




















http://www.ustreas.gov/offices/enforcement/ofac/


https://www.pcisecuritystandards.org/




http://www.state.gov/g/tip
http://www.shopmyexchange.com/


























Contract No. OFF 10-202 
Attachment No.3 to Amendment No.2  

  Contract No.BKY 08-354 
 
 

EXHIBIT C SPECIAL PROVISIONS / CONCESSION PAGE 5 

 

12.  UTILITIES (APR 05). 

     a. The Exchange will pay for all utilities, to include heat, power, water, sewage service, and trash removal unless 

otherwise provided in the contract.  The Exchange will not be liable for losses caused by interruptions of utility service. 

     b. Concessionaire will pay for connecting and disconnecting utilities to concessionaire furnished equipment. 

     c. Concessionaire will pay all costs for telephone service used in performance of this contract.  The concessionaire will 

publish the phone number in all listings by identifying the type of business or the Exchange Corporate Identity, as 

applicable, followed by the installation name (i.e., Barber Shop, Hill AFB, or Stripes the Alterations Place, Hill AFB). 

     d. Concessionaire and concessionaire employees will comply with the Exchange energy conservation programs.  

Concessionaire furnished equipment requiring utilities hookup will comply with the Exchange energy conservation 

policy.  Concessionaire furnished equipment determined by the contracting officer to be energy inefficient will be 

replaced with acceptable equipment at concessionaire's expense. 

 

13.  INTERNAL CONTROLS (JAN 13).   
Concessionaire will keep a complete and accurate accounting of all transactions including, but not limited to, facility 

sales, route sales, organization sales, etc. 

     a. Cash Registers.  The concessionaire will provide and maintain cash registers, either Electronic Cash Registers 

(ECR) or an Electronic POS System as required in the exhibit titled Concessionaire Furnished Equipment and as 

described below.  Cash register procedures follow: 

            (1) Concessionaire will obtain the written approval of the Exchange Representative on Exchange Form 6550-27, 

Contractor's Cash Register Record, before a cash register is placed into or removed from service.  The approval will 

document the information listed on Exchange Form 6550-27 and be signed by the exchange representative and the 

concessionaire.  The concessionaire will immediately notify the Exchange Representative if a cash register becomes 

inoperative.  Sales will be recorded on Exchange Form 6550-9, Customer Daily Sales Register, until the inoperative 

register is repaired or replaced.  An Exchange Form 6550-27 must be completed when the inoperative register is removed 

from service and again before it is returned to service or replaced. 

            (2) All sales (cash, charge card or deposit) will be recorded on the cash register when the transaction is made.  

Service and merchandise sales will be recorded separately on the designated keys of the cash register.  The customer will 

be given a cash register receipt for the sale. 

            (3) Refunds, overrings, void transactions and readings before and after test rings made for other than recording 

sales (e.g., repair) will be documented using the Concessionaire Cash Register Adjustment Voucher, Exchange Form 

6550-24.  If the contract requires a cash register with a sales form validation feature, the concessionaire will validate the 

adjustment vouchers.  Attach one copy of completed vouchers, signed by the customer or repairman and concessionaire or 

concessionaire's designee, to the Z reading receipt tape submitted with the Concessionaire's Settlement Report, Exchange 

Form 6550-10.  All other deductions from sales must be supported as required by the contracting officer. 

            (4) The concessionaire will X read cash registers daily at close of business.  At the monthly cut-off, concessionaire 

will Z read the register and remove the register tape.  Write the activity/branch number on the tape, Z read, then X read the 

register again to put the opening readings on the next month's tape.  Submit Z reading receipt tapes for each settlement 

period with the Concessionaire Settlement Report, Exchange Form 6550-10, to the supporting exchange accounting 

office.  Cash register journal tapes will be retained by the concessionaire for six (6) months. 

            (5) Only cash, checks, and other cash instruments received from sales, and established change and petty cash funds 

will be placed in cash registers.  All cash register disbursements such as customer refunds or petty cash purchases must be 

supported by an appropriate refund or petty cash voucher.  Overrings must be reported on the Exchange form 6650-10, 

Concessionaire Settlement Report in accordance paragraph 14.a., below. 

     b. Electronic Cash Register (ECR) - The ECR will be a general purpose unit for use in a small business environment.  

General Specifications: 

            (1) Key functions:  The following key functions are required: 

                    (a) Department Keys:  A sufficient number of department keys to accommodate the number of services 

and/or different fee percentages is required by this contract. 

                    (b) Numeric Keys:  Includes 0-9 keys that are used in entering quantity, price and other values as required.  

Decimal point will be automatic where required. 
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                    (c)  No Sale Key:  Other than the emergency release feature, the no sale key must be the only key that opens 

the cash drawer when the machine is outside of a transaction.  No other keys may be used in conjunction with the no sale 

key.  The no sales feature must produce a transactional counter printout on the X and Z readout tapes. 

                    (d) Refund Key:  Used to refund a completed transaction.  Must have separate resettable totalizer which will 

not subtract nor add to the non-resettable grand totalizer. 

                    (e)  Tax Key:  A tax key programmable for various tax rates in accordance with the particular state law.  

Taxes must totalize on the X and Z readout tape.  The register should provide for manual entry of tax amounts different 

than the programmed amount. 

                    (f)  Item Correct/Void Key:  Used to void item operations within a transaction.  Must have a separate 

resettable totalizer which will not subtract nor add to the non-resettable grand totalizer. 

                    (g)  Validation Key:  A validation key and slip printer capability. Validation print will be on an item basis, 

not a transaction basis, printing only a single line of data on a single or multiple copy form. 

                    (h)  Exchange Coupons: Use for coupon redemption.  Coupons must totalize on the X and Z readout tape. 

  (i)   Cash: Used to document tender type.  Cash must totalize on the X and Z readout tape. 

                       (j)  Checks: Used to document tender type.  Checks must totalize on the X and Z readout tape. 

         (k)  Charge:  Used to document tender type.  Charges must totalize on the X and Z readout tape. 

  (l)   Exchange Gift Cards (Optional): Used to document gift card redemption and is an option key, however, 

total amount of gift cards redeemed must be reported on the Exchange Form 6650-10, Concessionaire Settlement Report 

in accordance with paragraph 14.a., below. 

  (m)  Other Keys:  Other keys may be used as determined by the concessionaire.  Registers with received-

on-account, paid out, or other features that subtract from the department total and non-resettable grand totalizer must have 

those features blocked for non-use. Charge: Used to document tender type. 

