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DTFA0100R02986

PART I – SECTION H

SPECIAL CONTRACT REQUIREMENTS


H.1
STANDARD INDUSTRIAL CLASSIFICATION (SIC) CODE AND SMALL BUSINESS SIZE

a.
The North American Industry Classification System (NAICS) Codes for the services requested under this SIR are 561499, 56111 and 541611.
b.
The small business size standard is $5.0 million.

c.
This SIR or contract is a 100 percent set-aside for Small Socially and Economically Disadvantaged Business (SEDB).  Business concerns must be 8(a) certified by the Small Business Administration (SBA).  In responding to this SIR or contract, offeror must provide a copy of SBA’s 8(a) certification letter. 

H.2
LABOR CATEGORIES

The contractor shall provide human resources sufficient to satisfy the informational, analytical, and technical requirements of the contract efficiently and effectively.  The SOW requires the need for specific labor categories.  Each of these categories of labor shall require specific levels of expertise based on minimum qualifications.  During the course of the contract, the contractor may choose to relocate personnel from category to category as individuals’ qualifications advance.  Those labor categories are as follows:

Program/Project Manager (PM):  

Responsibilities:  

A person responsible for the operational, technical, and administrative management of the contract, who shall demonstrate sound technical and management approaches and ensure staff integrity.  Establishes cost and quality controls for objectives and schedules for early detection and resolution of problems.  Plans and monitors work schedules, job status, and program management controls.

Level of Expertise:

Program manager must have at least five years of PM experience managing Government contract closeout work.  Candidates for this position should have earned a bachelor’s degree from an accredited college/university in an area of study that can be clearly related to the requirements of the position or have a minimum of 15 years of contracting experience in the procurement field.  Must have hands-on as well as managerial or team leadership experience in closing CPFF, FFP, IDIQ, Labor Hour, and T&M contracts.  Must have experience in conducting, validating, or applying audits.

H.2
LABOR CATEGORIES (cont’d)

Senior Contract Specialist:   

Responsibilities:

The contract specialist shall be responsible for researching documentation; validating data; negotiating with affected parties, as needed; and otherwise completing actions needed to finish the contract closeout.  Must be responsible for providing direction to the mid-level and junior contract specialist which will include training, setting-up and maintaining databases, as well as defining practices and rational for handling complex problems through resolution.  Assists the mid-level and junior contract specialist(s) with problem resolution and generalized closeout support efforts.

Level of Expertise:

Must possess a B.S. degree or equivalent of 5 years of contracting experience.  Must have a working knowledge of all types of Government contracts including closing CPFF, FFP, IDIQ, Labor Hour, and T&M contracts; a working knowledge of the Federal Acquisition Regulations; a working knowledge of DOD accounting practices including conducting, validating, or applying audits, and the ability to communicate both orally and in writing.  Experience in database development and management.

Mid-Level Contract Specialist:

Responsibilities:

The mid-level contract specialist shall be responsible for carrying out the closeout process; ensuring transactions are tracked and retrieved properly.  Shall identify, prepare, and present backup materials to resolve complex problems.  Shall ensure completed closeout documentation for non-complex contracts.

Level of Expertise:

Must possess an associate degree or equivalent of 3 years of contracting experience.  Must have a working knowledge of all types of Government contracts and the closeout process, serving as adviser to junior contract specialists; a working knowledge of the Federal Acquisition Regulations; a familiarity with DOD accounting practices; and the ability to communicate both orally and in writing.  Experience in database loading and report writing. 

H.2
LABOR CATEGORIES (cont’d)

Junior Contract Specialist:   

Responsibilities:

Personnel shall assist the contract specialists in the preparation of contract tracking, contract closeout documentation and closeout packages.

Level of Expertise:

Personnel must have at least twelve (12) semester hours of college business-related courses or one year of procurement related experience, with the ability to operate a word processor, copier, FAX machine, etc., and the ability to maintain a computerized database.  Must demonstrate a knowledge of all types of Government contracts, and the Federal Acquisition Regulations.  Must be familiar with DOD accounting practices and have the ability to communicate both orally and in writing. 

