
   
 
 
Federal Communications Commission 
            Washington, DC  20554 

 
  

 
 Reply to Attn of:  C&PC          08/18/08 
   
            

  TO:       Interested GSA Financial and Business Solutions (FABS) Schedule 
          520 And Information Technology (IT) Schedule 70 Firms 
 

   
SUBJECT:  Request for Quotation (RFQ) Number RFQ08000031 for the Federal 

Communications Commission’s (FCC) Financial Change 
Management Support Services 

            
The Federal Communication Commission (FCC) is issuing this competitive RFQ to 
solicit GSA FABS and IT Schedule contract holders for the purpose of entering into a 
Task Order under the successful firm’s Schedule contract.  The FCC will conduct this 
acquisition using Subpart 8.4 of the Federal Acquisition Regulation.  If you are 
interested in this acquisition, you may participate by submitting your response in 
accordance with the following instructions.  Submission shall be via email.  
 
This solicitation will be posted on the FCC website at: 
www.fcc.gov/omd/contracts/preaward/.  It is the responsibility of each interested 
vendor to monitor this website for any updates and amendments. 
 
Prospective quoters are required to immediately notify Tony Wimbush via email of 
their intent to submit a quotation.  Quoters are required to submit both a written 
technical quote and a price quote for the purposes of assuring that the prospective 
contractor is fully cognizant of the scope of this contract and has the capability to 
complete all Performance Work Statement (PWS) requirements. 
 
Quoters are to provide a total solution using the GSA FABS and/or IT Schedules.  
Quoters may propose appropriate labor categories from their own Schedule contract(s) 
or Quoters may team with another Schedule holder(s) to offer a blended solution.   
 
All quoters shall certify in writing that their proposed solution falls within the 
scope of their referenced GSA Schedule contract(s).  
 
If you have questions regarding this requirement, please submit your inquiries 
immediately via email but no later than Monday, August 25, 2008, 3:00 pm Time to 
Tony Wimbush at:  anthony.wimbush@fcc.gov .   
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Please be advised that the Government reserves the right to transmit/post those 
questions and answers of a common interest to all prospective Quoters.   
 
Award will be based upon overall best value to the Government. 
 
All potential quoters are cautioned to strictly adhere to the provisions of their GSA  
Schedules contract and this RFQ regarding conflicts of interest.  Any such matters must be 
brought to the attention of the Contracting Officer at or before the time quotations are due. 
 Please be advised that if an actual or potential personal or organizational conflict exists 
between your firm and the FCC that cannot be resolved, avoided, or mitigated to the 
satisfaction of the FCC, then your firm shall not be considered eligible for an award.   
 
All quoters shall follow the following quotation instructions and submit their quotation with the 
completed quotation cover sheet (copy enclosed).  Quoters shall represent that their responses are 
valid for a period of no-less-than 60 days from the due date for submission.   
 
The technical quotation shall not exceed the number of respective pages as identified below 
in the Technical Quotation Instructions, excluding resumes and past performance information. 
There is no page limit for price quotations.  A page is defined as one side of an 8½” x 11” sheet 
of white, un-textured paper, single-spaced, with at least one inch margins on all sides, using type 
not smaller than 12 characters per linear inch or be smaller than twelve (12) point, with no more 
than six (6) lines per vertical inch.  Information may be submitted on single or double-sided 
sheets, but shall not exceed the page limitations.    
 
The offer shall be provided in writing and electronically via email.  

 
SUBMISSION REQUIREMENTS 
 
Your offer MUST cite the appropriate Schedule Contract Number in your quote submission 
along with your tax identification number (TIN) and Dun & Bradstreet Number (DUNS), North 
American Industrial Classification System (NAICS), Standard Product Code (SPC) and other 
pertinent information found in Enclosure 2, Quotation Cover Page.  Please ensure that your firm 
is CCR Certified (http://www.ccr.gov). 

          
To receive a contract, a firm and any subcontractors proposed, must be approved for the specific 
SINs in the GSA FABS and GSA IT Schedule 70 that are applicable to this procurement (i.e.,  
include the labor categories needed for change management support).  
 

ASSUMPTIONS OR CONDITIONS 

Quoters must acknowledge all (if any) assumptions or conditions with any of the terms and 
conditions of this solicitation including the SOW.  If not noted in this section of your quote, it 
will be assumed that the quoter proposes no assumptions for award, and agrees to comply with all 
of the terms and conditions as set forth herein.   
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TECHNICAL QUOTE INSTRUCTIONS 

 
Quoters shall provide a technical quotation that includes the following three (3) volumes (Volumes 1, 
2, and 3 are assigned for the technical quotation according to the instructions below).  To facilitate 
     evaluation of quotations, Quoters are requested to present their quotation in the format outlined 
below.   
 

         The following volumes shall be submitted by the Quoter in response to the RFQ in written format  
         and electronically on a compact disc (CD), formatted for personal computers using Microsoft  
         software, with one back-up copy, plus one (1) original and four (4) paper copies. Bindings are  
         permitted.  Quotations shall include the Quoter’s fax number and e-mail address in each volume. 

 
A.  Management Approach (Volume 1) 
 
Quoters are required to provide a written technical quotation that provides a management           
approach that describes how the work and services to be performed under this project shall be      
managed.  Quoters shall include as part of the management plan a staffing plan, roster of key      
personnel with their qualifications, detailed subcontracting plan (if applicable), proposed  
performance  
metrics, and a Quality Assurance Surveillance  Plan (QASP) which will permit the FCC to monitor 
and measure the performance of the tasks identified in the PWS (Also see Section 5.3 of  Enclosure 
1). 
 

         Quoters staffing plan shall demonstrate Quoters ability to provide qualified personnel, the depth of 
         Quoters staff, approach to reassignment of personnel and, if needed, plans for recruitment.  Quoters 
    
              shall describe their staff’s experience similar to the current requirement (i.e., size, scope, and   
                 complexity) Quoters shall detail how the experience relates to the current project.  The time period for  
                referenced experience should extend back for three (3) years from the present.  Quoters shall provide 
               key personnel and staff resumes for employees expected to perform work proposed.  The resumes shall  
         describe the staff’s professional qualifications and experience with respect to: 
 

         o position and years in the profession; 
         o experience relevant to PWS; 
         o education; and, 
         o professional accomplishments. 

 
Small Business Participation//Teaming/Consultants (subcontractors) – discuss the role the Quoter 
proposes for each subcontractor(s), if any, experience and past performance that would qualify 
the proposed subcontractor(s).  Elaborate on the scope, magnitude, and complexity of prior and 
ongoing experience, similar to the stated requirement, over the past three years for each 
subcontractor proposed. Additionally, identify procedures that shall be employed to ensure 
subcontractor time and efforts are appropriately applied to the project’s objectives.   
 
The QASP for this requirement shall be proposed by the offeror and shall be negotiated with the 
FCC prior to contract award.  The proposed QASP shall include a Required Performance Metrics 
Table (see Section 5.2 of Enclosure 1) that at a minimum includes all the performance objectives 
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(Required Service) and respective elements (i.e., Performance Standard, Acceptable Quality Levels, 
Methods of Surveillance, and Incentives) by which the FCC will be able to monitor and measure the 
performance of the PWS tasks identified in Sections 4.1 through 4.6 of Enclosure 1. 
 

The Management Approach volume shall not exceed 15 pages, excluding resumes.  
 

B.  Technical Approach (Volume 2) 
 
          Quoters are required to provide a written technical quotation that explains their proposed technical 

approach for performing the required support services described in the PWS and its plan to meet the 
required services within the contract period of performance.  The discussion should, at a minimum, 
include:    
 
• An understanding of the work which includes FCC’s need for change management and 
communications activities for the new core financial accounting system. 
 
The Technical Approach volume shall not exceed 10 pages.  
 
C.  Past Performance/Corporate Experience (Volume 3) 
 
  1. Past Performance 
 
Quoters are required to describe their corporate change management and communications past 
performance history on contracts of with similar size, scope, and complexity to the change 
management and communications activities identified in the PWS.  
 
Quoters shall describe past performance that is similar to the current requirement.  Quoters 
shall identify up to six (6) comparable efforts performed during the last three years by client, 
date completed, type of work, client telephone number, client address, contract number contract 
type, and total contract value.  Quoters shall detail how the experience relates to the current 
project.  Quoters shall also identify any performance problems with referenced contracts and 
the corrective action taken to resolve the problems.  Quoters shall also identify any incentives 
awarded in connection with referenced contracts. 
 
Quoters shall complete the Past Performance Questionnaire (PPQ) in accordance with its stated 
requirements.  The PPQ is located in Enclosure 1, Attachment 8. 
 

