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The principal user of the BPA wifl be the Office of the Undersecretary of Defense (Policy). Other potentiai nsers of
the BPA. with the consent of the Office of the Undersecrelary of Defense (Policy) and approval of the Conlracting
Officer, are other offices within the Office of the Secretary of Defense, Other Defense Agencies, and the Joint Staft.
Calls placed under this Agreement may be made orally, by tax, by E-mail. or by reguar mail. Each call will be
assigned a call number,

Authorized BPA Callecs

WHS A&PO OSD Studies Division Contracting Officers.
BPA Administrater
The administrator for the BPA will be:
WHS/Acquisition and Procurement Office
OSD Professional Services Acquisition Division
[ 700 North Moore Street, Suite 1425
Arlington (Rossiyn), VA 22203

Contractor Information

CONTRACTOR ADDRESS and POC

Name: Science Applications International Corporation
Address: 1710 SAIC Drive, McLean, VA 22102
Phone: 703-676-2270

Fax:

Email: haffl@saic.com

FINANCIAL INFORMATION (All TBDY

Banking institution: Vendor is required to register in Wide Area Work Flow (WAWEF)
Routing Transmit Number:

Account Number

Type of Account:

Taxpayer [D Numbher:

Types of Orders
The Government contemnplates issuing. on an as-needed-basts, primarily firm-fixed-price task orders which may

include time and materials CLINSs for travel, other less predictable requirements, and surge as necessary. Specific
requirements for services will be contained in each task order.

Required Confidentiality Agreements

The Contractor may be required to submit to the Contracting Ofticer prior to the award of a Call Order under this
BPA, a signed copy of a Contractor Employee Confidentiality Agrcement.

BPA ADMININISTRATION

1. Contracting Officer's Representative (COR)

{a) The COR will be identified for each Task Order.
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(b) The Contractor is advised that only the Contracting Officer can change or modify the BPA terins or take any
other action which obligates the Government on any task order. The authority of the COR for each task order is
strictly limited to the specific dnties set forth in his/her letter of appointment, a copy of which is furnished to the
Contractor. Coniractors who reiy on direction [rom other than the Contracting Officer do so at their own risk and
expense. Such actions do not bind the Governinent contractuaily, Any contractual guestions shall be directed to the
Contracting Officer.

2. Contractor Visits

The COR will approve and coordinate all Contractor visits to a spensor's agency and other DoD agencies necessary
for performance under each order. Ali security visit requests shall be submitted to the COR for approval.

3. BPA Management

Notwithstanding the Contractor's responsibility for total management during the performance of this BPA, the
administration of the BPA will require maximum coordination between the Government and the Contractor. The
tollowing individuals wiil be the Gevernment points of contact during the perfortnance period ot this BPA:

(a) Contracting Officer. All BPA adminisiration will be effected by the Contracting Officer. Communications
pertaining to contract adminisiration wili be addressed to the Contracting Otficer. No changes to the performance
work stalement are authorized without a writlen modilication to the BPA exccuted by the Contracting Officer.

(h) Contracting Officer's Representative. A Contracting Officer's Representative (COR} monitors all technicai
aspects of the coniract and assists in task order adminisiration. The COR is authorized to perform the following
functions: assure that the Contracior performs the technical requireinents of the task order: perfonn inspections
necessary in connection with performance under each task order, mogitor Contractor pertormance and notify both
the Contracting Officer and the Contractor of any deficiencies; coordinate availability of Government Furnished
Property (GFP), and provide site entry of Contractor personnel.

{1) The COR is not autherized to change any of the terms and conditions of the contract. Changes in the scope of
work shali be authorized only by the Contracting Officer in a properly executed written modification to the contract.

{2) The COR is not authorized to re-delegate his/her anthority.

{3} The COR is not authorized to initiale acquisition actions by use of imprest funds or blanket purchase
agreemenis, nor to issue purchase orders. place calls or delivery orders under basic agreements, basic ordering
agreements or indefinite-delivery contracts.

{4) The COR wili be established for each individual Call Order.

4. Travel

Performance under the BPAs may require travel. In that event, all travel will be at the request of the government via
the COR under specific task orders issued.

If travel is required outside the metro area, it witl be addressed separately by task order.

Reimbursement for trave! in conjunction with the perforiance of a task order under the BPAs will be in accordance
with the Joint Travel Regulations and PWS paragraph 11 herein.

5. Invoicing Instructions

The Contractor shall invoice per BPA task order.
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In compliance with DFARS 252.232-7003, "Electronic Submissinn of Payment Request {March 2003)", Washington
Headquarters Services, Acquisition & Procurcment Olfice (WHS, A&PO) utilizes WAWTF-RA (o clectronically
process vendor request for payment. The contractor is required to utilize this system when submitting invoices and
recciving reports for orders issued under this BPA. Unless specifically directed in a task order issued under the
BPA, the Contractor shall follow the invoicing instructions below.

The contractor shal (i) ensure an Electronic Business Point of Contract is designated in Central Contractor
Regisiration al hitp//www.cer.gov and (i1 register to usc WAWEF-RA at the hitps://wawf.cb.nil. within teo (10) days
after award of the BPA or modification incorporating WAWEF-RA into the BPA. Step by step procedures to register
are available at the hitps://wawf.cb.mil

The WHS WAWF-RA point of conlact will be identified [or cach Task Order. The conlractor is directed o use the
“Z in | format when suhmitting invoices and receiving reports.