            (2) Physical:  The ECR may be unified or modular in design with overall uniform dimensions not to exceed 21" 

deep x 20" wide x 18" high.  The cabinet will be made of durable molded plastic type material or other heavy duty 

construction that is stain resistant and easy to clean with general purpose household cleaners.  All hinges, locks, latches, 

mounting brackets and other cabinet hardware will be constructed of metal or other equally durable material that is rust 

resistant and designed for heavy daily use. The register will be designed to insure that miscellaneous items such as paper 

clips, metal staples, coins and etc. cannot accidentally enter or fall into the register. 

            (3) Cash Drawer:  The cash drawer will be of heavy duty construction designed for constant daily use.  It will have 

an emergency release mechanism  preferably located under the drawer.  The ECR must have a closed drawer feature to 

prevent register operation unless the drawer is closed and fully latched. 

            (4) Keyboard:  The keyboard shall be the basic mode of information entry.  It shall consist of 10-numeric value 

keys arranged in standard adding machine configuration, functional keys as required to perform all cash register functions 

and transaction keys to perform all required cash register transactions.  An audible tone will sound when a key is 

depressed or an error is made. 

            (5) Displays:  Operator and customer displays are required.  Both will be large, easy to read panels having a 

minimum character height of 1/2 inch.  It will display a minimum of 8 numeric values and required transaction indicators.  

The customer display must be viewable by customers at all times. 

            (6) Printer Tapes:  Must print a Customer Receipt Tape and a Journal Tape. 

                    (a) Customer Receipt Tape will print header, proper descriptors (including department number) next to 

amounts and the date.  Receipt print shall be legible and self-explanatory and be identified with a cash register number 

and a transaction number. 

                    (b)  Journal Tape will contain the date, each transaction total, no sales, voids, refunds, overrings, coupons, 

tender type, X and Z readings and a non-resettable customer or transaction counter printed on it.  It shall be legible and 

self-explanatory.  Changing of receipt and journal tape will not require removal of any part of the print mechanism or 

electroplate. 

                    (c) ECRs will have a Customer Receipt and Journal Tape (two station) alpha/numeric dot matrix printer units.  

Unified ECRs will have a "fixed" self-contained, 2-station printer unit with either a drum or alpha/numeric, dot matrix 
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print element. 

                    (d) The 2-station printer receipt and journal paper will be single-ply rolls having identical dimensions to 

allow one size roll to fit both printers.  Paper will be either 38MM or 44MM wide.  The receipt and journal will space and 

feed paper independent of the other.  

                    (e) The journal tape will be automatically rolled and stored in a compartment 

            (7) Grand Totalizer:  Must have a non-resettable grand totalizer, non-resettable Z reset counter and non-resettable 

transaction counter.  It must produce an X and Z readout tape totaling each/all functions of the register.  The non-

resettable grand totalizer and Z reset counter need not print on the X tape.  The Z readout, after initial printing, must clear 

all totals except the three non-resettable totalizers. 

            (8) Electronic Memory Unit:  Will identify by letter abbreviation or numerical identification department numbers, 

total, change, amount tendered, X and Z operations and any other salient features of the ECR. 

            (9) Totals and Counters: 

                    (a) The register shall have the capability to total all departments with each having a separate total that 

accumulates net sales, i.e., sales minus refunds and voids. 

                    (b) Grand Totals:  The grand total shall be the result of accumulating gross sales data unaffected by refund 

and void key entries, i.e., it shall not be decreased by refund and void key transactions.  The grand total will be non-

resettable, nine-digit capacity and will print on the receipt and journal when read (X read operation). 

                    (c) Counters:  All counters will be four-digit capacity and non-resettable providing a continuous count for 

customers or transactions. 

            (10) Power Requirements:  The equipment will have a factory installed, internal power supply that is designed to 

operate using the commercially available power within the Exchange facility. 

            (11) Memory Protection:  The register will be fully operational after power interruptions or outages without any 

loss of programming parameters or accumulated totals for a minimum of 125 hours.  Register with operating memory 

on/off switch is not acceptable. 

     c. Electronic POS System. Offerors who have not previously obtained the Exchange approval of their Electronic POS 

System must send a request to the Exchange Representative with adequate information demonstrating the capabilities of 

the system and its compatibility with paragraph 13, Internal Controls, of Exhibit C, Special Provisions.  If the request is 

not approved, offerors must provide the Electronic Cash Register as identified in paragraph 13.b. above.  When an 

Electronic POS System is approved in writing by the Exchange Representative, the requirements of 13.a.(3) and 13.a.(4) 

above are not waived.  However, in lieu of Exchange Form 6650-24, Concessionaire Cash Register Adjustment Voucher, 

the concessionaire may use a printed POS form completed in accordance with paragraph 13.a.(3).  The requirements of 

paragraph 13.a.(4) are waived only if the POS system has an electronic journal tape.  All other requirements of this 

Special Provision still apply.  Concessionaire must supply all documents described in their approved system procedures 

with each settlement report.  Modifications of the approved procedures and reports will require written approval of the 

Contracting Officer prior to implementation. 

     d. Forms. The following procedures apply if customer property is accepted for servicing, a deposit is collected, an item 

is rented, an item is sold on layaway, an item is purchased to be delivered, or an item is ordered for customers. 

            (1) Concessionaire will provide prenumbered claim tickets, work orders, sales forms, or order forms as 

appropriate, acceptable to the contracting officer.  Forms will list concessionaire's name, followed by the phrase 

"Exchange Service Concessionaire."  Where the contract specifies that the concessionaire will perform under an Exchange 

Corporate Identity, the phrase “Exchange Service Concessionaire” will be replaced with the name and logo of the 

Exchange Corporate Identity.  A separate number series will be used for each outlet and forms will be numbered to 

preclude repetition of numbers during the contract.  Concessionaire will submit a list of forms assigned for use by each 

outlet or route to the supporting exchange office.  Distribution of copies will be prescribed by the contracting officer. 

            (2) Concession activities accepting customer property for servicing or processing will use claim tickets providing 

spaces for the following information as applicable:  (a) date of order, (b) customer's name, rank, organization or address, 

and telephone number, (c) description of customer property, (d) list of each service performed, (e) charge(s) for each 

service, (f) sales tax if applicable, and (g) the following:  "If the property identified on this order is not picked up within 

90 days after the item is ready, the customer donates and transfers all right, title, and interest in the property to the Army 

and Air Force Exchange Service."  (In case of privately-owned vehicles left for servicing, the customer will be required to 

sign adjacent to the clause on the concessionaire copy of the order.) 
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            (3) Forms will be used in numerical sequence.  Voided forms will be annotated with the number of the form used 

to replace it and processed as a completed transaction.  Customer identification and a full description of each product sold, 

or service performed, will be listed on the form and the charge for each item listed separately.  Parts and/or products will 

not be included with service as a single charge.  If  the contract requires a cash register with a sales form validation 

feature, the concessionaire will validate each form for every sales transaction. 

