

DE-RP09-00SR22183


PART I-THE SCHEDULE

SECTION B

SUPPLIES OR SERVICES AND PRICES/COSTS

B.01
SERVICES
(a)
During the contract performance period set forth in Section F, the Contractor shall provide services described in Section C, Description/Specifications/Statement of Work for a period of three (3) years from the date of award of this contract.  It is estimated, for administrative purposes, the Contractor shall provide 218,400 Direct Productive Labor Hours (DPLH), as required by Task Assignments, to accomplish the above stated work and provide the reports and other documentary deliverables stipulated in the Statement of Work, the clause in Section H, entitled REPORTING REQUIREMENTS and other Special Contract Requirements and Contract Clauses. 

(b)
During Option Period I, the contractor shall provide ADMINISTRATIVE SUPPORT SERVICES FOR DOE/SR described in Section C, Description and Specifications/Statement of Work for a period of one year from the date of the exercise of the option pursuant to Section B.2 OPTIONS below.



During Option Period I, it is estimated, for administrative purposes, the Contractor shall provide 72,800 Direct Productive Labor Hours (DPLH), as required by Task Assignments, to accomplish the above stated work and provide the reports and other documentary deliverables stipulated in the Work Statement, the clause in Section H, entitled REPORTING REQUIREMENTS and other Special Contract Requirements and Contract Clauses.

(c)
During Option Period II, the contractor shall provide ADMINISTRATIVE SUPPORT SERVICES FOR DOE/SR described in Section C, Description and Specifications/Statement of Work for a period of one year from the date of the exercise of the option pursuant to Section B.2 OPTIONS below.


During Option Period II, it is estimated, for administrative purposes, the Contractor shall provide 72,800 Direct Productive Labor Hours (DPLH), as required by Task Assignments, to accomplish the above stated work and provide the reports and other documentary deliverables stipulated in the Work Statement, the clause in Section H, entitled REPORTING REQUIREMENTS and other Special Contract Requirements and Contract Clauses.

B.02
OPTIONS
(a)
The Government reserves the unilateral right to exercise the option for the contractor to proceed with performance through Option Period I, ADMINISTRATIVE SUPPORT SERVICES FOR DOE/SR in accordance with SECTION B.01(b) above by the Contracting Officer issuing a unilateral modification of this contract to the contractor prior to the expiration date of the Basic Contract Performance period. 

(b)
The Government reserves the unilateral right to exercise the option for the contractor to proceed with performance through Option Period II, ADMINISTRATIVE SUPPORT SERVICES FOR DOE/SR in accordance with SECTION B.01(c) above by the Contracting Officer issuing a unilateral modification of this contract to the contractor prior to the expiration date of Option Period I.

(c)
The Contracting Officer will provide written preliminary notice in accordance with the clause entitled 52.217-9 OPTION TO EXTEND THE TERM OF THE CONTRACT (MAR 2000).
B.03
ESTIMATED COST, BASE FEE, PERFORMANCE BASED FEE AND OBLIGATION
(a)
The present estimated cost of the work under SECTION B.01(a) is 

$


 exclusive of the Contractor's base fee and performance based fee.

A base fee of $


 is payable for the effort provided for under SECTION B.01 in accordance with Section H, paragraph H.18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H. 25, BASE FEE AND PERFORMANCE BASED FEE.

A performance based fee of $


 is payable for the effort provided under Section B.1 in accordance with Section H. paragraph H. 18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H. 25, BASE FEE AND PERFORMANCE BASED FEE.

(b) The present estimated cost of the work under SECTION B.01(b), Option Period I, is $
 


exclusive of the Contractor's base fee and performance based fee.

A base fee of $


 is payable for the effort provided for under SECTION B.1 in accordance with Section H, paragraph H.18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H. 25, BASE FEE AND PERFORMANCE BASED FEE.

