Installation Environmental Management System Implementation Support

Statement of Work

1.0  Objective:  This statement of work defines Contractor requirements to support  (Installation) in implementing an EMS in accordance with Army policies and guidance, and in conformance with the ISO 14001 standards. 

2.0  Background:  An environmental management system (EMS) is the part of an organization’s overall management system that integrates environmental concerns and issues in the organization’s management processes.  Executive Order (EO) 13148, “Greening the Government Through Leadership in Environmental Management”, 21 April 2000, directs all Federal agencies to implement an EMS by 31 December 2005.  The Army’s EMS policy directs a phased approach to EMS implementation.  The Deputy Assistant Secretary of the Army (Environment, Safety, and Occupational Health) signed an action memorandum on 13 July 2001.  The memorandum directs installations to comply with EO 13148 by meeting Army and DOD EMS implementation metrics by 31 December 2005, and then, through the use of continual improvement, to develop an ISO 14001-conforming EMS by September 2009.  The implementation metrics that are to be completed by 31 December 2005 are:

· Development of a policy statement - 30 September 2003

· Conduct an installation-wide EMS self-assessment - 30 March 2004 

· Develop an EMS implementation plan- 30 September 2004

· Compile a prioritized list of environmental aspects - 30 March 2005

· Conduct awareness-level EMS training - 30 March 2005

· Conduct at least one documented management review of the EMS - 31 December 2005

No boilerplate EMS applies to all Army installations. Although the ISO14001 standard can be applied to many different types of organizations, differences in organization and mission dictate that an EMS must be tailored to the individual installation. Each installation must  determine the best way to design or adapt their own management procedures to conform with the ISO14001 standard and Army policy and guidance.  

As installations go through the process of implementing an EMS there may be areas where contractor support may be needed.  The goal of contractor assistance, however, is to facilitate the process. In order for an EMS to be a successful management tool for the Army, the EMS should engage personnel at every level across the entire installation.  Senior leaders must take ownership of the EMS and a broad cross-functional team should accomplish much of the required implementation support.  Buy in and support will only occur when stakeholders from across the installation come together and help build the EMS.  

In order to facilitate implementation of EMS in the Army, HQDA has developed the U.S. Army Environmental Management System Implementer’s Guide and the U.S. Army Environmental Management System Commander’s Guide.  Both of these documents provide guidance to Army installations on how to implement a mission-focused EMS at their installation that meets the Army and DOD implementation metrics, and is in accordance with Executive Order 13148, and the ISO 14001 standards.  Additionally, HQDA is developing EMS awareness and implementation training that can be used by installations to satisfy ISO14001 requirements.

3.0 Scope:  The contractor shall assist (Installation) and its activities in implementing an EMS in accordance with Army policies and guidance, and ISO 14001 standards.  According to Army policy, an installation must have an EMS in place by September 2005 and must have a mission-focused, ISO 14001 conforming EMS in place by September 2009.  

In order to achieve these goals within the set timeframe, the U.S. Army Environmental Management System Implementer’s Guide identifies 30 EMS implementation steps that lead to a mission-focused, ISO14001-conforming EMS.  The sequence of steps in the guide can be rearranged to fit the needs and desires of the installation.  The contractor shall provide support consistent with the steps outlined in the U.S. Army Environmental Management System Implementer’s Guide (referred to as the “Implementer’s Guide”) 

In completing this effort the contractor shall:

Task 1.  Initial EMS Planning (Implementer’s Guide Steps 1-8)


Task 1.1.  The contractor shall attend a kick off meeting and prepare a project management plan. The plan shall describe the contractor role, the management approach and include a critical path diagram that identifies the milestones necessary to reach a fully conforming EMS by 30 Sept 09.


Deliverables: A project management plan.

Task 1.2.   The contractor shall assist (installation) in coordinating with the Environmental Quality Command Council (EQCC) to form a Cross Functional Team (CFT) that will implement the EMS across the installation. The contractor shall assist in the identification of all of the installation’s major functional areas. The contractor shall assist in the identification of CFT members.

Deliverables: A list of major functional areas.  A list of CFT members.

Task 1.3  The contractor shall attend and assist in the preparations for the initial EMS implementation meeting with the EQCC or equivalent senior leadership advisory group.

Deliverables: None

Task 1.4  The contractor shall assist with facilitating and coordinating the EMS kickoff meeting in accordance with Army guidance. This may include planning and coordinating meeting logistics, preparation for the meeting and preparation of meeting minutes.

Deliverables: Meeting materials.  Meeting minutes.

Task 1.5. Installation Self-Assessment.  The contractor shall assist the installation in performing a self-assessment to analyze conformance of the installation’s existing programs to the ISO14001 standard. The self-assessment should focus at the systemic level and examine installation policies, processes, and procedures relevant to EMS requirements. This task will include performing an EMS gap analysis and creating a report on environmental strengths and weaknesses.