            (4) The customer will be furnished a copy of completed form.  If a customer calls for property without a claim 

ticket, require identification, obtain the customer's signature on the control copy, countersign, and indicate the date of 

pickup. 

            (5) Route sales will be shown separately on the settlement report. 

            (6) If a customer picks up a portion of the items listed on a claim ticket, the unclaimed items will be listed on a 

new claim ticket, and the customer furnished a copy. 

            (7) Completed forms will be retained in the originating activity for 90 days (1 year for automotive activities) after 

the applicable settlement report date.  After this period, concessionaire will remove forms from the concession activity 

and maintain at concessionaire's records storage area for three (3) years after final payment under the contract. 

     e. Customer Daily Sales Register.  If a cash register is not required, concessionaire must use Exchange Form 6550-9, 

Customer Daily Sales Register.  The register will be prepared in duplicate, showing the applicable sales data and signed 

by the customer.  Each sale will be recorded on the sales register at the time payment is made.  Customers will be given a 

receipt showing the name of the concessionaire, item purchased, purchase price, and date of sale.  Customer refunds will 

also be recorded on the sales register.  Refund amount will be enclosed in brackets and deducted from register totals.  

Each refund entry must contain the customer's name, address, telephone number, and signature.  Attach a copy of all 

completed register pages to the settlement report. 

 

14.  CONCESSIONAIRE SETTLEMENT REPORT (JAN 13). 
     a. Concessionaire will prepare Exchange Form 6550-10, Concessionaire Settlement Report, or other reporting format 

approved by the contracting officer, in duplicate, for each reporting period, listing each facility separately on the report.  

Copies of the Z reading receipt tapes (originals only), Concessionaire Cash Register Adjustment Vouchers, Exchange 

Form 6550-24, and Customer Daily Sales Register, Exchange Form 6550-9 (if authorized for use), for the reporting period 

will be attached. 

     b. The reporting period will be by calendar month. 

     c. An original Concessionaire Settlement Report must be forwarded to arrive in the supporting exchange accounting 

office or Exchange Headquarters/FA and one copy of the original to the Exchange Representative no later than the 15th 

calendar day of the month following the reporting period. 

 

15.  FEE DEPOSIT AND PAYMENT (MAY 99). 

     a. The "Estimated Fee" is determined by multiplying the contract fee by the estimated monthly sales in the solicitation.  

The estimated sales may be revised by unilateral contract agreement if the actual sales vary significantly from the 

estimated sales.  Payments must be made to arrive in the supporting exchange accounting office as follows: 

            (1) If the "estimated fee" is less than $1,500, the actual fee payment for the monthly reporting period is due no 

later than the 15th calendar day of the following month; 

            (2) If the "estimated fee" is $1,500 or more, concessionaire must deposit with the exchange accounting office one-

half the "estimated fee." The full amount of the actual fee for each monthly reporting period is then due no later than the 

15th calendar day of the following month.  The fee deposit will be refunded to the concessionaire within 30 calendar days 

of the expiration/termination of the contract, less any amount due the Exchange.  No interest will accrue to concessionaire 

on the deposit while held by the Exchange. 

     b. Fee (and settlement report) for less than a full reporting period upon termination or expiration of the contract will be 

forwarded to arrive no later than 10 calendar days after termination or expiration of the contract.  Payment of flat fees will 

be prorated. 

     c. When the 15th day of the month falls on Saturday, Sunday, or a national holiday, payment will be due the next 

working day. 

     d. A late charge of $75.00 will be assessed on all fee payments not received at the designated payment office by close 

of business on the date due.  This charge will be in addition to other remedies provided by the contract. 
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16.  TAXES (FEB 89). 
     a. Concessionaire is responsible for determining the applicability of and for payment of all federal, state, host country, 

and local taxes applicable to the property, income, and transactions of concessionaire.  If required by applicable laws and 

regulations, concessionaire will collect and remit sales taxes to the state.  Sales taxes which have been collected as 

required by Clause 8, Prices, will be excluded from the computation of gross receipts.  The amount excluded will be listed 

on the Concessionaire Settlement Report.  The amount of taxes excluded will not exceed the actual sum payable to the 

state.  If required by state law or regulation, concessionaire will obtain and conspicuously display the state sales tax 

permit. 

     b. Concessionaire warrants that the contract prices or other consideration do not include any tax or duty from which 

concessionaire is exempt under the laws or agreements of the United States Government, state or host country where this 

contract is performed.  If any such tax or duty has been included in the pricing or consideration through error or otherwise, 

the contract pricing or consideration will be correspondingly reduced or adjusted.  If for any reason after the contract date, 

concessionaire is relieved, in whole or in part, from the payment or the burden of any tax or duty included in the contract 

pricing or other consideration, the contract pricing and/or other consideration will be correspondingly reduced or adjusted. 

     c. If this contract covers an activity involving a Federal Occupational Tax, concessionaire agrees as a condition 

precedent to engaging in or operating such activity, to tender to the Exchange the amount of any Federal Occupational 

Tax applicable thereto if payment has not been accomplished by concessionaire, or to reimburse the Exchange the amount 

of any such tax the Exchange has paid as a result of the operation of such activity by concessionaire.  As between the 

parties of this contract, notice or demand for payment from an office of the U.S. Internal Revenue Service will be 

conclusive that the Federal Occupational Tax is payable and in the amount so specified to be due. 

 

17.  CONCESSIONAIRE AND CONCESSIONAIRE EMPLOYEES (CONCESSION PERSONNEL) (Jan 00). 

     a. Responsible management will be provided during all hours of operation at the concession activity.  The manager or 

designated representative will be knowledgeable of contract terms and conditions and will have authority to conduct 

business as required by this contract.  Authority will include, but will not be limited to, purchase of operating supplies, 

maintenance and repair of equipment, training of employees, maintaining prescribed hours of operation, supervision of 

concessionaire employees, and settlement of customer complaints and claims.  The concessionaire will provide written 

notice to the contracting officer naming the person appointed manager or representative. 

     b. Concessionaire will furnish a sufficient number of trained, qualified employees to ensure the efficient performance 

of this contract.  New concessionaires will give first consideration for employment to employees of the previous 

concessionaire, or if direct operated, Exchange employees. 

     c. All concessionaire employees having customer contact must be able to read, write, and speak English at a fluency 

level sufficient for efficient performance of the contract. 

     d. The concessionaire will, at concessionaire's expense, make employees available for any applicable training 

according to training dates determined by exchange management. 

     e. Concession personnel must meet the health and security standards prescribed by the contract and applicable 

regulations, and must obtain installation passes, permits, and security clearances when applicable. 

     f. Concession personnel will be neat and clean.  Customer contact personnel will wear attire typical of styles 

commonly used by the better local commercial facilities of the same trade and as approved by the contracting officer. 

