SOLICITATION NUMBER:  FCO-00-CORP-0000C, Refresh #5

APPLICABLE TO SPECIAL ITEM NUMBERS


C 3610   
 PRINTING, DUPLICATING AND BOOKBINDING EQUIPMENT

C 7460
VISIBLE RECORD EQUIPMENT

C J036   
MAINTENANCE AND REPAIR OF SPECIAL INDUSTRY MACHINERY

C R604  
MAILING AND DISTRIBUTION SERVICES

C R614  PAPER SHREDDING SERVICES

C R699B OTHER ADMINISTRATIVE SUPPORT SERVICES

C W036 
LEASE-RENT OF SPECIAL INDUSTRY MACHINERY


REMANUFACTURED EQUIPMENT:  Remanufactured equipment is defined as equipment which has been remanufactured/rebuilt to new machine specifications, and which has not been used at any time prior to delivery after  the remanufacturing/rebuilding process.  Remanufacturing/rebuilding as defined herein shall include, but not limited to: cleaning, refinishing, inspection, and testing to new machine standards and replacement of all defective components.  Remanufactured/rebuilt components will be utilized as replacements only in applications that do not affect machine performance.  Warranty, maintenance, and service terms for remanufactured/rebuilt machines shall be identical to those provided for new machines.  The equipment shall be proposed for production, currently in production, or schedule for production in time to meet the ordering requirements.

DOCUMENT MANAGEMENT PRODUCTS/SERVICES
51 409

Network, Optical Imaging System and Solutions

The contractor will provide hardware and software to enable the user to migrate unstructured paper and electronic data into an electronic document.  The user will have the capability to search for documents from a variety of sources such as desktop personal computer, intranet/internet, LAN/WAN.  The software will support the user’s needs in capturing data in typed print, handprint, mark sense and barcode, electronic data and paper documents into an electronic format and media of choice, in a reliable, secured operating environment.  The contractor will provide one or more of the following software/hardware components into medium of choice:  Data & Document Capture, Document Imaging, COLD, Document Management, Storage Management, Document Management Scanner, and other related equipment.

Additionally, this SIN includes equipment that provides solutions for small to medium size offices to allow the user to capture documents, file documents and retrieve data in seconds.  This give the user the ability to find documents anytime and does not require software installation. This information can be retrieved from the Web browser.

Document Storage Solutions are designed to deliver and maintain on/off line storage solutions for users who need to present, share, archive and distribute information on CD, DVD, DVRAM and other related mediums.  Network protocols are widely used to obtain stored data.  This SIN includes directly related accessories, attachments, software and supplies.

51 100

Copiers

This SIN includes analog, engineering, digital/multifunctional copiers having single-color and/or full-color imaging in both desktop and console configurations.  Analog copier has only copying capability.  Digital/Multifunctional copiers have capabilities such as copying, printing, faxing, scanning to print/file, and/or facsimile with post finishing solutions connected to individual and network stations with solutions.  The Multi-functional digital copier may have integrated functional capabilities or have modular expansion capabilities that permits functional upgrading.   Both analog and digital/multifunctional copiers may have image enhancement capabilities (e.g., image magnification, reduction, contrast), paper handling capabilities (e.g., automatic paper selection, multiple paper trays, duplexing, collating), and/or document finishing capabilities  (e.g., stapling, folding, punching). Copier speeds vary from under 25 copies per minute to over 100 copies per minute with copying volumes from under 1,000 copies per month to over 450,000 copies per month.   Engineering copier also includes both analog and digital copiers (e.g., copiers capable of using transparent and opaque originals to produce plain paper, vellum or polyester film copies and capable of copying A to E size drawings.  Full color, non laser copiers, and other non-standard copier equipment (e.g., copy boards and easels) are included.  It also includes copy control devices and systems for equipment under this SIN that can be used to limit copier access to authorize users and to record copier usage. The devices include mechanical and electrical copy-controls (e.g., key counters, cartridges, interface kits) and copy-control systems (e.g., central data collection units, and related connection devices as an integrated package).  Transparency film is available under SIN 51 101 7 and consumable supplies are available under SIN 51 101 2.  This SIN includes directly related attachments, accessories and supplies. 

51 101 2
Consumable Supplies for Copiers, Computer Printers and Fax Machines

This SIN includes directly related supplies (e.g., toner developer, dry ink, dry imager, fuser oil and fusing rollers, cleaning blades, pickoff fingers, photoconductors, photoreceptor belts and drums, staples wire, binder material, binder adhesive) for the copier equipment available under 51 100.  Other directly related consumable supplies for computer printers and fax machines are toner, developer, and new manufactured single- and full-color toner cartridges) for laser and inkjet computer printers, fax machines and systems. This SIN does not include copier paper or transparency films for copiers.  Transparency films are available under SIN 51 101 7. NO REMANUFACTURED (i.e. DRILL OR FILL TONER WILL BE ACCEPTED).

ALL OFFERORS INTERESTED IN PROPOSING SUPPLIES ONLY MUST SUBMIT A PROPOSAL UNDER THE GENERAL SERVICES ADMINISTRATION, REGION 2 OFFICE LOCATED IN NEW YORK. 

SUPPLIES ONLY ARE NOT ACCEPTED UNDER SOLICITATION NUMBER 3FNJ-C1-00-0001-B, FEDERAL SUPPLY SCHEDULE GROUP 36.
*51 101 7
Transparency Film

This SIN includes wide range of transparency film - Xerographic Type – designed for single and color copiers, Thermal Type – designed for different image and background colors (e.g., infrared transparency film and Special Types - Transparency films (excluding xerographic and thermal films) for making special transparencies (e.g., transparency films for use with Laser, Inkjet, and Dot Matrix character printers, opaque films, write-on films, and thermal transfer films for use with computer generated graphics for color transparencies). 

Includes directly related accessories, attachments (e.g., mounts, and supplies.

51 55
Rental Plan-Copiers

This SIN includes rental plans for all copier equipment.  Rental rates cover unrestricted normal use of the rented equipment up to the maximum number of copies (e.g., number of copies per month) identified in the rental agreement.   An excess charge per copy is usually accessed for copies over the maximum number of copies provided for under the rental agreement.   The rental rate includes full-maintenance service (repairs, adjustments, replacements) by authorized service technicians, at no additional cost to the customer.  Rental rates do not usually include the cost of consumable supplies. 


BRAND NAME: _______________________________________________

*SMALL BUSINESS SET-ASIDE (SBSA)

 SCHEDULE OF SERVICES

DOCUMENT MANAGEMENT SERVICES 

NOTE:
Offerors are encouraged to offer alternative or multiple pricing proposals, package pricing or unbundled (separate) pricing.  If the following formats using labor rates deliverables or as it relates to the services herein are not used, provide a narrative statement that describes in detail how your firm proposes to price the services offered.

51 501            NEEDS ASSESSMENT AND ANALYSIS SERVICES (NAAS)

Description - Needs Assessment and Analysis Services consist of a comprehensive assessment of the customer’s existing objectives, capabilities and most importantly, funding obligations which will provide agency’s recommendation(s) how to meet or exceed organization’s overall performance by providing “total office solutions. 

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):  _______________________________________________

NAAS provides for professional support in analyzing and developing customer requirements. Regardless of the specific approach and strategies described in the technical proposal for each work segment, the work in general shall include consulting services, and other related services.  THIS SIN MAY INCLUDE ASSESSMENT SERVICES FOR COMPLIANCE WITH THE REQUIREMENTS OF SECTION 508 OF THE REHABILITATION ACT, WHICH IS AN INITIATIVE TO ENSURE THE ACCESSIBILITY OF ELECTRONIC AND INFORMATION TECHNOLOGY TO INDIVIDUALS WITH DISABILITIES AND MAY ALSO INCLUDE SPECIAL SECURITY REQUIREMENTS TO MEET AGENCY’S NEEDS.

Note:  Survey instruments may be offered in conjunction with consultation services.  However, surveying services are covered under the MOBIS schedule.
· Consultation Services- Offerors shall specify the Labor Category (ies) proposed and the hourly and daily rates for each.  The total price for consultation services will be established at the time the Task/Delivery Order is placed and will be based on the prices offered herein.  The estimated number of hours negotiated with the agency and the labor category (ies) provided will be shown on the resultant Task/Delivery Order.  Contractors shall provide expert advise, assistance, guidance or counseling in support of agencies’ management, organizational and business improvement efforts.  They may also include studies, analyses and reports documenting any proposed developmental, consultative, or implementation efforts.  

51 503
EDUCATION AND TRAINING SERVICES (ETSS)

Description - Educational and Training Support Services provide the customer with operational knowledge of products and/or services offered under this schedule.  Training is offered on site/off site, and through video conferencing, or CD ROM base training.  

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):  _______________________________________________

_______________________________________________________

Offerors shall provide a schedule of available training courses offered.  Offerors shall indicate the minimum number of participants per course.  Courses shall include all costs for the minimum number of participants.  In cases where less than the minimum number of students participates, and the ordering agency has paid for the minimum indicated, any excess material becomes the property of the agency.  The types of training may be standard and/or customized to meet the agency’s need but must be directly related to the product lines covered under this schedule.  

Use one sheet per course unless information for different courses is identical.  If it is identical, then the applicable courses must be attached to the front of each of the following price data, sheets submitted.  (i.e., only one sheet as follows is required for each set of identical data, regardless of number of courses offered).  Training must be directly related to the product lines under this schedule.


Schedule of Training

Course Price Data Sheet

Title of Course:
      _________________________________________________________

Length of Course (Number of Hrs/Days): 
__________________________________________

Total Price of Course for 

Minimum Number of Participants:
$_____________
Minimum Number of Participants:
_________________

Commercial/Non-Gov’t Price:
____________

Applicable Gov’t  % Discount
____________

(if applicable) Price Per Each Addition

Participant in Excess of the Minimum:
$________________

(i.e., If the total price of the course is $100 and the minimum number of participants is 10, then the base price of the course is $10 per participant.  However, the price for additional students is $1.00 each, up to the maximum number of participants (if applicable).

(if applicable) Quantity Discount for

_____qty  _____% _____qty  _____%_____qty  _____%_____qty  _____%

additional participants in excess of 

_____qty  _____%_____qty  _____%_____qty  _____%_____qty  _____%

the minimum:

(i.e., If the total price of the course is $100 and the minimum number of participants is 10, then the base price of the course is $10 per participant.  However, the price for 11-15 students is $9.50 each then the discount for 11-15 students is 5%.  If the price for 16-20 participants is $9.00 each then the discount for 16-20 participants is 10%)

Maximum Number of Participants

(if applicable):





_________________

51 504
 RECORDS MANAGEMENT SERVICES (RMS) includes:
FILE ORGANIZATION AND FILE MAINTENANCE SERVICES 

Description - This services includes on-site services but are not limited to, organize paper or electronic files in any work area and track them electronically, information and document indexing, scanning, labeling, bar coding, and filing.

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):  ______________________________________


                      _____________________________________



                     ______________________________________

STORAGE SERVICES:

Description - (Generally preparation of files for media preparation for storage, archive, retrieval and pick-up services, managing records throughout the life cycle, 24 X 7 access and accountability.


Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):                   _______________________________________





        _______________________________________________





       ________________________________________________

51 505
DOCUMENT PRODUCTION SERVICES ONSITE/OFFSITE (DPS)

Description - This service includes: 

· Facsimile service, On-Demand Copying, High-quality digital color printer, Large format scanning and copying, Facilities management, Document binding and finishing, Desk-top transmission, Document Imaging & Electronic Storage

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
________________________________________

______________________________

 (A) Labor Rates

Offerors shall specify the labor categories proposed and the rates for each.  The categories and rates are to be based on those used to price orders commercially.  The total price for services will be established at the time the order is placed and will be based on the prices awarded.  The estimated number of hours will be negotiated by the ordering agency, and shown on the resultant order.  Contract orders will be firm fixed price.


51 506
DOCUMENT CONVERSION SERVICES (DCS)

Description - Document Conversion Services basically convert from an original paper document, data, or graphics into digital data, and transferred to a new media and format for use in a document imaging and storage system.  This service may include:

· Back file and Day Forward Conversion, Data Entry, State-of-the Art Scanning, 

· Indexing, Hyper link, Web Hosting, Media of Choice, Blowback, Classified and Non-classified documents

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
___________________________________

___________________________________

DCS is the conversion of a document’s text and graphic images into digital data, which is then converted, to a selected format and/or output media for use in a document imaging, distribution, and/or storage system.

51 507
DESTRUCTION SERVICES (DS)

Description – Destruction Services offer a full range of services:

· Shredding of classified and unclassified materials, Incineration of paper documents, maps, blueprints, catalogs, Disintegration of microfilm, microfiche, ID cards, VHS tapes, Support DOD Approved requirements
Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________________

_______________________________________________

DS provides for destruction of a variety of media. It includes Shredding, Incineration, and Disintegration.

51 508
LITIGATION SUPPORT SERVICES (LSS)

Description - Litigation Support Services cover a full range of services:


· Document Preparation, Imaging and Coding, Digitized Documents, Database Management, Electronic and Multimedia Courtroom Presentation, Aid attorneys in high-volume copying, and present customized files, Specialize in presentation equipment and software used in courtroom arena

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

_____________________________

LSS include document preparation, database development, software and systems support.  The items, in total comprise LSS, however may be bundled or unbundled by ordering agencies. The items therefore, may be priced as a unit consisting of all sub-items, combination of items, or as individual items.  An offer does not have to be made on all sub-items to be eligible for award; however, unbundled items must be related to LSS in order to be considered for award.

51 509
NETWORK CONNECTIVITY SUPPORT SERVICES (NCSS)


Description -Network Connectivity Support Services is designed to manage and support customer’s
software applications, network operating systems as it relate to your digital equipment.  With this solution, the customer has the ability to search, view, access, print and communicate right from your desktop.

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________

MAIL MANAGEMENT SERVICES

733 1: 
MAIL ROOM ADMINISTRATIVE SUPPORT SERVICES

Description – This Service includes:


· Accepts, and signs for certified mail, registered mail and overnight mail; distribution of mail using an Office Roster, processes outgoing mail, metering flats, letters, and packages

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________

733 2
MAIL PRESORT 

Description – This Service includes:
· Mail presort and barcode services and clean-up below standard address format

· Mail pickup will include a signed receipt with pickup date, exact number of pieces for the customer

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________

	
	Prevailing USPS

R100 First Class

	Postage Rate Services
	Postage Rate

	
	

	No automation-Presorted Metered
	

	
	

	Automation Basic Metered
	

	
	

	Automation 3 Digit Metered
	


	Geographic Area of Coverage
	

	  (i.e., city, county, metro area, etc.)
	

	
	


733 3
MISCELLANEOUS MAIL SERVICES 

Description – This Service includes:

· Preparing/packaging mail, Addressing, Labeling, Folding, Inserting, Bursting, Collating,

· Mail match, Wrapping, Software services, Metering and stamping in accordance with the U.S. P.S. regulations

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________

733 4
LIST MANAGEMENT SERVICES)

Description - This Service includes:

· Data Entry, Address label printing , Lists management, List cleanup , And list coding
Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________
______________________________

SIN 733 5
MAIL ROOM ERGONOMIC ANALYSIS SERVICES 

Description – This SIN include:

· Workflow analyses, Studying and improving mailroom processes, Productivity studies, Task analysis

· Time and motion studies, Determining optimal mailroom layout, Space planning, Process equipment assessments

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________
______________________________

· The offeror is required to submit their Standard Commercial Pricing Format. The above pricing format is optional.

SIN 733 6
MAIL SCREENING AND INSPECTION SERVICES (Note:  Limited to Mail Handling Equipment Only)
Description – This involves on site and/or site off site examination of all incoming mail, to detect any form of contamination (e.g., hazardous chemicals, anthrax or explosive).  It includes Key Personnel, Specialized, Equipment, and Supervision to properly screen and inspect incoming mail.

Contractors may offer this SIN for delivery on the following basis:  Locally, Nationally and/or Worldwide.  Contractors offering on a local geographical basis must specify the area in which services are being offered for consideration.

Geographic Service Location(s):
_______________________________________

______________________________
______________________________

Note:  For the convenience of the customer, the contractor may bundle Rental, Leasing, LTOP, CPC, FRMF as a single plan, only if these plans have been awarded under contract.  Also, maintenance and consumable supplies may be offered as a solution to the customer. 


RENTAL PLAN FOR COPIERS (SPECIAL PROVISIONS) 51 55

Liability

While rental equipment is in the possession of the Government, the contractor shall assume all responsibility for loss or damage to the equipment, except for loss or damage caused by the negligence or willful act of the Government.

Delivery, Installation, and Removal

Rental equipment shall be delivered to the using activity, installed and removed by the contractor or the contractor’s authorized representative at no cost to the Government.  An installation charge may be incurred, if such charges are the offeror’s commercial practice and are negotiated and accepted by the Government.  No removal charges will be accepted.

Removal of rental equipment by the contractor or the contractor’s authorized representative shall be completed within thirty (30) days after expiration of the rental agreement or within thirty (30) days after the date of the Government document that terminates the rental agreement.  Equipment which has not been removed by the contractor or the contractor’s authorized representative within these time frames may be disposed of in a manner the using activity deems appropriate.  Recovery of the equipment (if possible) from the Government’s disposal site will be at no cost to the Government.  The contractor shall reimburse any costs incurred by the Government in disposal of the Government’s property.

NOTE:  The following provisions shall be addressed in the approved Government pricelist.

Repair and Maintenance Service

Offeror’s shall submit and include in their pricelist’s, a list of names, addresses, and phone numbers of authorized dealers responsible to the contractor who may be contacted by ordering activities for repair and maintenance of rental equipment.  Only those dealers listed may render service, unless the list is subsequently modified by mutual agreement between the contractor and the Contracting Officer, to add or delete dealers.

Response to Service Calls

During normal working hours (as specified by the using activity), Monday through Friday (excluding holidays observed by the Government), the contractor shall respond to verbal or written requests for service calls.  The contractor shall repair the rental equipment within either nine (9) working hours or sixteen (16) working hours (as specified by the using activity) after the verbal or written request for the service call.  The contractor’ response time on a service call starts, when authorized personnel of an ordering activity place a verbal request to the contractor for a service call or a written request is received by the contractor requesting a service call, whichever is earlier.

Backup and Replacement Equipment

The contractor shall have backup and replacement rental equipment available.  When rental equipment cannot be repaired within sixteen (16) working hours, the ordering activity may require the contractor to provide backup rental equipment.  The contractor shall deliver backup rental equipment within nine (9) working hours of the ordering activity’s notifying the contractor that backup rental equipment is required.  Backup rental equipment must equal or exceed the performance capabilities of the equipment being replaced.  The contractor’s charges for use of the backup rental equipment shall be identical to the charges for use of the original equipment being replaced.  If the original equipment is not satisfactory repaired and returned to the ordering activity.  If agreed to by the ordering activity, the backup rental equipment may be used as the replacement equipment.  The contractor shall provide the ordering activity with the serial number, location, and model number of the replacement rental equipment.

