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SERVICE CENTER OPERATIONS SUPPORT SERVICES DRAFT
STATEMENT OF WORK

1. GENERAL
The intent of calls ismedund«ﬂ:isBWhnchmAment (BPA) is to obtain

comprehensive, cost effective on-site data entry and other records processing and related support

. smceaforthelmmgrauonmdNamﬂmuonSmceﬂNS)mltsfourSerwoeCters and in
" any additional locations INS may deagmemwnbng

2. BACKGROUND
The mission of INS is to administer and enforce the Immigration and Nationality Act (INA) of

1952, Title 8 of the Code of Federal Regulations (CFR), and other more recent legislation
including the Marriage Fraud Statutes, the Immigration Act of 1990, Hliegal Immigrant Reform

andlmmgmntRupomblhtyActofl%(ﬂARA),mdoﬂ:erspecmlINSmmdatedpmmsv

such as Nicaraguan Adjustment and Central American Relief Act of 1997 (NACARA),
. Haitian Refugee Immigration Faimess Act of 1998 (HRIFA).

In the past, aliens eligible to apply for benpﬁtx under the Immigration and Nationality Laws
would submit their applications and petitions to one of 86 INS District Offices and Suboffices
throughout the United States. To introduce greater efficiencies and improved productivity, INS

. established four Service Centers and initinted a Direct Mail Program in 1986. Under the program
aliens seeking benefits under the INA are requested to mail their applications and petitions
directly to a Service Center rather than to a District or Suboffice. The four INS Service Centers
currently supporting the Direct Mail Program are: -

¢ California Service Center (CSC), Laguna Niguel, California (CA). This Service Center is
currently located in a single building.

e Nebraska Service Center (NSC), Lincoln, Nebraska (NE). This Service Center is
currently located in two buildings approximately 1 mile apart.

e Texas Service Center (TSC), Dallas, Texas (TX). This Service Center is currently.
located in two buildings approximately 18 miles apart.

e Vermont Service Center (VSC), St. Albans, Vermont (VT). This Service Center is
currently located in four buildings all within approximately Y mile of each other,

. The Direct Mail Progmu is currently in its third phase of ilhplmnentaﬁon. PhasesIlandII
involved the mailing of a limited number of applications and petitions to the Service Centers for
processing. In the final phase, Phase 11, all applications and petitions will be mailed directly to

Page 1 0f 29 o 111372000 |

21



i

}

Immigration qnd . Service Center Operations Support Services  /mmigration Services Division

Naturalization Service Stkisnint 6f Woek _ RFQ HQ-0-Q-0044

the respective Service Centers. The Service Centers use various existing INS automated
information systems (see Section 9.5). Section 9.3 lists the documentation for these automated
systems. See Attachment 5, Outline of Support Services for the INS Direct Mail Program, for a
summary of the current support services. Actual workload and labor hour statistics for support
services under the current coniract are shown in Attachment 9.

3. SCOPE

The scope of work performed under calls issued under this BPA includes record management
and processing services. The services shall be performed at locations specified by the INS in
calls issued under the BPA. These support services shall consist of, but are not limited to, the
following task areas:

Mailroom operations

File assembly

Data collection, capture, and scanning

Document preparation

Fee collection and processing
- Fileroom operations

Word processing .

Quality control, including continual process evaluation and improvemen

Project management :

Business Process Reengineering, including requirements analysis, system design,

development, and implementation

Other records management functions, processing, and services as designated in any

media or storage modality (electronic, paper, optical storage, etc.) as specified

SOPNOMAEWN

—
ot
.

INS currently processes approximately 5 million applications and petitions each year. INS
estimates that application/petition receipt levels could increase or decrease from 0.2 million up to
1 million per year over the next five years Service wide based on actual experience over the past
few years. Approximately one-half of current workload receipts are located in the Service
Centers. Current plans are that the remaining half of the workload receipts that are presently sent
to district offices, sub-offices and other INS facilities will transition to the Service Centers at
some time during the period of performance for this BPA.

It is important to note that anticipated workload estimates in the Service Centers may decrease
during the period of performance for this BPA because of changes brought about by INS
reorganizations, implementation of new laws and policies, changes in United States Government
administrations during the period of performance, or changing global events that may lead to a
decrease in the demand for our services,

Page 2 0f 29 211372000 |
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4. OBJECTIVES

The INS Immigration Services Division (ISD) has a need to acquire mailroom operations,
fileroom operations, data entry, and related suppoit services for its Direct Mail Program. The
INS is looking for new ideas. Offerors are encouraged to propose alternative approaches to

~ satisfy the requirements, :

The objective of this BPA is to provide cost effective, timely, accurate, and comprehensive on-
site data entry and other records management services at INS Service Ceniers or other specified
locations in a manner consistent with effective adjudication, financial responsibility, and

“customer service. The INS is the customer of services under this BPA. Other than law
enforcement activities, the applications processed in this program are the most highly visible
products and aspects of INS operations. '

Subordinate objectives are stated in each task area.

5. REFERENCES

Acronyms specific to this statement of work, with their meanings, are contained in Attachment 1,
Acronyms and Definitions, Table Al-1, Acronyms. Terms specific to this statement of work,
and their meanings, are contained in Attachment 1, Acronyms and Definitions in Table A1-2,
Terms and Definitions.

See aizo Section 9.5 for Goveminent Fumished Information.

Attachment 7 lists all the INS form types that are currently included within the INS Direct Mail
Program. INS maintains a web site with elsctronic copies of all the INS forms currently under
the Direct Mail Program in Portable Document Format (PDF) and instructions for filing them,
The web site provides filing instructions and lists applicable fees. The address for the INS Web
site is:

6. REQUIREMENTS

6.1 General

The services shall be performed at each of the INS Service Centers listed in Table 6-1, and may -
be performed at other locations as determined by INS.

Page 3 of 29 - %/13/2000 |
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Service Center _ Address Additional Locations
California Service Center | 24000 Avila Road First Floor
(CSC) Second Floor
Laguna Niguel, CA 92607
Nebraska Service Center | 850 S Street 100 N. Centermial Mall
(NSC) Lincoln, NE 68501-2521 Lincoln, NE 68508
Texas Service Cen! 7701 N, Stemmons Freeway | 4141 N. St. Augustine
(TSC) : Dallas, TX 75247 Dallas, TX 75227
Vermont Service Center - | 75 Lower Weldon Street 50 S. Main Street
(VSO St. Albans, VT 05479 St. Albans, VT 05478
1A Lemnah Drive
St. Albans, VT 05478
4 Lemnah Drive
St. Albans, VT 05478

Table 6-1 INS SERVICE CENTERS

The Contractor shall provide all labor, supervision, and training necessary for the performance of
the work specified in calls issued under this BPA. The Contractor shall also provide
transportation services (¢.g., courier-services) for mail between the Post Office and the four INS
Service Centers listed in Table 2-1, and for mail and files internaily within the Service Centers
located in multiple buildings. .

6.2 Performance Standards sind Award Fee

INS anticipates using award fees to encourage the Contractor to monitor and continuously
improve performance. This includes rewarding the Contractor for recommending process
changes that result in lowering Government operating costs. INS has specified performance
standards in each task area related to processes that INS believes are critical to successful
performance of the Direct Mail Program. INS reserves the right to add, delete, and revise
performance requirements for calls after issuing the initial call. These requirements and their
associated performance standards define the work to be performed. INS established these
performance requirements and associated stanidards after careful analysis of current operations
based on historical performance against similar established standards.

Page 4 of 29 232000 |
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INS'intends to monitor performance closely, and requires the Contractor to do the same. INS
will measure performance against these standards for each Government fiscal quarter, and
intends to determine the amount of the award fee within 45 calendar days after the end of each
quarter. '

INS will maintain a separate award foe pool with respect to each Service Center and will
maintain performance measures separately for each Service Center. The maximum award fee
that'may be paid for cach quarter will be four percent (4%) of the total amount of approved
inveice(s) for that quarter, by Service Center. The maximum award fee paid for a given task area
is indicated as a percentage in Attachment 3, Performance Requirements, INS requires that more
than fifty percent (50%) of the award fee be paid as bonuses to Contractor/Subcontractor
employees at the Service Center for which the award foe is paid. Management personnel shall be
exciuded from this payment. Management personnel are considered to be the level above those
maragers involved in the direct supervision of ecmiployees performing the work. The
Contractor/Subcontractor shall pay the bonuses within 10 business days following receipt of
payment from the Government. INS requires documentation that the bonuses have been paid.
The Contractor/Subcontractor may determine the bonus amount to pay to individual employees
in any way that the Contractor/Subcontractor believes will encourage continous process
improvement. ‘The remaining award fee may be retained by the company and/or distributed to
managers and employees without restriction.

If the Contractor fails to achieve at least the Acceptable Quality Level (AQL) in one or more of
the performance requirements, INS will issue a Contract Discrepancy Report (see Attachment 8)
andrequire the Contractor to correct the deficiencies at no additional cost to the Government.
Regardiess of the status of other performance standards assessed within a given task area, any
task area with 4 or more Contract Discrepancy Reports (see Attachment 8) per Service Center
issued in a given quarter, shall not receive any award fee.

INS encourages the Contractor to submit alternate and/or additional requirements and standards
based on the Contractor’s experience and expertisc. Performance Standards are defined in
Attachment 3. ‘

6.3 Performance Requirements .

The general performance requirements for each task as stated in Section 3 are ducnbed below.
The Government will control document content and processing consistent with law, regulation,
~ and policy. :

6.3.1 Task 1 - Mailroom Operations

The Contractor shall route, process, and account for all internally and externslly generated mail
in 2 manner which optimizes proper filc management, expedites accurate data entry, maintains
financial accountability, and maximizes throughput with an additional goal of using automation
to enhance accountability and speed processing times. INS defines proper file management in
terms of its result, i.e., that each file can be located and retrieved quickly and efficiently upon
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demand.

Mail received at the Service Center includes all forms of documents, files, correspondence, and
parcels other than equipment and capital goods. Mail may inelude negotiable instruments, cash,
secured files, documents, registered mail, and special handling mail for which the Contractor
ghall be responsible and liable while in the possession of Contractor employees. All mail
operations functions shall be performed in accordance with INS, Government, US Postal Service
(USPS), and applicable commercial courier procedures.

The Contractor shall receive, control and distribute incoming mail, including envelopes and
packages from the USPS and various commercial courier services. The Contractor shall collect,
prepare, and control outgoing mail, including delivering USPS mail to the Post Office and
agsembling bulk mail for pickup by the presort bulk mail Contractor.

Succcssful performance of all mailroom operations is defined in Attachment 3, Performance
Requirements, Section A3.2.1, Mailroom Operations.

632 Task 2—File Assembly

The Contractor shall assemble, manm:n,store, and retrieve files in a manner that provides
accurate, complete and expedient service for the INS adjudicators (customers) and the applicants
who are their primary customers.-

- The Contractor.shall assemble incoming petitions, applications, and supporting documentation
into file folders and review folders for completeness. The Contractor shall make corrections to
applications/petitions of a minor clerical nature to expedite processing (e.g., misspelled state

- abbreviation), when possible or retum them to the INS or applicant, as appropriate, based on
established criteria in the Standard Operating Procedures (SOP) for each form type. The

- Contractor shall annotate worksheets with appropriate action for various application/petition
cases, and perform other file assembly duties consistent with the above objective.

Additional requirements include maintaining logs of manual rejects and nuppomng INS testing
of new or enhanced technology and equipment prototypes in the Direct Mail Program.

Attachment 7, INS Direct Mail Program Forms, lists and describes the current INS forms and

fees under the Direct Mail Program. Forms are subject to change as promulgated by laws and
regulations.

Successful performance of all file assembly processes is defined in Attachment 3, Performance
Requirements, Section A3.2.2, File Assembly.
6.3.3 Task 3 - Data Collection, Capture, and Scauning

The Contractor shail perform data collection, capture, and scanning in a manner that provides
acceptable accuracy, throughput, customer service, and accessibility consistent with security.

Page 6 of 29 2/13/2000 |
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The Contractor shall provide timely, accurate, and complete dats entry processing. This entails
data update, error correction, data transactions, scanning (barcodes, fingerprints, photographs,
signatures, etc.) and data inquiries. Work performed shall conform to applicable Government
regulations, policies and procedures (see Section 9.5).

The Contractor shall review applications/petitions and documents for completeness and
accuracy, annotate appropriate completed actions on processing worksheets, and identify
problem/deficient applications/petitions or documents. When possible, the Contractor shall
make corrections (to forms, petitions, etc.) of minor clerical errors, (e.g., misspelied state
abbreviations) or retum the document to the INS or applicant, based on cstablished criteria in the
Standard Operating Procedures (SOP) for each form type.

Additional requirements include maintaining logs of manual rejects and supporting INS testing
of new or enhanced technology and equipment prototypes in the Direct Mail Program.

Successful performance of data collection, capture, and scanning operations is defined in
Attachment 3, Performance Requirements, Section A3.2.3, Data Collection, Capture, and
Scanning.

6.3.4 Task 4 -~ Document Preparation

The Contractor shall process, produce, andmnmtamaecountabﬂltyfor documents and notices as
the INS may designate in a manner consistent with effective adjudication and customer service.

The Contractor shall perform necessary tasks to support production of various types of
documents and notices, currently including:

Employment Authorization Documentation (EAD)
Reentry Permits

Decision Notices

Permanent Resident Cards (“Green Cards™)

The Contractor shall safeguard documents in an INS-designated secure area. The Contractor
shall maintain accountability and safeguard ali documents in accordance with INS procedures,
and perform sensitive document destruction in accordance with approved federal records control
schedules. The Contractor shall maintsin logs of documents requiring logs and perform other
duties as specified in calls. .