Documentation Clerk:
Responsibilities:

Responsible for activities necessary to support the contract specialists and program manager.  The support may be provided to prepare, maintain, or dispose of documentation; to perform data entry functions; to perform non-sedentary requirements such as retrieving and storing documents, and to perform other duties of a non-technical nature.

Level of Expertise:

Personnel shall have at least a high school diploma or equivalent and a minimum of 1 year of clerical experience.  Must demonstrate an ability to assist contract specialist(s) account for contract documentation to aid in the efficient closeout of contracts of various magnitudes.

H.3     3.8.2-17 KEY PERSONNEL AND FACILITIES (JULY 1996)  

(a)  The personnel and/or facilities as specified below are considered essential to the work being performed hereunder and may, with the consent of the contracting parties, be changed from time to time during the course of the contract.  

(b)  Prior to removing, replacing, or diverting any of the specified personnel and/or facilities, the Contractor shall notify in writing, and receive consent from, the Contracting Officer reasonably in advance of the action and shall submit justification (including proposed substitutions) in sufficient detail to permit evaluation of the impact on this contract.  

H.3     3.8.2-17 KEY PERSONNEL AND FACILITIES (JULY 1996)   (cont’d)

(c)  No diversion shall be made by the Contractor without the written consent of the Contracting  Officer.

(d)  The key personnel under this contract is:
Labor Category:  Program Manager

(List additional key personnel and/or facilities)  (End of clause)

The contractor agrees to use its best efforts to effect an orderly, timely, and efficient transition of work to facilitate uninterrupted support of services.  The Contractor’s ability to recruit and maintain competent personnel will be evaluated in determining the adequacy of performance of this contract.

H. 4
ACCESS TO GOVERNMENT FACILITIES

As part of the effort required under this contract, the Contractor shall be attending meetings at the FAA Headquarters building located in Washington, D. C.  Contractor personnel shall be granted ingress and egress to such facilities at all times during normal work hours to obtain information necessary for performance of the contract.

While Contractor personnel are at the Government site, they are required to comply with all rules and regulations in effect at that site.  Contractor personnel shall comply with rules and regulations governing employee conduct with respect to health and safety, not only as they relate to themselves but also to other Government employees or agents of the Government.

The facilities to which Contractor personnel shall have access will remain in the Government’s custody and shall not be considered as property or facilities furnished to the Contractor.

The Government facilities to which Contractor personnel shall have access under this contract shall be made available during the entire contract performance period.  In the event such facilities are not made available as scheduled, the Contracting Officer shall, upon timely receipt of written request from the Contractor, make a determination of the delay, if any, caused schedule and costs (exclusive of fee or profit) pursuant to the Changes clause.   

H.5
EXERCISE OF OPTIONS

(a)  This contract is renewable in two increments at the unilateral option of the Government.  An option shall be exercised by issuance of a unilateral modification for the subsequent option requirement, as set forth in Sections B and F.

(b)  The Government has the right to unilaterally exercise the options specified in Sections B and F at the prices established in Section B.

H.6  
GOVERNMENT FURNISHED MATERIALS

Government furnished materials will be specified on each individual Work Order.

H.7
REPRESENTATIONS AND CERTIFICATIONS

The Representations and Certifications, Section K, shall be considered executed upon award of this contract to the Contractor by the Government.  The Representations and Certifications shall be deemed to be incorporated. 
H.8
SUBCONTRACTING

3.10.2-3 Subcontracts (Time-and-Materials and Labor-Hour Contracts) (April 1996)

(a) Subcontract, as used in this clause, includes but is not limited to purchase orders, and changes and modifications to purchase orders. The Contractor shall obtain the Contracting Officer's written consent before placing any subcontract for furnishing any of the work called for in this contract, except for purchase of raw material or commercial stock items.

(b) No subcontract placed under this contract shall provide for payment on a cost-plus-a-percentage-of-cost basis.

(c) The Government reserves the right to review the Contractor's purchasing system.

(d) Unless the consent or approval specifically provides otherwise, neither consent by the Contracting Officer to any subcontract nor approval of the Contractor's purchasing system shall constitute a determination (1) of the acceptability of any subcontract terms or conditions, (2) of the acceptability of any subcontract price or of any amount paid under any subcontract, or (3) to relieve the Contractor of any responsibility for performing this contract.  (End of clause)

Contractor must provide the FAA with an original completely executed bilateral subcontract between the Contractor and its subcontractor.   

