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PERFORMANCE WORK STATEMENT FOR 
DEPARTMENT OF HOMELAND SECURITY @HS) 

U.S. CITlZJIZNSHIP AND IMMIGRATION SERVICES (USCIS) 
APPLICATION SUPPORT CENTERS (ASC) 
OPERATIONS AND FACILITIES SERVICES 

1. TITLE OF PRWEcT, 

Application Support Centcrs (ASC) Operations and Facilities Services 

This contract period of performance is a base period of one year and four onc-ycar option 
periods. 

1.2. CONTACTS. 

Ann: TBD 
U.S. Citizenship and Immigration Services 
Office of Field Operations, Room 1100 
20 Massachusetts Avenue. NW 
Washington, DC 20529 

Am: TBD 
US. Citizenship and Immigration Services 
Office of Field Operations, Room 1 106 
20 Massachusetts Avnuc, NW 
Washington, DC 20529 

Contractinn Offke 

U.S. Citizenship and immigration Services 
USClS Contracting Office 
70 Kimball Avenue 
South Burlington, VT 05403 



1.3. INTRODUCTION. 

The U.S. Citizenship and Immigration Services (USCIS), herein referred to as CIS, is the 
Department of Homeland Security component responsible for administering a variety of 
immigration benefits, including p a n e n t  resident status, work permits, nsnualization 
(citizenship), international adoptions, student visas, temporary protective atus, asylum, 
and refugee status. Applicants make a f o d  request to CIS by filing an application with 
an established processing fix and appropriate documcntalion. CIS pvides applicants 
with immigration and related services to support the lcgal and regulatory rquirtments of 
the application process though its h d q ~ ,  regional, and disPict offices, service 
centers, and application support centers. CIS services include: providing forms and other 
infomion to assist applicants in the application process; collecting applicant biometrics 
data for background chccks; t d i q g  applications; adjudicating immigrstion benefit c a s e  
and immigrant status adjustments; conducting naturalization testing d c e s ;  and 
pnfoming oath (naturdization) cemoaies. Once an applicant is approved, the 
applicant i s  issued a document, e.g., a Pmnanent Resident Card, Employment 
Authorization Document, Re-Entry Document, Naturalization Certificate, or other 
documcnl(s). 1\11 issued docurncnts with the exception of the Nahmdization Catiikate 
have an expiration date. Applicants must re-apply at specified intervals to renew 
documents and continue immigration benefits. 

One of CIS' primary responsibilities is to administer aad manage Application Support 
Centers (ASCs) and related operations. ASCs collect applicant biometrics data (e.8. 
digitd fingerprints, photographs, and sigaaturw) and catah applications for immigration 
benefits. ASCs also schcdulc applicants for processing. 

This contract will continue the current domestic ASC Program. Additional support 
functions an likely as a result of the mission focus brought about by the transition to 
DHS. Additional demands on tbc ASCs for services may be rsq- within rbe scope of 
this contract as CIS re-engineers a variety of processes and implements new federal and 
DHS biomcaics initiatives and policies. impacts, if any, on the ASC Program horn such 
changes will be assessed when criteria including eligibility tcquirements, determinations 
of customer population size and geographical locations, the ASC Program's role and 
level of invotvcmmt in initiative implementation, biometrics typcs to be collected, and 
other requirements factors can be defined. 

1.3.1. Definitions. 

m. A contractor-operated frrcility at which biornehics of individuals seeking benefits 
are collected, and other services such as application collection and xhcduling may be 
provided. An ASC may be located in Government-provided or contractor-leased space. 
ASC offices are categorized in four sizes: small, medium, large, and extra-large (See 
Attachment C - Sampk Floor Plans). Office size and contract st& varies b& upon 
location and projected applicant mc. Historical ASC contract staffing ranges h m  a 
Site Supervisor and onc or two biometrics technicians (BT) at small ASCs to multiple 
supervisors, BTs, quality a s s m e  [QA) personnel, and guards at extra-large sites. 



Although guards are c m t l y  unarmed, armed guards may be required in future task 
orders in spccial circumstances at specific sites on a tempomy or permanent basis. 

Standalone ISA) ASC. A conwlor leased, contractor-operated facility within the 50 
IJnited Stares and U.S territories (i.e.. Guam, Pucrto Rico. md the Virgin Islands) at 
which biometrics and !applications of individuals seeking bemfits arc colleetcd, and 
scheduling services arc provided. Standrlont (SA) ASCs arr: stand-alone facilities, not 
co-located with other Government offices, urd esc staffed with a G o v ~ t  ASC 
Manager (ASCM) and contract staff. Of%ce size and contract staff vaaies based upon 
locadon and projected applicant trafic. 

Co-located ASC (COLQ). A Govtmment-provided, Wntnctor-Operatad facility located 
within a CIS facility or 0th Govcmmcnt agency space at which biomehics and 
applications of individuals seeking benefits are wllectcd, and scheduling services are 
provided. Workload i s  usually I t s  thaa at a stand-alone ASC and staffing i s  generally a 
CIS ASCM and a contracted Site Supervisor. 

Mobile ASC Route. A CIS outresch program that collc&i biomttrics data from 
applicants in very remde U.S arcas. CIS penonael and contractor ASC staff wlle~t 
biometrics data at pre-arranged locations, such as community caters, schools, aad 
churcha. In some instances, m ASC contmcm will bavel to the mobile roule sites to 
meet thc CIS official, who provides ovcnight and policy support as needed. ASC mobile 
routes are in Alaska, Hawaii, and the South Pacific. 

U.S, Fort of Entrv (POD. Points of entry into the U.S. include air, sea, and land ports. 
POEs art in Govemcnt-provided facilitiej and arr usually M e d  by federal emptoyees. 
However, certain POEs use ASC contract personnel on a limited basis to collect 
biomctrics data from persons entering the U.S. Such POEs arc considered to be COLO 
ASCs, and may be tempomy in nature. 

2. BACKGROUND, 

CIS is required by law to obtain biometrics data from applicants seeking certain 
immigration benefits. Biometrica data i s  wd to conduct criminal background checks 
prior to CIS making a determination whether to pant immigration barefits to applicants. 
Thc Congxess of the United Slates prohibits CIS b m  accepting biomctrics data far 
applicant benefits h m  any entity other than a U.S. statc and local law enforcement 
agency, a CIS component, or the Dqwbnents of State or Defense. To comply with this 
mandate, CIS cstablishcd the ASC program in 1997 to collect applicant biometrics 
internally within the contral1cdmvironment of an ASC or ASC mobile route. The ASC 
program resides within the CIS Ofice of Field Operations. 

ASCs cmenily wrist in 136 locations throughout the United States and U.S. territories 
(See Reference Libraty CD for site locations and current staffing data). Fi Ay-four (54) 
locations are COLO sites (including seven temporary sites) and 82 are SA sites. Mobile 



routes are associated with and staffed by specific ASCs. (See Attachment A for mobile 
route destinations). 

Annually, the ASCs process a signif can1 portion of all appIicants seeking immigration 
benefits. ASC workload is dependent on current immigration policies and customer 
population size. among other factors, and has historicdy fluctuated upward and 
downward. The chart below shows historical numbers of benefits processed at the 
ASCs, and historical staffing numbers. 

ASC work1od dofinhian were miwd in FY 2005 16 align rtltttirt with process 
chnper. WktotMly, ASC walrlaad bas been a k a l  by nlmkr of b e d  proctssed. 
In mid-FY 2005, t d t i n g  dmgad to number of tppllcmts pocewd. For FT q, the 
n w a k  of h s h  processed w u  43  million, howem. 3.0 million applicants arc 
ertimatcd using the d s c d  tracking mahod, based on blstarjcal data that shows one 
appliclu~ mry agply md rsquirc ptocnring for multiple benefits. 

+ Staffing numba, include ASC oprationrl staff only, no pro~nm mrargcmea! -1. 

Sbfhg u of 
9/30 Ea& Year , 

1,293 + 
1,014 
1,001 
1,094 
1,053 

768 

7 

F h n l  Ytrr 

FY 2005 
FY 2004 
FY 2003 

Biomctrics data is.collected and transmitted electronically by (he ASCs using specialired 
scanning systems provided by CIS, with a small number of biomtrics caghucd manually 
using ink. 

Nmber  of kwl# 
P r d  at ASCs 

4.3 Million * 
3.0 Million 
2.2 Million 

The ASC program has evolved since it was established in 197, with significant 
functional arid workload realignments, site additions movcs, closures, expansions, 
renovations, and major technology deploytnents. CIS will periodically assess sitc 
tocations to align production capability with workload, and to implement new initiatives 
during the life of this cantract. 

FY 2002 1 2.9 Million 
FY 2001 1 2.3 Million 
FY 2000 1 1.8 Million 

The CIS focus for this program is to acquire creative, timely, and flexible solutions to 
meet immigration k c f i t s  wotkload, to collect quality biometries data with minimal 
rejects, to maintain cost control d high customer service standards while performing in 
diverse environments, and to strengthen security of the United Statcs and its borders. 

CIS is seeking contractor labor and program management support for the Application 
Support Centers (ASC) Program. The contractor shall provide a -of fully trained, full 
and part-time omsite Iebor (U.S. citizenship is  required) at design& SAs, COLOs, and 
mobile routes. The major tasks to be accomplished m: Biomctrics Capture, Mobile 



Route Support, Scheduling Support, Colleclion of Applications, and Program 
Management Support, including Facilities Lasing Md Maintcnartct. Potential W e  
requirements include but are not limited to, additional sites, additional mobile routes, 
scheduling cen'Iers, and citizenship testing services. 

The contractor Wl provide staff and support to establish, operate, and maintain 
locetions and perfbnn tasks as specified in trslt oPdas rsrkr this conb'W. Th contnctor 
shall provide JI proprirm management support to iacludt, but not be lrmitsd to, pcffonnd 
management and stdliurg, facilities lasing md maintarancc qqmt, pmcuremcnt 
support for furniWof6ce equipmdoficc sapplies, Govaarmnt m y  
adminis~atia, quality and t d h g  -, stsadard o e  prooaduns m i o n  
and mg, Government coordination, invoicing, repor&, teaming amngmmts d 
subcoatrsct administration, administrative support, ~~ exranp~mtk and 
special projects support. 

The contractor &dl provide all camnt services specified in Odr PWS as wcll as any 
ather ASC-related services as ditsctcd by DHSiCIS policy, misrion, or c a q p h d  
action tbat may be iacorporrvrcd through tialr ordct or modification in80 this oonrrrct. Shc 
colltncbr shall be rtspansive to IsgiJldion tbrt the cuntinmd i n h h s ,  
devdopment, aad implem~4tation of the ASC Program to e n m  CIS compliance with 
congressid mmdates. 

ASC Program workload may fluctuate upward or downwadif new f c d d  at DHS 
initiatives such as Oucst Worlra. DHS employee IDS, Fcdaal IDS, TSA Hazardow 
Mttcriale (HAZMAT) rrsMpol2, Tcqmmy Protective Samu (TPS), US Vdtor and 
launigmt Swus Idcator Ttcfmalogy (US VISjT), Teen Worker 
IdmtiAcaticm Card (TWIC), and orher paogmm d o 1  policy cbengw are approved and 
implemented during performance of this contract. Overseas expansion and cibmhip 
testing services arc cmcntly uwkiinod 

Upon completion of Government-approved minimum training n specified in Section 6, 
Training P r o m  and in accordance with cmerd ASC SPadard Operding Procadnres 
(SOP), the contractor shall provide the fbllowing servims. 

