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Section SF 1449 - CONTINUATION SHEET

SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following special
programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces; WHS Security,
Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign; WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning, WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management,; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with

all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.



3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 19 Contractor personnel and 7
OPTIONAL CONTRACTOR PERSONNEL listed herein:

3.1 Security Specialist Support Services: Requirement for One (1) Security Specialist to provide advice,
recommendations, and documentation support to multiple offices in all areas of the security program management. The
Contractor shall coordinate Information Security, Physical Security, Personnel Security, Operations Security,
Communications Security, and Industrial Security. Improve the overall security programs. Services include but are
not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

32 Facilities Specialist Support Services: Requirement for One (1) Senior Facilities Specialist and One (1)
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.2.2  Makes recommendations during the design and construction processes and assist in maintenance of facilities
records including plans and configurations. Provides build-out drawings for tenant review and investigates
technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in
accordance with Government regulations and make recommendations for improvement. Services shall include but are
not limited to:

3.3.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for One (1) Communications Specialists and
One (1) Web Site and Graphics Specialist to provide policy advice, program execution and product development in
support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external communications planning and products, media relation’s support, special
events coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,



speeches, web site content, reports, press and promotional materials for publication and

support for program objectives.
3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives. Services shall include but are not
limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.
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3.7 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.

3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards, Commissions
and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for three (3) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.
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3.11 OPTIONAL Junior Security Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Security Specialist to provide advice, recommendations, and documentation support to multiple offices in all areas of
the security program management. The Contractor shall coordinate Information Security, Physical Security, Personnel
Security, Operations Security, Communications Security, and Industrial Security. Improve the overall security
programs. Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

3.12 OPTIONAL Junior Facilities Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of facilities
records including plans and configurations. Provides build-out drawings for tenant review and investigates
technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

3.13 OPTIONAIL Communications Management Support Services: Requirement for One (1) (OPTIONAL)
Communications Specialists to provide policy advice, program execution and product development in support of
information and communications programs management. The Contractor shall provide public affairs services
including internal and external communications planning and products, media relation’s support, special events
coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,

speeches, web site content, reports, press and promotional materials for publication and

support for program objectives.
3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

3.14 OPTIONAL Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services:
Requirement for One (1) (OPTIONAL) Continuity of Operations (COOP) Specialist and One (1) (OPTIONAL)
Antiterrorism (AT) Specialist to provide analytical and logistical support. The Contractor shall provide professional
project management skills to support emergency, AT and business continuity capabilities in accordance with
Government regulations. Services shall include but are not limited to:
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3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.

3.14.2  Aantiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 OPTIONAIL Management Analysis and Reporting Support Services: Requirement for Two (2)
(OPTIONAL) Management Analyst to provide advice, recommendations, and documentation in support of all
management analysis and reporting. The Contractor shall develop and present management reports, analyses and
objectives. Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.
3.15.2 Develop management reporting metrics, life cycle project cost and analyses.
3.15.3 Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the contract,
a Performance Management Plan (PMP), that shall be used as a foundation for technical direction, resources
management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e Planned initiatives and key events
e  Staffing Plan
e  Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. It is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.

4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

o Existing and potential problem areas and proposed resolution and timelines

e Recommendations for improvements

Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15" day of each month
beginning no later than 30 days after contract award.
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5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.

The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Basic facilities such as work space and its
associated operating requirements (i.e., phones, desks, utilities, information technology, and general office supplies)
will be provided while working in Government facilities.

6.2 Information and Documentation - The Government shall provide information, documentation, materials and
forms unique to the Government for supporting the task. All Government unique information and documentation
related to this requirement, which is necessary for Contractor performance, will be made available to the Contractor.
The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES

9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.

New Year’s Day
Dr. Martin Luther King, Jr.’s Birthday
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President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted administrative
leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to the
provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.

10.1.2  If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

10.1.3  In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the



10.1.4

10.1.5
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Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive and are in addition
to any other rights and remedies of the Government provided by law or under this contract.

The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate
of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (i) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse or
minor child, or organization in which he/she serves as officer, director, trustee, general partner or personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(c) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

11.1.4

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.

If after award, the Contractor discovers a personnel’s financial conflict of interest, with respect to this
contract, it shall make an immediate and full disclosure in writing to the Contracting Officer. The
disclosure shall include identification of the conflict, the manner in which it arose, and a description of the
action the Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The
Government may, however, terminate the contract.

11.1.5 Inthe event that the Contractor was aware of a personnel’s financial conflict of interest

prior to award of this contract and did not disclose the conflict to the Contracting Officer or becomes aware
of an personnel’s financial conflict of interest after award of this contract and does not disclose the conflict
of interest within ten (10) working days of becoming aware of such conflict, the Government may terminate
the contract and the Contractor shall not be entitled to reimbursement of any cost incurred in performing
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DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following Delivery Schedule item has been added to CLIN 0006:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following Delivery Schedule item has been added to CLIN 0007:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following Delivery Schedule item has been added to CLIN 0008:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1002:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1003:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1004:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1005:

UIC

UIC

UIC

UIC

UIC

UIC

UIC
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DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1006:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1007:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 1008:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2007 TO N/A N/A
31-MAR-2008 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2001:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2002:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2003:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2004:

UIC

UIC

UIC

UIC

UIC

UIC

UIC
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DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2005:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2006:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2007:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

The following Delivery Schedule item has been added to CLIN 2008:

DELIVERY DATE QUANTITY SHIP TO ADDRESS
POP 01-APR-2008 TO N/A N/A
31-MAR-2009 FOB: Destination

INSPECTION AND ACCEPTANCE

The following Acceptance/Inspection Schedule was added for CLIN 0002:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0003:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0004:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0005:

UIC

UIC

UIC

UIC

UIC

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government
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INSPECT AT INSPECT BY ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0006:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0007:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 0008:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1002:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1003:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1004:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1005:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1006:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1007:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 1008:
INSPECT AT INSPECTBY  ACCEPT AT

Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 2001:
INSPECT AT INSPECTBY  ACCEPT AT

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
Government

ACCEPT BY
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Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2002:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2003:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2004:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2005:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2006:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2007:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 2008:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following have been modified:
SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following
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special programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces; WHS
Security, Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign, WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning; WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with

all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.
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3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 19 Contractor personnel and 7
OPTIONAL CONTRACTOR PERSONNEL listed herein:

3.1 Security Specialist Support Services: Requirement for One (1) Security Specialist to provide advice,
recommendations, and documentation support to multiple offices in all areas of the security program management. The
Contractor shall coordinate Information Security, Physical Security, Personnel Security, Operations Security,
Communications Security, and Industrial Security. Improve the overall security programs. Services include but are
not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

32 Facilities Specialist Support Services: Requirement for One (1) Senior Facilities Specialist and One (1)
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

322 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in accordance
with Government regulations and make recommendations for improvement. Services shall include but are not limited
to:

3.3.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for One (1) Communications Specialists
and One (1) Web Site and Graphics Specialist to provide policy advice, program execution and product development
in support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external communications planning and products, media relation’s support, special
events coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
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support for program objectives.
3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives. Services shall include but are not
limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.
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37 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.

3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards,
Commissions and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for three (3) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.
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3.11 OPTIONAL Junior Security Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Security Specialist to provide advice, recommendations, and documentation support to multiple offices in all areas of
the security program management. The Contractor shall coordinate Information Security, Physical Security, Personnel
Security, Operations Security, Communications Security, and Industrial Security. Improve the overall security
programs. Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

3.12 OPTIONAL Junior Facilities Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

3.13 OPTIONAIL Communications Management Support Services: Requirement for One (1) (OPTIONAL)
Communications Specialists to provide policy advice, program execution and product development in support of
information and communications programs management. The Contractor shall provide public affairs services
including internal and external communications planning and products, media relation’s support, special events
coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,

speeches, web site content, reports, press and promotional materials for publication and

support for program objectives.
3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

3.14 OPTIONAL Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services:
Requirement for One (1) (OPTIONAL) Continuity of Operations (COOP) Specialist and One (1) (OPTIONAL)
Antiterrorism (AT) Specialist to provide analytical and logistical support. The Contractor shall provide professional
project management skills to support emergency, AT and business continuity capabilities in accordance with
Government regulations. Services shall include but are not limited to:

3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.
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3.14.2  Antiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 OPTIONAL Management Analysis and Reporting Support Services: Requirement for Two (2)
(OPTIONAL) Management Analyst to provide advice, recommendations, and documentation in support of all
management analysis and reporting. The Contractor shall develop and present management reports, analyses and
objectives. Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.
3.15.2 Develop management reporting metrics, life cycle project cost and analyses.
3.15.3 Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.

3.16 Junior Administration Assistant: Requirement for One (1) Junior Administration Assistant to provide advice,
recommendations, and documentation in support of various office functions. These administrative tasks include but not
limited to: Research and prepare graphic presentations;perform typing, proofreading, filing, and databases management,
compile data of operating unit programs, policies, and procedures, compose reports and correspondence containing
decisions of designated manager; and assist in conference facility management and supply management.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the
contract, a Performance Management Plan (PMP), that shall be used as a foundation for technical direction,
resources management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e  Planned initiatives and key events
e  Staffing Plan
¢  Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. Tt is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.

4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

o Existing and potential problem areas and proposed resolution and timelines

¢ Recommendations for improvements
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Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15™ day of each month
beginning no later than 30 days after contract award.

5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.

The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Basic facilities such as work space and its
associated operating requirements (i.e., phones, desks, utilities, information technology, and general office supplies)
will be provided while working in Government facilities.

6.2 Information and Documentation - The Government shall provide information, documentation, materials
and forms unique to the Government for supporting the task. All Government unique information and
documentation related to this requirement, which is necessary for Contractor performance, will be made available to
the Contractor. The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES

9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.
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New Year’s Day

Dr. Martin Luther King, Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted
administrative leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to
the provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.

10.1.2  If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

10.1.3  In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the
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Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive and are in
addition to any other rights and remedies of the Government provided by law or under this contract.

The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate
of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (1) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i1) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse
or minor child, or organization in which he/she serves as officer, director, trustee, general partner or
personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(¢) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

11.1.4

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.

If after award, the Contractor discovers a personnel’s financial conflict of interest, with respect to this
contract, it shall make an immediate and full disclosure in writing to the Contracting Officer. The
disclosure shall include identification of the conflict, the manner in which it arose, and a description of the
action the Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The
Government may, however, terminate the contract.

