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CHAPTER 9
SPECI AL SUPPCRT SERVI CES
9-1. Contracting.

a. Definition of Contracting Services. The district
contracting division perforns the foll ow ng functions:

1) |Is consultant and principal advisor to the district
commander and other district staff nmenbers on all acquisition
policy and procedural matters (except real estate). |Is
responsi ble for district acquisition activities from advance
pl anni ng t hrough conpl eti on and delivery.

(2) Plans, directs and exercises staff supervision over
contracting functions of the district. Provides for full and
open conpetition, in accordance with the Conpetition in
Contracting Act (CICA) of 1984, through use of conpetitive
pr ocedur es.

(3) Assists Conpetition Advocate to achi eve conpli ance
with Cl CA

(4) Provides staff surveillance over the contract
admnistration function for the district to assure conpliance
wi th the Federal Acquisition Regulation (FAR), DFARS, AFARS,
EFARS, and ot her pertinent |laws and regul ations, and the terns
and conditions of contracts and purchase orders. This function
does not include managenent of those aspects of contract
adm ni stration which invol ve supervision, inspection, and revi ew
of contractor performance.

(5 Interprets and inplenents higher authority decisions
and directives that affect the contracti ng and purchasi ng
functional areas and devel ops new or revised procedures to assure
conpl i ance.

(6) Participates in advance procurenent planning of
district requirenments, providing expertise in such areas as the
breakout of the requirenents, contract type, and nethod of
procurenent. Maxim zes conpetition. On actions other than ful
and open conpetition, prepares appropriate justification and
approval (J&A) docunents.

~(7) Maintains liaison with industry and governnent
agenci es on contracting matters.
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(8 Reviews qualifications and prepares nom nations for

appoi nt ment of Contracting O ficers, Adm nistrative Contracting
Oficers, Contracting Oficer Representatives, and Ordering
O ficers.

(9) Mintains the official contract files (except those
pertaining to real estate). Ensures that docunentation is
conplete. Advises pertinent district elenents of deficiencies
and nonitors corrective actions.

(10) Reports on volunme and type of contracting actions
and furnishes other data on contracting activities. Analyzes
trends.

~ (11) Manages the districts small and small di sadvant aged
busi ness prograns, as well as other socioeconom c prograns
related to contracting.

~(12) Reviews audit and other investigative reports
relating to contracting.

(13) Manages the Defense Priorities and Allocation
System

(14) Manages specific operational responsibilities of the
Contracting Ofice, in coordination with other elenents in the
di strict, including:

(a) Maintains source selection lists; prepares and issues
bid invitations and requests for proposals (or, where done by
others, reviews for consistency wth policy and for regulatory
conpliance), and receives, opens, and abstracts bids and
proposal s.

(b) Conducts eval uation process to determ ne | owest
responsi ve and responsi bl e bi dder when the seal ed bid procedure
is used; participates on the team when eval uating a negoti at ed
procur enent .

(c) Prepares formal contracting docunents, issues notices
of award and notices to proceed. |[|ssues contracting docunents
related to personal property sales in support of |ogistics
managenent function.

(d) Conducts pre-award surveys and eval uations thereof.
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(e) Reviews mstakes in bid and protest of award cases in
coordination wwth Ofice of Counsel and reconmends appropriate
action to contracting officer. Develops and formalizes the
docunentation for record file or submssion to higher authority.

(f) Prepares contracting officer's report in response to
protests of award when requested by HQUSACE.

(g) Ensures that the official contract docunentation is
conplete and that an accountability trail facilitates review of
contract nodifications. Conducts post-award reviews of
nmodi fi cati ons.