TASK 4.1, @ $ C S  C- 

The csntrrtctor shall provide trained, purlifid staffto suppon CIS in the collection of 
biomeaics of applicants s d h g  U.S. immigration M t s .  Work involves Ihe mflection 
of qdity -cuntroUcd fqexprints, photogfa& signatures, and other biomttricj drda, in 
combination using 00-ent-m- eltctronk and manual bbmdrics capturing 
equipment. Biornehics strvioas sball be provided an a scheduled hais at tach 
e s t a b l i i  location a d o r  applicabk xnobilc routt(s). 



This section summarizes the Standard Operating Procedures utilized in the ASC for 
biometrics capture. Additional coded biomtrics types may be added, as requid. 

CODE 1 Biomdrics 

Id& Verificatm Custo- ' a. Cust~ncr's identity sball be verified. Subsequently, an 
Appli- Information WoTkshbet shrrll be distributed to uch customer. Tht process 
shall be briefly explained and questions answered. 

Code 1 HiorpCyics (Fm FD-258). Fonn FD-258 masthtbd (i-e., dcmogtsphd 
biographic) information shall be crWrd in the electronic biometries quipcaurt or 
computer fiom thc jchcduling notice and appljcant wodcsbt ud vaificd fbr m y .  
Code 1 biomcaics (r:onn FD-258) shall be mpturcd using elacWc or ink method% ao 
applicable. B i c s  shll be re- by quality conU0188 appcOpcjrtc to enruc they 
can be properly classified by the FBI. Wing the 'W Eatsr" buttontrrasmitg the . 
e l t c ~ n i c  record to the a p p j s h e  CIS ofice. A customer d c e  card shall be 
pvidbd to each applicant for comprstion. 

. .  . -. The number of records transmitted is reconciled with tbe 
number of epplicants pmmsd. ?he ASCM will print d d n  a Tnuwctioa R ~ g i s t a  
of eicccrdc transmissions. Mmunl Code 1 biometries, if any, Wl be seat via 2-day 
d e l i v e r y l ~ t r  to the appropriate CIS office. 'Ihe contents of each mailing shall be 
logged in a manifest nnd sacked by crutomcr  me and dim registdon aumbtr (A- 
Number) ot othtr au!hized identification numbtr. The total amber of Code 1 
biometrics appIicrau paoctsred drrll be included in nports to thc Oowmmcnt. 

~ o m q & @ t v  V-oh Customer's ickntii ahdl be verified. Subaequeatly, an 
Applicant lnfomration Worhbat ihrll k distributed to #cb customer. This pass 
shall be bridy ~~ and questions anmasd. 

lkmpphics  i a f o d o a  shall be artacd into the 
biommics c a p e  equipmeat from l& scheduling n o w  if applicable, end Applicant 
Information worksh& end v a i K c d  fa accuracy. 

Codc 2 Code 2 Codegerprhu shall be tlectronicrlly captured. Digital 
signatws, amticant -hs, d otlm biometriuL 00 spplidc, s&U be OM 
u& the did3 b i o m d r i c s ~ ~ t  (Code 2 biomctrics crrphP.e veries by typc of 
benefit, spplicnnt age, etc.) 

Quiditv Can&& Demogtaphics infomution and biomehics images shall be r e v i d  by 
quality control ss appropriate to enme thc data meaJ or exceeds CIS sfaadvdr and 
procedures. Prcssh the "Enter" bmon transmits the electronic records to tbe 
appropriate CIS ofticc. A customer service card sM1 be provided to each applicant for 
completion. 



Reconci]iatm0hn& The number of records transmitted is  reconciled with the 
number of applicants processed. Tbe ASCM will print and retain a Tmmction Register 
of electronic d s s i o n s .  The tdal number of Code 2 biometries applicants processad 
sMl be indudod in reports to the Govtmm'ent. 

C C~~ustomn's identity shall be verified. S u t m q u d y ,  an 
Applicant Infonnatim Worksbeet shall be distributed to a h  customer. The process 
shall be bricfl y explained and questions answered. 

. . (:ode 3 Biom&jc~ wm (Corn- 1 and 21. Form FD-258 
(i.e., demographic/bio~c) i n f o d o n  dud1 be entered in the eltctmnic biomctri~s 
equipment or computer fronr thc sckduliing notice and spplicrrnh wd&d  lud vuitial 
for acntrscy. Code I (Fonn FD-258) fingerprim sbrlf bo aptwed us& electronic or 
ink methods, as applicable. Code 2 f&ta shmll be &cUonidly # Digitj 
sigltiwcs, applicant pbobgnyb, rradotba bioawrric8, as appiicabk, Wl be obaimcd 
usingdigitd bhnetrics equipment. D a a o O n p h i c t ~ 0 1 1  m d b i  b g ~ ~  
shallbetevidbyqditycoatrolaseppropriateto~~~~tbcdrtr~or~~& 
FBYCIS standards and pocedur#. pressiaS the "W button irmmits the elsctranic 
records to the qpmpriate CIS ofice. A cwtomer d c e  card shall be provided to esch 
applicant for completion. 

P-- - .  . T h c n m b c r o f ~ ~ t t e d i s ~ i l a d w i t h t h s  
nun& of mpplican~, p r d .  The ASCM will print and 6 a Tmmction Regista 
of dectronic tnmsmissiorw. Manual biomtcica, if any, ahrll be #n0 via 24by 
deliveryIcourier to the appropriate CIS office. The canteats of each maim shall be 
logged in a mmifd and W e d  by ciwtomtr auac and dim registretion number (A- 
Number) or othci authorized identification number. The t o l  number of Code 3 
biometrica applicants processed shall be included in nports to the Oovemmeot. 

TASK 4.2. M O W  ROUTE SUPPORT, 

The contractor shall provide all supplies, quipmcnt, and tnined. q d i d  wlffwceurry 
to provide rnobik mute support for esbblisbcp mobile row. n# ASCM and tbe 
contractor shaIl process any operational trrlrs oa mobilt mutes that ate withim the scope 
of wotk of ihc ASCs and which arc feasible for pmcrmhg in a mobile e n a t .  
C d y ,  only biometries data is captmd on mobik routes. T k  mtnctor shall bring 
the necessary govcm-Wed supplies and equipment to @~nn  biometriw 
services. The CIS District oi?ica determine mutes; including the identification of 
service point addnsses, hours of opnatjcm, and ~~Mules. Typically onc CIS offiad 
a c o o ~ e s  one Biomctrics Technician during the mobile mutes.. A Biometrics 
Technician may be rcquimi to drive and must posseas a valid state driver's licfflw in this 
situation. M g h t  trsvel my be required. (!ke Attachment A for cstablishal Milt 
routes and Attachment B for a list of standard mobile mute supplies and equipnmt - not 



all-inclusive.) Mobile routes may bc changed unilaterally by the Government any lime 
during the term of this contract. 

This section summarizes rhe ASC Standard Operating Procedure utilized in the ASCs for 
mobile mute processing. 

Mobile -. CIS establishes the frtquency and provides dabs aed times 
for each scheduled d i e  route. Lm@h of stay by mobik route qmmbtks  at a 
particular hosting facility may vary from a few hours to several days bmd on the number 
of applicrnts in thc scheduling queue and tnvel time to brs hosting fbcility &stidon. 

S c m ,  CIS andlor colltmtm staff using the ASC SPandard w a g  
Procedure sball schahde applicants for mobile routes. 

Tnvcl Authorization. The conbactor silc supervim shell obtain travel qqmv.1 f~ cach 
contractor staff member assigned to the mobile row. 

. . Lonutl#l Mobik route r ~ p w a t a t i v e s  verify thd dl rcquirsd supplies snd 
quipncnt arc avaiIabk prior to dqmhrc. 

cs CaPttg@Wr Wis. Standard Opcntine Roccdwcs for biamttricJ 
capture and other authorized services dull be followed to procam lpplicwts on mob& 
routes. Thc contractor stdf is not Butborizod to d u d  mobile routes witbut -Val 
of a Gommmt fepmmEative. 

m. The totaI number of applicsntr processed sbrll be ad&d to tbe rpp1i-k 
biometrics totala m e d  to the Govanmcnt. Sepustc mobile route reporting is not 
rrquired- 

TASK 43. $ K H B D ~ ~ .  

Thc contractor shall provide mind, qualified arffto d u c t  scheduling wmiccs at 
ASC sites on a coordinated baais with CIS sobcdulSng activities. Tbe wdnctor Bhalt - 
locally schedule applicants for biornetrics pocesrin~ whcr, pvidad the required 
scheduling infodon fkom the Oovtnrmcat (uswlly tba CIS District OBee). .Tbe 
contractor and/or CJS nptesentatixa m y  conduct initial schtduliag. RascheMii of 
applicanw shall be prrfwmed locally at the s i k  by the contmctor to eccomnodatc 
applicant rescheduling rtqucsts and to re-take F B l - r e ~  or expired biometrics data 
Scheduling by tbe contractor shall include biomctrics and appI'cation-processing 
scheduling for immigration programs. 

Although not curru~Uy required, &lure schedl~ling req-ts may include local 
scheduling fbr citimdip testing and schaduli d u  from a contrrctor-leamd ud 
operated scheduling center. 



This section summarizes the ASC Standard Operating Procedures utilized in the ASCs 
for scheduling. 

~n/v&&tior\. The contractor shall enter applicant's biographical information into 
the databese. or if rescheduling, retrieve applicant's record in the schtduling database. 
The conkactor shall validate tbe accuracy of all biogmphcal infomation by cornparing 
with the appointment notification letter and/or A-File and if necessmy. shall revise the 
database. 

-, Enter tht ASC location to which tbc c- will rrpofi, the 
appointment date, time, aad 0th scheduling information. Print Appointment 
Notification Letter. 

Qualitv. Biographical information shall be nviewed by q d t y  control as 
appropriate. Lener~ shall be placed in fraDked envelopes and kept in a secured area until 
mailed. 

&pilh& The numb of custorncrs scheduled shall bt included in q m t s  to the 
Governnrent 

TASK 4.4. COUECI'ION OF APPLICATIONS. 

Thc contnctor shall provide trained, qualified staff to support CIS in the collection of 
applications of persons s d i q  U.S. i r n m i p t h  b e .  The coatmetor shfllrhll 
provide wlicatioa colkction semi- for penom applying at dcsipttd ASCa on a 
walk-in d m  scbcdulcd basis. HjJtoricaIly, the ASG have collected hnrdcopy Form I- 
90 applications for persons renewing a Form 1-55 1 "Green Card" on a walk-in buis. CIS 
Form 1-90 application collection procwsej were revkd in late EY 2005 to allow 
electronic E90 ~ T O C C S S ~  at thc ASCs, and a new CIS system is ox- to be 
implemented at tbe ASCs by late FY 2006 in support of this tusk. Future rcquimmtrr 
may entail revising the 1-90 psoccssiag andm addig otha applications fk procecain8 at 
the ASCs. 

This section summarizes the SOP utilized in tbe ASCs for spplication procusinp. 

Hardcopy AppEaiiw Proeedng (currently Form 1-9 only). 

icw- Tnt two-page bardcopy application shalt be reviewed 
for complckaws to amme all data collection fields have betn compktcd d required 

'documentation is s u M M  the txpire4j/expiring 1-year 1-35 I W the processing k. 
payable by check or money order; a two-sided copy ofthe 1-551; and two phdopaphs. 



lnttragency Border Inspections System (IBiS) query to determine eligibility. An IBIS hit 
(i.t., adverse information in the database) shaIl be referred to tbt ASCM for eligibility 
determination. The contractor shall cease processing an application with an IBIS hit until 
the action is returned by the ASCM for further processing. Thc applicant's file shall be 
accessed in otber CIS databms to determine eligibility. Applications with no adverse 
database infomation will continue to be processed. 