When entering the invoice into WAWF-RA enter in the foliowing fields these DnDAAC or DoDAAC extensions:
“Issuc by DoDAAC” field entcr HQOO34
“Admin DoDAAC” field enter HQ0034
“Payment DoDAAC™ field enter HQO338
*Ship to Code/ EXT" tield enter in HQ0034 and info will be filled in as task orders awarded
“Inspect By DoDAAC/ EXT” info will be filled in as task orders are awarded
“LPO DoDAAC/ EXT" fields - “Leave blank™

In some situations WAWEF-RA system will pre-populate the “Issue By DoDAACT, “Admin DoDAAC™ and
“Payment DoDAAC”. Contractors shall verify these DoDAACs automatically entercd by the WAWEF-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 discrepuncy (ies).

Shipment numbers must be formatted as follows:
For Services, enter 'SER’ followed by the last four (4} digits of the invoice number.
Faor Construction, enter "CON’ followed by the last four {4) digits of the invoice number.
For Supplies, enter ‘SUP’ followed by the last 4 digits of the invoice mumber.
If the invoice number is less than 4 digits, enter leading zeros.

Before closing out of an invoice session in WAWEF-RA but after suhmitting your document or documents, the
contractor will be prompted to send additional email notifications. Contractoss shall click on “Send More Email
Natification™ on the page that appears. Contractors shall insert email addresses identified in the Task Ovder in the
first emnail address block and add any other additional email addresses desired in the following biocks. This
additional notification & the government is important to ensure that the appropriate persons are aware that the
invoice docurnents have been submitted into the WAWF-RA systern.

CLAUSES INCORFORATED BY REFERENCE

52.252-2 CLAUSES INCORPORATED BY REFERENCE

This contract incorporates one or more clanses by reference, with the same force and effect as if they were given in

full text. Upon reguest. the Contracting officer will make thei ~ T e e Bellanes g

clause may be accessed electronically at this/these address(es I

{End of Clause)
52.202-1 Definitions JUL 2004
52.204-9 Personal Identity Veritication of Contractor Personnel SEP 2007

52.216-8 Fixed-Fee MAR 1697
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52.216-27 Single or Mnitiple Awards OCT 1995
52.217-8 Option to Extend Services NOV 1999
52.217-9 Option to Extend the Term of the Contract MAR 2000
52.233-1 Disputes JUL 2002
52.246-4 Inspection of Services — Fixed Price AUG 1996
52.246-6 Inspection of Services — Time and Materials

and Labor Hour MAY 2001
252.247-34 F.O.B. Destinalion NOV 1991
252.201-7060 Centracting Officer’s Representative DEC 991
252.204-7000 Disclosure of Information DEC 1991
252-204-7003 Control of Government Personnel Work Prodnct APR 1992
252.212-7000 Offeror Representations and Certilication —

Cominercial {tems JUN 2005
252.212-7004 Contract Terms and Conditions Required to

hnplement Statns or Executive Orders
Appiicable 10 Delense Acquisitions of

Commercial 1tems APR 2007
252.232-7003 Electronic Submission and Payment Requests MAR 2007
252.246-7000 Material Inspection and Receiving Report MAR 2003

52.217-8 -- Option to Extend Services.

As prescribed i ), insert a clause suhstantialiy the same as the following:
Option te Extend Services (Nov 1999)

The Government may reguire continucd performance of any services within the limits and at the rates specified in the
contract. These rates may be adjusied only as a result of revisions to prevailing labor rates provided by the Secretary
of Labor. The option provision may be exercised more than ence, but the total extension of performance hereunder
shall not exceed € nonths. The Contraciing Officer may exercise the option by written notice to the Contractor
within 30 calendar days.

{End of Ciause)

OTHER CLAUSES

1. Organizational Cenflict of Interest (OCI)

a. Purpese: The primary purpose of this clause is to aid in ensuring that:

(1) the Contractor’s objectivity and judgment are not biased because of its present, or currently ptanned
interesis {financial, contractual, organizational, or otherwise) which relaie to any work issued pursuant to
this agreement;

(2)  the Contractor does not obtain an unfair competitive advantage by virtue of its access to non-public
Government inforination regarding the Governinent’s program pians and actual or anticipated resources;
and

(3) the Contracter does not ebtain any unfair competitive advantage by virtue of its access to proprietary
information belonging to others.
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b. Scope: The restrictions described herein shall apply to performance or participation by the Contractor and any of
its affiliates or their successors in interest (hereinafter coilectively referred to as “Contractor™) in the activities
covered by this clanse as prime contractor, subcontractor, co-sponsar, joint venture, consultant, or in any similar
capacily. The term “proprietary information™ for the pnrposes of this clause is any information considered to be
s0 valnahle by its owner that it 1s held in secret by thein and their licensees, Intermation fnrmished volnntarily
by thc owner without limitations on its use, or which is available withoul restriclions from other sources. is not
considered proprietary.

