	1402000 – Bachelor Quarters

	Spec

 Item
	Title
	Description 

	1
	General Information
	The Contractor shall perform property management, billeting, resident services and maintenance for Bachelor Quarters located at <<Note to Spec Writer:  Insert Installation name>>. 

	1.1
	Background Information


	<<Note to Spec Writer:  Develop information specific to Bachelor Quarters facilities including type of facilities to be maintained, year built, surrounding community description, general facility condition, e.g., NAS Anywhere is located in the middle of an established community.  The facilities were constructed in 1966.  Three-story structures are equipped with fire protection systems and security alarms.  Individual rooms have private bathrooms, smoke detectors, ceiling fans, air conditioning units, refrigerators, and carbon monoxide detectors.  The complex consists of four connected wings that were all last rehabbed in 2000.>>
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	2
	Management and Administration
	

	2.1
	Definition and Acronyms
	<<Note to Spec Writer:  Modify or expand, as applicable, the following list.>>

	2.1.1
	Appliances
	Fixed and removable items associated with quality of life, including washers and dryers, stoves, microwaves, refrigerators and dishwashers.

	2.1.2
	Abandoned Property
	Deserted, discarded, or vacated goods, possessions, belongings or personal items.

	2.1.3
	BQ
	Bachelor Quarters

	2.1.4
	CNA
	Certificate of Non Availability

	2.1.5
	Common Use Areas
	Areas not assigned to one resident, e.g., Halls, entranceway, lobbies, lounges, conference rooms, laundry rooms, stairways, storerooms, playgrounds, and athletic areas.

	2.1.6
	Change of Occupancy Services (COS)
	COS is performed during the period of time after a resident checks out of assigned quarters and prior to a new resident taking occupancy ensuring the quarters are clean, fully equipped, operable and habitable.

	2.1.7
	Equipment
	Accessories, attachments, machinery or devices provided to support operations or habitability of a facility.

	2.1.8
	FA&E
	Furnishings, Appliances and Equipment

	2.1.9
	Fully Functional
	Quarters are considered Fully Functional when all facilities, furnishings, appliances, equipment, utility service outlets and fixtures operate as intended.

	2.1.10
	Housing Officer
	The Government designated point of contact for all Bachelor Quarters issues.

	2.1.11
	Keys and Locking Systems
	<<Note to Spec Writer:  Insert definition and example, e.g., electronic card entry, Radio Frequency Identification Devices and metal keys.>>

	2.1.12
	Terries
	Terries include towels and cloths such as bath towels, hand towels, wash cloths, dish towels, pool towels and beach towels.

	2.2
	Inventory Management
	In accordance with Annex 2, the Contractor shall certify inventories.  Bachelor Quarters inventories include keys, furnishings, equipment, and appliances.  The Contractor shall maintain and update inventories.  Updated inventories shall be provided to the KO on a quarterly basis or as specified herein.

	2.3
	Cost Account Code (CAC) Reporting
	<<Note to Spec Writer:  If client requires CAC reporting, tailor to include Contractor cost reporting as applicable.>>

	2.4
	Records and Reports
	Records and reports are listed in Section F of the solicitation.  The Contractor shall submit accurate and complete documents within the required timeframes.
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	3
	FFP Work
	The Contractor shall provide management, operations, and maintenance services for Bachelor Quarters (BQ) to ensure quality resident services and habitable quarters are available for resident personnel. 
	<<Note To Spec Writer:  OPNAV Service Levels do not apply to the performance of BQ services.>>

BQ facilities and equipment to be managed and maintained are listed in J-1402000-01.
	BQ is managed, operated, and maintained clean, fully functional, and available for use.

	3.1
	Operations Management 
	The Contractor shall provide management services to ensure BQ operations for personnel and community support and property programs are provided.
	Management is provided in accordance with <<Note to Spec Writer:  Include information detailing local procedures or performed in accordance with appropriate instructions, regulations or directives, e.g., DoD 4165.63-M>>.  

