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C-5.7. Provost Marshal Administrative Support

           The Service Provider shall perform Provost Marshal administrative support services IAW the requirements set forth in this section and all cited guidance, laws and regulations.

C-5.7.1. General Administrative Support Services

C-5.7.1.1. Attend Meetings

The Service Provider shall attend the PMO staff meetings, Information Management Officer meetings, and MDW PMO Conferences.

C-5.7.1.2. Provide Timekeeping Services

The Service Provider shall track time and attendance for PMO civilian employees and submit time cards for supervisor approval/signature prior to turn in to SJA.

C-5.7.1.3. Prepare Travel Orders

The Service Provider shall prepare travel orders for PMO employees.

C-5.7.1.4. Coordinate Training

The Service Provider shall coordinate training for PMO military and civilian employees, prepare training attendance reports for mandatory training (i.e., SAEDA, POSH, and Consideration of Others), and shall coordinate training surveys and submit to the designated Government representative.  The Service Provider shall attend training meetings as notified by the Civilian Personnel Advisory Center.

C-5.7.1.5. Coordinate Facilities Maintenance

The Service Provider shall notify the DynCorp Work Order Desk of required building maintenance and repairs.  The Service Provider shall escort maintenance personnel to work sites within the PMO building.

C-5.7.1.6. Provide Personnel Services

The Service Provider shall process personnel actions, appraisals, and awards for PMO employees, and shall verify and track the status of personnel actions and keep appropriate government personnel apprised of pending actions.  The Service Provider shall submit questions and coordinate answers between PMO employees and the Civilian Personnel Advisory Center (CPAC).  The Service Provider shall retrieve reports on appraisals, awards, and personnel actions. 

C-5.7.1.7. Procure Office Materials and equipment

The Service Provider shall prepare procurement requisitions for office supplies, equipment, and furniture for use by PMO personnel.  The Service Provider shall prepare requisitions for the following supply sources: GSA; local vendor using Government purchase card or a purchase request; Supply Support Activity; and Supply System Manual Procedure.  The Service Provider shall submit a DA Form 4610-R, Equipment Changes in the MTOE/TDA, for HQDA control equipment and receive approval prior to purchase. The Service Provider shall provide a list of proposed procurement items to the appropriate PMO representative and shall ensure all documentation is complete and invoices are charged against the correct Government account(s).  The Service Provider shall request control numbers for items not on the list of commonly used items.  The Service Provider shall locally purchase and pick up these items.   The Service Provider shall verify invoices of items received against items ordered and shall submit invoices and completed DD Form 250, Material Inspection and Receiving Report, to the designated Government representative.

C-5.7.1.8. Prepare On-Board Strength Report

The Service Provider shall report on-board PMO personnel strength following required formats and procedures IAW FB Regulation 570-4.

C-5.7.1.9. Maintain Provost Marshal Equipment Density List

The Service Provider shall prepare and provide an equipment density list of Government-owned small business machines (calculators, time clocks, typewriters, etc.) used by PMO employees to the Fort Belvoir Property Book Officer to plan maintenance contract requirements. 

C-5.7.1.10. Distribute DMS Messages

The Service Provider shall prepare and submit messages using the Defense Message System to appropriate agencies, i.e., DA, MDW, CRC.

The Service Provider shall distribute messages received from other agencies via DMS to appropriate action officers within PMO.

C-5.7.1.11. Complete and Validate Reports

The Service Provider shall maintain an inventory of pagers and cellular telephones used by PMO personnel.  The Service Provider shall coordinate service repair requests for information technology equipment such as telephones, cell phones, pagers, fax, and dictaphone machines.  The Service Provider shall escort service repair personnel.  The Service Provider shall review monthly pager and phone usage reports, verify official use, annotate unofficial use, and submit to the designated Government representative.  The Service Provider shall report monthly copier usage to the SITOC Records Management Office IAW AR 25-30 and FB Supplement 1 to AR 25-30.