A performance based fee of $


 is payable for the effort provided under Section B.1 in accordance with Section H. paragraph H.18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H.25, BASE FEE AND PERFORMANCE BASED FEE.

(c)
The present estimated cost of the work under SECTION B.01(c), Option Period II, is $

 exclusive of the Contractor's base fee and performance based fee.

A base fee of $


 is payable for the effort provided for under SECTION B.1 in accordance with Section H, paragraph H.18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H. 25, BASE FEE AND PERFORMANCE BASED FEE.

A performance based fee of $


 is payable for the effort provided under Section B.1 in accordance with Section H. paragraph H. 18 WORK EFFORT.  This fee shall be paid as described in Section H, paragraph H. 25, BASE FEE AND PERFORMANCE BASED FEE.

(d)
Pursuant to the clause entitled FAR 52.232-22 LIMITATION OF FUNDS (APR 1984), total funds in the amount of $ 

 have been allotted and obligated for payment of allowable costs and base fee from the date of contract execution through 


.

DESCRIPTION AND SPECIFICATIONS/STATEMENT OF WORK

PERFORMANCE BASED STATEMENT OF WORK

C.1 
Description

Administrative support services to assist the Savannah River Operations Office in performing the work to ensure accomplishment of all assigned tasks.

C.2
Statement of Work

The contractor shall provide the following administrative support services.


1.
RECEIVING AND DELIVERY OF DOE EQUIPMENT

The Contractor shall provide Receiving and Delivery Services for Department of Energy, Savannah River Operations Office (DOE-SR).  This shall include, but not be limited to, receiving, inspecting and inventorying Government property per invoice; including materials, equipment and locally purchased office supplies; processing receiving documentation to ascertain which property is accountable and applying appropriate labels and tags on said equipment and supplies; delivering and/or arranging for the delivery of said equipment and supplies to end users; functioning as, and performing duties of the Asset Management Specialist (AMS) per Section J attachment, WSRC Property Procedure Manual 3B, performing all AMS duties including the Materials and Package Pass function; planning, supervising, and conducting a complete physical inventory of all property listed in the DOE-SR AMS Account; conducting monthly walkthroughs and periodic inventories as required; maintaining the DOE property account within the central database including all accountability documents from acquisition through disposal, detailing user, location, status, and dollar value of all AMS Account property; identifying excess AMS Account property and screening DOE Purchase Requisitions against the Federal excess list, local excess, excess yard and furniture warehouse; collecting and storing unused Automatic Data Processing (ADP) equipment for reutilization or issue to visiting teams and maintaining a real-time database of available property; functioning as, and performing duties of, the DOE-SR Action Office for the DOE loan program, and the return of non conforming DOE property to vendors.


2.
MAIL ROOM SERVICES

The Contractor shall provide Mail Room Services for DOE-SR and their support service contractors including, but not limited to, receiving, separating, processing and delivering to appropriate addressees or forwarding all incoming mail addressed to DOE-SR.  Arrange for pick-up from DOE-SR offices, located within the 703-A Area, all outgoing mail ensuring such outgoing mail is routed and delivered to local addressees or WSRC Mail services as appropriate.  Providing appropriate special handling for all "special category" mail (e.g., registered, certified, overnight, etc.).  Receiving and distributing of special Federal publications and coordinating training on related procedures for personnel performing these activities.