An impmion of the right index finger shall manually be placed 
on Form 1-89 within a template. The applicant's signature sMl also be taken witbin that 
template. Information on the Form 1-89 shsll be completed. Farm 1-89 shall k vcrified 
for accuracy. Upon completion, Form 1-89 sM1 be asmMcd witb the application and 
required dcmmmtation. 

m. The a p p ~ ~ n  package shall be reviewed by quality control as 
approPriate to verify accuracy and complctentss. 

Issuance of Inurim LhammWion. A secure. serialized sticker W be &xed to the 
cxphVtxpiring 1-55 1. Entty of infcxmrriw including, but not limited to tbc following. 
sbtll be rpnde into a datrbsre tmking system: the said munber, A-Ntmber on the 1-551, 
namc of applicant, issuing ttcbnician, and otha pertimat dau 0 t h ~ ~  CIS datrkuts shall 
bt updated, if required. A customer service card shall be provided to each applicant for 
comp3cth 

At the erwl of each b\lsiaesr day, the cmlmcm rhll wOrlEvwith the 
ASCM to account for tha daily 1-90 ncerpta, and rcumcile renewal sticker i l ~ ~ l f o ~ y ,  
Daily manifssts tracking eacb specific sticker number imuncc with A-Number and 
applicant name sball bt d g n c d  by both the Site Supavisor and ASCM, and forw~cdsd 
along with the herdcopy application pockegcs to tbe appropriate CIS pmccsdq centct. 
The available stiaker inventory shall be compared against the number of stickers i d  
arid voided during the day to verify invent- Icvals, and an Apphthn Reconciliation 
Report sball be compltted If discrqmcies occur* nasonablu efforts wiU be made to 
cstablib reas011~ for discrepancy, and the reason droM be annotated oa the daily 
Application Rmnciliution Report. Both the Site Supavisor and ASCM shall -sign the 
reconciliation repor(. 

Form E90 At the end of each business dry, a11 of the Form 1-90 applications 
shall k sent via 2-day ddiverylcouricr to thc sppropiate CIS office (for &tr catty, 
receipt generation, and adjudication). Whxe late tjeht pick-up is not aMilabk for 
application and fees received affcr h e  last scheduled pick-up, the ASCM shall be 
and the applications and feu will be sewred in an appmvcd Bafe. The applications and 
fees wiil be approprietcly dispatched thc following bushes day. Each mailing shall be 
logged and tracked in a dated &fist. The ASCM will prepam, log, oajt and ship the 
daily manifest, and will retain a copy of each manifest for a paid of three years. 

Rewrlinn. The quatitity of completed 1-90 application packages mailed shall be included 
in the total 1-90 applicmls processed nmbcr reported to the Government 



1D Vaifi-. The applicant's identity shall be confnmed using the appropriate 1D 
documen* requid for the spccific application (cumntly Form 1-90 only), and an 
Application Information Wo*shtet shall be completed. 

C-. Appropriate msbody datrbPse checks shall bc 
conductdd to detenninc eli@iity. Applications detmainad to have VC infometion 
or unresolved issues as the rwuh of d p u h  c k k s  shall be nfOItd to the ASCM. 
Applkat.bns with no adverse or unresolved issues will continue to be proccss#i. Thc 
ASCM will review actions as w p r i a t c  to vaify accuracy and compatcness of 
d a b k c  checks. Interim documea(ation such as an extension sticker, foif, or stamp shall 
be f i e d  to thc applicant's documentation, if requited. 

W i t v  ContrqyProcesa Co- Codc 3 biometries shall bc captund. Qurlity 
Control dvll be perfond as appmpiatc. Pnssing the "Enkr" button trersmits the 
ekctronic record to the appfqhk CIS ofiicc. The Application Infondon WcwMed 
is annotated with the d* pmccssed and other data, anl ntumtd to tht applicant. A 
custorncr service card shall be providtd to each ~pplicrat for completion. 

. .  . The number of records transmitted is  nccnciled with the n u m b  of 
applicants p m e s d .  An Application Reconciliatjon Repart tha)) be pqmd if stickas 
or otber interim  doc^^ was issued that day. If disasprnciw occur, mscmable . efforts will be msdt to crtrblish reasma for -y, aad the mson IIWl be 
annotated on the daily Application Reccmcilhtb Report. Both the Site Supcrvism aad 
ASCM shall co-sign the reconciliation nport. 

&x&ng. Tbc number of compickd elccaonic applications pmccJsed shall bc included 
in the total 1-90 applicants processed number ~tpartod to the Govcmmcnt. 

FBI. Ihe FBI electronically vetifies biometria c k k s  within 24 houm As 
appropriate, pressing the "Enter" button for FBI-checked records initiates immigrant card 
production at the CIS processing ccnter. 

TASK 4.5. pSTIN(& (Possible Future Requirrmcnt) 

Althouph not c ~ a n l l y  required, ASCs in the fume may provide citizenship testing 
support tbroufi itruwcc of a sqame trslc order. In the eveat this is mphd, the 
contractor shall provide tmiucd, quaMcd staff at tbat h e  lo support CIS in tbc 
,administering and scoring of civics t a t s  to applicants seeking U.S. immigration benefits. 
The contractor shall provide testing services at ASC locetioru on a schcduted baris. 
Subjects tested may include U.S. H i s t w  a d  Oovcmmt, a d  Endish (reading, writin& 
spcaki i  and comprehension) using CIS-genenrttd testing materials. Siles to provide 
testing services will be specifically delineated in future trak orders. 



(6) Accessible mornings, evenings, and wcekmds. 
(7) Be fl& in tilt or other durable surface to provide for heavy tramc and !he moving 

of large quipment. 
(8) Compliant with all local building codes, c.g., fm, alarm, eleclrical, and sprinkler 

system. 
(9) Have heating, ventilation, and air conditioning (HVAC) systems capable of 

supporting LAWWAN equipment, computers, and ekct~onic biomctrics equipment 
fagproximutely 50 to 90 d e p c s  Fahmbit aad 20 to 80 percent humidity). 

(1 0) Mcet electric powcr/voltagt usage requirements of specidiztd ASC aquipmcnt. 
(1 I )  Be c l e d  on a daily besis. (e.g., tmh runoval, dusting, window cleaning, floor 

WadJvacuum, and bstiovmm mrintcnmce) 
(1  2 )  Have as a minimum, two public nstrooms (male and f-e), haadicapptd 

accessible. 
(1 3) Have similar physical layout as fdlows, as applicable: (a) waiting area with chairs 

(b) (c) biomcaicdappli~ons arts; (d) spce for 
c~~ter~Wcornputcr wodmdh(s);  (e) potential testing crrca; If) adhcak  room; 
(g) mtrwm; (b) computer WIX supj~ly morn; {i) Site S u p m b r  ofkc; and 0) 
ASCM office. The computer d m  slrpply room, Site SupervW s ofkc, and 
ASCM's office shall haw doom witb locks. (Set A~~ C far smnple floor 
PI-.) 

The Govcnuncnt will review SA space requirements at all applicable sites if testing 
services are ordered uzdn the contract. 

SA FecilityggS11. Tbe Qwenurwrt will specify tbt general locations and size of each 
SA. The cumnn size standds of SAS ate as follows: 

( I )  Small Office, approximately 2,400 aptan feet 
(2) Medium Ofkc, approximately 3,600 sqwrrc feet 
(3) Large Mice, approximately 6,000 square feet 
(4) Extra-Large Oflice, a p p m x h d y  11,600 square feet 

$A locations and size my be revis& iddcd. or deleted u defermid ncc&y by the 
Govmuncnt. 

Securirv, Alamed security h c e s  shall be provided for each SA site to include closed- 
captioned television (rXI.v) in lodons approved by the ASC Program Maaaga. The 
d t y  systems shill be connected to tbe k d  police md fire station. O1&r security 
features, to includo door peepholes, window film, "panic" buttons, concrate banien, 
a d  guards, ctc. m y  be ~cguired n SA sites, on a site-by-site basis, if approved by the 
Gomnmmt. (Note: Ahhougb c ~ l ~ c n d y  not required, future use of armed goards may be 
placed on individunl tank orden.) 

h&Um~@uppod, The contractor shall provide psocumntnt management scrvicecl 
consisting of all activities associated with the approved procurement of supplies and 



services needed for operation of the ASC sites and mobile routes, and not directly 
provided by the Government. The contractor shall provide as necessary all supplies, 
equipment, equipment maintenance, fumiturc, and services, including, but no! limited to: 
modular furniture; chairs; general office supplies; fingerprinting supplies; copiers; 
facsimile machines; televisions and VCRs; electronic customer queuing systems, 
American flags and stands; cabling; anti-fatigue mats; and indoor and outdoor signs. 
Pmmments mud be properly documented to prove price competition was obtained, or 
to justify why competition was not obtained in accdmce with FAR Part 44.303. The 
conbactor shall combine requirements to obtain bulk discounts as feesible. All items 
procured by tbc contractor under this canhact, except contractor-ksssd property, shall 
become the property of the Government and shdl bc mmcd to the Government upon 
conInc1 completion. 

The Government will provide eleclronic biomcttics scam$ng cquipmcnt, computers, 
printers, and safes to the contractor. 'Ihc Govennmnt may require h. ASC contractor to 
l e w  or rent and maintain ekctmnic biomdcs  equipment, or other equipment, during 
the life of this c o w ,  in lieu of furnishing such quipxnt as G-ent-04 
property. The contmaoc shall retain I d  or rented cquiprmnt as cmtractw-owned 
equipment, Tbe Contmctor Wl paovide, at its own cxpap;e, rdiigerators, microwaves, 
and other kitchen appliana and utensils necessary to stock the staff break room. The 
Govcnunart will not reimburse kitchen appliance and utmsil cons. 

0 
. . 

The contractor MI 
provide all activities d a t e d  with tbe adcqunte cae and safckqing of d l  GFE 
acquired unda this contract, including inventory, tracking of equipment mom and 
npl~ccments, and reporting. Upon contract completion, up-to-date GFE inventory data 
shall be provided to the Government. 

The contractor sball provide pasonnel mmgemcnt scrvices -sting of all sctivitics 
associnted with Etrffing including, but sol limited to: rcuuitmenr; H i t ;  
weening; interviewing; refmnce checks, payroll; bendits rdministnth; security 
c iqmcc  coardition; training coordinatioo; qwl employment opportunity (EEO); 
sexual harassment in the workplace; operatid srfety ud h d t h  (OSHA); and other 
applicable employment isms, befits, and laws. !kc W o n  5, Convacrol Personnel, 
for Key Peffonncf desired. All personnel must meet securily c l c ~ ' c  requinmcnts set . 
forth in Section 20. 

i 

The contractor shall remit and Main stamng levels to meet the nquiranents of (he 
contract and orders fw each ASC site. The couWtor shall develop and maintain a staff 
retention wgram that wilI encourage continued anploymen! of quafified prsomel. 
This program MI also identify md offer advancement opportunities for employees with 
promotion potentinl. 