C-5.7.1.12. Prepare Staffing Papers and Regulation Updates

The Service Provider shall coordinate, consolidate comments, and prepare PMO responses to staffing papers, policy letters, and regulation updates.  The Service Provider shall forward responses to the designated Government representative.  The Service Provider shall forward approved responses to appropriate action officer.

The Service Provider shall initiate, coordinate with PMO action officers, consolidate comments, and staff updates to Fort Belvoir regulations and policy letters through appropriate installation activities for review and approval.  The Service Provider shall forward actions approved by activities through the GC to the SITOC for approval and publication.

C-5.7.1.13. Prepare Correspondence

The Service Provider shall prepare correspondence including proofreading and editing outgoing correspondence.  The Service Provider shall track suspense items and report delinquent actions to appropriate PMO personnel.  The Service Provider shall forward edited outgoing correspondence to appropriate PMO personnel, shall transmit signed correspondence, and shall return a copy to appropriate PMO personnel.

C-5.7.1.14. Perform Office Reception Functions  

The Service Provider shall greet visitors and direct/escort them to proper offices.  The Service Provider shall respond to telephone calls.  This includes, but is not limited to, providing the requested information, referring the caller to the appropriate PMO personnel, taking messages, or retrieving information for the action officer to respond to the caller.  

C-5.7.1.15. Follow-up on Travel Card Participants

The Service Provider shall monitor delinquencies of PMO personnel in making Government travel card payments and shall notify appropriate PMO supervisory personnel.

C-5.7.1.16. Prepare Publications Orders

The Service Provider shall maintain the PMO publication account.  The Service Provider shall place publications orders based on requests and disseminate HQDA, MACOM, Garrison, and Fort Belvoir publications to PMO employees as requested.

C-5.7.1.17. Pickup and Deliver Mail

The Service Provider shall receive and distribute PMO mail, including signing for certified, insured, special delivery, and accountable mail.  The Service Provider shall pick up and deliver certified mail and sensitive correspondence to the appropriate receiving activity.  The Service Provider shall maintain the Mailing Book for all outgoing accountable mail.
C-5.7.1.18. Prepare Conference Room

The Service Provider shall ensure the conference room is properly prepared for presentations.

C-5.7.1.19. In and Out Processing Personnel

The Service Provider shall in-process and conduct orientation for new law enforcement employees, including all required briefings and orientation items.  The Service Provider shall out-process departing PMO employees, ensuring all required topics are covered, required signatures obtained, and all equipment and keys are turned in.

The Service Provider shall out-process military personnel assigned to the National Capital Region.

C-5.7.1.20. Budget preparation and tracking

The Service Provider shall develop the Provost Marshal (PM) input to the Command Budget Estimate and forward to the designated Government representative.  The Service Provider shall track commitments, obligations, and balances throughout the year and report to the Provost Marshal each week.  The Service Provider shall prepare the unfinanced requirements for the PM and submit to the designated Government representative.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	1.  Attend staff meetings