3.
OFFICE SERVICES

The Contractor shall provide Office Services for DOE-SR property including, but not limited to, receiving, entering into a computer database, filing, and tracking specified requests for services submitted by DOE-SR employees; prioritizing, scheduling, and performing work requested by DOE-SR employees including office and furniture moves, furniture re-arrangement, minor furniture repair, and other miscellaneous office services (hanging pictures, assembling furniture, etc.); leasing and operating vehicles used to transport furniture and other office equipment; loading and unloading furniture and office equipment as required, both onsite and within the local area, in support of DOE-SR; receiving from vendors and storing furniture and office equipment in a designated onsite warehouse, keeping the DOE-SR Task Manager informed of inventory levels and requirements for anticipated additional furniture and equipment in accordance with onsite furniture warehouse procedures; maintaining custody of DOE equipment housed in the storage area behind 703-4lA conference rooms; preparing purchase requisitions for office furnishings, material handling equipment, and miscellaneous items as required; setting up and arranging conference room facilities in accordance with conference room management personnel; assisting Mail Room, Property Management, and other DOE-SR activities in the movement of boxes, supplies, and/or equipment as required.  Conference room services shall include, but not be limited to, administrative support to schedule the use of meeting and conference rooms located in Building 703-41A, Building 703-A, Rooms E-277, D-208 and D-209 and the Federal Building located in Aiken, South Carolina; serving as the focal point to coordinate user requirements for room layout, furniture, and equipment requirements (including audio-visual equipment); coordinating room set ups; and maintaining accountability of Government property designated as belonging to the "Conference Room" account.

4.
DOE-SR DIRECTIVES PROGRAM

The Contractor shall provide Administrative Support for the DOE-SR Directives Program including, but not limited to, operating and maintaining an automated accountability/tracking system of all DOE, Albuquerque, and SR Directives, DOE Technical Standards, and Contractor Administrative Notices (CANs).  This system will track the receipt, location, actions due, and responses resulting from each completed transmittal; preparing DOE, Albuquerque, and SR Directives and CANs for distribution and following up with those activities not providing the required Return Receipt; providing initial stockage quantities of directives to the DOE-SR Supply Room; reviewing, filing, maintaining, and disposing of historical management directive case files documenting the policies and procedures of DOE, in accordance with applicable DOE regulations.  This includes the development, application, and upkeep of Records Inventory and Disposition Schedules (RIDS) for these files.  These files consist of a superseded master copy of each DOE and Albuquerque Directive and each DOE Technical Standard issued to SR; a superseded master copy of each Directive and CAN issued by SR; documentation to support the issuance of each superseded SR Directive and/or CAN; operation of the system which ensures that all SR Directives are dated, printed, and collated in accordance with applicable SR Regulations and are submitted for approval, if required, prior to distribution; operation of a system which ensures that all SR issued CANs are appropriately dated, printed, and collated in accordance with applicable SR Directives and submitted for approval, if required, prior to distribution; operating and maintaining an automated accountability/tracking system of contractor responses to SR regarding their acceptance/implementation of DOE-SR Directives in accordance with applicable SR Directives; also, in accordance with applicable SR Directives and guidance, operating a system to prepare for appropriate review/signature and transmittal of correspondence to appropriate SR Divisions/Offices for each DOE HQ draft document received for SR review.  This includes typing of transmittal correspondence, duplicating and collating appropriate attachments, reviewing, filing, day-to-day current maintenance, and disposition of draft directives files (transmittals and copies for draft directives); operating and maintaining an automated accountability/tracking system which indexes current and superseded DOE, Albuquerque, and SR Directives, DOE Technical Standards, and CANs. This includes the quarterly development of an index report for approval and subsequent distribution to SR and contractors, if required; preparing, upon request, formal transmittal correspondence to forward each final DOE, Albuquerque, SR Directive, and/or DOE Technical Standard to the appropriate SR Division/Office for review and subsequent completion of an SR Directive and/or CAN in accordance with applicable SR Directives and guidance.

5.
LAW LIBRARY SERVICES

The Contractor shall maintain a Law Library for DOE-SR and will perform as a minimum the following services: ordering, receiving, filing, distributing, and maintaining publications, documents, and periodicals necessary for the DOE-SR Law Library including those located on bookshelves in the Office of Chief Counsel; coordinating with DOE-SR Task Manager in determining requirements for publications, documents, and periodicals and obtaining authorization from the DOE-SR Task Manager prior to ordering; preparing, forwarding, and tracking requisitions for publications, documents, and periodicals providing status updates to DOE-SR Task Manager; providing assistance to DOE and contractor personnel in locating and copying materials specifically requested which are located in the Law Library (e.g., copies of articles, public laws, cases, etc.); developing and maintaining a current inventory of the Law Library materials including all data located on the bookshelves in the Office of Chief Counsel; providing a copy of inventory to frequent users in OCC; providing management reports as required by the DOE-SR Task Manager; filing litigation, patent and ethics related documents in accordance with current DOE-SR Records Management Procedures; and logging new invention disclosures into the PC master tracking system.