(1) Access To and Use of Govermnent lnformation: 1f the Contractor, in the performance of this
contract, obtains access to information such as plans, policies, reports, studies, financial ptans. or data
which has not heen released or otherwise made avatlable to the pnblic, the Contractor agrees that without
prior writlen approval of the Contracting Odfficer, it shall not: {a} use such inlformation for any private
pnrpose uniess the information has heen released or otherwise made available to the public, (b) compete for
work based on such information after the completion of this contract, or until such information is released
or otherwise nade availahle to the public, which ever occurs first, (¢} submit an unsolicited proposal to the
Government which is based on such information after such information is released or oltherwise made
available 1o the pnblic, or (d) release such information unless snch information has previonsty been released
or otherwise made avaitable 1o the public by the Government.

(2)  Access To and Protection of Propriety Information: The Contractor agrees that. to the extent it
receives or is given access o proprietary data, trade secrets, or other confidentiai or priviteged technical,
business, or [inancial information (hercicafter referred Lo as “proprietary data”) under this contract, i shall
treat such information in accordance with any restrictions imposed on such information. The Contractor
[urther agrees to enter into a writlen agreement for the protection of the proprictary data of others and Lo
exercise diligent effort to protect such proprietary data from unauthorized use or disclosure. [n addition, the
Contractor shall obtain from each employee who has access to proprietary data under this contract, a written
agreement that shall in substance provide that such employee shall not, during his/her employment hy the
Contractor or thereafter, disclose to others or use for their benefit, proprictlary data received in conneetion
with the work nnder this contract. The Contractor will edncate its employees regarding the philosophy of
Part 9.505-4 of the Federal Acquisition Regulation so that they will not use or disclose proprietary
information or data generated or acquired in the perforinance of this contract except as provided herein,

¢, Subcontracts: The Contractor shall include this or substantialiy the same clause, including this paragraph, in
consulting agreements and subcontracts of all tiers. The terms “Contract,” “Contractor,” and “Contracting
Officer,” will he appropriately modified $o preserve the Govermnent’s rights.

d. Disclosures: if the Contractor discovers an organizational conflict of interest or poteutial conflict of interest after
award, a prompt and full disciosure shall be made in writing to the Coniracting Officer. This disclosure shall be
made on the OCI Analysis/ Disclosure Form provided as an Aitachment to this agreement, and shall include a
description of Lhe aclion the Comntractor has taken or proposes (o take in order (o avoid or mitigate such conflicts.

e. Remedies and Waiver:

(1y  For breach of any ol the above restrictions or for non-disclosure or misrepresentation of any relevant
facts required to be disclosed concerning this contract, the Government may terminate this contract for
default, disqualify the Contractor for subsequent related contracinal efforts, and pursue such other remedies
as may be permitted by law or the contract, [f. however, in compliance with this clanse, the Contractor
discovers and prompily reports an organizational conflict of interest (or the potential thereof) subsequent to
contract award. the Contracting Officer may terininate this contract for the convenience of the Government
il such termination is decmed to be in the best interest of the Governmenl.

f.  Modifications: Prior to contract modification, when the Task Order PWS is changed 1o add new work or the
period of performance is significantly increased, the Contracting Officer may require the Contractor to submit either
an organizational conflict of interest disclosure or an update of the previously submitted disclosure or representation.









HQO034-09-A-3015

Page §4 of 26

PERFORMANCE WORK STATEMENT
FOR
MISSION SUPPORT SERVICES

1.0 BACKGROUND

1.1 This Statement ol Work (SOW) provides [or a broad range of non-personal, professional and executive-level
mission support services to the Washington Headqnarters Services (WHS), Office of the Secretary of Defense (0OSD)
and. potentially other Depariment of Delense oflices supporied by WHS Acqnisition and Procurement Office. The
objective of this contract action is to acquire, through award of muliiple award Blanket Pnrchase Agreement (BPA),
with firm-fixed price and time and material task orders, for prolessional and executive-level mission support
services, primarily for the Office of Under Secretary of Defense, Policy (USD(P}y. The USD(P} provides timely
pulicy advice o the Secrelary of Defense, consistenl with the nation’s overall security objectives. The USD(P) is the
principal advisor to the Secretary on all matters concerning national security and defense poticy, to incinde
integration and oversight of DoD policy and plans o achieve national security objectives. The Principal Deputy
Uinder Secretary of Defense for Policy provides advice and assistance to the Secretary, Deputy Secretary, and the
Under Secretary ol Defense [or Policy on national security policy, mililary strategy and plans, defense capability
policy, and emerging global issues to include responsibility for the core management tunctions of the Policy
organization.

2.0 WORK ENVIRONMENT

Office setting that includes sedentary physical effort. However, may include lifting of weight up to thirty (30) pounds
s NCCessary.

3.0 OBJECTIVES

To provide professional, technical, and executive-level administrative support services as defined below to various
organizations within the Office of the Uoder Secretary ol Defense (Policy). Work may consist of services for, but not
be limited to professional. technical, analyttcal. security, Freedom of Inforination and various executive-level office
administration and comrespondence control support.

4.0 SCOPE

The contractor shall provide both on-site and off-site support for routine and unforeseen events and requirements as
directed by the contracting anthority. The number, type, and essential skills for contractor personnel shall be dictated
by the nature of the tasks in each task order. Task requirements will primarily be in support of the missions and
fnnctions of the Offices of the Under Secretary of Defense for Policy bnt may, as needed, also include support for
other oftices under the Secretary of Defense. The Contractor shall provide personnel during normal operations and
dnring surge or special situations to accomplish the tasks specified in this document, The Contractor shall provide
services to pertorm the work set forth below.

