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Equipment Maintenance





CONTRACT MAINTENANCE PROGRAM





This regulation sets up the Rome Laboratory Contract Maintenance Program for nonstandard, government-owned equipment, and designates the Logistics Division, Maintenance Branch the focal point for the program. It also prescribes the use of AFSC Forms 2868 and 2876. It applies to all Rome Laboratory organizations needing contractual maintenance of assigned equipment. This regulation applies only to Rome Laboratory at Griffiss AFB.
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1. Policy:





a. The Rome Laboratory Contract Maintenance Program applies only to government- owned, Rome Laboratory possessed, nonstandard equipment.


b. Contract maintenance is only used after all Rome Laboratory and base maintenance resources have been exhausted and providing that the manufacturer's warranty or guarantee on the equipment has expired.


2. Types of Maintenance Available:





a. On-call maintenance. Done as needed at the equipment location. It may include preventive maintenance scheduled periodically, repair when equipment breaks down, alignment, and calibration. Equipment cannot be modified under this contract. Send on-call maintenance requirements to the Maintenance Branch as soon as the need is firm but not less than 90 days before the desired date for start of services.


b. One-time repair. Provides for a one-time inspection and essential repair of equipment including alignment and calibration if needed. If possible, one-time repairs should be made at the contractor's facility on a fixed-priced basis. Not less than 90 days, therefore, should be allowed for processing AFSC Form 2868 and for acquisition lead time (see para 2b(1) for exception). estimate the time it will take the contractor to repair the equipment after receipt, on AFSC Form 2868, block 22.


(1) Exception. If the requirement is urgent enough (for example, equipment breakdown during a test program) to need swift handling by the base Contracting Division, send the requirement immediately with a statement of urgency. Type the statement on bond paper with the heading, Justification for Urgent Acquisition. Include the reasons why swift handling is needed, identify the projects supported and their priority, and state the impact if acquisition is delayed. The statement must be signed at division level and be marked For Official Use Only (AFR 12-30).


(2) Ship equipment to the contractor's plant for repair per paragraph 4 of this regulation.


c. Modification of equipment. Normally involves updating equipment to the manufacturer's current configuration. Describe in detail work to be done on AFSC Form 2868 or include it in a separate statement of work sent with the AFSC Form 2868. Be detailed enough so it can be negotiated on a fixed-price basis. Do not allow less than 90 days for processing the requirement and for acquisition lead time. Ship equipment to contractor's plant for repair per paragraph 4 of this regulation. Estimate the time it will take the contractor to modify the equipment after receipt at contractor's plant, on AFSC Form 2868, block 22. If you cannot describe the modifications in detail, if the contractor must engineer them, or if they will result in proposals needing detailed cost analysis, process them to the Rome Laboratory Contracting Directorate.


d. Consolidated Computer Maintenance (CCMM).





(1) Using activity sends a letter to the Maintenance Branch giving item nomenclature by manufacturer, item serial number, model number, location, responsible directorate, project number, and the name, symbol, and telephone number of person requesting the maintenance service.


(2) Funding is covered under the consolidated maintenance program when service is provided. Project funds are set aside to reimburse the consolidated maintenance program in the amount of funds that are used.


(3) the Maintenance Branch sends a listing containing all items covered by the CCMM to each directorate semiannually for review, certification and update. When completed, this listing must be returned to the Maintenance Branch.


3. Use of AFSC Form 2868:





a. Activities possessing equipment on which maintenance is to be done send requests to the Maintenance Branch on AFSC Form 2868.


b. Prepare three copies of AFSC Form 2868 according to attachment 1. The division chief must sign the original copy, and all copies are marked For Official Use Only.


c. Send AFSC Form 2868 to the Maintenance Branch with supporting documents if needed, which may include one or more of the following:


(1) Work specifications.


(2) Sole source justification.


(3) Urgent acquisition justification.


(4) AFSC Form 2852.


(5) Any other documentation pertinent to the requirement.


d. Do not prepare AFSC Form 2868 until you have determined that:





(1) The equipment is government-owned and is accurately listed on Laboratory accountability records. (See note below.) If the end item equipment is not listed on Laboratory accountability records, the subcustodian sends DD Form 1348-6 (AFSCR 67-9/RL Sup 1).


NOTE. Do this by verifying that the information (noun, model, part, serial numbers) on the custodian's equipment list and as shown on the equipment nameplate are identical. Resolve discrepancies with and make inquiries to the Logistics Materiel Control Activity (LMCA) about equipment accountability before preparing the form.