(h) Perfornms or arranges for the perfornmance of
i nspection and acceptance of all materials, supplies and
equi pnent purchased or transferred by the Governnent, except for
materi als and equi pnent to be incorporated into construction
projects. Inspections requiring technical skills wll be
performed by appropriate staff divisions. Assigns, furnishes
detailed instructions for, and nonitors inspection when it is
determ ned that points-of-origin inspection is necessary and to
be acconplished by other districts and DoD agents. Reviews
contract adm nistration actions taken or perforned by other
el ements of the district to assure conpliance with applicable
| aw, regul ations, and policies, and provi des recomendations to
t he commander for inprovenents and corrections in district
contract adm nistration procedures.

b. Types of Contracts. A wi de selection of contract
thes is available to provide the needed flexibility in acquiring
the large variety and volunme of supplies and services required.
Contr act types vary according to (1) the degree and tim ng of the
responsi bility assumed by the contractor for the cost of
performance and (2) the anmount and nature of the profit incentive
offered to the contractor for achieving or exceedli ng specified
standards or goals. The contract types are grouped into two
broad categories: fixed-price contracts and cost-rei nbursenent
contracts. The SEecific contract types range fromfirmfixed-
price, in which the contractor has full responsibility for the
Perfornance costs and resulting profit (or loss), to cost-plus-

i xed-fee, in which the contractor has mnimal responsibility for
t he performance costs and the negotiated fee (profi&% is fixed.
In between are the various incentive contracts, in ich the
contractor's responsibility for the performance costs and the
profit or fee incentives offered are tailored to the
uncertainties involved in contract perfornance.
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Sone of the special categories of contracts extensively used by
districts in support of the installation are:

(1) Architect-Engineer (A-E) contracts.

(2) Job Order Contract (JOC). A conpetitively awarded
firmfixed price, indefinite quantity contract which consists of
a collection of detailed task specifications enconpassi ng nost
aspects of facilities engineering construction work. For each of
the tasks |listed in the contract, a unit of nmeasure and a
corresponding unit price are included. Oferors are required to
propose two coefficients or multipliers (one for normal working
hours and one for other than normal working hours). During
contract execution the unit price listed in the contract is
mul tiplied by the appropriate coefficient to determ ne the actual
price of that item Each job order required by the DEH is broken
down into these individual tasks of work, and a total price is
devel oped based upon the governnent unit price and the
contractor's multiplier(s). After agreenent, the DEH or the
supporting USACE district issues a delivery order for performance
of the work. The Individual Job Order Request (1JO (DA Form
4283) prepared by the facilities occupant at the supported
installation normally serves as the basis for initiating the
delivery order

(3) Small Purchase. Small purchase procedures are used
to make purchases of $25,000 or less. Under the small purchase
system procurenment is normally acconplished after oral or
witten solicitation.

(4) Services Contracts. The full range of service
gpntractlng support is available fromthe district contracting
i vision.

(5) Basic Odering Agreenents. These are prelimnary
agreenents, not enforceable contracts. They nerely define the
general provisions that wll apply when a contract is awarded at
a future date. Thus, they are tinme savers in dealing with
suppliers or firms on a recurring basis. However, conpetition is
required in accordance with FAR 13. 106 and synopsis is required
in accordance with FAR 5. 2.

(6) Supply Contracting. The full range of supply

contracting is also available fromthe district contracting
di vi si on.
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(7) Construction Contracts. The award of a construction
contract can follow varied procurenent procedures dependi ng upon
t he scope, conplexity or type of requirenment. Invitation for
Bids (IFB), Request for Proposals (RFP), One Step, Two Steﬁ
Desi gn- Bui | d/ Tur nkey, JOC and Smal | Purchase are sone of the
nmet hods for obtaining a construction contract award. Tine
requirenents for the award of a construction contract, using
Invitation for Bid procedures, are presented in figure 7-14 of
chapter 7.

(8) Laboratory and Testing Services. Professional
| aboratory and testing support is obtained by nmeans of a service
or A-E contract as described previously.