Credit (Repair and Maintenance Response)

If repair service is not accomplished or within the specified time, the Government shall be entitled to credit against the monthly billing for that particular equipment.  Credit will be unilaterally taken on the basis of 1/30th of the monthly rental rate for each day or portion of a day the equipment is not repaired or replaced.

Maintenance Responsibility

All rental equipment shall be serviced and maintained by the contractor in a fully operational condition without expense to the Government, except for repairs, replacements, and maintenance necessitated by accident, misuse, or negligence of the Government.  If repair or replacement is not accomplished within the established specified time frame,  the Government shall be entitled to credit against the monthly billing for that particular equipment.  Credit will be unilaterally taken on the basis of 1 30th of the monthly rate for each day or portion of a day, the equipment was not repaired or replaced.  At any rate, the government is not in use, the contractor must replace provide a replacement with the equipment with identical capabilities.  It is the intent to keep the replacement in replace for the duration of the contract term.


Monthly Effectiveness Level (MEL)

Each rental equipment furnished under the resulting contract shall perform at a 95% or higher Monthly Effectiveness Level.  The Monthly Effectiveness Level percentage shall be calculated as follows:  Monthly Effectiveness Level percent = (total monthly production period in hours) minus (total number of rental equipment downtime hours over the monthly production period) divided by (total monthly production period in hours) times 100.  The total monthly production period in hours shall be calculated by multiplying 8 hours per day times the number of working days in the month (weekend and Federal holidays excluded).  The total number of equipment downtime hours over the monthly production period shall be calculated as the number of minutes the rental equipment was down (unable to perform one or more of its specified functions) during the monthly production period, divided by 60.

Credit (MEL)

Failure of any rental equipment to achieve a Monthly Effectiveness Level of 95% or higher shall entitle the Government to unilaterally take credit against the monthly billing for that particular equipment.  The credit shall be calculated as the difference between 100 percent and the achieved MEL percent times the monthly rental charge.  In any month in which the Monthly Effectiveness Level is less than 95%, the Government will not be responsible for paying any charge for lack of monthly volume.  If the MEL is 95% or higher, no credit will be taken by the Government.

e.g. Credit calculation:  If rental equipment was down for 1200 minutes in a month which had a total monthly production of 21 days and the monthly rental charge was $300, the Government’s unilateral credit against the monthly billing would be calculated as follows:

Total monthly productions hours:  21 days times 8 hours = 168 total monthly production hours

Total number of rental equipment downtime hours over the monthly production period:  1200 minutes divided by 60 =20 hours

MEL percent:  (168 minus 20, divided by 168) times 100 = 88.095 percent

Credit percent taken:  100 percent minus 88.095 percent = 11.005 percent

Government credit:  11.005 percent of $300 = $33.02

Credit (Extensive Downtime)

If the Monthly Effectiveness Level is less than 90 percent for the three consecutive months, the Government reserves that right to require the contractor to replace the equipment or – terminate the order with no termination or removal charges being assessed to the Government. 


Termination

[Refer to Termination for Convenience Clause]

[See FAR Clause 52.212-4]

Rental to Purchase Option Conversion

Rental charges, which have been paid, may be applied as partial payment towards the purchase of equipment.  The purchase price shall be the contract price, or the rental to purchase conversation price, whichever is lower.  The percentage of rental accruals to be applied towards the purchase price shall be in effect at the time of the initial rental agreement, or rental to purchase option conversion.  Any accrue credits may apply against the purchase price.  

All equipment purchased under rental purchase option conversion shall be new and unused, or remanufactured.  Any equipment in rental status, which was not new and unused, or remanufactured at the beginning thereof, shall be replaced with new, unused, or remanufactured equipment.  All equipment purchased by the Government under rental purchase option conversion shall be entitled to a warranty for a period of ninety (90) days from the date of conversion or the period of the accepted commercial warranty for purchase, whichever is greater.  Such warranty shall be provided to the Government at no additional cost.  If the Government opts to purchase the equipment after the 90-day warranty expires, if requested by the Government, the contractor shall provide maintenance service in accordance with SIN 51 57.

LEASE-TO-OWNERSHIP PLANS (LTOP) COPIERS – 51 58

   
51 58

LEASE-TO-OWNERSHIP PLAN FOR COPIERS

This SIN includes Lease-to-Ownership Plans (LTOP) are intended for customers who want to lease copier equipment.  At the end of the lease period and upon final payment of all charges due, the title and the leased equipment is immediately transferred from the contractor to the government customer.  The lease rate does not include the cost of maintenance or consumable supplies.  Maintenance service is available under SIN 51 57. 


51 58a

OPERATING LEASE PLAN FOR COPIERS

This SIN includes Operating Lease plan applicable to copiers only. An operating Lease plan allows Federal customers to lease the equipment for a monthly rate over a period of time, with NO intent to purchase the equipment at the end of the lease agreement period.  Ownership of the asset remains with the lessor.  Consumable supplies are available for copier equipment under SIN 51 101 2.  Consumable supplies and maintenance service shall be billed as a separate and additional charge. 

51 58b

OPERATING LEASE PLAN - (ALL OTHER PRODUCTS)

This SIN includes Operating Lease plan applicable to all other products (e.g., laboratory imaging systems, mail management system, cameras, network optical and imaging systems) under this schedule with the exception of copiers. Operating Lease Plan for copiers are accepted under SIN 51 58a.  Operating Lease plan allows Federal customers to lease the equipment for a monthly rate over a period of time, with NO intent to purchase the equipment at the end of the lease agreement period.  Ownership of the asset remains with the lessor.  Maintenance is not included under this SIN and therefore, may be acquired under SIN 51 57.  Consumable supplies are not included under this SIN. 



List the types of products leased under this schedule

______________________________________


______________________________________


______________________________________

LEASING OF GENERAL PURPOSE COMMERCIAL 
 EQUIPMENT 

SINs:  51 58 – Lease-to-Ownership Plan (LTOP) - Copiers
  51 58a – Operating Lease Plan – Copiers Only
         51 58b Operating Lease Plan (All Other Products under FSC 36) 

1.  STATEMENT OF GOVERNMENT INTENT
For the purpose of this solicitation, Lease Term is defined as the duration of the lease in months (not to exceed 60 months) as shown on the Ordering Agency’s initial delivery order.  It is understood by all parties to this contract that this is a leasing arrangement.  In that regard, the Government anticipates fulfilling the leasing agreement subject to the availability of appropriated funds and the continued needs of the Ordering Agency.  The Ordering Agency, upon issuance of any delivery order pursuant to Special Item Numbers (SIN’s) 51 58, 51 58a or 51 58b, intends to use the equipment for the lease term specified in the initial delivery order so long as the needs of the Ordering Agency for the equipment or functionally similar equipment continues to exist and adequate funds are appropriated.  Each lease hereunder shall be initiated by a delivery order which shall, either through a statement of work or other attachment specify the equipment being leased, and the terms of the transaction as required in other sections of SIN’s 51 58, 51 58a or 51 58b.  The lease commencement is the date of acceptance as defined by FAR 12.4.

The first period or initial term of the leasing agreement will be through September 30th of the fiscal year in which the order is placed, or as extended by act of Congress, unless the ordering office has multi-year funding.

Ordering Agencies are advised to follow the guidance provided in Federal Acquisition Regulation (FAR) Subpart 7.4 Equipment Lease or Purchase, and to review the lease terms and conditions prior to ordering and obligating funding for a lease. Ordering Agencies are responsible for the obligation of the funding consistent with fiscal law when entering into any lease arrangement.

2.  ORDERING PROCEDURES


(1)
Ordering Agencies are strongly encouraged to conduct a needs assessment prior to the procurement of copiers.

(2)
When the Ordering Agency expresses an interest in leasing a product(s), the Ordering Agency will provide the following information to the prospective vendor:

(i)
Which product(s) is (are) required.
(ii)
The required delivery date.
(iii)
The proposed term of the lease.
(iv)
Where the equipment will be located.
(v)
Description of the intended use of the equipment.

(3)
The contractor will respond with:

(i)   
  Whether the contractor can provide the required equipment.

(ii)  
The monthly payment based on the rate and the initial and residual values of the equipment.

(iii) The estimated cost, if any, of applicable State or local taxes. 

(iv) A confirmation of the availability of the equipment on the required delivery date.

(v) Extent of warranty coverage, if any, of the leased products.



(vi)   
Cite the cost of any mandatory maintenance is applicable.

3.  ORDERS AND PERIOD OF LEASING ARRANGEMENTS

a.
Lease Options:  At a minimum, Ordering Agencies placing orders for equipment under a leasing arrangement must specify on the delivery order the applicable leasing SIN under which the equipment is being leased.

51 58    Lease to Ownership Plan (LTOP) (Lease/Purchase)(Copier)
51 58A  Lease with Option to Own (Operating Lease) (Copier)
51 58B  Lease with Option to Own (Operating Lease) (All Other Products under the 36 Schedule) 


          b.
Funding.  When using annually appropriated funds when placing an order for leasing, the following applies:

(1)
Any lease executed by the Ordering Agency shall be on the basis that the known requirements exceed the remainder of the fiscal year.  Due to funding constraints, however, the Ordering Agency cannot normally commit to a term longer than one fiscal year at the commencement of the lease.  To facilitate the exercise of renewal options for future fiscal years, the lease term will be specified in the delivery order.    All orders for leasing shall remain in effect through the Government fiscal year (or as extended by Act of Congress), or the planned expiration date of the lease, whichever is earlier, unless the  Ordering Agency exercises its rights hereunder to acquire title to the equipment prior to the planned expiration date. Despite the fact that the delivery order will specify the total lease term, orders under the lease shall not be deemed to obligate succeeding fiscal year’s funds or to otherwise commit the Ordering Agency to a renewal.

(2)
All orders for leasing automatically terminate at the end of the Government fiscal year (or as extended by Act of Congress) or the contract term, whichever is earlier. However, Ordering Agencies should notify the contractor in writing thirty (30) calendar days prior to the expiration of such orders as to the Government’s intent to renew.  Ordering Agencies are instructed to follow the guidelines set forth in Paragraph 14 of this section with regard to termination of lease terms for non-appropriation or agency decisions not to renew.  Should Ordering Agencies decide to terminate the lease prior to the expiration of the lease term under any other condition other than those set forth in Paragraph 14.  Early termination charges shall apply.  See Section 13, Early Termination.


c.
Multi-Year Funding Within contract Period:  Where an Ordering 

Agency specific appropriation authority provides for funds in 



excess of a 12 month (fiscal year) period, the Ordering Agency may 

place a schedule contract order for leasing for a period up to the 


expiration of its period of appropriation availability, or the expiration 


of the 
contract period whichever comes first, notwithstanding the 


intervening fiscal years.



d.
In recognition of the types of products on this Schedule and the potential adverse impact to the Government’s mission, the Government’s quiet and peaceful possession and unrestricted use of the equipment shall not be disturbed in the event the equipment is sold by the Contractor, or in the event of bankruptcy of the contractor, corporate dissolution of the Contractor, or other event, so long as the Government is not in default.  The equipment shall remain in the possession of the Government until the expiration of the lease.  Any assignment, sale, bankruptcy, or other transfer of the leased equipment by the contractor will not relieve the Contractor of its obligations to the Government, and will not change the Government’s duties or increase the burdens or risks imposed on the Government.


e.
Assignment of Claims:  In accordance with GSAR 552.232-23 Assignment of Claims under this contract, the Ordering Agency Contracting Officer may approve the assignment of claim for an order under these leasing Special Item Numbers (SINs) in accordance with FAR 32.803.  Contractors cannot prohibit or otherwise limit the Government’s ability to setoff lease payments under any lease or assignment of a lease.

f.
Government Rights under Lease: The Government does NOT waive any performance requirements, warranty rights nor other contract or statutory rights, such as the right to set off payments against other Government debt, as a part of the lease.  The Government’s acceptance of an assignment of a lease, does not waive any of the Government contract provisions.

4.  MAINTENANCE AND INSTALLATION 

a.
Maintenance and installation, when applicable, are not included in the lease payments.  The Ordering Agency will obtain installation and/or maintenance from the contractor or a designated authorized service provider.  

b.
When installation and/or maintenance is to be performed by the Contractor, the payments, terms and conditions will be as stated in this contract.  Maintenance payments and terms and conditions during subsequent renewal periods of this lease will be those of the prevailing GSA Schedule contract in effect.

5.  MONTHLY PAYMENTS 

a.
Prior to the placement of an order under this SIN, the Ordering Agency and the contractor must agree on a “base value” for the products to be leased.  The base value will be the contract purchase price (less any discounts).  For operating leases the residual value is independent of the purchase option price.  The residual value will be used in the calculation of the original lease payment.

b.
To determine the initial lease term payment, the contractor agrees to apply the negotiated lease factor to the agreed upon base value:  

Examples:
Lease factor one (1) percent over the rate for the three year (or other term) Treasury Bill (T-bill) at the most current U. S. Treasury auction.


or


The Contractor’s most favored finance rate factor as agreed to during contract negotiations.

The lease payment may be calculated by using a programmed business calculator or by using “rate” functions provided in commercial computer spreadsheets (e.g., Lotus 1-2-3, Excel).

c. The purchase option price will be based upon the unamortized principle of the product. The payment will be based upon the unamortized principle, as shown on the payment schedule as of the last payment prior to date of transfer of ownership.  In the event the Government desires, at any time, to acquire title to equipment leased hereunder, the Government may make a one‑time lump sum payment. 

6.   EXPIRATION OF LEASE TERM:


a.
Upon the expiration of the Lease Term, the Ordering Agency will:

(i) 
Upon 30 day written notice, return the Equipment to the Contractor or - 

(ii)
Purchase the equipment at the fair market value of the equipment or;

(iii) Obtain requirements in accordance with FAR 8.4 (Ordering Procedures) by issuing a new request for quote.

Note:  Customers are advised to see paragraph 15-18 for additional lease expiration provisions.

7.  ADDITIONS 

For the purpose of this solicitation the definition of an addition is defined as follows:

Additions:  The addition of accessories features or other enhancements available for lease under this contract to an existing model (base unit) already installed.  Additions shall not change the functionality of the installed equipment.

a.
The ordering agency may require the contractor to modify existing leased equipment through order modifications, provided the modifications are customarily offered by the contractor for the equipment leased.  The price of the modification will be mutually agreed upon by the ordering agency and the contractor.  The ordering agency may pay for the modification at full price upon acceptance, or the modification price may be leased coterminous with the initial lease term.  The contract lease interest rate in effect at the time of order of the modification will be used to calculate the monthly payment applicable to the modification.  For Operating leases a residual value should be negotiated for the modification.

For example:  

Lease to ownership

Price of the modification - $1,000

Months remaining on the equipment lease - 19

Current contract lease factor at the time of the modification - 045 for 24 month lease,  the term closest to remainder of lease.

Interest equivalent (i) for lease factor is 0.625% per month 
[rate(N,-pmt,Price)/rate(24,-0.045,1)]

Modification Payment $55.98

[PMT(i,N,P)/PMT(.625%,19,1000)]

b.
The Ordering Agency may affix or install any accessory, addition, equipment or device on the equipment ("additions") provided that such additions:

(1)
can be removed without causing material damage to the equipment;

(2)
do not reduce the value of the equipment; and

(3)
are obtained from or approved by the contractor, and are not subject to the interest of any third party other than the contractor.

c.
Any other additions may not be installed without the contractor's prior written consent.  At the end of the lease term, the Government shall remove any additions which:

(1)
were not leased from the contractor, and

(2)
are readily removable without causing material damage or impairment of the intended function, use, or value of the equipment, and restore the equipment to its original configuration. 

d.
Any additions, which are not removable, will become the contractor's property (lien free).

e. Payment may be modified based on the schedule price adjusted to reflect the actual period until the end of the lease term.

f. Should the Ordering Agency elect to replace equipment under the lease a new FAR 8.4 competition is required.  This does not preclude substitution for failure to perform.  Ordering Agencies are advised that when making the decision to conduct a new competition, consideration must be given to the early termination of existing equipment and/or the financial considerations involved with the rollover of existing equipment should the current contractor prevail.  Ordering Agencies are strongly advised to perform a cost benefit analysis in accordance with their agency procedures and policies with regard to rollovers.

8.  RISK OF LOSS OR DAMAGE 

The Government is relieved from all risk of loss or damage to the equipment during periods of transportation, installation, and during the entire time the equipment is in possession of the Government, except when loss or damage is due to the fault or negligence of the Government.  The Government shall assume risk of loss or damage to the equipment during relocation unless the Contractor shall undertake such relocation. 

9.  WARRANTY  

In accordance with Clause 552.246-73 under this contract, the contractor’s warranty, as stated in the contractor’s GSA Authorized Price List is applicable to the lease.

10.  EQUIPMENT PERFORMANCE

a.  The equipment supplied must be in operational or repairable condition 
throughout the term of the lease.


(1)  Operational condition means the equipment is producing clear and 
clean copies, all mechanical accessories are operating as intended and in 
all respects the equipment is performing up to the standards in the 
manufacturer’s specifications.


(2)  Repairable condition means that the equipment can be repaired by a 
qualified technician within the terms of the maintenance agreement.  
Additionally, all required replacement parts are available and the 
equipment down time does not exceed that specified in the maintenance 
agreement.  

b. After a thirty (30) day notice and cure period, if the equipment continues to fail to be operational or repairable as defined above, the Ordering Agency  may take those remedies available to it under either the contractor warranty provisions or default clause set forth in FAR 52.212-4(m).  Such recourse will not be the basis for increasing the monthly payment or extending the term of the lease.
c. Maintenance and Support:

Preventive Maintenance: The contractor shall provide preventive maintenance at least equal to the commercial practice.  Intervals between scheduled maintenance services shall be no greater than those provided to commercial customers for the same model of copier.

Response to Service Calls: At minimum, during normal working hours (as specified by the using activity), Monday through Friday (excluding holidays observed by the Government), the contractor shall respond to verbal or written requests for service calls.  The contractor shall repair the copier within either nine (9) working hours or sixteen (16) working hours (as specified by the User Activity) after the verbal or written request for the service call.  However, for copiers identified as critical, the contractor shall respond to verbal requests for service calls and shall repair the copier within four (4) working hours.  Copiers designated critical will be identified by the ordering activity in the order and shall not exceed 5% of the total number of copiers on the order.   The contractor’s response time on a service call starts, when authorized personnel of an ordering activity place a verbal request to the contractor for a service call or a written request is received by the contractor requesting a service call, whichever is earlier.  

Contractors are required to submit a contingency plan to maintain full and proper operation of copiers and to avoid extended delays for repair or replacement of copiers.

Repair and Maintenance Service:  Offerors shall submit and include in their pricelist’s, a list of Names, addresses, and phone number(s) of authorized representatives, responsible to the contractor, who may be contacted by ordering activities for repair and maintenance of equipment.  Only those authorized representatives listed may render maintenance service, unless the list is subsequently modified by mutual agreement between the contractor and the Contracting Officer, to add or terminate authorized representatives.

11.  TITLE 

During the Lease Term, the equipment shall always remain the property of the contractor.  The Government shall have no right or interest in the equipment except as provided in this leasing agreement and shall hold the equipment subject and subordinate to the rights of the contractor.