(2) The equipment is covered by a warranty (or guarantee).


Do this by checking the warranty or guarantee item sticker on the equipment. You may send AFSC Form 2868 for an item under warranty for on-call maintenance services provided the required date for start of service is not earlier than the day following the day that the warranty expires.


(a) If equipment to be repaired is covered by a warranty or guarantee, send a letter to the Maintenance Branch requesting warranty adjustment or repair.


(b) Include in the letter;


1. National stock number (NSN).


2. Nomenclature (model number, part number, and manufacturer's name).


3. Serial number of equipment.


4. Purchase contract or order number, if available.


5. List of local technical representative or repair facilities, if available.


6. A statement describing equipment defects.


(c) Send AFSC Form 2852 with the letter. Complete the form per AFSCR 67-9/RL Sup 1, except leave blocks 9 and 24 blank. Maintenance Branch personnel complete them.


e. Send a separate AFSC Form 2868 for each of the following maintenance requirements:


(1) On-call maintenance requirements.


(2) One-time repair of equipment.


(3) Modification of equipment.


(4) Requests to add additional items of equipment to existing maintenance contracts.


4. Shipment of Equipment to Contractor's Plant. Use DD Form 1149 to ship equipment to a contractor's plant for repair or modification.


a. Send AFSC Form 2852 with each AFSC Form 2868 used to request repair or modification of equipment at a contractor's facility. Complete the form per AFSCR 67-9/RL Sup 1, except leave blocks 9 and 24 blank. Maintenance Branch personnel complete them.


b. If equipment is to be shipped to the contractor for repair according to the terms of an on-call maintenance contract, the using activity prepares AFSC Form 2852 and sends it through the Maintenance Branch to the Rome Laboratory LMCA (AFSCR 67-9/RL Sup 1). Include in block 9 of the form the words: contract maintenance and the applicable contract or purchase order number.


c. If the AFSC Form 2876 shows that the contractor's representative is to handcarry equipment to the contractor's plant for repair, the Maintenance Branch prepares DD Form 1149 from information on the AFSC Form 2876 at the time the contractor's representative reports to the Maintenance Branch and before he or she leaves the Laboratory. The Maintenance Branch also:


(1) Makes sure that the contractor's representative acknowledges receipt of the equipment by signing and dating all copies of DD Form 1149.


(2) Gives a copy of DD Form 1149 to the contractor's representative.


d. Under no condition is equipment to be shipped to a contractor for inspection or repair before award of a contract or receipt of authorization from the contracting officer. WARNING - written or oral requests from an equipment manufacturer to ship equipment to his or her facility for inspection or repair at no cost to the government do not constitute authority to ship the equipment. In all cases, send the requirement to the Maintenance Branch on AFSC form 2868. Send with the form copies of any documentation from the equipment manufacturer showing that all or part of the work will be done at no cost.


5. Sole Source Justification. If applicable, prepare sole source justification and send with AFSC Form 2868. Prepare sole source justification per attachment 2. Two copies of the statement must be signed by the director or division chief as applicable. Requirements for $100,000.00 and over are signed by the director before being sent to the Command Section for final approval.


6. Justification for Using Contractor Services:





 a. Justify on AFSC Form 2868, block 18, using contractor services to do the maintenance.


b. Justification may be brief, but must be meaningful. Very brief statements such as "equipment needs repair," "repairs are beyond base capability," "lack of personnel," or similar statements do not justify using contractor service and are not acceptable. Other factors such as missions/projects supported by the equipment and their priorities; impact on mission/project accomplishment if repairs are not completed or are delayed; nonavailability of duplicate or acceptable substitute equipment to replace defective equipment; nonavailability of in-house skills to do the work, etc., must be considered to arrive at a valid determination that using contractor services is justified.


7. Use of AFSC Form 2876:





a. The Maintenance Branch prepares AFSC Form 2876 when they receive a request for service from the using activity. They give the form to the contractor's representative when he or she arrives at Rome Laboratory and he or she returns it to the Maintenance Branch before leaving Rome Laboratory.


b. The contractor's representative completes and signs section


II of the form.


c. Responsible Air Force personnel, normally the project engineer of the using activity, certifies that services have been completed before the contractor's representative leaves the work are.


d. The Maintenance Branch may authorize deviations to the above procedures when services are to be done at an off-base annex or when the contractor's arrival and departure time fall outside normal Rome Laboratory duty hours.


e. Section III of AFSC Form 2876 cannot be signed until section II has been reviewed and determined to be complete and accurate.