   2. Corporate Experience 
 

Quoters are required to describe their corporate change management and communications 
corporate experience on contracts of with similar size, scope, and complexity to the change 
management and communications activities identified in the PWS.  
 
Quoters shall describe their corporate experience that is similar to the current requirement.  
Quoters shall identify up to six (6) comparable efforts performed during the last three years by 
client, date completed, type of work, client telephone number, client address, contract number 
contract type, and total contract value. 
 
The Past Performance/Corporate Experience volume shall not exceed 10 pages, excluding past 
performance information.  
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The FCC is interested only in quotations that demonstrate the Quoter’s requisite expertise 
in performing engagements of this type as illustrated by the Quoter’s description of how it 
proposes to perform the requirements set forth in the PWS.   Therefore, an offeror’s 
technical quotation should not merely parrot the requirements set forth in the PWS or state 
that the “Offeror will perform in accordance with the PWS” or similar verbiage.   
 
Note:  The Quoter shall ensure that personnel proposed are current in the knowledge required to 
support the tasking.  The personnel proposed must be available to be assigned to the project.   

 
PRICE QUOTE INSTRUCTIONS  (VOLUME 4) 

 
Your price quote shall be a separate volume from your technical quote.  The price quote shall be 
submitted as a Firm-Fixed Price quote and shall be based on your current GSA Schedule 
contract’s fully burdened labor rates for all applicable labor categories, utilizing any and all 
discounts.   
 
(1) Identify the labor category(s) to be utilized for this effort; provide a description of the skills  

and experience for each category, and the number of hours and hourly rate(s) proposed for      
each category; and identify any other proposed associated costs used to calculate the proposed 
prices for the base and option period. 

 
(2)  Provide an electronic copy of the Quoter’s GSA Contract (including contract clauses) in PDF 

format listing the applicable labor categories and fixed hourly rates.  Fixed rates shall include 
all costs and fees, including overhead and profits, and shall identify any reduction in GSA 
Schedule rates offered.   Quoters are encouraged to discount their GSA Schedule labor 
rates.   

 
EVALUATION, EVALUATION FACTORS, & BASIS FOR AWARD 
 
The PWS serves as the Government’s baseline requirements. All quotations will be judged 
against these requirements.  The evaluation factors and sub-factors are identified below and listed 
in descending order of importance.   
 
Award will be made to the quoter whose quotation represents the best value to the Government 
considering all of the stated evaluation factors and their relative importance.  Non-price 
evaluation factors (i.e., Management Approach, Technical Approach, and Past 
Performance/Corporate Experience) when combined are paramount (i.e., significantly more 
important than price).  Although price is the least important evaluation factor, if offeror’s 
quotations are determined to be relatively equal with respect to non-price evaluation factors, price 
may become the determining factor in the award decision.  Offerors are encouraged, therefore, to 
submit competitive pricing. 
 
The Government intends to award without discussions. 
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Evaluation Factor 1, Management Approach 
 
  Subfactor 1A – Management Plan 
 

The FCC will evaluate based on the clarity and rigor of the offered plan regarding the 
overall management and integration of all activities required by the PWS 
 

  Subfactor 1B – Staffing Plan 
 

The FCC will evaluate based on the qualifications, depth, experience, staffing level, and 
readiness of staff identified in the proposed staffing plan.   
 

  Subfactor 1C – Key Personnel 
 

The FCC will evaluate based on the project management and technical expertise of the 
key personnel proposed. 
 

  Subfactor 1D – Staff Experience and Qualifications 
 

The FCC will evaluate based on the strength of the proposes staff’s change management 
and communications activities experience. 
 

  Subfactor 1E – Performance Metrics 
 

The FCC will evaluate based on the offeror’s proposed objectives and metrics for 
measuring customer satisfaction that appropriate progress is made on the Core Financial 
System Replacement project and accomplishment of work process and efficiency 
improvements for the change management and communications activities and web sites. 
 

  Subfactor 1F – Small Business Participation/Teaming/Consultant Plan 
 

The FCC will evaluate based on the strength of any non-exclusive small business  
participation/teaming/consultant relationships and  the presence of a strong overall 
subcontractor management structure to meet the requirement qbjectives.  In support of 
the FCC/Government established socio-economic goals, this RFQ encourages small 
business participation.  Offerors who are small businesses or offerors which  
subcontract or team with small business concerns will receive up to an additional 15 
evaluation points upon validation.  
 

  Subfactor 1G – Qualiy Assurance Surveillance Plan (QASP) 
 
The FCC will evaluate based on the clarity, ingenuity, and manageability of the offeror’s 
proposed QASP to permit the PMO to monitor and measure contract performance 
against all of the offeror’s proposed performance metrics. 



FCC RFQ08000031 

 7 of 8 
 

 
Evaluation Factor 2, Technical Approach 
 

The FCC will evaluate based on the degree to which the offeror demonstrates and 
understanding of the FCC’s need for change management and communications activities 
for the new Core Financial System and provides a technical approach that appropriately 
addresses the FCC’s need. 
 
Technical questions that merely parrot the requirements set forth in the PWS and state 
that the “Offeror will perform in accordance with the performance work statement” or 
similar verbiage, without describing how the offeror will perform the work, shall be 
assigned a score of zero for this factor. 

 
Evaluation Factor 3, Past Performance/Corporate Experience 
 
  Subfactor 3A – Past Performance 

 
The FCC will evaluate based on the evidence that the offeror has previous  
experience similar to the solicitation requirement.   
 
The FCC may also consider relevant past information obtained through other sources 
including government-wide past performance databases.  Relevant past performance 
information will be evaluated to determine the quality of the Quoter’s past performance as it 
relates to the probability of success of the required effort. 
 
Quoters with no past performance history will receive neutral scores. 
 

  Subfactor 3A – Corporate Experience 
 

The FCC will evaluate based on the evidence of relevant current or past contracts that 
identify the offeror’s ability to perform the required effort successfully.  
 

Evaluation Factor 4, Price 
 

The FCC will evaluate based upon the total proposed price for the base and option 
period.  The proposed labor categories and rates shall be verified against the offeror’s 
current GSA Schedule contract(s).  Each offeror’s proposed level of effort and mix of 
labor will be considered to determine if the proposed price is reasonable.  Price will 
not be scored.    

 
Please note that this request does not commit the Government to pay any costs incurred in 
the submission of your offer, nor to contract for said services.  Note also, that full, accurate, 
and complete information is required by this request in accordance with 18 U.S.C. § 1001 
which also prescribes the penalties for making false statements. 
 
SPECIAL NOTE: The selected successful quoter will be excluded from competing for a 
subsequent related requirement for hosting, implementation, migration, and integration 
services.  
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The RFQ due date (closing date) is 4:00pm Eastern Time, Monday, September 8, 2008.   
The quotation shall be provided in writing and electronically via CD-ROM.  Responses received 
after this time will not receive consideration by the FCC.  Hard copies and electronic copies in 
CD-ROM of quotes shall be delivered to the FCC Warehouse, 9300 E. Hampton Dr., Capital 
Heights, MD  20743 and must be marked “Offer in Response to RFQ08000031, Attn: Anthony S. 
Wimbush, Contracting & Purchasing Center, Room 1-A511.”   

   
Inquiries regarding this procurement may be addressed to the undersigned by telephone call at 
202-418-0932 or by email at anthony.wimbush@fcc.gov . 
 
 

 
Anthony S. Wimbush 
Contracting Officer 
 
Enclosures: 
1. Performance Work Statement and Solicitation Provisions, and Contract Clauses 
2. Quotation Submittal Cover Sheet 
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1.0  INTRODUCTION 
 
Financial Operations (FO) in the Office of the Managing Director (OMD) provides a broad range of 
financial management and accounting services to all elements of the FCC. The FCC plans to 
implement a new financial management system, following Federal guidelines associated with the 
Financial Management Line of Business (FMLoB) initiative, using Commercial-Off-the-Shelf 
(COTS) software packages hosted by an approved Shared Service Provider. In Fiscal Year 2009 
(FY 09) the FCC will begin integration to the replacement system and will begin to consolidate 
key financial management functions (such as general ledger, accounts payable, accounts 
receivable/ revenue, auctions, budget formulation and budget execution) into the new core 
financial system.  
 
FO has a requirement for the following financial system implementation organizational support 
activities for the new core accounting system, which will be implemented in Fiscal Year 2009 
(FY 09) and Fiscal Year 2009 (FY 10).  
 