(9) Surveying. Surveying services are procured in a
manner simlar to the A-E contracting procedure described
previ ously.

c. Regulatory and Statutory Cuidelines for Contracting.
Appl i cabl e portions of the follow ng regul ati ons:

(1) Federal Acquisition Regulations (FAR).

(2) DoD Federal Acquisition Regul ation Suppl enents
( DFARS) .

(3) Arny Federal Acquisition Regulation Suppl enent
( AFARS) .

(4) Engineer Federal Acquisition Regulation Supplenent
( EFARS) .

d. How to Qotain These Services. District contracting
support is nornallr provided only in conjunction with engineering
or construction-related support. The district Installation
Support coordinator is the first point of contact when requesting
procurenent -rel ated services. Contract managenent for
construction projects is handled by the construction division,

t hrough the constructi on manager at the district office and by
area and resident engineer offices. The majority of other
contract managenent functions are handled by the district
contracting division. The Installation Support Coordinator wll
direct all requests for support to the appropriate action office.

e. Wien to Ask for this Service and Nornmal Duration.
Procurenent -rel ated support should be requested when requirenents
are first known. Procurenent is heavily regulated, so early
i nvol venent by the district is inportant.
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f. Typical Funding and Tine to Acconplish Contract
Rel ated Support Services. Sone typical cost guidelines and
tinmelines for acconplishing contracting activities associ ated
with the A-E selection process and the construction contract
adverti senent process are presented in chapters 6 and 7 of this
panphl et. The cost and time for other types of contracting
support are determ ned based upon the scope and conplexity of the
service requested by the installation. In general, contracting
activities in conjunction wwth MLCON actions are funded through
the M LCON action, while rei nbursable actions are funded by the
installation or MACOM

9-2. Legal. District legal services are provided in conjunction
wi th engineering, environnmental, planning or construction
services purchased fromthe district. Legal services are not
normal |y provided separately fromthese district support

servi ces.

9-3. Public Affairs.

a. Definition of Services. The district Public Affairs
Ofice (PAO provides the foll ow ng services:

(1) Publicly communi cates the policies and vi ewpoi nts of
the district on matters pertaining to the work of USACE and is
the primary spokesperson to the news nedia. Qher nmenbers of the
staff may be called upon by the PAO to provide technical
information to the nedia.

(2) Advises the district commander and key staff of
public affairs matters.

(3) Mintains effective relations with news nedia and
Wi th organi zed groups who use information about USACE activities
or who plan information prograns. Responds to news nedia and
public 1nquiries regardi ng USACE prograns, activities, and
associ at ed i ssues.
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(4) Researches, wites, edits, and di ssem nates news and
feature stories for release to nedia. Arranges for Corps of
Engi neers speakers to interested groups, serves as liaison with
speakers, and arranges for ﬁreparation and editing of
manuscri pts. Coordinates the Corps of Engineers Witer's
Assi stance Program

_ ~(5) Arranges/coordinates nedia interviews for the
di strict commander, deputy comrander and key staff nenbers.

(6) Coordinates and supervi ses public displays and
exhi bits portrayi ng USACE activities.

(7) Plans, coordinates, and supervises production and
di ssem nation of public and command information materials such as
brochures, panphl ets, newspapers, and information bulletins; and
audi o-vi sual products, including slide, videotape, and notion
pi cture presentations for internal and external publics.

(8) Serves as point of contact for civilian aides to the
Secretary of the Arny Program

I (9) Mintains liaison with other federal, state, and
ocal

agency public affairs activities and coordinates public affairs
efforts anong affected agencies, as appropriate.

