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C.7.1
Library Services.  The contractor shall provide services and information using Government furnished materials in support of the NTC community for both on and off-duty education, self education, leisure reading, general information, job related, and mission support requirements.  Operations shall conform to objectives outlined in AR 215-2, and standards established by the American Library Association.  The contractor shall develop programs that stimulate user participation with library resources.  The contractor shall open the library at least 48 hours per week over at least six (6) days per week, during the morning and evening hours.   The Government will set hours of operation based on recommendations from the contractor.

C.7.1.1  Tasks:  The contractor shall:

a.  Participate in library networks to ensure availability of resources and services.  

b.  Comply with requirements established for interface with major Army commands and the Federal Library Information Network when charges are involved, i.e., inter-library loans, data base searches.  

c.  Use the Federal Library Information Network before civilian library networks.  

d.  Meet requirements for planning and entry into library automation to interface with the FORSCOM Library Network.  The contractor shall ensure coordination and conformance to profile standards and established written guidelines.

e.  Develop, establish, coordinate and operate a documented, comprehensive library program, determining needs and developing policies and plans.  

(1) No fees shall be charged to patrons for library services, with the exception of photocopying.  No overdue fines shall be charged.  

(2) Lost materials shall be replaced or charged for by procedures found in AR 735-17.  

(3) Documented program shall be submitted to the COR for review and acceptance within 120 days after contract start date.

f.  Provide general library service to include the circulation of materials, reference and interlibrary loan service, readers’ advisory guidance, bibliographies, and various special contractor determined events/programs.

(1) Assist users in finding library materials by training them on the use of card catalog, indexes, bibliographies and other specialized library tools daily.  

(2) Issue library cards to eligible patrons when requested.

(3) Provide daily check-out/check-in of material for authorized patrons; provide service within 10 minutes of patron arrival at the check-out/check-in counter. 

g.  Order, maintain, replace, and dispose of library material.  

(1) Select, catalog, and maintain a varied collection of current and retrospective reading, and audiovisual library materials.  

(2) Select materials that meets the reading level, needs, and interests of the supported community, as determined by the contractor, with material orders supported by use or necessity.  

(3) Avoid duplications unless supported by use.  

(4) Replace superseded materials with new editions.  Superseded reference materials may be placed in general circulation.  

(5) Make available books that are excess to the needs of the Library to other Government Libraries by providing a list of these books to the Government in accordance with CDRL C.7-11.

h.  The Government will furnish a balanced initial collection of printed volumes (approximately 10,000 or 3 volumes per eligible patron; whichever is larger).  

(1) The number of annual additions, selected by the contractor and furnished by the Government, shall equal at a minimum the population served multiplied by 0.127.  

(2) The number of annual replacements, selected by the contractor and furnished by the Government, shall equal at a minimum the population served multiplied by 0.073.  

(3) The number of new volumes, copyrighted selection, selected by the contractor and furnished by the Government, shall equal at a minimum ninety percent of the annual additions.

i.  Select annual withdrawals that average a minimum five percent of the total collection.  These limits may, when proposed by the contractor and approved by the Government, be exceeded. Use a periodic list of new and surplus books, provided by the Government, as an aid in building the collection.

j.  Order and replace superseded material with new editions.  The contractor shall prepare a Central Book Acquisition Program report annually in accordance with CDRL C.7-12.

k.  The Government will provide current and back files of periodicals with a minimum of 100 different magazines and 10 newspapers.  

(1) Maintain, as a minimum, three different current periodical indexes, updated annually, that shall be made available to the Government.  

(2) Use multi-year subscriptions for cost effective purchasing.  Periodicals shall be renewed in sufficient time so that the subscription shall not lapse.  

(3) Use microfiche to establish back files of periodical materials for reference and research purposes.  

(4) Update back files at least monthly.  