8. Responsibilities:





a. Organizations needing contract maintenance:





(1) Prepare AFSC Form 2868 (paragraph 3a).


(2) Justify using contractor's services to do the maintenance (paragraph 6).


(3) Give information for Determination and Findings to justify a Buy America Act exemption when the contractor must furnish foreign-made parts.


(4) Give technical help by evaluating contractor proposals or quotations.


(5) Make sure that all calls for contractor-furnished maintenance service are placed through the Maintenance Branch.


NOTE. Organizations are prohibited from making unauthorized obligations of funds by placing calls directly to the contractor or asking for or accepting services from a contractor without contractual coverage (AR 177-16 and AFR 30-30).


(6) Make sure that contractor personnel are not permitted to work on the equipment unless they have AFSC Form 2876 in their possession.


(7) Make sure that contractor personnel perform only


services and furnish only materials which are specifically


authorized under the contract. Make sure that qualified Air Force personnel inspect the work done and materials furnished by the contractor. Inspections of work done at the contractor's facility should be done within 10 days after return of the repaired or modified equipment to Rome Laboratory. Notify the Maintenance Branch immediately when:


(a) Returned equipment is damaged.


(b) Services done or material furnished by the contractor is deficient.


(c) Contractor has done unnecessary work or work which is not authorized under the terms of the contract.


(d) Inspection cannot be done within 10 days. Tell the


Maintenance Branch the reasons for the delay and the date the inspection will be done.


(8) Make sure no work is done by government personnel to correct contractor discrepancies unless the work is authorized by the contracting officer.


(9) Certify that the contractor's performance was or was not satisfactory and according to the terms of the contract as follows:


(a) Certify on-site services by completing and signing section III of AFSC Form 2876 (attachment 3).


(b) Certify services not covered by AFSC Form 2876


(normally services done at the contractor's plant) by completing and signing the preprinted endorsement on FL 2 (DOC) when the form letter and invoice covering the services to be evaluated are received.


(10) Keep a copy of each DD Form 1149 covering shipment of equipment to a contractor's plant for repair or modification. The form is furnished by the Rome Laboratory LMCA and is filed in the custodian file pending return of the repaired item from the contractor.


b. The Maintenance Branch:





(1) Prepares AF Form 9, covering contract maintenance of Rome Laboratory-possessed equipment. Coordinates on and processes all completed AF Forms 9 to base Contracting. If funds must be cited, the form is routed through the Comptroller, Accounts Control and Cost Accounting Branch for citation of funds.


(2) Develops work specifications from information on AFSC Form 2868, when applicable.


(3) Reviews all AFSC Form 2868 and supporting sole source justifications and returns to the initiator:


(a) Forms which are not completely and accurately filled out (attachment 1).


(b) Forms which do not allow enough time for processing and acquisition action. Exceptions are made for emergency one-time repair requirements having an estimated cost of less than $2,500.00, provided a statement justifying urgent acquisition action is sent with the AFSC Form 2868.


(c) Sole source justifications considered unacceptable for acquisition.


(4) Determines if services are a valid maintenance requirement and fully justified.


(5) Determines if services an be done using existing on-base maintenance capability.


(6) Places all calls for service to contractors. Before placing the call, determines that services are within the scope of the contract and that enough funds are available on the contract to cover the estimated cost of the services.


(7) Gets certification from the using organization that materials/services furnished by the contractor are satisfactory and in accord with the terms of the contract. Note. All contract repaired TMDE is processed through the base TMDE Laboratory for certification of repairs before delivery to the user.


(a) Certification of on-site services. AFSC Form 2876 is normally used (para 7).


(b) Certification of work done at the contractor's plant. FL 2 (DOC), Technical Evaluation of Contract Services, is normally used. When the contractor's invoice is received, the form letter, with invoice attached, is sent to responsible personnel to certify services.


(c) The Maintenance Branch sends AF Form 2519, Certification Required for the Consolidated Computer Maintenance Management Program, to 416 416CONS/COS per AFR 70-9 monthly.


(d) The Maintenance Branch also sends a monthly decentralized report, as required, to 416 CONS/COS giving the number of calls made and total dollar expenditures.


(8) Coordinates on AFSC Form 2852 for shipping equipment to the factory for repair. When applicable, keeps AFSC Form 2852 in the purchase request file pending receipt of a contract or other authority to ship equipment from the contracting officer.