    Attend Information Management Officer meetings

    Attend MDW PMO Conferences

2. Provide Timekeeping Services

      Track regular, overtime, leave, sick, & other  

          accountable hours

      Submit for approval

3. Prepare travel orders 

4. Coordinate training

      Schedule training

      Prepare reports on training attendance

         POSH

         SAEDA

         CO2

     Coordinate and submit training surveys to CPAC

5. Coordinate facilities maintenance

      Arrange facilities maintenance service calls

      Escort maintenance contractor or visitor
6. Provide Personnel Services

      Prepare personnel actions

      Process appraisals

      Process awards

     Track & report status of personnel actions

 7. Procure office materials

      Prepare orders for office supplies, furniture, &     

         equipment

     Complete DA Form 4610-R

     Locally purchase and pickup items

     Verify receipt of order  

     Verify invoice accuracy

8. Prepare on-board strength report

9. Prepare and provide density list of Government  

      owned equipment 

10.  Prepare DMS messages 

       Distribute DMS messages

11. Complete and Validate Reports

        Inventory and validate pagers and cell-phones

        Coordinate service repair requests 

        Coordinate phone maintenance

        Escort service repair personnel

        Submit verified telephone report 

        Report of office copier totals

12. Format and submit responses to staffing papers 

      and regulation updates

      Initiate and staff PMO regulation updates

      Initiate and staff PMO policy letter updates

13. Prepare correspondence

14. Perform office reception functions

        Respond to telephone calls
        Receive visitors

15. Follow-up on travel card delinquencies

16. Prepare publication and regulation orders

17. Pick up and deliver mail

18. Prepare conference room for presentations 
19.  In/Out Processing Personnel

          In-process new law enforcement employees 

          Out-process departing law enforcement personnel

          Out-process military assigned to Fort Belvoir

20.  Prepare and submit CBE

       Report budget expenditures and balances

       Prepare and submit UFR
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	Performance Standard
	Guidance and Regulations

	1. Attend meetings 100%

2. Submit T&A sheets for approval by the 1st work day following the end of the pay period.

3. Prepare travel orders within 1 work day of request.

4. Coordinate Training:

    Training scheduled within 7 work days of request.

    Complete training reports NLT 5 work days after 

        completion of training.

    Coordinate training surveys by suspense date

5. Contact DynCorps Service Desk within 1 work day of 

    notification of maintenance requirement

6.  Personnel Services:

       Prepare personnel actions within 1 work day of request.

       Prepare appraisals within 1 work day of receiving 

          request.

      Prepare awards within 1 work day of receiving request.

      Report status of personnel actions by 1st work day after

         end of the pay period.

7.  Procure Office Materials:

      95 % of all requisitions are properly prepared

      Verify order matches receiving invoice within 1 work 

day of receiving the order.

      Submit all invoices and receiving reports within 3 work

days of receipt.

8. Onboard strength reported NLT 3rd work day of the following month.

9. Density list completed by 1 September of each fiscal year

10. Prepare SIR Category 1messages within 12 hours of notification

      Prepare all other messages within 24 hours of notification

     Distribute messages within 1 work day of receipt

11. Complete and Validate Reports

      Inventory & reconciliation of wireless equipment by 1st of

         October.

     Request service repair within 1 work day of request

    Request phone maintenance within 1 hour of notification

     Submit verified telephone report within 5 work days of

        receipt

     Submit copier usage NLT 3rd work day of the following

        month

12. Prepare responses 1 work day prior to suspense date.

      Update regulations within SITOC suspense dates

      Update policy letters 30 days prior to expiration

13. Prepare correspondence NLT suspense date

14.  Reception Functions:

       Acknowledge visitors within 2 minutes

       Forward messages upon receipt

15. Delinquencies notified within 2 work days

16. Prepare publication orders within 5 work days of request

17. Mail picked up and delivered NLT COB each work day

18. Conference room setup NLT 30 minutes prior to presentation

19.  In/Out processing

       Conduct orientation within 5 work days of employees arrival

       Initiate out processing procedures for departing personnel within 10 minutes of arrival to out process.

20.  PM CBE shall be submitted to the designated Government representative 3 work days prior to DRM suspense date.

       Weekly report shall be completed NLT COB on each Friday.

       UFRs shall be submitted to the designated Government representative  3  work days prior to DRM suspense date.