~b. Regulatory and Statutory Guidelines for Public
Affairs. Public affair offices are organi zed and operate under
the ER 10-1-3, Organi zations and Functions, D visions and
Districts.

c. How to Obtain These Services. Use an Installation
Support Request Form call or wite the local Installation
Support Coordinator to initiate a request for service. The
audi ovi sual and publications branches of the Ofice of Public
Affairs will provide nost of the services requested. |In sone
i nstances, the district will coordinate a request through the
public affairs offices at their division or at HQUSACE
The installation should first approach their own Public Affairs
Ofice to determne if the service can be acconplished |ocally.
After coordination with the |local PAO and determ ning that
di strict support is necessary, the installation should supply the
followng with their request to the district:

(1) An Installation Support Request Form which gives a
narrative sunmary of work or services required.
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(2) Copies of installation records, docunments or
correspondence needed to provide the service.

(3) Docunent transmitting funds to the district office.

d. Typical Funding and Tinme to Acconplish the Service.

(1) Funding. Installation reinbursenent is the normnal
means of funding these services. Costs vary dependi ng upon the
service requested. For exanple, an article for publication in a
command i nformati on newspaper may cost $1,500.00; a professional
quality slide show about an installation may cost $3,000.00 to
$5, 000. 00, while a professionally narrated and fil med vi deot ape
will cost an average of $1,500.00 - $2,000.00 per m nute.
Editorial or conposition service costs approximately $35 per
hour., which neans that editing an article witten by a
installation staff nmenber may cost between $300. 00 and $500. 00,
and preparing an article based sinply on an installation's input
may cost $1,500.00 to $2, 000. 00.

(2) Tinme Requirenments. The district can respond
i mredi ately upon notification by the Installation Support
Coordi nator. Lead tinmes for several of our services are |isted
as follows:

(a) Develop and publish article in the district
newspaper - -t hree nont hs.

~ (b) Create and edit videotape about an installation--four
to six nonths.

© Create and edit slide presentation about an
installation--two to three nonths.

(d) Conduct public attitude evaluation regarding a
proposed action--two to three nonths.

_ (e) Prepare and dissem nate a news rel ease about an
instal lation (after clearance by the local public affairs
officer)--one to five working days.

(f) Coordinate a speaking request for appearance by the
Di strict Comrander--one to three working days.

(g) Coordinate a speaking request for a Division or
HQUSACE official--five to ten working days.

9-8



EP 420-1-1
31 Jan 92

(h) Develop and publish an article in the "Engi neer
Update" or "DEH Digest"” for an installation--two to three nonths.

9-4. Safety and Cccupational Health.

a. Definition of Services. The district Safety and
Cccupational Health Ofice inplenments policy and procedure, and
provi des review ng, inspecting and consulting service regarding
safety, industrial hygiene and occupational health. Listed bel ow
are sone of the specific services the Safety and Cccupati ona
Health O fice provides:

(1) Supervises and directs the USACE safety program
within the district, in accordance with policies and objectives
established in AR 385-10 and Engi neer Regul ati ons.

(2) Prescribes and coordinates a bal anced program of
safety activities and perforns functions set forth in paragraph
5b, AR 385-10.

(3) Advises the district commander of accident potentials
on prograns, and requirenents for control.

_ (4) Evaluates the application of safety policy and
criteria in all plans, designs, specifications, operating and
mai nt enance procedures, and training prograns.

(5) Provides advisory safety engi neering services for al
district activities in support of accident prevention, including
features of design, occupational health, fire prevention and
protection, radiological safety, and safety in all end use itens
or services.

(6) Surveys all activities for conpliance with the
policies and objectives of the safety program

(7) Conducts progressive research into accident problens
and devel ops corrective controls to prevent future accidents.

~ (8) Acts as staff advisor on and eval uates the program
for issuing permts to operate notor vehicles and equi pnent.

(9) Surveys facilities for fire protection, fire

fighting, enmergency response, and rescue to establish adequate
and efficient utilization thereof.
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- (10) Supervises the accident reporting system and
conpi | es, analyzes, and di ssem nates accident data and any
necessary corrective action to be taken.

(11) Perforns studies on special safety subjects as
assi gned by EM 385-1-1.