11.1.5 In the event that the Contractor was aware of a personnel’s financial conflict of interest

prior to award of this contract and did not disclose the conflict to the Contracting Officer or becomes aware
of an personnel’s financial conflict of interest after award of this contract and does not disclose the conflict
of interest within ten (10) working days of becoming aware of such conflict, the Government may
terminate the contract and the Contractor shall not be entitled to reimbursement of any cost incurred in






HQO0034-06-F-1080

AMENDMENT OF SOLICITATION/MOMFICATION OF CONTRACT

1. CONTRACTID CODE PAGE OF PAGES

J 1 15

2. AMENDMENTMODIFICATION NO.
POO00O2

3. EFFECTIVE DATE

21-Jul-2006

4. REQUISITIONPURCHASE REQ. NG,
H8126860320002000

S PROJECTNC{Ifapplicable)

& ISSUED BY CODE
WHE, ACQUISITION & PROCUREMENT OFFICE

1155 DEFENSE PENTAGON

RPM SUITE 12063

YEEHINGTON DC 203071-1155

HO00324 T ADMINISTERED BY (It other than itenié)

ROBELYN PLAZA NORTH, SUITE 12063
1155 DEFENSE PENTAGON
VWASHINGTON DC 20301-1155

DODAMHSACQUISITION & PROCUREMENT OFFICE

CODE | HO0034

JARDON & HOWARD TECHNOLOGIES INC
13501 INGENUITY DR SUITE 200
ORLANDO FL 32826-3009

8 NAME AND ADDRESSOF CONTRACTOR. (No., Sreet, Comty, State and Zip Code}

94 AMENDMENT OF SOLICTTATION N

9B. DATED (SEE ITEM 11)

10A MOD. OF CONTRACT /ORDER N¢»

X | HA0034-06-F-1080
10B. DATED {SEE ITEM 13}
CODE  ONFS8 |FACILITY CODE X | 28-Mar-2006

11. THISITEM ONLY APPLIES T AMENDMENT S OF SOLICIT ATIONS

{a) By conpleting Tteur § and 15, and refuming

I:lThe above nundrered golicibation i amended az zef forth in Trem14. The honr and date speatied for receipt of Ofter

copies ofthe amendment: (b) By acknowledging receipt ofthis amendment on

|:| is extended,

Cffer nmst acknowl edge receipt ofthis anendigent prior to the hour and date speafied in the solicitation or as arended by one ofthe Bl owing methods:

I:l 1 not extended.

each copy ofthe offer subnatted:

or (¢} By separate letter or telegramwhich inclucles areference to the golicitation and amendiment oo ers. FAILURE OF YOUR ACKNOWLED GMENTTO BE
RECEIVED ATTHE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECTFIED MAY RESULTIN
REJECTION OF YOUR OFFER. Ifby virtue ofthiz anendment vou desire to change an offer already submitted, snch change ooy be nade by telegramar Letter,
provided each tel egramor letter nnlies reference to the solicitation and this amenchment, and is received prior to the opening hiour and date specified.

See Schedule

12, ACCOUNTING AND APPROPRIAT ION DAT A (If required)

13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A
CONTRACT ORDER NG INITEM 10A

THIS CHANGE ORDER ISTSSUED PURSITANT TO: (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE

B. THE ABOVE NUMBERED CONTRACT /ORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE S (such a8 changes in paving
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

FAR Part 52.243-4 Changes

¥ [¢ THISHTPPLEMENT AL AGREEMENT ISENTERED INT O PURSJANT TO AUTHORITY OF:

[, OTHER {Specify tvpe of modification and aut hority)

E. IMPORTANT: Contractor D is not,

12 required to sign this document and retwn 1

copies to the waung office.

whete feasible )
Modification Control Nmnber:

paynen061533
The purpose of this madification is to fill all Optional Positions.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print)

NADINE PAYNE / CONTRACT ING OFFICER
TEL: 703-696-2005

16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )

EMAIL:  nadine payne@whs.mil

I5B, CONTRACT OR/OFFEROR

(Sgmatire of person authorized to sign}

15 DATE SIGNED

e

BY .~ oo

£

L6B. UNITED STATES OF AMERICA

16C. DATE SJGNED

21-Jul-2006

{Hignatwe of Contracting Officer)

EXCEPTION TO SF 30
APPROVED BY OIEM 11-84

30-105-04

STANDARD FORM 30 {Rev. 10-83)
Prescribed by GSA
FAR {48 CFR}) 53.243










HQO0034-06-F-1080

To:

DELIVERY DATE

POP 01-APR-2006 TO

31-MAR-2007

DELIVERY DATE

POP 01-AUG-2006 TO

31-MAR-2007

QUANTITY

N/A

QUANTITY

N/A

SHIP TO ADDRESS

N/A
FOB: Destination

SHIP TO ADDRESS

N/A
FOB: Destination

The following Delivery Schedule item for CLIN 0005 has been changed from:

To:

DELIVERY DATE

POP 01-APR-2006 TO

31-MAR-2007

DELIVERY DATE

POP 01-AUG-2006 TO

31-MAR-2007

QUANTITY

N/A

QUANTITY

N/A

SHIP TO ADDRESS

N/A
FOB: Destination

SHIP TO ADDRESS

N/A
FOB: Destination

The following Delivery Schedule item for CLIN 0006 has been changed from:

To:

DELIVERY DATE

POP 01-APR-2006 TO

31-MAR-2007

DELIVERY DATE

POP 01-AUG-2006 TO

31-MAR-2007

QUANTITY

N/A

QUANTITY

N/A

SHIP TO ADDRESS

N/A
FOB: Destination

SHIP TO ADDRESS

N/A
FOB: Destination

The following Delivery Schedule item for CLIN 0007 has been changed from:

To:

DELIVERY DATE

POP 01-APR-2006 TO

31-MAR-2007

QUANTITY

N/A

SHIP TO ADDRESS

N/A
FOB: Destination

UIC

UIC

UIC

UIC

UIC

UIC

UIC



HQO0034-06-F-1080

DELIVERY DATE QUANTITY SHIP TO ADDRESS UIC
POP 01-AUG-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following Delivery Schedule item for CLIN 0008 has been changed from:

DELIVERY DATE QUANTITY SHIP TO ADDRESS UIC
POP 01-APR-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

To:
DELIVERY DATE QUANTITY SHIP TO ADDRESS UIC
POP 01-AUG-2006 TO N/A N/A
31-MAR-2007 FOB: Destination

The following have been modified:
SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following
special programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces; WHS
Security, Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign, WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning, WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with
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all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.
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3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 19 Contractor personnel and 7
OPTIONAL CONTRACTOR PERSONNEL listed herein:

3.1 Security Specialist Support Services: Requirement for One (1) Security Specialist to provide advice,
recommendations, and documentation support to multiple offices in all areas of the security program management. The
Contractor shall coordinate Information Security, Physical Security, Personnel Security, Operations Security,
Communications Security, and Industrial Security. Improve the overall security programs. Services include but are
not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

32 Facilities Specialist Support Services: Requirement for One (1) Senior Facilities Specialist and One (1)
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

322 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in accordance
with Government regulations and make recommendations for improvement. Services shall include but are not limited
to:

3.3.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for One (1) Communications Specialists
and One (1) Web Site and Graphics Specialist to provide policy advice, program execution and product development
in support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external communications planning and products, media relation’s support, special
events coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
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support for program objectives.
3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives. Services shall include but are not
limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.
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37 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.

3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards,
Commissions and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for three (3) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.
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3.11 OPTIONAL Junior Security Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Security Specialist to provide advice, recommendations, and documentation support to multiple offices in all areas of
the security program management. The Contractor shall coordinate Information Security, Physical Security, Personnel
Security, Operations Security, Communications Security, and Industrial Security. Improve the overall security
programs. Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.

3.12 OPTIONAL Junior Facilities Specialist Support Services: Requirement for One (1) (OPTIONAL) Junior
Facilities Specialists to provide advice, recommendations, and documentation in support of facilities program
management. The Contractor shall coordinate office space allocations, renovations and relocations. Services shall
include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

3.13 OPTIONAIL Communications Management Support Services: Requirement for One (1) (OPTIONAL)
Communications Specialist with a minimum of five years experience in communications, public affairs, public
relations, marketing, event planning, journalism or a related field to provide police advice, program execution and
product development in support of information and communications programs management. The Contractor shall
provide public affairs services including internal and external emergency communications planning and products,
media relation’s support, special events coordination, community outreach, crises communications, new employee
orientation program and other strategic communications practices and innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.

3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, websites and
promotional materials; develop graphics-enhanced presentations, photography and video productions; and
provide support for program objectives.

3.13.3 Prepare program agenda and develop printed materials with corresponding website content; Present
organization mission and objectives to new employees.

Outputs: Public affairs related products.

3.14 OPTIONAL Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services:
Requirement for One (1) (OPTIONAL) Continuity of Operations (COOP) Specialist and One (1) (OPTIONAL)
Antiterrorism (AT) Specialist to provide analytical and logistical support. The Contractor shall provide professional
project management skills to support emergency, AT and business continuity capabilities in accordance with
Government regulations, have the ability to travel and attend government-sponsored training. The Contractor shall also
prepare accurate and detailed meeting minutes. Services shall include but are not limited to:
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3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.
Develop and conduct Business Impact Analysis.

3.14.2  Antiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 OPTIONAL Management Analysis and Reporting Support Services: Requirement for Two (2)
(OPTIONAL) Management Analyst to provide advice, recommendations, and documentation in support of all
management analysis and reporting. The Contractor shall develop and present management reports, analyses and
objectives, have the ability to resolve customer issues related to the Defense Travel System (DTS) and have
experience with a helpdesk operation. Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.

3.15.2 Develop management reporting metrics, life cycle project cost and analyses.

3.15.3 Develop manpower, internal management controls, and strategic planning programs.

3.15.4 Analyze shared services and other Directorate programs (Defense Travel System, Management Control,
Continuity of Operations, Anti-terrorism, corporate communications)

3.15.5 Prepare written reports from analytical projects, including sound recommendations for action

3.15.6 Prepare and present briefings/training

3.15.7 Lead small group meetings and prepare accurate meeting minutes

3.15.8 Prepare plans and track process against plans through follow-up actions

3.15.9 Coordinate work with WHS and OSD offices

Outputs: Produce quality programs, documentation, and reports.