(9) Sends invoice, with a letter, certifying satisfactory performance of service, to the base Finance Section for payment. Sends a copy of the letter and invoice to the Accounts Control and Cost Accounting Branch.


Computer Division when applicable, for certification that the automatic data processing equipment (ADPE) described on the form is government property and on appropriate Laboratory ADPE records.


c. The Communications & Computer Division certifies on AFSC


Form 2868 that ADPE for which maintenance is requested is government property and on appropriate Laboratory ADPE records.


FOR THE COMMANDER
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SUMMARY OF CHANGES


This revision updates organizational titles and symbols; and raises the dollar amount for sole source requirements that need division chief's, director's, and Commander's approval in attach 2, para A2-7.


Attachment 1





INSTRUCTIONS FOR COMPLETING AFSC FORM 2868





HEADING: Self-explanatory.


SECTION I: Identifies the specific item(s) to be repaired, modified, calibrated, etc. Entries in this section must be pertinent to the item(s) on which service is to be done, not to the end item of which it may be a part, or, with which it is used.


Box 1: Enter full nomenclature (JAN-type or commercial) of item, including noun description and type, model, or series numbers, as applicable. This information should agree with the data appearing on the equipment nameplate.


Box 2: Enter the stock number. If the item has not been assigned a stock number, complete this box as follows:


a. If the item to be serviced is a component part of an end item equipment which has been assigned a stock number, enter the stock number of the end item equipment preceded by the abbreviation P/O (part of). In this case, enter the end item equipment nomenclature and serial number in box 26.


b. If the item to be serviced is not assigned a stock number and is not a component part of an end item equipment which has been assigned a stock number, check with the LMCA, Equipment Control Section for help in setting up accountability.


NOTE. Box 2 must be completed according to the above instructions. An incomplete box or the abbreviation N/A is not acceptable.


Box 3: Enter the manufacturer's part number, usually found on the equipment nameplate or stamped or marked on the item if no nameplate is provided.


Box 4: Enter serial number of the item to be serviced. Enter serial number of each item if more than one item is to be serviced.


Box 5: Self-explanatory.


Box 6: Enter unit cost of item to be serviced.


Box 7: Show type of funds. If project funds, enter job order number, AFSC Form 2916 number, and RC/CC code; if discretionary funds, show the discretionary task control number.


Box 8: Enter estimated total cost of services; show estimated cost of parts or services.


Box 9: Self-explanatory.


Box 10: Self-explanatory.


Box 11: Self-explanatory.


SECTION II: Check appropriate boxes to show present condition of equipment and specific maintenance services needed:


a. If periodic preventive maintenance is needed, enter the number of day's or month's interval between service. If interval is indefinite, enter "as required."


b. If repair or modification is needed, give full details in box 26 or attach a separate statement of work. List all known discrepancies that affect the serviceability of the equipment. Modification description includes all work that must be done to complete the modification. Avoid statements that only set up a requirement or describe the results of a desired modifications.


Box 13:





a. On-call maintenance requirements--desired date for start of services. The date selected must be realistic and allow enough time for processing the requirement and for acquisition lead time.


b. One-time repair or modification requirements -- enter realistic desired date for completion of services. Consider the following factors to determine this date:


(1) Time needed to process the requirement and for acquisition lead time.


(2) Time needed to ship equipment to and from contractor's plant.


(3) Estimated time it will take contractor to service equipment after it is received at the plant.


NOTE. Normal acquisition lead time is about 60 days. If fast service is needed, send a Justification for Urgent Acquisition with AFSC Form 2868.


Box 14-15: Self-explanatory. Entries in these boxes are needed if service on an as required or scheduled basis is needed.


Box 16: Self-explanatory.


Box 17: Enter full name and address of sole or suggested sources.


Include telephone number, if known.


Box 18: Enter a brief but concise statement justifying using contractor services to do the maintenance. Include projects supported, if applicable.


SECTION III: Check appropriate boxes to show desired contractual requirements. Use box 22 if additional special provisions are needed.


SECTION IV:


Box 19: Enter signature block of division chief. The division chief or designated alternate must sign.


Box 20: Enter date the form is approved at branch level.


Box 22: Enter any pertinent information not covered by a specific box on the form. When the AFSC Form 2868 is prepared for a one-time repair or modification, enter the information listed below or send as a separate attachment to the form.:


a. Detailed description of work to be done.


b. Identification of government furnished property (GFP), if any.


c. What tests will be done to evaluate contractor's work?


d. What criteria will be used to determine acceptance?


e. Who will do the acceptance tests (contractor or government personnel)?


f. Where will acceptance tests be done (contractor's plant or Rome Laboratory)?


g. Requirements for technical data if equipment is modified.