The contractor's organization shall consist of sufficient program management pcmnne! 
and on-site staffing at each ASC end other authorized locations to provide rcquircd ASC 
services. The contractor shall ensure the proper authorized security I t v e t  for all Key 
Personnel and ASC staff (currently T1- High Risk for A n d  Guards, and T2 -Medium 
Risk for all other job categories). (Note: Although cumnriy not required, f u t m  use of 
armed guards may be placed on individual task orders.) 

The contractor shall provide pcrsowl who have suffxient cxpcrience, education, and 
skills lo successfully complete tbe phfomwnce of work and manmgc opaaions at the 
ASC sitas. Personnel that offer bilingual capabilities will be gusutd u prcihcd 
candidates to help provide a range of languasts for ownmun*ng with immigrants 
whose first language may no! bc English. 

The conmclor shall provide only pnsonnel who ~ J Z  fully qualified, trrinod, competent, 
and clesed to &om their assigned work rmd who possess tbc minimum guplificstions 
for each labor category. All training shrill be provided at the contrrctor's expense. Sae 
Won 6, T'ining Pmgrm. 

P e m m d  must be flexible, open, aad r#ponsivc to pmdwal dmges and coopmtivt 
in implementing and testing new techndogy sad standard opmcing procedures as the 
functional responsibi1ities within tbe ASC sites evolve. 

Thc contractor shall develop and maintain a qunlity contml progmm. quality control 
progrsm shall codst of all activities associated with quality coatrol aad assumce to 
maintain, as a minimum, the quality standards specified m Attachment D. 

'Ihe contractor &dl provide tra- swims codsting of dl activities associated with 
thc implementa(ivn of rr training propam for ASC scwiiccs including, but not limited to: 
procal\lrst dtvelapmaa, provid'ing instmctors, equipment, and supplier, logistid 
coordination of training frcililies; printing and distribution of mme d; aad 
progress reponing. ?he contractor will be q u i r e d  to provide ASC staff that kas 
complrttd the minimum trainiqj specified in Section 6, Training Frogram. The 
h m t ,  unless othtiwise specified, shall not rrimburJc costs for contractor mining 
requirements. 

Iht conmor shall provide proelam ~nanagnnart and edmistntive support to tbe ASC 
p r m  for specialized short-tm proW that may arise in response to congressional 
mandates, CIS directives, at otha initiatives. This work includes, but is not limited to: 



Special program managemcnt/problem analysis assignments related to ASC 
operations 

Administrative coordination and suppor~ between CIS and other federal and state 
enlilies 

Special operational assignments related to pilot immigration p p m s  andlor 
initiatives 

Specific, short-~erm benefits-related administrative projects requested by local 
district/sub-oficcs, when approved by the ASC Program M-CT 

Special reports and data gathering in support of ASC o p t i o n s  andlor program 
wormance asscssrnenls 

Assistame in ckveloping prowdurts end plans to faeilitatt opmdioaal a d o r  
organizational changes within the ASC Pm@mm 

'Thc contractor Jhall support the ASC Program in poviding new s&ndrtd operetins 
produns (SOP) snd maintaining c u m t  versions for all tasks under thim PWS. The 
ASC Program Manager or the contractor, as nccesmry, may initiatt revisions to SOPs. 
At a minimum, SOPs and updates must be delivered in sccordancc with Pwqpph 16, 
Delivaabk Schcdult. New SOPs d dsicms quirtGovunnmt miew and approval 
prior to distribution. SOP revisions affbct all ASCs unless specifically stated olherwisc, 

Task 4.69. Jharitioa Raujrcercat and Firm. 

The contractor Ml provide a transition and management support plan at the end of chis 
contract in accordance with Paragrsph 13.15, Transition d h i ~ a ~ e n t  Suppolt Ph. 

5. CONTRACTOR PERSONNEL. 

The conbador shdl provide the following personnel to meet the quhmmls of tbis 
um?ract. 'Ihe contractor shall pmvide only personnel who am fully qwlifred, trained, 
compctcnt, and cleared to pnform tbeir assigned work. Contractor personael h l l  not 
perfom warlr under any ordenr placed against this contract until they have sstisf'orily 
completed the minimum training requirements specified in the Training Progm, Section 
6. All baidng lo meet the minimum mining requiremats shal! be at tbc contractor's 
expen#. The key personnel proposed shall clearly possess the requid education d 
experience delineated below to pesfom, under this contract, as vcrifitd by e signad and 
datcd mmc by the individual. All staff'cmploybd by the contractor in a skiB category 
shall mW the minimum requirements for Ibat pankulu skill category. 

Individunls anticipated to perform in the Ann& G d  position must obtain a T-1, High 
Risk enter-on-duty delemination or security ckarsnde from ClSlDHS prior to beginning 



work under his contract and any resulting ordm. All other individuals must obtain a T- 
2, Medium Risk enter-on-duty determination or security clearance from CIS/DHS prior to 
beginning work under thjs contract and any resulting orders. Contractor staff that receive 
the requisite T- 1 or T-2 enter-onduty delemination, but ate subscqucntly denied e find 
suitability determination at the required security risk level for the position shall be 
removed from the position andtor contract. 

Key Pcnon*cl. Thc Corporate Project M m e r ,  On-Site Roject Manager, Hmmn 
Resources Manager, Facilities Manager, Logistics Manager, Financial Manager, and 
Quality and Opetarions Manager positions, listed below, arc cMuiderrd key persame1 
essential to the work being performed hncunder. The Key Penonncl positions are 
required to be fiUcd prior to operational petformanet under lhis oonbact. Prior to 
replacing or diverting any of the specified individuals, the corn shdl notify dre 
Conuacting Offictr via the Comachg Officer's Technical Represenwive 
reasonably in advance (but not lcss Oun 30 drys) d &dl submit justification 
(including proposed substitutions) ia sufficient detail to parnit evaluation of the - 
impact on conbaa tasks. 

4 Skilb. Ed~catioml Equivakaey. Dcgras shall be frwn amedited institutions. 
Unkss otheNvise idi four (4) y m  of W t l y  related expuience may be 
substituted fot a four (4) year college dtgret requirement; d seven (7) years of 
dire& nlatd expnic~x, a a Bacblon degree and lhra (3) ye= of directly 
related, spccirlizcd experieace, m y  be sobrtiMod fw a M~tcr's  dcgm r q u i m .  
All experience presented, as educationrrl cquivrknck shall be in addition to the 
minimudgencral expdtnce nq-ts listed for each labat category, below. 

Tbt coatrmctor a l l  propwc labor categorim that ut rimikr, and ttchniulfp 
equal, to the IoBowfog labor caworb: 

ilPmm/Gclanl At a minimum, must IMVC ten (1 0) ytars of 
o v d l  praject mudgancol apcrhcc. A minimum of five (5) ycan of the overall 
project managemmt experience must be in a supavisoy position. At least five (5) 
years of Qc overall project mmmgmcnt mpuience must be in ihc Government 
contracts environment. At least two (2) yurs of the ovarll project management 
experience must be for overseas projects involving a U.S. citizen labor fom. Must 
have demonstrated experience in managing complex, high dollar projects and/or 
contracts ($30 million or mom annuslty), d w i n t s ,  and coordinating the 
planning and implementalion of h e c t  activities d ltsoutes + denromtsd 
flexibility, adaptability, end jmblan-sdving abilities. Must have demonstrated 



ability lo apply international quality standards and processes (i.e., 1SO) to project 
tasks. 

Minimum Education: Masters Degree, or quivalcnt, in one of the following 
disciplines: business or public administration, technical mmagement, information 
systems, engineering, financdaccounting, or related fields. 

~ m n c t k a i  R- This is a Full Time pi t ion.  This position requires 
oversight and persortncl mmgement skills in order to direct, monitor, and matiwe 
contractor employees in multiple locations. Requiru sensitivity in regard b EEO. 
sexual harassment. union involvement, and other labor issues. The Roject Mimaget 
must be proactive in informing the Government of significant issues, and be aMe to 
respond and take corrective action to is- brought by the Program Manager or 
COTR. Must have excelknl interpersonal communications and coordination skills to 
direct project activities in coordination with muhipfe govcrnmcnl agencies and other 
organizations. Must bave excc1Ient technical writing skills aml the ability to ppue 
and jxcunt oral britfrngs to smior CIS mmgenrmt ficials wing various mediums. 
Must be able to trawl frequently. Must k prowive in identifying d 
recommending new qqro~hcs to impmvc quality, cost, and process incfficicncin. 

M i n k a u r ( G + r r t r n l ~ :  At a minimum, must have cigbt (8) yms of 
overall project mrnylmKnt cxpaience. At last three (3) yeus of the overall project 
managanent experience must be in tbt Govammt ccmtmcts environment. MW 
h e  demonstrated cxpekmc in managing complex, high dollor pro~~rsnry projects, 
andlor contracts ($30 million or m m  mually). Mu# have demonshdcd experience 
in mttting deadlines, and & i  the plaming urd implementation of project 
activities and nsources using dtmonsbated flexibility, adaptability, and problem- 
solving abilities. Must have dtmomtmtcd eqxdcncc in pnpuing complex statistical 
and analytical reports. 

: Masten &pet  or equivalent, in ona of (ht following 
disciplines: business nr public dmhhhtion, kchical management, information 
systems, engineering, T i a c c o u n t i n g ,  or related fields. 

Powtion b0ity: This is a Full T i i  position at CIS Headquartus. 
T h i s ~ t e n s i v t  analytical ability lo develop complex statistical 
analysis, cost estimates, and analytical rcpotts. Must have excellent interpersonal 
anamunication and orgaslizing skills to coordinate project activities with contractor 
and Gowmment reprcscntsrives, conduct fiuct findii fw special projects andlor to 
respond timely to Government inquiries, and pmcnt oral bridings to CIS 
management officials. Must have cixocIlent writing skills to prepare SOPS and 
revisions. The On-Sitc Project Manager must k padiw in i d i g  the 
Govmuncnt of significant issues, and be abk to nspond and take corrective action to 
issues brought by the Program Manager or COTR. Must be pmactive in identifying 



and recommending new approaches to improve quality, cost, and process 
inefficiencies. 

131 Facilities Maaaecr 

am E;rmrk,ce: At a minimum, mus! have eight (8) years of 
experience in facilities manrgcmmt, to include experience in space requirements 
analysis; the acquisition, management, and closeout of d property Ieascs; 
workspace design; facility alterations and repairs; mw consrruction; acquisition of 
utilities and mainledjanitorial services; and knowledge of building codes and 
regulations in the U.S. and abroad. Demonstrated exptricnce in managing facilities 
outside of the U.S. and its tmitorics is k i n d .  A1 a minimum, must have at leasl 
three (3) yean of dcmonstratcd cxpcricnce managing facility projects that totaled $6 
million annually. Mwt  have dunonstrated h e n c e  in planning and organizing 
multiple tasks. Must have dcnnwrstratcd ability to use electronic databases to 
effectively manage compkx f d l i t y  projects. 

Fonctiolsrl R w m i b m  Tbis is a Full Time @tion. Must havc excellent 
intcrpmoml and negotiating skills to deal with multiple landlords a d  facility 
vendbrs. Must be able to uakl to conduct site visits,-as naxsary. Must have ability 
to hurdle complex muhipie tasks. Mudt have ability to research building regulations 
and documcnution required fbr construction pmjeds. 'Ibis position requires the 
ability to quickly adapt and tnke approved action, as neassuy, to respond to 
changing nquircments. Must be proactive in identifying and recommending new 
appmaches to improve quality, cost, and process inelficicncies. 