	1. None

2.  Defense Civilian Pay System (DCPS) User’s Manual

3.  DoD FMR 7000.14, Chapter 9

4.  DA Pam 351-4

5. None

6. PERSACTION Manual and Award Guide, AR 672-20, AR 690-200, AR 690-300, AR 690-400

7. DFAS 37-1, CTA 50-909, AR 710-2, DA Pam 710-2-2, MDW Reg 715-11, GSA Retail On-line Customer Sales Report System.

8.  AR 570-4; FB Reg 570-4

9.  AR 750-1; AR 750-2

10.  AR 25-1; AR 190-40, Chapter 3; MDW Information Management/Information Technology Compliance and Reference Document

11. AR 25-30

12. FB Staff Paper Training Guide

13  AR 25-50

14. None

15. DoD FMR 7000.14, VOL 9, Chapter 3

16. AR 25-1; AR 25-30, DA Pam 25-30; DA Pam 25-33

17. MDW Information Management/Information Technology Compliance and Reference Document; 

AR 25-51

18. None

19. AR 600-8-101 Personnel Processing


C-5.7.2. PMO-Unique Support Services

C-5.7.2.1. Records Administration and Release of Information

The Service Provider shall ensure all Military Police files and records are secure and are maintained and disposed of in accordance with AR 25-400-2 and required regulations. Records contain sensitive information and must be properly accounted for in accordance with the Privacy Act.  The Service Provider shall ensure all juvenile offender records are filed and secured separately from adult offenders.

The Service Provider shall prepare information release (records and files) packages requested under the Privacy Act and Freedom of Information Act and forward to the designated Government representative for release.

The Service Provider shall release records and files to Fort Belvoir Military Police as requested including, but not limited to, juvenile and adult records, files, and cases.  Release of information may involve performing records checks on past offenses and researching individuals within the National Crime Information Center (NCIC) system.

The Service Provider shall create and update Military Police desk reference data that identifies subjects and victims.  The Service Provider shall provide desk reference information as requested by Military Police officers.  The Service Provider shall yearly purge reference data files.

The Service Provider shall conduct background checks as requested by Fort Belvoir organizations and official government agencies, such as Defense Security Service, Department of Treasury, and Department of Defense.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Process Traffic Violation Notices and Armed Forces tickets

Prepare release of information packages

Create MP reference data records

Update MP reference data records

Purge MP reference data records

Conduct background checks


	Annually

Annually

Annually

Annually

Annually

Weekly
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	Performance Standard
	Guidance and Regulations

	Process Traffic Violation Notices and Armed Forces tickets within 3 work days of receipt

Prepare release packages within 3 work days

Create/update new reference data within 1 work day of receiving data

Maintain 100% accountability of MP reference data

Purge reference data records NLT 31 Oct of each year

Conduct background checks within 30 minutes when requested by official government agencies; conduct background checks within 3 work days when requested by Fort Belvoir organizations


	AR 25-55; AR 25-400-2; AR 190-5, Chapter 4 & 5; AR 190-45; AR 340-21; DA Pam 25-51; DODD 5400.7; and DODD 5400.11




C-5.7.2.2. Court Liaison

The Service Provider shall liaison and maintain communication with the United States District Courts for the Eastern District of Virginia, Fort Belvoir Juvenile Review Board (JRB), Fairfax Intake Center, Courts of Appeal for Fairfax County, and Juvenile and Domestic Relations District Court of Fairfax. In maintaining communication and serving as a liaison, the Service Provider shall perform administrative tasks associated with court briefings and other procedural requirements including, but not limited to, forwarding DWI/DUI test results to the Garrison SJA, pull case and ticket files for court appearances for Military Police, prepare memorandum for informing Military Police of court appearances, preparing and filing paperwork with the courts, and other procedural requirements as necessary.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Pull case and ticket files for court appearances

Prepare memo to military police for court dates

Coordinate appearances for JRB

Coordinate court dates for juvenile courts with juveniles

Forward DWI/DUI test results


	Annually

Annually

Annually

Annually

Annually
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	Performance Standard
	Guidance and Regulations

	Provide MPs a copy of case and ticket files within 48 hours of receiving the docket

Prepare memo NLT 48 hours of receiving the docket.