12.  State and Local Taxes (52-229-1):


Notwithstanding the terms of the Federal, State, and Local Taxes Clause the contract price excludes all State and Local taxes levied on or measured by the contract or sales price of the services or completed supplies furnished under this contract.  The contractor shall state separately on its invoices taxes excluded from the contract price, and the Government agrees either to pay the amount of the taxes (based on the current value of the equipment) to the contractor or provide evidence necessary to sustain an exemption.

See FAR clauses 52.229-1 State and Local Taxes; 52.229-3 Federal, State, and Local Taxes, which are incorporated by, reference.

13.  EARLY TERMINATION CHARGES
Equipment leased under this agreement may be terminated at any time during a Government fiscal year by the Ordering Agency’s Contracting Office responsible for the delivery order in accordance with FAR 52.212-4, paragraph (l) Termination for the Government’s Convenience.   

The Termination Ceiling is a limit on the amount that a contractor may claim from the Ordering Agency on the termination for convenience of a lease or failure to renew a lease prior to the end of the lease term for reasons other than those set forth in section 14, Termination for non-appropriation.  Termination ceiling charges will apply for each year of the lease term (See FAR 17.1).  The Ordering Agency and contractor shall establish a termination ceiling amount. The Contracting Officer shall insert the agreed upon amount of the first year in the order and modify it for successive years upon availability of funds. 

No claim will be accepted for future costs: supplies, maintenance, usage charges or interest expense beyond the date of cancellation. In accordance with the bona fide needs rule, all termination charges must reasonably represent the value the Ordering Agency received for the work performed at cancellation based upon the shorter lease term.  No cancellation cost will be associated with the expiration of the lease term.

Formula 1:  FOR Lease To Own (LTOP) SIN 51-58

Termination Fee =   pmt(i,n,P) *n - sum of PMT - FMV

"P" =   Schedule Price of equipment at time of order, inclusive of Ordering Agency negotiated price reductions should be considered.

"PMT" =   Actual Monthly Payment paid on order to termination

"i" =   Monthly Interest Rate applicable to the order

"n" =   number of months from order to termination

"pmt" =   Monthly payment corrected to actual lease term"

"FMV" =   Fair Market Value of equipment if returned at termination.  Unit price adjustments, residual or FMV values used to calculate operating leases, should not be considered

Formula 2: For Operating leases SIN 51 58a and 51 58b

Termination Fee =   PV (i, n,-PMT) 

"PV"=   Present Value 

"i" =   Interest rate per month, equal to the interest rate applicable to the calculation of the payment on the delivery order 

"n"=   Number of months remaining from termination date to the end of the lease term

"PMT" =   Current monthly payment amount of the original payments through end of the lease

14.  TERMINATION FOR NON-APPROPRIATION  

The Ordering Agency reasonably believes that the bona fide need will exist for the entire lease term and corresponding funds in an amount sufficient to make all payment for the lease term will be available to the Ordering Agency.  Therefore, it is unlikely that leases entered into under the SINs 51 58/Lease to Own (Copiers), 51 58a/Operating Lease (Copier), and 51 58b/all other equipment will be terminated prior to the full lease term. Nevertheless, the Ordering Agency’s Contracting Officer may terminate or not renew leases at the end of any initial base period or renewal period under this paragraph if (a) it no longer has a bona fide need the equipment or functionally similar equipment; or (b) there is a continuing need, but adequate funds have not been appropriated to the ordering agency in an amount sufficient to continue to make the lease payments.  If this occurs, the Ordering Agency will promptly notify the contractor and the equipment lease will be cancelled at the end of the last fiscal year for which funds were appropriated.  The determination of the availability of funds is made solely by the Government.  

15.  LEASE EXPIRATIONS 

Extension of the present lease term is not permitted.  Future copier requirements shall be procured in accordance with FAR 8.4, FSS Ordering Procedures.

16.  LEASE EXPIRATIONS – SIN 51 58/LEASE TO OWN

Title to equipment installed under SIN 51 58 automatically transfers to the Government upon conclusion of the Lease Term Agreement.

17.  LEASE EXPIRATIONS – SIN 51 58A/OPERATING LEASE AND 51 58B/ALL OTHER EQUIPMENT
Extension of the present lease term is not permitted.  Future copier requirements shall be procured in accordance with FAR 8.4 covering Ordering Procedures.

Unless notified by the Ordering Agency that the Government intends to exercise its option to purchase the equipment, the equipment, upon the expiration of the lease term, will be removed by the contractor at the earliest practicable time.  The Ordering Agency is responsible for removal charges.  Unless specified under the schedule contract, removal charges will be administered outside the scope of the contract.

The equipment shall be in the same condition as when delivered, with the exception of ordinary wear and tear.  The contractor shall conduct a timely inspection of the returned products and within thirty (30) days of the return, assert a claim if the condition of the equipment exceeds normal wear and tear.

In the event the Ordering Agency desires, at any time, to acquire title to equipment leased hereunder, the price will be mutually agreed upon by the parties.

18.  RETURN OF EQUIPMENT 
The Government will provide written instructions for the removal of the equipment.  The Ordering Agency is required to provide serial numbers and exact location of equipment for pick up.

Upon receipt of this notice the contractor shall remove the equipment within thirty (30) days or a mutually agreed date and time.  The Ordering Agency is responsible for removal charges.  Unless specified under the schedule contract, removal charges will be administered outside the scope of the contract.

The equipment shall be in the same condition as when delivered, with the exception of ordinary wear and tear.  The contractor shall conduct a timely inspection of the returned products and within thirty (30) days of the return, assert a claim if the condition of the equipment exceeds normal wear and tear.

Equipment not removed by the contractor within thirty (30) days of the date of notification by the Order Agency shall be considered as abandoned and subject to such disposal as the Government may deem appropriate.

51 100c
Cost-per-Copy Plan For Copiers (to include Analog, Digital, Multifunctional & Engineer Copiers)

This SIN includes the cost-per-copy plan. The customer pays a fixed monthly fee based on the customer’s guaranteed minimum number of copies per month and for copies over the guaranteed minimum, the customer pays an additional fee for each copy made. Consumable supplies (except copying paper and transparency film), and full-service maintenance including repair parts are covered under the plan. 

Offerors shall indicate below the make and model(s) of the copier for each volume band and tier.  No limit is placed on the number of models entered in the space provided.  If additional space is needed, please use a separate page per Volume Band.

Volume Band I

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band II

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band III

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band I V

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band V

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band VI

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band VII

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

51 100f
Flat Rate Monthly Fee Coping Plan For Copiers

This SIN includes the flat-rate monthly-fee plan. The customer pays a flat-rate monthly fee for copier, regardless of the number of copies made each month (i.e., monthly volume level). The contractor provides the customer copier equipment, accessories, attachments, copy-control devices/systems, all consumable supplies (except copying paper and transparency films), and full maintenance services including repair parts. 


Offerors shall indicate below the make and model(s) of copier(s), accessories, attachments and copy control device(s) offered for each volume band and tier.  No limit is placed on the number of models, which may be entered in the space provided.  Please provide the following format for each Volume band and accessory offered.  Please use a separate page per volume band.

Volume Band I

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band II

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band III

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band I V

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band V

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band VI

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Volume Band VII

Copier

Tier 1

Tier 2

Tier 3

Tier 4

Tier 5

Model(s)

1-24

25-99

199-199

200-299

300-500

GENERAL REQUIREMENTS FOR COPIER EQUIPMENT

1. MAINTENANCE COVERAGE. The contractor shall not sell, rent, or lease any equipment to any activity for which the contractor cannot meet the provision of repair and maintenance services.

2. SECURITY will be handled at the task order level.

3.  EQUIPMENT LOCATION.  To facilitate prompt servicing of equipment, ordering activities must specify the type of equipment and whether equipment is for purchase, lease/rent or maintenance service, location of the equipment, and will advise the contractor of any subsequent change of equipment location.

4.  PURCHASE ORDER/BILLING.  The contractor shall bill the ordering agency as agreed upon.

5. TERMINATION – 

[Refer to Termination for Convenience Clause]

[See FAR Clause 52.212-4]


6.   SAFETY PRECAUTIONS.  The contractor shall identify to the ordering activity in writing (e.g., via instruction sheet, operators manual, maintenance manual) those safety precautions and hazardous materials as it relates to the purchase product made against this schedule.

8.  OPERATOR’S TRAINING   Unless waived in the purchase order, the contractor shall provide operator training and operator manual for key operators as identified by the Government’s authorized representative at the time of or prior to installation f the initial equipment.  On an “as needed” basis within 3-5 working days of such request by the Government, additional training may be required to maintain qualified key operators when personnel are relocated or retire etc.  It is estimated that one key operator per equipment per year will require training (e.g., for equipment that is in place for 4 years, it is estimated that 4 key operators will require training for that equipment).

9.  EQUIPMENT DEMONSTRATION.  Unless waived in the purchase order, the contractor shall demonstrate that the equipment is properly functioning at the time of installation.  This demonstration shall be accomplished pursuant to the operating instructions furnished with the equipment and in the presence of the Government’s authorized representative. 

11.  EQUIPMENT ACCEPTANCE.  Upon determination that the equipment is acceptable, the Government’s authorized representative, having responsibility for accepting the equipment under the purchase order, will sign the equipment acceptance document.

12.  COPIER PAPER. Copier equipment shall be fully capable of operating satisfactorily and producing acceptable copies

13. REMANUFACTURED EQUIPMENT.  Remanufactured equipment is equipment which has been subjected to certain processes including, but not limited to, the following: disassembly, cleaning, refinishing to the appearance of new equipment, replacement of all worn or defective components, and inspected and tested to new machine standards.  No components other than those newly manufactured will be used as replacements, except in applications that does not affect machine performance.  



14.  SPECIAL REQUIREMENTS

GUARANTEED MINIMUM MONTHLY VOLUMES FOR EACH VOLUME BAND (OCT 1999) 
(a) SIN 51 100C – For Cost-Per-Copy, the Guaranteed Monthly Minimum Volume (i.e., guaranteed number of copies per month) for each copying machine volume band are as follows:

VOLUME BAND GUARANTEED MONTHLY MINIMUM VOLUME

Volume Band 1                750 copies per month

Volume Band 2              5,001 copies per month

Volume Band 3            15,001 copies per month

Volume Band 4            30,001 copies per month

Volume Band 5            50,001 copies per month

Volume Band 6            80,001 copies per month

Volume Band 7          100,001 copies per month

(b) SIN 51 100C – Excluding the copying machines described in (c) and (d) below, if the actual monthly volume (i.e., actual total number of copies) is less than the "Guaranteed Monthly Minimum Volume” the Government agrees for the number of copies identified under the “Guaranteed Monthly Minimum Volume” at the order cost-per-copy price.


(c) SIN 51 100C – The “Guaranteed Monthly Minimum Volume” is not applicable to copier machines installed less than the total billing month.  The actual copies from these machines will be paid at the order cost-per-copy price.


SIN 51 100C – In any month in which the Monthly Effectiveness Level (MEL) is less than 95 percent, the Government will not be responsible for paying any charge for lack of monthly volume.


(d)   SIN 51 100F – Neither guaranteed or copy charges are applicable.

OFFEROR’S PRICING - COST-PER-COPY (CPC) (SIN 51-100c) & FLAT-RATE MONTHY-FEE (FRMF) (SIN 51-100f)

Pricing for each volume band and tier for copiers will include:

· Consumables (except paper and transparencies);

· Full maintenance and repair services (including both preventive and emergency repairs during normal working hours); and

· Training for key operators, at the time of machine installation, as well as later as required by an ordering activity to maintain availability of trained key operators.


  Offer pricing should be based on order quantities from 1 to 500 copiers located in a single urban area.  For pricing purposes, the number of copiers shall be grouped into the following tiers: 

Tier 1:    1  -   24 copiers

Tier 2:  25  -  99 copiers

Tier 3:  100 - 199 copiers

Tier 4:  200  - 299 copiers

Tier 5:  300  - 500 copiers


If this additional copier quantity increases the aggregate number of ordered copiers such that the quantity falls into a higher tier, the lower prices available in the higher tier will apply to the aggregate (total) number of ordered copiers.  The lower prices for the aggregate number of copiers will commence upon Government acceptance of that copier which causes the aggregate number of ordered copiers to fall into a higher tier.  The term of placement for the additional copiers will have the same agreement end date as that of the initial copiers.

NOTE TO OFFERORS: Your attention is called to the fact that the requirements for each volume band of copier includes both a requirement for a minimum number of copies per minute and a requirement for a monthly volume production capability.  There is no direct relationship, either stated or implied, between these two requirements.  The fact that any copier model meets the copies-per-minute requirement for a particular VB does not, in any way, imply that it automatically qualifies to meet the monthly volume requirement.   The offeror’s certification relative to monthly volume capability is to be based solely upon the offeror’s engineering knowledge and in-service experience with the copier model being offered for a particular VB.  Offerors are cautioned that compliance with the words “Capable of producing” in the monthly volume requirement for each VB defines a machine that will regularly produce, as a minimum, the upper limit of the stated number of copies per month without excessive malfunctions, breakdowns, or service calls.   A high incidence of such problems with any copier model supplied may indicate probable noncompliance with the monthly volume requirement and may result in (1) requests for replacement of all units of this model with other models that can produce the required volumes of copies in a more reliable manner, (2) a decision not to renew the contract, or (3) termination for default proceedings.  


CONSUMABLE SUPPLIES (CPC & FRMF)

All consumable supplies (with the exception of paper and transparencies) required for copier operations shall be included in the resulting price.  This includes consumables (e.g., staples needed to operate stapling devices) whether optional or standard with the copiers covered under the contract. The Government will not be responsible for providing any consumable supplies (with the exception of paper and transparencies) and for moving, storing, inventorying, or issuing the contractor’s consumable supplies.  Paper and transparencies for use in the copiers will be purchased by the Government and made available at the using activity’s location(s).  On or about the same day of each month, the contractor shall ensure that each copier is furnished with sufficient consumable supplies (excluding paper and transparencies) to produce a volume of copies equal to that stated as the lower limit of the Volume Band for that particular copier.  In addition, the contractor shall respond to verbal orders for additional consumable supplies under the following conditions:  Orders for additional consumable supplies shall be accepted only from persons identified on the user activity’s list of personnel authorized to order supplies. Orders will state the quantity and type of consumable supplies required and the location and serial number of the copier for which the additional consumable supplies are being ordered.  The contractor shall deliver additional consumable supplies within a period of twenty-four hours after receipt of a verbal order.  Consumable supplies from the contractor shall be delivered during normal business hours, Monday through Friday (excluding holidays observed by the Government), as specified by the using activity.  The contractor shall identify a point of contact for consumable supplies (e.g., for order, receipt, coordination, delivery, and maintenance of supplies).
PARTS AND SUPPIES AVAILABILITY (CPC & FRMF):  The contractor shall have parts and supplies in quantities sufficient to service the resulting contract.  The contractor shall have a delivery system capable of delivery even under extreme emergency conditions.

MAINTENANCE AND SUPPORT (CPC & FRMF)
Preventive Maintenance: The contractor shall provide, at a minimum, one yearly service call as a preventive maintenance service to ensure that the each copier furnished under the resulting contract is maintained in fully operational condition.  However, intervals between scheduled maintenance services shall be no greater than those provided to commercial customers for the same model of copier.

Response to Service Calls: During normal working hours (as specified by the using activity), Monday through Friday (excluding holidays observed by the Government), the contractor shall respond to verbal or written requests for service calls.  The contractor shall repair the copier within either nine (9) working hours or sixteen (16) working hours (as specified by the using activity) after the verbal or written request for the service call.  However, for copiers identified as critical, the contractor shall respond to verbal requests for service calls and shall repair the copier within four (4) working hours.  Copiers designated critical will be identified by the ordering activity in the order and shall not exceed 5% of the total number of copiers on the order.   The contractor’s response time on a service call starts, when authorized personnel of an ordering activity place a verbal request to the contractor for a service call or a written request is received by the contractor requesting a service call, whichever is earlier.  

Backup and Replacement Copiers: The contractor shall have backup and replacement copiers available to support each Volume Band.   Backup copiers are those copiers that are temporarily installed.  Replacement copiers are those copiers that are installed in place of a malfunctioning copier and that are intended to remain in place for the remainder of the contract period.  When a copier cannot be repaired within sixteen  (16) working hours, the ordering activity may require the contractor to provide a backup copier.  The contractor shall deliver backup copiers within eight  (8) working hours of the ordering activity’s notifying the contractor that a backup copier is required.   Backup copiers must equal or exceed the capabilities of the copier being replaced.  The contractor’s charges for use of the backup copier shall be identical to the charges for use of the original copier being replaced.  If the original copier is not satisfactory repaired and returned to the ordering activity within a total of forty (40) working hours from the time of request for a service call, the contractor shall provide a replacement copier of the same make and model as the original copier or a replacement copier satisfactory to the ordering activity.   If agreed to by the ordering activity, the backup copier may be used as the replacement copier.  The contractor shall provide the ordering activity with the serial number, location, and model number of the replacement copier.      

Qualification of Personnel (CPC & FRMF):  The contractor shall have qualified management, service technicians and delivery personnel in sufficient numbers to service and support the requirements under contract within the specified response times.  Failure to maintain sufficient qualified personnel to meet the required response times may result in termination for default.   The offeror shall designate and identify a program/project manager who is authorized to make decisions to ensure that the contract implementation and day-to-day operation is efficient and effective.  At the time of submission of the offer, the offeror shall submit descriptions of the pertinent experience of those employees that will have principal responsibility for the Cost-per-Copy and Flat rate Monthly Fee Programs (e.g., program/project manager; key customer service representatives, dispatchers, service technicians).

Repair and Maintenance Service:  Offerors shall submit and include in their pricelist’s, a list of Names, addresses, and phone number(s) of authorized representatives, responsible to the contractor, who may be contacted by ordering activities for repair and maintenance of equipment.  Only those authorized representatives listed may render maintenance service, unless the list is subsequently modified by mutual agreement between the contractor and the Contracting Officer, to add or terminate authorized representatives.


COPIER OPERATIONAL EFFECTIVENESS  (CPC & FRMF)
Initial Installation:  If a copier is not fully operational at the time of installation, the Government may, at its option, require the contractor to provide an immediate replacement copier.   A fully operational copier can satisfactorily perform all the performance functions applicable to the copier.

Replacement Copier:  Replacement copiers are those copiers that are installed in place of a malfunctioning copier and that are intended to remain in place for the remainder of the contract period.

Monthly Effectiveness Level: Each copier furnished under the resulting contract shall perform at a 95 percent or higher Monthly Effectiveness Level (MEL).  The Monthly Effectiveness Level percentage shall be calculated as follows: Monthly Effectiveness Level percent = ((total monthly production period in hours) minus (total number of copier downtime hours over the monthly production period) divided by (total monthly production period in hours)) times 100.  The total monthly production period in hours shall be calculated by multiplying 8 hours per day times the number of working days in the month (weekend and Federal holidays excluded).  The total number of copier downtime hours over the monthly production period shall be calculated as the number of minutes the copier was down (unable to perform one or more of its specified functions) during the monthly production period, divided by 60.