Deliverables:  A gap analysis report.

Task 1.6.  EMS Implementation Plan.  The contractor shall assist the EMSMR and CFT to develop a written implementation plan in accordance with Army guidance.  This task will be tailored to the needs of the installation to meet the Army and ISO 14001 requirements for a fully conforming EMS.  The contractor shall assist in obtaining the Commander’s approval of the implementation plan. This may include assistance with staffing and briefing the plan as necessary.

Deliverables: A written and signed final implementation plan.

Task 2.  EMS Training.  (Implementer’s Guide Steps 3, 11, 24, and 29) The Army has developed a number of training courses and training packets that address various facets of EMS awareness and implementation for installation personnel.  The contractor shall obtain appropriate HQDA EMS implementation guidance and training materials as well as ISO14001 guidance. The contractor should leverage HQDA implementation training packages. Some customization of the training packages to accommodate installation-specific requirements may be necessary. Customization may include items such as implementation and/or training schedules, garrison command structure and tenant organization information. When the existing Army training is not available, or does not meet a specific need of the installation, the contractor shall develop and provide the following training:

Task 2.1.  (Implementer’s Guide Step 3)  The contractor shall assist in the orientation and training of the CFT members.  The contractor shall assist in presenting this information to the CFT. This may include coordinating meeting logistics and reproduction of training materials. 

Task 2.2.  (Implementer’s Guide Step 11)  EMS awareness training in accordance with ISO 14001 requirements for all installation personnel.

Task 2.3.  (Implementer’s Guide Step 24) Determine competency based training needs in accordance with Army guidance and ISO 14001 requirements, and develop and provide training packages for personnel who perform tasks which can cause significant environment impacts.

Task 2.4.  (Implementer’s Guide Step 29) Provide training for internal auditors on EMS auditing procedures.

Deliverables:  Development of the training courses, assistance in the conduct of the training, and preparation of EMS training materials. 

Task 3. Identification of Installation Mission Priorities.  (Implementer’ Guide Step 9)  The contractor shall assist with the determination of installation mission priorities. The contractor shall provide support to the EMSMR and CFT for the following activities:

· Develop an inventory of installation priorities.

· Select the interviewees and prepare for the interviews.

· Notify leadership of impending interviews and schedule.

· Conduct the interviews

· Document the results of the interviews

· Analyze the results and determine the installation’s top mission priorities.

Deliverables: Written list of Installation mission priorities.

Task 4.   Environmental Policy (Implementer’ Guide Step 10)  The contractor shall assist with the development, staffing, publishing and revising of an environmental policy in accordance with Army guidance and ISO14001 that is specific to the installation and its mission priorities.

Deliverables: A written environmental policy statement ready for the GC’s signature.

Task 5.  Document Control.  (Implementer’ Guide Steps 12,13, and 26)  The contractor shall develop written procedures to ensure proper management of EMS documentation.  The document control procedure should ensure documents can be easily located and accessed, are kept current, and are periodically reviewed and updated as needed in accordance with Army guidance and ISO 14001 requirements.  The document control procedures will include all documents related to the installation EMS, to include, but not necessarily limited to, manuals, procedures, SOPs, and records.

Deliverables:  A written document control procedure.

Task 6.  Communication Procedures.  (Implementer’s Guide Step 14)  The contractor shall develop and implement procedures for the internal and external communication of installation EMS information.  The contractor, to the extent possible, will utilize existing installation communication procedures.

Deliverables.  A written procedure to facilitation internal and external communication of installation EMS information. 

Task 7.  Legal and Other Requirements.  (Implementer’s Guide Step 15)  The contractor shall develop and implement a procedure to identify, and have access to, all current and applicable legal and other requirements pertaining to installation environmental issues.  

Deliverables.  A written procedure to systematically identify and access all legal and other regulatory requirements pertaining to installation environmental issues.

Task 8.  List of Aspects, Impacts, Objectives, and Targets.  (Implementer’s Guide Steps 16-19 and 21)  The contractor shall assist the installation in identifying its activities, products, and services, and their associated environmental aspects and impacts.  The contractor shall assist in prioritizing and determining the significance of the environmental aspects.  The contractor shall also assist the installation in developing its environmental objectives, and the associated targets to meet the objectives, in accordance with Army guidance.  

Deliverables:  An itemized written list of installation activities, products, and services and the associated environmental aspects and impacts.  A written list of environmental objectives and the associated targets to meet the objectives.