3.16 Junior Administration Assistant: Requirement for One (1) Junior Administration Assistant to provide advice,
recommendations, and documentation in support of various office functions. These administrative tasks include but not
limited to: Research and prepare graphic presentations; perform typing, proofreading, filing, and databases management,
compile data of operating unit programs, policies, and procedures, compose reports and correspondence containing
decisions of designated manager; and assist in conference facility management and supply management.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the
contract, a Performance Management Plan (PMP), that shall be used as a foundation for technical direction,
resources management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e  Planned initiatives and key events
e  Staffing Plan
e Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. 1t is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.
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4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

e Existing and potential problem areas and proposed resolution and timelines

¢ Recommendations for improvements

Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15™ day of each month
beginning no later than 30 days after contract award.

5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.

The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Basic facilities such as work space and its
associated operating requirements (i.e., phones, desks, utilities, information technology, and general office supplies)
will be provided while working in Government facilities.

6.2 Information and Documentation - The Government shall provide information, documentation, materials
and forms unique to the Government for supporting the task. All Government unique information and
documentation related to this requirement, which is necessary for Contractor performance, will be made available to
the Contractor. The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES
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9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.

New Year’s Day

Dr. Martin Luther King, Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted
administrative leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to
the provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.
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If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the
Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive and are in
addition to any other rights and remedies of the Government provided by law or under this contract.

The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate
of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (1) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i1) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse
or minor child, or organization in which he/she serves as officer, director, trustee, general partner or
personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(¢) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION SF 30 - BLOCK 14 CONTINUATION PAGE

The following have been added by reference:

252.232-7003 Electronic Submission of Payment Requests MAY 2006

The following have been added by full text:
INVOICING INSTRUCTIONS
INVOICE INSTRUCTIONS (WHS, A&PO Aug 2000)

In compliance with DFARS 252.232-7003, “Electronic Submission of Payment Request (March 2003)”,
Washington Headquarters Services, Acquisition & Procurement Office (WHS, A&PO) utilizes WAWF-RA to
electronically process vendor request for payment. The contractor is required to utilize this system when submitting
invoices and receiving reports under this contract.

The contractor shall (1) ensure an Electronic Business Point of Contract is designated in Central Contractor
Registration at http;//www.ccr.gov and (ii) register to use WAWF-RA at the https;//wawf.eb.mil, within ten (10)
days after award of the contract or modification incorporating WAWF-RA into the contract. Step by step
procedures to register are available at https://wawf.eb.mil

The WHS WAWF-RA point of contact for this contract is the COR and can be reached at 703-601-2554 ext 113 or
email: frank. wilson@whs.mil. The contractor is directed to use the “2-in-1” format when submitting invoices and
receiving reports. When entering the invoice into WAWF-RA enter in the following fields these DoDAAC or
DoDAAC extensions:

“Issue by DoDAAC” field enter HQ0034

“Admin DoDAAC” field enter HQ0034

“Payment DoDAAC” field enter HQ0338

“Ship to Code/EXT” field enter HQ0034 OSDTM2

“Inspect By DoDAAC/EXT” field HQ0148

“LPO DoDAAC/EXT fields (Ieave blank) ALWAYS leave blank.

In some situations WAWEF-RA system will pre-populate the “Issue By DoDAAC”, Admin DoDAAC” and
“Payment DoDAAC”. Contractor shall verify these DoDAACs automatically entered by the WAWF-RA system
match the above information. If these DoDAACs do not match then the contractor shall correct the field(s) and
notify the contracting officer of the discrepancy (ies).

Shipment numbers must be formatted as follows:

For Services, enter “SER” followed by the last 4 digits of the invoice number.
For Construction, enter ‘CON’ followed by the last 4 digits of the invoice number.

For Supplies, enter “SUP’ followed by the last 4 digits of the invoice number.
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION SF 1449 - CONTINUATION SHEET
SOLICITATION/CONTRACT FORM
The total cost of this contract was increased by $2,470,891.72 from $2,168,208.44 to $4,639,100.16.

SUPPLIES OR SERVICES AND PRICES

CLIN 1001
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1002
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1003
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1004
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1005
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1006
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.

CLIN 1007
The option status has changed from Option to Option Exercised.
The specification number 5537 has been added.
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additional notification to the government is important to ensure that the appropriate persons are aware that the
invoice documents have been submitted into the WAWF-RA system.

(End of Summary of Changes)
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13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A THISCHANGE ORDER ISISSUED PURSUTANT T (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NG INITEM 10A

B. THE ABOVE NUMBERED CONTRACT /ORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE S (such a8 changes in paving
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

9]

THIS SUPPLEMENT AL AGREEMENT ISENTERED INT O PURSTANT TO AUTHORITY OF:

X [[. OTHER {Specify tvpe of modification and authority)
Bilateral modification pursuant to mutual agreement of contract parties.

E. IMPORTANT: Contractor ‘:’ 18 not. 12 required to sign this document and retwn 1 copies to the waung office.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter
whete feasible )
Madification Control Number:  skodaca08914
The purpose of this modification is to add contract line item 2009 and correct invaicing instructions.

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print) 16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )
EDWARD CHEVALIER / CONTRACTING OFF ICER
TEL: (708} 583-1265 EMAIL: ed.chevalier@nhs.mil
13B. CONTRACT OR/OFFEROR 15 DATE SIGNED  [16B. UNITED STATES OF AMERICA 16C. DATE JIGNED
BY D1-May-2008
(Sgmatire of person authorized to sign} {Hignatwe of Contracting Officer)
EXCEPTION TO & 30 30-105-04 ST AND ARD FORM 30 (Rev. 10-83)

APPROVED BY OIEM 11-84 Prescribed by GSA

FAR (48 CFR} 53.243













AMENDMENT OF SOLICITATION/MOMFICATION OF CONTRACT

1. CONTRACTID CODE

PAGE OF PAGES

J 1 5

2. AMENDMENTMODIFICATION NO.
POO008

3. EFFECTIVE DATE

14-May-2008

4. REQUISITIONPURCHASE REQ. NG,
SEE SCHEDULE

S PROJECTNC{Ifapplicable)

& ISSUED BY CODE
WHS ACQUISITION & PROCUREMENT OFFICE

1700N. MOORE STREET

SUITE 1425

H20034

T ADMINISTERED BY {Mfother than items)

DODAMHSACQUISITION & PROCUREMENT OFFICE
ROSSLYN PLAZA NORTH, SUITE 12063

1155 DEFENSE PENTAGON

VWASHINGTON DC 20301-1155

CODE | HO0034

ROSELYN VA 22208-1201

8 NAME AND ADDRESSOF CONTRACTOR. (No., Sreet, Comty, State and Zip Code}
JARDON & HOWARD TECHNOLOGIES INC

94 AMENDMENT OF SOLICTTATION N

13501 INGENUITY DR SUITE 200

ORLANDO FL 32526-3009 9B. DATED (SEE ITEM 11)

X 10A MOD. OF CONTRACT /ORDER N¢»
H20034-06-F-1080

10B. DATED {SEE ITEM 13}
[FACILITV CODE X | 28-Mar-2008

CODE  ONFS8

11. THISITEM ONLY APPLIES T AMENDMENT S OF SOLICIT ATIONS

I:lThe above nundrered golicibation i amended az zef forth in Trem14. The honr and date speatied for receipt of Ofter |:| 13 extended,

Cffer nmst acknowl edge receipt ofthis anendigent prior to the hour and date speafied in the solicitation or as arended by one ofthe Bl owing methods:

I:l 1 not extended.

copies ofthe amendment: (b) By acknowledging receipt efthis amendment on each copy ofthe offer submitred:
or (¢} By separate letter or telegramwhich inclucles areference to the golicitation and amendiment oo ers. FAILURE OF YOUR ACKNOWLED GMENTTO BE
RECEIVED ATTHE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECTFIED MAY RESULTIN

REJECTION OF YOUR OFFER. Ifby virtue ofthiz anendment vou desire to change an offer already submitted, snch change ooy be nade by telegramar Letter,
provided each tel egramor letter nnlies reference to the solicitation and this amenchment, and is received prior to the opening hiour and date specified.

{a) By conpleting Tteur § and 15, and refuming

12, ACCOUNTING AND APPROPRIAT ION DAT A (If required)
See Schedule

13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A THISCHANGE ORDER ISISSUED PURSUTANT T (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NG INITEM 10A

B. THE ABOVE NUMBERED CONTRACT /ORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE S (such a8 changes in paving
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

¥ [¢ THISHTPPLEMENT AL AGREEMENT ISENTERED INT O PURSJANT TO AUTHORITY OF:
Per mutual agreement betw een the contracting parties.

[, OTHER {Specify tvpe of modification and aut hority)

E. IMPORTANT: Contractor ‘:’ 18 not. 12 required to sign this document and retwn 1 copies to the waung office.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter
whete feasible )
Madification Control Number:  ellismar08995

A. Modification is written to add additional administrative support services.

B. Add SubCLINs 2009AA and 2009AB to add additional administrative support services and change invoicing instructions.

C. No further changes.

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print) 16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )
LISAM. MAASS / CONTRACT ING OFFICER
TEL: 703-585-1105

16B. UNITED STATES OF AMERICA

el

EMAIL:  lisamaass@whs.mil

I5B, CONTRACT OR/OFFEROR 15 DATE SIGNED 16C. DATE SJGNED

e

BY <
{Hignatwe of Contracting Officer)

14-May-2008

(Sgmatire of person authorized to sign}
EXCEPTION TO &F 30
APPROVED BY OIEM 11-84

30-105-04 STANDARD FORM 3G (Rev. 10-83)
Prescribed by GSA

FAR (48 CFR} 53.243
















1. CONTRACTID CODE PAGE OF PAGES

AMENDMENT OF SOLICITATION/MOMFICATION OF CONTRACT

J 1 8
2 AMENDMENTMODIFICATION NO. 3 EFFECTIVE DATE |4 REQUISITION/PURCHASE REQ NO. 5 PROJECTNC (Happlicable)
PO00GY 10-Dec-2008 SEE SCHEDULE
4. ISSUED BY CODE HO0024 7. ADMINTSTERED BY (Tfother than iteme) CODE | HQ0034
DODMHSACQUISITION & PROCUREMENT OFFICE
WHS ACQUISITION &PROCUREMENT OFFICE ROSSLYN PLAZA NORTH, SUITE 12063
1700 N, MOORE STREET 1155 DEFENSE PENTAGON
SUITE 1425 WASHINGTON DC 20301-1155
ROSSLYN VA 222081801
& NAME AND ADDRESS OF CONTRACTCOR (No., Sreet, Comty, Sate and Zip Code) 9A AMENDMENT OF SOLICTT ATION N
JARDON & HOWARD TECHNOLOGIES INC
13501 INGEMUITY DR SUITE 300 ( - .
ORLANDO FL 37876-3009 9B DATED (SEE ITEN 11)

X 10A MOD. OF CONTRACT /ORDER N¢»
H20034-06-F-1080

10B. DATED {SEE ITEM 13}

CODE_ONFSS [FACILITY CODE X | 28-Mar-2006
11. THISITEN ONLY APPLIESTO AMENDMENT SOF SOLICIT ATIONS
I:lThe above nundrered golicibation i amended az zef forth in Trem14. The honr and date speatied for receipt of Ofter |:| 13 extended, I:l 1 not extended.