5.0 GENERAL INFORMATION:

a. Quality Control (QC): The contractor shali develop and maintain an effective Quality control program to
ensure services are performed n accordance with the Performance Work Statement (PW5) and Task Order
Work Statement {TWS). The coniractor shall develop and implement procedures to identify, prevent and
ensure non-recurrence of defective services. The contractor’s quality control progran: is the means by which it
assures itself that its work complies with the requirement(s) of the BPAs and each individual task order.
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b. Quality Asserance: The government shall evaluate the contractor’s performance under this BPA in
accordance with the Performance Requirement Summiary (PRS), Technical Exhibit 1. A tailored PRS for
each task order will be established using some or all of the performance requirements in Technical Exhibif 1,
as applicahle, and performance will be assessed in accordance with the performance objectives in the PRS.

c¢. Hours of Operation: Contractor personnel are expected to conform to normal operating hours. The normal
duty hours are 0830 through 1700 hours, Monday through Friday. except Federal holidays, or when the
Government facility is closed due to local or national emergencies, administrative closings, or sinilar
Governmenl directed lacility closings. Alternate Work Schedule (AWS) may be made available (o the
Contractor dependent on the requirements and policies of the respective office supported. The Contractor
must at 4l times maintain an adequate work force for the uninterrupted performance of all tasks defined
within this PWS when the government facility is not closed.

d. Recognized Heolidays: The contractor is not required to provide services on the following days:

New Year's Day Labor Day

Martin Luther King Jr. Birthday Columbus Day
President’s Day Veteran's Day
Mentorial Day Thanksgiving Day
Independence Day Christmas Day

c. Security Requiremenis: Conlraclor personnel must possess & TOP SECRET clearance. Contractor
personnel working on sensinve compartmented infonmnation (SCIY must have a TOP SECRET clearance with
access 10 SCIL Contractors may be issued courier card{s) for the purpose of delivering documents/media to the
tederally controlled buildings within the National Capital Region (NCR). Specific security requirements will
be stated at the Task Order level. In the event securily requirements on individual task orders are different
tfrom this subparagraph {e), the Government COTR will document that change to the contractor in writing.
Such documentation supercedes sub-paragraph (¢) herein, and must be maintained by both the COTR and
contractor as official contract documentaticon.

f. Identification of Contractor Employees: All contractor personnel performing work under this contract
shall conspicuously display on their persen a coniractor furnished photo identification hadge while on duty, as
weli as a government issued photo identification badge or badges as appropriate. Badges shall display, at a
minimum, the empioyee’s full name and the legal name under which the Contractor is doing business,
Contractor personnel shall wear their badges while attending meetings and will identify themselves as
contractor employees, stating their name and their company's name.

g. Privacy Act: Contractor(s) personnel may have access to information subject to the Privacy Act in the
performance of this task. All assigned employees shall comply with ali the requirements of the Privacy Act.
Contractor(s) are responsible for providing ali tis personnel working on this contract Privacy Act training.
Certificates of training shall be sent to the Contracting (Mficer Representative (COR} upon compietion of
training.

h. Organizational Conflict of Interest & Non-disclosure Statements: All Contractor personnel are required
te compiete and sign organizational conflict of interest and nop-disclosure statements as a part of in
processing. Contractor(s) will provide a copy ol all signed statements to the COR. who will forward (hem to
the Security Manager at the time the employee enters on to duty.  (Also see “Organizational Conflict of
Interest {OCD™ herein. )

i, Key Personnel: The contractor shall designate a working-level on-site Program Munager and an alternate
who. in addition to perforining routine, daily duiies at the task order level, shall be responsibie for the

oversight, assignment, attendance and performance of contractor personnel, as well as any other appropriate
supervision tasks at both the task order level and the overall Basic Purchasing Agreement. The name of this
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person and an alternate, who shall act for the contractor when the manager is ahsent, shall be designated in
wriling (0 the Contracting Officer (CO}Y and the COR in the offeror’s proposal. The Prograny Manager or
aiternate shail have full authority to aci for the contractor on all contract matters selating to daiby operation of
this coutract. The contractor’s proposal shall describe the authority vested in this persou. as well as the
methods wherehy the Program Manager intends to manage contractor employees, assignments and quality of
work, and how the Program Manager will communicate with his firm, the COR. and/or assigued Government
task managers. The Program Manager shall track and record time and aitendance for all personnel working
under this contract, consisteul with his [irm’s 1ime, altendance and accounting praclices. Progress meetings
between the Program Manager and Government otficials, such as the COR, Task Managers and the
Contracting Officer, shall be held on an as-nceded basis and should rot exceed two (2) hours in duration.

J- Post Award Conference/ Periodic Progress Meetings: Post Award Conference/Monthly Progress
Meetings: The contractor shall attend any post award conference convened by the Contracting Officer i
accordance with Federal Acquisition Reguiation Subpart 42.5. The Contracting Officer or Coutracting
Officer's Representative (COR), and other Government personnel as approprate, will meet monthly with the
contractor to review progress on any active Task Orders. The agenda for these meetings will include
contractor activities for the prior month, scheduled contractor activities for the current and next month,
prablems encountered or anticipated and actions taken or recommendations f or their resolution, and
percentage of requirements completed.