Credit (MEL):  Failure of any copier to achieve a Monthly Effectiveness Level of 95 percent or higher shall entitle the Government to unilaterally take credit against the monthly billing for that particular copier.  The credit shall be calculated as the difference between 100 percent and the achieved MEL percent times the maximum monthly charge.  For copiers under a cost-per-copy plan, the maximum monthly charge will be calculated based on the lower number of copies specified under the Volume Band applicable to the copier.  For copiers under a flat-rate monthly-fee plan, the maximum monthly charge will be the flat-rate monthly charge.  In any month in which the Monthly Effectiveness Level is less than 95 percent, the Government will not be responsible for paying any charge for lack of monthly volume.  If the MEL is 95 percent or higher, the Government will take no credit.  e.g., Credit calculation: If the copier was down for 1200 minutes in a month which had a total monthly production period of 21 days and the monthly cost-per-copy charge was .005 cents per copy for a Volume Band III (30,000 copies per month) copier, the Government’s unilateral credit against the monthly billing would be calculated as follows:


Total monthly productions hours: 21 days times 8 hours = 168 total monthly production hours 

           
Total number of copier downtime hours over the monthly production period: 

1200 minutes divided by 60 = 20 hours

        
MEL percent:  (168 minus 20, divided by 168) times 100 = 88.095 percent

Credit percentage taken: 100 percent minus 88.095 percent = 11.005 percent Monthly maximum cost-per-copy charge: 

 ($ .015 per copy) times  (30,000 copies) =  $450

Government credit: 11.005 percent of $450 = $ 49.52

If a copier operates at less than a 90 percent Monthly Effectiveness Level for any month, the ordering activity shall have the option to require the contractor to replace the copier with a new replacement copier and the Government’s right to unilaterally take credit against the monthly billing.

In lieu of requiring a replacement of the copier, the ordering activity (e.g., Program Manager) may require the contractor’s authorized representative to certify (e.g., on the repair record) that sufficient maintenance has been performed to ensure a 95 percent or higher Monthly Effectiveness Level.  If the ordering activity exercises this option, the Government shall still retain the right to unilaterally take credit against the monthly billing.  If after certification, the copier operates at less than 95 percent Monthly Effectiveness Level for the following month, the contractor shall replace the copier with a brand new copier or the Government may opt to terminate the contract for default.

REMANUFACTURED EQUIPMENT: Remanufactured equipment is defined as equipment which has been remanufactured/rebuilt to new machine specifications, and which has not been used at any time prior to delivery after the remanufacturing/rebuilding process.  Remanufacturing/rebuilding as defined herein shall include, but not limited to: cleaning, refinishing, inspection, and testing components.  Remanufactured/rebuilt components will be utilized as replacements only in applications that do not affect machine performance.  Warranty, maintenance, and service terms for remanufacture/rebuilt machines shall be identical to those provided for are machines.

51 57

Maintenance Service Agreement For Copiers


This includes a maintenance service agreement consists of preventative and repair (remedial) services.  Preventative consists of those scheduled service calls necessary to maintain the equipment in first-class operating condition (e.g., cleaning, lubricating, adjusting, and replacing parts when needed).  Repair (remedial) services consist of those unscheduled service calls necessary for repairs not caused by fire, water, accident, and fluctuations in electrical power or customer abuse.  The Maintenance Service Agreement and Repair Service include the cost of labor, transportation, replacement/spare parts,  (excluding consumable operating supplies).  The greater the distance from the maintenance facility to the user's facility the higher the monthly fees.  In the event the Government’s equipment requires initial repair or overhaul prior to acceptance by the contractor for coverage under a maintenance service agreement, the charges for such repairs, including replacement parts and labor, and for a complete rebuilding or overhauling of Government’s equipment are usually not included in the preventative service agreement. 

51 208

Maintenance Service Agreement For all Other Equipment

A maintenance service agreement consists of preventative and repair (remedial) services.  Preventative consists of those scheduled service calls necessary to maintain the equipment in first-class operating condition (e.g., cleaning, lubricating, adjusting, and replacing parts when needed).  Repair (remedial) service consist of those unscheduled service calls necessary for repairs not caused by fire, water, accident, fluctuations in electrical power or the customer.  The maintenance service agreement includes the cost of labor, replacement parts, and supplies (excluding expendable operating supplies). In the event the Government’s equipment requires initial repair or overhaul prior to acceptance by the contractor for coverage under a maintenance service agreement, the charges for such repairs, including replacement parts and labor, will usually not be covered under the initial maintenance service agreement.  In addition, charges for labor and replacement parts for complete rebuilding or overhauling of the Government’s equipment are usually not included in the maintenance service agreement. 

SPECIAL PROVISIONS FOR SERVICE MAINTENANCE AGREEMENT

SINs:  51 57 & 51 208

Maintenance Service Agreement includes an annual preventative maintenance on Government-Owned Equipment.  The Preventative Maintenance covers scheduled service calls necessary to maintain the equipment in first-class operating condition (e.g., inspect, test, clean; lubricate, adjust and replace parts when needed) that are designed to reduce equipment failure and extend useful life.   For equipment other than copiers, the preventative and repair maintenance agreement may be different and offered in accordance with the agreement between the agency and the contractor will be outlined n the agreement based on their requirements.  The price outlined in the maintenance agreement will be established based on the agency’s specified needs.  IN THE PRICELIST, offerors must identify prices for all services and a list of dealers names, addresses, and phone number of authorized dealers responsible for maintenance.  

Maintenance Services offered for 51 208 shall be in accordance with commercial practices.

General Requirements

GEOGRAPHIC SERVICE AREA:  Offeror must be competent to service equipment within the scope of the resultant contract or to specific geographic areas.  Offeror shall list below equipment offered and the geographic areas covered.

Equipment (Make/Model)




Geographic Area

_________________________



____________________

_________________________



____________________

________________________



___________________

Service

Services must be rendered within nine (9) working hours after a written or oral notification.  Pick up services for equipment under maintenance, must be made within 3 working days after notification is received. In the event, that the location of the equipment has been changed, the ordering office will advise the contractor immediately.

Agency Installation

Prior to acceptance of any equipment for maintenance, an inspection visit will be performed at no additional charge to the Government.  The government will make arrangements for the contractor to perform a pre-inspection visit in order to ascertain if obvious abuse or damage exists.  All equipment and maintenance inspection visits will be required through the end of the agreement. FAILURE TO PERFORM INSPECTION SERVICE AS STIPULATED IN THE CONTRACT (UNLESS UNLIMITED REPAIRS CALLS ARE ALLOWED) WILL RESULT IN A DEDUCTION OF 1/12 OF THE YEARLY RATE FOR EACH MONTH OF SUCH DELAY.  FURTHER FAILURE TO TENDER EMERGENCY SERVICE WITHIN NINE (9) WORKING HOURS (MAXIMUM) AFTER WRITTEN OR ORAL NOTIFICATION, UNLESS OTHERWISE STATED, WILL BE SUBJECT TO A DEDUCTION OF 1/30 OF THE MONTHLY RATE FOR EACH DAY THE EQUIPMENT IS INOPERATIVE.   The performance period shall begin within one week of the installation date (unless, delayed in accordance with provision entitled a delay of start of performance period and shall end when the equipment has met the standards of performance for period of thirty (30) consecutive days by operating in conformance with the contractors technical specifications and functional descriptions at an effectiveness level of 90% to 95% or more. THE CONTRACTOR SHALL GRANT A CREDIT TO THE GOVERNMENT FOR ANY MACHINE THAT FAILS TO PERFORM AT AN EFFECTIVE LEVEL OF 90% DURING ANY MONTH.  Any non-conformance must be corrected within 30 days of notification by the agency.

If the performance is not corrected within 60 days of written notice, the Government may terminate the agreement and request immediate removal of the equipment.   The offeror shall grant a credit to the agency for any machine, which fails to perform at an effectiveness level of 90% during any month.  The effectiveness level for a machine is computed by dividing the total productive time, by the sum of that time, plus machine failure downtime.  The credit shall be a percentage amount of the fixed monthly maintenance charge, which is determined by subtracting the actual percentage of effectiveness level attained during the month from 90%.  Example:  if the effectiveness level for a machine if 87% for the month, the credit would be 3% of the fixed monthly maintenance charge; if the effectiveness level is 90% or higher, there is no credit due under this provision.  It is the responsibility of the Government to prove default.


51 56
Repair of Government-Owned Equipment (All equipment covered under this schedule not covered under Maintenance Service Agreement)
This SIN cover repair of any type of copiers and other equipment offered under this schedule, not covered under a maintenance service agreement. Includes directly related attachments,accessories and supplies. 



SPECIAL PROVISIONS FOR REPAIR AND MAINTENANCE SERVICES UNDER SIN 51 56


Repair Services (remedial) includes of those unscheduled (call basis) service calls for repairs not caused by fire, water, accident, power line outrages or abuse by the agency.  This service includes cost of labor, replacement parts and supplies (excluding expendable operating supplies).  Offeror must have available or have authorized access to all new parts, or remanufactured, replacement parts and provide all labor required to maintain proper operation of the designated equipment..  IN THE PRICELIST, offeror shall identify prices for all services offered herein and list of names, addresses and phone numbers of authorized dealers responsible for maintenance services.  Only those dealers provided may render service, unless the list is subsequently modified.

Charges for services will be computed on the basis of the time during which repairmen are actually engaged in work, plus charges for required parts, regardless of whether repairs are performed at a Government office or at a contractor’s shop.  When a Government department or agency on two or more pieces of equipment located in one or more buildings within walking distance of each other orders repairs, the charges will be computed from the time the repairman commences work on the first piece of equipment until the work is completed on the last piece of equipment.  The time consumed in going between equipment or buildings must be reasonable.  The bill must state the location where the maintenance service was performed.  All parts use in connection of maintenance service must be new and the contractor will apply the awarded discount.  


General Requirements


GEOGRAPHIC SERVICE AREAS: 


Offeror shall list below equipment offered and the geographic areas covered.

Equipment (Make/Model)




Geographic Areas

_________________________



____________________

_________________________



____________________

_________________________



___________________

Service

Services must be rendered within nine (9) working hours) after a written or oral notification.  Pick up services for equipment under maintenance, must be made within 3 working days after notification is received. In the event, that the location of the equipment has been changed, the ordering office will advise the contractor immediately.

Agency Installation

Prior to acceptance of any equipment for maintenance service agreement, an inspection visit will be performed at no additional charge to the Government.  The government will make arrangements for the contractor to perform a pre-inspection visit in order to ascertain if obvious abuse or damage exists.  All equipment and maintenance inspection visits will be required through the end of the agreement. FAILURE TO PERFORM INSPECTION SERVICE AS STIPULATED IN THE CONTRACT (UNLESS UNLIMITED REPAIRS CALLS ARE ALLOWED) WILL RESULT IN A DEDUCTION OF 1/12 OF THE YEARLY RATE FOR EACH MONTH OF SUCH DELAY.   FURTHER FAILURE TO TENDER EMERGENCY SERVICE WITHIN NINE (9) WORKING HOURS (MAXIMUM) AFTER WRITTEN OR ORAL NOTIFICATION, UNLESS OTHERWISE STATED, WILL BE SUBJECT TO A DEDUCTION OF 1/30 OF THE MONTHLY RATE FOR EACH DAY THE EQUIPMENT IS INOPERATIVE.   The performance period shall begin within one week of the installation date (unless, delayed in accordance with provision entitled a delay of start of performance period and shall end when the equipment has met the standards of performance for period of thirty (30) consecutive days by operating in conformance with the contractors technical specifications and functional descriptions at an effectiveness level of 90% to 95% or more.

 THE CONTRACTOR SHALL GRANT A CREDIT TO THE GOVERNMENT FOR ANY MACHINE THAT FAILS TO PERFORM AT AN EFFECTIVE LEVEL OF 90% DURING ANY MONTH.  Any non-performance must be corrected within 30 days of notification from the agency request.  If the performance is not corrected within 60 days of written notice, the Government may terminate the agreement and request immediate removal of the equipment.   The offeror shall grant a credit to the agency for any machine, which fails to perform at an effectiveness level of 90% during any month.  The effectiveness level for a machine is computed by dividing the total productive time, by the sum of that time, plus machine failure downtime.  The credit shall be a percentage amount of the fixed monthly maintenance charge, which is determined by subtracting the actual percentage of effectiveness level attained during the month from 90%.  Example:  if the effectiveness level for a machine if 87% for the month, the credit would be 3% of the fixed monthly maintenance charge; if the effectiveness level is 90% or higher, there is no credit due under this provision.  It is the responsibility of the Government to prove default.


51 229

Digital Duplicating Equipment

Digital duplicators scan original documents and automatically form an intermediate stencil master that transfers liquid ink to the paper to produce the desired number of copies at speeds up to 150+ copies per minute.  Digital duplicators are capable of fast, large-size copying runs in single- color and/or full-color.  When connected directly to a digital computer for desktop publishing applications, many digital duplicators can operate as high-speed (e.g., 120 copies per minute), high-quality printers capable of producing copies equivalent to those produced on high-speed, laser-quality printers with high resolution prints.  Digital duplicators fill the gap between conventional copiers, which are used, for a small number of copies and offset presses, which are used, for a large number of copies.  For over 25 copies of each original, the cost per copy using a digital duplicator is usually lower than for copies made using a conventional copier.  Includes directly related supplies, accessories and attachments (e.g., cabinets, digital duplicator and color drums, automatic document feeders, edit boards, computer interface equipment, paper tray, tape marker, high capacity sheet feeders, interface kits, sorters, tape dispensers, and controllers for imaging processing, spirit fluids, spirit correction fluids, masters, black and color inks, job separator colored tape.

165 205
Office Filing, Storage Systems and Solutions
This SIN includes a wide range of multimedia filing and storage applications that will support paper documents or electronic media of various formats regardless of the office size.  The types of products may consist of Office Cabinets, Filing, Storage and Multimedia Systems and Products which are designed for office with limited space.  Other supporting products may include:  software applications, office media station, information management systems, lift and display units, desktop file indexes, racks, pocket card and frames, portfolios, easel stands, plate holder etc.  Systems are designed for any size paper, record keeping, booklets, aperture cards, microfilm, books/binders, electronic media, cartridges, audio cassettes, compact disks, DVD, 4 & 8mm DAT, DDS, Microfiche, VHS& Beta and more.  Directly related system, accessories, attachments and supplies are offered under this SIN.

51 417

Microphotographic Film, Paper, Chemical Preparation and Equipment

This SIN covers a wide range of film, paper chemical preparation, related equipment and supplies.  The film includes (silver halide used to process permanent records, computer output microfilm for COM units, duplicating film – for direct/indirect silver duplicators), dry silver film and paper (including aperture cards that have dry silver film in the opening), standard size microfilm copy prints paper, Chemical Preparations include (e.g., developers, fixers, and specialties for reader-printer paper and a host of accessories, attachments and consumable supplies (e.g., leaders, trailers, splice, tab).  The Related Equipment includes (e.g., microphotographic duplicating and developing equipment – used in the duplication of Diazo, Thermal and Silver Gelatin Microfilms), Black and White Negatives or Color Wet-Processing Equipment, Microfilm Finishing and Editing Equipment- includes microfilm finishing and editing equipment including (e.g., micirofilm cutters, trimmers notchers, and splicers, jacket/aperture, card loaders and filler (e.g., mounters and inserters, magazine and cartridge loaders, manual motorized, table model station) and Microphotographic Inspection and Quality Control Equipment (used for cleaning equipment, test kits, rewinds, test targets).  Includes directly related accessories and attachments (e.g., MicroFilm Reel, Cartridges/Magazines and Aperture Cards (without film).

51 402

Multi-Media Readers and Reader-Printers and Systems

This SIN includes a wide range of Readers and Reader-Printers – electronic reader scanner systems, aperture card, microfilm, microfilm and universal, microfiche, microfilm – automated retrieval, microfiche, high-volume output reader-printers, sorter/collators and other related equipment.  Includes directly accessories, and attachments (e.g., microfilm reel, cartridges/magazines and aperture cards (with/without film).

51 1001
Introduction of New Products/Services (INPS SIN)

A new or improved product/services is a product/service, offered at any time that has the potential to provide economical or efficient means for Federal agencies to accomplish their mission.  It may be a service/product existing in the commercial market, which is being developed, improved, or not yet introduced to the Federal Government. It also may perform a new task, service, or procedure within the scope of the Federal Supply Schedule, not currently available under any GSA contract.


The contractor shall be capable of demonstrating that the product/service has the potential to provide greater economical or efficient means for Federal agencies to accomplish their mission; perform a new task or procedure not currently under any GSA contract.

As determined by the Government, there are no similar items currently available under an existing Special Item Number (SIN).

Contractors must understand that there is no guarantee that the product/service offered be recognized and accepted as a new product/service.  

Technical review of products/services may be considered.  The Government has sole discretion to determine whether a product/service shall be accepted as a new product/service.  

Note:  If the services proposed is found acceptable under this schedule, additional information may be required such as (e.g., samples of work requirements, past/current references) and commercial/government pricing.  At that time, criteria will be developed.

51 B36 2a
International - All Equipment under this Schedule

Includes overseas purchase of copiers, accessories, supplies; rental/lease of copiers; and maintenance and repair and other directly related requirements.  Includes all directly related accessories, attachments, and supplies.

52.211-11 
LIQUIDATED DAMAGES--SUPPLIES, SERVICES, OR RESEARCH AND DEVELOPMENT. 

As prescribed in 11.504(a), the contracting officer may insert the following clause in solicitations and contracts when a fixed-price contract is contemplated for supplies, services, or research and development (see 11.502(b)): 

Liquidated Damages--Supplies, Services, or Research and Development (Apr 1984)
(a) If the Contractor fails to deliver the supplies or perform the services within the time specified in this contract, or any extension, the Contractor shall, in place of actual damages, pay to the Government as fixed, agreed, and liquidated damages, for each calendar day of delay the sum of no less than ____________ or as stipulated by the ordering agency, [Contracting Officer insert amount]. 

(b) Alternatively, if delivery or performance is so delayed, the Government may terminate this contract in whole or in part under the Default--Fixed-Price Supply and Service clause in this contract and in that event, the Contractor shall be liable for fixed, agreed, and liquidated damages accruing until the time the Government may reasonably obtain delivery or performance of similar supplies or services. The liquidated damages shall be in addition to excess costs under the Termination clause. 


(b) The Contractor shall not be charged with liquidated damages when the delay in delivery or performance arises out of causes beyond the control and without the fault or negligence of the Contractor as defined in the Default--Fixed-Price Supply and Service clause in this contract.

52.207-5
OPTION TO PURCHASE EQUIPMENT  (FEB 1995)  

(a)
The Government may purchase the equipment provided on a lease or rental basis under this contract. The Contracting Officer may exercise this option only by providing a unilateral modification to the Contractor. The effective date of the purchase will be specified in the unilateral modification and may be any time during the period of the contract, including any extensions thereto.

(a)          Except for final payment and transfer of title to the Government, the lease or rental portion of the contract becomes complete and lease or         
         rental charges shall be discontinued on the day immediately preceding the effective date of purchase specified in the unilateral 
         modification required in paragraph (a) of this clause.