<<Note to Spec Writer:  Include requirements for collecting resident feedback on contractor performance, e.g., The Contractor shall provide personnel assisted with evaluation/comment form J-1402000-02.  Completed form shall be submitted directly to the Housing Officer.>>
	Services are provided in a timely manner.

<<Note to Spec Writer:  Customer complaints, customer survey forms, or a combination of the two can be used to determine Contractor performance.  Examples of each are as follows:

No more than four customer complaints are received per month.

Contractor receives a minimum quarterly rating of 4.5.

Either or both examples may be used.>>

	3.1.1
	Billeting and Common Operations
	The Contractor shall provide billeting and common operation services to support resident personnel.
	Resident personnel include both transient and permanent party residents.
	Operations are provided in a timely, accurate, and effective manner.

	3.1.1.1
	Front Desk Operations
	The Contractor shall provide front desk operations for customers ensuring accurate, prompt, courteous and professional services.  
	The Contractor shall perform transient quarters reservation services, individual and group, in accordance with <<Note to Spec Writer:  Include information detailing local procedures or performed in accordance with appropriate instructions, regulations or directives, e.g., DoD 4165.63-M>>.
The Contractor shall receive and process reservation requests <<Note to Spec Writer:  Indicate operational requirement, e.g., 24 hours a day, seven days a week, including holidays>>.  

The Contractor shall determine transient quarters availability, reserve appropriate spaces, position room reservations, issue confirmation numbers, and inform requesters of room rates.

<<Note to Spec Writer:  Insert local process for responding to service calls>>.

<<Note to Spec Writer:  Insert local requirements, e.g., Answering machines or any type of voice mail will not be used on the Reservations and Front Desk operations.  The Contractor shall utilize the Automated Billeting System to maintain Certificate of Non Availability (CNA) information.>>
	Reservation requests are received and processed within <<Note to Spec Writer:  Insert expectations for average response times to complete reservation requests, e.g. 5 minutes of receipt of call or request>>.

Reservations are scheduled accurately and all documentation is complete.

The reservation desk is attended <<Note to Spec Writer:  Indicate an appropriate rate, e.g., 99% of the time>>.

There are no more than <<Note to Spec Writer:  Indicate an appropriate number, e.g., two>> validated customer complaints per month. 



	3.1.1.2
	Check-in and Check-out Services
	The Contractor shall provide timely and accurate check-in and check-out services.
	The Contractor shall perform services in accordance with established procedures <<Note to Spec Writer:  Include information detailing local procedures or performed in accordance with appropriate instructions, regulations or directives, e.g., DoD 4165.63-M>>.

	The Contractor shall greet and provide customer services within <<Note to Spec Writer: Indicate time e.g., 10 minutes>> of arrival at desk, with no more than <<Note to Spec Writer:  Indicate an appropriate number, e.g., three>> validated customer complaints per month.

	3.1.1.3
	Message and Mail Services
	The Contractor shall provide timely and accurate message and mail services for resident personnel.
	<<Note to Spec Writer:  Insert information and Contractor responsibility for Bachelor Quarters phone messaging system, e.g., voice mail capabilities for each room; no voice mail capabilities, caller can dial 0 to get the message center.>>

<<Note to Spec Writer:  Insert emergency message policy, e.g., Emergency messages shall be delivered to the resident’s room within 10 minutes of receipt. When a resident is unreachable to receive messages, it shall be immediately reported to the Housing Officer.>>

Resident information including <<Note to Spec Writer:  Insert, e.g., room number and phone number>> shall not be provided without prior approval by the <<Note to Spec Writer:  Insert, e.g., Housing Officer, resident>>.

<<Note to Spec Writer:  Insert mail requirements, e.g., accept mail deliveries and hold at front desk for pickup.>>
	The Contractor shall ensure messages are delivered to the correct resident’s room within <<Note to Spec Writer: insert time, e.g., 30 minutes for routine messages and 10 minutes for emergency messages>> of receipt.

Messages and mail services are performed with no more than <<Note to Spec Writer: Indicate an appropriate number, e.g., one>> customer complaint per month.