Nameplates will be worn by all customer contact personnel. For branded facilities the logo nameplate will be provided by 

the concessionaire.  For non-branded facilities, the standard Exchange nameplate will be worn in the manner prescribed 

by current directives.  Standard Exchange Nameplates will be furnished by the Exchange to the concessionaire at a 

nominal cost. 

     g. Concession personnel will give prompt and courteous treatment to authorized customers. 

     h. Concession personnel will abide by applicable regulations and directives and conduct themselves so as not to reflect 

discredit on the Exchange. 

     i. Concessionaire will discontinue the use of any employee for performance of this contract upon written notice from 

the contracting officer that the individual is not (or no longer) acceptable for performance under this contract.  

Concessionaire will not use any such employee to perform other Exchange contracts without the prior written consent of 

the applicable contracting officer. 
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     j. Concessionaire will not employ any individual for this contract who has been determined unacceptable for 

performance under any other Exchange contract or has been separated for cause by the Exchange. 

 

18.  ACTIONS TO BE TAKEN UPON TERMINATION (INCLUDING EXPIRATION) (JAN 05). 

     a. If contractor desires to sell, and the Exchange desires to purchase, any or all of the concessionaire furnished property 

including equipment, furniture and movable trade fixtures, etc., used in the facility by concessionaire for this contract, the 

value of the property will be jointly agreed upon by both parties.  Contractor must show clear title to all items transferred. 

     b. Concessionaire will promptly settle concessionaire's account with the Exchange including payment in full of all 

amounts due; yield up the premises, installed property and fixtures, and all the Exchange furnished property, clean and in 

as good order and condition as when received (damage due to acts of God or the U.S. Government, and ordinary wear and 

tear excepted); surrender all installation passes, decals, etc., for all concession personnel; and complete satisfactory 

settlement of all customer complaints and claims.  Termination of this contract does not release concessionaire from the 

obligation to satisfactorily settle customer complaints and claims. 

     c. Concessionaire will promptly remove all concessionaire furnished property not purchased by the Exchange 

including equipment, furniture and movable trade fixtures, tools of the trade and supplies.  Property will be removed after 

the close of business on the final day of the contract unless other arrangements have been approved by the local exchange.  

Upon failure to yield up the premises or remove concessionaire's property as required, the contracting officer may enter 

the premises, have concessionaire's property removed and stored in a warehouse at concessionaire's expense, and have the 

premises cleaned and restored at concessionaire's expense.  In this event the Exchange will exercise due care in the 

removal and storage of contractor’s property, however the Exchange assumes no liability for any loss or damage to 

concessionaire property under these circumstances.  If concessionaire is indebted to the Exchange, or does not promptly 

remove concessionaire property, concessionaire authorizes and empowers the contracting officer or their representative to 

take possession of concessionaire's property and dispose of same by public or private sale without notice, and out of 

proceeds of sale, satisfy all costs to the Exchange including the costs of sale, handling, storage, etc., and any other 

indebtedness to the Exchange. 

     d. If concessionaire is not awarded a follow-on contract, concessionaire will arrange transfer of the activity's telephone 

number to the new concessionaire unless prohibited by the servicing telephone company. 

     e. Where concessionaire performed the contract under an Exchange Corporate Identity, concessionaire will cease use 

of all the Exchange names and identity standards upon the termination or expiration of the contract. 

 

19.  UNCALLED-FOR CUSTOMER PROPERTY (DEC 88).   
Customer property not picked up within 90 days from the ready date is uncalled-for customer property and will be 

handled as follows: 

     a. Concessionaire will contact the customer if the property is not picked up within a reasonable time after it's ready and 

will keep a record of contacts.  If required by the contracting officer, concessionaire will provide a list of uncalled-for 

customer property indicating the order/ticket number, customer name, description of item(s), and amount due. 

     b. The contracting officer will determine disposition of uncalled-for customer property.  Uncalled-for customer 

property valued at more than $100.00 released to concessionaire must be accounted for.  Items sold will be handled as a 

sale.  Fees will be paid on these transactions. 

     c. Customer vehicles will be turned over to the exchange with copies of the customer order, the work order, the 

notification to the customer, and all other available documentation. 

 

20.  LOST, ABANDONED, AND UNCLAIMED PROPERTY (DEC 88).   
Personal property left in the concession area will be promptly returned if the owner can be identified.  If prompt return is 

not possible, the items will be turned over to the appropriate military office for lost, abandoned or unclaimed items.  

(Example:  a customer leaves an umbrella in the concession.) 

 

21.  INVENTORY TRANSFER (FEB 89). 

     a. If this contract is not awarded to the incumbent concessionaire or is for converting an Exchange direct operated 

service activity to concession operation, the new concessionaire will purchase all unclaimed finished customer orders-
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which involve processing or repair of customer-owned property-from the previous concessionaire or the Exchange.  This 

does not include uncalled-for customer property, as defined in Clause 19 of this exhibit.  The unclaimed finished customer 

orders are to be purchased by the commencement date of service under this contract, and the purchase price will be the 

full charge(s) in effect at time customer(s) turned the item(s) in for processing or repair, less any cash deposit(s) and less 

the Exchange's fee under any previous contract.  The outgoing concessionaire will deliver at no charge all unprocessed 

orders to the new concessionaire.  The new concessionaire assumes full responsibility for servicing unprocessed orders 

and delivering the finished orders to customers at the original price.  Payment of fee to the Exchange will be at the rate in 

either the previous contract or, if previously an Exchange direct operation, this contract.  Before starting service under this 

contract, a listing of transferred inventory-by finished and unfinished work-signed by both the outgoing and incoming 

concessionaires will be given the contracting officer. 

     b. Upon expiration or termination of this contract, concessionaire will transfer all undelivered customer orders to any 

new concessionaire or to the Exchange, as determined by the contracting officer.  Payment to concessionaire will be on 

the basis of the full charge(s) under this contract, less any cash deposit(s) and less the Exchange's fee. Contracting officer 

will determine appropriate disposal for uncalled-for customer orders.  Any monies received from the sale of uncalled-for 

customer property will be remitted by the Exchange to concessionaire, to the extent of concessionaire's share of the 

customer charges for services rendered. 