Minimu-: At a minimum, mud havc eight (8) years of 
experience related to financial mmagemmt, budget execution, d m  accounting 
M& bave demonstrated experkncch # of estimated needs and c o k u s e  
of financial mansgemcat mahods to track, monitor, ramncilc, control, and maintain 
an audit trail of expenditures; Md tbe p r e p a h  of complex billing i n v o w  and 
expenditure rtports. Must demonstrate financial management and/or accounting 
experience for complex, higb dollar projects ($30 million or more annually). 
Demonstrated knowledge of  Federal coot accounting srandub is +red. 

Mm1- Eduutfop: Bachclars Degrec, or equivalent, in accomhg, finance, 
business administretion, applied makmatics, economics, or rclaed m a .  

Function J Rcmo- This is a Full Time position. Must have strong 
financial management system skills to amre accurate finrnci rtportlinvoia 
generalion, and to generate new rcporls and/or fonnats, as necwsary, to respond to 



Government inquiries and data requirements. Must be p r w i v r  in identifying and 
mommending new approaches to improve quality, cost and process inefficiencies. 

-gGtncrrl m r k a e t :  At a minimum, must have eight (8) years of 
cxpcrimce in monitoring high volunrc mice-industry operations and quality. Must 
havc h n s t r a t t d  experience in preparb8 and monitoring internal proccdws for 
adherence to Govcnumnt regulations and policies, and coordinating opmtiond abd 
adminis~rative actions. Musl havc demonstrated cxpcricncc in using intenutionai 
quality standards b standardize and improve operations. Conducting f i M  audits 
(especially IS0 audits) is &mbk experience. At a minimum, must have two (2) 
years of experience in developing training rquirrments, preparing written training 
materials, and coordinatingfscheduling fonnal classroom and informal, on-the-job 
training. 

Minimum Bachelors Degrre, or equivalent. 

Fu-. This position requires oversight and analytical 
ability to effectively assess operational compliance with qurlity stmdmis and 
processes The QA and Operatiomi Manager mutt be able to travel to wncfuct quality 
reviews and o p e d o a d  process training. Must be aMe to identify problems and 
recommend timely solutions, Must kvt intapemtlsl and wriring ability. Must be 
proactive in idmtifj.ing and recommending new approaches to impnwc quality, cost, 
and pmess 

WirndExbclrfcPltc: At a minimum, eight (8) ycm of procuremmt 
and personal propaty management expcrimce. ~~ experience shall 
include personal ~ I ~ i n  needs anrly=; and the acquisition, -king, 
inventorying, reporting, mabtmmcc and repair, and d i w   of^^ property in 
a Government cnvhmmmt. Must hve demonstrated expaicnce in maintaining 
personal property datahnses. Must have dcmonshttd experience in nm&q an 
inventory of at least 15,000 tracked items (i.e,, quantities, not line items). Must havc 
demonstnucd howledgc of F c d d  pmpcrty management regulations. Experience in 
office rc-locations is dcsimble. 

Minimum Ed- Bachelors D e w ,  or equivalent. 

F~actbm1 R ~ w n r i b m  This is a Full Time position. This position requires 
research, negotiation, and coordination skills to deal with multipk suppliers aad 
obtain best available prices, quality, and ddimy. Must k able to dktivcly 
coordinate property ma nag am^ at all wpnidonal lmls 10 meet deadlines on 
multiple projects and to implement p a s d  property procedures. Must k prmaive 



in identifying and recommending new approaches to improve quality, cost, and 
process inefficiencies. 

Minbufiagrr.1 Exmrimct: At a minimum, must have eight (8) yeas of 
overall experience in human resourns management. Must harc demonstfad 
experience in the resohtion and administration of human resources benefits, p a ~ l l .  
and Intior issues for 500+ cmployecs. Mua have denmnstmtcd experience in 
assessing and resolving EEO, xxml h-I, union concerns, nd 0 t h  canpkx 
labor issues. Must have demonstralcd experience in the resolution a d  administration 
of human resomeslcmployment issues relaid to U.S. citizens working at overxas 
locations. 

. . ~~v This is a Full T im position. Must have ~ c c t b t  
interpcrsoarl rommdcatim Md c d i m  skills to dimt projcct activities. 
Must have the ability to m h  and review labor laws, regulations, md policies, and 
recommend courses of action. Must be abh: to handle muhiplc tasks. Mugt be 
proactive in identifyrng and recommending new approacber to impmvt quality. cost. 
and process inefficiencies. 

Fonctiod R-. Site Supervisors are responsible for -pin& W- 
.to-day fecility operations and supemirrim of assigned ASC IodO85. Each ASC shall 
haw a Sitc Supervisor. The She Suprrvisor shlt events o q u i w t ,  
contractor st&, d security. Tht Site Supervisor slwll work directly witb Ihc ASCM to 
implement pracedrrrcs and ensure the interpity of bides, scheduliag, 
d l e c t i o ~ ,  te*, d otha operstiod tasks at the &gncd location, iacluding 
applicable mobik routes. If the t d n g  smiccs trsk is ordud,  the Site Supcnisar shall 
be responsible for proctoring the test. Sitc Suptrvjroff shafl have a m i n i m  of one year 
of p i o u s  supervisory experience and shall have compleled tbe minimurn ASC training 
requirements, including basic misery baitling, prior to pdonnencc on this conlrsct 
The ability to speak another language in addition to w i s h  is desired. S i  Supervison 
must be flcxibk, opn, and responsive to procdmai changes and coopcrativc in 
implementing and testing new technology and stamid operating procedures as the 
functional responsibilities withiin the ASCs &vf. Histmhtly at ASC locations witb 
ltss than four biomttrics technicians, thc Site Supervisor bat performed thc duties of tbc 
Quality Assurance Specialist. 



(2) Oualitv Assurance (OA) S~ecialisl 

Furctioad ReswoJibi~ith; The contractDr shall provide a fully trained 
indivichral who has knowledge of and can apply minimum FBIICIS quality control 
standards. The applicable minimum ASC training rcquiremmls shall be completbd 
prior to performing under this contract. Dutia shall include utilizing a qudity control 
system to ensure that bionretrics, application colhion, s c M h g ,  tedng, and othcr 
immigration benefits processes arr compleled in accordance with acceptable principles 
of internal control. and meet specified acceptable levels of quality as outlined in the 
standard operating procedures and this PWS. 

Fnmcfipiyal WMIM: The contractor shall provide a fully traintd 
individual who has succc~sfdly complctcd thc required minimum ASC training pior to 
pcrforinauce under this contract. Irmnigneion Datobsc Roccmm shall be coqelrnt  
in accessing and querying CIS datsbgscl on a n r d - d y  batis, including Stomp 
and R e l r k d  System (ISRS), lnkrrgency Borckr lm~pctkm~ S y m  (IBIS), Ccatnl 
Index System (CIS). Computer Linked ApplicJion lnf- Mlargcment System 
(CLAIMS) 3 M m ,  and other systems to determine an applicunt's eligibility to 
receive an immigrstioa benefit. lmrnigration Dal8buc Rocesson rhell k 
knowkdgmble ofpoccdurcs applicable to m f i c  benefits proccsscd at the ASCs. 
(This is a new position.) 

Fun&ml RCRW uibillti#: The contractor shall provide Biomctrics 
Technicians (BTs) who successfdly compktd tbc rquUYed minimum ASC training for 
performance of their task. Duties rhall inchdc customer ~ s c d g r d n g ,  iaitilrtion and 
completion of forms relatcd to thc biometries and application pocesses, taking 
digitrrl/mual biomarics, taking aegotiablc iarbumcdr where appliibk, initidtion d 
processing of darabase ID and quality checks, d l W i  of inttrim documentation 
andtor fee receipts, and sclredufing and rcschcduling of applicants. BTs shall be 
competent in using clectronidmanrl biomelrics capturing equipment, in \uing all special 
supplies required to perfm, and in the ncejgt and contml of negotiable instnnnents and 
the issuance of interim documentation such as extension sticken, foils, and stamps. Thc 
contractor aM1 provide a suOicient number of BTs with d i d  driver's licarscs and othtr 
identification to support the mobile rows  at applicable sites. Thii job category is a 
hnt-line, customer service position that quires tbc ability to dcal with people in a 
pleasant, professional manner. Thc ability to speak a& language ia addition to 
English is desirrd. BTs must be flexibk, open, and responsive to pnrccdunl changes and 
cooperative in implementing and testing new tcchnaIogy and standard operating 
pcedurcs as the functional responsibilities within the ASCs evolve. 



(5) Guard (Usarmtd) 

P-s: The contractor shall provide one or m e  unarmed 
uniformed security guards at locations specifd in Anachmenl E. This p i l i o n  is a 
mandatory security requitemmt. The Government will specify the number and locations 
of unarmed guards to be provided under this contract. See Attachment E for authorized 
m e d  guard positions. Guards are not required on mobik mes, unless specified in 
contract orders. Unless otherwise specified, u d  guards, not armed, will be required. 
Each guMd shall have successfully met the required training fix rcgishalion and licensing 
in the municipdity, state, or country where p c r f o ~ e  will occur. G d s  shall posses 
an appropriate security cl-, and must maintain a neat and professional ~ppearance. 
Thjs job category is a front-line, customer service position that requires the ability to deal 
with people in a pleasant, profcssionsl manner. 

F--*) -1Wlq: The conmaor may be = q u i d  to p- one or 
morr anntd unifonnsd security gurPds al ASC locations. Arrncd @s will k provided 
at locations that require enhanced security on a pcnnnmt or tan- keit, as Feqrrirrd 
by msk order. Each guard shall have suoce~sl l ly  met the required training for 
rtgistration and licensing at the l o d o n  wherr perf-cc will occw, must possess an 
appropiate security clearance, and must maintain a neat and profcssiond appear-. 
Armed guards must be licensed to carry a weapon by all applicable ~oveming auChoritia 
at the locdon assigned. This job ategory h a front-lint, customcc savicc p s h h  W t  
requires the ability to deal with people in a pleasant, prof- mama. (This i s  a new 
position and is a mandatory secutity requirement. Tht Govcmmcnt will specify the 
number and locations of iumed guards. Although cumntly not required, htun use of 
amKd gusrds m y  be placed on individurl task orders.) 

attionat RemomWitier: In addition to the On-Site Project met (Key 
Pcrsoml category). the coatrsclor shall provide one full-time Assistlnl On-Site PM to 
be located at CIS Headquarlcrs, Washington, DC. The Assistant On-Site PA5 will assist 
the On-Site PM with administmtivc tasks such as datn co lkch  and compilation for 
reporting, security package submissions, and contractorIASC Program office 
coordination. This position quires an individual with communication and organization 
skills to coordinate project activities with conlmctor and G o v m I  nptesmt.tives, 
conduct fact finding to respond timely to (Jovcrnmcnt inquiries, p- oral brief- to 
the ASC Ptogrem ofiice, and act as the OnSite PM in his or hen absence. The Assistant 
On-Site Pmjecl Manager must be proactive in informing tht G o v ~ c n t  of significant 
issues, and be able to respond and take c m t i v t  action to issues brought by the Program 
Manager or COTR. 



6. TWINING PROGRAM. 

The contractor will be required to provide ASC staff that has completed the minimum 
training specified in paragraphs (a) through (g) below, prior to thc staff performing under 
this contract and resulting task orden. Ihe G o m n t ,  at time of conttact award, will 
provide ASC Standard Operating Procedures andor mining makrials. Tht information 
contined in thest maltrials is sufficient to meet the training nquircmcnu listed in 
paragraph (a) through (8). Item (h) will be provided to the cantractor by tbe G o v ~ t  
upon issuance of a contract order for the app!icable bsk. Spacific training malerial to 
comply with pragraph (i) is not available fFom the Govcnunent; howcvu, the contractor 
may acquire this training thmugh in-house or commttcid training sources. The 
Government, unless otherwise specified, shall not reimburse costs for contraclot training 
rcguiremcnts. 