‘As technology changes, document processing will also change. The Contractor shail control the
work processes and is responsible for ensuring that the required end product or result specified in
the performance requirements are achieved. The Govemment will control document content and
processing consistent with law, regulation, and policy. :
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Successful performance of all document preparation operations is defined in Attachment 3,
Performance Requirements, Section A3.2.4, Document Preparation.

6.3.5 Task S —Fee Collection and Processing

meConmctorshaumuwtandpmcmfeumwcordmemththeTmmryFmameanL
INS:directives, and sound financial practice. Thuwnllenmeatmceable,pmﬁml.unbmken
chain of custody for cash or financial instruments . ,

The Contractor shall: monitor, collect, verify, control, safeguard, and maintain accountability of
all source documents (applications, petitions, and other information) with fees and monies
collected from or returned to the customer.

Government directives specify that all fees received by the Government be dopontedmﬂmzll
hours of receipt. In accordance with the Treasury Financial Manual (TFM), deposit preparation,
physical transfer of funds, and account reconciliation shail be performed by no less than two
different individuals (segregation of duties). The Contractor shall immediately refer any
problems fo the INS for guidance and/or resolution.

The Contractor shall prepare and maintain a Fee Collection Plan acceptable to the Government to
document all- procedures, and safeguards required in the handling of all monies
mvﬂm be prepared in accordance with the Treasury Finance Manual (TFM)
Part 5, and applicable INS policies, instructions, and procedures. The TFM can be obtained via

the U.S. Treasury Department web site at hitp://www.fins.treas.gov/tfm/. All fee-handling
operations shall conform to the Fee Collection Plan,

Fee collection and processing operations must assure accurate and accountable collection and
handling of currency and accgptable negotiable instruments delivered to the site. The Contractor
shall account for all fees in their possession from the time of receipt until submitted to the bank
for deposit. The Contractor shall prepare deposit documentation on a daily basis to forward
funds to the INS-designated depository or to return funds from rejected transactions, verify
deposits, and maintain reconciliation records.

The Contractor shall review all applicationa/petitions for accuracy, completeness, and conformity
with established INS guidelines specific to the type of document. In the event that all
requirements are not met based on established criteria in the Standard Operating Procedures
(SOP) for each form type, applications and petitions shall be rejected and returned with their
accompanying fees, if any, to the applicant.

Successful performance of all fee collection and processing operations is defined in Attachment
3, Performance Requirements, Section A3.2.5, Fee Collection and Processing.

6.3.6 Task 6 — Fileroom Operations

The Contractor shall receive, store, retrieve, and maintain files in a timely, complete, and
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accurate manner consistent with applicable Government guidance and ease of adjudication.

INS guidance as to the file content, labeling (method and type), and internal file arrangement
dock not dictate Contractor work processes. It merely ensures efficient adjudication consistent
with INS policy. File content is dictated by documentation requirements lmpoaed by law,
regylation, or public policy.

The Contractor shall update the Central Index System (CIS) via the local tracking system

[Rebeipt and Alien File Accountability and Control System (RAFACS) or National File Transfer
System (NFTS)]; annotate appropriate actions on case processing worksheets i accordance with
INS procedures; manifest cases and accountable documents being transferred as required;
perform and follow-up Alien File (A-File) Transfer Requests (FTR) and Manual Search Requests
: (M$R), and perform special sorts and file pulls as requested.

File maintenance includes, but is not limited to: replacing damaged file folders, creating files for
cas¢s for which a file does not already exist, and matching and consolidating applications/
peti:onslcorrespondmee to store with corresponding files (File Connections).

Ad@uonal requirements include: packing and labeling files for shipping to the appropriate file
deppsitory; photooopymg or scanning documents and files, or parts thereof; and obtaining screen
prinitouts for various applications/petitions, miscellaneous material and other correspondence.

Sumossﬁxl performance of all fileroom operations is defined in Attachment 3, Performance
Requirements, Section A3.2.6, Fileroom Operations.

'6.3.7 Task 7—Word Pfoeeuilg

The Contractor shall provide 1 Full Time Equivalent (FTE) word pmcemng operator at each
Service Center to prepare complete and accurate documents i in support of this BPA.

The Contractor shall prepare and edit correspondence and other types of documents using INS
staridard word processing and spreadsheet software.

Suacessful performance of word processing is defined in Attachment 3, Performance
Requirements, Section A3.2.7, Word Processing.

638 Task 8 — Quality Control

The Contractor shall provide and implement a proactive risk management strategy that assesses,
tracks, and reports potential risks and issues, while snmultaneously allowing for their control and
project wide visibility.

Quality Control consists of the action(s) taken by the Contractor to control the quality of services
or ather deliverables provided the Government. The Contractor’s Quality Control Plan (QCP) is
the Contractor—provxded document that identifies, defines, and describes the Contractor’s
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procedures for controlling the quality of services or other deliverables provided the Government,
The Contractor’s QC program implements the QCP. The Contractor shall provide an acceptable
QCP within 90 days after award of the BPA. Award fees for all tasks will accrue solely when the
Contractor is executing a QCP acceptable to the Government.

The Contractor shall deveiop and implement a quality control sy:temvmamnglc,mndndxzed
Quality Control (QC) program applicable to all sites and for all performance requirements in
- Attachment 3, Performance Roquirements. The Contractor shall implement a detailed QC Plan
within 30 days after acceptance by the Government. The QC Plan shall include the methodology
and procedures for an inspection system covering all the service areas listed on the Performance
Requirements Summary (Attachment 3). It must specify the following:
s Areas to be inspected on either a scheduled or unscheduled basis
¢ Frequency of the inspections to be accomplished
¢ Title and organizational placement of the individuals who will perform the inspection: _
U Methodstobeusedfondcnnfymg ptevenung,mdoomctmgdcfecm in the quality of the
services performed, including
= Measuring processes ablhtytopmdxmthcmuksrequmdbythc Government
= Complying with applicable Government/INS regulations
* Identifying, responding to, and correcting deficiencies or shortcomings identified through
the INS feedback process. .
Monitoring procedures and improving processes
Improving customer service levels '
‘Quality Control reporting on review/andit results
Pmpanns and tmplemenﬂns Problem Resolutlon Plans La::.mnhmmmmm

® Description of records, maintenance and retention of document inspection records of ail
- inspections and the corrective action taken.

 Number of units o be studied and associated statistical confidence level

* Run, process, and control charts for
*  All incentivized processes
v Each form for critical data entries
®  Each form for non-critical data entries

The QC program, plan, and procedures are deemed acceptable to the Government when
performance requirements are consistently met or exceeded. The Government may withdraw
acceptance of all or any part of the QC program, plan, and procedures when one or more
performance requirements are not consistently met or exceeded. The Contractor shall not use a
QC program, plan, and/or procedure unacceptable to the Government. The Contractor shall bear
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»’Recotdsofinspectionsshallbekeptaudmndeavailabletotheﬁovetnmentdmﬁgﬂmtetmofall

TheContucmrshallkeeptheQCP updmdtoreﬂoctthemoaclmmtpmcadmundpmvzdca
concutrent copy of all changes to the On-Site Contracting Officer’s Technical Representatives
(COTR). The COTR shall direct any comments on the chmodprocedmuwtheﬂeadqm
COTR (HQCOTR) for transmittal to the INS Project Manager (PM)

meCmMmlMawmmmmvmWomwldmfym A
. document opportunities for increasing production, accuracy, and accountability, and for reducing
processing time and cost. This includes changes to manual processes, and may involve the
sclection, specification, and use of equipment to facilitate manual processes. It includes any
minorwbmatedsystemsthatﬂowkactormigMdevelophsuppoﬂofexiaﬁngmmm

. processes.

hmenchmguﬂ:umqmmdmgn.dwolqmeunmdmplunmmmnofamommdsyumm
mterfacew:thcnnmxorﬁmmisystum,orwhmhpmvxdeapubhc mwrface,u'emchded
underTask 10, BumnequoauReengmmg

Successful performance of quality control is defined in Attachment 3, Perforinance
Requirements, Section A3.2.8, Quality Control.

639 Task9- Project Management

!
The Contractor shall design and implement 2 project-wide metrics-based performance
manggement strategy. The strategy must assist in maintaining clear oversight of all aspects of the
Contractor’s performance and provule up-to-date automated tracking of critical program
functions and performance requirement status.

Successful performance of project management is defined in Attachment 3, Pu‘formance
Requirements, Section A3.2.9, Project Management.

6.3.9.1 Project Muagunent

- The Contractor’ spro;ectmunganentorgnnntmnnhaﬁbereapmmbleformnngthxtallwork
activities areperformedmahmelyandoosteﬂ'ecuvcmmmcrwhﬂemmwmng at least an
acceptable quality of performance. Acceptable quality is defined as a quality level that meets or
exceeds the performance standards for each performance requirement as well as the acceptance
criteria for call deliverables. .
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Thweﬁm,meCmmcmfshauﬂnnhhmdead&ﬂedejthmgmuuPhn(PMP)
that describes the resources and the company’s policies and procedures for the effective
management of this entire BPA and all work performed hereunder. The Project Management Plan
shall address Contractor strategies to manage fluctuations and growth in workioad to support the
INS requirements, including plans for meeting workload surges of up to 20% above the baseline
workload (see Attachment 9). Thiz may i o such measures g 0O0 paro:

specific and quantitative, The Proj
Transition Plan Overview to include phase-in and phase-out : '

Daily operational procedures for accomplishing the tasks in this statement of work
Schedules and Milestones of critical events and processes .
Personnel Plan Overview

Training Plan Overview

Progress reporting methodology

Quality Control Plan Overview

Improving customer service levels

Configuration Management Plan Overview - ‘
Contingency Plans (sec Attachment 3, Requirement 9.1.9, Page A3-19 — A3-20

»

LA TRERLECY] LN O VDSOS 2133 OLNer 305
.

. . & AUCASUITE -, ! ' B j 44
Plan ghall include at least the following items:

* & @ & ¢ & & ¢ 0o

6.3.9.2 Project Msaagement Office

The Contractor.shail be responsible for the effective managament and administration of all efforts
undertaken under this BPA. 1t is required that the Contractor shall establish'a project management
office in the Washington, DC metropolitan area with staff at commensurate level of responsibility
to interact with INS HQ managers as nceded. The Washington, DC metropolitan area is defined
as a radius of 70 miles from the INS headquarters located at 425 I Street NW, Washington, DC.

The Contractor shall institute and maintain an effective, efficient, and responsive project
management organization which shall be responsible for the management and oversight of all
Contractor personnel, subcontractor and/or vendor resources utilized in the performance of calls
under this BPA. .

6.3.9.3 Work Breakdown Structare

The Contractor and the Government must use a “common language” with operational definitions,
metrics, and methods for defining the structure of the work. The Contractor’s Program )
Mansgement team members shall develop and maintain the Direct Mail Program Work
Breakdown Structure (WBS), which is a family tree of services, dats, and products that comprise
the Direct Mail Program. The WBS shall be developed and maintained to level(s) acceptable to
the Government. A component of the WBS is the WBS dictionary, which matches WBS

elements to their definitions and contract requirements. The WBS is the foundation of a
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[ 4

oommonlanguageforducumonofworkpmcammdwoducts Theworkprodmturethe
detailed performance requirements provided by the Government in Attachment 3 of this BPA or
that are otherwise specified in call(s) and subsequent modifications.

6.3.9.4 Configuration Mansagement

The Contractor shall provide a Configuration Management (CM) and change control process fo .
ensurethntchsngestakeplacemaconhoﬂedmvummmtmddntﬂ:empmum1dennﬁedand
considered prior to acceptance of the proposed change. In addition, the configuration control
process must ensure coordination among all affected parties and Service Centers.

The CM Plan shall, at 2 minimum, describe the processes for the following:

. CoordmnhonofStandardOpetaﬁnngcadmu(SOP)dmnguamongtbeSCs
Notification of affected INS and Contractor personnel -

Approval procedures for process and SOP documentation revisions

Electronic and hard copy distribution of SOP and revisions

Document change control procedures, ¢.g., border marking and date stamping

¢ & &0

6.3.9.5 Security Requirements

SeeAttachmentG SemmtyReqmmnem,fordowlsofthcpasonnclandmformauonsysm
security requirements.

6.3.9.6 Training Plan

The Training Plan shall describe how the Contractor intends to provide and maintain a trained
staff capable of meeting ail production and quality standards of the contract. The Contractor shall
execute the training plan on a schedule to provide adequately trained staff capable of meeting all
production and quality standards within 30 days of commencing performance on the first call.
The plan shall outline training requirements for all labor categories to ensure that INS
performance requirements arc met and maintained. The plan shall show how work shall be
reviewed and evaluated during the first 30 days to determine if the work meets established
quality standards stated in the call. The Training Plan shall address at least the following issues:

.+ Typesof training
+ Training schedule
* Training syllabus for
= - New hire training in procedures, terminology and objectives
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* Standard Operating Procedures (SOP), including ADP systems, data entry/scanning,
mailroom, fileroom, fe_ecoltocﬁonlproceuing,domentpmpaption, and QC
* Security requirements and compliance to include fees, employee identification,
unprocessed mail, operation requirements such as key control, data systems security,
passwords, security clearance requests and monitoring driver licensing and driving -
records of staff responsible for picking up mail from USPS and file security
=  Privacy Act procedures
* Standards of conduct
® Ongoing training for SOP changes
¢ Treining evaluation procedures
* Procedures to ‘
* Identify new and remedial training requirements
® Select and assign poople to attend training
®  Certify that all employces are informed/trained
INS: shall provide initial training to a core group of supervisors, trainers, and/or other senior
perdonnel designated by the Contractor at each SC for any new forms, processes, automated
systems, or other Government required changes. The Contractor shail be responsible for training
the remaining affected Contractor staff.