 

22.  INDEBTEDNESS (FEB 89). 

     a. Concessionaire will pay promptly according to the terms of this contract all indebtedness incurred in connection 

with performing the contract.  If a due date is not specified, payments due the Exchange must be received no later than 15 

days after receipt of notice of amounts due.  If all amounts due under this or other contracts are not received, at any time 

thereafter the contracting office may direct by written order that daily receipts be turned over to the Exchange until all 

amounts owing the Exchange are paid. 

     b. The Exchange may charge concessionaire for a dishonored check received from concessionaire, except when (1) the 

bank acknowledges the dishonor to be a bank error or (2) the return is the result of an Exchange error.  The charge will not 

exceed the administrative amount the Exchange normally charges its customers for dishonored checks.  The contracting 

officer may require payment to be made in cash, certified check, or cashier's check. 

 

23.  PRICE/FEE REVISIONS (FEB 89).   
The prices and fees established in this contract will remain firm throughout the term of the contract unless revised 

according to the following: 

     a. The contracting officer may initiate a price increase or decrease or grant one at request of the concessionaire.  A 

price increase or decrease will be at the sole discretion of the contracting officer.  In the event of a price decrease, the fee 

to the Exchange will be decreased to result in the reduction of income due to the price decrease being absorbed by the 

Exchange. Any increase/decrease in concessionaire expenses directly attributable to price revisions will be taken into 

consideration by the contracting officer in computing the appropriate fee change. 

     b. The contracting officer will make such price/fee revisions by issuing a unilateral contract amendment to become 

effective on the date indicated in the amendment.  The concessionaire will implement the prices on the date established in 

the amendment.  The fee revision will be considered final unless concessionaire submits a request for reconsideration to 

the contracting officer within 30 days after receipt of the amendment.  A request for reconsideration may only be based on 

the fact that the contracting officer's fee revision will result in loss of income to the concessionaire which can be directly 

attributed to the price revision.  After receipt of a request for reconsideration, the contracting officer will reconsider the 

action and issue a final decision under the Disputes clause of this contract.  However, nothing in this clause will excuse 

the concessionaire from proceeding with implementation of the revised prices on the date established in the amendment. 

 

24.  INSURANCE (FEB 89). 

     a. Concessionaire will maintain in full force and effect, during the contract, at least the insurance coverage in the 

Insurance Requirements exhibit. 

     b. Concessionaire will be liable for damage, loss or injury to property or persons resulting from acts or omissions of 

concessionaire, concessionaire's employees or agents, whether or not covered by required insurance. 
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25.  PROMOTIONAL EVENTS (APR 05).   
Concessionaire will conduct promotional events as specified below: 

     a. Concessionaire Sponsored (Paid-For) Promotions:  

            (1) Concessionaire must pursue an active sales promotion program featuring, at a minimum, the number of events 

specified in the Promotional Events clause of the Schedule.  The concessionaire promotion program will be equal to or 

better than programs offered in the commercial sector by similar businesses.  The period for each promotional event will 

coincide with the the Exchange promotional event schedule.  Fee to the Exchange will be calculated on the discounted 

price. 

                    (a) The specific promotional items/services, discounts, and promotion dates will be coordinated by written 

agreement between the concessionaire and the Exchange.  The agreement need not be in the form of an amendment to the 

contract. 

                    (b) The concessionaire will provide the exchange a proposed promotional program for the balance of the 

calendar year within 30 days of contract award.  The concessionaire will provide a proposed promotional program during 

the month of November each year for the subsequent calendar year.  The promotional program will describe the 

items/services to be promoted, the dates of the promotion, and the discounts proposed. 

            (2) If concessionaire operates as a branded business, they will participate in the promotion programs developed by 

the brand. 

            (3) Other promotional price reductions for limited time periods may be provided upon written agreement between 

concessionaire and the Exchange.  Such written agreement may provide for temporarily reducing fee in conjunction with 

the promotional price reduction.  The agreement need not be in the form of an amendment to the contract. 

     b. Exchange Directed Promotions: 

            (1) Concessionaire will participate in all Exchange Special Coupon Booklets/Programs.  Periodically, the 

Exchange will provide customers with special coupons in recognition of events or achievements (i.e. reenlistments, birth 

of a child, newcomers, educational achievements, deployments, etc.) for use in purchasing merchandise or services that 

may be provided under this contract at reduced prices.  The coupon will show the specific amount of discount customers 

will be entitled to receive. The Exchange will fund the full cost of the face value of these coupons and the cost of 

marketing and advertising materials. 

            (2) Concessionaire will participate in all Exchange promotions identified in the Promotional Events clause of the 

Schedule.  Cost of these promotions will be as stated in the Schedule and may either be Exchange funded, concessionaire 

funded, or shared between the Exchange and the concessionaire. 

            (3) Concessionaire will participate in any other Exchange directed promotions.  These promotions may include, 

but are not limited to, percentage or dollar off coupons, temporary price reductions, reduced prices for service or 

merchandise with purchase of regular priced service or merchandise, frequent purchase/loyalty card program, gift with 

purchase, etc.  The Exchange will fund the full cost of these promotions. 

            (4) When the Exchange directed promotions require the redemption of an the Exchange coupon, concessionaire 

must comply with the following guidelines: 

                    (a) Concessionaire will honor and redeem all Exchange coupons presented by exchange customers.  The 

coupons are redeemable at face value only towards purchase of specific item/service indicated, subject to compliance with 

any time limit and/or other restrictions that may be specified.  Coupons will not be redeemed for cash. 

                    (b) The regular sell price (price before discount) will be rung on the cash register.  The amount of money 

collected from the customer will equal the regular sell price discounted by the coupon’s face value.  Concessionaire will 

calculate fee to the Exchange based on the regular sell price, before considering the discount customers are entitled to 

resulting from redeeming the special coupons. 

                    (c) If directed by the Exchange, concessionaire will have the customer print and sign their name and print 

their telephone number and the date on each coupon redeemed. 

     c. Concessionaire is encouraged to advertise in media produced primarily for distribution on military reservations to 

authorized customers.  Advertising in commercial media not specifically directed towards the military market, when not 

otherwise prohibited by the contract, requires prior approval of the contracting officer. 