(5) Update periodical selections annually to ensure the collection includes national, local, specialized, and military publications.

l. Select and update the collection of media other than books annually, including as a minimum; pamphlets, documents, serials, pictures and other art objects, records, tapes, cassettes, microforms, slides, maps and video cassettes. Maintain equipment to support use of this collection.  At a minimum, the contractor shall select 100 music and non-music recordings to be added to the collection annually. 

m.  Provide the following services at a minimum: reference and research, information by telephone; interlibrary loans; manual literature searches; completion of bibliographies; conduct special events, i.e., discussion groups children’s programs, consumer information; instruction in use of the library materials; and reservation services. 

(1) Provide the following library services: 

(a) Patron assistance with reference and research dailies.

(b) Provide telephonic assistance.

(c) Assist patrons with inter-library loans.

(d) Assist patrons with manual literature search.

(e) Complete bibliographies at least monthly.

(f) Conduct special events as appropriate.

(g) Conduct internal library programs monthly.

(h) Conduct a weekly Children’s Storytime.

(i) Conduct annual external programs.



(2)  Reserved

n.  Ensure the layout and arrangement of the library is adequate to house and ease use of library materials, to include provisions for a variety of seating and study areas for normal high use periods, and permit efficient administration and technical operations.

o.  Continually orient library staff on library procedures and administration.  

p.  Search for, select, order, catalog, classify, process and distribute/redistribute books, microforms, audio-visual items and other library materials.   

(1) Determine/distribute material and maintain book accountability and other property records.

(2) Select and order library material .



(3) Receive and process material .



(4) Maintain accountability of library materials and equipment .

q.  Classify and catalog library materials daily in conformance with the Dewey Decimal Classification System, and Anglo-American Cataloging Rules to ensure compatibility with Federal Library Information Network.

r.  File catalog cards within two weeks of receipt of materials.  

s.  Update shelf lists within two weeks of the receipt or removal of materials.

t.  Maintain records including statistics on usage, cataloging, expenditures, significant activities, inventory and other data relevant to influence collection development. Compile data, complete and forward Army Library Management Reporting System (ALMRS) report, through contracting channels, to the Government annually (within 30 days after the end of the Fiscal Year) in accordance with CDRL C.7-12.

u.  Dispose of excess or obsolete material as required by AR 735-27. 


v.  Protect historical materials as required by AR 870-5.


w.  Maintain military publications such as  Field Manuals (FM), Army Training and Evaluation Program (ARTEP), Training Circulars (TC), and other military publications as identified by the Government.



(1) Maintain publication files in accordance with AR 621-6, Army Learning Centers.



(2) Place publications in numerical order in binders located on bookshelves.



(3) Maintain and update a minimum of two copies of each publication.



(4) Place new publications in service within two weeks of receipt.



(5) Remove obsolete training publications from service and destroy in accordance with disposition instructions.



(6) Maintain a sign-in ledger that reflects individual participation record.

(a) Purpose of visit (military training, Army Continuing Education System (ACES), etc.).

(b) Type of user (active duty, Reserve Component, or civilian).

(c) The length of time of the visit to the nearest hour.

(d) Forward above data to the COR as part of CDRL C.7-2.

C.7.1.2  Standards:   

a.  The contractor shall provide library services in accordance with the guidance and requirements of AR 215-2.  

b.  The Librarian shall meet the requirements for professional education in library science for a Master of Library Science; or a four-year course in an accredited college or university for a bachelor’s degree with at least 24-hours credit in library science; or a bachelor’s degree with one year of experience substituting for graduate study; or a total, in some combination, of not less that 5 years of college-level education, training or experience.

c. Patron shall obtain service within 10 minutes during open periods.