-6.3.9.7 Backlog Reduction Plan
M:Bwﬂog Reduction Plan describes the Contractor’s proposed approach, including specific
milestones, target dates, staffing levels, and associated costs, to perform the additional work

necessary to reduce the accumulated “frontlogs” (see Attachment 1) at a Service Center for one
or more application types. ' '

6.3.9.8 Report of Theft or Rebbery of Funds

The:Contractor shall, upon discovery, immedidtely report in writing to the HQCOTR and the On- .

Site COTR any irregularity involving accountability of applicant fees received. The report shall
at a minimum include:
.(1)' Date discovered
(2) Amount involved 4
(3) Name(s) and position title of employee(s) invoived
(4). Description of the irregularity and/or circumstances
(5) Statement as to whether prescribed procedures and requirements were foliowed
(6) Recommendation to prevent a recurrence :
(7) Recommendation for restoring and adjusting the accountable employee'’s account

6.3.9.9 Report of Accident

In the event of an accident involving Government personnel or property, the Contractor wiill
immediately submit a report to the HQCOTR and the On-Site COTR including at least the
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following information:
(1) Date and time of the occurrence
(2) Place of the occurrence

(3) ' Names of all personnel directly involved
(4) Narrative description of the accident and circumstances

6.3.10 Task 10 — Business Process Reengincering

The:INS is interested in cost-saving solutions to its requirements for Service Center operations
support. INS needs to move awsy from its current dependency on manuai processes to enhance
production and accuracy via automation. Under separato calls, the INS will direct the Contractor
: tooondmtBPRsmdmandanalyus,mdmydmctﬂwdmgn,dwelopmat,md
implementation of selected BPR solutions.

Successful performance of BPR is defined in Attachment 3, Performance Requirements, Section
- A3.2.10, Business Process Reengineering.

6.3.10.1 Requirements Anly:h

Mmmmemmmmmmmmumﬂmdwmbmmmm
docyment specific process improvements based on automation or other means to achieve
improved accuracy and/or reduced cost of operations. The Contractor shall determine the
functional requirements IAW the INS Software Development Life Cycle Manual, Chapter 5,
Requirements Definition Phase for the functional area(s) designated by INS in a separate call,
Individual calls will delineate the scope of individual BPR studies. INS intends to investigate
receipt of electronic funds, with the requisite CLAIMS update to show fee receipts, and audit
trails required by the Treasury Finance Mnnual

. 6.3.1 0.2 System Design, Development, and Implementation

In response to separate calls, theConttantorshalldmgn,dcvehp and implement manual and/or
automntedlystemmprovementswadnwempmvedwcuncymdformducedconof
operations. The Conh’actorahaﬂfollowthereqmmcn!ntatedmtthq?warc Development

- Life:Cycle Manual, w:thpamcular emphasis on Appendix A, Alternative SDL.C Work Patterns.

See Attachment 6, Secuntykeqmmnents, for details of the information system security
requirements.
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7. GOVERNMENT QUALITY ASSURANCE

Quality Assurance (QA) i$ the planned and systematic pattern of all actions on the part of the

Goyernment necessary to provide confidence that adequate technical requirements in the form
of Contractor plans, controls and procedures such as the Quality Control Plan are established

and-enforced to ensure that products and services meet or exceed performance standards.

Quality assurance is the process that measures the success of the Contractor’s Quality Control
program as determined or identified by selected service outputs (performance requirements) or
deliverables. This is performed primarily by the Quality Assurance Evaluator (QAE), a -
functionally qualified person who performs quality assurance functions for a contracted service.
The QAE assesses the processes and outcomes of QC (i.e., those actions taken by a Contractor
to control the quality of goods and /or services provided).

Attachment 3, Performance Requirements, identifies performance standards, i.e., selected
service outputs of the contract that will be evaluated by the Government to assure the
Contractor meets roquirements. The performance standards for each performance requirement
- identify performance levels, which, if not met consistently by the Contractor, render the -
Contractor subject to the remodies consistent with fixed price calls (i.e., rework of defective
service at the Contractor’s expense). :

Quality Assurance will be performed on all performance requirements and standards. Quality
Assurance results and the method used to ascertain whether a given performance standard(s) is
met shall be provided to the Contractor in writing at least once a month,

The Contracting Officer (CO) may, after consultation with the QAE Supervisor, withdraw
accaptance of the Contractor Quality Control Plan (QCP) or part thereof, given documented and
reaspnable evidence that the QC procedure(s) of the Contractor are defective. QC procedures
arc defective when they endanger successful performance of the work assigned or consistently
fail to produce the required level of performance as stated in the performance requirements in
Attachment 3. Award fees accrue and are payable exclusively for work performed under an
accoptable QCP. -

The method used by the QAE for contract surveiliance must include but is not limited to those
listed in Attachment 3 for each requirement.

The Government may elect to use third party contract administration, such as the Defense
Contract Management Command (DCMC), for all or a portion of contract administration,
inclading Government quality assurance personnel or any other Contractor.
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- 8. PERSONNEL

TheCmmwmrshnupmvidclldlloinﬁmdpmmlﬂ:ampﬂfomﬂ:eworkinawuded
calls. TheContractoruhnﬂpmponemminﬁonplmtopafqrmﬂwconm Personnel
qualifications and labor category descriptions shall be those in the Contractor’s winning technical
" proposal as incorporated into the BPA. Labor categories on the current contract are included in
Attachment 2 for information only.

TheConmctorshﬂlmﬁdeauwmyh;iningwmmﬂwmquhedaﬁlhmuhbﬁshed
and maintained. TthovanmentlhauneiﬁerpmvidenordimﬂymimbmemeContrwtorfor
any training unless it relates to a significant new Government requirement, The Contractor shall
be responsible for training: (1) all new personnel on initial asgignment to the project; (2) any
personnel on change of assignment within the project; (3) all affected personnel whenever the
Contractor Standard Operating Procedures (SOP) arc revised; {4) remedial training required to
achieve acceptable quality levels; and (5) ongoing training t0 ensure standardization of
operational functions. '

8.1 Key Personnel

The Conmmrshﬂlpropouthekeypqmmlbymcimludinga,ijthmuudeﬁned
in Section 8.2, a Center Manager for each Service Center, and any others specified in calls.
Before assigning key personnel to calls under this BPA, the Contractor shall submit the
employee’s resume to the HQCOTR for approval. The HQCOTR shall have five (5) working
days, when practicable, to accept or reject the resume. In addition to resume approval, all -
proposed key personnel shall have security clearances.

The Contractor shall make no key personnel substitutions or additions unless necessitated
by compelling reasons including, but not limited to, an individual’s illness, death,
termination of employment, declining an offer of employment (for those individuals
proposed as contingent hires), or maternity leave. In such an event, the Contractor shall
promptly provide the information required below to the CO and HQCOTR for approval
prior to the substitution or addition of key personnel. The qualifications of proposed
substitute key personnel shall meet or exceed the qualifications of personnel whom they
are proposed to replace.

Requeats for key personnel changes shall provide a detailed explanation of the
circumstances necessitating the proposed substitutions or additions, a complete resume of
the proposed personnel, and any other relevant information requested by the CO or
HQCOTR, :

8.2 Project Manager (PM) _
Within 30 days of the date of award of the BPA, the Contractor shall have an office in the

Washington, DC metropolitan area to provide management, personnel, and administrative
supervision for all work performed in response to this Statement of Work (SOW). The
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9. GOVERNMENT-FURNISHED PROPERTY AND OTHER RESOURCES

9.1 Definitions

“Cmmmr-wquiredpmpeny,”ausadincdkmﬂwBPA,mumpmpmacquimdof
oﬂmmiwpmvidedbytheCmMorforpafmmingamntwtmdmwMehtheGovmmmthu
title,

“Government-furnished property,” 35 used in calls under the BPA, means property in the
possession of, or directly acquired by, the Government and subsequently made available to the .
Contractor. : .

"Govmmpmpatf’memaﬂmopatyomdbymlusedﬁtbe&vmmtquﬂhedhy
the Government under the terms of the call. It includes both Government-furnished property and
Contractor-acquired property as defined in this section. . ,

“Plant equipmmt,”asusedinusedincaﬂwndertheBP_A,memspmomlpmpertyofacapital
nature (including equipment, machine tools, test equipment, furniture, vehicles, and

and auxiliary items) for use in manufacturing supplies, in performing services, or for any
administrative or general plant purpose. It does not include special tooling or special test
equipment,

“Property,” as used in this part, means all property, both real and personal. It includes facilities,
material, special tooling, special test equipment, and agency-peculiar property.

“Real property,” as used in calls under the BPA, means land and rights in land, ground
improvements, utility distribution systems, and buildings and other strutures. It does not
include foundations and other work necessary for installing speciat tooling, special test
equipment, or plant equipment.

“Material” is property that may be incorporated into or attached to a deliverable end item or that
may be consumed or expended in performing a service under a call. It includes assemblies;
components, parts, raw and processed materials, and small tools and supplics that may be
consumed in normal use in performing a contract,
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9.2 Govermment-Furnished Material/Property

Pursuant to the “Government Property” clanse herein [Foderal Acquisition Rogulation (FAR)
52.245-2 Government Property — Fixed Price Contracts), the Goyemment shall furnish the

TheGovmmtshulmovideaﬂequmcmmmﬂnialnwmymthepafommofthe
- work with the exception of vehicles that shall be provided as Contractor Acquired Property. All
Government furnished material, property, and facilities are provided on an “as is” basis,

Government inventory of all equipment including make, model, serial number, and INS tracking
number, if available, ' :

The INS will provide maintenance audrepﬁrmreplmentuneéeﬁnyforall IT
equipment and standard ofSice equipment (desks, chairs, etc.). The Contractor must
exercise reasonsble care in the use of the equipment provided. '

The INS shall provide all material (office supplies and consumables) necessary for production-
related work to meet the requirements of calls. These supplies shall include, but are not limited
to: pens, pencils, paper clips, staplers, memo pads, reproduction paper, electronic calculators,
staple removers, rulers, binders, scissors, date stamps, and other office supplies.

9.3 Government-Furnished Property — Computer Equipment and Software

The Government shail provide the following computer hardware, and reserves the right to
upgrade or replace equipment during the period of performance:

Page 19 0f 29 ' 11372000 |

39




Immigration and Service Centex Operations Support Services  Immigratian Services Divisi
Naturalization Service Statement of Work RFQHQ-0--0044

Server — Hewlett Packard (EHP) Netserver LX Pro, Dual Pentium Pro 200 with 512
Megabytes(MB)RmdomAmMempry(RAM)mdaRodundantAmyof '
Independent Disks (RAID) 5 Controller

' Workstaﬁon-—HPVwﬁuVi.PmﬁumZﬂO,64MBR.AM,MadgeTokalRingNetwork

Interface Card (NIC)

Symbol 2D Laser Barcode Scanner _
Welch Allyn Scan Team 2380 Wand Scanner
Notice Printer - HP 58i MX with Towerfoed Option
Barcode Printers

Datamax Prodigy Label Printer

" Zebra Stripe Barcods Label Priner

Check Franker - CBM-810

The Government shall provide the llowing computer software, and reserves the right to

upgrade or replace software during the period of performance:

0......‘.0.'.

¢ @ @

LA I B )

Windows NT 4.0 (servers)

Windows 95 (workstations)

Office 97

Access '

PowerPoint

Excel

Word

CC:Mail 6.0.3

Intersolv Open Database Connectivity (ODBC)

Oracle Client for Windows 95/NT

INSMenu

A2B

Coordinated Interagency Partnership for Regulating International Students System
(CIPRIS)

Centers Information Processing System (CIPS)

Central Index System (CIS)

Computer Linked Application Information Systems (CLAIMS) ~ CLAIMS 3 and

Fees and Applications Receipt and Entry System (FARES) — or CLAIMS Mainframe
Deportable Alien Control System (DACS)

Enterprise Edition (EE) of C4 and other fingerprint related software

Federal Bureau of Investigation (FBI) Query (FD-258) Tracker System
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Freedom of Information Act (FOIA) / Privacy Act (PA) Case Tracking System (FIPS)
Marriage Fraud Amendment System (MFAS)

National Automated Immigrant Lookout System (NAILS)

National File Tracking System (NFTS)

Non-Immigrant Information System (NIIS)

Receipt and Alien File Accountability and Control System (RAFACS)

Refugee Asylum and Parole Systems (RAPS)

Re-engineered Naturalization Casework System (RNACS)

Student/Schools System (STSC) - -

9.4 Government-Furuished Facilities ‘
INS shallpmvidcwodcspaeewithappmprimofﬁceﬁmitum, computer resoirces, INS

stationery, telephones, computer terminals, custodia! services and equipment maintenance,
accesstommlprocewnganddocumentupmdxmmeqmpmmt. andlecuntycomamm for foes

® ® 0 85 ¢ 0 8 s o0

clanses of the BPA and awarded calls.

The Contractor shall submit requests for additional or replacement Govemnment-furnished plant,
equipment, and consumables roquired in the performance of this work to the On-Site COTR so
that there is no disruption of services. The Contructorahall-develop and maintain a “Never Out”
list of supplies which have lead times of more than 10 business days, and maintain an appropriate
on-hand supply. If a work stoppage of any kind occurs due to the Contractor's lack of supplies,
it will be deemed the fault of the Contractor and may result in an equitable downward adjustment

in the price of the affected call, unless the Contractor documents a timely written request for
supplies allowing adequate lead time for acquisition and delivery.