 

26.  EXCHANGE TABLOID/SPECIAL SALES COUPONS, EXCHANGE GIFT CARD REDEMPTION  
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 (SEP 13). 

     a. Exchange Tabloid/Special Sales Coupons: 

            (1) Concessionaire will enter the total face value amount of the Exchange Tabloid and Special coupons redeemed 

during a reporting period on the Concessionaire Settlement Report, Exchange Form 6550-10.  The coupons received and 

redeemed will be submitted to the supporting exchange accounting office with the settlement report.  The supporting 

exchange accounting office will verify the coupon amount.  

            (2) Concessionaire will deduct the total face value of the coupons redeemed from fee payment unless otherwise 

specified by the contract. 

     b. Exchange  Gift Cards: 

            (1) Concessionaires will follow all current the Exchange policies and procedures regarding acceptance and 

processing of gift  cards, as set out in Exchange EOP 40-11 (Special Retail Programs). 

            (2) Concessionaire will honor Exchange  Gift Cards  and redeem for  merchandise.  Cash back from the gift card is 

not authorized in concession activities nor can they be redeemed for cash only at concession activities.              

            (3) Ring the merchandise selected and total the sale in the cash register or POS system.  

            (4) Enter the dollar amount of sale in the verifone, swipe gift card on the verifone or manually enter number from 

back of card. 

            (5) If the amount of the sale is greater than the face value of the card(s), collect additional amount due from 

customer.    

          (6) The Exchange will reimburse concessionaire for amount of the Exchange Gift Card(s) redeemed by exchange 

customers as follows:  

             (a) The concessionaire must use ONLY their assigned Verifone to process Gift Cards to eliminate the possibility 

of not being reimbursed for Gift Cards redeemed. Gift Cards will not be accepted during periods of downtime, or if 

Verifone is not active or available.  

             (b) The Exchange Gift Card(s) need to be listed on a transaction log, Exchange Form 4200-007, which will be 

submitted weekly to the Exchange HQs FA office. The Exchange HQs FA office will verify the Exchange Gift Card 

amount against the RMDS reports and will reimburse the concessionaire the amount on a weekly basis. 

27.  REFUNDS (DEC 88). 

     a. Concessionaire will be responsible for refunds to customers for customer dissatisfaction with an item or service or 

for any overcharges to customers.  Should concessionaire refuse or fail to promptly make any refund of overcharges to a 

customer, the Exchange may make the refund and charge the amount to concessionaire's account.  If a customer cannot be 

located or if refund to a customer is otherwise not practicable as determined by the contracting officer, concessionaire will 

pay the amount of the overcharge to the Exchange within 15 calendar days from date of demand by the Exchange. 

     b. Requests for refunds not promptly honored are considered complaints or claims subject to the provisions of the 

Customer Complaints and Claims clause. 

 

28.  CUSTOMER CHECKS (MAY 05). 

     a. Concessionaires are strongly encouraged to accept both local and out-of-town checks in payment for merchandise 

and services. 

     b. Concessionaire may charge the customer for a dishonored check except when (1) the bank acknowledges the 

dishonor to be a bank error or (2) the return is the result of a concessionaire error.  Concessionaire may not charge more 

than the administrative amount charged by the Exchange for dishonored checks.  Losses from dishonored checks are 

concessionaire's responsibility. 

     c. Under no circumstances will the concessionaire record the customer Social Security Number (SSN) on the check. 

29.  SAFEGUARDING OF CONCESSIONAIRE FUNDS ON ARMY AND AIR FORCE INSTALLATIONS  

(DEC 88). 

     a. When more than $100 are kept in the concessionaire facility during non-operational hours, funds will be secured in a 

steel safe equipped with a three-position combination tumbler locking device. 

     b. When more than $500 are held in the concessionaire facility during non-operational hours, the safe must: 
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            (1) be secured to the premises by being encased in a concrete bed; or 

            (2) be bolted or steel-strapped to a floor beam or an internal wall support beam with the bolts or straps concealed 

to prevent cutting or prying; or 

            (3) weigh in excess of 1,000 pounds. 

 

30.  CHARGE CARD AND MILITARY STAR CARD SALES (MAY 05). 

     a. Charge Cards: 

            (1) Concessionaire will accept Visa and MasterCard.  Concessionaire may also accept other recognized U.S. 

commercial charge cards. 

            (2) Concessionaire will accept the GSA Smart Pay Card and Government Purchase Card (GPC) from authorized 

customers and DoD civilians for official purchases upon presentation of the charge card and a Government Identification 

Card.  

            (3) Concessionaire is responsible for the payment of any fees, charge backs, and other arranged costs levied by the 

charge card issuing companies. 

     b. Military Star Card:  

            (1) Concessionaire will accept the Military Star card for products/services as authorized in this contract.  Primary 

responsibilities are as follows: 

                    (a) Concessionaire will report such sales on the Concessionaire Settlement Report in the same manner as 

other credit card sales. 

                    (b) The Exchange will provide procedures and forms required to process the Military Star card credit 

transactions.  

                    (c) Concessionaire will be charged a processing fee of 2.0% of all Military Star card transactions, to include 

sales tax, less merchandise refunds or adjustments, which will be deducted from the Exchange reimbursement to the 

concessionaire.  The fee percentage may be administratively reduced by the Exchange without contract amendment. 

                    (d) The Exchange will pay the contractor in accordance with the Payments clause shown below. 

                    (e) The Exchange will be responsible for collection of Military Star card account balances from customers. 

                    (f) Concessionaire will handle refunds and adjustments under the Military Star card program in the same 

manner as other credit card sales. 

                    (g) The term "daily sales receipts" in Special Provision 22, "Indebtedness", is expanded to include any funds 

payable to the concessionaire under the Military Star card program. 

            (2) Payment (CONUS):  

                    (a) Payment will be made weekly based on concessionaire's weekly summary of Military Star card 

transactions as verified and reported by the local exchange.  A check will be issued weekly covering the prior Monday 

through Sunday time period.  The check will be sent out approximately one week after the Monday through Sunday 

transaction period. 

                    (b) Date of payment is determined to be the earliest of the following: 

                            ((1)) Date of the check issued to the concessionaire, or 

                            ((2)) Date an electronic fund transfer is received by the concessionaire regardless of the date the 

financial institution posts the transfer, or  

                            ((3)) Date a withholding authorized by the contract is initiated by the Exchange. 

                    (c) Payment will be made by mailing a check to the address shown on the contract, unless the concessionaire 

provides a different "remit to" address to the contracting officer. 

