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Appendix 10

Manpower and Personnel

3.2.10 MANPOWER AND PERSONNEL: Identify, plan, resource and acquire personnel, civilian and military, with the grades and skills required; a) to operate equipment, to complete the missions, to effectively fight or support the fight, to win our nation’s wars; b) to effectively support the Sailor, and to ensure the best capability is available for the war fighter when needed.
Description: Involves the identification and acquisition of personnel (military and civilian) with the skills and grades required to operate, maintain, and support systems over their lifetime. Early identification is essential. If the needed manpower is an additive requirement to existing manpower levels of an organization, a formalized process of identification and justification must be made to higher authority. Add to this the necessity to train these persons, new and existing, in their respective functions on the new system, and the seriousness of any delays in the accomplishment of this element becomes apparent. In the case of military requirements, manpower needs can, and in many cases do, ripple all the way back to recruiting quotas. 
The following are examples of tasks, but you will need to define your tasks according to your specific requirements.
Tasks and Elements
3.2.10.1 Facilitate Integrated Product Teams ( IPTs), special advisory boards, off sites, working groups, audit teams, etc.
Examples
· The contractor shall assist in managing projects and developing and implementing acquisition strategies, monitoring program performance, conduct milestone planning and tracking, prepare technical briefing materials in both hard copy and soft copy format, evaluations of program schedules, and deliverable tracking to include the planning, and/or reviewing of program data deliverables. The contractor may be required to organize, attend or host, and facilitate program meetings/Integrated Product Team (IPT) discussions as directed by the Government.  The contractor shall assist in preparing and coordinating the agenda to key meetings, prepare presentation materials, host and/or participate in the actual meeting, and draft the minutes and action items for appropriate action. The Government will conduct reviews of the activities; provide technical direction, and approval of all major activities undertaken by the contractor.

· The contractor shall assist in setting up training facilities for programs and special events held at (INSERT Specific areas/locations).
· The contractor shall provide logistics program status to the IPT for inclusion in the Program Management Review (PMR) to include; status of ILS elements, deficiencies, mitigation plans, and current fleet readiness data. 

· The contractor shall coordinate and prepare conferences for Navy Reserve Commanding Officers.



3.2.10.2 Review, revise and recommend methods and rationale that identify and justify military and civilian personnel with the skills and grades required to operate and maintain systems and equipment.

Examples
· The Contractor shall maintain the requisite in-house skills, establish teaming arrangements, or issue subcontracts to ensure that qualified staff is available with the skills, experience, and knowledge required to accomplish the work.  The Contractor shall identify and provide pricing for specific labor categories to meet the minimum requirements.

· The contractor shall develop requirements listings, collect various site workload, personnel, facility, equipment and other data as required and have the capability, using models, cycle times, and other assorted tools to analyze such data to determine optimum staffing requirements for specific supply processes.

3.2.10.3 Provide information and recommendations to respond to Congressional, DOD, other Government agency, media or industry inquiries, and audits and for Congressional testimony.

Example
· The contractor shall manage and control the aspects of the assigned task orders.   Duties and responsibilities are provided but not limited to: Analyzes and documents program needs, develops and implements program management plans, analyzes, develops, tracts and reports on program budgets, develops, implements and reports on program schedules, develops risk mitigation actions at the program level, develops and implements quality assessment and assurance procedures at the program level, delegates responsibilities and duties for corporate team members at the program level, performs liaison duties among corporate entities, corporate team members, and government representatives


3.2.10.4 Provide waterfront and on-site liaison.

Examples
· The contractor shall prepare business case analyses (BCAs), supply site surveys and liaison with the applicable agencies and contractors.

· The contractor shall contact personnel detailers at Navy’s Bureau of Naval Personnel (BUPERS) to negotiate orders, receive, distribute, and monitor permanent change of station orders; ensure members complete required screening processes. This requires liaison with Medical, Dental, and Personnel Support Detachment (PSD) to ensure all required paperwork is completed. Prepare Naval Messages to inform chain of command of any delays that may affect the orders.

Examples

3.2.10.5 Provide any other manpower and personnel related tasks, as required.

Examples
· The contractor shall prepare, maintain, and preserve technical or administrative documentation, data, correspondence, and records.   The contractor shall perform activities that include typing, word processing, transcription, graphics preparation, filing, reproduction, and office equipment operation.   The contractor shall type technical reports, papers, test plans, or other program documentation in final format from rough notes or drafts, and shall edit, proofread, and correct spelling, grammar, and phraseology.

· The contractor shall develop and provide all required documentation to the designated Government employee(s), for concurrence and approval, in preparation for scheduled briefings and presentations for all command levels including flag personnel.

· The Contractor shall provide technical expertise and recommendation on MH-60S manpower and personnel analyses and training.
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