95 Government-Furnished Information

pmiodofconuactperfomanceandinamdingmomatHQmS from June 28, 2000 through
July 24, 2000 for prospective bidders’ uge: ' ,

* Automated Systems Documentation

* Software Development Life Cycle Manual, Chapter 5 and Appendix A

* Central Index System (CIS) Users Manual

* Compater Linked Application Information Management System (CLAIMS) Users
Manual

* FIPS [Freedom of Information Act (FOIA)Privacy Act (PA) Case Tracking] System
Users Manual

-®  Immigration Card Facility (ICF) Phase 5 Transition Memorandum
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Marriage Fraud Amendment System (MFAS) Manual

National File Tracking System (NFTS) Users Manual o
Receipt and Alien File Accountability and Contro} System (RAFACS) Users Manusl
Refugee Asylum and Parole Systems (RAPS) Users Manual

® Department of Justice (DOY) Orders :
* DOJ Order 2620.7 - Limited Officiat Use '
* DOJ Order 2640.2 - Automated Data Processing (ADP) Security

¢ Department of Justice (DOYJ) Standard of Conduct, 28 CFR §45 i (see
http:/lwww.wgm.g:o.gov/nnn/cfr/index.hunl)

® Executive Order 12958 — Classified National Security Information National Industrial
Security Program Operating Manual (sec http://www.pub.whitehom.govl)

* INS Comespondence Manual (Chapter 6, Sending Correspondence)

® INS Policies, Instructions and Procedures regarding:
Automated Data Processing (ADP) Security
Deposit Remittance
Effective Cash Management
Fee Collections -
Records Operation Handbook (ROH)
Security Information and Instructions
* Privacy Act of 1974 .
® 5 USC 552a (see htq:://www.cawbm.conv‘nsf-dnnﬁuacﬁh.htm)
* 8 CFR §103.20 ef segq. (sce hﬂp://www.accecs.gpo.govluam/cﬁ'/inda.html)
" 28CFR § 16.40 et seq. (sec hnp://www;sccess.gpo.gov/nu'a/cﬁv'irﬂcx.html) _

¢ Treasury Finance Manual (TFM) Volume 1 Part § (see hitp:/fwww.fins.treas, gov/tim/)

*  Chapter 2000, Checks and Cash Received Collections
* Chapter 8000, Cash t

* Immigration and Naturalization Service/Immigration Examinations Fee Account(IEFA)
Study - Final Report, July 30, 1997 :

* Immigration and Naturalization Service/Immigration Examinations Fee Account Review
- Final Report - Fiscal Year 1999 ) _

The Contractor shall implement in their policy/procedures any changes to these manuals that
affect procedures.
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*

9.6 Contractor-l?nrnkhed Information

9.6.1 Monthly Activity Report (G-959)

counts/totals of the following:

(a) Pending Beginning of Period
) Received
(© . Completed
d) Pending End of Period
(e) Productive Hours
for cach of the following categories: .
1.0 A-Files Created ' -
1.2 Temp Files Created '
1.3 Receipt Files Created
1.4 Routing to Requestor
2.0 A-Files Transferred (FTD) (CIS)
2.1 Temp Files Transferred
22 Receipt Files Transferred (RAFACS)
3.0 A-Files, Temp Files & Sub Files Requested
3.1  Receipt Files Requested From Other
3.2 Files Requested From FRC
4.0  A-Files Sub Files Received
4.1  Temp Files Received -
4.2  Receipt Files Received
5.0 A-Files Sub Files Connections
3.1 Receipt Files Commections
6.0 A-Files Sub Files Refiles
6.1 Temp Files Refiles
6.2  Receipt Files Refiles
9.0 Special Searches/Circular
10.0 -Files Operations (Inclusions)
10.1  Files Operation (Receipt Files)
1.0 A-Files Consolidation
11.1  Receipt Files Consolidation
14.0  Document Preparation (EAD)
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»

150 Fee Processing (Keying) :
It contains the following additional catogories and counts:

7.0 Database Searches
(2) Pending Beginning of Period
(b) Received ‘
(c) Inquiries
(d) Database Searches
(¢)-Pending End of Period
(£) Productive Hours
8.0 Incoming Mail Processing
(a) Pending Beginning of Period
(b) Received
(c) Presorted
(d) File Assembly
(¢) Pending End of Period
(0 Productive Hours
8.2 Driver/M
(2) Number of Trips Completed
(b) Productive Hours
8.3 Internal Mail Run
(a) Number of Trips Completed
(b) Productive Hours '
12.0 File Audited
(a) Completed .
(b) Productive Hours
13.0 Files Retired to FRC
© (a) Completed .
(b) Productive Hours :
15.1 Fee Processing (Collection/Deposit)
(a) Number of Deposits
(b) Amount of Deposits §
(¢) Productive Hours
16.0 Rejects
(2) Pending Beginning of Period
(b) Received
(¢) Manual
(d) CLADMS _
(¢) Pending Enq of Period
() Productive Hours
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»

9.6.2 Daily Activity mn

The Daily Activity Report shall include the same statistical workload and production data as the
G-959 report, but for a single day’s operations. The Contractor shall include summary narmrative
to explain daily trends, backlogs, problems, and proposed/implemented solutions.

9.63 Weekly Activity Report

TheWeeklyAchwtyRepoﬁMmhﬂethasmeMalworkhudmdpmdwhmdahu
the G-959 report, but for a single woek’s operations. The report will include uunmarynmtwe
to explain weekly trends, progress, backlogs, accomplishments, mmeslprobluns,
proposed/implemented solutions, continuous improvement and upcoming plans. It also shall list
planned and completed changes to the SOPs.

964 Annual Activity Report

The Annual Activity Report shall include the same statistical workload and production data as
the G-959 report, but for a full year’s operstions. The Contractor shall include summary narrative
to explain annual trends, backlogs, problems, and proposed/implemented solutions. -

9.6.5. Ad Hoc and Special Reportl

The Government will request ad koc reports and lpemlrepomonanmnuaiTnmcandMatenals
(T&M) call; they will not be included in the Firm Fixed Price (FFP) call. Ad hoc reports are
special reports tailored to fulfill specific requirements. These will be produced by the Contractor
on an as-required basis upon written tasking from the HQCOTR or On-Site COTR. Special
reports are periodic (daily, weekly, monthly, quarterly) special reports tailored to fulfill specific
requirements as stated in written tasking from the HQCOTR or On-Site COTR.

96,6 Contractor SOPs ,
The Contractor SOPs shall describe processes and procedures that have been coordinated and
standardized across all the SCs. They may be annotated with authorized local variances.

10. OTHER DIRECT COSTS

10.1  Travel

The Contractor shall be reimbursed for travel costs other than the Project Manager’s minimum
quarterly visit to each SC in accordance with FAR 31.205-46 as limited by the Federal Travel

Regulations (FTR), Volume II. Travel made for petsonal convenience, mcludmg daily travel to
and from work, shall not be reimbursed hereunder.
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- When transportation by privately owned conveyance is authorized, the Contractor shall be paid
on a mileage basis not to exceed the applicable Government transportation rate as contained in
the Joint Travel Regulation. Authorization for the uge ofpﬁvgmly owned conveyances shall be

The Contractor’s invoices shall include receipts or other evidence substantiating actual costs
incurred for authorized travel. In no event will such payments exceed the rates of common
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 PerDiem. meConuacbrahﬂlnmbepﬁdforpudiemforConmctorpmlwhoraidein
mematropoliun_uminwhichﬂ:omhmbeingpwformed Per Diem shall not be paid on
suvioespprfomzdwithinaseventy-mﬂeudiusofmeContutm’shomeomcemthe
Contractor’s local office. PcrdiemisauthoﬁzedforConlnctorpaionnelbeyondammty-mﬂe
radiusoftheContmctor’shomeorlocaloﬁcuwheneveratukassignedrequiresworktobe

" done at a temporary alternate work-site. Per diem shall be paid to the Contractor only to the
extent that overnight stay is necessary and authorized under this contract, The authorized per
diemrateshallbethesmeaathepmailingperdiuninﬂlework-sitelocality. These rates will
be based on rates contained in the FTR. Theapplicableratcismnhoﬁzedataﬂatmmty-ﬁve
percent (75%) on the day of departure from Contractor’s home or local office, and the day of
return, ReimbmsunaﬂtoﬂwCon&a@rforperdimshaﬂbeﬁmiwdtoacmalpaymmutoper
diem defined herein, The Contractor shall provide actual payments of per diein defined herein.
TheCm&wmrshaﬂpmvidempporﬁngdocummhﬁmforperdicmcxpmueﬁdmof

102 File and Mail Transporiation

v Ifdirectedbyﬂmcom”anawndmun,uwcmorsh-upmvideam&odappmvedbyme
Government fortnnsportingmailmmdﬁ'omﬂxel’ostOﬂioe,md,atNSC, TSC, and VSC, for
transporting files among buildings comprising the Service Center. The solution shall be
reimbursed as an ODC. o

'10.3  Fidelity Bond

- In the normat course of business, the Contractor handles large numbers of chocks and other
financial instruments, and occasionally small amounts of cash. The Contractor enjoys & fiduciary _
Telationship with the Government. In order to promote the proper handling of cash and financial
instruments, the head of the contracting activity, in accordance with FAR 28.105, has approved
the use of, and the Government requires the Contractor to obtain, fidelity bonds for all personnel
assigned to this project in the amount of $1,000 per affected individual. The Contractor must
provideproofofbondingpriortothehwudofanycall under this BPA. In the event that this
BPA or any call thereunder is modified, the CO will require the Contractor to submit a Form SF-
1414, Consent of Surety, in accordance with FAR 28.106-5(a) and 28.106-5(c).
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ATTACHMENT 1. ACRONYMS AND DEFINITIONS

Al.l Acronyms »
TABLE Al-1 ' ’

‘ ACRONYMS

A-File Alien File ’ : -
AAU Administrative Appeais Unit ‘
ACM Assistant Center Manager
ADP Automated Data Processing
AM Administrative Manua!
APM Assistant Project Manager
AQL Acceptable Quality Level
ASC Application Support Center
BIA Board of Immigration Appeals
_BPA ' Blanket Purchase Agreement
BPR Business Process Reengineering
BPSH Border Patrol Sector Headquarters
C&A Certification and Accreditation
C&TS Computer and Telecommunications Security
c3 CLAIMS 3
ca CLAIMS 4
cco Csse Control Office
CDR . Contract Discrepancy Report
CFR Code of Federal Regulations
CIPRIS Coordinated Interagency Parnership for Regulating Intornational Students System
CIPS Centers Information Processing System
" CIS  Central Index System
CLAIMS Computer Linked Application Information Systems
CM . Center Mmmﬁa

Configuration Management
CMP Configuration Management Plan
co ~ Contracting Officer
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TABLE Al-1
ACRONYMS

Acronym i . Definition

COTR Contracting Officer’s Tochnical Representative

CP Contingency Plan

CPAU Contract Performance Analysis Unit

CRU Case Resolution Unit

CSR Customer Service Report

CSSO Computer Systems Security Officer

cYy Calendar Year

DAC Discretionary Access Control

DACS Deportable Alien Control System

DCM Deputy Center Manager

DCMC Defense Contract Management Command

DIS Defense Investigative Service

DISCO Defense Industrial Security Clearance Office

DLEA - Designated Law Enforcement Agency

DO District Offices -

DOJ Department of Justice

DOS Disk Operating System

DR Defect Rate

EAD Enployment Authorization Documentation

EE Enterprise Edition (of C4 and other fingerprint related software)

EEO Equal Employment Opportunity

EOD Entry on Duty

EOR Executive Office of Immigration Review

FARES Fees and Applications Receipt and Entry System

FBI Federal Buresu of Investigation

FCO * File Control Office

FD-258 FBI fingerprint card form

FFP Firm Fixed Price

FMNS Fingerprint Masthesd and Notification System
Page Al-2 of 16 7132000 |
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A Aftaihaion |
TABLE A1-1
ACRONYMS
Acronym Definitien
FOIA Freedom of Information Act
FOIA/PA Freedom of Information Act/Privacy Act
FQ Fiscal Quarter
FRC Federal Records Center
FRE Fee Receipted Elsswhere ,
FIC. File Transfer Confirmation (CIS transaction type)
FIF File Tranafer Forward (CIS transaction type)
FTI File Tranafer Indication (CIS transaction type)
FTM File Transfer Maintenance (CIS transaction type)
FTP File Transfer Privileged Request (CIS m.cuou type)
FTR " Federal Travel Regulation
FIR File Transfer Request (CIS transaction type)
FY Fiscal Year
GFI - Govermment-Furnished Information -
GFM Govemnment-Fumnished Materiat
GFM/P Govm?m-hed Mlhnlllepeﬂy
GSA General Services Administration
GUI Graphical User Interface .
HP Hewlstt-Packard
HQ Headquarters (INS)
HQCOTR Headquarters Contracting Officer’s Technical Representative
HRIFA Haitian Refugee Immigration Faimess Act of 1998
I-551 Permanent Resident Card
IAW In Accordance With
ICPS Integrated Card Production System
IRAIRA Tiegal Inimigrant Refwmmdlmmimllupmibxhty Act of 1996
IMMACT Immigration Act of 1990
INA Immigration and Nationality Act of 1952
INS

Immigration and Naturalization Service
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) " Atachment RrQH
TABLE Al-1
ACRONYMS
Acronym DefInition
IRM Information Resource Msnagement
ISD Immigration Services Division
JAD Joint Application Development -
KEO Key Entry Operator 4
MADR Maximum Allowable Defect Rate
MB Megabyte(s)
MFAS Marriage Fraud Amendment System
MRD Machine-Readablc Data
MSR Manual Search Request
NACARA  Nicaraguan Adjustment and Central American Relief Act of 1997
NAILS National Automated Immigrant Lookout System
NARA National Archives aad Records Administration
NDIP Naturalization Data Integrity Project
NFTS National File Transfer System
NIC Network Interfsce Card
NS Non-Immigrant Information System
NISPOM Nationallndnsh-ialSedxrityProganpenﬁnngu&l_
NQP Naturalization Quality Procedures
NRC National Records Center
NSC Nebrasks Service Center
NVC National Visa Center
ODBC Open Database Consnectivity
ODR . Observed Defect Rate
PA Privacy Act of 1974
PBCR Portable Barcode Reader
PDF Portable Document Format
PM Project Manager
PMP Project Management Plan
Page Al-4of 16 2/13/2000 |
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TABLE A1-1
ACRONYMS
Acromym Definition

POE Port of Eatry

PONDS Post Office Noz-Deliverable Security,

PRC Permanent Resident Card
.PRS Performance Requirements Sumenary.