6.
DOE-SR SUPPLY ROOM SERVICES

The Contractor shall provide Supply Room Services for DOE-SR property including, but not limited to, preparing purchase requests to order and receive supplies from the General Services Administration (GSA) and WSRC Stores and local vendors.  Process all DOE orders for engraving; maintaining adequate stocks of specified GSA and WSRC Stores supplies, forms and directives and issuing the same to DOE-SR employees and contractors, as appropriate; issuing and maintaining accountability for certain designated items (e.g., cameras, briefcases, etc.) as identified by the DOE-SR Task Manager.  Process requisitions and/or specific paper work for obtaining personal safety equipment (e.g., safety glasses, safety shoes) as designated by the DOE-SR Task Manager.  Coordinate with statement of work DOE-SR Directives Program task and Records Management and Forms Services task personnel for quantity data for Directives/CANs and DOE-SR forms.  Serves as the "Chemical Coordinator" responsible for maintaining a file of current Material Safety Data Sheets covering each hazardous chemical (i.e., white out, toners, magic markers) in the DOE Supply Room and attending monthly chemical meetings.

7.
FINANCE DIVISION SUPPORT SERVICES

The Contractor shall provide Finance Division support services to DOE-SR including, but not limited to, processing Time and Attendance Documents and records including associated data entry/processing; receiving, scanning and filing various documents to Oak Ridge Financial Service Center (ORFSC); and distributing reports and/or providing filing and general administrative support to the Finance Division.  General administrative support may include receiving, date stamping, and distributing incoming mail for Finance Division personnel; reproducing copies, occasionally retrieving and delivering correspondence to other offices, divisions, and the DOE-SR Mailroom; and retrieving documents from and delivering documents to HRM&DD.

8.
FACILITIES AND SERVICES SUPPORT

The Contractor shall provide Facilities and Services Support for DOE-SR including, but not limited to maintaining an automated database of land and building lease information maintaining an inventory of Site maps for issuing to DOE-SR and contractors as required; maintaining a manual file of real property information including easements, permits, and leases; maintaining an automated database of office space assignment and utilization data for DOE-SR; maintaining automated and manual files of building layout data; preparing office space layout plans and reports as requested; coordinating temporary office space requirements as required; preparing management reports relative to the above as required; receiving requests for janitorial/maintenance services and forwarding them to the appropriate action office; processing requests for alterations for office space and following-up on the status of facility maintenance requests.

9.
INTERMITTENT ADMINISTRATIVE SUPPORT SERVICES

The Contractor shall provide Administrative Support Services to DOE-SR on an intermittent basis.  Three General Administrative Clerks/Specialists are projected for general support of this administrative support service contract.  These personnel will provide support on an "as needed" basis by replacing other support service contractor personnel who are absent because of sickness, vacation, military leave, jury duty, or any other short-term or long-term reason. When not filling in for absent employees, these personnel shall be cross-trained among all the other active task assignments of this support service contract in order to provide for maximum flexibility and continuity of administrative services.  These personnel may also be used to provide temporary support (60 days or less) for DOE-SR Special Projects (e.g., supporting visiting Headquarters evaluation/inspection teams).