(b)         The purchase conversion cost of the equipment shall be computed as of the effective date specified in the unilateral modification required 
        in paragraph (a) of this clause, on the basis of the purchase price set forth in the contract, minus the total purchase option credits 
        accumulated during the period of lease or rental, calculated by the formula contained elsewhere in this contract.

(c)         The accumulated purchase option credits available to determine the purchase conversion cost will also include any credits accrued during a 
        period of lease or rental of the equipment under any previous Government contract if the equipment has been on continuous lease or rental. 
       The movement of equipment from one site to another site shall be “continuous rental.”


52.208-9
CONTRACTOR USE OF MANDATORY SOURCES OF SUPPLY  (FEB 2002)  8.003
(a)
Certain supplies or services to be provided under this contract for use by the Government are required by law to be obtained from the Committee for Purchase from People Who Are Blind or Severely Disabled (the Committee) under the Javits-Wagner-O’Day Act (JWOD) (41 U.S.C. 48).  Additionally, certain of these supplies are available from the Defense Logistics Agency (DLA), the General Services Administration (GSA), or the Department of Veterans Affairs (VA).  The Contractor shall obtain mandatory supplies or services to be provided for Government use under this contract from the specific sources indicated in the contract schedule. 

(b)
The Contractor shall immediately notify the Contracting Officer if a mandatory source is unable to provide the supplies or services by the time required, or if the quality of supplies or services provided by the mandatory source is unsatisfactory.  The Contractor shall not purchase the supplies or services from other sources until the Contracting Officer has notified the Contractor that the Committee or a JWOD central nonprofit agency  has authorized purchase from other sources.

(c)
Price and delivery information for the mandatory supplies is available from the Contracting Officer for the supplies obtained through the DLA/GSA/VA distribution facilities.  For mandatory supplies or services that are not available from DLA/GSA/VA, price and delivery information is available from the appropriate central nonprofit agency.  Payments shall be made directly to the source making delivery.  Points of contact for JWOD central nonprofit agencies are:


(1)
National Industries for the Blind (NIB) 
1901 North Beauregard Street, Suite 200 
Alexandria, VA 22311-1705 
(703) 998-0770 


(2)
NISH 
2235 Cedar Lane 
Vienna, VA 22182-5200 
(703) 560-6800 

552.238-72
IDENTIFICATION OF PRODUCTS THAT HAVE ENVIRONMENTAL ATTRIBUTES  (SEP 2003)  538.273(a)(3)
(a)
Several laws, Executive orders and Agency directives require Federal buyers to purchase products that are less harmful to the environment, when they are life cycle cost-effective (see FAR Subpart 23.7).  The U.S. General Services Administration (GSA) requires contractors to highlight environmental products under Federal Supply Service schedule contracts in various communications media (e.g., publications and electronic formats). 

(b)
Definitions.  As used in this clause —

Energy-efficient product means a product that—


(1)
Meets Department of Energy and Environmental Protection Agency criteria for use of the ENERGY STAR [reg] trademark label; or


(2)
Is in the upper 25 percent of efficiency for all similar products as designated by the Department of Energy’s Federal Energy Management Program.

GSA Advantage! is an on-line shopping mall and ordering system that provides customers with access to products and services under GSA contracts.

Other environmental attributes refers to product characteristics that provide environmental benefits, excluding recovered materials and energy and water efficiency.  Several examples of these characteristics are biodegradable, recyclable, reduced pollutants, ozone safe, and low volatile organic compounds (VOCs).

Post-consumer material means a material or finished product that has served its intended use and has been discarded for disposal or recovery, having completed its life as a consumer item.  Post-consumer material is part of the broader category of “recovered material.”  The Environmental Protection Agency (EPA) has developed a list of EPA-designated products in their Comprehensive Procurement Guidelines (CPGs) to provide Federal agencies with purchasing recommendations on specific products in a Recovered Materials Advisory Notice (RMAN).  The RMAN contains recommended recovered and post-consumer material content levels for the specific products designated by EPA (40 CFR part 247 and http://www.epa.gov/cpg/).

Recovered materials means waste materials and by-products recovered or diverted from solid waste, but the term does not include those materials and by-products generated from, and commonly reused within, an original manufacturing process (Executive Order 13101 and 42 U.S.C. 6903 (19) and http://www.epa.gov/cpg/). For paper and paper products, see the definition at FAR 11.301 (42 U.S.C. 6962 (h)).

Remanufactured means factory rebuilt to original specifications.

Renewable energy means energy produced by solar, wind, geothermal, and biomass power.

Renewable energy technology means—


(1)
Technologies that use renewable energy to provide light, heat, cooling, or mechanical or electrical energy for use in facilities or other activities; or


(2)
The use of integrated whole-building designs that rely upon renewable energy resources, including passive solar design.

(c)
(1)
The offeror must identify products that—



(i)
Are compliant with the recovered and post-consumer material content levels recommended in the Recovered Materials Advisory Notices (RMANs) for EPA-designated products in the CPG program (http://www.epa.gov/cpg/);



(ii)
Contain recovered materials that either do not meet the recommended levels in the RMANs or are not EPA-designated products in the CPG program (see FAR 23.401 and http://www.epa.gov/cpg/);



(iii)
Are energy-efficient, as defined by either ENERGY STAR [reg] and/or FEMP’s designated top 25th percentile levels (see ENERGY STAR [reg] at http://www.energystar.gov/ and FEMP at http://www.eere.energy.gov/);



(iv)
Are water-efficient;



(v)
Use renewable energy technology;



(vi)
Are remanufactured; and



(vii)
Have other environmental attributes.


(2)
These identifications must be made in each of the offeror’s following mediums:



(i)
The offer itself.



(ii)
Printed commercial catalogs, brochures, and pricelists.



(iii)
Online product website.



(iv)
Electronic data submission for GSA Advantage! submitted via GSA’s Schedules Input Program (SIP) software or the Electronic Data Inter-change (EDI).  Offerors can use the SIP or EDI methods to indicate environmental and other attributes for each product that is translated into respective icons in GSA Advantage!.

(d)
An offeror, in identifying an item with an environmental attribute, must possess evidence or rely on a reasonable basis to substantiate the claim (see 16 CFR part 260, Guides for the Use of Environmental Marketing Claims).  The Government will accept an offeror’s claim of an item’s environmental attribute on the basis of—


(1)
Participation in a Federal agency-sponsored program (e.g., the EPA and DOE ENERGY STAR [reg] product labeling program);


(2)
Verification by an independent organization that specializes in certifying such claims; or


(3)
Possession of competent and reliable evidence.  For any test, analysis, research, study, or other evidence to be “competent and reliable,” it must have been conducted and evaluated in an objective manner by persons qualified to do so, using procedures generally accepted in the profession to yield accurate and reliable results.

C-FSS-411
FIRE OR CASUALTY HAZARDS, OR SAFETY OR HEALTH REQUIREMENTS  (OCT 1992)

(a)
Items in this solicitation which involve fire or casualty hazards (e.g., items containing electrical components), or safety or health requirements, shall conform to the safety standards (if any) for such products issued by a nationally recognized standards developing organization.  The offeror shall identify in the spaces below whether any such standards are applicable to the products offered, and if so, which standard(s) applies.  (Check one).


_______
1.
There are no nationally recognized safety standards, which are applicable to any of the products offered under this solicitation.


_______
2.
The safety standard(s) identified below are applicable to the following products offered under this solicitation:


Product
Standard


_____________________________
____________________________

_____________________________
____________________________

_____________________________
____________________________

There are no nationally recognized safety standards, which are applicable to the other products offered (if any).


(b)
The offeror must furnish proof, satisfactory to the Government, that the products offered will conform with the requirements of the published safety standards.  Acceptable proof of conformance includes a labeling, listing, or acceptance of the product by an organization approved by the Occupational Safety and Health Administration (OSHA) as a "Nationally Recognized Testing Laboratory" (NRTL).  This conformance requirement must be maintained with respect to all applicable products furnished under resultant contracts.

(c)
Information regarding currently-approved NRTL's may be obtained by writing to the following:

NRTL Recognition Program
Office of Variance Determination
Occupational Safety and Health Administration
U.S. Department of Labor
200 Constitution Avenue, N.W.
Room N-3653
Washington, DC  20210
(202) 219-7193

C-FSS-412
CHARACTERISTICS OF ELECTRIC CURRENT  (MAY 2000)

Contractors supplying equipment which uses electrical current are required to supply equipment suitable for the electrical system at the location at which the equipment is to be used as specified on the order.


D-FSS-465
EXPORT PACKING  (APR 1984)

(a)
Offerors are requested to quote, in the pricelist accompanying their offer (or by separate attachment), additional charges or net prices covering delivery of the items furnished with commercial and/or Government export packing.  Government export packing, if offered, shall be in accordance with applicable specification for the commodity as specified in the delivery order.  If commercial export packing is offered, the offer or pricelist shall include detailed specifications describing the packing to be furnished at the price quoted.

(b) Ordering activities will not be obligated to utilize the Contractor's services for export packing accepted under this solicitation, and they may obtain such services elsewhere if desired.  However, the Contractor shall furnish items export packed when such packing is specified on the purchase order.


D-FSS-471
MARKING AND DOCUMENTATION REQUIREMENTS PER SHIPMENT  (APR 1984)

It shall be the responsibility of the Ordering Office to determine the full marking and documentation requirements necessary under the various methods of shipment authorized by the contract.  Set forth below is the minimum information and documentation that will be required for shipment.  In the event the Ordering Office fails to provide the essential information and documentation, the Contractor shall, within three days after receipt of order, contact the Ordering Office and advise them accordingly.  The Contractor shall not proceed with any shipment requiring transshipment via U.S. Government facilities without the below stated prerequisites:

Direct Shipments.  The Contractor shall mark all items ordered against this contract with indelible ink, paint or fluid, as follows:

(1)
Traffic Management or Transportation Officer at FINAL destination.

(2)
Ordering Supply Account Number

.(3)
Account number.

(4)
Delivery Order or Purchase Order Number.

(5)
National Stock Number, if applicable; or Contractor's item number.

(6)
Box ________ of ________ Boxes.

(7) Nomenclature (brief description of items

D-FSS-477
TRANSSHIPMENTS  (APR 1984)

The Contractor shall complete TWO DD Forms 1387, Military Shipment Labels and, if applicable, four copies of DD Form 1387-2, Special Handling/Data Certification—used when shipping chemicals, dangerous cargo, etc.  Two copies of the DD Form 1387 will be attached to EACH shipping container delivered to the port Transportation Officer for subsequent transshipment by the Government as otherwise provided for under the terms of this contract.  These forms will be attached to one end and one side (NOT on the top or bottom) of the container.  The Contractor will complete the bottom line of these forms, which pertains to the number of pieces, weight and cube of each piece, using U.S. weight and cubic measures.  Weights will be rounded off to the nearest pound.  (One kg = 2.2 U.S. pounds; one cubic meter = 35.3156 cubic feet.)  In addition, if the cargo consists of chemicals, or is dangerous, one copy of the DD Form 1387 2 will be attached to the container, and three copies will be furnished to the Transportation Officer with the Bill of Lading.  DANGEROUS CARGO WILL NOT BE INTERMINGLED WITH NONDANGEROUS CARGO IN THE SAME CONTAINER.  Copies of the above forms, and preparation instructions will be obtained from the Ordering Office issuing the Delivery Order.  Reproduced copies of the forms are acceptable.  FAILURE TO INCLUDE DD FORMS 1387 (AND DD FORM 1387-2, IF APPLICABLE) ON EACH SHIPPING CONTAINER WILL RESULT IN REJECTION OF SHIPMENT BY THE PORT TRANSPORTATION OFFICER.

F-FSS-244-B
ADDITIONAL SERVICE CHARGE FOR DELIVERY WITHIN CONSIGNEE'S PREMISES  (MAY 2000)

(a) Offerors are requested to insert, in the spaces provided below or by attachment hereto, a separate charge for "Delivery Within Consignee's Premises" applicable to each shipping container to be shipped.  (Articles which are comparable in size and weight, and for which the same charge is applicable, should be grouped under an appropriate item description.)  These additional charges will be accepted as part of the award, if considered reasonable, and shall be included in the Contractor's published catalog and/or pricelist.

    (b)
Ordering activities are not obligated to issue orders on the basis of "Delivery Within Consignee's Premises," and Contractors may refuse delivery on that basis provided such refusal is communicated in writing to the ordering activity issuing such orders within 5 days of the receipt of such order by the Contractor and provided further, that delivery is made in accordance with the other delivery requirements of the contract.  Failure of the Contractor to submit this notification within the time specified shall constitute acceptance to furnish "Delivery Within Consignee's Premises" at the additional charge awarded.  When an ordering activity issues an order on the basis of "Delivery Within Consignee's Premises" at the accepted additional charge awarded and the Contractor accepts such orders on that basis, the Contractor will be obligated to provide delivery "F.o.b. Destination, Within Consignee's Premises" in accordance with FAR 52.247-35, which is then incorporated by reference, with the exception that an additional charge as provided herein is allowed for such services.  Unless otherwise stipulated by the offeror, the additional charges awarded hereunder may be applied to any delivery within the 48 contiguous States and the District of Columbia.

(c)
When exercising their option to issue orders on the basis of delivery service as provided herein, ordering activities will specify "Delivery Within Consignee's Premises" on the order, and will indicate the exact location to which delivery is to be made.  The Contractor's delivery price and the additional charge(s) for "Delivery Within Consignee's Premises" will be shown as separate entries on the order.


ITEMS
ADDITIONAL CHARGE (Per shipping

(NSN's or Special Item Numbers
container) FOR "DELIVERY WITHIN

or Descriptive Name of Articles)
CONSIGNEE'S PREMISES"


___________________________
_________________________________________________________

_________________________________________________________

_________________________________________________________
I-FSS-314
FOREIGN TAXES AND DUTIES  (DEC 1990)

Prices offered must be net, delivered, f.o.b. to the destinations accepted by the Government.

(a)
The offeror warrants that such prices do not include any tax, duty, customs fees, or other foreign Governmental costs, assessments, or similar charges from which the U.S. Government is exempt.  The offeror further warrants that any applicable taxes duties, customs fees, other Government costs, assessments or similar charges from which the U.S. Government is not exempt are included in the prices quoted and that such prices are not subject to increases for any such charges applicable at the time of acceptance of this offer by the Government.

(b)
Standard commercial export packaging, including containerization, if necessary, packaging, preservation, marking are included in the pricing offered and accepted by the Government.

I-FSS-594
PARTS AND SERVICE  (OCT 1988)

(1)
For equipment under items listed in the schedule of items or services on which offers are submitted, the offeror certifies by submission of this offer that parts and services (including the performing of warranty or guarantee service) are now available from dealers or distributors serving the areas of ultimate overseas destination or that such facilities will be established and will be maintained throughout the contract period.  If a new servicing facility is to be established, the facility shall be established no later than the beginning of the contract period.

(2)
Each Contractor shall be fully responsible for the services to be performed by the named servicing facilities, or by such facilities to be established, and fully guarantees performance of such services if the original service proves unsatisfactory.

(3)
Offerors are requested to include in the pricelist, the names and addresses of all supply and service points maintained in the geographic area in which the Contractor will perform.  Please indicate opposite each point whether or not a complete stock of repair parts for items offered is carried at that point, and whether or not mechanical service is available.


GEOGRAPHIC AREA
ADDRESS OF SUPPLY AND SERVICE POINT



_________________________
____________________________________________



_________________________
____________________________________________



_________________________
____________________________________________

It is desired to have available means for maintaining Government-owned items in satisfactory operating condition and to receive service at least as good as that extended to commercial customers.

I-FSS-624
OFFICE COPIER UTILIZATION GUIDELINES  (MAY 2000)

Ordering offices using this Federal Supply Schedule should select the appropriate and most economical copier equipment and/or plans for the application intended.  The selection process should include a review of the functional and financial advantage of all available copying processes.  FAR 7.4, Equipment Lease or Purchase, provides guidance in determining whether equipment should be acquired by lease or purchase; (FAR 8.404 provides ordering procedures applicable to Federal Supply Schedules.

Pursuant to a recommendation of the General Accounting Office and in order to assist ordering offices in this evaluation, office copying machine contractors are requested to include in their authorized pricelists specific factual and objective information concerning the productivity and supply use associated with each copier.  Such information should relate to the price of equipment and/or plans, price of supplies, rates of consumption, machine production rate, etc., and may include price-per-copy computations.  The information furnished should be predicated upon equipment and supplies at prices awarded on the schedule contract.  Supply costs should be based on the use of supplies offered by the Contractor for the specific model.  Contractors should state all assumptions and the basis for their calculations.

The principal value of the information requested will be to expedite the selection of the appropriate and most economical equipment and/or plan.  This will largely depend upon the clarity and reliability of the information furnished.  The Contractor should state that all calculations are his own and that he is solely responsible for their accuracy.

I-FSS-626
SERVICE POINTS  (AUG 1986)

Offerors are required to include in their pricelists the names and addresses of supply and service points and indicate whether they are stocking or service points, or both.

I-FSS-644
DEALERS AND SUPPLIERS  (OCT 1988)

When requested by the Contracting Officer, if other than the manufacturer, the offeror must submit prior to award of a contract, either (1) a letter of commitment from the manufacturer which will assure the offeror of a source of supply sufficient to satisfy the Government's requirements for the contract period, OR (2) evidence that the offeror will have an uninterrupted source of supply from which to satisfy the Government's requirements for the contract period.

Statement of Work for the following Services:

51 501  NEEDS ASSESSMENT AND ANALYSIS SERVICES (NAAS)



Objectives/Purpose

The work involved in this contract consists of assisting agencies with NAAS efforts in their organizations.  Regardless of the specific approach and strategies described in the technical proposal for each work segment, the work in general shall include consulting services, and other related services.  Survey surveying may be offered in conjunction with consultation services.

NAAS provides professional support in analyzing, assessing, and developing a customer’s requirement as it relates to more efficient use of Office Equipment  (e.g., laboratory systems, network optical and imaging systems, services (i.e., records management, document management, network connectivity support) as they relate to this RFP.  Based on the agency’s overall objectives, the contractor will conduct a comprehensive needs assessment and analysis. 

This SIN may include assessment services for compliance with the requirements of section 508 of the rehabilitation act, which is an initiative to ensure the accessibility of electronic and information technology to individuals with disabilities.  Also, this Service may include recommendations for security/biometrics products.

The contractor will provide recommendations for fulfilling the agency’s needs, such as, but not limited to: surveys, technology assessment, purchases, rentals, conversion of rental to purchase, leasing, cost-per-copy, flat-rate monthly fee, document management services, and software applications.

This procurement will provide a full range of services including but not limited to consultation, and support services to support or improve the effectiveness of Federal management processes and procedures.

Contractors will perform all requirement(s) as specified in task and delivery orders under this Federal Supply Schedule (FSS) in accordance with their commercial industry practices. 