QA Quality Assurance

QAE Quality Assurance Evaluator

QAP Quality Assurance Plan

QASP Quality Assurance Surveillance Plan

QC Quality Control

QCp Quuality Control Plan

RA Risk Assesament

RAD Rapid Application Development

RAFACS Receipt and Alien File Accountability and Control System

RAID Redundant Array of Independent Disks

RAID 5 Redundant Array of Independent Disks Type 5

RAM Random Accefs Memory ‘

RAPS Refugee Asylum and Parole Systoma

RFMF Remote File Maintenance Facility

RFP Request for Proposals

RNACS Re-engineered Naturalization Application Casework System

ROH Records Operation Handbook

RPFS Responsible Party Filing System

RRC Regionat Records Conter

RSED Random Sampling with Extrapolated Deductions

RSWED Random Sampling Without Extrapolated Deductions

SC Service Center .

. SCO Service Center Operations

SDLC System Development Life Cycle

SG Surveillance Guide .

soP Standard Operating Procedure '
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TABLE #1-1
ACRONYMS
Acronym Definition
sSow Statement of Work
SSN Social Security Number
SSSsp Sensitive System Security Plan
ST&E Security Test and Evaltation
STSC Student/Schools System
T&M Time and Materials
T-File Temporary File
TAIS Telecommmunications and Antomated Information Systema
TDO Terminal Digit Order
TFM Treasury Finance Manual
TO Task Order
P Training Plan
TSC Texas Service Center
UPS " United Parcel Service
USPS United States Posial Service
VS8C Vermont Service Center
WBS Work Breakdown Structure
WDU Work Distribution Unit
Page Al-Gof 16 2113/2000 |
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Attachinent 1 .

Al1.2 Terms and Definitions : Y

TABLE A1-2
TERMS AND DEFINITIONS
Term Definition

Accepted MMM%&:W&&M«MN
the application/petition is signed; the quatifications for scceptance may change in
wcmdmwiﬂ:m,reguhﬁom,mdSmicopoﬁcy

Accuracy Diuckmmummh&emdomnuﬁon(we&nm)mdmbﬁuny
v,alid.e.g.,Febmaryaomuybea“Comct”daleifitmmhuﬂwménm,
but is not an “Accurate” date, since it is invalid,

Adjudication Theproeeubywhichbmﬁtapphuum!lpmm'_' itions sre reviewed for decision

Adjustment Factor Ammmtﬂuticdodmd&omchburvedDefectRm(ODR)wheandom
WMWMWM)NRMSWMWM
Extrapolated Deductions (RSWH))ismedmulcuhulthefectM(DR)for
mmmmmnmmmum.

Administrative Manusl AM—idmﬁﬁuinmdmdemmﬂmguhdmmdpolicm;pmﬁameedxm
for management and administra tive support activities of the service

Alien A person who is not a citizen or national of the United States

Alien File A-File - Hard copy file relating to a single individual 1 concerning any type of INS

: 'acﬁonotheﬁhanamn-immignntpetiﬁon .

A-Number Amchmmﬁelduudtouniquclyidmﬁfymalienmmd.

Appeal anuzstmhlvnhixherbody,e.g.,AAUorBL\,reviewnpriordeciliou

Application A'formsuhmiuedbyunindivid\njwqueninganlnunimﬁonbmﬁt

Application Support Center ASC - g facility at which fingerprints, photqgnphs,andaiguaauuofpedple
seeking benefits are collected, -

Automated Lost A-File Automnated report that lists A-Files marked “Not Found” in CIS and their

Circular corresponding Field Offices

Backlog w«kmthumcmmedmmﬁmemﬁmmwinme\/
Performance Requirements and other directives

Barcode A rschine hbelaﬂ‘nmdm-aﬁlefoldaordocmmconupmdingm
theﬁlemmﬁeroﬂheﬁhtofacﬂimaﬁwtnckingofﬁeﬁleordwummt
electronically by RAFACS ’

Behavior Audit Obaervational verifica tion that a given set of required Pprocedures or processes are
foﬂovedamﬂouppﬁed.Suchmdiumpﬁfmmdwhmthedadndbehvioriu
notmdﬂyveﬁﬁedbyimpecﬁonoﬂpmcmmbrd,log,ormdpm@ct For
example, » registered mail log only verifies that such mail was received, not that it
was properly safeguarded, secured, and delivered,

Beneficiary A person who receives lmmignﬁonbemﬁtlasamuhéfpeﬁﬁomﬁ]edwiﬁnhe
Immigration and Naturalization Service

Biometrics Scanning The process of attaching images of the photograph, signature and/or fingerprint

(biometrics) of the applicant to a record in CLAIMS

213/2000 |
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TABLE A1-2
TERMS AND DEFINITIONS

. Term Definition
Board of Ymmigration Appeals
Bucket
CueComleﬁcc
Case Resolution Unit
Centers Information Processing C!PS—Aumﬁdmmvﬂingebcmﬁcmceuingofmquuub‘uﬁWe
System retired A-Files from the Federal Rocords Center
Central Index System as—hmsmmawmminhginfmﬁonmnﬁmmd
tracking the locations and transfers of A-Files -
Completed Case Anmhcuﬁodmwﬁchhbmmved,dmd,umﬁmdbﬁe
‘ applicant; oc initial processing completed
Completeness cmmmmmwumm«mmm(l)
] mhghtmmmwhmofmmn
CLADIS.CIS,RAPS,NACS,_MFAS,FOMAMM:“WM
hmhhm(z)mmmmmyformmdwmuﬁm,dan
gndﬁlu.lnd(3)mdnzthcmmurouﬂng,minmmdidenﬁﬁaﬁonof
Computer Linked Application -‘CLAMS—D‘ISWCLAIMSDOS—MmMMmmﬂyW
Information System 3 . mceipu,ldjudiuﬁcu,andmﬁﬁuﬁpnpmcemfmaﬂlppﬁuﬁmmdpeﬁﬁm
typuexceptforFmN—rtoo,Applimﬁoanilewaﬁnliuﬁon,md!—SSl.
Appﬁcnﬁmfu.SmpenﬁonochpmﬁmmSpecMRuleCanceﬂnﬁmof
Ramvnl;itwinbexvphoedbyﬂevennully .
Computer Linked Application CLAM4-mSlummudCLAIMSGmWindnm-buedxylmﬂntcmﬂy
Information System 4 supporqmeaipn,ldjudiuﬁbn,mdnoﬁﬁuﬁonmfotNM,AppMon
to Filo for N: i 'on,lndl-ssl,AppliuﬁonforSmmion-ofDeporﬁﬁmor
Spechlkule&nceﬂnﬁmofkmvﬂ;&kundaﬁuﬁudﬂehmhm
moteappliatinnmdpeﬁﬁontypu,mdwinevmﬂynphummmenumty
Computer Linked Application cmm—mswmmmthmumm-djmﬁm.m
Information Systems noﬁﬁudonmmfmpeﬁﬁmmdlppliuﬂmfotimmimﬁmm
naturslization benefits .
Contract Di Report mk—mmwwwmmmmmwmamhyme
Discrepancy . Py p
Contract Performance Analysis CPAU- on-site Service Center operating lement responsible for assisting with -
Unit contract compliance oversight
Contracting Officer CO - a Govemment employee responsible for executing/sdministering and
. providing direction on the contract
Contracting Officer’s COTR ~ INS employee designated by the CO to assure technical compliance with
Technical Representative the contract ’
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' Term . Definition
Correctness MQMWMW&MMMW

documentation

i itions; types of written maserial may inciude cangressional or

Critical Data INS designates the following data ficlds as Critical Data; A-Number, Receipt
Number, Name of spplicant/petitioner, Address of applicant/petitioner, and all
monetary smounts, _

Customer Camplaint . Dmpmwmumwmsﬂmwhcmm‘lpmwmm.

, ifvulidmd,mybemedbythaﬁovumfmmepmpmofuuuhgﬁw :

CusmmSuvweRoport ' CSR~donmmﬁonfordcfecﬁveotunweepubl;emmpetﬂlme

Data Change Awmmmmmmmum«mem
Defect Rate Ratio exprossed as a percentage of the number of defects to the total number of
occurrences in the population, Abemnatively, the Defect Rate when Random
' Smplingwidlﬂxmpohudl)«twﬁpu(ksm) or Random Sampling Without
Bmmhudbmcﬁm(kwsm)mmdhmwmmm
-ﬁmﬁmﬁmmmmfmmw(omu. Alternately, the defect -
mmybeupluuduammhrofdefecuoveuspociﬁedpeﬂodofﬁuw.
Wbenphmedcmpﬁngiluud,ﬁodqfectnwisaluﬂlbdbydiﬁdingﬂww

_ of all defects by the totat p
Defective Service Amiceoutpmﬂutdoumtmeenhemimdmndudofp«fomnmehthe
- . Performance Requirements . .
" Denial ' Amﬁaadﬁmmappucmﬂpeﬁﬁmmmmﬁ:mghmmw
granted
Department ot‘Iustjce DOJ - the parent executive department to INS
-Deportable Alien Control DACS-anmSluwmmdsymﬂmmppomﬂeldeueWorklcﬁvitymocim
System with aliens who are detai orphcednndudbcketcmuulfnrdepomﬁm
Deportation : Thefomdpmeodmewhetciuml!icnizmovedfmmtheUn'mdsmfor
viohﬁnglhebemsofhiﬂh:radmiuion;dﬁqpmeedmisconducbdhm
. administrative setting
Designated Law Enforcement DLEA—bcdhwenfammmumy(e.g.,MpoﬁoewmmtyMiﬂ)ﬁch
Agency enmiummindependmwwﬁhﬂlemsmmﬁnsmuofms
© customers v
Direct Mail Tbepmoeuwbmbyapeﬁﬁonerouppﬁmtmlﬂlmappﬁcnﬁmwpeﬁﬁm

di:ecﬂybtheServiueCenterfnrldjudwaﬁon,nﬁad:mtolDimictOiﬁce; it
includescaminwhiclgﬁuwmmeivodhymthcthofﬁu

‘Disk Operating System DOS - a Microsoft computer system designed for efficient handling of plain text
information, commonly used in the 1980s and carly 1990s .
* District Office DO —INS office which have geographical jurisdiction over applicantw/petitioners
Pege A1-9of 16 .2/13/2000 |
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TABLE A1-2
TERMS AND DEFINITIONS

Term Definition

Enpbymmti\uﬁahﬁon EAD—adominwdbyﬁemSuwidmcethnlheholduhmw

Documentation work in the US

Executive Office of EOIR ~organization with administrative charge of the Board of Immigration

Immigration Review Appeals and the Immigration Judges ’ .

Express Mail Gmkumfotm&ydeﬁvuyofmﬂummmmundmm

FBIﬁngmntl int card -FD-ZSI-fomMilmdmmdmmlm' ’s fingespeints for submission to
the FBL. :

FBI Query mwmmmmwm

Federal Bureau of Investigation FBI-DOqumehhhpﬁmmﬁhamdfmm;ms
submits fingerpsint forms to the FBI to verify the applicant ’s identity and to
determine if the applicant has & criminat record

Fee Amounzofmycbngedfmﬂwﬁﬁngofupnﬁmlntypeoflppliuﬁwlpeﬁﬁon

Fee Exempt Fee is not required for action.

Fee Receiptod Elsewhere m—wlbﬁm@m&ummnwmm&mmm
foe was removed sad deposited R :

Fee Waived Although a fee is normally charged, for specified reasons the INS may determine
not to charge a fee '

Fees and Applications Receipt  FARES — 2 mainframe system that documents all the spplications and petitions

and Entry System receipted by ail SCs and some DOs ,

File Connection Acconpﬂlhedwhenappliuﬁm/peﬁﬁom/couupon&memmhdmmd
filed within the corresponding A-File

File Control Office FCO - authorized INS office which controls and maintaing A-Files and has

y jurisdiction over applicati .