Cffer nmst acknowl edge receipt ofthis anendigent prior to the hour and date speafied in the solicitation or as arended by one ofthe Bl owing methods:

{a) By conpleting Tteur § and 15, and refuming copies ofthe amendment: (b) By acknowledging receipt efthis amendment on each copy ofthe offer submitred:
or (¢} By separate letter or telegramwhich inclucles areference to the golicitation and amendiment oo ers. FAILURE OF YOUR ACKNOWLED GMENTTO BE
RECEIVED ATTHE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECTFIED MAY RESULTIN

REJECTION OF YOUR OFFER. Ifby virtue ofthiz anendment vou desire to change an offer already submitted, snch change ooy be nade by telegramar Letter,
provided each tel egramor letter nnlies reference to the solicitation and this amenchment, and is received prior to the opening hiour and date specified.

12, ACCOUNTING AND APPROPRIAT ION DAT A (If required)
See Schedule

13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A THISCHANGE ORDER ISISSUED PURSUTANT T (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NG INITEM 10A

B. THE ABOVE NUMBERED CONTRACT /ORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE S (such a8 changes in paving
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

9]

THIS SUPPLEMENT AL AGREEMENT ISENTERED INT O PURSTANT TO AUTHORITY OF:

X [[. OTHER {Specify tvpe of modification and authority)
in accordance w/ FAR 52.212-4{c) Changes.

E. IMPORTANT: Contractor ‘:’ 18 not. 12 required to sign this document and retwn 1 copies to the waung office.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter
whete feasible )
Madification Control Nmnber:  condrenl081469
The purpose of this modification is to increase the scope of w ork to add tw o Senior Management Analysts and exchange one Jr. Admin
Asst. for a Jr. Management Analyst by descoping the Jr. Admin by four menths and adding the Analyst Il for four months. Alse to update the
WAWF instructions with a new contact e-mail address. All other terms and conditions remain the same.

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print) 16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )
EDWARD CHEVALIER / CONTRACTING OFF ICER
TEL: (708} 583-1285 EMAIL: ed.chevalier@nhs.mil
13B. CONTRACT OR/OFFEROR 15 DATE SIGNED  [16B. UNITED STATES OF AMERICA 16C. DATE JIGNED
BY 08-Dec-2008
(Sgmatire of person authorized to sign} {Hignatwe of Contracting Officer)
EXCEPTION TO & 30 30-105-04 ST AND ARD FORM 30 (Rev. 10-83)

APPROVED BY OIEM 11-84 Prescribed by GSA

FAR (48 CFR} 53.243






















INSPECT AT INSPECT BY ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 2011:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for SUBCLIN 2011AA:

INSPECT AT INSPECT BY  ACCEPT AT
N/A N/A N/A

The following Acceptance/Inspection Schedule was added for SUBCLIN 2011AB:

INSPECT AT INSPECT BY  ACCEPT AT
N/A N/A N/A

The following Acceptance/Inspection Schedule was added for CLIN 2012:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

(End of Summary of Changes)
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The following Acceptance/Inspection Schedule was added for CLIN 3006:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 3007:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 3008:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 3009:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 3010:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 3011:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for SUBCLIN 3011AA:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for SUBCLIN 3011AB:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
Destination Government Destination Government

The following Acceptance/Inspection Schedule was added for CLIN 3012:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4001:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4002:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government



HQO0034-06-F-1080
P00010
Page 27 of 27

The following Acceptance/Inspection Schedule was added for CLIN 4003:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4004:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4005:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 40006:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4007:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4008:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4009:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4010:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4011:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

The following Acceptance/Inspection Schedule was added for CLIN 4012:
INSPECT AT INSPECTBY  ACCEPT AT ACCEPT BY
N/A N/A N/A Government

(End of Summary of Changes)



1. CONTRACTID CODE PAGE OF PAGES

AMENDMENT OF SOLICITATION/MOMFICATION OF CONTRACT J ; .

2 AMENDMENTMODIFICATION NO. 3 EFFECIIVEDATE |4 REQUISITION/PURCHASE REQ NO. S PROJECTNO (Ifapplicable)
PO0011 24-Mar-2009 SEE SCHEDULE

& ISSUED BY CODE HO00324 7. ADMINISTERED BY {Ifother than item) COLE

WHS ACQUISITION & PROCUREMENT OFFICE
1777 NCRTH KENT ST See Item 6
SUITE 12063

ARLINGTON VA 22209

8. NAME AND ADDRESS OF CONTRACTOR {No., Sreet, Comty, Sate and Zip Code) 9A AMENDMENT OF SOLICIT ATION NO.
JARDON & HOWARD TECHNOLOGIES, INCORPORAT

13501 INGENUITY DR STE 300 - - :
ORLANDO FL 32876-3009 9B. DATED (SEE ITEM 11)

X 10A MOD. OF CONTRACT /ORDER N¢»
H20034-06-F-1080

10B. DATED {SEE ITEM 13}

CODE_ONFSS [FACILITY CODE X | 28-Mar-2006
11. THISITEN ONLY APPLIESTO AMENDMENT SOF SOLICIT ATIONS
I:lThe above nundrered golicibation i amended az zef forth in Trem14. The honr and date speatied for receipt of Ofter |:| 13 extended, I:l 1 not extended.

Cffer nmst acknowl edge receipt ofthis anendigent prior to the hour and date speafied in the solicitation or as arended by one ofthe Bl owing methods:

{a) By conpleting Tteur § and 15, and refuming copies ofthe amendment: (b) By acknowledging receipt efthis amendment on each copy ofthe offer submitred:
or (¢} By separate letter or telegramwhich inclucles areference to the golicitation and amendiment oo ers. FAILURE OF YOUR ACKNOWLED GMENTTO BE
RECEIVED ATTHE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECTFIED MAY RESULTIN

REJECTION OF YOUR OFFER. Ifby virtue ofthiz anendment vou desire to change an offer already submitted, snch change ooy be nade by telegramar Letter,
provided each tel egramor letter nnlies reference to the solicitation and this amenchment, and is received prior to the opening hiour and date specified.

12, ACCOUNTING AND APPROPRIAT ION DAT A (If required)
See Schedule

13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A THISCHANGE ORDER ISISSUED PURSUTANT T (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NG INITEM 10A

¥ [B. THE ABOVE NUMBERED CONTRACT /CORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE & (such ag changes i paying
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

9]

THIS SUPPLEMENT AL AGREEMENT ISENTERED INT O PURSTANT TO AUTHORITY OF:

[, OTHER {Specify tvpe of modification and aut hority)

E. IMPORTANT: Contractor 18 not. |:| 12 required to sign this document and retwn copies to the waung office.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter
whete feasible )
Madification Control Number:  condrenl09841
The purpose of this modification is to correct the LOA for CLINS 3001-3010. All other terms and conditions remain unchanged.

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print) 16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )
EDWARD CHEVALIER / CONTRACTING OFF ICER
TEL: (703) 696-4042 EMAIL:  ed.chevalier@whs.mil
13B. CONTRACT OR/OFFEROR 15 DATE SIGNED 16B. UNITED ST ATES OF AMERICA 16C. DATE JIGNED
BY 30-Mar-2009
(Sgmatire of person authorized to sign} {Hignatwe of Contracting Officer)
EXCEPTION TO & 30 30-105-04 ST AND ARD FORM 30 (Rev. 10-83)
APPROVED BY OIEM 11-84 Prescribed by GSA

FAR (48 CFR} 53.243
































































INSPECT AT INSPECT BY ACCEPT AT
Destination Government Destination

The following Acceptance/Inspection Schedule was added for CLIN 4013:
INSPECT AT INSPECTBY  ACCEPT AT
Destination Government Destination

(End of Summary of Changes)
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION SF 30 - BLOCK 14 CONTINUATION PAGE

The following have been added by full text:
SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

Revised: August 3, 2009

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following
special programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces; WHS
Security, Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign, WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning; WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with

all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.
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3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 36 Contractor personnel listed herein:

3.1 Security Specialist Support Services: Requirement for Two (2) Security Specialist/Analysts to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
32 Facilities Specialist Support Services: Requirement for One (1) Facilities Specialists to provide advice,

recommendations, and documentation in support of facilities program management. The Contractor shall coordinate
office space allocations, renovations and relocations. Services shall include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

322 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in accordance
with Government regulations and make recommendations for improvement. Services shall include but are not limited
to:

3.3.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for Two (2) Communications Specialists
and One (1) Web Site and Graphics Specialist to provide policy advice, program execution and product development
in support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external communications planning and products, media relation’s support, special
events coordination, community outreach, crises communications and other strategic communications practices and
innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.



HQ0034-06-F-1080
P00014
Page 4 of 13

3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Jr. Management Analyst,
Two (2) Sr. Management Analysts and Two (2) Management Analysts to provide advice, recommendations, and
documentation in support of all management analysis and reporting. The Contractor shall develop and present
management reports, analyses and objectives. Services shall include but are not limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.

3.7 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.
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3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards,
Commissions and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for Two (2) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.