	3.1.1.4
	Escort Services
	The Contractor shall provide escort services in accordance with local policy.  
	<<Note to Spec Writer:  Insert local escort policy, e.g., Authorized personnel includes BQ staff and all prior approved Contractor and Government personnel.>>

Personnel identified in the policy shall be assigned an escort at all times while in the BQ area.

Unauthorized personnel in the BQ area shall be reported to installation security.
	Escort services shall be available within <<Note to Spec Writer:  Indicate response time, e.g., 20 minutes>> of visitor arrival.

Personnel are properly escorted in accordance with escort policy.

Services are provided with no more than <<Note to Spec Writer:  Indicate an appropriate number, e.g., two>> customer complaints per month. 

	3.1.1.5
	Keys and Locking Systems Management
	The Contractor shall provide key management services, a system capable of tracking inventory, and issue and maintain keys and locking systems in BQ areas.  The Contractor shall ensure BQ areas are secure.
	<<Note to Spec Writer:  Provide system information if installation furnished equipment is used, e.g., system location and type of system.>>

Keys shall be issued to resident and authorized personnel only.

Refer to the Housing Officer for policy on lost keys, replacement of keys, door locks, security notification, and lock assembly change.

The Contractor shall issue and maintain all keys and locking systems.

<<Note to Spec Writer:  Identify Training requirements specific to BQ key and locking system.  If installation provided inventory and tracking system are used, indicate if the Government will provide training and documentation.>>

All Contractor personnel managing and servicing keys and locking systems shall be fully trained.  The Contractor shall provide a list of trained personnel and the training curriculum to the KO upon request.
	Key management services are provided and a system is in place, operational and used appropriately.

Keys and locking systems are accounted for and are operational.

No unauthorized access to housing units or common use areas due to Contractor mismanagement of keys or locking systems.

	3.1.1.6
	Abandoned Property Management
	The Contractor shall manage abandoned property to ensure it is stored, secured, and disposed of appropriately.
	Management is provided in accordance with <<Note to Spec Writer:  Include information detailing local procedures or performed in accordance with appropriate instructions, regulations or directives, e.g., DoD 4165.63-M>>.
	Property is stored, secured, and disposed of per <<Note to Spec Writer:  Insert local procedures or instructions, regulations or directives identified in Related Information>>.

	3.1.1.7
	Resident Relations
	The Contractor shall enforce local BQ resident relation policies to resolve resident issues.  
	<<Note to the Spec Writer:  Insert local resident relations policy.>>

The Contractor is the point of contact for all resident issues and performs as liaison for the Navy.

The Navy will assume responsibility of resolution for issues that cannot be resolved by the Contractor.  The Contractor shall notify the Housing Officer if the Contractor cannot resolve an issue.

The Contractor shall identify resident policy improvements and recommend changes of the policy to the Housing Officer.

The Contractor shall provide assisted residents with evaluation/comment form J-1402000-02.   
	Resident issues are managed in accordance with BQ policy and resolved within <<Note to Spec Writer:  Insert resolution times, e.g., within two hours of notification>>.

The Contractor resolves <<Note to Spec Writer: Insert a rate, e.g., 95%>> of resident relation issues.

Contractor receives a minimum <<Note to Spec Writer:  Insert frequency and rating e.g., quarterly rating of 4.5>>.



	3.1.1.8
	Linen Services
	The Contractor shall provide an adequate supply of clean linens, bedding and terries.  
	<<Note to Spec Writer:  Include a list of types of linens, bedding and terries to be provided, e.g., sheets, pillow cases, blankets, bedspreads, pillows and bathroom terries, including towels, washcloths, hand-towels, and bath mats.>>

<<Note to Spec Writer:  Include cleaning requirements for linens, bedding and terries, e.g., linens, bedding, and terries shall be laundered free of dirt, stains, and discolorations, and have a fresh scent and appearance.>>

The Contractor shall manage the permanent party resident linen exchange processes <<Note to Spec Writer:  Insert local requirement, e.g., dirty/clean linen exchange policy for permanent party residents>> in accordance with local policy.