File Tranafer Confirmation FTC - a CIS transaction (9503) which confinms the receipt of an A-File by the
requesting FCO ‘

File Transfer Indication m-aClsmﬁon(%OZ)whichindimtheMofaﬁlewhichhnbun
requested for transfer _

File Transfer Maintenance ﬂM—nresﬁcdeIsu'macﬁon(%os)whichupdmumfeummd
information sbout an A. File

File Transfer Request FTR —a CIS Transaction (9501) which initiates the transfer of an A-File from the
requesting FCO to another

Fingerprint Masthead and Fms-ammmhgemﬁzumcompmmemzsnwcm

Notification System - Maathead information; FMNS inchudes ficld edits to ensure masthead data is

entered correctly; it prints 2-D barcode data on the back of the FD-258, which is
scannedby.anlchincRudableDm(NﬂlD)proceu. and contains » scheduling

. module which generates fingerprint scheduling notices in 2-D barcode

Page A1-1007 16 71372000 |
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Attachiment 1
TABLE X1-2
TERMS AND DEFINITIONS |
Term . Definition
Fiscal Quarter FQ—|3-monﬁpu-iod(0cbl_m_l-Decambusl..hnmyl-MuchSo,Aprﬂl—
June 30, July 1 - September 30) _
Fiscal Year FY - October 1 through September 30
Frontlog qu«ﬁmmm.mmmwofmgm
«mmmm,mmmm;amm
mlmahnmmmm,mwmm
ldjudhwlcﬁmaoﬁuwﬁmmtqmmuﬁmmdmhgk
Government-Furnished GFM - supplica/oquipment in the possession of or directly scquired by the
Material Govwmndmbuqunﬂynndenaﬂlbhmhwformin .
paﬁmh;mwfwmyl&nhhtﬁvcwgmﬂﬁciﬁﬁumgmnt
purpose .
Graphical User Interface . 'Gln—ﬂaedeﬁnmdmofmﬁnhcmmmpop-up
menus, efc.
Green Card Permanent Resident Card
Haitian Refugee HRIFA
Fairness Act of 1998
I-551 Permanent Resident Card
Immigrant Anllknlﬁlﬁuada:djumdm&emnuofhwfnlpmmidmt;
immimumﬁuepamhwﬁ:ﬂywcordedthcptivﬂegcofmddiu
. permanently in the United States
- Integrated Card Production ICPS—thehuﬂwnelndmocimdwﬁwemdmmﬁcunlNSwdsmd
System LuerVisuforﬂnDepmmofSnw,locmdinCorbih,K‘(mdinﬂnms
Service Centers
Intent to Deny - Anoﬁoemthom'mpﬁcnﬂpeﬁﬁmnldvﬁngofm‘bleldmuwﬁmmbe
takenona i icuti
Legalization AmmbyComm.whichmbd and permanent
’ raidemobdieuwhohdreﬁdedinthaUtﬁtedSbMulurﬂﬂ!yliwentm
January 1, 1982
Liguidated Damages Advance agrocment as to the damages one party will suffer if the other

contraciual
fails to perform. 'Ibeliquidawdthmngumfetmdmin“(:omaqueneuof
Contractor’s Failure to Perform Required Services” clause are to compensate the
Govemment for additional administrati i
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Service Center Operations Support Services Immigration Services Division

Immigration and
Naturalization Service Statement of Work RFQ HQ-0-Q-0044
) Afhchqmtl .
TABLE A1-2
TERMSANDDEFINITIONS_
Term Deflnition
Machine-Readable Data MRD — 2-D barcode information scannod from the FD-258 Fingerprint Card
created by the FMNS to transmit FD-258 masthead information to the FBI and
mhmofmdmemmmwmmnhﬂmwm
verify receipt of FD-258 Fingerprint Cards to and from the FBI .
Manual Search Request MSR - a request sent to Hesdquarters to check microfilm for existing old records
Murrisge Fraud Amendment WAS-NSWMWMWMMWH@.&W
System to terminate conditional residence status
i Allowsble Defect MADR - Defect Rate for the population sbove which the Contractor's
Rate : pufmmweﬁtnpuﬁmhtwukmqni:milmﬁsﬁcm. MADR daoes not
represent ¢ threshold sbove which deductions are taken. Deductions to the contract
price are taken for all defects (with credit formwmkpotheenantw’ )
irrespective of whether or not the MADR is exceaded.
Motion Anqmmmqpenldmkdcnulndtomonpidaudecilion
Motion on Appeal A request to re-open an appeal deniad by the BIA or AAU
National Archives and Records  NARA — manages the RRC
Administration
National Automated Inmigrant Nms—msmﬁsmmmmmmmmwdof
Lookthpm ﬂleguac&viﬁuormomuwiuofinmtfotmsmmmtmuu
National File Transfer System NETS — an INS automated system that will allow fo pational filc tracking capable
of supporting onlytheNlﬁomlReeotdsCenmr(NRC)md(hemiﬁonma
entralized Reconds ol v ‘
National Records Center NRC -~ & central repository that stores active and inactive INS files
National Visa Center NVC -~ Department of State facility which houses approved petitions until visas
» become available, after which it is forwarded to the American Consulate
Naturalization The process whereby inmmigrants become citizens of the Unitod States
Naturalization Data Integrity NDIP — a project to enable INS to track naturalization cases through alf stages of
Project the process; NSMA-FileundReceiptFﬂuin'tuckeu“thﬂwnext
sugcinthepmeeumdmkstheirlocaﬁonbymm the bucket barcode and
ﬁlebareodeintoRAFACSusinglblmode“nd;
Naturalization Quality NQP - aa INS policy document dated June 5, 1998 designed to standardize and
Procedures documentthepmcming,intuviewingandldjudiuﬁonofmhnﬂbﬁon :

Non-Deliverable Mail

Non-Immigrant

applications, ensure accurate and effective application of the laws, regulations,
policies, and instructions governing Naturalization

Mail that is returned to the sending Service Center stamped non-deliverable by the
U.S. Postal Service

An alien in!heUnimdShmforaumpomypm‘od of time to accomplish a
specific purpose, e.g., foreign govemment officials, officials and employees of

Page Al-120f 16 21372000 |
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Attachment 1 .
TABLE A1-2
TERMS AND DEFINITIONS
Term Dafinition
_ crew mexiibers, stadenits, trainees, and temporary workers ,
‘Non-Imntigrant Information NIIS — INS antomated system that serves a8 & central repository of information on
System non-immigrant alien visitors to the United States
Notice of Action A document sent to respondent describing intended action on an
OpenDuhbncComctmty onm—amd@mmmmmmwm-m
Performance Roquircment Keymmofﬂummﬁnwﬂlhmwhythmm
mmcmwhmmdnmumomem&e
Permanent Resident Card PRC — & card that provides pecuncnt documentation of residence to an alien snd
: ' allows the alien to work and reside in the United States; also known as & “Grecn
Card”
Petition A form filed by an individual or organization seeking to clansify an alien for the
issuance of a bonirmigrant of immigrant viss _
Petitioner One who files a petition on behalf of an alien
Port of Batry POE - & Iand, sea, or sirport designated for the admission of aliens to the United
. States
Portable Barcode Reader PBCR — 2 hand-hokd device that uses iaser technology to read specially formatted -
' identification Iabels affixed to file folders, documnents, and shelves _
Portable Document Format PDF - format of INS forms available on the INS Web site,
Co. BIEDL .A'.A."'. .‘H‘.‘ l'uu-Alnlm pe/ OO 1naeX . 0UL 3
Post Qffice Non-Deliverable PONDS - secured documents, ¢.g., EAD cards, retamed to the Service Centes by
Security ' the US Postal Service as non-deliverable. The INS stores the document securely
: for up to 120 days. If the applicant provides & new address, the Service Center
mails the document again. Otherwise, the Service Center destroys and accounts for
_ﬂ;edocmntaomeﬁnwamrlmdays.

. Quality Assurance QA (performed by the INS) — management of the cutput quality and
responsivensss of 3 facility support Contractor. It starts with the carly stages of
wlﬁtydcwhpmndnmm;hwuyphnemmmtcm ‘The term
huedooﬂoqxilllyumeminspoct—awudmeﬂhmeof(hecmm‘swotk.
Hue,itmfc:bnﬁovunmﬁmcﬁontoemmgeqwnypmmuﬁmdes
anddiaciplinuouﬁcpntofmmgzmmtmdwockm;mmcememﬁmifﬁm
processes are followed meuagement can be “assured” that the product/service
quality meets requirements -

Quality Assurance Evaluator - QAE ~ individual assigned to perform quality assurance surveillance of products or
services procured, and to.record and document the findings
Quality Assurance Plan QAP — includes a sexics of individual Surveillance Guides (SG). The QAP also

contains a copy of the performmnce requirements summary (PRS) for reference use
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Immigration and Service Cemter Operations Support Services Immigration Services Division
Naturalization Service Swtement of Work RFQ HQ-0-Q-0044
_Attachment ]
TABLE 41-2
TERMS AND DEFINITIONS
Term ' Definition
by the QAE together with inspection and report forms as appropriate,
Quality Assurance Surveillance QASP-awﬁmdomzmmuudbyﬂneGovemmtmmouitormdcmolthc'
Plan ) QAﬁmﬂmMmandomhhhgwiﬁcmmmiht
Coniractor performance
Quality Control QCWWMCM}—MMMMMWM
, Conhmmmﬁmwo&ndohuvewhmmmmmimhdhg
deﬁninslhaobjwﬁveofthojob,dcvelopingudcmyhgoulphnbmuthat
objecﬁve,nndeheckh;bdﬂumﬁnifﬂnuﬂdpuwdmulhorobjecﬁvum
aahieved;QCacﬁviﬁudwelopedbyﬂqurmvnlidabdbydw
* government to ensure that contract deliverables meet requirements
Random Sample A sampling method in which each service output in ot has an equal chance of
Receipt and Alici File RAFACS - an INS automated system thai tracks the location of individual Receipt
Accounfability and Control and A-Files within a Service Center. o
S .
Receipt File Hnduopyﬁlemludby&eSuvioeCmbholdmmlimﬁmlpeﬁﬁon,udpu
nmmgdoamtgfotapmicnhrlppﬁcm
Receipt Notice - A document confirming receipt by INS
Receipt Number A 13-character number assigned by CLAIMS to each case accepted for INS
processing
Records Operation Handbook ROH ~ the INS Office of Reconds policy manual that provides service-wide
_ guidance and procedures to be used in administering the INS Records Program
Redundant Array of A RAID disk storage techmique that stores parity information but not redundant
Independent Disks Type 5 data. Parity information can be used to reconstruct dats. Al read and write
opmﬁommbeoverhpped.RAlDSisdeuiznedformulﬁ-uuuyminwhich
, perfmmneeisnotcriﬁalmdlorwhichmquircfcwwriﬁeopeuﬁom.
i Naturalization RNACS -~ an INS. centralized database system that supports the ing of
Application Casework System = naturalizatio ion and nationality cases; it provides identific stion and background
information on active cases and tracks case status ‘
Refugee Asylum and Parole RAPS—anmSmmmdtymmwhichpmviduwhmwemckiumd
System - wporﬁng;itisuedbymsmylumoﬁcummordbiopwﬁulmduyhm-_
reiated data for any alien applying for asylum
Reject Application/petition that is not accepted ,
Remote File Maintenance RF]\&F—lﬁiestoragefncilitylocnwdinleriwubuxg.VAthnpmvidut
Facility temporary test site for new file procedures and operations
_Remoted Case A case sent to another INS office for adjudication
Responsible Party Filing RPFS - a random storage and retrieval method that allows the storage of A-Files in
System available shelf space and that uses RAFACS to track shelf location
Resubmitted Case Acmpmimnlyacceptadwhichhubeenrehmedmdmnpplicmﬂpeumn“ er for

additional information and is now resybmitted to INS for action
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Immigration and Service Center Operations Support Services Immigration Services Division
Naturalization Service Statement of Work : RFQ HQ-0-Q-0044
~_Attschment 1
TABLE Al1-2
TERMS AND DEFINITIONS
Term , Definition
Rework Performance of services that were found to be defoctive &5 & result of contract
surveillance or other validated sources
Sample anamwodumﬁmhmﬁunlpm
Sample Size mmofwmkmwirmulemdforwnhuﬁmkﬂnnmphliu :
ing Guide Awﬁuenplm&rewhichmmwhtwﬂlbechecbd.&emndndof
Sempling pufomnce,ndhawlhechechng’ will be done
Sampling Plan A plan which indicates the performance requirement, the number of units from
uchlomwhwhichmwbeimpomd(umplemm&eaimfor
determining the acceptability or rejection ),usedtudevehpd:enmpﬁnggmde‘
Service A job which calls directl yfouContncmr'_stimundoﬁ'ortandmnbepufomod
mhmmmhmwmmm
can be considered acceptable
Service Center Service Cm.—anmSDinectMailm' facility "responsible for receiving
SetvweCaerpmhnm SOD—ISDmmia&mthstovmmigmmofﬂuS&viceCem
Special Search Condncwdlocluyinmlmn:ptmﬁndmiuingﬁlwdocmmh
Standard ' An acknowlcdged measure of comparison
Student/ Schools System Sm—mmswmsmmMmmm- ’
immigrant lﬁenmdenuwhﬂeﬂ;eyminmeUnidehm,andonthewbooh
authorized to enroll them,
Surveillance Pr_oceuofmnnitoring_Comcbrpedocmmce, either by direct evaluation,
’ observation, or other information source
Surveillance Guide SG—prepuadfauchconhctmqnnemmt’ or group of contract requirements
showumthePRS,theSG’:pximuyfocﬂsison:bemvice,orendmukmbe
achicved by the Contractor, rather than on the details of how the work is to be
accomplished :
" System Inquiry + A query of various computer dstabases used by INS
System Update Thuddiﬁmmd/otchmgeloinfomﬁmin&cvaﬁwomuwmm'
Temporary File T-Fﬂe-openedwhmﬂwotisimlA—Fﬂecmtbehu&dwpmdhgmiptof

the A-File from snother office

TDO — a manual process of arranging A-Files on open file shelving; the files arc
prefixed with the letter * ”followdbyeiﬂler7or8diﬁu;oddmmtbmm

placedonﬂseleﬁhboftheﬁlejacket, lndavenmmbeuonlhedghtub;ﬁlesue

Temporary File
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-Immigration and Service Center Operations Suppoct Services Immigration Services Division
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Attachment |
TABLE A1-2
TERMS AND DEFINITIONS
Term o ' Definition
Waiver Anlppﬁaﬂmulhmiﬂndbymaﬁanwommnpmdoﬁndigibﬂityfau
: benafit :
‘Work Distribution Unit WDU-morduingsymnduimdbhomﬁhpmdiuadjndiuﬁmmﬁlﬁm

adjndicm‘mmdyupmeuﬁem;ﬂﬁuymmvidummiudmﬂmd
_ ofhmsingﬁlu,lrwkingpendhgmmu,mdudzninawmk '
Work Folder Aﬁlehmningodymm:ﬂcqiuofcmwondeuceabﬂmmmﬂd;ﬂlmh
files are conspicuously annotated “Work Folder”
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. Attachment 2
ATTACHMENT 2. LABOR CATEGORY QUALIFICATIONS -

CURRENT CONTRACT

Themmmmhbwa&goqqndlﬁummdumemummmdembdbebw 'I‘hililfuriﬂfnfmaﬁnn
only. Oﬁ'uonarefreempmpoueﬂlemﬁvchborcaugoﬁu. See Section 8 of the Statement of Work., -

A2.1 Project Manager - Skill #1

2 Specialized experience: Atlentfuw«)yenofomrehﬁngdirwdymﬁewmd
ovw:wam«mwmmw i
oversight, supervising persosnel, mmmwwwmummmm

.