• Business Process Improvement and Business Process Improvement Training (general 
ledger, payables, accounts receivable/ revenue, auctions, budget formulation and 
budget execution) 

• Organizational Change Management and Communications 
• Data Clean-Up and Conversion Support 

 
All support activities for the new core accounting system shall be coordinated through the 
Contracting Officer (CO), Contracting Officer’s Technical Representative (COTR), Technical 
Point of Contact (TPOC), and the Program Management Office (PMO). 
 
2.0  OBJECTIVE 
 
The objective of this procurement is to provide support activities for business process 
improvement, business process improvement training, organizational change management and 
communications, data clean-up, and data conversion for the implementation of a new core 
accounting system that will be implemented by the FCC in Fiscal Year 2009 (FY 09) and Fiscal 
Year 2010 (FY 10).    
 
3.0  SCOPE OF WORK 
 
The Contractor shall review and analyze the FCC’s business processes, recommend 
improvements to these business processes, develop and provide training on the new business 
processes, and oversee and assist the FCC with data clean-up and data conversions in support of 
the new commercial-off-the-shelf (COTS) core accounting system. The implementation of the 
new core accounting system is a complex and mission critical project and the FCC’s senior 
management expects a high level of accuracy and quality in the new core accounting system.  
 
The FCC recognizes that implementing a new core accounting system must be planned, 
managed, implemented, controlled, and monitored with effective leadership and that active 
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participation by the people affected by the change is a key to the success. The changeover to the 
new financial system will impact the core business processes and established systems of 
Financial Operations as well as the Bureaus and Offices within the FCC. Therefore, the FCC 
requires a structured change management and communication approach to enable the transition 
from the current accounting system to the new core accounting system. The Contractor shall 
provide support for managing the people side of the change to ensure an effective transition to 
the new core accounting system.    
 
4.0  TASK DESCRIPTION 
 
The Contractor shall provide support for the tasks identified below. 
 
4.1  Task 1.  “Kick-off” Meeting.  The Contractor shall meet with the CO, COTR, TPOC and 
the PMO staff within five (5) work days of award of the contract.  The Contractor shall host the 
kick-off meeting and prepare an agenda for the kick-off meeting and provide it to the COTR for 
review/comments one day before the meeting.  At a minimum, the agenda shall include the 
following topics: 
 

a) Introduction of the Contractor’s staff and assigned responsibilities; 
 
b) Discussion of the financial system implementation organizational support activities 

and the Contractor’s proposal to meet these requirements; 
 

c) Proposed monthly status report, mode of delivery, and specific day that the report shall 
be submitted for review and approval by the COTR and the TPOC; and, 

 
d) Proposed schedule for weekly status meeting for review and approval by the COTR 

and TPOC. 
 
The Contractor shall provide to the CO and COTR, within two (2) work days after the “kick-off” 
meeting, the minutes of the kick-off meeting to include attendees, clarifications, agreements and 
action items. 
 
4.2 Task 2.  Weekly Meetings.  The Contractor shall meet with the COTR, TPOC, PMO and 
other FO staff on a weekly basis to discuss and report on tasks accomplished during the 
preceding week and tasks scheduled to be accomplished in the upcoming week.  At a minimum, 
the Contractor shall address the state of the tasks, any problems encountered, progress made, 
projected time frame (whether or not a task is on schedule), justification for any anticipated 
modification to the schedule, and any funding issues. The Contractor shall prepare an agenda for 
the meeting and provide it to the COTR, TPOC, and PMO for review/comments one day before 
the meeting. The Contractor shall provide to the COTR, TPOC, and the PMO, within one (1) 
work day, the minutes of the weekly meeting to include attendees, performance issues, problems 
identified during the previous week and action items.   
 
4.3 Task 3.  Monthly Project Status Reports.  The Contractor shall provide the CO and 
COTR a monthly progress/status report by the fifth (5) working day of each month.  At a 
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minimum, the monthly progress/status report shall provide a monthly written report summarizing 
contract performance based upon the performance standards in the Quality Assurance 
Surveillance Plan (QASP).  The report shall include an explanation of deviations from planned 
cost, performance and/or schedule.  The COTR will coordinate review of the monthly 
progress/status report with the TPOC, the PMO and other FCC staff.  The status reports shall be 
prepared in accordance with instructions provided by the COTR.  
 
4.4 Task 4.  Business Process Improvement and Business Process Improvement Training  
 
The FCC has created a Concepts of Operations document (CONOPS) that details the FCC’s “as-
is” and “to-be” business process models along with a detailed Requirements document for the 
Budget Formulation, Budget Execution, Payables (inclusive of Travel Operations), 
Receivables/Revenue, General Ledger, and Auctions processes. The FCC’s next step relating to 
these processes is to develop a detailed business process improvement architecture that reflects 
opportunities for improved financial operations in preparation for the launch of the new financial 
system. The Contractor shall evaluate the overall efficiency and effectiveness of the FCC’s 
financial processes, identify areas for improvement, conduct root cause analyses to ascertain the 
causes of poor performance, and formulate recommendations that best fit with the selected 
COTS financial system. In concert with this effort the Contractor shall evaluate opportunities to 
improve upon FCC’s internal controls by identifying risk and control points within the steps of 
each business process and recommend control techniques for risk points with control 
deficiencies. The Contractor shall conduct business process improvement design sessions for: 
Budget Formulation, Budget Execution, Payables (inclusive of Travel Operations), 
Receivables/Revenue, General Ledger, and Auctions. Based on these sessions, the Contractor 
shall prepare business process improvement models that describe and analyze changes to be 
made in the process flows, specific procedures to employ, involved roles and systems, and 
business rules that impact the processes. For each process model, detailed requirements 
pertaining to reports shall also be identified. These requirements shall be passed on to the system 
integrator for the FCC’s Core Financial System Replacement (CFSR) contract for development 
and implementation. 
 
 The FCC will need to reengineer some of its financial processes to improve effectiveness and 
efficiency with the implementation of the new core accounting system. As a result, the FCC staff 
will need to be trained on those new business processes. The Contractor shall prepare the 
business process improvement training materials and deliver the business process improvement 
training sessions. The Contractor shall prepare BPR training materials for up to 100 trainees. 
This is in addition and complementary to the systems users training that shall be performed by 
the system integrator on the new financial package.   
 
4.5 Task 5.  Organizational Change Management and Communications Activities.  
 
The Contractor shall provide support to implement and monitor organizational change 
management and communication activities for the new core accounting system.  
 
FCC has previously developed a comprehensive Stakeholder Analysis and a Change 
Management and Communications Plan (hereinafter referred to as the “Plans”) that prescribe the 
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steps that the FCC should take to ensure stakeholder buy-in and support of the new financial 
system. These Plans will be available to the Contractor upon award. The FCC is in need of 
support in executing the Plans during the system integration phase. In developing these 
documents, the FCC has acquired in-depth knowledge of the challenges that may be facing the 
FCC as it strives for the successful integration of the new financial management system. The 
Contractor shall advise and assist the FCC on the impact analysis of the change including 
establishing an Organizational Transition Plan and a plan for leadership support. The Contractor 
shall provide an analysis of the steps necessary within the infrastructure for readiness and shall 
provide an ongoing assessment of the change. The Contractor shall develop the communication 
schedules necessary to execute the Plans.  
 
The Contractor shall coordinate and execute the activities prescribed in the Plans to ensure the 
“buy-in,” support, and commitment of the FCC staff for the new core accounting system and 
provide the FCC with a seamless transition of organizational change management and 
communications activities from the pre-award to post-award phases.   
 
4.6 Task 6.  Data Clean-Up and Conversion Support 
 
The FCC has data in its legacy financial ledgers that will need to be corrected before the data is 
converted as part of the new financial system implementation. The Contractor shall prepare an 
analysis and a Data Clean Up Plan that identifies the necessary data clean-up activities and the 
associated activities. This analysis shall identify and describe the data sets that need to be 
cleaned and an approach for cleaning each dataset. The Contactor shall oversee, and assist FCC 
personnel, with the prescribed clean-up activities.   
 
The Contractor shall prepare an analysis that identifies and describes the data that needs to be 
migrated to the new system and produce a data conversion plan. Once the data clean-up is 
complete, the Integration Contractor shall convert the data for migration into the new financial 
system.  
 
5.0      SERVICE DELIVERY SUMMARY (SDS) 
  

5.1       Performance Measurement 
  

Performance objectives with measurable performance standards shall be the basis for 
determining whether the Contractor is achieving satisfactory performance on the project.  
The performance objectives, performance standards, and QASP shall be mutually agreed 
upon by the FCC and the successful offeror prior to contract award.  
 