10.
RECORDS MANAGEMENT AND FORMS SERVICES

The Contractor shall provide support services including, but not limited to, developing and maintaining an Operational Guide for approval by the COR which supports the SR Records Management Program and established performance standards and milestones.  Another key area of focus includes integrating electronic records with the SR program as determined by technological advances in electronic record keeping and SR implementation of electronic record keeping infrastructure capabilities.  The Contractor shall provide on-call assistance and training to DOE-SR personnel in the implementation of records management responsibilities governed by local directives and/or public law.  The Contractor receives records from SR organizations into the Records Holding Area (RHA); inventories RHA located in Building 713-A and any other SR records located in Building 773-52A or the Federal Records Center; and dispositions those records as appropriate.  Maintains master Records Inventory and Dispositions Schedules (RIDS) and assists organizations in updating RIDS based on any new or revised National Archives and Records Administration (NARA) instructions and/or schedules and performs biannual inventories.  The Contractor shall maintain a database(s) containing records holdings transferred to WSRC Records Administration for storage and maintain SR records holding in the official SR Record Keeping System.

Additionally, the contractor shall provide Forms Support Services including, but not limited to, serving as the Document Custodian for DOE-SR forms; coordinating all DOE-SR requests for new or revised DOE-SR forms with the WSRC Forms Management Group and maintaining a tracking system to reflect the current status.

11.
TELEPHONE COORDINATION SERVICES

The Contractor shall provide Telephone Coordination services including, but not limited to, relocating telephone, FAX, modem lines, and cellular phones and conducting inventory of all DOE cellular phones.  Prepare Telephone Service Requests for processing and maintain an appropriate filing system that incorporates the current and background requests.  Operate and maintain automated systems that support DOE employees and support service contractor personnel listings with pertinent telephone related information and maintaining this listing on the SHRINE network as a "Super user function."  Record and track requests on a specified automated system and provide management reports as requested for services performed.  Provide assistance to customers in preparing telecommunications proposals for equipment and services.  Prepare the DOE Quick Reference Telephone book and update DOE-HQ phone book via SHRINE.  Receive and process requests for DOE Site pagers and nationwide pagers.  Serves as Point of Contact for PageNet Services for repairs, upgrades and ordering new equipment.

12.
SCIENTIFIC AND TECHNICAL INFORMATION

The Contractor shall provide Administrative support for the Scientific and Technical Information Program.  This includes, but not limited to, operating an automated accountability/tracking system for Scientific and Technical Information (STI) documents/products received by Information Management and Technology Division (IMTD) from contractors and DOE-SR, for coordination, review/approval, and subsequent release outside DOE-SR and contractors' jurisdiction.

Performing preliminary reviews of STI documents/products for identification of correct reviewers; typing transmittal forms for IMTD approval, and upon IMTD approval, forwarding (or hand carry when necessary) each document to appropriate DOE-SR Divisions/Offices.  This task involves responding to and making inquires as to the status of documents and other related interactions with both DOE and contractor personnel.  Reviewing, filing, maintaining day-to-day current files, and disposing of files documenting the SR Technical Information Officer's (TIO) decision regarding STI proposed for release, including supporting documentation.  This task includes the development, application, and upkeep of Records Inventory and Disposition Schedules for IMTD approval; and developing, operating, and day-to-day maintaining current for TIO approval an automated index of existing and prospective files of STI documents processed for release by the TIO.  Provides a status report regarding STI document/products processed and develops and maintains detailed operational procedures covering task performance.  Operating automated information databases maintained by the U.S. Department of Energy Office of Scientific and Technical Information and ordering STI products as requested by DOE-SR.  This task includes maintaining audit ready records regarding products ordered and received to ensure budget accountability; maintaining a day-to-day numbering system approved by the TIO for STI documents/products developed by DOE-SR.  This task includes responding to requests for numbers from DOE requesters and maintaining audit ready records regarding numbers used.