-4 Education: Mmhvemdmmmmmlmqﬁvmxhnﬁeldwyum

to mansgement of contracts, records, finances, businesses, or information systems. Rall,udwukexpaimmybe
substituted for the formal education requiroment at a rate ofoneyeuofworkexperie;m for each yesr of college
credits earned. :

A2.2 Assistant Project Manager — Skill #2

a. Dutics: mmnumijmgu(APmmim&ePMhphnning,amﬁu&mdommuﬁ:gthe
overall activities of the contract at all sites (i.c., jactmagema:t,tech:ﬁcﬂmk,qmlitym&ol, scheduling,
mdcomusocuwdwxﬂ;vmommkmdenumedunderthemmct) 'I‘heAPMwillhvetbem&m-ity'macton
belmlfofﬂwPMhthePM'ubuenceurwhthizneduchduﬁubyﬂwP . ’ :

b. General experience: Athutsix(G)yw:ofmgrmivelympomibleexpmemmomhminﬁﬁmﬁm
Systemis management, incloding financial, administrative, lndprojoctmmm_u:treipomibﬂiﬁel. . The APM must
possess strong verbal and written commumication skills to functions in s high level executive environment.

Specific experience is required in managing u large scale project involving data entry, fee collection and processing,
mail operations, aud file management, and quality control, Must have a minimum of two (2) years of Government
contract management experience.

d Education; Must have camed an advanced degreo (graduate level or equivalent), in a field of study directly
related to management of contracts, records, finances, businesses or information systems. ‘Related work experience
may be substituted for the formal education requirement at a rate of one year of work experience for each year of
college credits earned, .
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: : Attach 2 .

A2.3 Center Manager — Skill #3

b iy (Juties: The Conter Manager (CM) is responsibo for the overall contract operation at oo of the INS
Service Centers. Dnﬁuinchde.hnmnuﬁniudb.mm-ml‘nmcwiﬂuumndmkm
mwkmmﬁhwmﬂmmmmmgﬂﬂmwm.

b. General experience: Athmuvmﬂ)ymofmuﬁwlymmminm
hw-dmmhmabimymemﬁmcﬁdvdy,boﬁaﬂlyudhwﬁng.

< Specialized experience: Athnme(S)ymmnlﬁu&wﬂybhwa
supervigion of & records management operations. No mhﬁuﬁondﬂmﬁmfumchﬁadmh
permitted. '

d. Education: Must be s high school graduste o squivalent,
A24 Deputy Center Manager — Skill #d

s Dmu:.mnmqmwmmhmfwmmﬁuummemu
ovmﬂmﬂuuopmﬁm'nmof&omsmm:, Dnﬁuhchﬂe,bmmmlhﬁudb.ming
Wmmmmmmmmwmmmm
wml;ummmmmm;mmmummmsmkmﬁq
fmfuwﬂecﬁm;mﬂmhgmmmﬂmﬁuqmﬁq;mmmmmmdmbhm
-resolution on records management issues,

b. General experience: Atbmmémmofmwvdymondbkmbmeinm
magmmopmﬁmhvohiﬁghhm&y.mﬂupmﬁmu,uﬁwﬁhmugmmmd&ewﬂecﬁm Must
hwgadanommwdubilityhmiuneﬂwﬁvdy,boﬂ:uﬂlymdin-wﬁﬁxg. :
<. Specialized experience: Atlm&ee(s)ymmmnhﬂngmcdywmemummm
supervision of a records management operations, Nomblﬁﬁﬁnnofechmﬁunfoupocilliudequiemis
permitted. .

d. Education: Munbenhighlchoolmﬁnteoreqﬁvnlent.

A2S  Assistant Center Manager - Skill #5

a Duties: TheAlnimCamMm‘er(ACM)Bmﬂktaﬁe,day—b—dnyopmﬁoaofﬁeconmn
one of the INS Service Centers. Dmhnclud-monmhgthdmwuy.fu ? ing, document
mmmmmmmwmummﬁmmmm
Responsible for the day-to-day planni ﬂmmmrmwmwmm
personnel, mmmmmmmmumscmm.

b. Genersl experience: Atleut(B)yemdixectmcudnmmexpeﬁm.

c. Specialized experience: Atbm(l)ymm'/mpumory_' experience in directing & records
management program, Nombcﬁmﬁonofeduuﬁoqiorqnciﬂ'mdmpuimilpemﬁm

d. Education: Must be a high school graduate or equivalent.
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Attachment 2 :

A2.6 Key Entry Operator (Supervisory) - Skill #

a Duties: IheSupuvhotyKeyEnkyOpemu(KBO)ilrupouiblefotmpummg' ing and training data
mﬂ/@mm@ﬁmmlhudmmmmmﬁmmqfﬁm

b. General Experience: M(S)mhwﬁw.mmmmmvh-
keyboard. Must possess good oral and written commumication skills, '

c. Specialized experience: One(l)ywuxpuhncempmﬁingmmlindﬂamtryordmmt
pmducﬁonlcﬁviﬁuordemmmdupuienceuamluduorm. Formal specialized training may be
subltilutedonﬂ:ebuilofone(l)monﬂtoftniningioroue(l)monﬂmfmpuviloryexperimee, not to exceed
twelve (12) months, -

d Education: Must be a high school graduste or equivalent.

A27 Key Entry Operator II - Skill #7
& - Duﬁu mmnmmmmmNmeiﬁWmﬁaw

mhgnﬁmtypuofmﬁm(e.g.,wmdmeuhg)ndnhﬁngmjpnmﬂh%m,editandprinta
'va:ietyofdocnments,couupondume,m,noﬁou,fwm.ndm Maintains logs on documents and
cotrespondence prepared, Pmpuudccmmmmm:ccudingmdomttypefotwwm
another office. Mahuincaecaunbﬂityofdocumnuduin;pmdmﬁm. May also perform routine clerical tasks,
such as photocopying documents, filing, and case distribution.

nkillinusiugvnrimutypuofcomﬁerhudv’memdwﬁwue.
<. Speciatized experience: None.
d. Education: Must be a high school graduate or equivalent,

A28 Mail/File Clerk I (Supervisory) - Skill #3

n Duﬁu:T‘heSupnviaoryMﬁVFﬂeClukmhmlpmiblcfwnwmngmdadmmﬂumg' istering Mail/File
Clerks. Coordinmswithoﬁncrsecﬁouandbnmhuonmkmquhmnumwlving-pmbm Prepares and
maintains statistical reports. Tracks backlogs and frontlogs. Provides written procedures for section operations and
instructions for assignments to supplement instructions received from higher level. On occasion, may perform
Toutine work as described for Mail/File Clerk. -
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Attachment 3 .
18 ATTACHMENT 3. PERFORMANCE’REQUIREMENTS l

'msmmmmﬁuptfomechnly,lndmaﬂnmmdohm INS will measure. '
performance against these standards for each Govermment fiscal quarter, and intends to determine the amount of the
award fee within 45 ulendardayuhllnudofuchqlm.

msmm;wammmmm»mmcmmmmm
measures separately for cach Service Center, Thminmawudﬁeﬁumybepnﬁﬁtmmwmbe
fmpm(‘%)ofﬁehﬂmofmvdhwha(s}fuﬁnmbym&m. The maximmum
lm&apﬂhaﬁvumkhuhwuamhAmM,mw.ms
requimﬂntmﬂmﬁﬁypmm(sm_t)ofﬁem&ebepddum»
mhmuummwmm.m&hmwmmmmmm
payment. m-wmmummmmmﬂn lowmﬁmmiptofpnymt
from the Government, lNquuixumofofpamiuhiormopriesof&ewchech. The

IftheConumfaihmachievutleutﬂwAccepubleQunlitylcvel(AQL)honeormmeofthsperformce
requirements, mSwiniuueammtDiwmplmychm(ueAmcmmB)mduqumﬂnCMmrbmm
the deficiencies at no additional cost to the Government (sec Attachment 4, Tuble Ad4-9, Page A4-20, Item 9-5,
Problem Resolution Pian). Regardiess of the siatus of other performance standards assessed within a given tuk
uu,mymkuuwiﬂx-iormmCoanimepmcyRepauismedinagivenqum,lhunotmeivem
award fee.

mSmmammmthMbMuddﬁmmummdlwwm&e
Coulmctor’sexpeziencelndexperﬁu.: |

Inﬂ:cubhcbelaw.themidd]ecolum, “Measurement”, idonﬁﬁuﬂ:egeneulmhandwchniquqsﬂ:umSwﬂlm
to measure performance on each requirement. The next columy, “Awnrd Fee”, provides a simple, objective
determination of the exact amount of award fee for any measured performance level. The rightmost column, “Wgt”,
nllocamdmawudfeemindivﬁulmimnmu. ‘

mmsmwmd:wmgeofﬂwawﬂfeepoo!mmhnlkm For example, Sectior A3.2.1 is the
“Mailroom Operations” task. ﬁ&eméiwenﬂviuduwiummuinthiameachwiﬂxmawudfee allocation;
¢.g., Requirement 1.4 specifies a weight of 2%. This represents 2% of the total (14%) eward fee for the Mailroom
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. . Attschment 3
task. The sum of these requirements from the “Wg#* column for requirements 1.1 through 1.6 equals
149 total allocation for the Mailwoom Operstions tasks. o

Toﬁntlutc]nify,am&ntcmm'swhvmhnmwtmﬁvmqumhww.w. The
maxinmum award fee for all requirements is 4% of the total invoiced amount, or $100.00. The smount assigned to
Maitroom Operations is 14%, or $14.00. The amount allocated to Requirement 1.4, “Identify and immediately
pmceuympulyﬂuggedﬂxpediﬁed?mmingmﬁlmwmsmmmdpmcuhnu"ilz%.orsz.oo. If tandom
sampling detected 2 98.5% compliance (sce Pago A3-3, Item 1.4, Award Fee Columm), the Contractor would qualify
for 1%, or $1.00, based on the Award Fee Column, for pesformance.
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Immigration and . Service Center Operations Support Services - Immigration Services Division

Naturalization Service ' Stxtement of Work RFQ HQ-0-Q-0044
. Attachment 5

ATTACHMENT 5. OUTLINE OF SUPPORT SERVICES FOR THE INS

- DIRECT MAIL PROGRAM
m:mﬂhemvﬁesanmmuyof&cmmmm“hmwﬂwmm The INS is
. lookingfwhnwvnﬁwideummiudepmdmcyonmulm. "This outite is provided to describe thie
cmmm:ﬁmtwcmhuﬁmkmm'lopﬁmhmmwm.
1. Mailroom Operations

1.1 Receive mail
1.1.1 Pick up from Post Office
1.1.1.1 Count (approximate}
1.1.1. i
1.1.1.3 Stamp retarn receipts
1.1.1.4 Deliver to Incoming Mailroom for Slit and Peek
1.1.2 Accept delivery from courier service
1.1.2.1 Count (exact)
1.1,2,2 Check each pisce for address and pre-payment
1.1.2.3 Sign receipt
1.1.2.4 Receive list
1.1.2.5 Deliver to Incoming Mailroom for Slit and Peek
1.2 "Slit and Peek : ’ .
1.2.1 Slit one side of envelope .
1.22 Retrieve cash/stamps (special process for accountability)

-2. type/,
1.2.6 Stage for Assembly; deliver to INS recipients or Qutgoing Maitroom
1.3 Delivery : - :

1.3.1 Data Entry

1.3.2 INS Recipients

1.3.3 Cutgoing Mailroom

1.3.4 Secure storeroom

2. File Assembly

21. RaceivcﬁomSﬁtlndPeek(mmmmom,ifhd:bg)

2.2 Remove front of envelope; discard back

2.3 Setup A-File or folder

2.4 Punch holes if ,

2.5 Attach documents in order . .

2.6 Stamp checks “For deposit only to INS”

27 Ifnecelury.write“mS”onbceofcheckupnype

2.8 Attach check(s) if necessary . .

2.9 If photos, place photos in plestic bags, stsple to forms (CA, NE)
OR glue photos to forms (VT, TX) :

2.10 Attach worksheet if necessary

2.11 Check for compliance - flag rejects

2.12 Bundle in batches of 25 :

2,13 Place into bin in staging area for Data Entry
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3. Data Collection, Capture, and Scanning

(process varies by form type)
R | DmCollicuon.tg;um.ndSemh;