6.0 REQUIREMENTS

The contractor shalt support the various organizations within the Offices of the Under Secretary of Defense (Policy)
and Washinglon Headquarters Services with the following specific services. Requirements may vary depending on
the otfice. The persons provided should be able to interpret, understand, and abide by published standard operating
procedures and various Government rules aud regulations in order to perform the work. The contractor should
understand the structure of the Department of Defense and the US Federal Government, and musi be capable in
Microsoft Office suite {Word, Excel, and PowerPoint}.

6.1 Professional, Technical, and Analytical Support

6.1.1 Provide professional, technical. and anabytical personnel capable of addressing a wide range of policy
issues related to the overall mission of the Office of the Under Secretary of Defense (Policy). These
issues may include, but not be limited to, subject matter experts in each geographic., demographic, and
culture area the world; strategies, policies, and Inng term seeurity measures; analytical and technical
support in such areas as anti-terrorism. domestic force protection, and installation preparedness policy:
and defense support for civil authorities, crisis management and defense continuity, and defense and
security policies.

6.1.2 Provide assistance in developing the Security Cooperation Guidance and subsidiary guidance;
provide expertise on technology policy and assist with policy on non-nation state threats, including
counter narcotics and WhD.

6.1.3 Provide support and assistance concerning legislative issues and strategic communication
strategtes in support of Policy’s nission,

6.1.4 Provide technical and analyticai support on special operations, strategic capabitities. stability
operalions and force transformation.

6.1.5 Provide studies and anabysis. and on-site 1echnical support for OUSD Policy’s global sirategy
development; assist with providing long-term security strategy planning (e.g. the Quadrennial Defense

Review (QDR).

6.2 Freedom of Information-Mandatory Declassification Review Snpport
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6.2.1 Provide technical and classification reviews ol FOTA ardd Mandatory Declassilication and Review
(MDR) documents. Work shail be performed by the contractor at the contractor’s facility as well as on-
site under the direction of the FOIA program manager. The contractor shall pickup and return
FOIA/MDR docuinents from various offices. Task assignments will specify the required work, to
include reports, documents, correspondence, and other deliverables with specific timelines delineated
by the program manager.

6.2.2 Review Services. The Contractor shall provide personnel to process incoming FOIA/MDR
requests from the public under the Freedom of Information Act and Mandatory Declassification Review
Program, Personnel will have a thorough knowledge of the FOIA and MDR program, as wel} as
relevant classilication guides, as information withheld must be defensibie under the law.

6.2.3 Classification review. The Contractor shall conduct independent reviews, electronically or
manuaily, as defined, to determine if documents may be reclassified/declassified/sanitized based on
guidance and regulations. The Contracior shall coordinale among relevant Governmert offices 1o
determine the status of documents reviews and to resoive issues and prohlems raised during the review

process. Governmenl representatives will make all [inal determinations.

6.2.4 Database Management. The Contractor shall provide required tracking information; update and
maintain the FOLA database to ensuge that the FOIA 10-working-day suspense requirement is met.

6.3 Suppart ta the Policy Security Office
6.3.1 Provide Sceurity Specialists who shall advise, guide, counsel, and present security program
recommendations for individuals within the Policy offices: provide technical guidance and assistance as
required for all matters regarding SCI access,
6.3.2 Conduct security inspections and technical assistance visits and monifor comptiance with security
regntations; provide technical guidance, clarification, and interpretation of secnrity guidance: determine

strengths and weaknesses of individual offices and help plan and evalnate future security needs.

6.3.3 Maintain an up-to-date security database, to include special accesses granted and 5C] accesses for
all personnel assigned.

6.3.4 Perform SCI brietings and debriefings, and special access briefings: provide secnrity {raining and
ensure that all personnel receive their annual coliateral and SCI security refresher briefings, and

maintain records of the dates briefed.

6.3.5 Coordinate on all matters refating to Automated Information Systems (AIS) security and serve as
the liaison with OSD Security Services regarding these matters

6.4 Management Support
6.4.1 Provide program management suppaort, including scheduling and reporting.
6.4.2 Suppori policy development resulting from various management initiatives.
6.5 Gencral Admiuistrative, Secretarial and Clerical Support
a. DTS and Travel Support

6.5.1 Coordinate with other Policy office statf and leadership, orgauizations within the Depariment of
Delense, and outside organizations within and outside the Federal Government.
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6.5.2 Coordinate plans and preparation for meetings both in and outside the Washingion D.C.,
including meetings outside the US (travel agenda, conntry clearance, cables visa/passports,
nolifications, invitalions, protocol interface).

6.5.3 Provide assistance and administrative support for meetings, document collection, control and
retrieval, and general ¢lerical assistance where needed. The contractor must be able to provide
assistance it the archiving of federal documents and other administrative mallers as appropriate.

6.5.4 Assist in travel armangements for offices, to include execution under the parameters ot the DOD
travel regulations,

6.5.5 Provide support to Policy and other organizations for the proper use and irnplementation of the
Defeuse Travel System including a help desk function.

6.5.6 Assists in oblaining theater and country clearances for DoD personuei Lraveling overseas
under the terms of the Foreign Clearance Guide DoD 4500.54-g.

b. Clerical and Administrative Support

6.5.7 Perform secretarial and general clerical assistance including typing. proofreading. filing,
scheduling, and working with various software packages such as databases and spreadsheets.

6.5.8 Maintain office calendars and schedule appoiniments and schedule meetings and ensure
background materials have been reviewed and are ready for use. Greet visitors, escort “non-hadge™
visitors from the main entrances, and assist visitors and Government officials with administrative
functions.