The Contractor shall replace all linens and bathroom terries that are worn, torn, ripped, tattered, stained, soiled, discolored, thread bare, frayed or have holes.
	Linens are clean and free of damage and stains.

Linen exchanges are provided in accordance with local policy and meet BQ demands.

No more than <<Note to Spec Writer:  Indicate a number, e.g., two>> verified customer complaints per month are received regarding quality of service.

	3.1.2
	Storage Management
	The Contractor shall establish and implement a process for inventory, storage and security of personal property in order to ensure ample and easy access to items stored by permanent party personnel. 
	The Contractor shall maintain a storage area <<Note to Spec Writer:  Indicate storage area location(s), e.g., store room in the registration desk area>> for permanent party resident personnel.   Storage area is intended for resident property not allowed in rooms or when additional space is needed.

Access to stored items shall be limited to authorized personnel.

<<Note to Spec Writer:  Provide information regarding area access or require the Contractor to develop, post and make available hours of access, e.g., Access shall be provided 24 hours per day, 7 days per week.>> 
	Personal items are inventoried and securely stored. 

Stored items are accessible to authorized personnel during hours of operation.

There is no validated loss of personnel property.

	3.1.3
	Transient Contract Berthing 
	The Contractor shall negotiate alternative lodging arrangements with local providers when necessary to accommodate surges in lodging requirements.
	Alternative lodging shall be comparable in size and value to Government provided facilities.

Lodging must be within  <<Note to Spec Writer:  Include distance, e.g., two miles>> from the local installation.
	Comparable alternate lodging is arranged.  Arrangements are completed within <<Note to Spec Writer:  Insert time, e.g., two hours>> of request.

No more than <<Note to Spec Writer:  Indicate a number, e.g., two>> verified customer complaints per month are received regarding quality of service.

	3.2
	Furnishings, Appliances  & Equipment (FA&E) Management
	The Contractor shall manage and maintain all FA&E, warehouse facilities, and inventories.  The Contractor shall ensure all FA&E and facilities are clean, secure and function as intended. 


	A list of all current FA&E and storage areas are provided in J-1402000-03. Warehouse and storage areas are for receiving and control of FA&E only.

Services include proper storage techniques, pest control inspections and reporting, security and safety.

FA&E shall be stored and maintained in accordance with the manufacturers recommendations and standard commercial practices.

The Contractor shall maintain an accurate inventory list of all FA&E in-place and warehoused.  Inventory lists shall be provided to the KO upon request. 

The Contractor shall develop a disposal process that meets all Naval and DoD requirements for FA&E excessed or replaced.  Copies of disposal documentation shall be provided to the Housing Officer <<Note to Spec Writer:  Insert documentation frequency, e.g., quarterly>>.

The Contractor shall issue and track FA&E.  Issuing services shall be performed in accordance with <<Note to Spec Writer:  Include information detailing local procedures or performed in accordance with appropriate instructions, regulations or directives, e.g., DoD Manual 4145.19-R-1>>.  Appliances and equipment requiring replacement shall be issued within <<Note to Spec Writer:  Insert time frame, e.g., one day>> of notice.

The Contractor shall repair or replace inoperable appliances and equipment at the <<Note to Spec Writer:  Insert responsible party, e.g., at the Contractors expense>>.
	Inventory and reporting data submitted as required.  Inventory is <<Note to Spec Writer:  Insert accuracy requirement, e.g., 99% accurate>>.

Malfunctioning or inoperable FA&E is repaired or replaced within <<Note to Spec Writer:  Insert time, e.g., two days>>.

FA&E is free of dirt, smudges, stains, foreign matter, debris and odors.

No loss of or damage to FA&E stored by the Contractor. 

Disposal services are performed as required and all documentation is completed in a timely and accurate manner.

All property is issued in a timely manner, tracked and documented.



	3.3
	Housekeeping and Change of Occupancy Services Management
	The Contractor shall provide housekeeping and change of occupancy services to ensure habitability.  
	
	BQs have a finished appearance that is clean, sanitary, and sightly.