3.11 Junior Security Specialist Support Services: Requirement for One (1) Junior Security Specialist to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
3.12 Junior Facilities Specialist Support Services: Requirement for One (1) Junior Facilities Specialists to provide

advice, recommendations, and documentation in support of facilities program management. The Contractor shall
coordinate office space allocations, renovations and relocations. Services shall include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.
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Outputs: Facilities related documents and presentations.
3.13 Communications Management Support Services: Requirement for One (1) Communications Specialist

with a minimum of five years experience in communications, public affairs, public relations, marketing, event
planning, journalism or a related field to provide police advice, program execution and product development in
support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external emergency communications planning and products, media relation’s
support, special events coordination, community outreach, crises communications, new employee orientation
program and other strategic communications practices and innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.

3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, websites and
promotional materials; develop graphics-enhanced presentations, photography and video productions; and
provide support for program objectives.

3.13.3 Prepare program agenda and develop printed materials with corresponding website content; Present
organization mission and objectives to new employees.

Outputs: Public affairs related products.

3.14 Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services: Requirement for One
(1) Continuity of Operations (COOP) Specialist and One (1) Antiterrorism (AT) Specialist to provide analytical and
logistical support. The Contractor shall provide professional project management skills to support emergency, AT and
business continuity capabilities in accordance with Government regulations, have the ability to travel and attend
government-sponsored training. The Contractor shall also prepare accurate and detailed meeting minutes. Services shall
include but are not limited to:

3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.
Develop and conduct Business Impact Analysis.

3.14.2 Antiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 Management Analysis and Reporting Support Services: Requirement for Two (2) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives, have the ability to resolve
customer issues related to the Defense Travel System (DTS) and have experience with a helpdesk operation.
Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.

3.15.2 Develop management reporting metrics, life cycle project cost and analyses.

Develop manpower, internal management controls, and strategic planning programs.

Analyze shared services and other Directorate programs (Defense Travel System, Management Control, Continuity
of Operations, Anti-terrorism, corporate communications)

Prepare written reports from analytical projects, including sound recommendations for action

Prepare and present briefings/training

Lead small group meetings and prepare accurate meeting minutes

Prepare plans and track process against plans through follow-up actions
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Coordinate work with WHS and OSD offices
Outputs: Produce quality programs, documentation, and reports.

3.16 Administration Assistants: Requirement forThree (3) Junior Administration Assistants and Two (2) Sr.
Administration Assistants to provide advice, recommendations, and documentation in support of various office
functions. These administrative tasks include but not limited to: Research and prepare graphic presentations; perform
typing, proofreading, filing, and databases management, compile data of operating unit programs, policies, and
procedures, compose reports and correspondence containing decisions of designated manager; and assist in conference
facility management and supply manage

3.17 Program Management Assistance: Requirement for One(1) Program Manager Assistant to provide advice,
recommendations, and documentation in support of all management analysis and reporting.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the
contract, a Performance Management Plan (PMP), that shall be used as a foundation for technical direction,
resources management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e  Planned initiatives and key events
e  Staffing Plan
¢  Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. 1t is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.

4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

e Existing and potential problem areas and proposed resolution and timelines

¢ Recommendations for improvements

Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15™ day of each month
beginning no later than 30 days after contract award.

5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.
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The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Basic facilities such as work space and its
associated operating requirements (i.e., phones, desks, utilities, information technology, and general office supplies)
will be provided while working in Government facilities.

6.2 Information and Documentation - The Government shall provide information, documentation, materials
and forms unique to the Government for supporting the task. All Government unique information and
documentation related to this requirement, which is necessary for Contractor performance, will be made available to
the Contractor. The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES

9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.

New Year’s Day

Dr. Martin Luther King, Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day
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Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted
administrative leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to
the provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.

10.1.2  If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

10.1.3  In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the
Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

10.1.4  The rights and remedies of the Government provided in this clause shall not be exclusive and are in
addition to any other rights and remedies of the Government provided by law or under this contract.

10.1.5 The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate
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of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (1) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i1) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse
or minor child, or organization in which he/she serves as officer, director, trustee, general partner or
personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(¢) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

11.1.4

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.

If after award, the Contractor discovers a personnel’s financial conflict of interest, with respect to this
contract, it shall make an immediate and full disclosure in writing to the Contracting Officer. The
disclosure shall include identification of the conflict, the manner in which it arose, and a description of the
action the Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The
Government may, however, terminate the contract.

11.1.5 In the event that the Contractor was aware of a personnel’s financial conflict of interest

11.1.6

12.0

prior to award of this contract and did not disclose the conflict to the Contracting Officer or becomes aware
of an personnel’s financial conflict of interest after award of this contract and does not disclose the conflict
of interest within ten (10) working days of becoming aware of such conflict, the Government may
terminate the contract and the Contractor shall not be entitled to reimbursement of any cost incurred in
performing this contract or payment of any fee. Further, such costs shall not be allocable or chargeable,
directly or indirectly, to any other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive

and are in addition to any other rights and remedies of the Government provided by law or under this
contract.

PAYMENT SCHEDULE:












1. CONTRACTID CODE PAGE OF PAGES

AMENDMENT OF SOLICITATION/MOMFICATION OF CONTRACT

J 1 11
2 AMENDMENT MODIFICATION NO. 3 EFFECTIVE DA'TE 4. REQUISITIONPURCHASE REQ. NG, S PROJECTNC{Ifapplicable)
PO0015 09-Nov-2000 SEE SCHEDULE
& ISSUFL BY CODE HO00324 T ADMINISTERED BY {Mfother than items) COLE | HOO034
WHS ACQUISITION & PROCUREMENT OFFICE
WHS ACQUISITION &PROCUREMENT OFFICE 1777 NORTH KENT ST
TITTNORTH KENT ST SUITE 12063
SUITE 12063 ARLINGTON VA 22209
ARLINGTON VA 22208-21332
8. NAME AND ADDRESS OF CONTRACTOR {No., Sreet, Comty, Sate and Zip Code) 9A AMENDMENT OF SOLICIT ATION NO.
JARDON & HOWARD TECHNOLOGIES, INCORPORAT
2710DISCOVERY DR STE 100 . . ~
ORLANDO FL 32575-3009 9B DATED (SEE ITEN 11)
X 10A MOD. OF CONTRACT/ORDER NC
H20034-06-F-1080
10B. DATED (<EE ITEM 13}
CODE__ONFO8 [FACILITV CODE X | 26-Mar-2006
11. THISITEN ONLY APPLIESTO AMENDMENT SOF SOLICIT ATIONS
I:lThe above nundrered golicibation i amended az zef forth in Trem14. The honr and date speatied for receipt of Ofter |:| 13 extended, I:l 1 not extended.

Cffer nmst acknowl edge receipt ofthis anendigent prior to the hour and date speafied in the solicitation or as arended by one ofthe Bl owing methods:

{a) By conpleting Tteur § and 15, and refuming copies ofthe amendment: (b) By acknowledging receipt efthis amendment on each copy ofthe offer submitred:
or (¢} By separate letter or telegramwhich inclucles areference to the golicitation and amendiment oo ers. FAILURE OF YOUR ACKNOWLED GMENTTO BE
RECEIVED ATTHE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECTFIED MAY RESULTIN

REJECTION OF YOUR OFFER. Ifby virtue ofthiz anendment vou desire to change an offer already submitted, snch change ooy be nade by telegramar Letter,
provided each tel egramor letter nnlies reference to the solicitation and this amenchment, and is received prior to the opening hiour and date specified.

12, ACCOUNTING AND APPROPRIAT ION DAT A (If required)

13 THISITEM APPLIESONLY TO MODIFICATIONS OF CONTRACT SORDERS
IT MODIFIES THE CONTRACT /ORDER N ASDESCRIBED IN ITEM 14

A THISCHANGE ORDER ISISSUED PURSUTANT T (Specify authority) THE CHANGES SET FORTH IN ITEM 14 ARE MADE IN THE
CONTRACT ORDER NG INITEM 10A

B. THE ABOVE NUMBERED CONTRACT /ORDER ISMODIFIED TO REFLECT THE ADMINISTRATIVE CHANGE S (such a8 changes in paving
office, appropriation date, etc. ) SET FORTH IN ITEM 14, PURSUANT TO THE AUTHORITY OF FAR 43.103(B)

9]

THIS SUPPLEMENT AL AGREEMENT ISENTERED INT O PURSTANT TO AUTHORITY OF:

X [[. OTHER {Specify tvpe of modification and authority)
AW FAR 52.212-4(c} "Changes”

E. IMPORTANT: Contractor ‘:’ 18 not. 12 required to sign this document and retwn 1 copies to the waung office.

14, DESCRIFTION OF AMENDMENT MODIFICATION (Organized by UCF section headings, including solicit ation/contract sulyect matter
whete feasible )
Madification Control Number:  condrenl1028
The purpose of this madification is to sw ap out tw © {2) positions in the SOW.

The SOWw ill change to eliminate one { 1) Management Analy st from Staffing Objective 3.6 and add one (1) Web Site and Graphics Specialist
to Staffing Objective 3.4. This modification shall have no effect on the total contract value.

All other terms and conditions remain unchanged.

Except as provided herein, all temx and conditions ofthe document referenced in Ttem9A or 104 as herefotore cianged, rennins unchanged and in il force and effect.

13A. NAME AND TITLE OF SIGNEE { Tvpe or print) 16A NAME AND TITLE OF CONTRACTING OFFICER (T vpe or print )
KRISTIN FULLER  CONTRACTING OFFICER
TEL: (708} 696-3559 EMAIL:  kristin.fuller@whs.mil
13B. CONTRACT OR/OFFEROR 15 DATE SIGNED  [16B. UNITED STATES OF AMERICA 16C. DATE JIGNED
F<_onMa =S o
BY i 08-Oct-2009
(Sgmatire of person authorized to sign} {Hignatwe of Contracting Officer)
EXCEPTION TO & 30 30-105-04 ST AND ARD FORM 30 (Rev. 10-83)
APPROVED BY OIEM 11-84 Prescribed by GSA

FAR (48 CFR} 53.243




HQ0034-06-F-1080
P00015
Page 2 of 11

SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION SF 30 - BLOCK 14 CONTINUATION PAGE

The following have been modified:
SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

Revised: August 3, 2009

Revised: October 8, 2009

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following
special programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces; WHS
Security, Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign, WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning; WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with

all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.
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3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 36 Contractor personnel listed herein:

3.1 Security Specialist Support Services: Requirement for Two (2) Security Specialist/Analysts to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
32 Facilities Specialist Support Services: Requirement for One (1) Facilities Specialists to provide advice,

recommendations, and documentation in support of facilities program management. The Contractor shall coordinate
office space allocations, renovations and relocations. Services shall include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

322 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in accordance
with Government regulations and make recommendations for improvement. Services shall include but are not limited
to:

3.3.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for Two (2) Communications Specialists
and Two (2) Web Site and Graphics Specialist to provide policy advice, program execution and product
development in support of information and communications programs management. The Contractor shall provide
public affairs services including internal and external communications planning and products, media relation’s
support, special events coordination, community outreach, crises communications and other strategic
communications practices and innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.
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3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Jr. Management Analyst,
Two (2) Sr. Management Analysts and One (1) Management Analysts to provide advice, recommendations, and
documentation in support of all management analysis and reporting. The Contractor shall develop and present
management reports, analyses and objectives. Services shall include but are not limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.