H.9
NOTIFICATION REGARDING ADMINISTRATIVE PROBLEMS

If at any time during the performance of this contract administrative problems should arise which will have an adverse impact on timely performance by the Contractor or affect the contract price, the Contractor is required to immediately notify the Contracting Officer.

H.10 
FAA IDENTIFICATION CARDS

1. Required Identification.  The required identification for contractor personnel is the 

Contractor Identification Card (DOT F 1681.4).  This card will be issued to contractor employees whose duties, under terms of the contract, require them to have access to Headquarters (FOB-10A, Portals, etc.) on a regular basis (three times a week).  Contractor employees who require access only on an irregular basis will be processed as visitors and not issued a contractor identification card.

H.10 
FAA IDENTIFICATION CARDS (cont’d)

2. Procedures for Issuance.  Contact the FAA, Office of Civil Aviation Security Intelligence, 

ACO-300, on telephone number (202) 366-1252 to acquire current procedures for obtaining an FAA identification card.  

H.11
ATTORNEY/CLIENT PRIVILEGES 

During performance of this contract the Contractor may be required to attend meetings at which FAA employees seek and receive legal advice from FAA/Government Attorneys.  The FAA intends, and the Contractor agrees, that such advice is to be treated as confidential legal advice, that the Contractor will not discuss such legal advice with non-FAA personnel, that such advice will not be included in notes, written reports, minutes of such meetings, and that for purposes of asserting the Attorney-Client privilege with regard to such information, the Contractor shall be considered an agent of the FAA. 

In the event of litigation or any other legal proceedings, involving third parties to which the Contractor is not a named party, the Contractor shall support the FAA by promptly providing to the FAA any documents requested which the Contractor may have in its possession, and by making Contractor employees available to assist FAA for any purpose, including but not limited to attendance at depositions or testimony hearings.  This provision does not preclude the Contractor or the Contractor employees from being represented by Counsel retained by the Contractor or the Contractor employee, provided such representation is at no direct cost to the Government.

H.12
MAINTENANCE OF RECORDS AND LITIGATION SUPPORT

The Contractor shall maintain all records, notes, memoranda, correspondence, and Government documents, upon which notes or annotations have been made.  These records shall be maintained for a minimum of two (2) years following contract closeout, or longer if required by the Contracting Officer and needed for the completion of any litigation or hearings.  The records shall be freely delivered to the FAA upon request, and shall not be withheld by the contractor for any reason.  The Contractor waives any statutory rights it may have for withholding the documents.  In addition, the Contractor shall support the FAA in litigation to whatever extent required by the FAA.  In the event any request for support to the FAA occurs after the period of performance of the contract, separate contractual arrangements will be made for costs incurred.

H.13
PERSONAL SERVICES

No personal services shall be performed under this contract.  No Contractor employee will be directly supervised by the Government.  All individual Contractor employee assignments, and daily work direction, shall be given by the applicable Contractor supervisor.  If the Contractor believes that any Government action or communication has been given that would create a personal services relationship between the Government and any Contractor employee, the Contractor shall promptly notify the Contracting Officer of this communication or action.
The Contractor shall not perform any inherently Governmental actions under this contract.  No Contractor employee shall hold him or herself out to be a Government employee, agent or 
H.13
PERSONAL SERVICES (cont’d)

representative.  No Contractor employee shall state orally or in writing at anytime that he or she is 
acting on behalf of the Government.  In all communications with third parties in connection with this contract, Contractor employees shall identify themselves as Contractor employees and specify the name of the company for which they work.  In all communications with other Government contractors in connection with the contract, the Contractor employee shall state that they have no authority to in any way change the contract and that if the other Contractor believes this communication to be a direction to change their contract, they should notify the Contracting Officer for that contract and not carry out the direction until authorization has been issued by the Contracting Officer. 