Performance measurement will commence 30 business days after contract award. The 
contractor shall schedule a quarterly review of the performance standards, acceptable 
quality levels, and the surveillance methods.  At each review, each of these elements will 
be analyzed by the FCC to determine if they continue to meet the FCC’s needs for 
achieving the performance objectives as listed in Section 5.2.  If the Government 
determines the elements and/or the performance objectives need to be altered, the 
contractor shall propose modifications within 10 business days of the Government’s 
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determination.  As part of the process for tracking and evaluating the Contractor’s 
performance in supporting the financial system implementation organizational support 
activities, the Contractor shall implement FCC identified objectives, priorities, standards, 
acceptable quality levels, and measures to constitute a process for performance 
evaluation.  The Contractor shall report on these statistics as part of the monthly status 
report and shall provide reporting measures and analysis of operational performance at 
quarterly performance reviews. 
 
The Contractor’s performance shall primarily be measured in terms of how well it meets 
the financial system implementation organizational support activities performance 
objectives.  These performance objectives collectively define the environment necessary 
to satisfy FCC-defined requirements for the financial system implementation 
organizational support activities for the new core accounting system. The Contractor is 
responsible for measuring and tracking its performance for each performance objective, 
subject to periodic surveillance and verification by the FCC PMO or other designated 
FCC personnel.   
 
5.2       Required Performance Metrics (Also see Section 5.3) 

Required 
Service 

Performance 
Standards 

Acceptable 
Quality 
Levels 

 

Method  
Of 

Surveillance 

Incentive 
(Negative) 

(Impact on Contractor 
Payments) 

 
 

Example:  
 

Submission of 
deliverables 

 
 

Example: 
 

Deliverables submitted no 
later than the due dates 

 
 
 
 
 

 
 

Example: 
 

99% 
 
 
 
 
 
 

 
 

Example:  
 

Monthly reporting; 
customer survey 

 

 
 

Example: 
 

Invoice deduction of 
$1,000 per each late 

report   
 
 
 
 
 

 

5.3       Quality Assurance Surveillance Plan (QASP) 
 
QASP is a performance-based plan that sets forth the procedures and guidelines that the FCC 
will use in evaluating the technical performance of the change management support service 
contractor.  The purpose of the QASP is to describe the systematic methods used to measure 
performance and to identify the reports required and the resources employed.  The QASP 
provides a means for evaluating whether the contractor is meeting the performance standards 
identified in the PWS.  The QASP is designed to define roles and responsibilities, identify the 
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performance objectives, define the methodologies used to monitor the contractor’s performance, 
describe quality assurance reporting (including the reporting process and frequency of reporting), 
and describe the analysis of quality assurance monitoring results.   
 
6.0 DELIVERABLES 
 
The Contractor shall complete the tasks identified above and provide deliverable items to the CO 
and/or COTR.  The COTR will coordinate TPOC, PMO and other FCC staff review of each 
deliverable and provide comments to the Contractor within ten (10) working days of the 
submission of each item. In the case of document deliverables, the Contractor shall incorporate 
FCC comments and return a revised final deliverable document to the COTR within five (5) 
working days of receipt.  All deliverables shall become the property of the FCC.  Each document 
deliverable shall be submitted in three (3) hard copies and in an acceptable electronic format, 
using Microsoft Word, Microsoft Excel, Microsoft Project, or any other format that is mutually 
agreed upon by the COTR and the Contractor.  These time frames and format requirements apply 
to all written reports and documents to be delivered to the FCC.  Appropriate charts or graphics 
shall support all written deliverables, including monthly project status reports, weekly meetings, or 
presentations. 
 
7.0     PRICING SCHEDULE  - COMPENSATION 
 
The pricing of this effort is subject to the terms and conditions in this contract.   
 
BASE PERIOD (Date of Award (DOA) – 12 Months after DOA) 
 
Labor Category Fixed # of Hours Rate/Hour     Total Firm-Fixed  Amount 
 
 
OPTION PERIOD 1 (12 Months after DOA to 24 Months after DOA) 
 
Labor Category Fixed # of Hours Rate/Hour     Total Firm-Fixed  Amount 
 
 
8.0       PERIOD OF PERFORMANCE   
 
 The Period of Performance is: 
 

Base Period:  DOA to 12 Months after DOA 
 

If exercised: 
 

Option Period 1:  12 Months after DOA to 24 Months after DOA 
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9.0     52.217-9  OPTION TO EXTEND THE TERM OF THE CONTRACT  
 (MAR 2000) 
 
(a) The Government may extend the term of this contract by written notice to the Contractor 
within 7 days prior to expiration of the contract; provided that the Government gives the 
Contractor a preliminary written notice of its intent to extend at least 30 days before the contract 
expires. The preliminary notice does not commit the Government to an extension. 

(b) If the Government exercises this option, the extended contract shall be considered to include 
this option clause. 

(c) The total duration of this contract, including the exercise of any options under this clause, 
shall not exceed 2 years. 

10.0 52.217-8  OPTION TO EXTEND SERVICES (NOV 1999) 
 
The Government may require continued performance of any services within the limits and at the 
rates specified in the contract. These rates may be adjusted only as a result of revisions to 
prevailing labor rates provided by the Secretary of Labor. The option provision may be exercised 
more than once, but the total extension of performance hereunder shall not exceed 6 months. The 
Contracting Officer may exercise the option by written notice to the Contractor within 30 days 
prior to contract completion. 

11.0     PLACE OF PERFORMANCE--SERVICES   
 
The services specified by this contract shall be performed at the following location(s):  
 
FEDERAL COMMUNICATIONS COMMISSION 
445 12th Street, S.W. 
Washington, DC 20554 
 
 And 
 
Contractor Facilities (As Required) 
 
The Contractor shall obtain written approval from the CO to locate Contractor personnel other 
than key personnel at the FCC Headquarters (located at 445 12th Street, S.W., Washington, DC 
20554) during performance of the Contract. Approval of any such requests is solely at the 
discretion of the FCC.  The FCC reserves the right to deny such requests due to lack of space or 
for any other reason. 
 
12.0 KEY PERSONNEL 
 
A.  The Contractor shall identify “key personnel” to be assigned to perform the required work.  
The key personnel are considered to be essential to the work being performed for the 
Commission.  During the period of contract performance, all of the Contractor’s key personnel 
shall be located at the FCC Headquarters.  The following personnel are designated as Key 
Personnel for purposes of this contract:   
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 Category   Name   
 
            To be Proposed (TBP)  
 
 
B. During the first twelve (12) months of contract performance, the Contractor shall make no 
changes to key personnel unless the change is necessitated by a reason deemed compelling by 
the CO (e.g., death, illness, termination of employment).   
 
C. All key personnel changes proposed must be in compliance with paragraphs (D) and (E) 
hereof.  The Government will not approve substitutions for the sole convenience of the 
contractor.   
 
D.  If any substitution or addition of a key personnel position becomes necessary, the Contractor 
shall immediately notify the CO in writing, accompanied by the resume of the proposed 
individual.  In the case of a substitution, the proposed individual shall be of at least substantially 
equal ability and qualifications as the individual being replaced.  
 
E.  All requests for approval of changes hereunder must be in writing, via email, and provide a 
detailed explanation of circumstances necessitating the proposed change.  Requests for changes 
to key personnel shall be made as soon as, but no later than three (3) business days after the 
Contractor first knows of the need for such change. In addition to a detailed explanation, the 
request must also provide: 
 
1) the resume of the proposed individual (for a substitution or addition); 
2) a comparison of the qualifications of the proposed individual and the individual to be replaced 
(for a substitution); 
3) a signed employee non-disclosure agreement (from the proposed substitution or addition); 
4) number of hours the Contractor will provide, at its expense, to train the proposed individual 
(for a substitution or addition); and, 
5) any other information requested by the CO to reach a decision. 
 
The Contracting Officer will evaluate such requests and promptly notify the Contractor of his/her 
approval or disapproval in writing.    
 
13.0 DESIGNATION OF CONTRACTING OFFICER’S TECHNICAL 
REPRESENTATIVE AND ALTERNATE 
 
A.  The Contracting Officer's Technical Representative (COTR) is as follows: 
 
  COTR: To Be Determined (TBD) 
    

1.  The COTR is responsible for the technical direction of the contract work.   
 
2.  The Contractor shall inform the CO as soon as possible of any actions or inactions by the 
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Contractor or the Government that may affect the price or required delivery or completion 
times stated in the contract, so that the contract may be modified if necessary.  Whenever, in 
the opinion of the Contractor, the COTR requests efforts outside the scope of the contract, 
the Contractor shall advise the COTR.  If the COTR persists and there still exists a 
disagreement as to proper contractual coverage, the Contractor shall notify the Contracting 
Officer immediately in writing.   
 