13.
PRINTING AND COPIER SUPPORT SERVICES

The Contractor shall provide printing, copier, photography, and illustrations Support Services including, but not limiting to, completing reproduction jobs (color and black and white) in-house or processing such requests through WSRC; serving as the Key Operator for all DOE-SR copiers; coordinating all DOE-SR requests for new or replacement copier equipment with WSRC Copier Management Group; maintaining a current, updated Copier Key Operator list for all DOE-SR copiers and taking monthly usage readings for those copiers; forwarding appropriate usage data to the WSRC Copier Management Group; coordinating requests for the movement and/or placement of DOE copiers; developing and maintaining an automated database for tracking purposes of requests for printing, photography, and illustrating.  This task involves responding to and making inquiries as to the status of interactions with both DOE and contractor personnel; coordinating all DOE-SR requests for photographers and photographic support; maintaining records and files relating to this task assignment including records pertaining to DOE-SR printing, photography, illustrating and copier-related files; developing and maintaining Records Inventory and Disposition Schedules for these files; and creating printing related correspondence and documentation as required.

14.
MAIL MANAGEMENT SUPPORT SERVICES

The Contractor shall provide Mail Management support services including, but not limited to, receiving, logging into an automated tracking system (DOE Mail Control System (DMC)), and forwarding to appropriate action office(s) all DOE-SR "formal" correspondence and suspense tracking documents.  "Formal" correspondence will include that which is addressed to or from the offices of the Manager, Deputy Manager, Assistant Manager, Division Directors, and equivalent level offices of DOE-SR and is to or from DOE-HQ, other DOE Field Offices, WSRC, WSI, other SR Contractors, Regulators, Congressional Staff, and other external agencies or activities.  Maintain information needed to route, track, and establish ownership of such correspondence; operating an automated mail control, suspense, and tracking system for DOE-SR for the above correspondence; providing clerical assistance in tracking suspenses; coordinating training on related procedures for personnel performing these activities.

15.
CONTRACT MANAGEMENT DIVISION SUPPORT

The Contractor shall provide administrative support services to the Contracts Management Division including: data entry/word processing support for CMD (Commerce Business Daily notices, PADS System, Small Purchase Automated System); assist CMD in initiation, tracking and completion of close out of expired federal contracts, financial assistance instruments and interagency agreements; maintain all CMD Forms; preparation of form letters for Contracting Officer Technical Representative appointment upon request from the Contracting Officer; maintain Purchase Order receiving log (confirmation of receipt of purchases); prepare the CUTS Small Purchases Report for submittal quarterly to Headquarters; and provide assistance with special projects as assigned in writing via Work Authorization Directives by the CMD Division Director/Deputy.

16.
PROGRAM MANAGEMENT AND SUPPORT

The Contractor shall provide Program Management and Administrative Support for the support service contract including sufficient onsite management and support personnel to ensure the accomplishment of all administrative, performance, and reporting requirements established in the basic contract and/or in contract-related tasking documentation.  In addition to the Program Manager (PM) and Site Supervisor, an Administrative Assistant to the Project Office will be assigned, who will be responsible to the PM for the local processing, forwarding, distribution, and/or filing of all contract-related administration including training and security activities.  A Computer Programmer/Systems Analyst is also authorized to support the contract.  This individual will report directly to the PM and will provide hardware/software problem solving in general support of all Task Assignments under this contract.  The Programmer/Analyst will also perform analysis of specific functions (e.g., Records Management, Forms, Mail Tracking, Supply, etc.) developing recommended hardware/software improvements to these functional requirements.  The assignment of new or special functions or issues to be performed will be coordinated in writing between the COR and PM. Such new or special assignments will be documented through a written description of the services requested and the support service contractor will provide an analysis and recommendation as appropriate.

C.3
Performance Evaluation

On a quarterly basis, DOE shall formally evaluate the contractor’s performance.  The evaluation elements may include quality, cost control, timeliness of performance, business relations, customer/DOE satisfaction, and compliance with safety and security standards.

The contractor is expected to conduct all work in a manner that promotes and improves productivity and minimizes waste.  The contractor shall provide recommendations to continually improve the efficiency and cost effectiveness of operations.