3.1.1. Distribute to Key Bntry Operators (KEO) by form type
. Check for compliance; flag rejects

2

3

4. Koydats

.5, - Generste and attach bar codos

6. Scan photos, signatures, fingseprints, if necessary
" (OR may be doae after INS adjudication)

7. Adjust

. DeCCesary

4.4 Complete assembly of booklots, if necessary
4.5 Send to Outgoing Mail

4.6 Send file to fileroom

5. Fee Collection and Proceising .

3.1 Frank checks .

5.2 'Write filo nuinber an checks

5.3 Keystroke check information . '
5.4 Keystroke corresponding file information

5.5 Send checks for deposit processing .

6. Fileroom Opersations

6.1 Receive

6.1.1 Receive from Data Ratry

6.1.2 Scan into RAFACS

613 smonshelvubyb\mabykupouiﬂermyiumom
6.2 Pick List : . )

6.2.1 Locate bucket for each item

6.2.2 Refrieve iteens from shelves

62.3 Deliver to Outgoing Mailroom
6.3 NextBatch

63.1 Retriove the specified mumber of files by type and responsible party

6.3.2 Deliver to Adjudicator :
6.4 Store in hold ares pending receipt of payment, fingerprints, or evidence
6.5 Receive missing paymeat, fingesprints, or evidence
6.6 Mexgenewly—receivedpnymmm.hbmondundentmy
6.7 Scan file labels into RAFACS before sending out of fileroom

. Finilhluanblhcpuhp,ifmmy,e.g.,phcingmdﬂnjngphom

Page AS-2 of 2

6/23/2000

95




Immigration and Sexvice Center Operations Support Services Immigration Services Division
Naturalization Service Statement of Work RFQ HQ-0-Q-0044
Attachment 6

»

ATTACHMENT 6. SECURITY REQUIREMENTS
A6.1 Genersl '

INS has determined that performance of this contract requircs that the Contractor, subcontractar(x), vendon(s), etc.
(hnehmqum),mqﬁumbchiﬁeleﬁonﬂ&mmyM(hthmuchuiﬁed
information). Chaﬁﬁedhfmﬁmhﬁwumhﬁnmﬁmlhﬂmiumbﬁmh%wﬂh
Exmﬁvecrdu-lm,quuiﬁestﬁmdSmhyhfamnﬁmmdmkmﬁudhcﬁm;

mcmmmwummmmmﬂumrmm,wsmycmﬁﬁcm
Specification, WhhmwaMmeMﬁhMof
ch:dﬁodhfmmﬁmﬂiuchrdfwﬂﬁy,ﬂm&abhumwﬁenefmewm. If the
ComrlctorhumbchuiﬁedhfamﬁonstmﬂﬂSorodeovﬁthsci&y,theywmlbidebyﬂw
requirements set by the agency.

A62 Suitability Determination

msmmwmmmnmlmmvmwmmmmmwm
ﬁdﬁtymﬂamﬁﬁveoovumhfmﬁumfawmmwum&oﬁ
background investigation. mSmy,undmmm,Mmdmkumumondny(EOD)
decision besed on preliminary security checks. 'I'hefavmbleBODdocisioumldlllowd:eewhyeun
Lpmmence work ittuperarily prior to the comnietion of the fell invertisation I nformation-an
uneceored-nectss-to-INS-fasilities. The granting of & favorsble EOD decision shall not be considered as assurance
that a full employment suitability anthorization will follow as a result thereof. The granting of & favorable EOD
deciddnwnﬁzﬂmphymmtsuiﬂbﬂhydemmhuﬁoum-inmmyptevent,pncludo,.othtd:ewiﬂnduwalor
Mmimﬁonofanymchweeubyms,ntnyﬁmedn-ingthetemufdwcnum. No employee of the Contractor
'shﬂlbeaﬂowodunemmtedwceutoaﬁovunmmtﬁcilitywdthmﬂafwoublembdecilhna'minhility :
determination by the Security Office. Contract employces-assignod-to-the-sentrast not nceding sccess to sensitive |
INS information or recurring access to INS facilities wilt not be subject to security suitsbility screening.

A6.3 Background Investigations '

Contract employees (to include spplicants, temporaries, part-time and replacement employees) under the contract,
nwdhgmuwumniwhfomnﬁm,shnmdergospmiﬁonm&ﬂqmdmmedm&pwﬁuuch
individual will perform on the contract. Thcmulnofﬂ\epodﬁonsemiﬁvitymly:iuhnuidmﬁ&ﬂwtmopﬁm
background investigation to be conducted, Aﬂb&kgmundinmﬁxlﬁouwﬂlbemcmedduwgh&e&cuﬂty
Office. Prospective Contractor employees shall subenit the following completed forms to the Security Office through

L Standard Form 85P, “Questionnaire for Public Trust Positions” {original only)

2 FD Form 258, “Fingetpeint Card” (2 copies)

3, Foreign National Relatives or Associates Statement (originat only)

4 Form DOJ-555, “Disclosure and Authorization Pertaining to Consumer Reports Pursuant to the
" Fair Credit Reporting Act” :

5. Form G-736 — “Pre-Employment Suitability Check” (2 years employment verification)

The Contractor using Form G-736 will provide documentation that previous employers of all new contract employces
bave been interviewed to ascertain the following information:

Page AG-10f S 2/13/2000 |

96




Immigration and Service Center Operations Support Services {mmigration Services Division -
Naturalization Service Statement of Work RFQ HQ-0-Q-0044
Attachment 6

»

a Verification of employment kistory (dates, salary, job titles, and duties for the most recent 2
years).

b. l Reason for leaving employment.

c. Bligibilityfottg-hi:e.

d Name of person contacted.

e Name of employee doing the interview on behalf of the Contractor.

The Contractor shail conduct and provide the results of the pee-screening employment activity with  credit check 5o
more than 90 days old.

msmmmmummmmaunﬂ.'mmommwmm
packages. Specific instractions on submission of packages wﬂlbep:widqlnponaw-doﬂbm

Be advised that unless an spplicant requiring access to sensitive information has retided in the US for three of the
mmmmmmmu%mmammw In such cases,
INS retains the right to deem an applicant a1 ineligible doe to insufficient background information.

mmmdmmmwmmummsmmmyus )
Citizens. and Legal Permanent Residents for employment on this contract, ]

A6.4 Continued Eligibility -

Hnmmecﬁvembynhfmmdbbeheﬂ;ﬁkfwmb%vuﬂﬂﬁcﬂﬁuwmumm
advise the Contractor that the employee shall not contimie to wark or to be assigned to work under the contract.,

The Security Office may require drug screening for probable cause at any time and/ or when the Contractor
independently identifies, circumstances where probable canse exists,

INSreaetvulheﬁghtmdmogxﬁvehdmyndlormhidlhe&cﬂﬂyuqdinfmmnﬁonmofmy%m

employee whose actions are i1 conflict with the DOJ standards of conduct, 5 CFR 2635 and 5 CFR 3801, or whom

NS determines to present a risk of compromising sensitive ernment information to which he or she would bave
access under this contract. ‘ )

mmmmﬁﬂmnmw“hmmmm&ammwwmm
the contract to the INS Sccurity Office. Reports based on rumor or innuendo should not be made. The subsequent
mmimﬁonofcmphymeNofmmbyndoumtobvhwmemquhmmmhuﬁtﬂahm The report ahall
. include the employee’s name and socisl security mumber, with the adverse information being reported.

TheSeanityOﬂicemtbemﬁﬁedofﬂhmhﬁonﬂmiwﬁomwi&hﬁwdsysofomm. The
Conmtmwmmmymhedmswidmﬁﬁuﬁmcudimdbuﬂdhgmmm#mm :
employees to the COTR. If an identification card or building pass is not available to be returned, & report must be
submitnedtod:cCOTR,refemncingmepuaorcndnmdxr,umeofindividualtowhomismd,ﬂ:ehatknnwn
location and disposition of the pass or card.

A6.5 Employment Eligibility
The Contractor must agree that each employee working on this contract will have & Social Security Card issued and

approved by the Social Security Administration, The Contractor shall be responsible to the Government for acts and
omissions of his own employees and for any Subcontractor(s) end their employees.
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Subjeuheﬁﬁmhw,mwhﬁmuﬂuoﬁmmﬁsﬁmufﬁncomﬂhwwwmmmt
be employed by the Contractor, or with this contract. mmﬁnmmmmﬁmhmﬂw
mmmwmmSMmemmwofﬁhmt ‘

A6.6 Security Mansgement

TheConum:hanlppointueﬁoromchlbmuﬂwewpmeeunityOM. The individual will interface
ﬁ&hMOﬁce&wgh&MmﬂumhyMbMpMMmdmﬁcﬁmof
all Government information and data sccessed by the Contractor, _
mm&hwwommuwmmmwummmmwmby
meCmmmkmfcmbhgﬁﬁﬁemmyWMﬁ:m.&eCmmﬁnhwmdh
Mﬁngwme&nmﬁu%mofﬂnmlcﬁmbbhkmhaﬂubeﬁeﬂmﬂmmw
roquirements. : ’

A6.7 TAIS Clearance

Whmmiﬁveﬁov«nmmthfomﬁmhmmemeelwmmiuﬁoﬁMAmhdhfmﬁmSym '

ﬂ%h%wm%hh%mlﬁmmmwmm
adhere to the procedures governing such data as outlined in DOJ Order 2640.2C, Telecommunications end
Automated Information Systems (TAIS) Security.

A6.8 TAIS Security

M@MWWWW&MMmiﬁwwwmumhm
Security Awareness Training ae outlined in the Computer Secarity Act of 1987, ‘The Information Rescurces
Mmgﬁnmt(mmwmﬂykpeuhﬁvewiﬂwvﬁeﬁkmining. All persoonel who access INS information
systems will be continually evaluatod while performing these duties, Supervisors shoukl be aware of any unusual or
inappropriate behavior by personnel accessing systems, Any unsuthorized access, sharing of passwords, or other
questionable TAIS procedures should be reported to the Security Office. .

A69 Minimum Computer and Telecommunications Security Requirements |

A69.1 - General

Duemﬂ:emiﬁvenmeofmsinformdnn,ﬂncmmismquhedwdwohp and maintain & comprehensive
mmmrmmm&my(ummwmumm, confidentiality, and
availability of sensitive but unclassified (SBU) information during collection, storage, transmission, and disposal.
mCmm'lmmﬁymthhmqqufuﬁh&eDm&d«mzC.
Tdmmlmﬂomaad;lmmad!vbmm&wm Security, INS C&TS Guidance Documents, snd other
DOJINSguideﬁnumddkecﬁvuug-dinghhmﬁcnucmitytequmm ‘The Contractor shall cstablish 8
working relationship with the INS CATS program, hldby!heCmtetSecuﬁtyl_’mgnmm(CSPM).
A69.2 C&TS in the INS Systems Development Life Cycle (SDLC)

C&TS wﬁviﬁelm!thDLCueuudinedinﬂmeSymmDevelopthifeCycle (SDLC) Manual, Appendix

A3, C&TS in SDLC. The Contractor shall assist the INS Computer System Security Officer (CSSO) with the

following sctivities:

»  Sensitive System Security Plan (SSSP): the primary reference that docoments system senaitivity/ criticality,
security controls, policies, and procedures. :

»  Contingency Plan (CP}: ensures system’s ability to recover from service disruptions in the event of
emergencies and/or disasters.

Page A6-3 of 5 2/13/2000 |

98




Immigration and SuvioeCeu(qumhm&q:putSmbu Immigration Services Division
Naturalization Service Siatement of Work RFQ HQ-0-Q-0044
. ; Attachesat 6

»

*  Security Operating Procedures (SOP): nvvﬂeumud&uiﬁmmwiﬁduﬁbdmhmmhwm

®  Risk Assessment (RA): wmummhmmdﬂwmawdumin-

»  Security Test and Evaluation (ST&E): mwmmlmmmveﬁfyopmﬁmh
the manner imended, based on the RA resnlts,

*  Certification and Accredifation (C&A): uhblhh&nmnwhichapuﬁcuhrduipndﬁnphmﬁm
meetupeciﬂndntofucuﬁtymgﬁwﬂ,hndmhﬂ&ﬂofmﬁtyfumohm(mﬁﬂcﬁon),
andﬁemsgmmmhﬁonudmvnonmbmmmiﬁwmhdﬁediﬁomuﬁm
{accreditation). :

A693 C2 Level of Trust

Dlvcntlounrydccu:Coml{DAC)-DAChaDOJMpoﬁcyﬁumimmbmobjem(ﬁt '
m@hﬁhmm)bmdmhwyofﬁcummﬂmmbwm.ﬁeym Al
:ymﬂlumubemdbyanmdntymmlmm.

OQ}mRme—ObjectRuueisﬁemﬁmbambject(formb,m)oﬁmdhm&ltpmviwdy
contained an object (for example, file). Symﬂntmmmywmmpmrnymmmtfomﬁmmd
any other SBU information must be cleared before reallocation, _
Audit—isysmmstpmvﬁeflcﬂiﬁaforhnncﬁonludiﬁng.whichisﬁmexmimﬁonofuetof
chmnologialxeoo:dsﬂntpmvideevidmcaofm&mncﬁvity.

- A694 Data Security

meﬁmﬁmduqﬁrmumdmmduhMommﬂm&eymmenﬁnmmmu\mfmmm
the INS CATS Guidance Document 9.0, _
Imw-mmmmmmmmUthaduhhpitymuohbme&udlhil
notmodiﬁod(inmdomﬂymmhmﬁomﬂy)umbyd&nﬁeuduaﬁemdmofﬁcm
Aﬁ*mﬂwkmmmwmmhp«fwmdbmmwofmheﬂymk
(e.g.,mmmcnmmwmmmmm@m signatures, etc.)
must N ]
comdmw—Coumhmuubeimmammmmsauiufmﬁonooumame.mdmmmdbym
system is protected against compromise. Aﬂlkm!y:hmd“mbiﬁtyluummmbep«famedb
determine if threaty to the SBU exist. Ifn,daumuypﬁonmubemdtomiﬁgmmchthmtu. ’
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