                            ((1)) If a contractor wishes to change the address (e.g., street, P.O. Box, city/state) to which payment 

should be sent or wishes its payments to also reflect a financial institution or a factor's name and be sent to a factor's 

address, the request must be in writing, signed by a responsible official of the contractor, and submitted to the contracting 

officer.  Any such request must clearly establish which division or subsidiary of a corporation such changes apply to and 

the address that is superseded by the changes.  These changes will become effective when approved by the contracting 

officer and on the date determined by the Exchange.  This will normally be 30 days after approval.  Changes will be done 

on an accommodation basis only, with the understanding that no legal obligation is imposed on the Exchange for failure to 

make payment to the new payee/address.  The contractor may in similar manner, revoke such changes. 
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                            ((2)) Any request by the contractor to change the name shown on the contract or to assign payment must 

be sent to the contracting officer. 

                    (d) Any questions or inquiries concerning payments should be directed to the contracting officer.  

Unidentified and duplicate payments must be brought to the attention of the contracting officer immediately upon 

discovery.  The contractor is required to mail a copy of the Exchange check voucher received with unidentified or 

duplicate payment highlighted.  Under no circumstances should unidentified payments be applied against other amounts 

due. 

                    (e) Contractors are to wait at least 30 days past the due date of the payment before writing the contracting 

officer.  Any interest penalties due to contractor will be computed in accordance with the Prompt Payment Act, 31, U.S.C. 

3901-3906 as amended. 

 

31.  INSPECTIONS (MAR 00). 
     a. The Exchange contracting officer, or any person designated by the contracting officer, may conduct inspections to 

ensure compliance by the concessionaire with all provisions of this contract. 

     b. The Exchange may perform surveillance to verify concessionaire and concessionaire employee compliance with 

contract terms and to detect theft of government funds.  Surveillance may include the use of electronic equipment.  

Concessionaire will inform employees that such surveillance may be conducted and that individuals implicated may be 

prosecuted in Federal courts.  Concessionaire will obtain written certification from all employees that they have been so 

informed and will maintain the certification on file for the period of the contract.  A form for this certification is available 

from the contracting officer. 

     c. Concessionaire is liable and will pay the Exchange for losses under this contract detected by surveillance or 

otherwise discovered or incurred. 

 

32. SMOKING POLICY (DEC 86).   
The smoking policy for concession operations will be as directed by the general manager. 

 

33.  HEAVY METAL LEACHING (DEC 07).   

If there are products furnished under this contract that can reasonably be used to carry food or liquid for human 

consumption and made of a substance prone to heavy metal leaching such as, and to include, pewterware, earthenware, 

ceramicware, chinaware, ironware, lacquerware, bronzeware, brassware, leaded crystalware, and coated/plated items with 

a heavy metal base, Concessionaire warrants that any such product contains no leachable levels of metals dangerous to 

users.  Maximum leachable levels and test methods are established by the U.S. Food and Drug Administration.  The 

Exchange reserves the right to test concessionaire products on an unannounced basis.  If a heavy metal leaching failure is 

found, concessionaire agrees to reimburse the Exchange for all followup costs to sample test the remainder of his items 

for the duration of the contract.  This provision does not supersede, replace, or cancel other remedial provisions allowed 

by the contract.  Concessionaire further warrants that products have been tested by either the U.S. Food and Drug 

Administration or a nationally recognized independent test laboratory and found to be in compliance with the current U.S. 

Food and Drug Administration action levels and test methods.  Test data will be furnished to the Exchange upon request 

by the contracting officer. 

 

34.  EXCHANGE/VENDOR PARTNERSHIP MARKETING PROGRAM (JUL 94).   
The Exchange Marketing Program consists of numerous elements to enhance the sale of consumer products and services.  

At the contractor's request, the Exchange will give the contractor the opportunity to participate in selected elements of the 

Program.  All participation will be in conjunction with the sale of authorized products and services to authorized 

customers.  The Exchange reserves the right to limit the degree of participation based on availability, designated themes 

of special events, and the overall goals of the program. 

35.  ORGANIZATIONAL SALES (NOV 00).   

Concessionaire may sell items to authorized official organizations and activities of the U.S. Armed Forces.  Sales will be 

recorded on the cash register at the time the sales transaction is made.  Any losses incurred as a result of organizational 

sales are concessionaire’s responsibility. 
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EXHIBIT F 
 

INSURANCE REQUIREMENTS 
 

The concessionaire will maintain, during any contract period, insurance coverage listed below, with insurance 
company(ies) acceptable to the Exchange.  All liability insurance coverage will name the United States and the Exchange 
as additional and several insured for claims, demands, suits, judgments, costs, charges, and expenses arising out of or in 
connection with any loss, damage, or injury resulting from the negligence or other fault of concessionaire, or 
concessionaire's agents, representatives, or employees.  The insurance coverages to be maintained are: 

 a. The following coverage in amounts complying with state or military installation requirements, whichever is greater, 
where this contract is performed: 

  (1) Worker's Compensation and Employer's Liability Insurance. 

  (2) Automobile Bodily Injury and Property Damage Liability for vehicles operated in performance of this contract 
by the concessionaire or concessionaire's agents or employees on the military installation, whether or not owned by 
concessionaire. 

 b. The concessionaire will maintain the coverages listed below and will furnish a current Certificate of Insurance, 
ACCORD Form 25-S, showing the insurance is in effect.  The Certificate of Insurance must show the United States and 
AAFES as additional insured for all liability coverages.  The "INSURED" block of the Certificate of Insurance must list both 
the concessionaire's name and AAFES contract number. 

  (1) Garage Keeper's Liability in minimum limits of $300,000 for injury to or death of any one person, $500,000 
for each accident or occurrence, and $100,000 for each accident or occurrence for property damage liability or $600,000 
Combined Single Limit. 

  (2) Garage Keeper's Legal Liability Insurance.  Standard form for fire, theft, and explosion coverage in minimum 
limits equal to the maximum value of customer's property on hand at any one time. 

 c. In the event the contractor is self-insured, in lieu of a certificate of insurance, contractor shall supply the 
contracting officer with a letter signed by one of the following:  President, CEO, Comptroller, Corporate Officer (if the 
contractor is a corporation), partner authorized to bind the contractor (if the contractor is a partnership), or owner or state 
accepted certificate affirming that all claims will be honored just as though the coverage stated above were in force. 
 
