep the web site current as new information is received.

5.17.3.17.5  Hardware and System Maintenance and Management.  Maintain and troubleshoot all peripherals, terminals, keyboards, printers, reader/printers, wands, and scanners.

5.17.3.17.5.1  Notify the software and hardware maintenance vendors and the library administration office copy machines maintenance vendor of all operational problems no more than one (1) hour after discovery of problem.  If problem cannot be resolved verbally, PA shall report such problems in writing not more than three (3) workdays after PA’s inability to resolve a problem.  Upon review by the Contracting Officer, the PA shall resolve the problem in accordance with the Contracting Officer’s instructions.

5.17.3.17.5.2  Power down the systems and peripherals when there is an extended power outage and when necessary for maintenance.

5.17.3.17.5.3  Assist systems vendors in testing the hardware and software to determine the effectiveness of the maintenance provided by system vendors.

5.17.3.17.5.4  Maintain an adequate quantity of supplies and perform minor maintenance functions.

5.17.3.17.5.5  Install current and evolving automation and technology equipment no more than three (3) workdays after receipt, in accordance with the equipment specifications. Install current and evolving software no more than three (3) workdays after receipt, in accordance with software specifications. 

5.17.3.17.5.6  Run the network and maintain account and passwords on the system server.  Add/delete accounts as needed.  Perform routine maintenance on network as needed.

5.17.3.17.5.7  Recommend to Contracting Officer, in writing, expansion of and enhancements to the systems to accommodate increased use and system capability.  Recommend in writing changes to library that would better utilize current system capabilities.
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