Scope of Work

Upon the agency’s request, contractors may provide a full range of services to support the requirements as a result of the needs assessment and analysis.  The contractor may offer the following services but is not limited to:

· Consultations Services – Contractors shall provide expert advise, assistance, guidance or counseling in support of agencies’ management, organizational and business improvement efforts.  They may also include studies, analyses and reports documenting any proposed developmental, consultative, or implementation efforts.  


General Requirements:
The following general requirements are applicable to NAAS.

The contractor must have the capability to provide an overall assessment of a comprehensive turnkey solution. The contractor must clearly define the agency’s requirements linked to the strategic goals to ensure high quality, cost-efficient solutions. The contractor must investigate the degree of importance based on objectives to determine the best strategy that will fulfill the requirement. The contractor must have the capability to collect data that is current and accurate and must maintain the integrity of the investment. The contractor must establish an ongoing dialogue with the agency to discuss the status, report on progress against current work schedule, understand any new issues, or concerns, report on standard product enhancements/revision plans, etc.  This ongoing dialogue will allow the government to assess the performance against the original requirements and milestone schedule.  The contractor must deploy a solution that is logically planned, sufficiency secured, easy to apply, administer, and manage. The contractor’s results must be consistent with the scope of the agency requirements.  Although, the contractor will make recommendations, the agency will be the final approving official.  Deliverables:  Depending upon the ordering agency the final report may include projected cost, a milestone schedule, and recommendations. Also, upon the agency’s request, the report may be presented to the agency by various means.  For example written document, oral presentation, cassettes, and videotapes. The Contractor warrants all services in accordance with the commercial practice. The price of the warranty shall be included in the purchase price of the item.

51 503  EDUCATION AND TRAINING SUPPORT SERVICE (ETSS) 


SCOPE

The Contractor shall provide training courses normally available to commercial customers, which will permit government users full, efficient use of the commercial products available in this solicitation.  ETSS shall provide the Government comprehensive knowledge (e.g., operational capabilities, user training, maintenance training, repair techniques) of equipment (e.g., color copiers, computer-enhanced copiers, engineer copiers, multi-function digital photocopiers, duplicators, high speed printers, scanners, mail management equipment, photographic equipment, etc.) and software applications.  Training under this SIN must be standard or customized commercial courses on the use of the equipment and must not include coursework on principles of records management, either commercial or government.  Training of user personnel that is required to be provided under the contract (e.g., at initial installation) and training that is normally provided by the contractor to commercial and/or government customers at no additional cost to the customer.  Contractors may provide customized training and/or off the shelf training packages as well as-off-the shelf training packages customized to the agency’s specific needs related to the operational capabilities, user training and maintenance training of document management equipment. Customization of off-the-shelf training may include but is not limited to: workbooks; training manuals; slides; videotapes; overhead transparencies, advanced presentation media; and state-of-the art computer based training.

The Contractor shall provide training at the Contractor’s facility and/or at the Government’s location, as agreed to by the Contractor and the Government.

ORDER

Written orders, EDI orders (GSA Advantage! and FACNET), credit card orders, and orders placed under blanket purchase agreements (BPAs) shall be the basis for the purchase of training courses in accordance with the terms of this contract.  Orders shall include the student’s name, course title, course date and time, and contracted dollar amount of the course. 


SCHEDULING

The Government will notify the Contractor at least fourteen (14) days before the scheduled training date, if a student will be unable to attend.  The Contractor will then permit the Government to either cancel the order or reschedule the training at no additional charge. In the event the training class is rescheduled, the Government will modify its original training order to specify the time and date of the rescheduled training class.

In the event the Government fails to cancel or reschedule a training course within the time frame.  The Government will be liable for the contracted dollar amount of the training course.  The Contractor agrees to permit the Government to reschedule a student who fails to attend a training class within ninety (90) days from the original course date, at no additional charge.

The Government reserves the right to substitute one student for another up to the first day of class.

In the event the Contractor is unable to conduct training on the date agreed to by the Contractor and the Government, the Contractor must notify the Government at least seventy-two (72) hours before the scheduled training date.

FOLLOW-UP SUPPORT

The Contractor agrees to provide each student with unlimited telephone support for a minimum period of 6 months from the completion of the training course.  During this period, the student may contact the Contractor’s customer service representative for refresh assistance and answers to related course curriculum questions.

INVOICES AND PAYMENT

Invoices for training shall be submitted by the Contractor after Government completion of the training course.  Charges for training must be paid in arrears (31 U.S.C. 3324).  PROMPT PAYMENT DISCOUNT, IF APPLICABLE, SHALL BE SHOWN ON THE INVOICE.

FORMAT AND CONTENT OF TRAINING

The Contractor shall provide written materials (i.e., manuals, handbooks, texts, etc.) normally provided with course offerings.  Such documentation will become the property of the student upon completion of the training class. 

The Contractor shall provide each student with a Certificate of Training at the completion of each training course. The Contractor shall provide the following information for each training course offered:

The course title and the brief description of the course content, to include the course format (e.g., lecture, discussion, hands-on training); 

The length of the course;

Mandatory and desirable prerequisites for student enrollment;

The minimum and maximum number of students per class;

The locations where the course is offered;

Class schedules; and

Price (per student, per class (if applicable)).

For those courses conducted at the Government’s location, instructor travel charges (if applicable), including mileage and daily living expenses, must be indicated below.  Rates paid as a result of travel must comply with the Federal Travel Regulation or Joint Travel Regulations, as applicable, in effect on the date(s) the travel is performed.  Contractors cannot use GSA City Pair Contracts.

51 504 RECORDS MANAGEMENT SERVICES-

Note: Ordering Agencies are responsible for ensuring that Vendors comply with all (National Archive and Records Administration) NARA Regulations and Certifications. 

Purpose:

RMS will provide various federal activities technical support and solutions, i.e., file management and file storage, for managing records including files and documents by using state‑of‑the‑art records and information management solutions.  This will enable ordering agencies to track, access, and retrieve documents and/or information in a timely manner throughout the entire life cycle of the record.

Scope of Work

For the purposes of this contract, RMS is divided into two sections:  (a) File Organization and Maintenance Services; and (b) Storage Services.

The contractor is responsible for providing personnel, materials, software, equipment, and as applicable, facilities to perform all work requirements as will be indicated in an ordering agency's task order.

RMS includes the management of records at all stages of the life cycle of the file. Files may be in any medium including electronic.

Electronic Records Management (i.e., e-mail messages, word processing documents, and other electronic records) must be in accordance with DOD 5015.2-STD.  Certifications of applications are required.

Disposal of all documents shall be accomplished through SIN 51 507, Destruction Services.

FILE ORGANIZATION AND FILE MAINTENANCE 
              

General Requirements:

File Organization and Maintenance Services provides intellectual and physical support to enable the Government control of documents or information. It includes the organization of sophisticated documents or information placing them into a simplified filing system in accordance with an ordering agency's needs to improve their existing work environment. Generally, it includes gathering documents and data to be scanned and indexed into a digitized format.  However, an ordering agency may simply require updating to an existing file system, maintenance of documents, or filing existing documents or information into a storage media for shipping.
STORAGE SERVICES 

Storage Services provides for preparation of files, pick‑up, storage and retrieval of documents.

Certification:


All storage facilities must be certified compliant with the standards as set forth in the solicitation prior to award, by the ordering agency(s).

Security

All contractor personnel with access to Government records will be required to sign non-disclosure agreements. Some agencies may require various contractor personnel to obtain a security clearance before receiving access to records. Security clearances, when required on individual orders, will be obtained at the contractor’s expense.  Due to the nature and sensitivity of the documents that will be handled by the contractor, care must be given to safeguarding files whether on or off the contractor-provided records storage facilities. Confidentiality of records must be kept at all times.
Specific Tasks:

Records Retrieval


A.   Within one working day (or as established by the individual task order) of receiving a reference request, orally or in writing, from the agency, the contractor must retrieve the requested records and deliver to the agency requestor.

B.   The contractor must provide emergency reference services (retrieval services outside business hours) if required by an ordering agency including all services listed in this section, 24 hours each day, every day of the year.  Emergency services are defined as services provided beyond the normal operation hours of the contractor's facility.  After notification, the required response time will be a maximum of 2 hours.  Any shipment under emergency services will be handled direct delivery within 8 hours, unless otherwise specified in the task order.  The contractor must provide emergency service phone numbers for all sites utilized to the ordering agency’s contracting officer within 30 days after award of the contract.  Appropriate numbers must be issued to the individual agency representative upon award of each task order.

Accessioning of Records:

Accessioning is the processing of records coming into the facility.  The contractor must be able to accession paper records in a variety of containers.  Recognizing that Governmental Agencies may have other media/formats, such as audiovisual (e.g., photographs, posters, sound recordings) or x-rays. The contractor should have the capability, to accession these types of media/formats.  The Government may ship records to the contractor, or the contractor may pick‑up records from governmental sites.  The contractor will be responsible for maintaining the arrangement of each accession and verifying that the contents of the accession match the accompanying transfer documentation.

Inventory Services:

From time to time, the contractor may be asked to assist the agency by inventorying agency records.  The inventories require data, and will include either listings of individual folders or the numerical or alphabetical span of folders in each box.  The inventories must be prepared on location in the Government's space, according to the schedule established by the Contracting Officer's Technical Representative (COTR) for that agency.  If travel is required, the contractor will be reimbursed in accordance with the Joint Travel Regulations.

Pick‑up Services:

A. Within 50 Miles: Within three working days (or as established by the individual task order) of notification by the Government, the contractor must pick up records that have been prepared for transfer from Governmental agencies storage facilities. Only enclosed vehicles shall be used to transport records. 

B. Outside of 50 Miles: The vendor may use the GSA Government Bill of Lading (GBL) program to move records from sites more than 50 miles from the corporation site.  The vendor will coordinate these moves unless otherwise directed by the ordering agency.

Tracking:

Contractor must posses an Automated Records Management tracking system.  At a minimum this tracking system should have the capability of reading bar code labels, providing on‑line access to the contractor's data base and placing reference request electronically.  The contractor shall maintain system capability with the requesting agency (agency will provide technical specifications at the task order level).

Other General Requirements:

Quality Assurance:


The Contractor shall have a quality control/quality assurance plan that meets the Government's requirements.  The Contractor shall maintain records throughout the contract period concerning the results of its inspections and monitoring procedures and the Contracting Officer or his/her designee shall provide copies of these to the Government upon request.  From time to time, the Government may conduct a site visit. These records shall also be made available to the Government when conducting a site visit of the Contractor's premises.

GSA will review and make recommendations concerning the report as needed.  The reports and related documentation shall be part of the information used and revised on periodic site inspections. 

During this process the system should have the capability of verifying the accuracy of the documents being manipulated (i.e. whether the correct document is being handled). The Contractors computer system should be user friendly, and windows based to ensure compatibility with standard Government Systems.

The Government reserves the right to inspect the contractor's facility at any time it deems necessary to ensure that the standards are maintained throughout the contract period.  Approval of the storage site shall be performed by the Government.  The contractor must possess a commercial facility capable of storing documents within a controlled environment that will ensure the integrity of the document will be kept intact.  

In addition:

A.   The contractor must provide reference room facilities in each records center that maintain a normal office environment, including telephone, facsimile, and electrostatic reproduction services.

B.   Only agency authorized personnel will be granted access to that agency's records in the contractor operated reference rooms. The contractor will verify the identity of the agency authorized personnel and maintain constant surveillance of the reference room when the individual is not an agent of that Government office.

Reports Preparation:

The contractor must provide monthly reports to the agency including but not limited to reports on holdings, accessions, disposals, records eligible for disposal, transfers in, transfers out, reference, refiles, and photocopying.

User's Manuals:

The contractor will prepare a User's Manual at no additional cost to the Government, that will describe the detailed procedures to be used by the Government in conducting the accessioning, referencing, filing, and disposal activities described above.  The manual will also include an organizational chart providing the point of contact in each contractor facility as well as a single point of contact for nationwide coordination. The Manual will also detail the various reports that are available for Government uses.

Personnel Requirements:

The contractor shall provide skilled personnel that may include the supervisory, management and administrative services necessary to successfully meet the Government's requirements for Records Management Services per the ordering agency's Task Order.

On an as needed basis, the contractor will provide technical advisory services addressing records management issues relating to the entire lifecycle of records.  Services that may be required to include, files maintenance, forms design and automated applications.

All contractor personnel shall have the necessary clearances to conduct business with customer agencies, if required.  Personnel are required to display contractor identification during pick‑up and delivery.  All personnel responsible for transporting federal records shall have a valid driver's license.

51 505   DOCUMENT PRODUCTION SERVICES (DPS) 

SCOPE OF WORK

The Federal Supply Service is soliciting for contractors capable of servicing the Government’s requirements for Document Production services (DPS).  Contractors shall provide federal activities with a practical turnkey solution to their requirements for the full-range of reproduction and management of document services.

Depending on the nature of the customer’s requirement, a preliminary Needs Assessment and Analysis Service (NAAS) may be required in order to assess the extent of the customer’s requirement to fulfill the customers’ need for DPS.  The primary purpose of the NAAS is to provide professional support in ascertaining and developing the most appropriate and cost efficient methodology to accomplish the customers’ DPS requirement.  

The proposed approach may include, but is not limited to, skilled personnel necessary to complete the effort, equipment (government owned, state of the art, remanufactured, or otherwise).  The contractor shall submit to the Contracting Officer a complete written report specifying the recommended DPS.  The report shall address, but is not limited to the operational management support services, overall projected cost, and a milestone schedule for acquiring and/or deploying the necessary resources to complete the effort.

GENERAL REQUIREMENTS
Document Production Services (DPS) – DPS requirements typically provide for reproduction of documents.  Offerors shall provide the appropriate skilled personnel and methodology to address the customer NAA or Task Order requirements to implement DPS. A typical document production service includes such services as copying, fax, high quality digital color copying, large format scanning and copying, facilities management, desk top transmission, on-going equipment maintenance and quarterly reports.  Government agencies and activities are the customers and requiring activities that initiate the DPS to be performed.  DPS requirements are delineated in task orders by customer agencies.  Task orders specify the actual DPS to be performed, the dollar value of the contract, period of performance and any other significant factors relative to the requirement.   Contractors are advised to confer with customer agencies to ensure compliance with laws, regulations, security clearances etc. prior to implementing the task order. 

Quality Control/Tracking System – Offerors must possess a quality control system that monitors and ensures the quality of DPS.   Such a system shall ensure the highest quality of the impressions or finished DPS on the medium produced by the contractor.  Offerors shall have demonstrated past performance history applying contemporary quality control techniques and measures performed on comparable DPS jobs that describes how it will monitor job status, delivery or turn-around time and finished product.  Additionally, Offerors shall safeguard the Government’s records at all times onsite and offsite 

Performance Standards

Performance standards may be required by customer agencies.  Contractor performance standards shall be commensurate with commercial application of standards for a typical DPS requirement.  The application of standards may cover job turn-

around time, maximum number of impressions per day, month or hour; output quality of the mediums, management of consumable supplies, submission of periodic reports and any other factors of significance to the customer agency.  

Security 

Some agencies may require various contractor personnel to obtain a security clearance before receiving access to facilities and information.  Security clearances, when required on individual orders, will be obtained at the contractor’s expense.


Equipment

At the discretion of the agency, the equipment necessary to implement DPS may be newly installed or existing government owned property. The equipment may also be installed in government locations under Lease-to-Ownership Plans depending upon the using activity’s need, and requirements per task order.  

The copier equipment may range from low volume to high volume copiers, digital color photocopiers, scanners and other equipment types relative to DPS. Offerors may be required to possess Electronic Data Interchange (EDI) capability for the purpose of receiving, processing, auditing, storing and transmitting electronic data for DPS purposes.  In addition, Internet and or personal computer capability may be required. 

Government Furnished Property

The offeror’s proposal must state whether such equipment can be furnished or whether it is relying on Government furnished property.  For services rendered on Government property, at a minimum, the Government will provide the required space and electricity.  Any additional equipment will be determined at the time the task order is placed. 

Contractors shall be responsible for all costs associated with machine repairs and supplies (for example, toner, paper clips, rubber bands, clamps, etc.), and ordering, delivery and storage of all supplies, the installation and removal of all equipment, and maintenance.

Equipment Maintenance Requirements 

The Contractor shall have sole responsibility for maintaining copiers furnished by the contractor and government owned equipment under the resulting contract.  

Replacement of Equipment

The Contractor is responsible for replacing equipment, however under no circumstance does the Contractor have the right to charge any additional costs to the buying agency.

Personnel/Requirements

The contractor shall determine staffing requirements in accordance with the Needs Assessment Analysis (NAA) or the volume of duplicating to be completed on any given day.

Contractors under this Multiple Award Schedule shall provide the necessary skilled personnel including management, supervisory and administrative levels to implement the DPS per customer task order

At a minimum the Contractor shall provide for a Project Manager and Duplicating Production Operator.  The Project Manager shall serve as the contractor’s point of contact and shall be responsible for the management and coordination of the project.

The contractor shall ensure that the duplicating facility is adequately staffed and fully operational in accordance with the terms of the task order and shall keep the ordering agency fully advised of any difficulties, which would adversely affect production.  The Project Manager shall also be responsible for problem resolution that may result from the operation of the duplicating services.

Replacement of Personnel: The Contractor shall provide substitute personnel to perform in the absence (sick leave or vacation) of the On-Site Manager and duplicating production personnel assigned.  Substitutes shall perform in complete compliance with the specifications of the individual task order.

Experience/Training

The contractor shall be responsible for training its employees.  The Contractor shall provide skilled personnel capable of operating the required types of equipment.

Appearance/Character: 

Contractor personnel shall present a neat appearance and provide services in a professional and courteous manner while complying with agency applicable rules, regulations, and procedures.

Location and Hours of Work

Location: Services may be rendered worldwide as determined by individual task orders.  The services may be performed on-site or off-site/ the vendor’s place of business. The offeror’s proposal therefore shall indicate the extent of its capability to implement a DPS requirement at its own facility. 

On-Site DPS: The Government will provide the space (the “Premises”) designated by the using agency.  The Contractor shall make all improvements required to the space at the Contractor’s own expense.

The facility shall be kept in an orderly fashion with supplies stored in a safe manner.  The Contractor shall be responsible for securing supplies and equipment after regular working hours.  Any losses or damage due to unauthorized use of equipment or supplies shall be borne by the contractor.  

Off-site DPS: The Contractor shall provide the address for the off-site location. Deliverables shall be F.O.B. Destination. 

Hours of Work: Generally, the facility will be operational between the hours of 7AM and 5PM, Monday through Friday, except Federal holidays.  As an alternative, the ordering agency’s individual task order may require the contractor to operate a shift outside of these hours or on weekends in order to meet duplicating requirements.  These alternative shifts must be coordinated with the ordering agency in advance to provide building security.  Job requests may be made in person, by mail, by telephone, or by fax.  No additional charge, service charge, or any other fee shall be imposed for accepting a request by any method set forth above.