The Contractor shall ensure that all of its employees working on this contract are informed of the substance of this clause.  Nothing in this clause shall limit the Government’s rights in any way under any other provision of the contract, including those related to the Government’s right to inspect and accept the services to be performed under this contract.  The substance of this clause shall be included in all subcontracts at any tier. 
H. 14
CONFIDENTIALITY OF DATA AND INFORMATION

The Contractor and any of its subcontractors in performance of this contract, may have need for access to and use of various types of data and information in the possession of the Government which the Government obtained under conditions which restrict the Government’s right to use and disclose the data and information, or which may be of a nature that is dissemination or use other than in the performance of this contract, would be adverse to the interests of the Government or other parties.  Therefore, the Contractor and its subcontractors agree to abide by any restrictive use conditions on such data and not to:

1. Knowingly disclose such data and information to others without written authorization from the Contracting Officer, unless the Government has made the data and information available to the public, and

2. Use for any purpose other than the performance of this contract that data which bears a 

      restrictive marking or legend.

(a) In the event the work required to be performed under this contract requires access 

to proprietary data of other companies, the Contractor shall obtain agreement from such other companies for such use unless such data is provided or made available 

to the Contractor by the Government.  Two copies of such company-to-company agreements shall be furnished promptly to the Contracting Officer for information 

only.  These agreements shall prescribe the scope of the authorized use or disclosure, and other terms and conditions to be agreed upon between the parties thereto.  It is agreed by the Contractor that any such data, whether obtained by the Contractor pursuant to the aforesaid agreement or from the Government, shall be protected from unauthorized use or disclosure to any individual, corporation, or organization so long 

as it remains proprietary.

H. 14
CONFIDENTIALITY OF DATA AND INFORMATION (cont’d)

(b) Through formal training in company policy and procedures, the Contractor agrees to  

make employees aware of the requirement to maintain confidentiality of data and information, as required above, to the end that they will be disciplined in the necessity

to refrain from divulging either the proprietary data of other companies or data that is obtained from the Government to anyone except as authorized.  The contractor shall obtain from, each employee, engaged in any effort connected with this contract, an agreement, in writing, which shall in substance provide that such employee will not, during his/her employment by the Contractor, or thereafter disclose to others or use for his/her own benefit or the future benefit of any individual any trade secrets, confidential information, or proprietary/restricted data (to include Government “For Official Use Only”) received in connection with the work under this contract. 

(c) The Contractor agrees to hold the Government harmless and indemnify the  

                 Government as to any cost/loss resulting from the unauthorized use or disclosure 

                 of third party data or software by the Contractor, its employees, subcontractors, or                             

                 agents. 

H.15
RESTRICTIONS ON PRINTING AND DUPLICATION

1. The Congressional Joint Committee on Printing has directed that Contractors providing  

equipment and services shall not be prime sources of printing for Government agencies.  However, duplicating of reports, data, or other written material is authorized provided that the material produced does not exceed (i) 5,000 production units of any one page and (ii) 25,000 production units in the aggregate when multiple pages are involved.  This duplicating by the Contractor is not permitted under any circumstances if more than one color is involved, if contract negatives are involved, or if the pages exceed the maximum size of 10-3/4 x 14-1/4 inches.

2.  These restrictions do not preclude the writing, editing, and preparation of a manuscript or reproducible copy, or incidental printing (such as forms or instructional material) required by or used in connection with the performance of this contract.
3.  When printed material required to be furnished under this contract exceeds the production unit limits or is otherwise not permitted as specified in paragraph (a) above, the Contractor shall furnish such material as unjustified clear typed text on one side only, line drawings and photographs, which are suitable as camera-ready copy for offset printing, or on disk as tasked, in MS Word, PowerPoint or Excel.

H.16
LINES OF COMMUNICATION  

The contractor shall communicate only through the Government’s Contracting Officer and/or the Contracting Officer’s Technical Representative regarding all Work Orders and/or work under this contract unless otherwise specifically approved in writing by the Contracting Officer.

H.17
RESTRICTIONS ON DISCLOSURE OF INFORMATION 

A. Except as authorized in writing by the Contracting Officer, the Contractor shall not disclose, orally or in writing, any: 

1. Proprietary Information (that is, technical information, such as trade secrets, which is      

            proprietary to any person or firm); or

2. Privacy Information (that is, information protected under the provisions of the Privacy Act of               

           1974);

3. Privileged Information (that is, financial or commercial information concerning another   

      person or firm which is privileged or personally confidential); or 

4. Government Information (that is, information or data stored, processed, or handled in 

providing services under this Contract or which may come into the possession of the        Contractor in providing services under this contract).