C.7.1.3  Workload: 

a.  The initial collection of library materials (10,000 volumes) will be retained, with replacements. The number of new volumes, or three per capita, whichever is larger, shall equal, at a minimum ninety percent of the annual additions.

b.  The number of annual additions shall equal the population to be served multiplied by .127, excluding books provided by HQDA.

c.  The number of annual replacements shall equal population to be served multiplied by .073.

d.  The annual withdrawals shall equal 5% of the total collection. 
e.  A main library having a minimum basic collection shall have 100 different magazines and no fewer than 10 newspapers.

f.  A library system shall have 1500 recordings (music and non-music), as a minimum collection, with 100 new items added annually.                       

g.  Main libraries shall be open a minimum of 48 and up to 70 hours per week during morning  and evening hours depending on the size of population they support.

h. The number of military training publications is estimated to be approximately 1500.

C.7.2  Education Center Services.  The contractor shall provide support services and information using government furnished materials and equipment in support of the NTC/Fort Irwin Army Continuing Education System (ACES) for voluntary off-duty education.  Operations shall conform to the guidelines and objectives outlined in AR 621-5 and standards established by ACES and DANTES (Defense Activity for Non-Traditional Education Support).  The contractor shall provide support services to eligible soldiers within the NTC/Fort Irwin geographical support area, to include family members and Department of Army Civilians (DACs).  The contractor shall provide support services 40 hours per week.  The hours of operation shall be determined by the Government.  The primary areas of support services are Tuition Assistance (TA), Test Administrator, Test Proctor and Army Learning Center (ALC) Operator. The Government points of contact will be the designated Education Services Officer (ESO) for the functional operation and the COR or ACOR for contractual issues.

C.7.2.1  Tasks:  The contractor shall:

a.  Provide a Tuition Assistance Program Coordinator to:

(1)  Verify and process Tuition Assistance documents generated by Government counselors for approval by the ESO for funding.

(2)  Ensure the accountability of each TA document processed for funding.

(3)  Provide support services to all post-secondary TA requests and for vocational and distance learning programs when approved by the Government.

(4)  Process TA documents in accordance with AR 621-5 and Army education directives, policies and SOPs.

(5)  Ensure the accuracy of all TA documents and invoices before forwarding them to the Government for certification and payment. 

(a) Post obligated TA documents (DA Form 2171-E) in the Education Management Information System (EDMIS) database.  

(b) Verify that soldiers/students have satisfactorily completed the courses enrolled in, substantiated by institution grade reports.  

(c) Post grades/completed courses on DA Form 669 or in the electronic record of EDMIS.

(6)  Implement recoupment action for all failed/incomplete courses by soldiers who used TA and present collection documents to the ESO for approval.

(7)  Provide financial expenditures or data base queries when requested by the ESO and other data as requested for planning and decision making.

(8)  Post course schedules and student grades in the EDMIS database.

(9)  Maintain and post information to soldier’s DA Form 669 (Individual Education Record).

(10) Issue classrooms to institutions upon request.

(11) Consolidate course schedules provided by the on-post education institutions for publication and distribution to soldiers and units.

(12) Provide an accurate financial report of the previous month’s expenditures of TA funds to the ESO by the 12th of each month for review and forwarding to higher headquarters in accordance with CDRL C.7-13.

(13) Collect and assemble accurate data for the DA 1821 report not later than 10 days after the end of each quarter for review by the ESO and for submission to higher headquarters in accordance with CDRL C.7-14. Transmit the report to higher headquarters after the ESO has approved the DA 1821 report.

(14) Verify and clear the financial TA obligation of all departing soldiers who used TA at the NTC/Fort Irwin installation.

(15) Establish and maintain a suspense system that monitors receipt of grades, clarification of course non-completion and recoupment of TA in compliance with AR 621-5. 

b.  Provide a Test Administrator to:

(1)  Administer, score, order, inventory, and control a wide variety of education and military tests including, but not limited to the following:

(a) Test Adult Basic Education (TABE).

(b) ACT Assessment Examination (ACT).

(c) ACT College Admission Testing Program.

(d) Scholastic Aptitude Test (SAT).

(e) General Education Development Tests (GED).

(f) Regents College Examination Program (RCEP).

(g) Strong Interest Inventory (SSI).

(h) Cooperative English/Math Tests.