Services are performed in a timely manner, all documentation and reports completed.

	3.3.1
	Housekeeping Services
	The Contractor shall service BQs and perform work necessary to ensure the facilities are clean, sanitary, fresh and habitable.  
	
	BQs are clean, sanitary, fresh and habitable.



	3.3.1.1
	Transient Quarters Housekeeping
	The Contractor shall service transient quarters and perform the work necessary to ensure the facilities are clean, sanitary, and free of dirt and debris.
	Transient quarters services and frequencies are specified in <<Note to Spec Writer:  Develop a list detailing recurring housekeeping services and frequencies, e.g., daily - Bathroom cleaning, clean/mop floors, vacuuming, dusting, replenishing supplies, remove and replace soiled towels, remove and replace soiled linens, empty trash cans, mirror cleaning>> J-1402000-04.
	Transient quarters are free of dirt, stains, odors, smears, smudges, streaks, foreign matter, trash and debris and bathrooms are disinfected.

Soiled linens, bedding, and terries are replaced with clean items and supplies are replenished.

Services are performed in accordance with schedules.

	3.3.1.2
	Common Use Areas Cleaning
	The Contractor shall service common use areas and perform the work necessary to ensure the areas are clean, sanitary, and free of dirt and debris.
	Cleaning includes <<Note to Spec Writer:  Develop a list of services required, e.g., Bathroom cleaning, kitchen cleaning, clean/mop floors, vacuuming, dusting, replenishing supplies, empty trash cans, mirror cleaning, and cleaning of fixtures>>.

Common use areas and frequencies of services are provided in J-1402000-05. 

Furniture and other items moved during performance shall be returned to its original position.
	Common use areas are free of dirt, stains, odors, smears, smudges, streaks, foreign matter, trash and debris and bathrooms are disinfected.

Services are performed in accordance with schedules.

Contractor receives a minimum <<Note to Spec Writer: Insert frequency and rating, e.g., monthly rating of 4.5>>.



	3.3.1.3
	Laundry Room Management
	The Contractor shall manage and maintain laundry rooms in a clean, sanitary manner and ensure laundry room equipment functions as intended.
	The Contractor shall ensure all laundry room equipment is clean and fully functional.  Laundry room equipment that is damaged beyond repair shall be replaced within <<Note to Spec Writer:  Insert time frame, e.g., one working day>> of notice.

The Contractor shall repair or replace inoperable appliances and equipment at the <<Note to Spec Writer:  Insert responsible party, e.g., at the Contractors expense>>. 

Laundry room cleaning services and frequencies are specified in <<Note to Spec Writer: Develop a list detailing recurring housekeeping services and frequencies, e.g., daily - clean/mop floors, dusting, replenishing supplies, empty trash cans>> J-1402000-06.

<<Note to Spec Writer:  Insert local policy for collection and accounting requirements for laundry room pay machines, e.g., Money generated from laundry room equipment is collected, accounted and delivered to the Housing Officer.>>
	Laundry rooms and washer and dryer units are free of dirt, stains, odors, smears, smudges, streaks, foreign matter, trash and debris and machines are disinfected.

Laundry facilities and equipment are operational <<Note to Spec Writer:  Indicate an appropriate rate, e.g., 98% of the time>>.

Laundry room vending machines are stocked with sufficient supplies to meet the demands of BQ residents <<Note to Spec Writer:  Insert % of time, e.g. 98%>> of the time.

Coin operated machine funds are collected and accurately accounted for, reported and delivered as required.



	3.3.1.4
	Exterior Cleaning
	The Contractor shall maintain exterior fixtures, appliances, furniture, accessories, and common areas in a clean condition.
	A list and location of exterior fixtures, appliances, furniture, accessories, and common areas are provided in J-1402000-07.  The Contractor shall develop service schedules and submit copies to the KO upon request.

Exterior fixtures, appliances and accessories include <<Note to Spec Writer: Include exterior items, e.g., BBQ grills, picnic tables, umbrellas, trashcans>>.
	Exterior fixtures, appliances, furniture, accessories, and common area accessories are free of debris and other foreign matter, and present a neat appearance.  Outdoor furnishings are free of dirt and food residue.