Task 9.  Installation Environmental Management Programs (EMPs).  (Implementer’ Guide Steps 20 and 22)  The contractor shall assist the installation in developing EMPs.  An EMP is a plan for addressing and managing each of the significant aspects and the associated objectives and targets.  The contractor shall also assist the installation in confirming and documenting the organization and structure of EMPs and the associated individual and organizational responsibilities for implementing and operating the EMS

Deliverables:  A written EMP for each significant aspect that is identified at the installation and includes appropriate individual and organizational responsibilities.

Task 10.  Standard Operating Procedures (SOPs) and Other Documents.  (Implementer’s Guide Step 23)  The contractor shall prepare SOP, and other documents, as required, associated with all activities, products, and services that have environmental aspects and associated impacts, to describe the appropriate actions for managing those aspects and impacts.  The contractor will utilize existing Army and installation documents to the maximum extent possible.   

Deliverables:   Written SOPs and other documents, as required. 

Task 11.  Monitoring and Measuring.  (Implementer’s Guide Step 25)  The contractor shall develop procedures that regularly monitor and measure the key characteristics of the installation’s operations and activities that can significantly impact the environment.  The procedures will include information addressing how monitoring equipment shall be calibrated and maintained and the appropriate records retained.  The contractor shall assist in periodically evaluating compliance with relevant environmental legislation and regulations.  The monitoring and measuring procedures will be documented and in accordance with Army guidance and ISO 14001 requirements. 

Deliverables:  Written procedures to monitor and measure, on a regular basis, the key characteristics of the installation’s operations and activities that can have a significant impact on the environment.   

Task 12.  Emergency Response Procedures.  (Implementer’s Guide Step 27)  The contractor shall assist the installation in developing and reviewing procedures to identify the potential for, and the response to, accidents and emergency situations, and for preventing and mitigating the environmental impacts that may be associated with them.

Deliverables:  Written procedures to identify and response to potential and actual emergency situations that may have environmental impacts.

Task 13.  Nonconformance.  (Implementer’s Guide Step 28)  The contractor shall develop procedures for defining responsibility and authority for handling and investigating non-conformance with the ISO 14001 standard, and develop preventive and corrective actions.

Deliverables:  Written procedures for the identification, correction, and future prevention of nonconformance with the installation EMS.

Task 14.  Internal Audits and Management Reviews.  (Implementer’s Guide Steps 29 and 30)  The contractor shall assist the installation in conducting periodic internal EMS audits and management reviews in accordance with Army guidance, to ensure conformance with ISO 14001 standards.  The audits must utilize the Environmental Performance Assessment System (EPAS) EMS protocols.  Documentation of all findings will be made in EPAS and a determination must be made to assess the status of conformance to Army and ISO 14001 requirements (self declaration).

Deliverables:  Internal management assistance in the conduct of EMS audits and management reviews.

Task 15.  Cost and Performance Reports:  

a. The contractor shall prepare and submit monthly progress reports to the (Installation) technical point of contact (TPOC) that include the following: narrative of objectives; progress during the reporting period; meetings attended; problems or delays encountered and response taken; any problems or concerns anticipated during the next reporting period.  Each monthly report shall also include incurred costs and labor hours on a monthly and cumulative basis.

b. The contractor will travel as directed by the government and will comply with applicable government travel regulations.

4.0 Submittal Requirements and Delivery Schedule.  Submittal requirements and respective delivery dates are provided in the table below and are also specified within each task under Section 3 of this task order.

	Deliverable
	Due Date

	Project Management Plan
	[ X ] days after task order start date

	Lists of major functional areas and potential CFT members
	[X] days after task order start date

	EMS Kickoff meeting materials
	[X] days prior to Kickoff Meeting

	Meeting Minutes
	[X] days after each meeting

	Gap Analysis
	[X] days after task order start date

	Signed Implementation Plan
	[X] days after task award

	Training Materials
	[X] days prior to training

	List of Installation Mission priorities
	[X] days after task award

	Signed Policy Statement
	Within [X] days after task award

	Document Control Procedure
	Within [X] days after task award

	Written Communication Procedures 
	Within [X] days after task award

	Written procedure to identify legal requirements
	Within [X] days after task award

	Itemized list of installation activities, products and services and associated environmental impacts
	Within [X] days after task award

	List of environmental objectives and targets
	Within [X] days after task award

	Written EMP for each significant aspect
	[ X ] days after task order start date

	SOPs
	[X] days after task order start date

	Monitoring and Measuring Procedures
	[X] days after task order award

	Emergency Response Procedures
	[X] days after task order award

	Nonconformance response procedures
	[X] days after task order

	Monthly Cost and Performance Reports
	By the [date] of the following month


5.0 Period of Performance. All requirements of this task order shall be completed by the Contractor within the specified time period, but no later than [date].
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