(i) College Level Examination Program (CLEP).

(j) DANTES Subject Standardized Tests (DSST).

(l) Graduate Management Admissions Test (GMAT).

(m) ACT Career Planning Interest/Aptitude Test.

(n) Armed Forces Classification Test (AFCT).

(o) Tank Commander Competency Test (TECT-II).

(p) Army Personnel Tests (APT).

(q) Defense Language Aptitude Battery (DLAB).

(r) Defense Language Proficiency Test (DLPT).

(s) Alternate Flight Aptitude Selection Test (AFAST).

(t) Army Analysis Aptitude Test (AAAT).

(u) Typing Test (Military and Civilian).

(v) English as a Second Language (ESL).

(w) Mathematics (BNCOC)

(x) PRAXIS Examinations

(y) Army Language Course Placement Test (ALCPT)

(2)  Administer and score tests, or mail for scoring, as appropriate, in accordance with DANTES Examination Program Handbook (DEPH), AR 611-5, and Government and Installation SOPs.  

(a) Support shall consist of Test Administration for DANTES and military testing.  

(b) Perform a joint inventory with the TCO/ATCO and generate and submit a quarterly report to the test publishers to account for every numbered DANTES test on file for controlled materials.

(c) EDMIS shall be utilized and tests shall be graded on-site, as well as mailed to DANTES contractor program personnel to be graded.  

(d) Utilize a Scantron scanner shall to grade tests, and the test results will be uploaded into the EDMIS database.

(3)  Report the test usage to the Government monthly and quarterly by the fifth working day of the next month in a format provided by the Test Control Officer (TCO) in accordance with CDRL C.7-15.

(4)  Prepare test order forms to order tests and retest as directed and in accordance with DANTES Examination Program Handbook and AR 611-5 to assure an adequate stock is maintained.

(5)  Give security of the DANTES and APT tests the highest priority. The contractor shall bear the cost of test replacement if the contractor is found to be negligent in test loss or compromise.  

(a) Ensure all education examinations are secured, controlled, and inventoried in accordance with procedures outlined in the regulations and directives listed in the DEPH.  

(b) Inventory all controlled tests monthly, at a minimum.

(6)  Input all test scores into the EDMIS database and provide official APT scores to Military Personnel via the TCO/ATCO (Alternate Test Control Officer).

(7)  Compile, in accordance with AR 621-5, related data necessary for completion of DA Forms 1821-R, 1821-1-R and subsequent revisions; local and FORSCOM affirmative action reports; and other reports that may be required by higher headquarters.

(8)  Provide support services for the Army Continuing Education System (ACES).  

(a) Conduct, plan, coordinate, and promote the post-wide testing program at the NTC/Fort Irwin Education Center, ensuring that regulations governing eligibility, administration and test security are implemented.  

(b) Formulate methods and procedures to execute a sound testing program, which considers the NTC mission, rotational schedules, unit priorities and individual soldier/civilian requirements.

(9)  Ensure the accountability and security of all funds collected as testing fees, and issue receipts to individuals paying the fees.  

(a) Ensure that all required identification data is clearly printed on the check or money order  (Payment in cash will not be accepted).  

(b) Advise the examinee which method of payment is acceptable by the test publisher.

(10) Promptly report all lost, missing or compromised test materials and personnel suspected of cheating to the TCO for necessary action.

(11) Input and maintain all DANTES tests in the EDMIS database and generate a quarterly inventory report for review and submission by the TCO. APT test materials  shall also be maintained in a computer database format for inventory purposes in accordance with CRDL C.7-15.

(12) Assemble the quarterly NTC test schedule for review, approval, and publication 30 days prior to the beginning of the new quarter.

c.  Provide a Test Proctor to:  

(1) Provide test proctor services to the NTC/Fort Irwin test center.

(2) Participate in setting up the testing room, provide instructions, and monitor students during testing, grading.

(a) Provide data entry into the EDMIS database.  

(b) Data entry shall include test scores and associated student data.