Coordinate appearance NLT 1 work day after notification of upcoming JRB

Contact Fairfax Juvenile Court NLT 3 work days after SJA notice of non-prosecution

Forward DWI/DUI test results within 1 work day of receipt


	AR 190-29 and AR 190-45


C-5.7.3. Notices of Action and Appeals

The Service Provider shall recommend appropriate notices of action to be levied against individuals based on specific case facts.  Recommendations will be reviewed and approved/denied by the designated Government representative.

Once a notice of action is approved, the Service Provider shall prepare and submit requests to the Garrison Staff Judge Advocate for Notices of Suspension/Revocation Letters, Barment Letters, and Notices of Quarters Warnings and Terminations.  The Service Provider shall coordinate serving notices of action. The Service Provider shall ensure recipients have been served notices of action and that the chain of custody has been maintained. 

The Service Provider shall prepare appeal packages for administrative appeal authority use during appeal hearings.  Appeal packages shall include all necessary information pertaining to defendants and notices of action including, but not limited to:

· Notices of Suspension and Revocation Letters

· Barment Letters

· Notices of Quarters Warnings and Terminations

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Process Notices of Suspension/Revocation Letters

Process Barment Letters

Process Notices of Quarters Warnings and Terminations

Prepare Appeal Packages
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Annually

Annually

Annually
	15
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	Performance Standard
	Guidance and Regulations

	Process Notices of Suspension and Revocation Letters within 3 work days of notification

Process Barment Letters within 3 work days of notification

Process Notices of Quarters Terminations and Warnings within 3 work days of notification

Prepare appeal packages within 3 work days of notification


	AR 190-5; AR 190-45; and AR-210-50 Chapter 3


C-5.7.4. Law Enforcement and Crime Data Reporting

The Service Provider shall verify the accuracy of Military Police Journals (MPJ) with respect to accompanying documentation IAW local SOP.  (MPJs contain entries where incidents occurred, but for which Military Police officers could not substantiate criminal activity or for which there was no criminal intent.).  Notification shall be made to Garrison organizations that specialize in counseling services and/or whose operations are affected by incidents recorded in the MPJ including, but not limited to, notifying Garrison counseling agencies for referral of participants involved in domestic disputes and notifying installation maintenance offices of repairs that may be needed.

The Service Provider shall be responsible for ensuring the daily Military Police Blotter (MPB) is accurate with respect to accompanying documentation and in compliance with prescribing regulations.  The MPB is generated by the automated Offense Reporting System-2 (ORS-2) and is used to provide a chronological record of Military Police activities developed from reports, complaints, information, incidents, and related events.  The automated management information system, required for use in Army Provost Marshal Offices, is due to change to Centralized Operations Police System (COPS) in June 2001.

The Service Provider shall prepare the initial Military Police Reports (MPR) for final submission.  An initial MPR is developed by the field Military Police Officer and submitted to the duty desk personnel.  The Service Provider shall ensure information contained in the initial report is correct and entered into ORS-2.  Finalizing MPR’s may include performing record checks on past offenses and researching individuals within the National Crime Information Center (NCIC) system.  A final MPR is considered complete when ORS-2 data is accurate.  The Service Provider shall submit the final MPR to the designated Government representative for signature.

The Service Provider shall initiate a Commander’s Report of Disciplinary or Administrative Action (DA Form 4833) IAW AR 190-45 for subject offenders and process through the appropriate activities and agencies.

The Service Provider shall use ORS-2 to compile National Incident Based Reporting System (NIBRS) statistics.  NIBRS is an incident-based reporting system through which data is collected on each crime occurrence. NIBRS data is designed to generate a by-product of local, state, and federal automated records systems.

The Service Provider shall use data query (DQRY) to gather statistical data for reports as required to identify crime trends, location of offenses and other reports as requested by authorized garrison personnel.