As a minimum, staff training shrll be provided in Ihe following arcs: 

. . 
a. m e w  of M- The contractor sbrll provide as a minimum, an introduction to 

CIS (pcnnaE-hislory and applicution paitions that rapire b i d w  capwe), Ihc 
background of the ASC program, md a mmary of CIS qualiiy paaccctuns. 

b. W h  Tht contractor shall provide as s minimum, pfcssionalism, cross 
cultural sensitivity. problem resolution, non-verbal comm~icrtion, ethics, social 
customs, and prevention of sexual hanwment. 

c. The conhrctor shall paovidc a biometrics process session 
approved by CIS to inchulc. as a minimum: a description of cbe proocdrtnl workflow 
fot each type of biometrics capture, required qplicmt ~~ forms of 
acceptable customer identification, fraudulent document nw@ion. eleclronic and 
manual biometries captun techniques, use of elcelronic biomotrict equipnenr, 
biometrics capture pnmdustJ, biographic data crprun, and quality stanbds. Upon 
campletion of tbe biometrics trsining session, ptrsonncl shrrll be able to ptoduce 
cIassifiablc biometrics in accordance with FBYCIS policy and procedures. 

d. Collec . . t i q .  'Ihe contractor shall provide as a minimum, a description of 
the application workflow for hadcopy and elocbonic sppliccrtiars apecifkd by QS, 
required docwnmtalion at the time of application intake wdlor processing; forms of 
acceptable custonm idcnlification; firudulent doclnnent mqphhn, application 
processing initiatiodcompktion, accessing IWeligibility dalrbsxs on a read-only 
basis and conducting detabasc checks required for specific applications, quality 
standards, issuance and safeguarding of interim documentation, fee receipt, tracking. 
and safekeeping, and mMICjliatian reporting. (Sjpificant tcvisions to application 
colleclion training are anticipated as the ASC Program moves to clectmnic 
application collection.) 



e. Schedulinn. The contractor shall provide, as a minimum: an overview of scheduled 
immigration benefits, and types of scheduled strviees (i.e., biometries capture, 
application in-take, and testing) required for specific benefits. 

f. n e  Govemrnent in coordmlion with the eqtIi~IIWrIt 

manufacturer will provide electronic bimtrics equipmmt ustr training as necessary 
to ihe contractor upon award of a contract, and/or if new technology requiring 
significant process changes is introduced into ASC sites. Equipment usn mining 
will include equipment o p t i o n ,  basic care and safety rcquircmenrs, and ptoccssing 
techniques to capture! quality digital images. 

g. Securirv and Slrety Trainiog, The contractor shall provide, as a minimum: a 
description of physical security and safety measures in use at the ASC sites, 
instruction on usage, and basic s m r i t y  and d e t y  techniques in tk workplace. 

jccs (Possibk Fut- h. TestirtnServ . Tbe co~tntctor shall provide. as a 
minimum: an overview of the nctunliution poccss, tbt prpcrse of civics testin& 
testing control mcams,  pmcedw~ for ttsr proctoring, and q\l.Ply stawhh. 

i. S w e r v i ~ a m r e n t .  The contractor shall provide borsic andlor 
refieshes training for individuals in 5updsory or back-up ~upcmkory rob. 
Training may be c o m p W  in-house or through cmmmcial training soutccs. As a 
minimum, training sball include sup#vir;ory and communication styles, assigning 
work, setting priorities, evaluating pcrformanoe, trkiag disciplinary sction, hiring 
process, Equal Employment Opportunity (EEO) principles d process, and 
prevention of sexual harassment. 

If  the contractor desim to alter Government-provided training material or change the 
media (e.g., using a video version instead of a writttn wlurl), the coabactor &dl 
submit its plennod changes end scheduk for delivery of wised training in the Raining 
Plan. WOTE - ASCs d y  mrintain VCRs for tmiuing purposes. DVD playen am 
not cu~~cntly availaMe.1 If approved, the amtractor hall w h i t  one set of revised 
training malerials to bt accepted in writing by the COTR. Tht contractor shall update 
training marcrials when deemed necessary by thc Govemmcnt. 

The conlractor shall provide a wpy of the Training Plan to the Pmgtun M q u  for 
approval prior to commencing training. 

7. WORK LOCATION. 

The contractor shall pmvide on-sitc mffing at csch ASC locnion. The Reference 
Libmy CD provides cutrent cxistiig M n g  idonnation by ASC location. 

ev Personnel in contractar mmam rnanan-1 @ d e w  K 
Contractor Perso~eL shsu be located within 50 mila of W- for thelife of 



The On-~er shall bc a full-time position located at CIS Headquarters, 
20 Massachuscffs Avenue, Washington, D.C. The Government will provide office space 
and equipment and supplies nmal ly  uscd in an ofice environment for use by the On- 
Site Projecr Manager. 

Tbe &ss-M shall be a full-time position located at CIS Headquarters, 20 
Mawachusens Avenue, Washington. DC. The Govcmmcnt will provide oKicc space, 
equipment, and supplies for ust by the Assistant On-Site PM. 

Thc standard hours of operation are as fdlows: 

SA ASC mces (excent Wild& ASC): 
Sunday Closed 
Monday Closcd 
Tunday to Saturday 8:00 am. lo 4:00 p.m. 

G O L O S C  Officcojmd Wilsbita ASG 
SaturdayandSwKiay C l o d  
Monday lo Friday 8:00 a.m. to 400 pm. 

Chicago -0'Harc 1230 p.m. to 8:30 p.m. 
New York JFK 12:30 p.m. to %:30 p.m. 
Los Angclcs Int'l 9:15 LA. lo 5:15 pm. 
Newark lnt'l 8:00 am. to 4:W p.m. 
Miami Int'l 1 1 :45 a.m. to 245 p.m. 
Atlanta TBD 

Exceptions to the above hounlwockdays for a specific ASC may be req- and will be 
subject to CO appval.  St& hours d m  wor)rhys my cha(pt fot all ASCq 
subject to an advanced, 30-day, written notification from the CO. ASC sites are closed 
on dl Federal (US.) holidays, to include unscheduled Federal holidays specified by 
Executive Order- Specif% dtei m y  close fm local h o l i i  and cvmts (e.g., New 
Orleans ASC closes for Marti Grw, Puerto Rica ASC doses for Tbne Kings Day). 
Whwr a F d d  holiday falIs on a Monday. SA ASCs observe the holiday on the 
Saturday pior to the holiday. 

Workload may require the convactat to provide o v t r t h ,  multiple wwL shifts, aix-dsy 
workweeks, ar to take other measures as nammq to accommodate tbe workload. The 
contractor shall coatdime implcmcntstion of 9 c h  mtasuns with tbe Govanment for 
applicant scheduling purposu. 



9. OTHER DIRECT COSTS. 

9.1. Facilities. 

The contractor shall lease and maintain approved facilities as specif cd in Task 4.6.2. on a 
reimbursable basis. Activities approved by the Govemmnl are reimbursable, to include: 
lease assumption, rent, building code/ regulatory compliance, facility improvement 10 
meet Govemmenl specificalioas/~rementS, build-out of new sites, repair and 
maintenance, janitorial smicts. insurance premiums and deductibks, safety 
improvements, utility and telephone service, security costs, sigaagc, and other approved 
direct ficility costs. The Government will wise  the ODC amount, if necessary, for the 
addition of new approved sites and/or exercise of optional CLMs. 

Tht contractor shall obtain approved furniture and general office equipment on a 
mmbvsab1c basis (See Task 4.6.3). If approved. the contractor &dl be r e q u i d  to k9c 
dtctrcmic equip& on a nimbunrbk basis. The Gcnmamenl will wise the ODC 
mount, if necessary, for the addition of new approved sites andlor exmcisc of o p t i d  
CLINs. 

Thc contractor &all provide approved biornctrics and genenl office supplies. The 
Government will revise the ODC amount, if necessary, for tbe addition of new appmvcd 
sites andlor exercise of opthaI CLINs. 

Contractor p e n o w l  shall be required to tnwt1 under this conbact fw mobik routes and 
other activities, if nuthorid by the Gwnnment. Set Attachmenl A for established 
mobile mutts. Direct travel costs are allowable, if approved in dvsncc, for 1) mobile 
mutts, 2) tiavel related 10 @a! projects, 3) ASCM course t d r h g  aa tbc Fadmt Law 
Enforcement Training Center, Glynco. GA. or 4) one-time t d h g  for new tasks addui 
under the conlrset, if required by the Clovernment. All invoiced travel costs must be 
itemized in accaFdance with the Gencd Semccs A d m i i  (GSA) F c d d  Tnwl 
Regulation (FI) in &'ct at the time of travel. Per Dim must comply with appIicablc 
Oowmmeni allowances in effect at the t h e  of trawl. 

Dict travel rcirnburscmmt is not authorized to: I)  (rain staff(exccpt Government- 
approved training), 2) conduct quality audits, 3) provide gcntral progrnm manasemcnt 
functions (e.g., employment interviews, as- or comct staffperfommce, etc.), 0r4) 
back up staff to handle workld. Thc Govunrrunt will revise Ihe ODC amount, if 
necessary, far the addition of new approved sitcdmobile rout= a d o r  exercise of 
optional CLTNs. 



10. CONTRACTOR FURNISHED EQUIPMENT. 

Utensils and kitchen appliances to stock a staff break rooin at ASC sites may be furnished 
by the contractor at its own expense. 

1 1. GOVERNMENT FURNISHED EOUIPMENTlFACILITlES. 

The Government will provide or reimburse the contractor for all cquipmcnl and facilities 
required to perform the tasks ordered under rhis contract, except for those listed above in 
Section 10. 

12. INVOICES. 

The contractor shell submit individual invoices by the 10' working day following the end 
of each monthly reporting period. Onc complete h m d c q ~ ~  invoice and back-up 
infhnation shall be submined directly to the COTR for certification. The conglctor 
MI also provide om invoice copy and back-up infomtim in electronic f m I .  
Invoice back-up informetion shall be provided as fdbws: 

12.1. A D D & ~ R ~  Prac~~$b& Provide totd moathly mba of B e - 9 0  
applicants processad I )  by CLM; 2) by ASC site under each CLIN; and 3) for total 
program. Provi& pice calculations and morahly subtotal price by CLM. Provide total 
monthly price for Applicant Processing. Provide total monthfy hours worked for each 
ASC job category 1) by CLM and 2) by ASC site. 

12.2. Dbcr Mrtci Carts Settiion. Provide a breakdown of all approved costs by t-, 
a3 follows: 

Faciliries - Provide scpate  itemized categories for each type of fhcility cost. e.&, 
LcasdRcnt, Janitorial Swvicc, Electricity, Weta/Sawn; Telephone Service, b g  
Distance, Natural Cias/Hcating Oil. Build-ouWAItcntioru, RrpsirIMaintenanc8, W t y ,  
tjccmedFees. Outside Rentals, Insurance, O d q e  Md Waste Dispnrl, Pest Control, 
Security Monitoring Smicc, ctc. Itemize each bansaction to include wn&r, ilcm 
dexriptionlsitc, tnuuaction date, and dollar amount. Subtotsl each categoy and provide 
the totaI monthly amount for Facilities. 

ment/FurniaPe - Providc om itmized category for Equipment and oac for 
Fumiturt. Itemize eack transaction to include vendor, itcm dedptids i te ,  banssction 
date, and dollar amount. Subtotal a h  category and pmvide tbe total monthly amount 
for Equipment/Fdtwt. 

f&~& - Itemize qach transaction to include vmdor, itcm description, transaction date, 
and dolla~ amount. Provide the total monthly amount for Supplies. 