3.  A copy of the COTR delegation letter is provided as an attachment. 
 
B.  The Contracting Officer's Technical Representative’s Alternate (ACOTR) is as follows: 
 
  ACOTR: TBD 
 
1.  The ACOTR performs the duties of the COTR in the absence of the COTR.   

 
2.  A copy of the ACOTR delegation letter is provided as an attachment. 
 
14.0  CONTRACT ADMINISTRATION 
 
The CO is the only person authorized to execute a written agreement on behalf of the FCC 
and to approve changes to the contract. This authority remains solely with the CO.  In the 
event the Contractor effects any changes at the direction of any person other than the CO, 
the changes will be considered to have been made without authority and NO adjustment 
will be made in the contract price to cover any INCREASE incurred as a result thereof. 
 
A.   The Contractor point of contact is: TBD 
 
  Address: 
 
  Phone: 
  Fax: 
               
B.  The Government points of contact are as follows: 
 

 1. Contracting Officer/Contract Administrator:  Anthony S. Wimbush 
 

Address:  FCC/OMD/AO/CPC 
    445 12th Street, SW 

           Room No. 1A511 
    Washington, DC 20254 

 
            Phone:   (202) 418-0932 

Fax:       (202) 418-0237 
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  2. Contracting Officer’s Technical Representative (COTR): TBD 
 

Address:   
 

             Phone: 
  Fax: 
 

  3. Alternate COTR (ACOTR): TBD 
 

Address:   
 

             Phone: 
  Fax: 
 
 
 
 4. Contracting Officer’s Technical Point of Contact (TPOC):  TBD 

 
Address:   

 
             Phone: 
  Fax: 

 

15.0 GOVERNMENT AND CONTRACTOR RELATIONSHIPS 
The FCC and the Contractor understand and agree that the services to be provided under this 
contract by the Contractor to the FCC are non-personal services.  Both the FCC and the 
Contractor recognize that no employee relationship exists or will exist under this contract.  The 
Contractor contracts with the FCC only to furnish the services, materials, or work described 
herein.  The Contractor’s employees shall remain under the Contractor’s direct supervision at all 
times.  Although the FCC will coordinate directions within the scope of the contract, detailed 
instructions for the Contractor’s employees and supervision shall remain the sole responsibility 
of the Contractor.  Furthermore, pursuant to FAR Subpart 7.5, the Contractor shall not perform 
any tasks that are inherently governmental functions.  

 

16.0 ACCEPTANCE —SINGLE LOCATION 
The CO or authorized representative will accomplish acceptance at the Federal Communications 
Commission, 445 12th Street S.W, Washington, DC 20554.  For the purpose of this clause, the 
COTR named in this contract is the authorized representative.  The Contracting Officer reserves 
the right to unilaterally designate a different FCC agent as the authorized representative.  The 
Contractor will be notified by a written notice or by a copy of the delegation of authority if 
different representative is designated. 

Acceptance shall be deemed to have occurred constructively—for the sole purpose of computing 
an interest penalty that might be due the Contractor under the Prompt Payment Act—on the 30th 
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day after the Contractor has delivered the supplies or services in accordance with the terms and 
conditions of the contract.  In the event that actual acceptance occurs within the constructive 
acceptance period, the determination of an interest penalty shall be based on the date of the 
actual acceptance. 

17.0 INVOICES 
A.   Invoices shall be submitted electronically by the 10th of every month to the FCC Travel/ 
Operations Group, Room #1A761, 445 12th Street, S.W., Washington, DC  20554 for items 
and services delivered and accepted by the FCC in the preceding month.   
 
B.   Submission of invoices: 

(1) Invoices shall be submitted via email to:  FO-Einvoices@fcc.gov .  In addition, 
copies of the emailed invoices shall also be sent to the CO and COTR.  The 
address is as follows:   FCC Travel/ Operations Group, Room #1A761, 445 12th 
Street, S.W., Washington, DC  20554 

 
The invoice will contain a statement signed by a responsible official of the concern  
substantially similar if not identical to the following: 
 
I certify that the items above have been delivered in accordance with the contract, and 
that all charges are true, correct, and have not been previously billed. 
      ________________________________                                                             
      Contractor’s Signature 
 
   The Commission will return all improper invoices without action. 

 
18.0 CONFIDENTIALITY  
 
A.  The Contractor and any personnel assigned to work on this Contract, including any 
employees, subcontractors, subcontractor employees, consultants, agents, or other 
representatives of the Contractor (collectively “the Contract personnel”) are restricted as to their 
use or disclosure of non-public information obtained during the term of this Contract. Non-public 
information means any information that is not routinely available for public inspection. Section 
0.457 of the FCC’s rules (47 C.F.R. § 0.457) lists different types of non-public information 
maintained at the FCC including, but not limited to, information that is subject to the attorney-
client privilege, the attorney work product doctrine, the deliberative process privilege, or any 
other relevant claims of privilege and exempt from disclosure under the Freedom of Information 
Act. Non-public information includes both information provided to the Contractor by the FCC 
and information resulting from performance of the Contract.  It is the responsibility of the 
Contractor and Contract personnel to preserve all non-public information in confidence. 
 
B.  The Contractor and Contract personnel may not discuss or disclose non-public information, 
either within or outside of the Contractor’s organization, except (a) FCC employees authorized 
by the CO to receive such information; (b) approved Contract personnel who have executed a 
Non-Disclosure Agreement as necessary for performance of work under the Contract; or (c) as 
directed in writing by the CO. The Contractor is responsible for ensuring that all Contract 
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personnel execute the attached Non-Disclosure Agreement and provide their executed Non-
Disclosure Agreements to the CO before Contract personnel commence any work under this 
Contract. These procedures apply to any Contract personnel assigned to perform work under this 
Contract following award. 
 
C.  Requests for the use of any non-public information obtained during, or resulting from, the 
performance of the Contract must be addressed in writing to the CO. In the event the Contractor 
is issued a subpoena or court order, or receives a request from a third party, seeking information 
related to this contract, the Contractor shall notify the CO in writing within one calendar day of 
knowledge or receipt of such request, whichever is sooner, and prior to disclosing the requested 
information. 
 
D.  The Contractor or contract personnel may not discuss the contract work in progress with any 
outside party, including responding to media and press inquiries, without the prior written 
permission of the FCC.  In addition, the Contractor or contract personnel may not issue news 
releases, promotional materials, or similar items regarding contract award, contract 
modifications, or contract performance without the prior written approval of the FCC.  Requests 
to make such disclosure should be addressed in writing to the CO.  
 
E.  The prohibition on disclosure of information described above is an ongoing obligation of the 
Contractor and Contract personnel and does not terminate with completion of work under this 
Contract or, with respect to Contract personnel, upon conclusion of an individual’s 
employee/consultant/representative relationship with the Contractor or its subcontractor(s). 
 
19.0 ORGANIZATIONAL CONFLICTS OF INTEREST 
 
A.  The Contractor warrants that, to the best of the Contractor’s knowledge and belief, there are 
no relevant facts or circumstances that could give rise to an actual or potential organizational 
conflict of interest (under the rules in FAR Subpart 9.5) or even the appearance of a conflict of 
interest, or, if any such facts or circumstances exist, that the Contractor has disclosed all such 
relevant information in writing to the CO. 
 
B. Prior to commencement of any work, the Contractor shall notify the CO in writing that, to the 
best of its knowledge and belief, no actual or potential organizational conflict of interest exists 
and that it is not aware of any facts or circumstances that may give rise to even the appearance of 
a conflict of interest, or, if any such facts or circumstances exist, notify the CO of any actual or 
potential organizational conflict of interest or any facts or circumstances that may give rise to 
even the appearance of a conflict of interest.  In emergency situations, however, work may begin 
but notification shall be made within five (5) working days. 
 
C.  The Contractor agrees that if, during performance of the contract, it identifies an actual or 
potential organizational conflict of interest or any facts or circumstances that may give rise to 
even the appearance of a conflict of interest, the Contractor shall immediately make a full 
disclosure in writing to the CO.  That disclosure shall include a description of actions that the 
Contractor has taken or proposes to take, after consultation with the CO, to avoid, mitigate, or 
neutralize the actual or potential organizational conflict of interest or the appearance of a conflict 
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of interest.  The Contractor shall continue performance until notified by the Contracting Officer 
of any contrary action to be taken. 
 