(12) Provides accident prevention and safety engi neering
gui dance and advice to district activities concerning the use of
public recreation areas under the control of USACE, particularly
Wth respect to water safety considerations.

(13) Provides technical safety training courses, e.g.,
"Design I nprovenent for Safety.”

~ (14) Provides input to Wrker's Conpensation and
Continuity of Pay prograns.

_ (15) Devel ops scopes of work and manages contracts for
industrial hygiene services to include industrial hygiene surveys
and nedi cal advi sory services.

b. Regulatory and Statutory CGuidelines for Safety and
Cccupational Health. There are many Arny Regul ati ons and
statutory standards governing safety and occupati onal health.
The princi pal docunents under which the office operates are AR
385-10 and EM 385-1-1, Corps of Engineers Safety and Health
Requi renent s Manual .

c. How to Obtain These Services. The installation should
first approach their Safety Ofice to determne if the service
can be acconplished locally. After coordination with the | ocal
office, and determ ning that district support is necessary, the
installation should supply the following to the district
hnsta!lation Support Coordinator with their request to the

istrict:

(1) An Installation Support Request Form which gives a
narrative summary of work or services required.

(2) Copies of installation records, docunments or
correspondence needed to provide the service.

(3) Docunent transmtting funds to the district office.
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d. Typical Funding and Tinme to Acconplish the Service.

(1) Funding. Installation reinbursenent is the normnal
means of neeting the costs of these services. These costs vary
dependi ng upon the service requested. The follow ng costs are
offered only as a guide for an installation to use when budgeting
for district support services:

(a) OCccupational Safety and Health Act pre-inspection of
a job site - $2,000.

(b) Industrial hygiene survey, analysis and report on a
DEH compl ex - $75,000 to $100, 000.

© Devel opnent of safety plan for DEH CA contract -
$10, 000.

_ (d) Review plans and specifications for average
mai nt enance and repair contract - $1, 000.

(e) Conduct two-day construction safety inspection -
$1, 000.

(f) Conduct two-day training course on "Design
| nprovenents for Safety” - $1,500 to $3,000 (includes course
mat eri al s).

(2) Tinme Requirenent. An installation should allow one
month between the tinme that a request for support services is
forwarded to the district and the tine that the service needs to

be perforned. If a one or two day visit to the installation wll
fill the request, a shorter lead tinme is possible. Requests for
conpl ex services, such as industrial hygi ene surveys of entire

activities, wll involve procurenent of contract services, which

will take as long as six nonths. Likew se, the duration of
service varies considerably with the type of work requested. A
spot inspection, pre-inspection, or tralning session can take

only a day or two. A conPIex I ndustrial hygi ene survey can take
as long as 8-10 nonths before results are anal yzed and publi shed.
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9-5. Training.

a. Definition of Services. The district Enployee
Devel opnent or Training Branch of the Human Resources O fice is
responsi bl e for devel opi ng and nmai ntai ning prograns to neet the
devel opnental needs of its nenbers and serviced activities.
Exanpl es of these prograns include new nenber orientation and
techni cal and managerial training. Formal personnel servicing
agreenents often enable installations to obtain services,
including training, froma districts Human Resources O fice.
However, in the absence of such agreenents, installations are
still encouraged to contact the district for information about
Proponent Sponsored Engi neer Corps Training (PROSPECT) program
courses. The PROSPECT program offers both classroom and
exportabl e training courses.

b. Regulatory and Statutory CGuidelines for Training. The
Human Resources O fice is organi zed and operates under the policy
of ER 10-1-36. Guidelines for training can best be found in AR
690- 400, chapter 410, and ER 350-1-414, PROSPECT Program

c. Howto Qontain These Services. Installations wthout
their owm civilian personnel servicing are encouraged to contact
the district Human Resources O fice and devel op formal servicing
agreenents which include training. Installations with their own
servicing may obtain USACE training by contacting the Corps
Regi strar, located within the Huntsville Training D vision, at
(205) 722-5821/5822, or DSN. 788-4377/4378.

d. Typical Funding and Tinme to Acconplish the Service.