Travel - Provide separate itemized categories for each type of mvd cost, c.g., Airfare, 
Lodging, Per Dim, Rental Car, and Miscellaneous. Itemize tach wsaction to include 



name of traveler, reason for travel, destination, beginninglending dates of travel, and 
dollar amount. Provide the total monthly amount for Travel. 

When requested by the COTR, contractor labor back-up infomation by CLM, employee 
name, and hours worked shall be delivered to the COTR for review. The COTR will 
forward the certifKd invoice to the Contracting Oficer for processing. 

' Ihe  contractor shall prepare the reports as described in this section. The COTR may 
require other daily, quarter-monthly, monthly, and quarterly progress and status reports. 
Unless otherwise specified, reporting rquirnnmts cover all ASC sites. 

Ten calendar days after award of the fim order, the contractor shall &velop and deliver a 
Project hhqement Plan (PMP) for all tadw issued undcf the specified order. At r 
minimum, thc plan shall include delivtrablw, objectives, and risks, as well as a schable 
of major mikstonu, targel blcs,  t d  m p o n s i b i t i i  Thc contractor shall &ah 
criteria for U u  succcsshrl accompfishnent of cwh miltstom. For exampte, tbe criteria 
may be a mies of tasks compktcd or other cost, schedule, and technical criteria that must 
be met. The PMP shall be submitted to the CO and COTR. for review and approval. 

The contractor shall &liver a Qwlity Control Plan to the COTR and CO within 30 
calawhr days a h  amrrd of the first order. This documcat sM1 present the contmtor's 
plan to implement a Quality Contml Program and must dbcss, as a minimuan, the 
quality control standards in Attachment D, The Government will have fiAeen (IS) 
cat& days to review the plan and provide comments to the conltactw prior to 
acceptance. Within 15 calendar days of receipt of tbs Gavcmncnt's comments, the 
contractor shall submit a final Qustity Control Plan to be approved in writing by the 
COTR. The contractor shall submit an updated Quality Control Plan to the COTR and 
CO whenever the contractor revises its plan. 

Thc contractor shall deliver a Training Plan to Ihe COTR and CO within 30 calendar days 
after award of the first order. This document shall present the eontractor's plan to 
implnmnt a Training Program and must addms the minimum stafitmining identified in 
Section 6, Training Program. The Govwnmmt will have fifteen (1 5) calendar days to 
review the plan and provide comments to the oontnctor prior to acccptameC Within IS 
days of receipt of the Govenuncnr's comments, the contractor shall submit a final 
Training Plan to be approved in writing by the COTR. 



A Monthly Report shall be prepared and delivered to the COTR and CO within seven (7) 
working days after the end of the month. Each Monthly Report shall contain, but not be 
limited to, the following: 

Nsrtdve description of work performed, by task ot subtask, during tbc -fling period. 
The contractor shall report task status in accordance with tht milcstoacs and objectives 
identified in the appropaiatc projcct plan. The narrative description shall include, but noi 
be limited to, significarlt progress made during the reporting petiod under each major task 
requirement of the PWS, including operationrtl and program managemmt taskslsub 
cumulative project &dics (* Sat Below) and identification of significant delivcrables 
produced, all activities which were schedukd to be completed during the npwting period 
but w m  not cmpkred; identification of my probkms encounted or anticipekd thet 
will afiect the on-ping work requirements or compktion of work within specified time 
pen'ads, together with re~onrmendcd soluti<ms to such problems; and significant work 
planned fbr the next wportbg period. Provik e list of secwity cleonnce packages 
submitted, witb the fdlowing infimnation: Last Name, First Name, Position, Site Codc, 
Site Name, Date Sent to Security, and Number of Days at b u i t y .  Provide a list of 
Employee Terminations during the montb, to include a breakdown including the 
following, by contractor and subcontractor name: Site Code, Tennination Date, 
Employee's Name, Social Security Number, and Reason for Termination. The monthly 
termination list should be a roll-up of Tennination Reports submitled during the month. 
M e r e  presenting an outline of work accomplished, or indicating that work on e task is 
continuing from the prtviow month, is not acceptablc. Namliws shall be detailed 
enough to allow Government pmofiltl to identify specific actions perfond by the 
contractor during the month in accomplishing tasks andlor molving issues. 

* Thc Monthly Report must include, but is nor limited to, the following statistics: 

(I )  Total Biometrics Applicants Processed in report month. 
(2) Number of BT Hours Spent Processing Biomt(tics Applic8nIs in *port 

month. 
(3) Tom1 1-90 Applicants Procff#d in report month. 
(4) Number of BT How Spmt Processing 590 Applicants in reposl month. 
(5) Total BioA-90 Applicants Processed in re* month (Must match total 

applicants processed nwnbtr in monthly invoice and quarter-month 
production rqmts). 

(6) Average Number of Biometrics Appiicants Processed Per Hour P a  BT in 
report month. 

(7) Average Number of 1-90 Applicants Processed P a  Hour Per BT in report 
month. 

(8) Total Scheduhd in report month. 
(9) Number of Pcoplc Turned Away in report month (Must mwch tobl Tum- 

Aways reporled in Twn-Away Reports and Significant Incident Rtporw fa 
the report month). 



(10) FBI Reject Rate for report month. 
(1 I )  Customer Satisfaction Rate for report month. 
( 1  2) N u m b  of C w m e r  Smicc  Cards Returned in report month. 
(1 3) Cumrner Smfice Card Rehun Rate in report month, 
(1 4) Number of InopcrabIt Eltchonic Workstations, Sile Name, Days Down, 

Cutrent Status of Workstation (Up, Down). 
(I  5 )  Cumulative Current Fiscal Y tbl Statistics to Date and by Fiscal Quartn for: 

(a) Total Biometries ~pplicants Proccsscd 
(b) Total 1-90 App1i-s Plocessed 
(c) 7btal Scheduled 
(d) Total Turn- Aways 
(e) Biometric Applicants Pmcsscd Per Hour Per BT 
(f) Form 1-90 Applicants Proasstd Per Hour Pet 81 

13.5. ~ontb lv  Contlret Order Remrt. 

The puqxw of this report is to ensm both the Govenmmt and the cmbactor maintain 
anaccwtcrecwdandc~moaundentaadingofsllordersissuedunderthis~t, 
mid tbtit finrncial status. The report shall be delimcd to the CO?R and CO by the 7* 
working day following the end of csch monthly rqorhg period. This nport shall 
contain, as a minimum, for each order: 

(1) Order Number 
(2) Order issuance date. 
(3) Cumnt amount obligated and Ustory of any modifmions on the total 

amount. 
(4) T d  amount obligated by CLIN. 
(5) Amount expended by CLM far the current reporting period. 
(6) Cumulative amaunt expended by CLIN for the Order. 
(7) Balance remaining by CLIN for the Order. 

The contractor shall deliver a Govmvmnt Owned Pnymty Report lo the COTR and CO 
by September 15 of each year (far Govcmmcnt ppcrty  in the contmdor's possessiar as 
of August 3 I), and as required during tbc year by the COTS€. The p\opcwc: ofthis reporl 
i s  to maintain current and accurate ncords of tbe property type, location, and 
identification numbtr. quantity of any propmy i\amishtd to the contractor by the 
Govemmcnt or acqnitcd by the contrador on behalf of Ihc Govemmtnt fot use under this 
contract. The cdnvactor should note Uwt this might include furniture, s ik l i zcd  
information technology (IT) equipment and softwan, offa equipment, ctc. To supporl 
this function, the contractor shal! conduct o qwtltrly review of all Government owned 
proper(y in its custody and document and update the holdings in esch omce location. The 
repoll shall contain, as a minimum, the following infonnntion: 

( I )  Item type 



(2) Ircm description 
(3) Model 
(4) Manufactwer 
(5 )  Send numba 
(6) CIS-PCN # 
(7) L e d  or pllrchased 
(8)  Purchase Date 
(9) Acquisition Cost 

( I  0) X-Code (Loc9iion) 
(1 1) District 
(12) Site Name 
(1 3) Unit of Measure (UOM) 
(1 4) Remarks 

Upon cantract completion, thcse reports will be used in conjunction with invoice records 
to detamine GFE to be rrtusncd to the Gonmmmt. 

The conhrctor shall pqam and deliver DHS Form 0700-05, Catmtor Repon of 
Oovemment Propnty, to the CIS Contrscting Officer md COTR by Septunbcr 15 of 
each year, for Govanment property in thc contmtor's poutsaion 8s of August 31 of 
each year. The + shdl inch&, ~rs a mmimum, the followiag: 

(1) Contract Number 
(2) Report Period Eading 
(3) Contractor Nme. and Addnss 
(4) Contracting Office Name and Addrear 
(5) Name and location of Government owmd, conrract~~~peratcd plant (if 

applicabk) 
(6) Name and address of subcmtmctor(s) possessing Govcmmcnt property 
(7) Date contractor's property control system approved, and by whom 
(8) Type of Property (as dcfiaed in FAR M 45), and Starting and Ending Cost 

and Qugntity Balances for each Type 
(a) Land and rights &mein 
(b) Other real prom, including utility disvibukion systems, buildings, 

structures, and improvcmcnts thereto 
(c) Plant equipment 
(d) Spccia1 test equipment 
(e) Special tooling 
(f) Materials in stock 

(9) Contractor property adminimtor sigMture and datc signed 



13.8. Production Rtwrt. 

Thc contractor shall prepare and deliver a production report four (4) times pet month, in 
equal time increments, to cover the report month. The repon is due to thc COTR and CO 
four (4) working days after tbc end of each quarter-month reporting period. The report 
shall include. as a minimum, the following: 

( I )  ASC Sitc Code 
( 2 )  ASC Slte Name 
(3) Loc~tion Type (i.e., SA, COLO) 
(4) Total Bimetrics Workslations 
(5) Biometr~cs Capacity 
(6) Total 1-90 Workstations 
(7) 1-90 Capacity 
(8) Total Sik Capacity 
(9) Number of A p p l i  Scheduled 
(10) Nurnbet of Worlrstltions Not O p d o n r l  
(1 1) Number of Code 1 Biometries Proecsscd 
(1 2) Nurnba of Code 2 Biomctriw: Procard 
(1 3) Number of Code 3 Biomdrics Pmcemd 
(14) Number of Manual Code 1 Bimetrics Processed 
(1 5 )  Average Number of Bismctrics P r o c d  Pa Hour Per BT Per ASC Site 
(1  6) Average Number of Biomctrics Prows& Per Hour Per BT For Each CIS 

District 
( I 7) Number of 1-90s Processed 
(1 8) Average Number of E90s Roccssed Pet Hour Pcr BT Per ASC Site 
(19) Average Number of 1-90 Processtd Per HOW Per BT For Each CIS District 
(20) Percentage of Sitc Capacity Utilized 
(21) Total Number of Tests Administered -Not Cunentiy Required in Report. 
(22) Total Nurnbu of Tests Succcssfuily Passed - Not C m t l y  Required in 

Report. 