D.  Remedies – The FCC may terminate this contract, in whole or in part, if it deems such 
termination necessary to avoid an actual or potential organizational conflict of interest or even 
the appearance of a conflict of interest.  If the Contractor was aware, prior to award, of an actual 
or potential organizational conflict of interest or facts or circumstances that could give rise to the 
appearance of a conflict of interest, or discovered an actual or potential conflict or any such 
information after award and did not make full disclosure or misrepresented the information to the 
FCC, the FCC may terminate the contract for default, debar the Contractor from contracting with 
the Federal Government, or pursue such other remedies as may be permitted by law or this 
contract. 
 
E.  The Contractor shall include in each subcontract or consultant agreement placed hereunder a 
clause that conforms substantially to the language of this clause, including this paragraph, unless 
otherwise authorized by the CO. 
 
20.0  OFFEROR DISCLOSURE STATEMENT REQUIREMENT REGARDING 
ORGANIZATIONAL CONFLICTS OF INTEREST 
 
A. Offerors are required to disclose any facts or circumstances that could give rise to an actual 
or potential organizational conflict of interest (under the rules in FAR Subpart 9.5) or to even the 
appearance of a conflict of interest.  If the Offeror is aware of any information bearing on the 
existence of an actual or potential organizational conflict of interest or that could give rise to the 
appearance of a conflict of interest, then the Offeror shall provide a disclosure statement in 
Volume 1 of its quote describing all relevant information for FCC consideration.  An Offeror’s 
disclosure statement must address actual or potential organizational conflicts of interest or 
appearance issues relating to the Offeror’s entire corporate organization, including any parent 
company, sister companies, affiliates, subsidiaries, and other interests held by the Offeror.  In 
addition to identifying actual or potential organizational conflicts of interest or possible 
appearance issues, the disclosure statement shall describe how the Offeror proposes to avoid, 
neutralize, or mitigate such actual or potential conflicts of interest or possible appearance issues. 

C. The purpose of requiring a disclosure statement is to provide the FCC with an opportunity to 
assess whether any actual or potential conflicts of interest or possible appearance issues exist 
relating to this procurement, and whether such any conflicts or appearance issues can be avoided, 
neutralized or mitigated before contract award.  The CO will determine whether an Offeror is 
eligible for award based on the information provided in the disclosure statement  and any other 
relevant information.  There is no precise formula for determining whether an Offeror’s business 
or financial relationships or its past, present, or future interests would result in a determination 
by the CO that award to a particular Offeror would not be in the best interest of the Government 
due to organizational conflict of interest concerns.  Each Offeror will be considered individually 
based on the specific information disclosed pursuant to the requirements of this provision and 
upon the adequacy of the Offeror’s plan for avoiding, neutralizing, or mitigating such conflicts of 
interest or appearance issues. 
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21.0      PERSONAL CONFLICTS OF INTEREST 
 
A.  In addition to the requirements of the contract clause entitled “Organizational Conflicts of 
Interest,” the following provisions with regard to Contract personnel performing under this 
contract shall apply until the earlier of the following two dates:  the termination date of the 
affected employee(s) or the expiration date of the contract. 
 
B.  The Contractor agrees to notify immediately the CO and the COTR of (1) any actual or 
potential personal conflict of interest with regard to any of its employees working on the contract 
or having access to information regarding this contract, or any facts or circumstances that could 
give rise to even the appearance of a personal conflict of interest regarding such employees, and 
(2) any such actual or potential conflicts or appearance issues concerning subcontractor 
employees or consultants working on the contract or having access to information regarding this 
contract, when such conflicts have been reported to the Contractor.  A personal conflict of 
interest is defined as a relationship of an employee, subcontractor employee, or consultant with 
an entity that may impair the objectivity of the employee, subcontractor employee, or consultant 
in performing the contract work.  The Contractor shall continue performance of this contract 
until notified by the CO of the appropriate action to be taken. 
 
C.  The Contractor shall include in any subcontract or consultant agreement placed hereunder a 
clause that conforms substantially to the language of this clause, including this paragraph, unless 
otherwise authorized by the CO. 
 
22. LIMITATION OF FUTURE CONTRACTING 
 
A.  The Contractor agrees that it will be restricted in its future contracting with the FCC in the 
manner described below.  The limitations in this clause are in addition to any organizational 
conflict of interest limitations that may be specified in future FCC solicitations.   
 
B. If the Contractor, under the terms of this contract, or through the performance of work 
pursuant to this contract, is required to develop specifications or statements of work and such 
specifications or statements of work are incorporated into a FCC solicitation, the Contractor shall 
be ineligible to perform the work described in that solicitation as a prime Contractor or 
subcontractor under an ensuing FCC contract. 
 
C.  During the life of this contract (including the option period, if exercised) or the life-cycle of 
the implemented CFSR software solution, whichever is longer, the Contractor will be prohibited 
from entering into any contract with the FCC or any subcontract to an FCC contract for 
independent validation and verification (IV&V) support services or any financial management 
software solution, integration services, or hosting services proposed and implemented as part of 
the CFSR project, unless otherwise authorized in writing by the CO.   
 
D.  The Contractor agrees in advance that if it submits any proposal or quotes for any work that 
would require written approval of the CO prior to entering into a contract subject to the 
restrictions of this clause, then the proposals or quotes are submitted at the Contractor’s own 
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risk.  Therefore, no claim shall be made against the Government to recover proposal or quote 
preparation costs, whether the request for authorization to enter into the contract is denied or 
approved. 
 
E.  The Contractor agrees to insert in each subcontract or consultant agreement placed hereunder 
a clause that conforms substantially to the language of this clause, including this paragraph, 
unless otherwise authorized by the CO. 
 
23.0 SUITABILITY AND SECURITY PROCESSING 
 
  1. General 
 

1.1 All contract personnel are subjected to background investigations for the purpose 
of suitability determinations.  Based on their proposed duties, some contract personnel may also 
be required to have security clearance determinations.  No contract personnel may be assigned to 
work on the contract without a favorable initial review of the OF 306, Declaration for Federal 
Employment (http://www.opm.gov/forms/pdf_fill/of0306.pdf) or a written waiver from the FCC 
Security Operations Center (SOC).   
 

1.2 Suitability, waiver, and security clearance determination investigations are 
currently conducted through the FCC Security Operations Center (202-418-7884).  The 
individual contract employee will be provided with a review process before a final adverse 
determination is made.  The FCC requires that any contract personnel found not suitable, or who 
has a waiver cancelled, or is denied a security clearance, be removed by the Contractor during 
the same business day that the determination is made.  
 

1.3 If the contract personnel is re-assigned and the new position is determined to 
require a higher level of risk suitability than the contract personnel currently holds, the individual 
may be assigned to such position while the determination is reached by the SOC.  A new A-600 
shall be necessary for the new position. 
 

1.4 Contract personnel working as temporary hires (for ninety (90) days or less) must 
complete and receive a favorable initial review of the OF 306 and complete the contract 
personnel section of the FCC Form A-600, “FCC SOC Contractor Record Form.”  If during the 
term of their employment they will have access to any FCC network application, they must also 
complete and sign the FCC Form A-200, “FCC Computer System Application Access Form.” 
 
2. At Time of Contract Award 
 

2.1 The FCC SOC must receive the completed, signed OF 306 for each proposed 
individual member of the contract personnel (i.e., “contract employee”) at the time of contract 
award.  Resumes for all personnel proposed for assignment on the contract shall be provided to 
the SOC prior to the time of in-take processing (see below, 3.2).  The FCC SOC requires up to 
five (5) working days (from the date they are received) to process the OF 306 before any 
employee is allowed to begin work on the contract.  A written waiver from the SOC may be 
obtained in special circumstances. 
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All contract personnel, regardless of task description, must complete this form.  Without an 
approved, completed OF 306 on file at the SOC, no contract employee may begin work on the 
contract.  An approved OF 306 is one that has passed initial review by the SOC.  During the 
course of the SOC review of the OF 306, the contract personnel may be interviewed by SOC 
staff regarding information on their OF 306.  
 

2.2 In addition, the Contractor  is responsible for submission of completed, signed 
computer security forms for contract personnel prior to the individual beginning work on the 
Contract (See Attachment No. 3, FCC Instruction 1479.2, FCC Computer Security Program 
Directive and sample forms.)  These forms should be submitted to the FCC Computer Security 
Office. 
 

2.3 The COTR shall begin processing Section B of the FCC Contract Personnel 
Record form (FCC Form A-600) prior to Contractor award notification.  This form, with the 
COTR and CO portions completed, will be distributed at the time of contract award and the 
Contractor must submit the completed A-600 forms for all contract personnel to the SOC within 
ten (10) working days of contract award. 
 

2.4 The Office of Personnel Management (OPM) will issue a Certificate of 
Investigation (CIN) following the appropriate background investigation.  The SOC notifies the 
CO and COTR and contract personnel who have received a favorable adjudication so they may 
receive their permanent access credential.  