Certificate of Insurance must show contractor’s name and the Exchange contract number.  Certificates should be mailed 
to: 

   Army and Air Force Exchange Service 
   Attn: PL-K-PS (M. Minton) 
   3911 S. Walton Walker Blvd. 
   Dallas, TX 75236-1598 
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REGISTER OF WAGE DETERMINATIONS UNDER 

THE SERVICE CONTRACT ACT 

By direction of the Secretary of Labor 

 

 

Diane C. Koplewski 

Director 
Division of Wage 

Determinations 
 

U.S. DEPARTMENT OF LABOR  

EMPLOYMENT STANDARDS ADMINISTRATION  

WAGE AND HOUR DIVISION  

WASHINGTON, D.C. 20210 

 

Wage Determination No.: 2008-0279 

Revision No.: 7 

Date of Last Revision: 07/25/2014 
 

State: Nebraska  

 

Area: Nebraska County of Sarpy 

**Fringe Benefits Required Follow the Occupational Listing**  

OCCUPATION CODE - TITLE  FOOTNOTE  RATE  

06500 - Retail Automotive Detailer  
 

8  .72  
 

06510 - Retail Automotive Helper  
 

8  .72  
 

06520 - Retail Automotive Technician  
 

12  .30  
 

06530 - Retail Lubrication Technician  
 

9  .85  
 

06540 - Retail Tire Service Worker  
 

9  .85  
 

06550 - Senior Retail Automotive Technician  
 

12  .88  
 

 

ALL OCCUPATIONS LISTED ABOVE RECEIVE THE FOLLOWING BENEFITS:  

 

HEALTH & WELFARE: $4.02 per hour or $160.80 per week or $696.79 per month 

 

VACATION: 2 weeks paid vacation after 1 year of service with a contractor or successor; 3 weeks after 8 years, 4 

weeks after 15 years, and 5 weeks after 20 years. Length of service includes the whole span of continuous service 

with the present contractor or successor, wherever employed, and with the predecessor contractors in the 

performance of similar work at the same Federal facility. (Reg. 29 CFR 4.173) 

 

HOLIDAYS: A minimum of ten paid holidays per year: New Year's Day, Martin Luther King Jr.'s Birthday, 

Washington's Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, 

Thanksgiving Day, and Christmas Day. (A contractor may substitute for any of the named holidays another day off 

with pay in accordance with a plan communicated to the employees involved.) (See 29 CFR 4.174) 

** UNIFORM ALLOWANCE ** 

If employees are required to wear uniforms in the performance of this contract (either by the terms of the 

Government contract, by the employer, by the state or local law, etc.), the cost of furnishing such uniforms and 

maintaining (by laundering or dry cleaning) such uniforms is an expense that may not be borne by an employee 

where such cost reduces the hourly rate below that required by the wage determination. The Department of Labor 

will accept payment in accordance with the following standards as compliance: 
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The contractor or subcontractor is required to furnish all employees with an adequate number of uniforms without 

cost or to reimburse employees for the actual cost of the uniforms. In addition, where uniform cleaning and 

maintenance is made the responsibility of the employee, all contractors and subcontractors subject to this wage 

determination shall (in the absence of a bona fide collective bargaining agreement providing for a different amount, 

or the furnishing of contrary affirmative proof as to the actual cost), reimburse all employees for such cleaning and 

maintenance at a rate of $3.35 per week (or $.67 cents per day). However, in those instances where the uniforms 

furnished are made of "wash and wear" materials, may be routinely washed and dried with other personal garments, 

and do not require any special treatment such as dry cleaning, daily washing, or commercial laundering in order to 

meet the cleanliness or appearance standards set by the terms of the Government contract, by the contractor, by law, 

or by the nature of the work, there is no requirement that employees be reimbursed for uniform maintenance costs. 

The duties of employees under job titles listed are those described in the "Service Contract Act Directory of 

Occupations", Fifth Edition, April 2006, unless otherwise indicated. Copies of the Directory are available on the 

Internet. A links to the Directory may be found on the WHD home page at http://www.dol.gov/esa/whd/ or through 

the Wage Determinations On-Line (WDOL) Web site at http://wdol.gov/. 

REQUEST FOR AUTHORIZATION OF ADDITIONAL CLASSIFICATION AND WAGE RATE {Standard Form 

1444 (SF 1444)} 

Conformance Process: 

The contracting officer shall require that any class of service employee which is not listed herein and which is to be 

employed under the contract (i.e., the work to be performed is not performed by any classification listed in the wage 

determination), be classified by the contractor so as to provide a reasonable relationship (i.e., appropriate level of 

skill comparison) between such unlisted classifications and the classifications listed in the wage determination. Such 

conformed classes of employees shall be paid the monetary wages and furnished the fringe benefits as are 

determined. Such conforming process shall be initiated by the contractor prior to the performance of contract work 

by such unlisted class(es) of employees. The conformed classification, wage rate, and/or fringe benefits shall be 

retroactive to the commencement date of the contract. {See Section 4.6 (C)(vi)} When multiple wage determinations 

are included in a contract, a separate SF 1444 should be prepared for each wage determination to which a class(es) is 

to be conformed. 

The process for preparing a conformance request is as follows: 

1) When preparing the bid, the contractor identifies the need for a conformed occupation(s) and computes a 

proposed rate(s). 

2) After contract award, the contractor prepares a written report listing in order proposed classification title(s), a 

Federal grade equivalency (FGE) for each proposed classification(s), job description(s), and rationale for proposed 

wage rate(s), including information regarding the agreement or disagreement of the authorized representative of the 

employees involved, or where there is no authorized representative, the employees themselves. This report should be 

submitted to the contracting officer no later than 30 days after such unlisted class(es) of employees performs any 

contract work. 

3) The contracting officer reviews the proposed action and promptly submits a report of the action, together with the 

agency's recommendations and pertinent information including the position of the contractor and the employees, to 

the Wage and Hour Division, Employment Standards Administration, U.S. Department of Labor, for review. (See 

section 4.6(b)(2) of Regulations 29 CFR Part 4). 

4) Within 30 days of receipt, the Wage and Hour Division approves, modifies, or disapproves the action via 

transmittal to the agency contracting officer, or notifies the contracting officer that additional time will be required 

to process the request. 
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5) The contracting officer transmits the Wage and Hour decision to the contractor. 

6) The contractor informs the affected employees. 

Information required by the Regulations must be submitted on SF 1444 or bond paper. 

When preparing a conformance request, the "Service Contract Act Directory of Occupations" (the Directory) should 

be used to compare job definitions to insure that duties requested are not performed by a classification already listed 

in the wage determination. Remember, it is not the job title, but the required tasks that determine whether a class is 

included in an established wage determination. Conformances may not be used to artificially split, combine, or 

subdivide classifications listed in the wage determination. 
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