(1) Funding. A district does not charge for assisting
installations with enrollnment in Corps of Engineers sponsored
trai ning courses. However, there is a tuition charge for al
students registering for PROSPECT cl assroom courses. Additional
i nformati on about course objectives, tuition and availability is
obtai nable fromthe Huntsville Training D vision Registrar.

NOTE: Additionally, a nunber of video-based exportable training
courses are available for purchase by installations. These are
particularly useful for reducing travel and per diemcosts since
the training is sent to the student or installation. Information
about these exportable courses is available fromthe district

Trai ning Branch or the Huntsville Training Division.
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(2) Tinme Requirenent. Installations are encouraged to
participate in the Corps Annual Training Survey. This survey is
used to assess training requirenents and al |l ocate spaces in
PROSPECT courses. Installations wishing to participate should
contact the Huntsville Registrar as soon as possible. After the
survey is conpleted, installations may request "space avail abl e"
al I ocations throughout the year.

9-6. Informati on Managenent Services. |Including automated data
processi ng and graphi cs services.

a. Definition of Services. The Information Managenent
Ofice (IM) supports the district Information M ssion Area (1M
responsibilities. These enconpasses automation (including office
automation), voice and data comuni cations, visual information,
records managenent (including |ibraries), publications and
printing, and the supporting personnel, equipnent, services and
facilities of these functions. The district | MO supports the
US Arny Information Systens Command (USAI SC) m ssion by
perform ng assigned responsibilities and reporting IMA activities
as required through the HQUSACE Directorate of Information
Managenent (DIM. Figure 9-1 depicts the typical Information
Managenment O fice organization.
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Figure 9-1.

Functi ons.

b. Regulatory and Statutory Guidelines for _
AR 25-1 and AR 25-3 are key regul ati ons under which

Managenent .

Assi st ance

the Informati on Managenent O fice operates.
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c. Howto obtain These Services. Coordination with the
installation or MACOM Di rectorate of |nformation Managenent
(DAO'M nust occur before requests for information managenent

support services are sent to a district Information Managenent
Ofice. The Installation Support coordinator will forward the
installations request to the Information Managenent O fice, which
w Il actually acconplish or provide the support service. Use an
Install ati on Support Request Form call or wite to the district
Installati on Support coordinator to initiate a request for
service. Installations should be prepared to supply the
foll ow ng

(1) An Installation Support Request Form which gives a
narrative summary of work or services required. After the
support request Is eval uated:

(2) Copies of installation records needed to provide the
servi ce.

(3) Applicable docunents, correspondence, or regul ations.
(4) Docunent transmtting funds to the district office.

(5 Requirenent Statenent approval frominstallation
DA M

d. Typical Funding and Tinme to Acconplish the Service.

(1) Funding. Costs for services can vary significantly
based on the scope of services requested. A consultative visit
to the installation to discuss engi nheering autonmation
requi rements can cost only several hundred dollars. An autonated
system desi gn can cost nany thousands of doll ars.

(2) Tinme Requirenent. Requirenents for information
services nust be identified to IMDOor DOMas early as possible.
DA Pam 25-2 di scusses the I MA Pl anning Process. Depending on the
program cost of the information system there are different
organi zational levels that a requirenent will have to go through
for apProvaI. Thi s approval nust be obtained prior to incurring
costs for the information system |If necessary, the district | MO
wll visit the installation within several days fromreceipt of a
request. Provisions of nore conplex services, such as design of
aut omat ed services, can take many nonths. Planning is essential.

e. Sharing Successes. Installations are encouraged to
share information about successful protypes in I MA technol ogy
(e.g., GS or CADD Master Planning) so that good ideas are
dLssen}nated Corps-wide. This can be done through district | MO
channel s.
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