3. Identity Proofing, Registration, and Checkout Requirements  
 

3.1 Locator and Information Services Tracking (LIST) Registration 
 
The SOC maintains a Locator and Information Services Tracking (LIST) database, containing 
contact information for all Commission and contract personnel, regardless of work location.  
 
The FCC Form A-600, “FCC SOC Contractor Record Form” captures contract personnel 
information for data entry into the LIST system.  
 

3.2 Intake Processing 
 

3.2.1 Following the processing of the OF 306 and an initial favorable suitability 
determination, (unless otherwise waived) the contract personnel shall report to the FCC for 
identity verification and access badge issuance on their first scheduled workday. 
 

3.2.2 All new contract order personnel must be escorted to the SOC by either the CO or 
COTR responsible for the contract.  At this time the Contractor personnel must present two 
forms of identification; one of which must be a picture ID issued by a state, or the Federal, 
government.  The other piece of identification should be the original of one of the following: 
 
 U.S. Passport (unexpired or expired) 
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 Certificate of U.S. Citizenship (Form N-560 or N-561) 
 Certificate of Naturalization (Form N-550 or N-570) 
 School ID 
 Voter’s registration card 
 U.S. Military card 
 Military dependent’s ID card 
 U.S. Coast Guard Merchant Mariner card 
 Native American Tribal document 
 U.S. Social Security card 
 Certification of Birth Abroad, (Form FS-545 or Form DS-1350) 
 Original or certified copy of a birth certificate, bearing an official seal 
 

3.2.3 After identity verification, the individual shall complete the Fingerprint Card 
form, FD 258, the Fair Credit Report Act form, and be photographed and issued the appropriate 
access badge. 
 

3.2.4 At this time, contract personnel will be given one of the following forms, based 
on the security risk designation for the proposed support classification/position, to complete and 
return to the SOC within seven (7) business days: 
 

(i) Low Risk Positions - SF 85, Questionnaire for Non-Sensitive Positions 
(ii)     Moderate Risk Positions - SF 85-P, Questionnaire for Public Trust Positions 
(iii) High Risk Positions/Secret or Top Secret Security Clearances – Standard Form 

(SF) 86, Questionnaire for Sensitive Positions  
 

3.2.5 For any contract personnel whose name is provided to the Commission for 
security investigation at (ii) or (iii) level in paragraph 3.2.4 above and who subsequently leaves 
the contract, due to Contractor or contract personnel decision, within one year of Contract award, 
the Contractor shall reimburse the Commission for the cost of the investigation.  The cost may 
range from approximately $400.00 (moderate risk) to approximately $3,000.00 (high risk).  The 
Contractor will be provided a copy of the investigation invoice with the reimbursement request. 
 

3.3 Monthly Contractor  Personnel Reports 
 
The monthly report verifying contract personnel working at the FCC is a crucial element in the 
agency’s compliance with Homeland Security Presidential Directive (HSPD) 12.  Accurate and 
timely reporting are required as part of the ongoing access control efforts as mandated by HSPD-
12 and implementing directives. 
 

3.3.1 The Contractor’s Program Manager shall submit a contract personnel list to the 
SOC on the first working day of each month.  This report shall be identified by the contract  
name and FCC number, and shall list all contract personnel working at the FCC in the 
immediately previous month.   

 
3.3.2 The report shall highlight or list in some way those individuals who are no longer 

employed by the Contractor  or who are no longer working on the contract.  As well, any 
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additional contract personnel who have been successfully processed for work on the contract 
since the previous report shall also be noted. 

 
3.3.3 The report may be delivered electronically in MS Excel format.  The covering 

email should contain a statement of certification of accuracy and shall originate with the 
Contractor’s Program Manager or other Contractor executive personnel.  The author of the email 
shall be considered the signatory. 

 
3.3.4 No later than the 15th of each month, the SOC will notify the Contractor’s 

Program Manager, the author of the email covering the Monthly report (if different), the COTR 
and the Contracting Officer if the report is a) received after the first working day of the month, or 
b) contains errors in the listing.  The notification will identify the reason for the deficiency in the 
report. 

 
3.3.5 The first instance of either (a) or (b) in paragraph 3.3.4 above shall result in a Five 
Hundred Dollar ($500.00) penalty against the Contractor.  The assessed penalty shall increase in 
Five Hundred Dollar ($500.00) increments for each subsequent monthly report received either 
late or containing errors.  
 

3.4 Checkout Processing:   
 

3.4.1 All contract personnel are required to report to the SOC and complete the sign-out 
portion of the FCC A-600, FCC SOC Contract Personnel Record form at the termination of the 
Contract or the termination of their employment on the contract, whichever is sooner.  
 

3.4.2 This process verifies the access badge has been returned to the SOC by the 
contract personnel. 
 
(a) If the checkout processing is not completed by the contract personnel, the Contractor 
shall take action to ensure its accomplishment no later than thirty (30) calendar days after the 
employee's departure from the FCC. 
 
(b) The Contractor shall be liable to the FCC for an administrative processing charge of 
$150.00 (One Hundred Fifty Dollars), for each of their employees who leaves their duty 
assignment at the Commission and fails to complete the checkout processing within thirty (30) 
calendar days of departure.  The Commission’s selected banking institution handles collection 
and processing of all Commission administrative charges and, should payment become 
necessary, the Contractor will be provided the appropriate directions for an electronic funds 
transfer (EFT).    
 
(c) The Contractor shall be liable for any actual damages arising from a failure to ensure that 
the checkout processing occurs within the thirty (30) calendar days of the departure of contract 
personnel from the FCC. 
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24.0 ACCESSIBILITY CONSIDERATIONS  
 
The Federal Communication Commission (FCC) considers accessibility to information a priority 
for all employees and external customers, including individuals with disabilities.  The 
Government has established Requirements for Accessible Software Design.  When selecting 
computer hardware and software applications for use within the FCC’s computing environment, 
the Commission will require the Contractor to evaluate the hardware and software to determine 
its accessibility by users with disabilities to ensure the FCC supports its obligations under 
Section 508 of the Rehabilitation Act of 1973, 29 U.S.C. § 794d, as amended, and 36 C.F.R. Part 
1194.    
 
25.0 GENERAL 
 

a. Hours of Operation.  All required activity at the FCC Headquarters shall be 
accomplished during normal working hours, which are from 8:30 am to 5:30 pm, 
Monday through Friday. Contractor staff working onsite at the FCC will not be 
permitted to work on Saturdays, Sundays, or legal holidays unless authorized in 
writing by the CO. 

 
(1) Federal Holidays.  The FCC will be closed, and no contractor work will 
be authorized at FCC Headquarters, for the following holidays: 
 

New Year’s Day 
Inauguration Day (2009) 
Martin Luther King’s Birthday 
President’s Day 
Memorial Day 
Independence Day 
Labor Day 
Columbus Day 
Veteran’s Day 
Thanksgiving 
Christmas 

 
When one of the above-designated holidays falls on a Saturday, the preceding 
Friday will be observed as a legal holiday.  When one of the above designated 
holidays falls on a Sunday, the following Monday will be observed as a legal 
holiday. 
 

(2) Inclement Weather Days.  In the event of inclement weather, the Contractor 
is responsible for listening to the public media to determine if the FCC 
Headquarters has been closed as a result of the weather. 
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26.0 LIST OF FCC HEADQUARTER’S -ACCOUNTABLE PROPERTY AND 
SERVICES  

 
(a) The Contractor is authorized use of the types of property and services listed below, to the 
extent they are available, in the performance of this contract within the physical borders of the 
FCC Headquarters which may include buildings and space owned or directly leased by the FCC 
in close proximity to the FCC Headquarters, if so designated by the CO. 
 

(1) Office space and work area space, including desks, chairs, telephones, and personal 
computers.  Government telephones and computers are available for official purposes only.  
 
 (2) Building maintenance and utilities for facilities occupied by Contractor personnel. 
 
(b)  The Contractor shall not bring to FCC Headquarters for use under this contract any property 
owned or leased by the Contractor, or other property that the Contractor is accountable for under 
any other Government contract, without the Contracting Officer's prior written approval. 
 
27.0  STANDARDS OF CONDUCT AND RESTRICTIONS 
 
Contractor personnel shall not: 
 
 1. Conduct business not directly related to this contract on FCC premises; 
 

2. Use FCC computer systems and/or other FCC facilities for company or personal 
business; or 

 
 3. Recruit on FCC premises or otherwise act to disrupt official business. 
 
28.0 REMOVAL OF CONTRACTOR PERSONNEL 
 
The CO may require removal from work on the Contract of those Contractor employees who 
he/she deems incompetent, careless, insubordinate, unsuitable or otherwise objectionable, or 
whose continued employment on the contract he/she deems contrary to the public interest or 
inconsistent with the best interests of the FCC.   
 