(3) Assist the Test Administrator in the collection of test utilization data for reporting purposes.

(4) Provide administrative support services to the TA Coordinator as required.

d.  Provide Army Learning Center (ALC) Operator to:

(1) Provide advisory and assistance services to soldiers, family members, DACs, retirees and contractor personnel when authorized.  Support services may be educational or training related, to include DANTES study materials, correspondence courses, Computer Based Training (CBT), DISCOVER career planning software, word processing, and Internet linkup.

(2) Use EDMIS to document ALC visitors and the purpose of the visit.

(3) Assist soldiers, students, family members, and other authorized personnel in the use of materials and equipment.

(4) Provide monthly and quarterly feeder data reports to the ESO for tracking and reporting purposes.

(5) Provide administrative support services to the TA Coordinator as required.


e.  Provide Administrative Services to:



(1) Greet customers. Determine the reason for the customer’s visit and refer the customer to the appropriate person as prescribed in AEDC SOP directives and procedures.



(2) Require all customers visiting the AEC to sign a visitor’s roster, either paper or automation based.



(3) Provide general information to customer who either telephones ar visits the AEC/MLF. Take messages when necessary.



(4) Maintain supply of publicity materials, forms, and publications. Reorder when necessary.



(5) Post current publicity materials on bulletin boards and in display cases at designated areas throughout the installation.



(6) Answer telephones. Provide general information and/or transfer calls to appropriate personnel. Schedule appointments when appropriate.



(7) Maintain current educational publications. Replace publications when new editions are received.



(8) Make copies of documents for customers and staff in accordance with site specific SOP.



(9) Enter on-duty course schedules in EDMIS or other Government provided system. Change EDMIS entries when courses are canceled, changed, filled, or added.

C.7.2.2  Standards:
a.  The contractor shall provide Education Center Support Services in accordance with AR 621-5.  

b.  Testing services shall be provided in accordance with AR 611-5 and the DANTES DEPH.  

c.  Employees shall meet the minimum education, license, certifications, and experience identified therein.

d.  The contractor shall ensure that personnel performing support services under this contract meet the minimum qualifications and certifications identified.

(1) Tuition Assistance Program Coordinator.  Minimum of a Bachelor’s Degree and background in accounting with a minimum of 2 years experience or skills training in computers and customer service skills are required.  Due to involvement in providing data for budget and funding issues, this position requires a high attention to detail.

(2) Test Administrator.  Minimum of a Bachelors degree from a regionally accredited college or university.  Must achieve a 90 percent or better on the Government administered DANTES examination for testing personnel.  Also, computer skills or training and customer service skills are required.  This position requires a high attention to detail in matters of test administration, test control and test security.

(3) Test Proctor.  Minimum education required is High School graduate with excellent reading and communication skills, training or skills in computers and customer service skills.  This position requires a high attention to detail in matters of test administration, test control and test security.

(4) Army Learning Center (ALC) Operator.  High School diploma with the ability to speak English clearly and communicate accurately.  One year of experience in instructing with computer training or skills, ability to use the Internet, and training in Distance Learning, Computer Based Training (CBT), and customer service skills required.

(5) Other Personnel.  (Reference PWS Section C.1, Security.)
e.  The contractor shall control and secure all test materials so as to preclude the loss or compromise of DANTES and APT test materials.

f.  The contractor shall maintain files/records in accordance with AR 25-4-2 (MARKS).

g.  The Government will provide the equipment and materials to be used in the performance of support services.

C.7.2.3  Workload:  The contractor shall provide Education Center support services Monday through Friday from 0730-1600 hours.

a.  Testing is conducted during duty hours from 0730 to 1200, Monday through Friday except for holidays.  Testing sessions average from 3.5 to 4.5 hours in duration depending on the type of test being administered.

b.  An average of 360 tests is administered monthly and approximately 4320 annually.  A quarterly Test Schedule is published announcing the title, date, and time of the tests to be administered.
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