Equipment and accessories are operational <<Note to Spec Writer:  Indicate an appropriate rate, e.g., 98% of time>>.

Services are performed per the accepted schedule.

	3.3.2
	Change of Occupancy Services  (COS)
	The Contractor shall develop and implement a comprehensive COS program that will ensure quality housing is available to meet the needs of the Government in a timely manner.  The Contractor shall ensure that quarters are clean, fully equipped, operable and habitable.
	<<Note to Spec Writer:  Provide task items for both transient and permanent party quarters.  Tasks may include bathroom cleaning, clean/mop floors, vacuuming, dusting, replenishing supplies, remove and replace soiled towels, remove and replace soiled linens, empty trashcans and mirror cleaning.>>

<<Note to Spec Writer:  Provide a listing of supplies to be replenished, e.g. toilet paper, tissue paper, soap, shampoo, lotion.  Address whether the supplies are Government or contractor-furnished.>>

<<Note to Spec Writer:  Provide a list of FA&E found in a typical BQ room, e.g. The FA&E typically found in a BQ room are bed(s), chest of drawers, sofa, lamps, desk, chair, television, clock radio, microwave, and refrigerator.>>

The Contractor shall repair or replace inoperable FA&E, refer to Spec Item 3.2.

COS historical data is listed in <<Note to Spec Writer:  Insert information detailing an overview of average labor hours, total cost, and number of occurrences per month for a duration of three years>> J-1402000-08.

Furniture and other items moved during performance shall be returned to its original position.

During performance of a COS, the Contractor shall perform an inspection of the overall condition of quarters.  The Contractor shall provide the Housing Officer a detailed report for the resolution of any major repairs or maintenance required at the completion of each COS.
	Quarters are disinfected and free of dirt, stains, odors, smears, smudges, streaks, foreign matter, trash and debris and present a fresh appearance.

All linens, bedding, and terries are replaced with clean items and supplies are replenished in accordance with the COS program requirements.

Quarters are serviced in a timely manner in accordance with the established COS program requirements.

Quarters are fully functional with all FA&E operating in accordance with the manufacturer’s recommendations.



	3.4
	Common Use Areas - Exterior


	The Contractor shall maintain exterior BQ accessories to ensure they are in an operable condition and function as intended. 
	BQ accessories include <<Note to Spec Writer:  Include list of exterior fixtures, e.g., recreation facilities and equipment, BBQ grills, picnic tables, umbrellas and trash cans>>.  Areas and accessories are shown in J-1402000-9.

Exterior BQ accessories that are defective or inoperable shall be secured and clearly marked.

<<Note to Spec Writer:  Insert requirements for maintaining recreational areas if applicable, e.g., Volleyball court shall be maintained free of weeds, debris and other foreign matter, e.g., trash, rocks, glass, limbs and feces.  The Contractor shall maintain and replenish volleyball court sand levels.>>
	No more than <<Note to Spec Writer:  Insert number, e.g., two>> validated customer complaints per month are received regarding quality of service.

<<Note to Spec Writer:  Insert requirements for replenishing court sand if applicable, e.g., Sand level is within two inches of the established enclosure>>.

BQ accessories are fully functional and operate in accordance with the manufacturer’s recommendations.

Exterior BQ accessories are operational <<Note to Spec Writer:  Indicate an appropriate rate, e.g., 98% of time>>.
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	4
	IDIQ Work
	IDIQ work may be ordered utilizing DoD EMALL in accordance with Section H or on a task order in accordance with the PROCEDURES FOR ISSUING ORDERS clause in Section G.  The order will specify the exact locations and types of work to be accomplished.  The period of performance will be specified in each order.  
	Refer to IDIQ ELINs for task listings, descriptions, and related requirements.  All periods of performance are measured from issue date of order to acceptance of the work.  Performance standards for IDIQ work will be the same as those in Spec Item 3 where applicable.
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