6.5.9 Maintain useable working files. persenal files, directories, and other :naterials and prepare file
plans in accordance with established procedures.

6.5.10 Deliver taskers, messages, incoming mail. and classified mail to Policy front offices and pick-up
any outgoing correspondence. Pick up tnessage diskettes for Policy offices and classified

correspondence from Defense Intelligence Agency (DIA) (open, check, sort, and log in a database).

6.5.11 Sort and deliver incoming and outgeing mail to include special messages {cables). Process
registered 1nail and assist with FedEx/UPS deliveries,

6.5.12 Pick up hurn bags daily fromn the front offices and deliver to the Remote Defivery Facility (RDF)
in the Pentagon.

6.5.13 Attend to the Customer Service Window and respond to requests from the Policy staff.
¢. Event Support

6.5.14 Assist in developing special event requirements such as time and place. location, duration,
number of attendees. security requirements, and travel arrangements.

6.5.15 Based on draft agenda, locations, and attendees, prepare a draft budget for event to include
subrnission of Official Representational Funds (ORF?}, it needed.

6.5.16 Arrange for event transportation, security, conference tacilities, lodging, meals, and other social
functions.
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©.5.17 Schednte air and ground transportation.

6.5.18 Arrange for appropriate cenference rooms/facilities and prepare meeting places to follow
acceptable protocol procednres such as sealing arrangements.

6.5.19 Make meal and lodging arrangements Lo meel the requirements of the attendees.
6.5.20 Assist in scheduling events (i.e. (ours), photographers, and other relevant dutices.
6.5.21 Arrange for V1P clearance, parking, expediting sccurity requirements/requests.

6.5.22 In consuliation with senior Policy officials, manage official gifts for various evenis such as
recording recipients and type of gifts. prepare and regnest funding throngh Official Representational
Funds, and request for gift appraisal.

d. Document Management Support

6.5.23 Accurately distribute incoming and ouigoing documents; determine type of action required by
Policy office(s) for incoming documents, to include identifying the responsible Policy office for action,
coordination, and/or assistance; determine the existence of non-Policy offices having a collaterzal
interest.

6.5.24 Maintain a suspense control system that supports the Policy organization; use a specialized
database to properly process documentation by identifying the information in the database, establish
official Policy organization record of decument transaction, and create computer-generated document
control sheets electronically and in hard copy.

6.5.25 Prepare and transmit various management reports that enable senior Policy management to
determine the number of suspenses for which they are responsible; identify the responsibie action office
and the current status of the action.

e. Document Review Support

6.5.26 Support and/or perform classification review, information access, records research, conversion,
and archiving.

6.6 Editorial Support Services

6.6.1 Coordinate all coinments from other sources, edit, write, and/or prepare for signature all manner
of decumentation such as memaoranda, letters, reports, studics, instructions, directives, or other
docurnentation.

6.6.2 Make arrangements for meetings to further develop the data and information tor a document.

6.7 Briefings and Presentation Support

6.7.1 Provide snfficient technical and snhstantive knowledge and expertise to build briefings of
subslance front rough ideas or dralts for presentation to the most sentor levels of the DoD or Federal
Government.

£.7.2 Provide support using the latest computer seftware and imaging packages. and ensure ability to
provide rapid turn-around of hricling and presentation materials; provide experience and capability Lo
operate audiovisual equipment. Graphic support may require either computer packages or original hand
drawings. Both must be toadable on web software.
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6.8 Quadrennial Defense Review (QDR) Support

6.8.1 Prolessional, Technical and Anaiytical Personne! Support: Provide studies and analysis, and on-
site technical snpport for OUSD Policy’s giobal strategy developiment; assist with providing fong-term
securily strategy planning (¢.g. the Quadrennial Defense Review (QDR)). Support may inctude data,
content, tradeoff and sensitivity anatysis. Additional dnties inclnde those ontlined in 6.6 Editorial
Support Services. 6.7 Briefings and Presentaiton Support and C.2.3 Classification Review.

6.8.2 Clerical and Admin Support: Provide clerical and administrative support as described in 6.5 (B —
E). Provide support to organizational requirements that will be injtially developed in early Q2 FY09,
Additionally. provide surge capability np 1o 10 personnel as needed.

6.8.3 Subject Matter Experts: Provide capability to solicil specific snbject mauter expert’s (SME)
opinions on maiters of Defense policy, force development and force employment scenarios. SME wiil
need to be available Lo participate in meetings. presentations, and focus groups to discuss and further
devejop ideas and concepts.

6.8.4 Aliernative Analysis: Provide senior peer reviews of prodncts to “red team” concepis, ideas and
course of actions.

6.8.5 Outreach: Host meetings on behall of DoD locused on Congress, [the] interagency, industry and
key focus groups. The goal is to spread awareness of how the QDR process works and what issues this
QDR will address.

6.8.6 Web Based Support: Create and mainiain an external {open domain) and internal (controtled
access) websites that facilitates discussion (blogging), housed documents of reference, and supports
analyst and decision makers.

7.0 ADMINISTRATIVE CONDITIONS

7.1 The Government will provide all bnsiness refated facilities, supplies, and services necessary to
accomplish this task when the contractot is working at Government facilities. The Government will
provide access to all avaijahle technical manuals aud docnmentation as requested.