3.7 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.
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3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards,
Commissions and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for Two (2) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.

3.11 Junior Security Specialist Support Services: Requirement for One (1) Junior Security Specialist to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
3.12 Junior Facilities Specialist Support Services: Requirement for One (1) Junior Facilities Specialists to provide

advice, recommendations, and documentation in support of facilities program management. The Contractor shall
coordinate office space allocations, renovations and relocations. Services shall include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.
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Outputs: Facilities related documents and presentations.
3.13 Communications Management Support Services: Requirement for One (1) Communications Specialist

with a minimum of five years experience in communications, public affairs, public relations, marketing, event
planning, journalism or a related field to provide police advice, program execution and product development in
support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external emergency communications planning and products, media relation’s
support, special events coordination, community outreach, crises communications, new employee orientation
program and other strategic communications practices and innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.

3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, websites and
promotional materials; develop graphics-enhanced presentations, photography and video productions; and
provide support for program objectives.

3.13.3 Prepare program agenda and develop printed materials with corresponding website content; Present
organization mission and objectives to new employees.

Outputs: Public affairs related products.

3.14 Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services: Requirement for One
(1) Continuity of Operations (COOP) Specialist and One (1) Antiterrorism (AT) Specialist to provide analytical and
logistical support. The Contractor shall provide professional project management skills to support emergency, AT and
business continuity capabilities in accordance with Government regulations, have the ability to travel and attend
government-sponsored training. The Contractor shall also prepare accurate and detailed meeting minutes. Services shall
include but are not limited to:

3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.
Develop and conduct Business Impact Analysis.

3.14.2  Antiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 Management Analysis and Reporting Support Services: Requirement for Two (2) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives, have the ability to resolve
customer issues related to the Defense Travel System (DTS) and have experience with a helpdesk operation.
Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.

3.15.2 Develop management reporting metrics, life cycle project cost and analyses.

Develop manpower, internal management controls, and strategic planning programs.

Analyze shared services and other Directorate programs (Defense Travel System, Management Control, Continuity
of Operations, Anti-terrorism, corporate communications)

Prepare written reports from analytical projects, including sound recommendations for action

Prepare and present briefings/training

Lead small group meetings and prepare accurate meeting minutes

Prepare plans and track process against plans through follow-up actions
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Coordinate work with WHS and OSD offices
Outputs: Produce quality programs, documentation, and reports.

3.16 Administration Assistants: Requirement forThree (3) Junior Administration Assistants and Two (2) Sr.
Administration Assistants to provide advice, recommendations, and documentation in support of various office
functions. These administrative tasks include but not limited to: Research and prepare graphic presentations; perform
typing, proofreading, filing, and databases management, compile data of operating unit programs, policies, and
procedures, compose reports and correspondence containing decisions of designated manager; and assist in conference
facility management and supply manage

3.17 Program Management Assistance: Requirement for One(1) Program Manager Assistant to provide advice,
recommendations, and documentation in support of all management analysis and reporting.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the
contract, a Performance Management Plan (PMP), that shall be used as a foundation for technical direction,
resources management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e Planned initiatives and key events
e  Staffing Plan
¢  Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. 1t is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.

4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

e Existing and potential problem areas and proposed resolution and timelines

¢ Recommendations for improvements

Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15™ day of each month
beginning no later than 30 days after contract award.

5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.
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The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Basic facilities such as work space and its
associated operating requirements (i.e., phones, desks, utilities, information technology, and general office supplies)
will be provided while working in Government facilities.

6.2 Information and Documentation - The Government shall provide information, documentation, materials
and forms unique to the Government for supporting the task. All Government unique information and
documentation related to this requirement, which is necessary for Contractor performance, will be made available to
the Contractor. The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES

9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.

New Year’s Day

Dr. Martin Luther King, Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day
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Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted
administrative leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to
the provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.

10.1.2  If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

10.1.3  In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the
Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

10.1.4  The rights and remedies of the Government provided in this clause shall not be exclusive and are in
addition to any other rights and remedies of the Government provided by law or under this contract.

10.1.5 The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate



HQ0034-06-F-1080
P00015
Page 10 of 11

of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (1) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i1) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse
or minor child, or organization in which he/she serves as officer, director, trustee, general partner or
personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(¢) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

11.1.4

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.

If after award, the Contractor discovers a personnel’s financial conflict of interest, with respect to this
contract, it shall make an immediate and full disclosure in writing to the Contracting Officer. The
disclosure shall include identification of the conflict, the manner in which it arose, and a description of the
action the Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The
Government may, however, terminate the contract.

11.1.5 In the event that the Contractor was aware of a personnel’s financial conflict of interest

11.1.6

12.0

prior to award of this contract and did not disclose the conflict to the Contracting Officer or becomes aware
of an personnel’s financial conflict of interest after award of this contract and does not disclose the conflict
of interest within ten (10) working days of becoming aware of such conflict, the Government may
terminate the contract and the Contractor shall not be entitled to reimbursement of any cost incurred in
performing this contract or payment of any fee. Further, such costs shall not be allocable or chargeable,
directly or indirectly, to any other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive

and are in addition to any other rights and remedies of the Government provided by law or under this
contract.

PAYMENT SCHEDULE:
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION SF 30 - BLOCK 14 CONTINUATION PAGE

The following have been modified:
SOW

Washington Headquarters Services
Administration and Program Support Directorate
Administrative and Professional Services
STATEMENT OF WORK

January 12, 2006

Revised: August 3, 2009

Revised: October 8, 2009

Revised: February 19, 2010

1. BACKGROUND

Washington Headquarters Services (WHS) provides a wide range of administrative and operational services that
enable Department of Defense (DoD) components to accomplish our shared mission of supporting the Secretary of
Defense. The WHS Administration and Program Support Directorate (APSD) was created in January 2004 to advise
and assist the WHS programs, the FACA Advisory Committees and the DoD Boards, Commissions and Task Forces
on administrative, human resources management, management reporting, financial management, facility
management, security management, communications, and contingency matters. APSD manages the following
special programs: Federal Advisory Committees (FACA); DoD boards, commissions and task forces, WHS
Security, Continuity of Operations (COOP) and Anti-terrorism/Force Protection Programs; WHS Combined Federal
Campaign, WHS Training Program; WHS Travel Program; WHS Manpower and Workforce Planning; WHS
Management Reporting Program; and the WHS Information and Communications Office.

The Government recognizes that contractor employees and civil service employees have differing compensation
systems and it is a goal of this contract to attract harmonious contractor employees that enjoy compensation and
benefits similar to those of the Government staff.

2. PURPOSE

The Contractor shall provide all labor, supervision and quality control necessary to provide comprehensive
administrative and professional services including but not limited to FACA and DoD Boards; Commissions and Task
Forces program management; Security management; Continuity of Operations and Anti-terrorism/Force Protection
Program management; Special Project management; Travel management; Manpower and Workforce Planning
management; Managerial Reporting management; and Information and Communications management.

The work performed shall be accomplished by several Contractor personnel in conformance with

all Government regulations and policies including the Federal Acquisition Regulation (FAR), the

Defense Federal Acquisition Regulation Supplement (DFARS), Title 44 United States Code, Title

41 CFR, DoD Directive 5015.2, 41 CFR PART 102-3, 2001 Federal Advisory Committee Act

(FACA) Final Rule, OMB Circular No. A-135, Federal Preparedness Circular 65, DoD Instruction

2000.16, DoD Information Security Program (U), 5200.1-R, Industrial Security Manual for Safeguarding Classified
Information (U), DoD 5220.22-C, Information Operations Security Classification Guidance (U), DoD 0-3600.02,
and supplemental regulations as appropriate.
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3. STAFFING OBJECTIVES and OUPUTS
The Contractor shall staff efficient and cost effective support services utilizing 36 Contractor personnel listed herein:

3.1 Security Specialist Support Services: Requirement for Two (2) Security Specialist/Analysts to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.1.1  Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.1.2  Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
32 Facilities Specialist Support Services: Requirement for One (1) Facilities Specialists to provide advice,

recommendations, and documentation in support of facilities program management. The Contractor shall coordinate
office space allocations, renovations and relocations. Services shall include but are not limited to:

3.2.1  Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

322 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.

Outputs: Facilities related documents and presentations.

33 Records Management Support Services: Requirement for One (1) Records Manager to provide advice,
recommendations, and documentation in support of records management in accordance with Title 44 United States
Code, Title 41 CFR, and DoD Directive 5015.2. The Contractor shall manage correspondence and records in accordance
with Government regulations and make recommendations for improvement. Services shall include but are not limited
to:

33.1  Record, file, archive, and dispose of correspondence and records in accordance with Government regulations.

3.3.2  Develop and maintain Records Management Operating Procedures, and Training Manuals. Perform records
management training as required.

3.3.3  Conduct Records Management Inspections and Staff Assistance Visits to ensure compliance with
Government regulations

Outputs: Records management related documents and presentations.

34 Communications Management Support Services: Requirement for Two (2) Communications Specialists
and Two (2) Web Site and Graphics Specialist to provide policy advice, program execution and product
development in support of information and communications programs management. The Contractor shall provide
public affairs services including internal and external communications planning and products, media relation’s
support, special events coordination, community outreach, crises communications and other strategic
communications practices and innovative uses of technology.

3.4.1  Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.
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3.4.2  Web Site and Graphics Specialist shall design, construct and maintain web pages, web  sites and
promotional materials; develop graphics-enhanced presentations, photography  and video productions; and provide
support for program objectives.

Outputs: Public affairs related products.