B. The Contractor shall not use or access any information described in paragraph A above for any purpose other than to perform this contract in accordance with its terms and conditions.

C.  The Contractor shall obtain from each of its employees a written agreement to protect all such    

information described in paragraph A above against accidental or intentional disclosure.  All      such agreements shall be subject to the approval of the Contracting Officer.  In addition, the Contractor shall require its employees, through appropriate training and promulgation of company policies and procedures, to comply with the provisions of this section. 

D.  The restrictions in this section do not apply to any information if and when such information        

      become part of the public domain.

E. The Contractor shall include, or require the inclusion of, the substance of this section in all 

      subcontracts, including lower-tier subcontracts, unless otherwise specified in writing by the        

      Contracting Officer. 
H.18
WORK ORDER PROCEDURES

All work performed under this contract will be ordered via Work Orders approved by the Contracting Officer.  The Work Order will be signed by the Contractor, the COTR and the Contracting Officer.  The Work Order will provide a more narrow description of the effort required and shall also set forth the delivery schedule for the specific requirement.

The Work Order will be forwarded by the Contracting Officer to the Contractor.  The Contractor will provide a proposal to the Contracting Officer in response to the Work Order.

Once the proposed estimate is reviewed by the Contracting Officer, the Work Order will be forwarded to the COTR for review and signature.  Once the Work Order is reviewed and signed by the COTR, the COTR will forward the Work Order to the Contracting Officer for final approval.  Upon final Contracting Officer approval, the Work Order will be forwarded to the Contractor.

H.18
WORK ORDER PROCEDURES (cont’d)
(a) Work Orders – Work Orders define and authorize the work to be accomplished by the  

      Contractor.  They do not change the terms and conditions of the contract and shall not be used  

      as a pricing action, change order or a new procurement action. 

(b) Issuance of Work Orders – The Contracting Officer is the only individual authorized to issue 

Work Orders or revisions to Work Orders.  The Work Orders or revisions to Work Orders will specify work to be performed within the general scope of work described in Section C.  The Contractor shall not exceed the labor hours negotiated for each Work Order or revision to the Work Order.  The direct labor hour rates shall be in accordance with Section B.  The travel, per diem, and other direct costs shall be as specified in each Work Order and shall not exceed the applicable amount set forth in Section B and the limitations set in Section C.  It is agreed and understood that a fully executed Work Order or revision to a Work Order signed by the Contracting Officer shall constitute authorization for the Contractor to proceed with the work specified therein.  No other costs are authorized without the written consent of the Contracting Officer. 

(c) Work Order Limitations – The Contractor shall not  proceed with any work until he/she is in 

receipt of a Work Order or revision to a Work Order which is signed bilaterally by the Contractor and the Contracting Officer.  

(d) Work Order Contents – Each Work Order and revision to a Work Order shall be prepared in

      accordance with the FAA’s standardized Work Order format.  Each Work Order and revision 

      to a Work Order shall be prepared in accordance with the standardized Work Order format,  

      sequentially numbered, e.g., Work Order 001, Work Order 002.  Each fully executed Work     

      Order shall contain the following:

(1) Contract and Work Order Number

(2)  A detailed description of the work to be accomplished including, when appropriate,   

reference to applicable plans and specifications and specifics as to items to be delivered;

(3)  Delivery Schedule;

(4)  The degree of labor utilization;

(5)  Travel and other direct costs;

(6)  The applicable appropriation and accounting data, and

(7)  The signatures of the Contractor, the FAA COTR, and the Contracting Officer.

(e) Work Order Format – Section J, Attachment J-2 provides an example Work Order Format.

H.19
TRAVEL AND OTHER DIRECT COST REIMBURSEMENT

See Section C.3.2 for guidance relative to travel.

H.20
RESUME’S

A resume’ for employees must be provided whenever there is a change in personnel.  All qualifications on resume’s must conform with Section H.2.        

H.21
CONTRACTOR EMPLOYEE TERMINATION

The Contractor shall notify the Contracting Officer immediately whenever an employee performing work under this contract terminates employment.  The Contractor will be responsible for returning, or ensuring that the employee returns, all DOT issued Contractor employee identification and all other DOT property.