51 506  DOCUMENT CONVERSION SERVICES

DESCRIPTION:  The process of document conversion involves state-of-the-art scanning of the original document’s text and graphic image into digital data, which is then transferred to a new media and formatted for use in a document imaging and storage system.  Comprehensive DCS are used to transfer text and graphic images in existing documents (e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, legal instruments, etc.) in whatever media they currently exist (e.g., paper, aperture cards, microfiche, microfilm, roll film, etc.) onto a new delivery/storage media (e.g., CD-ROM disks, 4mm/8mm magnetic tape, magnetic storage disks, aperture cards, microfiche, microfilm, roll film, etc.) in any required format (e.g., raster images, ASCII text, SGML tagged for electronic distribution or publishing, PDF image files, etc.) required for use in a document imaging and storage system.  Customized coding and indexing options are also available as part of the document conversion process.  Complete DCS will be used for both unclassified and classified documents using Government or contractor facilities or a combination of both. 

PURPOSE: This Multiple Award Schedule will offer a full range of Document Conversion Services.  Contractors shall provide document conversion services in response to individual agency orders. 

SCOPE:  Document conversion consists of scanning document images and converting them into electronic digital data, which is then transferred into a new format, and media for use in a document imaging, retrieval, and storage system.  This SOW addresses the "backfile and day-forward conversion" of documents, which includes both file and data format and media conversion. 

 It does not include data processing and communications equipment (e.g., digital computers, display devices, software, LAN/WAN networks), which may be employed in a document imaging, retrieval, and storage system. The types of DCS may include, but is not limited to:

· Index data migration

· Project evaluation or discovery

· Optical mark scanning (OMR)

· PDF Electronic file forms

· Web Hosting (ASP)

GENERAL REQUIREMENTS: Unless otherwise specified by the ordering activity, the following general requirements are applicable to document conversion performed under this contract:

a.  Contractor Responsibility - The Contractor shall be responsible for furnishing all items used in performing the work unless otherwise specified or approved by the Contracting Officer.  The Contractor will act independently and not as an agent of the Government. 

b.  Document Conversion - The contractor shall scan a variety of source documents (e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, or legal instruments) from a variety of source media (e.g., paper, film, microfiche, aperture cards, magnetic tape, or Mylar) having varying degrees of image quality (e.g., crisp originals, faded, poor contrast, or overexposed photographs) using character recognition (e.g., OCR, ICR) into a compressed digital file (e.g., C4 compressed image file format) and deliver that file in a variety of output file formats (e.g., PDF, SGML, HTML, XML, CAD, word processing) on a variety of output media (e.g., optical disks, magnetic tape, or CD-ROM).

c.  Image Enhancement - The contractor shall perform image enhancement immediately after scanning.  Image enhancement shall allow soiled, faded, deteriorated, and inferior quality images to be "cleaned-up".  The image enhancement process shall reduce background noise and improve uneven line widths, dull edges, faded areas, and uneven illumination.  If required by the ordering activity, special image enhancement (e.g., removal of date stamps and other markings, deskewing images to within 5 degrees or less of skew, cropping, rotation) shall be accomplished during the document conversion process.

d.  Indexing – The contractor shall provide an index (in both hardcopy and digital format) for all converted data.  The index shall permit tracking, retrieval, and storage of converted documents.  The index shall be as specified by the ordering activity and shall consist, as a minimum, of the document number, document title, page number, revision level, and date.  The index shall be structured from the source data and may be incorporated in the raster image header, incorporated as PDF Bookmarks, or provided separately, as specified by the ordering activity.

e.  Data Entry – The contractor shall provide keystroke data entry, as required.

f.  Delivery Media - The contractor shall deliver the digitally converted data in an output media (e.g., CD-ROM, 4mm DAT or 8mm magnetic tape; 9-Track 1600 BPI or 6250 BPI magnetic tape; 3.5 inch, 5.25 inch, 12 inch, or 14 inch Write-Once Read-Many (WORM) optical or magnetic disks and/or Write-Many Read-Many optical disks) and output format (e.g., PDF text and/or image files, TIIF, BMP, JPEG, HTML, ASCII text, SGML tagged for electronic distribution or publishing, XML, CAD, word processing), as specified by the ordering activity.  Delivery media shall be labeled in such a manner as to identify the contents of the deliverable.

g.  Source Document Inspection - The contractor shall inspect all source documents and shall notify the ordering activity’s Contracting Officer of any condition which will likely prevent successful performance of the work required.  Such notification shall be received by the Contracting Officer within ten (10) working days (or as stipulated on the individual agency task order) following receipt of the source documents.

 h.   Quality Assurance - Unless otherwise specified by the ordering activity, the contractor shall perform 100% quality assurance of the scanned images to ensure that an image is produced for each page or microform frame; the image is equal to or better than the readability of the source page or microform frame; and the image is in accordance with the ordering activity’s requirements.  Marginal images (e.g., due to poor source images or film quality) shall be electronically marked and specified as such in the production reports.  All indexing elements and SGML tagged data shall be parsed to ensure compliance with the requirements prior to delivery.  Hollerith data shall be verified against the information contained in the title block of the document and will be edited, if necessary, to ensure the accuracy of the fields (e.g., document type, drawing number, drawing revision, sheet revision, card number, number of cards, drawing size, rights code, and security code).  The ordering activity reserves the right to perform quality assurance on any products produced under this contract.  Failure to meet quality assurance standards will result in re-work at the contractor's expense or contract termination, as appropriate.

i.  Corrections – Document conversion errors caused by the contractor shall be considered corrections and shall not be charged to the ordering activity as an additional digitized item.  Unless otherwise specified by the ordering activity, the contractor shall be liable for corrections for 12 months from output media delivery. 

j. Workmanship Standards - The quality of services rendered by the contractor shall conform to the standard commercial practice in the document scanning and conversion profession, trade, or field of endeavor.  All services shall be rendered by or supervised directly by individuals fully qualified in the document scanning and conversion profession, and holding any licenses required by law.  Failure to meet workmanship standards will result in re-work at the contractor's expense or contract termination, as appropriate.  

k.  Basic Preparation and Handling - The contractor shall be responsible for basic document preparation and handling during all phases of the document conversion effort.  The pre-conversion effort shall include document receipt, inspection, inventory and document preparation for scanning and conversion (e.g., removing bindings, paper clips, attachments, and fasteners; photocopying oversize or undersize documents; purgingunnecessary information; repairing damaged originals).  The conversion effort shall include all necessary document preparation and handling.  The post-conversion effort shall consist of reconstruction of the documents including the attachment of fasteners and bindings, reassemble of the documents into their original configuration, preparing a document inventory listing, and packaging/packing for return shipment to the ordering activity.

l.  Special Preparation and Handling - When special preparation and/or handling requirements are specified by the ordering activity, the contractor shall be responsible for any special document preparation and handling requirements (e.g., staple locations being required to be marked during pre-conversion preparation and the documents being re-stapled using their original staple locations at post-conversion).

m.  
Production Reports – With each delivery, the contractor shall provide a Production Report (in hardcopy and digital format) that describes the

 data contained on the delivery media.  The report shall be provided to the ordering activity’s Contracting Officer or COTR and shall contain, at a minimum, the index for each document, number of pages for each document, and total pages.

n.  
Monthly Volume Report – The contractor shall provide a Monthly Volume Report (in hardcopy and digital format).  The report shall be

provided to the ordering activity’s Contracting Officer and shall, at a minimum, list the number of converted documents delivered and the percentage

 of work completed.

o.
Final File – The contractor shall provide a final file (in both hardcopy and digital format) upon project completion to the ordering activity’s 

Contracting Officer.  The file shall delineate those documents for which conversion has been completed; if applicable, the intermediate format in which the each document has been scanned; the applicable character recognition, compression algorithm, output storage media and file format of the stored image; and an index for all converted data.  The index shall, as a minimum, consist of each document number, document title, date, revision level, and page number.  This index shall be structured from the source data and may be incorporated in the raster image header, incorporated as PDF Bookmarks, or provided separately, as specified by the ordering activity.

p.  Backup Copy - The contractor shall maintain a backup copy of all data generated.  The backup copy shall be maintained for a period of 12 months after project completion, unless otherwise specified for a different period by the ordering activity.

q.  Returned Material – Unless otherwise specified by the ordering activity, all material provided by the ordering activity shall be returned with the delivered product in the same condition (normal wear and tear excepted) and sequence as the original submission.  The contractor shall be responsible for shipping costs, unless otherwise specified by the ordering activity.    

r.  Source Document Destruction - Upon termination or completion of all work, the Contractor shall comply with the agency requirements for

 disposal.  All materials produced or delivered will become and remain the property of the Government.

When required by the ordering activity, the contractor shall destroy (rather than return) the source documents.

s.  Classified Documents - The contractor shall be responsible for providing the appropriate handling, distribution, and storage of classified documents in accordance with all applicable security regulations and laws.

t.   Page Pricing - Unless otherwise specified in the contractor's price proposal, page pricing shall be based on an original source page size of 8.5 inches x 11 inches.  Increments for oversize source document pages shall be based on the number of whole or partial 8.5" x 11" pages.  

u.  Drawing Pricing - Unless otherwise specified in the contractor's price proposal, drawing sheet pricing shall be based on the size of the drawing.  Increments for oversize drawings shall be based on the number of whole or partial F size drawings.  

v.  Production Facility - Unless otherwise specified by the ordering activity, production shall be performed at the contractor's facility.  If the ordering activity requires scanning of the documents at a designated facility, the contractor shall provide all the necessary resources (e.g., personnel, equipment, material, and supplies) required to accomplish the work, unless otherwise specified by the ordering activity.  However, the ordering activity will be responsible for providing adequate space and electrical power at the designated facility.

w.
Data Rights - All data produced in performance shall be the sole property of the Government.  The Contractor agrees not to assert rights at common law or equity and not to establish any claim to statutory copyright in such data in whole or in part in any manner or form nor authorize others to do so, without prior written consent of the Contracting Officer.  This does not restrict the use or publication of such data by the Contractor or its employees.

DETAILED REQUIREMENTS: Unless otherwise specified by the ordering activity, the following detailed requirements are applicable to the contractor's document conversion efforts under this contract:

a.  Scanning – Images shall be scanned at 200 DPI (dots per inch) resolution for engineering drawings, 500 DPI for engineering drawings being converted to CAD, and 300 DPI for all other document types, except photographs, which shall be scanned at 400 DPI.  Raster images shall be compressed using CCITT Group 4 algorithms as specified in Federal Information Processing Standard (FIPS) Publication 150 "Facsimile Coding Schemes and Coding Control Functions for Group 4 Facsimile Apparatus", prior to transfer to the storage media.  The latest revision of FIPS Publication 150 in effect at the date of the order or as specified by the ordering activity shall be used.  Proprietary compression algorithms are not acceptable.  Hollerith data shall be read during image scanning and provided as an index to the image.  
b.  Indexing/Coding - The index requirements (e.g., index fields, number of characters, nomenclature for the index fields) shall be specified by the agency.  As a minimum (via display of the scanned image), the index shall consist of three fields having a maximum of 30 characters located peripherally on the page.
c.  Portable Document Format (PDF) Conversion – Adobe Portable Document Format conversion shall be accomplished in compliance with the latest version of the Portable Document Format Reference Manual (e.g., Version 1.3) in effect on the date of the order or as specified by the ordering activity.  PDF converted formatted documents shall replicate all visual characteristics and attributes of the source document.  Graphics portions of the source document shall be included in the PDF file as raster images.  Scanning of graphic portions shall be provided at a resolution of 300 DPI or greater.  PDF converted documents shall contain thumbnail files.

       (1) Image Only Scanned: Source documents shall be raster scanned at 300 DPI.  The scanned image shall be a bitmapped image of the original document and shall be equal to the readability of the original page.  The images shall be converted to PDF Image Only files prior to being written to the delivery media.

       (2) Image Plus Edited Text: Source documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing OCR technology.  All free standing standard character text larger than 6 point shall be edited to ensure accuracy of 95% or greater.  All converted numerics shall have an accuracy of 100%.  Graphics shall be provided as 300 DPI raster graphics.  The document shall be converted to PDF Plus Text files prior to be written to the delivery media. 

       (3) PDF Normal: Source documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing OCR/ICR technology.  All free standing standard character text larger than 6 point shall be edited to insure accuracy of 95% or greater.  All converted numerics shall have an accuracy of 100%.  Suspect characters shall be corrected.  Color images and photographs shall be scanned and inserted.  Graphics shall be provided as 300 DPI raster graphics. The original fonts and format of the document shall be maintained.  The document shall be converted to PDF Normal files prior to being written to the delivery media.

       (4)  Hyperlinking:  Hyperlinks shall be created for each item contained in the content reference pages of the document (e.g., Tables of Contents, Indexes).  In addition, hyperlinks shall be created for all intact internal references.  Bookmarks and Thumbnails shall be created for each document.  PDF Normal processing of the documents is required prior to hyperlinking.


       (5) Application File: When required by the ordering activity, an application (output) file from PDF converted documents (e.g., in a word processing format) shall be created.  Application files shall be created after completion of any PDF document quality assurance and editing.         

       (6) Accuracy:  The accuracy requirements for documents converted using optical recognition technology (e.g., OCR, ICR) shall be applicable to each page as specified by the ordering activity.  The percent accuracy is defined as the number of correct characters per page (i.e., characters in the converted document that are the same as the corresponding character in the source document) divided by the total number of characters on the page multiplied by 100.

    d.  Standard Graphic Markup Language (SGML) Tagging - Paper documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing Optical Character Recognition (OCR) technology.  All free standing standard character text larger than 6 point shall be proofed and edited to ensure accuracy of 99.5% or greater.  All converted numerics shall have an accuracy of 100%.  Graphics shall be provided as 300 DPI raster graphics.  Tagged data shall be in accordance with the Document Type Definition (DTD) and the Style Sheet.  Tagged data shall provide 100% parsing against the provided DTD.  Intact internal references shall be tagged. 

(1) Level I: Level I SGML tagging shall consist of DTD’s that are targeted at electronic browsers, which utilize a limited number of tags to describe the basic document. 

(2) Level II: Level II SGML tagging shall consist of DTD’s that are targeted at complex publishing systems which require an increased number of tags, tag attributes, and specific structural relationships to produce the required printed document.

    e.  HyperText Markup Language (HTML) Conversion - Conversion shall be in accordance with the latest version of the W3C Recommendations (e.g., HTML Version 4.0) in effect on the date of order or as specified by the ordering activity.  

f. Extensible Markup Language (XML) Conversion - Conversion shall be in accordance with the latest version of the W3C Recommendations (e.g., XML Version 1.0) in effect on the date of the order or as specified by the ordering activity. 

    g.  Graphics File Formats (e.g., GIF, JPEG) – The specific graphic file format shall be as specified by the ordering activity.

h. Application Files (e.g., Word, CAD, WordPerfect) – The specific application file format shall be as specified by the ordering activity.


i. CD-ROM Mastering: Converted data shall be pre-mastered in accordance with ISO 9660, Volume and File Structure of CD-ROM Information Exchange specification using the latest version in effect on the date of the order or as specified by the ordering activity.  CD-ROM masters shall be produced in accordance with industry standards as defined in the CR-ROM Yellow Book. 

j. CD-ROM Replication: Replicas shall mark as specified by the ordering activity.  Replicas shall be provided in CD-ROM.

ACRONYMS AND DEFINITIONS

 a. ASCII (American Standard Code for Information Interchange) – An 8 bit code representing English letters, characters and numbers.  Seven bits are used to identify each individual entity (128 maximum) with one bit for parity.  Extended ASCII uses of eight bits to represent up to 256 characters with no parity bit.   Most computers use ASCII to represent text, which makes it possible to transfer data from one computer to another.

    b.  BMP  (BitMaP) - The standard bit-mapped graphics format used in the Windows environment. 

    c. Backfile Conversion - Converts existing files for use in an imaging system.

    d.  BCR  (Bar Code Recognition)- The recognition of bar code (i.e., A method of representing data by combining lines of varying width.).

    e. CCITT (Consultative Committee on International Telephone and Telegraphy) – Sets standards for phones, faxes, modems, etc.

    f.  COLD (Computer Output to Laser Disk) – The computer system contains files of ASCII data (from input or application programs) or bit-mapped files previously scanned from microfilm documents or pictures.  These output files are compress by a factor of 5-20:1 from the original documents and stored on WORM optical/laser disks.

    g.  DTD (Document Type Definition) - A description of the types of tags allowed in a document as well as the order in which they appear.

    h.  FTP (File Transfer Protocol) – An Internet protocol to move files from one computer to another.

    i.  Grayscale – The binary range of a graphic representation between pure black and pure white.  A scale of 256 shades of gray will be a better representation than 16 shades.

j. HTML (Hypertext Markup Language) – HTML is a W3C standard (i.e., W3C HTML Recommendations) based upon SGML that is designed to specify the logical organization of a document.  HTML instructions divide the text of a document into blocks called elements that define how the body of the document is to be displayed by the browser and those that define information about the document (e.g., title, relationship to other documents).  Use of HTML instructions is based on detailed rules (e.g., the names of tags/elements, how they can be used), which are defined using SGML.  There are three variants of HTML 4.0 (i.e., HTML 4.0 Transitional, HTML 4.0 Strict, and HTML 4.0 Frameset).


    k.  ICR (Intelligent Character Recognition) – The conversion of scanned images (bar codes or patterns of bits) to computer recognizable codes (ASCII characters and files) by means of software/programs, which define the rules of and algorithms for conversion.

    l.  ITU-T - CCITT renamed Telecommunication Standardization Section of the International Telecommunications Union.

    m.  JPEG (Joint Photographic Experts Group) – A compression algorithm for color image files.

    n.  Optical Character Recognition – The computer processing/conversion of scanned images both full text and forms to computer recognizable codes (ASCII letter, numbers, and characters).

    o.  PDF (Portable Document File) – PDF is a standard (i.e., Portable Document Format Reference Manual) provides a way of distributing, viewing, and printing documents with consistent appearance across a number of computer platforms.  Files created from printed documents closely match the paper version – including graphics, photographs, and fonts – and are compressed for easy downloading and distribution.  To view a .pdf file, an Adobe Acrobat Reader must be installed on the computer.

    p.  SGML  (Standard Generalized Markup Language) - SGML is an ISO Standard (i.e., ISO 8879), which delineates a methodology of describing architecture for information exchange.  SGML is a synthesis of three things: A Document Type Definition (DTD), a style sheet, and tagged data. The DTD describes which tags are allowed.  The style sheet describes how the corresponding tag is to be formed.  The tagged data is the document, in which every piece of data is "tagged", using tags defined in the DTD and Style Sheet.

q. Style Sheet – Describes how the SGML tag is to be formed.

     r.  TIFF (Tagged Image File Format) - One of the most widely supported files formats for storing bit-mapped images (8-bit color and grayscale) on personal computers.  Includes several types and groups, which are compressed and uncompressed.
    s.  XML  (extensible Markup Language) – XML is a W3C standard 

(i.e., W3C XML Recommendations) that could revolutionize the way intranet applications and document and non-document content are built and managed.  XML promises "write once, publish anywhere" simplicity to users who don't have to become experts in Web programming languages.  XML is an "instance" of SGML.

    t.  WORM (Write Once Read Many) - Permanent optical storage method where data once written, cannot be erased or altered.

    u.  W3C  (World Wide Web Consortium) – W3C is an international industry consortium, which was founded in 1994 to lead the World Wide Web in developing common protocols that promote its evolution and ensure its interoperability.  W3C develops standards, which are published in the form of “Recommendations”.
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DESTRUCTION SERVICES (DS)

PURPOSE

The Multiple Award Schedule, Federal Supply Schedule Program is to provide Federal agencies with a customized plan for destroying government documents that is unique and cost effective to their needs.