35 Financial Analyst Support Services: Requirement for One (1) Financial Analyst to provide advice,
recommendations, and documentation in support of financial programs management. The Contractor shall develop and
manage organizational budgets and individual travel correspondence in accordance with Government regulations.
Services shall include but are not limited to:

3.5.1  Develop accurate operating budgets, forecast, projections, and presentations. Requisition funding. Perform
financial reconciliation of internal accounts. Create financial reports.

3.5.2  Administers travel program. Perform financial reconciliation of internal accounts. Develop Semi-Annual
Premium-Class Travel Report.

Outputs: Financial related documents and presentations.

3.6 Management Analysis and Reporting Support Services: Requirement for One (1) Jr. Management Analyst,
Two (2) Sr. Management Analysts and One (1) Management Analysts to provide advice, recommendations, and
documentation in support of all management analysis and reporting. The Contractor shall develop and present
management reports, analyses and objectives. Services shall include but are not limited to:

3.6.1  Conduct thorough research, data collection, informative presentations, and clear report writing.
3.6.2.  Develop management reporting metrics, life cycle project cost and analyses.
3.6.3  Develop manpower, internal management controls, and strategic planning programs.

Outputs: Produce quality programs, documentation, and reports.

3.7 Office Management and Special Project Support Services: Requirement for One (1) Office Manager to
provide advice, recommendations, and documentation in support of office and special project management. The
Contractor shall develop, implement and manage office administrative procedures, business functions, and special
projects. Services shall include but are not limited to:

3.7.1  Develop manuals, standards operating procedures, forms and systems. Facilitate office supplies and
equipment procurements.

3.7.2  Facilitate administrative systems software and automation, and trouble shoot problems. Manage special
projects.

Outputs: Administrative and business related documents and presentations.

3.8 Senior Human Resources Analyst Support Services: Requirement for Four (4) Senior Human Resources
Analyst to provide advice, recommendations, and documentation in support of human resources program
management. The Contractor shall provide administration and program management services in the areas of
recruitment and placement, training and development, quality of life, performance and awards, and executive
resources. Services shall include but are not limited to:

3.8.1 Perform financial and manpower management, short and long-term strategic workforce planning and
analysis, human capital planning, and statistical analysis.

3.8.2 Manage human resource databases and develop information papers, guidelines and policies.
3.8.3 Recommend and initiate strategies for process improvements.

Outputs: Human resource related information papers, policy documents and presentations.
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3.9 Program Management Support Services: Requirement for One (1) Program Manager to provide advice,
recommendations, and documentation in support of FACA Advisory Committees and the DoD Boards,
Commissions and Task Forces. Services shall include but are not limited to:

3.9.1  Develops and oversees policies for FACA Advisory Committees and DoD Boards,
Commissions and Task Forces.

3.9.2  Assist in the development of committee charters and analyzes reports to ensure
compliance with statutes

3.9.3  Manage individual committee member committee appointment paperwork

3.9.4  Facilitates administrative procedures and implement policies for start-up and on going
program requirements.

Outputs: Documents and presentations.

3.10 Administrative Support Services: Requirement for Two (2) Senior Administrative Assistant and Two (2)
Part Time Seasonal (during High School and College Breaks) Junior Administrative Assistants to provide advice,
recommendations, and documentation in support of various office functions. Provide administrative assistance
including but not limited to:

3.10.1 Research and prepare graphic presentations.

3.10.2  Perform typing, proofreading, filing, and databases management

3.10.3 Compile data of operating unit programs, policies, and procedures.

3.10.4 Compose reports and correspondence containing decisions of designated manager
3.10.5 Assist in conference facility management and supply management.

Outputs: Documents and presentations.

3.11 Junior Security Specialist Support Services: Requirement for One (1) Junior Security Specialist to provide
advice, recommendations, and documentation support to multiple offices in all areas of the security program
management. The Contractor shall coordinate Information Security, Physical Security, Personnel Security,
Operations Security, Communications Security, and Industrial Security. Improve the overall security programs.
Services include but are not limited to:

3.11.1 Ensures compliance with departmental security policies, procedures and instructions
designed to safeguard unclassified and classified information, facilities, equipment, and human resources.
Train and brief in security awareness including customer initial and annual training sessions, classification,
travel, courier, and communications responsibilities.

3.11.2 Develop and updates Security Operating Procedures and Training Manuals/Materials. Implement a security
violation detection, prevention and reporting program.

Outputs: Security related documents and presentations.
3.12 Junior Facilities Specialist Support Services: Requirement for One (1) Junior Facilities Specialists to provide

advice, recommendations, and documentation in support of facilities program management. The Contractor shall
coordinate office space allocations, renovations and relocations. Services shall include but are not limited to:

3.12.1 Coordinate through WHS, the General Services Administration (GSA), and industry the requirement and
receipt of office space, furniture, entrance keys, telephones, parking passes, and office supplies. Maintain
accountability of Government property.

3.12.2 Makes recommendations during the design and construction processes and assist in maintenance of
facilities records including plans and configurations. Provides build-out drawings for tenant review and
investigates technical situations to promote efficient space utilization.
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Outputs: Facilities related documents and presentations.
3.13 Communications Management Support Services: Requirement for One (1) Communications Specialist

with a minimum of five years experience in communications, public affairs, public relations, marketing, event
planning, journalism or a related field to provide police advice, program execution and product development in
support of information and communications programs management. The Contractor shall provide public affairs
services including internal and external emergency communications planning and products, media relation’s
support, special events coordination, community outreach, crises communications, new employee orientation
program and other strategic communications practices and innovative uses of technology.

3.13.1 Communication Specialists shall provide written communications plans, news articles,
speeches, web site content, reports, press and promotional materials for publication and
support for program objectives.

3.13.2 Web Site and Graphics Specialist shall design, construct and maintain web pages, websites and
promotional materials; develop graphics-enhanced presentations, photography and video productions; and
provide support for program objectives.

3.13.3 Prepare program agenda and develop printed materials with corresponding website content; Present
organization mission and objectives to new employees.

Outputs: Public affairs related products.

3.14 Continuity of Operations (COOP) & Antiterrorism (AT) Program Support Services: Requirement for One
(1) Continuity of Operations (COOP) Specialist and One (1) Antiterrorism (AT) Specialist to provide analytical and
logistical support. The Contractor shall provide professional project management skills to support emergency, AT and
business continuity capabilities in accordance with Government regulations, have the ability to travel and attend
government-sponsored training. The Contractor shall also prepare accurate and detailed meeting minutes. Services shall
include but are not limited to:

3.14.1 Continuity of Operations (COOP) Specialist shall develop and maintain COOP Plans and procedures in
accordance with Federal Preparedness Circular 65. Conduct COOP training, planning, and exercises.
Manage plans and procedures for Alternate Operating Facilities. Develop COOP related web site content.
Develop and conduct Business Impact Analysis.

3.14.2  Antiterrorism (AT) Specialist shall develop and maintain Antiterrorism Plans and procedures in accordance
with DoD Instruction 2000.16. Conduct AT training, planning, and exercises. Perform Terrorist Incident
Response management and Vulnerability and Criticality Assessments. Develop AT related web site
content.

Outputs: COOP & AT related documents and presentations.

3.15 Management Analysis and Reporting Support Services: Requirement for Two (2) Management Analyst to
provide advice, recommendations, and documentation in support of all management analysis and reporting. The
Contractor shall develop and present management reports, analyses and objectives, have the ability to resolve
customer issues related to the Defense Travel System (DTS) and have experience with a helpdesk operation.
Services shall include but are not limited to:

3.15.1 Conduct thorough research, data collection, informative presentations, and clear report writing.

3.15.2 Develop management reporting metrics, life cycle project cost and analyses.

Develop manpower, internal management controls, and strategic planning programs.

Analyze shared services and other Directorate programs (Defense Travel System, Management Control, Continuity
of Operations, Anti-terrorism, corporate communications)

Prepare written reports from analytical projects, including sound recommendations for action

Prepare and present briefings/training

Lead small group meetings and prepare accurate meeting minutes

Prepare plans and track process against plans through follow-up actions
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Coordinate work with WHS and OSD offices
Outputs: Produce quality programs, documentation, and reports.

3.16 Administration Assistants: Requirement forThree (3) Junior Administration Assistants and Two (2) Sr.
Administration Assistants to provide advice, recommendations, and documentation in support of various office
functions. These administrative tasks include but not limited to: Research and prepare graphic presentations; perform
typing, proofreading, filing, and databases management, compile data of operating unit programs, policies, and
procedures, compose reports and correspondence containing decisions of designated manager; and assist in conference
facility management and supply manage

3.17 Program Management Assistance: Requirement for One(1) Program Manager Assistant to provide advice,
recommendations, and documentation in support of all management analysis and reporting.

4. PERFORMANCE MANAGEMENT

4.1 Performance Management Plan (PMP): The Contractor shall develop and maintain throughout the
contract, a Performance Management Plan (PMP), that shall be used as a foundation for technical direction,
resources management planning and as the method of assuring quality performance during this contract.

The PMP shall include, but not be limited to, the following information:
e  Planned initiatives and key events
e  Staffing Plan
¢  Contractor/Government Organizational relationships, including Subcontractors and problem escalation
processes
e  Subcontract Management Plan (if applicable)

The PMP shall be approved by the Contracting Officer (CO) and Contracting Officer Representative (COR) and
there will be no deviation from the PMP, unless agreed to by the COR and CO. Where the Contractor identifies
deviations from the plan, the Contractor shall provide the supporting rationale necessitating the deviation, in a
written submission to the COR and CO. 1t is the Contractor’s responsibility to keep the PMP up-to-date.

Deliverable: The Performance Management Plan shall be submitted for approval to the CO and COR no later than
30 days after contract award.

4.2 Status Reports: The Contractor shall submit to the COR, electronically, a Monthly Status Report (MSR).
The MSR shall focus on contractual items, such as travel cost expenditures, performance, personnel, schedules, and
recap all problems, issues, concerns, and actions taken over the report period. The format of the MSR shall be
approved by the COR. The Contractor shall prepare a MSR that includes:

e  Status Report on all services

e  Schedule for new activities

o Existing and potential problem areas and proposed resolution and timelines

¢ Recommendations for improvements

Deliverable: The Contractor shall submit the Monthly Status Reports no later than the 15™ day of each month
beginning no later than 30 days after contract award.