In the event that the performance of assigned Contractor personnel or any substitute(s) is 
determined by the FCC to be unsatisfactory at any time during the life of the contract, the FCC 
reserves the right to request and receive satisfactory personnel replacement within five (5) 
calendar days of receipt by the Contractor of written notification.  To the extent permitted by 
law, the FCC’s written notification shall include the reason for requesting replacement personnel. 
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29.0  CLAUSES INCORPORATED BY REFERENCE 

 
52.204-9  Personal Identity Verification of Contractor Personnel    SEP  2007 

52.227-14  Rights in Data- General (Alternate III)   JUN 1987 

52.227-17  Rights in Data—Special Works    JUN 1987 

52.227-23  Rights to Proposal Data     JUN 1987  

52.237-3  Continuity of Services     JAN 1991 

 
30.0  LIST OF ATTACHMENTS  
The following attachments constitute part of this contract:       
           No. of 
Attachment Description     Date   Pages 

 
1 Non-Disclosure Agreement   N/A     1 

   
2 FCC FORMS: 

a.  FCC A-200, FCC Computer System  
     Application Access Assignment Form Jul. 2002    2 
 
b.  FCC A-600, FCC Security Operations 
     Center Contract Personnel Record  Apr. 2003    4 

 
3 FCC Instruction #1479.3, Computer 
 Security Program Directive   Jul. 2013   54 
 
4 Contracting Officer's Technical    

Representatives (COTR & TPOC) Delegations   TBD  
 

5 Quality Assurance Surveillance Plan (QASP)   TBD 
  

 6 FCC Policy Statement on the  
Prevention of Workplace Violence  Jun. 2003    1 
 

7 FCC Instruction #1139 “Management of 
Non-Public Information   Mar. 2012      6 

       
8 Past Performance Questionnaire   N/A     2 
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Quotation Cover Page 
 
 
Company Name:  
 
 
Name, Title, Email Address and Phone Number of Company Representative for 
GSA Orders:   
 
 
Payment Terms:  
 
 
GSA Schedule Number and expiration date:    
 
 
Please check business size:  (   ) Large    (   ) Small     (   ) Minority     (   ) Women-
owned 
 
 
TIN:  
DUNS:   
NAICS: 
Standard Product Code (SPC): 
 
Complete Mailing Address:     
 
 
 
Other Pertinent Information: 

 
 
 

  
Offer Acceptance Period (no less than 60 days from due date of proposal): 
 
 
 
Name, Title, Email Address and Phone Number of Person Authorized to Sign Offer: 
 
 
 
Signature: 
 
Date:  



         FCC RFQ08000031 
         Attachment 1 
 

NON-DISCLOSURE AGREEMENT 
 
I, ___________________________, as an 
employee/subcontractor/consultant/representative of ____________________________ 
(Contractor), operating under the terms and conditions of Contract No. ______________ 
with the Federal Communications Commission (FCC), understand that during the course 
of performing duties relating to such contract or subcontract, I may be furnished or 
provided access to non-public information that is the property of, submitted for review or 
evaluation by, or collected or results from the performance of the contract between 
______________ (Contractor) and the FCC, and that such confidential/proprietary 
information shall be used only as directed. 

I certify that I will not disclose any non-public information to any Contractor employees 
nor to any non-contractor personnel except those who have been authorized in writing by 
the FCC to receive such information and who have executed the same or similar Non-
Disclosure Agreement. This agreement shall not be assigned, delegated nor any right or 
duty hereunder be transferred to any other individual or organization.  I understand that 
the prohibition on disclosure of the protected information is an ongoing obligation and 
does not terminate with completion of the contract work. 

CONFLICT OF INTEREST 

In connection with performance of my work under or relating to this contract, I agree to 
abide by provisions contained in the contract’s Conflict of Interest clause.  I further agree 
that I will not will not dispute the validity of, nor take positions inconsistent with, the 
work product generated for the FCC in connection with this contract.  
 
 

Signature   Printed Name         Date  
 
 

Title 
 
 

Company   Address 
 
 
Witness   Printed Name    Date 
 



























































































































                                                                                                                        RFQ08000031 

 
 

ATTACHMENT  6 
 
 

FCC POLICY STATEMENT ON THE PREVENTION 
OF WORKPLACE VIOLENCE 

 
The Federal Communications Commission’s policy is to maintain a safe work 
environment that is free from any form of violence.  The FCC is committed to 
working with employees and the National Treasury Employees Union to promote 
a work environment free from violence, threats, harassment, intimidation, and 
other inappropriate behavior.  FCC policy prohibits violence, threats, 
harassment, intimidation or other inappropriate behavior that causes fear for 
personal safety.   
 
While workplace violence is not pervasive at the FCC, no organization is 
immune.  Incidents can arise from non-work related situations, such as domestic 
violence, that move into the workplace.  Disputes involving employees, 
supervisors, contractors, visitors, or members of the public can also be sources 
of potential violence. 
 
Violence, threats, harassment, intimidation, and other inappropriate behavior in 
our workplace will not be tolerated.  Such behavior can include oral or written 
statements, gestures, or expressions that communicate a direct or indirect threat 
of physical harm.  All reports of incidents will be taken seriously and will be dealt 
with in an appropriate manner.  Individuals who commit such acts may be 
removed from the premises and may be subject to disciplinary action, criminal 
penalties, or both.  
 
All employees are encouraged to promote a safe working environment.  Do not 
ignore violent, threatening, harassing, intimidating or other inappropriate 
behavior that causes fear for personal safety.  If you observe or experience such 
behavior by anyone, employee or otherwise, report it to a supervisor in your 
chain of command or the Security Office immediately.  Supervisors and 
managers who receive such reports must contact the Security Office 
immediately.  Depending on the nature of the report, the Security Office may 
contact other FCC offices or the Federal Protective Service regarding 
investigating the incident and initiating appropriate action. 
 
In an emergency or other threatening situation at the Portals, contact the 
Security Office at 418-7884, the Federal Protective Service at 202-708-1111, or 
dial 911.  At all other locations, contact local authorities at 911.    















 

Attachment 8 

RFQ08000031, Change Management Support Services 

PAST PERFORMANCE QUESTIONNAIRE (PPQ) 

The Contractor shall complete the company specific information on this form, contact their clients, forward 
this form to their clients, and request that their clients complete it (verify/concur and score) and send it via 
email to at anthony.wimbush@fcc.gov (Phone: 202-418-0932).  This will expedite the response from each 
referenced source. 

Name of client organization:                                                                                                       
    

Project name and contract/task order number:               
          

Brief description of support provided:                                                                                                     
            
            
            
             

Total period of performance, dates, and total cost/price:              
                  
                                         
Number of contractor personnel assigned to the project, by skill category:     
            
            
           
 

SECTION 1: 

Name and Title of Technical Point of Contact (POC):      
   

Address of Technical POC:          
   

Telephone number of Technical POC:         
   

Date the Technical POC was contacted for this PPQ:        
  

Did you inform your client that a past performance questionnaire must be completed and returned to FCC 
by September 1, 1008 and that a FCC representative may contact him/her sometime after that date?  

 Yes  No  

 

Please BOLD the rating your Technical POC indicated he/she would give your project if contacted: 
1. Overall Technical Performance 

Excellent Very Good Good Fair Poor N/A 
2. Quality of work          

   



Excellent Very Good Good Fair Poor N/A 
3. Schedule Performance 

Excellent Very Good Good Fair Poor N/A 
4. Cost Performance  

Excellent Very Good Good Fair Poor N/A 

5. Did the contractor proactively identify risk areas, mitigate risks, and respond to emergency and critical 
situations?  Yes No 

6. Would your Technical POC use your company again?  Yes No 

 

SECTION 2: 

Name and Title of Contracting Point of Contact (POC):                                                 

Address of Contracting POC:           

Telephone number of Contracting POC:          

Date the Contracting POC was contacted for this PPQ:        

 

Did you inform your client that the PPQ must be completed and returned to FCC by September 1, 2008 and 
that a FCC representative may contact him/her sometime after that date?   Yes No  

Please BOLD the rating your Contracting POC indicated he/she would give your project if contacted: 
1. Overall Contractual Performance 

Excellent Very Good Good Fair Poor N/A 

2. Would your Contracting POC use your company again?  Yes No 
 

Employee(s) who made the contact with above-named client references:      
 