The Service Provider shall prepare and submit the Law Enforcement and Discipline Report to the designated Government representative in accordance with prescribed format.  The crime data report includes compiled statistics of Fort Belvoir incidents.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Verify accuracy of Military Police Journals

Verify accuracy of Military Police Blotters

Verify accuracy & finalize Military Police Reports

Initiate DA Form 4833

Compile NIBRS data

Query ORS2 

Submit Law Enforcement & Discipline Report
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Monthly

Monthly

Quarterly
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	Performance Standard
	Guidance and Regulations

	Military Police Journals and Blotters processed within 1 work day

Military Police Reports processed within 3 work days

DA Form 4833 for magistrate courts are completed within 5 work days of notification of court results from SJA.

DA Form 4833 for affiliated military and government personnel are completed within 3 work days after receiving the MPR from desk personnel.

NIBRS processed by 5th work day of the month

Query Reports will be furnished within time requested.

Submit report within 5 work days of the end of quarter


	AR 190-45 and Uniform Crime Reporting (UCR) Handbook NIBRS Edition, Pgs. 1-2, local PMO SOP


C-5.7.5. System Administration

The Service Provider shall serve as the ORS-2 (or COPS) and NT Network administrator for the PMO and obtain the NCIC certification.  The Service Provider shall troubleshoot software including, but not limited to, rebuilding relations of the management information system (changing from ORS-2 to COPS) to ensure it is operable.  Rebuilding ORS-2 is an internal system maintenance function that troubleshoots data errors within the system.  The Service Provider shall also assist system users to include giving guidance on ORS-2 operation.  The Service Provider shall ensure continued system operability and data availability at all times.

The Service Provider shall identify primary and backup points-of-contact for after-hour emergencies.  Points-of-contact shall be available to troubleshoot system problems.

The Service Provider shall provide IT support services to the Provost Marshal Office.  Level I desktop support includes, but is not limited to, updating versions of anti-virus software; upgrading existing software programs; loading new software; troubleshooting initial network, software, and hardware problems; and referring in-depth problems to SITOC help desk for action.

The Service Provider shall prepare a Capability Request (CAPR) for justifying information technology requirements IAW MDW Acquisition Instructions.  The Service Provider shall obtain designated Government representative approval and submit all CAPRs to the SITOC.

The Service Provider shall maintain the inventory of information technology assets (hardware and software).  The Service Provider shall conduct an annual inventory of Information Technology assets (hardware and software), reconcile the inventory, and report any missing items to the designated Government representative IAW AR 735-5.  

The Service Provider shall prepare the PMO’s accreditation for the information management systems IAW MDW IM/IT Compliance and Reference Document.  The Service Provider shall forward the accreditation to the designated Government representative.

	Required Service
	Frequency
	Occ’s
	Performance Period

	
	
	
	1
	2
	3
	4
	5

	Rebuild system

Provide troubleshooting and assistance 

  During normal work hours

  After normal work hours

Provide Level I desktop support for PMO

Conduct inventory of hardware and software

Prepare accreditation package

Deploy new IT equipment, upgrades, and releases

Prepare Capability Requests (CAPRs) for technology

Update accreditation


	Weekly

Annually

Annually

Annually

Annually

Triennial

Annually

Annually

Annually
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	Performance Standard
	Guidance and Regulations

	Provide assistance within 1 hour of notification

Emergency problems responded to within 30 minutes of request

Route problems responded to within 1 hour of request

Complete inventory NLT 31 December

Submit 100% accurate accreditation package by suspense date

Deploy critical upgrades, such as anti-virus, within 5 minutes of receipt

Deploy new IT, upgrades, and releases by suspense date

Prepare CAPRs within 5 work days of request

Submit updated accreditation by suspense date


	AR 5-12; AR 25-1;  AR-210-7; AR 210-50; AR 380-19; AR 710-2; AR 735-5; AR 750-1; CTA 50-909; DFAS 37-1; DA Pam 25-1-1; DA PAM 710-2-1; GSA Retail On-line Customer Sales Report System; MDW Regulation 715-8, MDW Acquisition Instructions; MDW Regulation 715-11; and MDW IM/IT Compliance and Reference Document



C-5.7-i