5. SECURITY

The Contractor is responsible for obtaining Contractor personnel security clearances. All Contractor personnel shall be
U.S. citizens. The Contractor should promptly initiate the applicable clearance process, either Secret or Top Secret with
Defense Industrial Security to ensure Contractor personnel obtain clearance in a timely manner. See the “Department of
Defense Contractor Security Classification Specification” (DD Form 254) for security requirements and information.



HQ0034-06-F-1080
P00018
Page 8 of 25

The Contractor shall comply with all security policies and procedures that apply to DoD and WHS/ APSD. Security
procedures shall be made available to the Contractor personnel.

6. GOVERNMENT FURNISHED MATERIALS AND FACILITIES

6.1 Facilities, Supplies and Services - Work shall be performed at Government provided facilities located
within the National Capital Region (NCR), particularly, 1235 S. Clark Street, Suite 940, Arlington, Virginia, and the
Pentagon, Arlington, Virginia, however, Contractor personnel may be requested to work at the Government’s
alternate locations during emergencies and emergency exercises. Contractor personnel may be requested to work
at the Government’s alternate locations during emergencies and emergency exercises or requested to
telework on a ad hoc or reoccurring basis. Basic facilities such as work space and its associated operating
requirements (i.e., phones, desks, utilities, information technology, and general office supplies) will be provided
while working in Government facilities.

6.1.1 Operating Hours And Government Closures

The operating hours WHS consists of an eight-hour daily work schedule, which can begin not earlier than
6:30 AM and end not later than 6:30 PM, Monday through Friday. The generally operating hours are 8:30
AM through 5:00 PM. Alternate Work Schedule (AWS) consists of eight 9-hour workdays, one 8-hour
workday and one day off per two week timeframe. If the contractor prefers to work an AWS, it must be
approved by and coordinated with the COR.

6.2 Information and Documentation - The Government shall provide information, documentation, materials
and forms unique to the Government for supporting the task. All Government unique information and
documentation related to this requirement, which is necessary for Contractor performance, will be made available to
the Contractor. The COR will be the point of contact for required information.

7. TRAVEL
The Contractor may be required to travel under this contract. Travel outside the National Capital Region will
primarily be within a 100-mile radius of Arlington, Virginia.

Contractor shall be reimbursed for the actual cost of travel conducted in the course of providing services in
accordance with this Statement of Work. Allowable travel shall be approved by the COR in advance. Allowable
travel and per diem charges are governed by Pub. L. 99-234 and FAR Part 31, the Joint Travel Regulation (JTR),
and the Federal Travel Regulation (FTR). The Industrial Funding Fee does NOT apply to travel and per diem
charges."

8. TRAINING and EDUCATION

The Contractor shall ensure that Contractor personnel are efficiently trained and educated to perform the services
required by the Statement of Work. The Contractor shall maintain a Personnel Training and Education Plan that
promotes Contractor personnel growth and advancement. The Government shall provide the Contractor with the
appropriate training of government systems.

9. WORK HOURS, LOCATIONS AND GOVERNMENT CLOSURES

9.1 Work Hours. Work hours shall consist of a 40 hour work week, unless otherwise requested and approved
by the COR. The general operating hours under this contract are 7:30 AM through 4:30 PM. Overtime Hours may
be required and shall be approved by the COR in writing in advance of any overtime worked.

9.2 Work Locations. The Contractor is permitted to work from home if approved by the COR or at an alternate
Government location. Individual Contractor personnel may be designated as essential personnel to support
contingency operations at alternate Government locations during actual emergencies and emergency exercises.

9.3 Government Closures. Unless required under the terms of the contract or authorized by the Contracting
Officer, the Contractor shall not work on any of the following holidays and the Government observed legal holiday.
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New Year’s Day

Dr. Martin Luther King, Jr.’s Birthday
President’s Day

Memorial Day

Independence Day

Labor Day

Columbus Day

Veteran’s Day

Thanksgiving Day

Christmas Day

Any other day designated by Federal Statute, Executive Order or a Presidential proclamation.

When a holiday falls on a Sunday, the following Monday will be observed as a legal holiday. When a holiday falls
on a Saturday, the preceding Friday is observed as a holiday by U. S. Government Agencies. When the Government
grants administrative leave or early dismissal to Government personnel, or is closed as a result of inclement weather,
potentially hazardous conditions, or other special circumstances, Contractor personnel may be granted
administrative leave or early dismissal.

10. ORGANIZATIONAL CONFLICT OF INTERST

10.1 The Contractor’s attention is directed to FAR Subpart 9.5, Organizational Conflicts of Interest. In the
execution of certain contract tasks, it is anticipated that assigned Contractor personnel will require access to
confidential or proprietary business, technical and financial information belonging to the Government or other
companies. The information may include but is not limited to pre-decisional budget and acquisition sensitive
information, preparation of specifications or work statements, and evaluation services. After receipt thereof, the
Contractor and affected individuals shall treat such information as confidential and agree not to appropriate such
information to its own use or to disclose such information to third parties unless specifically authorized by the
Contracting Officer in writing.

The Contractor shall obtain the written agreement, in a form satisfactory to the Contracting Officer, of each
personnel permitted access, whereby the personnel agrees that he will not discuss, divulge or disclose any such
information or data to any person or entity except those persons within the Contractor's organization directly
concerned with the performance of the contract.

The Contractor agrees, if requested by the Government, to sign an agreement identical, in all material respects, to
the provisions of this clause, with each company supplying information to the Contractor under this contract, and to
supply a copy of such agreement to the Contracting Officer. From time to time upon request of the Contracting
Officer, the Contractor shall supply the Government with reports itemizing information received as confidential,
proprietary, pre-decisional budget information, or acquisition sensitive information, and setting forth the company or
companies from which the Contractor received such information.

The Contractor agrees that upon request by the Contracting Officer it will execute a contracting officer approved
agreement with any party whose facilities or proprietary data it is given access to or is furnished, restricting use and
disclosure of the data or the information obtained from the facilities. Upon request by the Contracting Officer,
contractor personnel shall also sign such an agreement.

10.1.2  If after award, the Contractor discovers an organizational conflict of interest, with respect to this contract, it
shall make an immediate and full disclosure in writing to the Contracting Officer. The disclosure shall
include identification of the conflict, the manner in which it arose, and a description of the action the
Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The Government
may, however, terminate the contract.

10.1.3  In the event that the Contractor was aware of an organizational conflict of interest prior to award of this
contract and did not disclose the conflict to the Contracting Officer or becomes aware of an organizational
conflict of interest after award of this contract and does not disclose the conflict of interest within ten (10)
working days of becoming aware of such conflict, the Government may terminate the contract and the
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Contractor shall not be entitled to reimbursement of any cost incurred in performing this contract or
payment of any fee. Further, such costs shall not be allocable or chargeable, directly or indirectly, to any
other contract with the Government.

The rights and remedies of the Government provided in this clause shall not be exclusive and are in
addition to any other rights and remedies of the Government provided by law or under this contract.

The Contractor agrees that during performance of the contract and for a period of three (3) years after the
completion of performance of this contract, the Contractor, including all divisions thereof, and any affiliate
of the Contractor, any joint venture involving the Contractor, any entity into or with which it may
subsequently merge or affiliate, or any other successor or assign of the Contractor, shall not:

(a) Supply information or material received from this contract, to any firm participating in or having a
known prospective interest in the subject matter areas for which the sensitive information described in
paragraph (1) above was initially submitted, nor enter into any contractual relationship which would affect
or appear to affect the equity and integrity of its recommendations.

(b) Furnish to the United States Government, either as a prime Contractor or as a Subcontractor, any
component of any system for which the sensitive information described in paragraph (1) above was initially
submitted, that it is not currently obligated to deliver for defense purposes.

11. PERSONAL CONFLICTS OF INTEREST

11.1 General

11.1.1

The term "personal conflict of interest” means that a Contractor personnel assigned to the contract has
interests which (1) may diminish his/her capacity to give impartial, technically sound, objective assistance
and advice in performing this contract, (i1) may otherwise result in a biased work product under this
contract, or (ii1) may result in an unfair competitive advantage.

11.1.2 A Contractor personnel shall not participate (i.e., recommend, influence, or decide) in any

particular matters:

(a) that will have a direct and predictable effect on the financial interests of that personnel, his/her spouse
or minor child, or organization in which he/she serves as officer, director, trustee, general partner or
personnel;

(b) that will have a direct and predictable effect on the financial interests of or any person or organization
with whom he/she is negotiating or has an arrangement concerning prospective employment
(¢) may otherwise cause a reasonable person to question his/her impartiality.

11.1.3 The Contractor shall obtain the financial disclosure agreement, similar in form/content of

11.1.4

the Office Government Ethics Form 450, for each personnel assigned to the contract. The Contractor shall
also obtain financial disclosure agreements for all Subcontractor personnel assigned to the contract.

If after award, the Contractor discovers a personnel’s financial conflict of interest, with respect to this
contract, it shall make an immediate and full disclosure in writing to the Contracting Officer. The
disclosure shall include identification of the conflict, the manner in which it arose, and a description of the
action the Contractor has taken or proposes to take to avoid, eliminate or neutralize the conflict. The
Government may, however, terminate the contract.

11.1.5 In the event that the Contractor was aware of a personnel’s financial conflict of interest

prior to award of this contract and did not disclose the conflict to the Contracting Officer or becomes aware
of an personnel’s financial conflict of interest after award of this contract and does not disclose the conflict
of interest within ten (10) working days of becoming aware of such conflict, the Government may
terminate the contract and the Contractor shall not be entitled to reimbursement of any cost incurred in






SUPPLIES OR SERVICES AND PRICES

CLIN 4001

The option status has changed from No Status to Option Exercised.

CLIN 4002

The option status has changed from No Status to Option Exercised.

CLIN 4003

The option status has changed from No Status to Option Exercised.

CLIN 4004

The option status has changed from No Status to Option Exercised.

CLIN 4005

The option status has changed from No Status to Option Exercised.

CLIN 4006

The option status has changed from No Status to Option Exercised.

CLIN 4007

The option status has changed from No Status to Option Exercised.

CLIN 4008

The option status has changed from No Status to Option Exercised.

CLIN 4009

The option status has changed from No Status to Option Exercised.

CLIN 4010

The option status has changed from No Status to Option Exercised.
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ensure that all appropriate persons are aware that the invoice documents have been submitted into the WAWF
system.

If you have any questions regarding WAWF, please contact the WAWF Help Desk at 1-866-618-5988.

(End of Summary of Changes)





