Box 23-26: Leave blank; reserved for use of activities shown.


Mark the completed AFSC Form 2868 For Official Use Only.





Attachment 2





POLICY FOR SOLE SOURCE STATEMENTS





Justification in this format must accompany all sole or brand name purchase requests.


A2-1. Brief Item Description:


A2-2. Brand Name and Part Number:


A2-3. Manufacturer or Source:


A2-4. Justification must clearly explain why only one source is available or one brand is required.


a. Describe the minimum essential features needed and why they cannot be found in any other item.


b. Clearly establish that the item is needed to be sure of safety, dependability, capability, or interchangeability.


c. Outline consequences if an alternate source or item is used.


d. If applicable, reference any prescribing directive which specifies the required item.


e. Describe and include evidence of any market research done to locate other items which could perform function or other sources for the item.


A2-5. Describe any actions taken to preclude the necessity for future sole source acquisitions.


NOTE. The following information is unacceptable as justification for sole source or brand name purchases:


a. The item costs less than a similar item. (Pricing is a contracting function.)


b. I have looked at other items and this is the best. (The minimum needs of the government must be specified.)


(Conclude with this statement)





A2-6. I certify that all possible research to find an acceptable substitute or competitive source has been accomplished and that no other source of item will suffice.


(Signature/Title of Initiator)


Approved/Disapproved


(Signature/Title of Approving Official)


NOTE. Include the information needed by paras 1 through 5b above. Do not try to incorporate this information in the statement by referencing AFSC Form 2868. the Maintenance Branch permanently files AFSC Form 2868 in the purchase request or contract file and does not give it to the contracting officer as part of the acquisition package.


A2-7. Signatures. Include the appropriate signature block in each sole source statement. The original copy must be signed. Required signatures are:


a. Up to $2,500 - sole source statment is not needed.


b. $2,501 to $100,000 - division chief.


c. $100,001 to $1M - director.


d. $1M to $10M - Rome Laboratory Commander.


*NOTE. Sole source statements $100,001.00 and over require signatures of the initiator, director, and the Commander. The initiator prepares AF Form 1768, per AFR 10-1/RL Sup 1, with the following routing and actions:


Directorate Signature CCEA Log


416 CONS/COS Coordination CCE Review


FMF Coordination/Cite CV Coordination


LGM Coordination CC Signature


DO Coordination LGM Process


The certification signatures on the sole source statement should appear as follows:


(Signature/Title of Initiator)


Approved/Disapproved


(Signature/Title of Director)


Approved/Disapproved


(Leave Blank - For CC Signature)


A2-8. Sole Source and Urgent Acquisition Justification. Since most urgent requirements are bought on a sole source basis, you may combine the justification for urgent acquisition and sole source justification in a single statement under the heading, sole source and urgent acquisition justification. Follow para 7 for signature level.


NOTE. Type For Official Use Only at the bottom center of the statement.


Attachment 3





INSTRUCTIONS FOR COMPLETING AFSC FORM 2876





A3-1. AFSC Form 2976 is used to document contractor maintenance services done under on-call type contracts on Rome Laboratory-possessed equipment.


EXCEPTION. When specified in the contract, a contract-furnished service report may be used instead of AFSC Form 2876.


A3-2. When properly completed, the AFSC Form 2876 forms a complete record, including evaluation of contractor services, of one service call. The form has three sections, used as follows:


a. Section I - used by the Maintenance Branch to:


(1) Document using activity's request for service.


(2) Document call to contractor for service.


(3) Document date and time of contractor's arrival at and departure from Rome Laboratory.


(4) Compute estimated cost of call.


B. Section II - completed by the contractor and includes in appropriate blocks of the form:


(1) A brief but concise outline of work done.


(2) Identification of any items which must be repaired at the contractor's facility. Show whether the defective items will be shipped by the government or handcarried by the contractor's representative.


(3) An accurate portrayal of the contractor's working time.


(4) An itemized list of parts furnished by the contractor.


It is particularly important that the cost (actual or estimated) or parts is included.


(5) Signature of contractor's representative who did the work and date of signature.


c. Section III - completed, signed, and dated by qualified Air Force personnel of the using activity. The signature of non-Air Force personnel IS NOT ACCEPTABLE. If work is unsatisfactory, give details to the Maintenance Branch in a separate letter.