7.2 Normal work bours will be 8:30 a.m. to 5:00 p.m., Monday throngh Friday, excinding Government
Holidays.

7.3 The contractor’s program manager shall notify the Task Monitor when contractor staff is on
extended planned absences or away froin the area, The contractor should be prepared on short notice to
provide a suitable substitute for employees who are going to be out of the office for more than one day.

7.4 The COR and task Monitor will provide technical assistance and clarification. if required. for the
performance of tasks.

8.0 DELIVERABLES (See Technical Exhibit 2}

8.1 The contractor shall submit to the CO/COR(s) a monthly progress report on each task order. The
report should include a narrative review of work accomptished and any anticipated problems or
deviations. This report shall also accurately retlect the results of product inspections. summaries of
status review meetings, and schedule adherence metrics. In the event the COR decides this requiremert
is unnecessary for a specific order, the coniractor must request the COR make that determination in
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Place of performance will be primarily within the Pentagon and other Government fucilities in the Washington, D.C.
areas as required. (OCONUS travel maybe required and will be determined at the Task Order level.

Travel may be required in the performance of designated tasks and duties, to include supporting Government
reviews. The Centractor will be authorized travel to locatious and other agencics as determined necessary by
OUSD{P). Travel will be reimbursed in accordance with Joint Travel Regulations.

12.0 SECTION 508 COMPLIANCE

Section 508 of the Rehabilitation Act requires Federal agencies to make their electronic and information technology
accessible to peopie with disabilities. This applies to all Federal agencies when they develop, procure, maintain, or
use electrenic and information technolegy. All electronic and infermation technology (EIT} procured through this
task order must meet the applicable accessibility standards specified in 36CFR1194.2, unless an agency exception to
this requirement exists. Any agency exceptions applicable to this task order are listed below. The standards define
Electronic and Information Technology, in part. as “any equipment or interconnected system or subsystem of
equipmnent that is used in the creation, converston, or duplication of data or information. The standards define the
type of technology covered and set forth provisions that establish a minimum level of accessibility. The application
section of the standards (1194.2) outlines the scope and coverage of the standards. The standards cover the full range
of electronic and information technologies in the Federal sector, including those used for coinmunication,
duplication, compuiing, storage, presentation, conirel, transport, and production. This includes computers. software,
networks, peripherals, and other types of electronic office equipment.

Technical Exhibit 1

QUALITY PLAN - PERFORMANCE REQUIREMENTS SUMMARY (PRS)

The Contractor’s service requirements are suinmarized into perforimance objectives and guality standards that relate
directly to mission essential items. The performance threshold briefly describes the minimum acceptable levels of
service required for each requirement. Performance in accordance with these thresholds is critical to mission

success.
Performance Objective Standard Performance Method of Incentive/Disince
Threshold Surveillance ntive

PRS #1 - For each Task Skilled, motivared, and No more than one | Client Past Performance
Order, the Contractor, in a | sufficiently cleared {1) transgression Interview Rating; Option
timely fashion, provides support personnel report | per 90 day period. Exercise
appropriately skilled to work within 17 days of
professional personne} vacancy being identified.
with necessary security
clearances to support
QUSD (P) in
accomplishment of its
mission.
PRS #2 - The Contractor Minimal turbujence and No more than one | Client Past Performance
recruits and maintains a turnover in the workforce | related episode Interview Rating; Option
stable and talenied that promoies a stable and | per 90 day period. Exercise
workforce that effectively | productive work
supports the QUSD (P} environment, with a
mission requireinents. reduced learning curve

and task repetition.
PRS #3 — The Contractor’s | All deliverables and No more than Client Past Performance
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workforce consistently
generaies limely work
prodnct of high quality.

written products,
including but et limited
to Position Papers, White
Papers, Brieling Material,
meeting summaries, and
issue papers, reflect
thorough research in and
knowledge of the 1opic atl
hand; articulate ciear
conclusions and/or
recommendations, as
appropriale; all naterial
is written and formatted
as directed: reflects
Government guidance on
drafl and final material
and is comprehensive,
coherent, aceurate,
timely. and complete.

Professional advice and
assistance is rendered
pro-actively; is thorough
and weil thought out: is
rational, executable, and
supportable.

three
Iransgressions per

50 day period.

Interview

Rating: Option
Exercise

PRS #4 — Contractor
results under Clause E.4
“Small Business
Participation/Reporting”
herein.

WHS FY 2009
Subcontracting Goals

Contractor effort
1o mect WHS FY
2009
Subconltracting

Goals.

Reflected in
Quarterly
deliverable
report.

Past Performmance
Raling; Option
Exercise, Task
Order Award

End of Technical Exhibit 1
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Technical Exhibit 2
SCHEDULE OF DELIVERABLES
Deliverable Frequency # of Copies Mecdia/Format Submit Te
Progress Report Monthly Two (2) to COR and | Via e-mail COR/Contracting
one (1} o CO Officer
Small Business Quarterly Two (23 to CO Via e-maij Contracting Officer
Report
PRS Report Quarterly Two (2} to COR and | Via e-mail COR/Contracting
one (1) 10 CO Officer

End of Technical Exhibit 2

CLAUSES INCORPORATED BY REFERENCE
52.252-2 Clauses Incorporated By Reference FEB 1998
CLAUSES INCORPORATED BY FULL TEXT
2522127001 CONTRACT TERMS AND CONDITIONS REQUIRED TO IMPLEMENT STATUTES OR
EXECUTIVE ORDERS APPLICABLE TO DEFENSE ACQUISITIONS OF COMMERCIAL ITEMS (JAN 2009)
(a) The Contractor agrees Lo comply with the [ollowing Federal Acquisition Regulation (FAR) clause which, il’
checked, is included in this contract by reference to implement a provision of law applicable o acyuisitions of
commercial ilems or components.