SCOPE OF WORK

The objective of this Performance Work Statement (PWS) is to describe the Government’s requirement in soliciting contractor support for Destruction Services (DS).  These services may be used on a nonmandatory basis by various Government agencies and activities.  Ordering agencies may require these services to satisfy worldwide agency mission production requirements.

REQUIREMENTS:  The contractor is responsible for providing all resources including personnel, equipment, facilities, containers and transportation in performing all work requirements identified.

Services specified in an order placed against this contract may be performed at the contractor’s facilities or the ordering agency’s facilities.

DS will provide a convenient, safe and secure destruction of a variety of media – be it paper, magnetic tape, microfilm, microfiche, plastic, cassette tapes or diskettes.  The following methods for DS may be obtained through these material destruction options
A) SHREDDING:  Include both on-site and off-site for shredding services, which is designed to handle a variety of classified and unclassified materials.  Shredders shall be designed to produce residue particle size not exceeding 1/32 inch in width with a 1/64-inch tolerance by ½ inch in length.  There is no need to separate paper grades or remove staples, clips or other bindings. 
B) INCINERATION:  Material must be presorted, as not all data types can be burned.

C) DISINTEGRATION:  Material can be destroyed (e.g., microfilm, microfiche, VHS tapes, audio cassettes, CD ROM, floppy disks, computer tapes, and computer hard drives and ID cards) by grinding such plastics into a fine dust.

SECURITY REQUIREMENTS

Contractor is responsible for providing lockable security containers whether it is security bins, security bags, or security cabinets at no additional cost to the agency.

The agency is required to identify the various type (s) or level of classified documents (e.g. confidential, secret, top secret)

CERTIFICATE OF DESTRUCTION

A signed certificate of destruction must be issued upon completion of each job.  The certificate shall indicate the date of destruction, identify the material destroyed, method of destruction, and be signed by the individuals designated to destroy and witness the destruction.  Destruction officials shall be required to know, through their personal knowledge, that such material was destroyed.

DESTRUCTION OF MATERIAL

If required, the contractor must destroy Government material in accordance with record disposition schedules established by the agency.

Classified information identified for destruction shall be destroyed completely to preclude recognition or reconstruction of the classified information in accordance with procedures and methods prescribed by agency heads. 

The contractor will not destroy material until notified by the agency in writing.  

WITNESS OF DESTRUCTION
Only appropriately cleared employees of the contractor shall destroy classified material.  These individuals shall have a full understanding of their responsibilities.  For destruction of TOP SECRET material, two persons are required.  For destruction of SECRET and CONFIDENTIAL material, one person is required.

For unclassified material, a member of the contractor’s staff must witness destruction.

Agencies may notify contractor if they desire to accompany their material to the facility and view its destruction.  

LICENSE REQUIREMENTS
All operations staff must be licensed and bonded
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LITIGATION SUPPORT SERVICES (LSS)

(NOTE: Paralegal services, attorneys, accountants, or other professional labor categories that may be construed as legal services or professional support for legal services are not included and will not be procured under this Statement of Work.)  

Description

Litigation Support Services encompasses a wide range of services that aid attorneys and other professional staff members in the task of obtaining, organizing, analyzing and presenting evidence or materials for trials, judgements, lawsuits, settlements or other legal matters.  Through the use of reproduction equipment, computer data processing, image management, geographical information systems and other technologies, litigation materials are effectively organized to enable rapid location by an agency’s staff.   The contractor shall provide all personnel, equipment and supplies for the performance of litigation support services (LSS).

The types of LSS include, but are not limited to the following:

Document Preparation:

“Documents” have the broad meaning defined in Rule 34 (Production of Documents) of the Federal Rules of Civil Procedure, www.dcd.uscourts.gov/frcp.htm#rule34 and include all types of media.   Document Preparation includes, but is not limited to, numbering, marking, hole punching, stapling and staple removal, binding, retrieving, assembly, and refiling the documents in accordance with the Government’s original submission to the contractor or pursuant to the Government’s instructions to the contractor.  It may also include the provision of binders, tabs, dividers, and other supplies as necessary.  It may include pickup and delivery. The contractor shall create and maintain detailed log sheets and associated document controls.

The contractor must design, maintain, and implement a system for identifying and marking documents that will be used for information or evidence in legal matters.  A Bates numbering or bar code system may be required to generate and attach unique identifying numbers to all documents.  In addition, Phrase Labeling may be required which will indicate at a minimum a document’s source; file owner, production request information, and other needed information.  Phrase labels must be accurate, contain the information specified, and be legible on all copies.

Database Development:

The contractor shall design, implement, maintain, and update databases used for information in legal matters.  The databases shall include (1) full-text databases; (2) databases composed of coded and formatted data; and (3) databases consisting of graphic images of a variety of document types.

The contractor shall be responsible for converting deposition and trial transcripts, interrogatories, interrogatory responses, briefs and other documents for full-text searching and storage on CD-ROM, compatible with the customer agency’s software.

Software provided by the contractor must be compatible with that of the ordering agency.  “Hands on” training, if required, and instructional manuals shall be furnished on the software that is used at no additional cost to the ordering agency.  

Document Reproduction:

The contractor shall provide high-volume reproduction of documents at the contractor (or subcontractor’s) site or at a site otherwise specified by the ordering agency.  The contractor shall provide all facilities, equipment, labor, and supplies for performing this task.  Work ordered under this requirement will not be performed at Government-funded Document Centers.  Work may be ordered on a regular or accelerated (to be defined and determined by the ordering agency) turnaround basis.  

The contractor shall provide personnel, equipment, and materials for the purpose of organizing and preparing documents for reproduction (including photocopying) or for other image capture.  The contractor shall maintain a high level of quality control to assure that each page is reproduced so that every line and character on the original page appears on the reproduced page and is clearly legible.

If required by an ordering agency, the contractor shall produce reproductions of documents on other media, i.e., diskette, tape, poster board, CD, and microfilm compatible with the ordering agency’s software.  To the extent specified, the contractor’s capabilities shall comprise copying digital data as well as video and audiotapes. 

In addition to standard size and type documents, the contractor may be required to reproduce a wide-range of varying sized documents such as charts, engineering drawings, blueprints, and photographs.  The contractor shall provide for color copying of documents that are in color.  In cases where special copying techniques (i.e., source documents, charts, or drawings) are required, the contractor shall preserve greytones.

The contractor shall provide document image scanning and related services.  Image scanning and related services shall be provided for government and non-government documents, on or off site, i.e., the Government’s storage facilities, or the contractor’s or subcontractor’s facilities.

The contractor shall image and/or scan materials according to priorities set by the ordering agency.  All documents shall be accessible on compact discs (CD) to be viewed and/or printed from any workstation used by the ordering agency.  The electronic files shall be marked and indexed for search purposes and made available on CD. 

Security

All personnel with access to confidential, proprietary, protected or sensitive materials will be required to sign non-disclosure agreements.

Some agencies may require various contractor personnel to obtain a security clearance before receiving access to facilities and information.  Security clearances, when required on individual orders, will be obtained at the contractor’s expense.  Due to the nature and sensitivity of the documents that will be handled by the contractor, care must be given to safeguarding files whether on or off site.  Confidentiality of file content must be kept at all times. 

51 509
Network Connectivity Support Services (NCSS)


Network Connectivity Support Services includes services that will allow users to communicate with customers internally and externally across shared network so they can search, view, access and print documents right from their desktop.

Scope of Work:

The contractor must be able to support industry’s software applications, network operating systems (e.g., Windows 95, 98, NT, Netware) and other related networks that are compatible to the agency’s infrastructure.  The qualified personnel, materials, spare parts, tool, hardware/software and network components necessary to perform the service will be provided by the contractor.  The capability to support, stand-alone and integrated digital equipment  (e.g., digital/multifunctional digital copiers, Photo ID Systems, Mail Management Systems, Network Optical & Imaging Systems and Laboratory Systems) must be provided by the contractor..  The contractor must have the ability to manage and control the agency’s network environment.  This SIN includes directly related support (e.g., security, telephone/hotline, database, software, maintenance).

At a minimum the contractor must provide the customer with share file capabilities across network on a nationwide/worldwide basis.  The network services may include but are not limited to:

· Network Management and Operations

· Maintenance

· Installation

· Administration

· Quality Assurance

· Security

· Configuration Management

· Training

Depending on the nature of the customer’s requirement, a preliminary Needs Assessment and Analysis Services (NAAS) may be required in order to assess the extent of the customer’s requirement to fulfill the customer’s need for NCSS.

Equipment

Network Connectivity Support will cover ALL EQUIPMENT UNDER THIS SCHEDULE that requires on-line support, which includes but are not limited to:

Stand-Alone/Multifunction Copier (e.g., engineer, digital/multifunctional digital copiers & related features/capabilities)

Photo ID Systems

Mail Management Systems

Network Optimal Imaging Systems

Office Business Equipment

Laboratory Systems

General Requirements: Unless otherwise specified by the ordering activity, the following general requirements are applicable to Network Connectivity Support Services to be performed under this schedule.

Contractor Responsibility - The Contractor shall be responsible for furnishing all items used in performing the work unless otherwise specified or approved by the Contracting Officer.  The Contractor will act independently and not as an agent of the Government.  The contractor’s results must be consistent with the scope of the agency requirements.  Although, the contractor will make recommendations, the agency will be the final approving official.  

Network Management Operations

The contractor shall have the capability to communicate with customer’s IT/LAN department and a host of suppliers to manage, maintain and connect to customer shared resources, provides staff and manage central customer service/trouble desk and perform technical assessments on a day-to-day operation.  At a minimum, the contractor shall support the following but are not limited to:

· Provides back bone connectivity support (e.g., fiber optic cable plant, dual broadband coaxial cable network) for customers with no existing infrastructure;

· Connects hosts, terminals, printers and other related peripheral devices and major LAN components (e.g., concentrator, routers, switches, bridges, intelligent hubs, fiber optic transceivers, CATV broadband, dual cable, head end associated equipment, network interface units, personal computer and mainframes, and other devices) to aid in exchange information;

· Supports current and future Operating Systems that are compatible with the multifunctional device (e.g., Windows 3.x, Windows 95, Windows 98, Windows NT, Macintosh, AppleTalk, IBM, UNIX, etc.); and the network interface (parrellel, serial, network etc) that is used to communicate and transfer information simultaneously. 

· Supports a number of shared resources among offices within the organization and provides access to external/public networks; and protocols (e.g., IP, IPX, Vines) used by the customer.  Other shared services may include e-mail gateway, internet and backbone gateway. The contractor must maintain the integrity of the agency’s investment. 


Additional Support may include but are not limited to:

· Maintenance/Warranty – Supports the resources and work performed for a specified term.

· Telephone/hotline – Provides ongoing communications for a specified term.

· Database – Obtains on-line data to better define the problem for specified term.


Maintenance/Warranty

The contractor shall provide troubleshooting and preventative and corrective maintenance services for the customer’s hardware, software and cable or in accordance with the customer’s terms and conditions.

The contractor shall provide commercial warranty or in accordance with the customer’s requirements whichever is greater.

The Contractor warrants all services in accordance with the commercial practice. The price of the warranty shall be included in the purchase price of the item.

Installation

Depending on the customer’s requirements, the contractor shall have resources to support the installation of cable, equipment, and related software products.  In addition, the contractor must develop and maintain documentation and certification of each installation.

Administration


The contractor shall provide a wide range of administrative functions to meet the customer’s requirements.


Security

The contractor shall develop and implement techniques and procedures to prevent unauthorized access and use of the customer’s resources and in accordance with the customer’s requirements. Some agencies may require various contractor personnel to obtain a security clearance before receiving access to facilities and information at the contractor’s expense will be obtained at the contractor’s expense.
.

Performance Standards

The contractor shall comply with all performance standards in accordance with the commercial practice and agency’s requirements.  For example:  acceptance, availability, validity, reliability, downtime, testing. Failure to meet workmanship standards will result in re-work at the contractor's expense or contract termination, as appropriate.  The contractor shall notify the ordering activity’s Contracting Officer feedback that will prevent successful performance of the work required.  The Contracting Officer shall receive such notification within ten (10) working days (or as stipulated on the individual agency task order). 

Quality Control/Tracking System –

Unless otherwise specified by the ordering activity, the contractor shall perform 100% quality control tracking that monitors and ensures the quality of Network Connectivity Support Services.  The jobs must describe and monitor job status, delivery of a finished product.  The ordering activity reserves the right to perform quality control on any products produced under this schedule.  Failures to meet quality control standards will result in re-work at the contractor's expense or contract termination, as appropriate.

Configuration Support

The contractor shall develop and implement a comprehensive configuration plan and work closely with the customer’s IT department to ensure the operation is maintained in an efficient and effectively manner.   The contractor must have the knowledge and be familiar with all network resources, customer locations, physical and logical topologies which may include:

· Make, model and serial number of all equipment and other network devices. 

· Product name and version of all software

· Physical topology network map

· Configure the customer’s network hardware/software

· Test, benchmark and calibrate new software, equipment, and other network devices used to test and analyze all products used in connection with the support.


Training


At the contractor’s expense, the contractor shall develop standard operating procedures that describes the specific approach, procedures, and schedules how the training plan will be implemented to meet the agency’s requirements.   Training provided under this SIN is conducted at initial installation, which is normally provided, by the contractor to commercial and/or government customers at no additional cost to the customer. The Contractor shall provide training courses normally available to commercial customer.  The training should provide the customer with comprehensive knowledge (e.g., operational capabilities, user training, maintenance training, repair techniques) of equipment or service. Training must be standard or customized commercial courses. Contractors may provide customized training and/or off the shelf training packages as well as-off-the shelf training packages customized to the agency’s specific needs related to the operational capabilities, user training and maintenance training of the equipment. Customization off-the-shelf training may include but is not limited to: workbooks; training manuals; slides; videotapes; overhead transparencies, advanced presentation media; and state-of-the art computer based training.  All training must give the user the ability to operate with ease.  Before implementing a training plan, the contractor shall perform an in depth assessment of the agency’s capabilities:


· Customer’s Background (e.g., knowledge, experience and capabilities)

· Type of equipment, number of users, usage etc.

· Course content, agenda, objectives and length of course

· Training (professional/non-professional)

· Training aids

· Offsite/off site 

· Network with internal/external customers (hands on equipment)

· Training manuals and reference materials

The Contractor shall provide training at the Contractor’s facility and/or at the Government’s location, as agreed to by the Contractor and the Government.  When the Government requires the contractor to acquire training facilities, the Government will provide payment on a reimbursable basis for the training facilities or in accordance with the customer’s requirements.  Additional training for a fee, may be offered under Special Item Number (SIN) 51 503 – Educational and Training Services (ETS)


Contractor Furnished Property

The contractor shall furnish one or more of the necessary personnel, tools, spare parts, material and supplies, hardware/software, and support services (except as otherwise specified in the task order), to perform, manage and maintain the customer network infrastructure. All equipment, supplies, spare parts, components, software used in connection with network support must be new and meet the standard commercial provisions. 
Government Furnished Property

The government shall furnish personnel, material, equipment, services and facilities (except as otherwise specified in the task order) in order to accomplish the work.

Location and Hours of Work

The contractor shall adhere to the customer’s work hours in accordance with the customer’s terms and conditions specified in the task order. 
Location:  The services may be performed on-site or off-site/ at the contractor’s place of business. 

On-Site   If applicable, the Government will provide the space designated by the using agency. 

The facility shall be kept in an orderly fashion with supplies stored in a safe manner.  The Contractor shall be responsible for securing supplies and equipment after regular working hours.  Any losses or damage due to unauthorized use of equipment or supplies shall be borne by the contractor.  

Off-site : The Contractor shall provide the address for the off-site location. Deliverables shall be F.O.B. Destination. 

Hours of Work: Generally, the facility will be operational between the hours of 8AM and 5PM, Monday through Friday, except Federal holidays.  As an alternative, the ordering agency’s individual task order may require the contractor to operate a shift outside of these hours or on weekends in order to meet short term requirements.  These alternative shifts must be coordinated with the ordering agency in advance to provide building security.
OBJECTIVE

The purpose of this procurement and resulting contracts is to provide a contracting vehicle for Federal agencies to obtain qualified firms to accomplish their mail requirements. 

SCOPE OF WORK

Contractors shall comply with all United States Postal Service (USPS) mailing standards, described in the Domestic Mail Manual (DMM) and other Postal Service directives that apply to the contractors operations.  Contractors shall provide all qualified personnel, materials, equipment, facilities and services relative to Mail Management Services as specified in task orders placed by authorized users in a timely, efficient, and cost effective manner.  Services specified in a task order may be performed at the contractor’s facility, the ordering agency’s facility, or other sites as appropriate.  Contractors may provide a full range of services or choose only those services in which they specialize in one or more of the following Special Item Numbers. 

· SIN 733 1
MAIL ROOM ADMINISTRATIVE SUPPORT 

Services include, but are not limited to, accepting incoming mail from the United States Postal System (USPS) and courier services such as UPS and FedEx; accepts and signs for certified mail, registered mail and overnight mail; distribution of mail using an Office Roster; processes outgoing mail, metering flats, letters, and packages. 

· SIN 733 2
 MAIL PRESORT

Services include, but are not limited to, mail-presort and barcode services and clean-up below standard address format.  No mail shall be rejected by the Contractor due to below standard address format.  Each time a mail pickup is made, the Contractor’s representative making the pickup must sign a prepared receipt that indicates the pickup date, and the exact number of pieces of mail consigned.  The Contractor must collect and maintain this information and make it available to the agency for examination upon request by the Contracting Officer or the Contracting Officer’s Representative.

All automation rate mailings must be address coded by Coding Accuracy Support System (CASS) certified software using the current ZIP+4 database.

· SIN 733 3
MISCELLANEOUS MAIL SERVICES 

Services include, but are not limited to, preparing/packaging mail, addressing, labeling, folding, inserting, bursting, collating, mail match, wrapping, software services, metering and stamping in accordance with standard commercial practices and all United States Postal Service (USPS) regulations. 

· SIN 733 4
LIST MANAGEMENT SERVICES 

Services include, but are not limited to, data entry, address label printing, lists management, list cleanup and list coding.

· SIN 733 5
MAIL ROOM ERGONOMIC ANALYSIS SERVICES 

Services include, but are not limited to, workflow analyses, studying and improving mailroom processes, productivity studies, task analysis, time and motion studies, determining optimal mailroom layout, site-specific ergonomic training, space planning, and process equipment assessments. 

· SIN 733 6
MAIL SCREENING AND INSPECTION SERVICES

This service involves on site and/or off site examination of all incoming mail, to detect any form of contamination (e.g., hazardous chemicals, anthrax or explosive).  It includes Key Personnel, Specialized Equipment, and Supervision to properly screen and inspect incoming mail.
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