_X_52.203-3, Grawuities (APR 1984) (10 U.S.C. 2207).
(b) The Conlractor aprees lo comply with any clause that is checked on the following list of Defense FAR
Suppiement clauses which, if checked, is included in this contract by reference o implement provisions of law or
Execulive orders applicable to acyuisitions of commercial items or components.

{1y ___252.203-7000. Requirements Relating to Compensation of Former DoD Officials {(FAN 2009) (Section 847
of Pub. L. 110-181).

{2y 252.205-7000, Provision of Information to Cooperative Agreement Holders {DEC 1991) (10 U.S.C.
2416).

(3) ___ 252.219-7003. Smalt Business Subcontracting Plan (DoD Coniracts} (APR 2007) (15 U.S.C. 637).
(4) ___ 252.219-7004. Spurll Business Subcontracting Plan (Test Program) (AUG 2008) (15 U.S.C. 637 note).

(5) ___ 252.225-7001. Buy American Act and Balance of Payments Program (JAN 2009) (431 U.S.C. i0a-10d. E.O.
10582).
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{6y 252.225-7012, Preference for Certain Domestic Cominodities {DEC 2008) (10 U.S.C. 2533a).
{7y 252.225-7014, Preference for Domestic Specialty Metals (JUN 2005) (10 U.5.C. 2533a),

(8) __ 252.225-7015, Restriction on Acquisition of Hand or Measuring Tools {IUN 2005) (10 U.S.C.
2533a).

(9) __ 252.225-7016. Restriction on Acquisition of Ball and Roller Bearings (MAR 2006} (Section 8065 of Public
Law 107-1§7 and the same restriction in subsequent DoD appropriations acts).

{10y 252.225-7021, Trade Agreements (NOV 2008) (19 U.5.C, 2501-2518 and 19 U.S.C. 33(H note}.

(11y__ 252.225-7027, Restriction on Contingent Fees for Foreign Military Sales (APR 2003) (22 US.C.
2779).

(12) ___ 252.225-7028, Exclusionary Policies arwd Practices of Foreign Governments (APR 2(03) {22 U.S.C.
2155).

{1331y 252.225-7036, Buy American Act--Free Trade Agreements--Batance of Payments Program (JAN 2009)
(41 U.S.C. 10a-10d and 19 U.S.C. 3301 nole).

(i) ___ Alernate I (OCT 2006) of 252.225-7036.

(14) ___ 252.225-7038, Restriction on Acquisition of Air Circuil Breakers (JUN 2005) (10 US.C.
2534(a)3)).

(15) _ 252.226-7001, Utilization of Indian Organizations, Indian-Owned Economic Enterprises, and Native
Hawaiiar: Smail Business Concerns (SEP 2004) (Section 8021 of Pub. L. 107-248 and similar sections in subsequent
DoD appropriations acts}.

(16) _ 252.227-7015. Technical Data--Connnercial Items (NOV 1995) (10 U.S.C. 2320).

(i7) _X_ 252.227-7037, Validation of Restrictive Markings on Technical Data (SEP i1999) (10 U.5.C. 2321).

(18) __ 252.232-7003, Electronic Submission of Payment Requests and Receiving Reports(tMAR 2008) (10
U.S.C. 2227,

(9 _X_ 252.237-7019, Training for Contractor Personnel Interacting with Detainees (SEP 2006) (Section 1092
of Public Law 108-375).

(20) ___ 252.243-7002, Requests tfor Equitable Adjustment (MAR 1998) (10 U.S.C. 2410).0

(2D)(i) ___ 252.247-7023, Transportation of Supplies by Sea (MAY 2002) (10 U.5.C. 2631).

(i) ___ Alternate 1 (MAR 2000) of 252.247-7023.

{(iii) __ Alternate [ (MAR 2000) of 252.247-7023.

(iv) __ Alternate 11 (MAY 2002) of 252.247-7023.

(22) _ 252.247-7(24, Notification of Transportation of Supplies by Sea (MAR 2000) (10 U.S5.C. 2631).

(c) In addition to the clauses listed in paragraph (e) of the Contract Terms and Conditions Required to Implement
Siaguies or Executive Orders--Comimercial Tremis clause of this contract (FAR 52.212-5), the Contractor shall include
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the terms of the following clauses, if applicable, in subcontracts tor commercial iterns or commercial components,
awarded at any tier under Lhis contract:

(1) 252.225-7014, Preference tor Domestic Specialty Metals, Alternate I (APR 2003y (10 U.5.C. 2533a}.

(2) 252.237-7019, Training for Contractor Personnel Interacting with Detainees (SEP 2006} (Section 1092 of Public
Law 108-375).

(3) 252.247-7023, Transportation of Supplies by Sea (MAY 2002) (10 U.5.C. 2631}
(4) 252.247-7024, Notification of Transportation of Supplies by Sea (MAR 2000} (10 U.5.C. 2631),

(End of clanse)