The Governumt anticipates Production Report items will qui re  revisions to 
accommodate tasks as ordacd. The itam Pskd above arc a rqmmtrtive example of 
tbe typs ofreporting items that will be required. The Govcmrneat may add or delete 
specific report items during the life of the contract. 

Tbc contractor shall prepare and submit ASC Significant EvmVIncidcnt Reports to the 
COTR and CO w i ~ i n  72 h o w  of an incident. Reports shall be limited to one page pet 
incident. The reports shall include, as a minimum, the following: 

(1) CIS D i c t  
(2) Sitelmobile route effected 
(3) Date of incident 



(4) Time of incident 
( 5 )  Details and circumstances of incident 

(6) Site Supervisor signature 
(7) ASCM signature 

The cantractor shall prepare and submit a daily reconcihation rrport at each ASC site for 
applications where interim doeumcrjUion (e.g., a sticker) was i d .  Tbe combactor 
shall submit the Application Reconciliation reports to tht COTR and CO each business 
day for applications processed that day. The report shall include, as a minimum, the 
following: 

(1) Site Location X-Code 
(2) Reporting Date 
(3) 1- Date 
(4) Type of Adion 
(5) Inrerim Docrnneatation Ntlmber (c.8.. Stickc~ numbn) 
(6) Applicant A-Number 
(7) Applicant l+4amc 
(8) Applicant Date of Birth 
(9) Employee ID 
(10) Voided (YedNo) 
(I 1 ) Reason Voidcd 
(1 2) Fcc Type 
(I  3) F a  Amount 
(14) Site Supervisor Signam 
(I 5) ASCM Signature 

Thecontractorshallpnpenandsuknit amonthlyrrparttotheC0TRMdCObythc 
1 sa, working day following the end of the month. ?he nporl sball include, as a 
minimum, the following: 

(1) CIS District 
(2) ASC Site 
(3) Contractor S W  by Last Name, F i  Name 
(4) Position Held 
(5) Term of Employment (i.e.. Full-Time, Part-The. On-Call) 
(6) Subconbactor Company Name (if applicable) 
(7) Contract Shr l  Date 
(8) Social SecuJity Number 
(9) Status of Secun'ly Cleatancc (i.e., Pending, EOD, FSD) 
( 10) Security Clearance Level (i.e., T- I, T-2) 



13.12. Termination Rcuort. 

The contractor shall prepeve and submit a Ikmination Repon four (4) times per month, 
in equal time increments, to cover the report monlh. The report &dl be submitted to the 
COTR and CO four (4) working days aAcr the end of thc quarter-month reporting period. 
The report shall include, as a minimum, the following: 

(1) Terminated Contractor Staff by Last Name, First Name 
( 2 )  ASC Siw Affected 
(3) Social Security Number 
(4) Subcontractor Composly Name (if applicable) 
( 5 )  Reason for Termination (i.e., Declined Position, Volurulory Resignation, 

Involuntary Tmninalian - For Causc (Discharged), Not For C a w  
(Administrative or other Reason), Final Stcwity Clmmcc Deniad, Deceased) 

The contractor shall jmpm and submit on Applicant Turn-Away Report four (4) times 
per month, in equal time incremmts, to cover the Teport month. T k  rrport sbrl1 be 
submitted to the COTR and CO four (4) W i n g  days after the end of tbe quatter-month 
reporting period. Thc report shall include, as a minimum, the following: 

(1) ASC Location Code 
(2) ASC Name 
(3) Type of Location (SA, COLO) 
(4) Nrmrbar of Biolnetrics Applicants Twncd Away by Site by Day of Wtek. 
(5) Number of 1-90 Applicants Turned Away by Site by Day of Week. 
(6) Total Twn-Aways by Site during rrpoxthag period. 
(7) Cumulative TumAways by Site during month. 
(8) Total N u m k  of Biornetrics Applicants T d  Away during rcportiag 

period. 
(9) Total Number of 1-90 Applicantj Tumcd Away during reporting period. 
(10) Cwnulative TOW Tum-Aways during month. 
(1 1) Rwson(s) for Tum-Aways Per Incident. 

The contractor shall deliver new standard operating pmedwes (SOP) aud maintain 
cunent versions for all tasks uader thii PWS. The ASC Pmgram Manager or the 
contractor, as necessary. may initiate revisions to SOPs. At a minimum, SOPS and 
updates must be delivered in accordance with Section 16, I)clivmbk Schcdulc. SOPs 
shall be provided to the CO. COTR, and ASC Manager. The SOPs ohall contain: 
ovavicw, table of contents, detailed operationel procechrreg and points of conlscr. 



13.15. Transition aad Mmaecment Suuwrt Plan. 

l3e contractor shall deliver a Transilion and Management Support Plan (if required) one 
hundred twenty (1  20) days before the expiration of this contract, or within 30 calendar 
days after requested by the Contrscting Oficcr. The conlractor shall be required to 
mrppwt all transition efforts fos follow-on rrtqdrements. The Transition Plan and support 
shall be as follows: 

Transition Plan shall include, as a minimum: 

Status of all Dcliverablts 
List ofall Government-Furnished Properly at each ASC site 
One copy of all c u m t  facility leases (elcctroaic) 
One copy of sl! current facility floor plans ( e l e c t r d ~ )  

a One printout of facility databuc information, to indude for cach SA ASC site, at 
a minimum: square foow,  landlord contact infhmth,  knsin8 infomulion, 
c 0 ~ R p o i c  history, srrrveys, structurpllbuilding code pmMems a d  fix- 
security feahmi (i.c., &TV, ctc), mintemace vendor contact aanes 4 
telephom nmkrs,  utilities vcndon (i.c., kkpbne, cketric, wMcr, m t d  gss, 
internet, etc.) with contact names and tclephont numbers, and other Wlity data 
Major operational pmbkms encountered within the last 12 months of contract 
pdormance, and fixes 
Current issues, pblenu, or activities in process, which require inuaadite action . 

Updated SOPS (in hard copy and clectromc fonnet). 
Staffing list, by locatioh name, and job category, including subcontractor stafi 
and cumen! vacancies (elccttonic) 
Lid of new him in the CIS security clearance pipcline 
List of ~iurrlequipmenrlsupply vendon with contrct m e s  and telephone 
numbers 
One set of updated training materials 

Management Support Plan on bow tbe contractor intcnclr to transition followsn 
requirements snd the list of key pnsonntl imoIved in this effkt. 

Identify final deliverabks due 
Identify and provide a schedule and list of coordinated activities required Tor 
asrmmpdon of leases by incoming conhactor(s) 
ldcnlify and povidc a schedule for final invcntory'of GFP at each ASC site prior 
to transition, and proposed mechanisms to ensure inventory ecculscy and 
completeness 
Identify and provide a schtduie of routine tvents for continuity of program 
(example: reports, processes) 
Identify and provide a schedule for tunkey transfer of facilities and operations. 



The contractor shall provide Special Project Rtports when required under Tesk 4.6.7, as 
specified by  be Government. 

The contractor shall attend mettines with the COTR, Program Manager, d o t  h e r  CIS 
project pmicipants when required, and vtrbdly report on work accomplished. w d  in 
progress, plans for future work, and issucs pertima to work perfbmawx that require 
CIS attention and/or approval. 

Id. POST AWARD CONFERENCE. 

The contractor shall m a t  with the COTR, Propam Mensgcx and Cm&g OfWcr 
within five calmder days of award of the fvst ordn. Thc rnetting will be to idmtify 
primary points of cootact, discuss scope, bdc(s), a d  an mkmtd ing  of techaid 
a m h  for ASC services. 7hc conIractor shll i w  isarucr, f i g s ,  and 
understending of the project in its Project Mmagcmcnt Plan, nquirrd m W o n  13.1. 

The COTR and ASC Program Manager will periodically evaluctt lhc muvrer in which 
the contmcbr pcrfonned in accordance with contract mqrdrrmmu ntd sbdmds such as: 
good wodmanship, the convactor's record of f m n g  and cordtolling cod; the 
contractor's adherence to contract scbeduks. the contractor's histcxy of reasonable and 
cooperalivc behavior and commitment to customer satisfaction, d perally,  the 
contractor's bwiness-like concern for the in- of the customer. 

After start of ptrfimrumcc, the COTR a d  ASC hognun Managa will Illcet with 
thc contractor at I& once d l y  to discuss thc COmractotS pa~t pd-. 
The Contracting Offiia or Contract Specialist msy Mend the mual meetings. 

The contractor shall pmmt an oral and written Contrsct Stahro Report at the Contractor 
Performance Review. 

36. DELIVERABLE SCHEDULE, 

The contracior shall provide dQivcraMcr as specified undar the contract for n v i w  and 
acceptance. The contractor shall provide thc delivcmbks in electronic format to the 
extent possible. 



DELIVERAB1,E SCHEDULE 

Unless olherwise stated, and as applicable, the Government will have 20 working days to 
rcvicw and provide comments to ?he contractor prior to acceplance ofall delivaables. 
The contrPccor must then respond ten working days after receipt of Government 
comments. Two copies of all deliverables shall be submitted, one to the COTR and o m  
lo the CO for review and appmval. For presentations and/or briefmgs, the contractor 
shall use MS Omco Suite ar other requested mediums compatible with the ASC Plrogra3n 
environment. Ihc Govcmmcnt reserves the right to add or debc &livcrables under the 
contract tasks to respond lo Congressional andfor CIS changes to the ASC Program. 



17. DOCUMENTATION. 

All documentation developed by tht contractor which is mandated as a deliverable lo the 
Government pursuant to the terms of thc contract will become 1he property of the 
Government. 

-!he conm\ctor and its employees are not authorized to perfom any work under h i s  
contract and orders hat, due to any business, pnssnai, or other type of r e l a m p ,  could 
create a potential conflict of interest, or might pmcnt an appearance of a c d i a  of 
i n t e d .  In addition, any information prwided to the contractor during pcrfonnrme of 
any o h  under this conbact is strictly confidentid and cannot be used for financial 
gain. 

Tasks to bt fulfilled rmdtr this mntwt and my resulting orders do not involve the 
perfmnancc of hhcrm1ly govemmmtal functions. In compliance with FAR 7.5, 

(a) Tbe final detcrminntbn(s) or decision(s) whicb result fm consideration 
of the al tcrnDtiws pwidcd by the contractor npo13(s) islare reserved fw 
Govenunent officials; 

(b) Contractor persara~l working under this coartrsct and ordeft will -1y 
identify themselves as such at all times; and 

(c) All dbcunleats or repods produced by the contractor will be suitably 
m k e d  to idcntifi them as cmtmctoi worir products, and not official 
Govelnmcnt material. 

U.S. CitiPnship & Immigration Services (USCIS) bas dckmiacd tbrt p n f o m a ~ ~  of 
this c011m requires that the Can?ractor, mbamlractor(s), vendor($), ctc. (haein lrnown 
as Coahrdor), rtquins acccrs to sensitive but uncldficd infixmath, and that the 
Contractor will Pdhae to the following- 

USCIS shall have Prnd exercise fill control over grantin@, denying, withhoIdinp or 
tmniaatiag uncscorted government facility d w  sensitive but unclassified infbrmation 
access for Contractor cmphyw~, bared upon the results of a b a s k g r d  investigation. 



USCIS may, as it deems appropriate, authorize and make a favorable entry on duty 
(EOD) decision based on preliminary security checks. The favorable EOD decision 
would allow the employees to commence work temporarily prior to the completion of the 
f i l l  invedigalion. The granting of a favorable EOD decision shall not bc considered as 
a s m c e  that a hll employment suitability authorization will follow as a result thereof. . 
The granting of  a favorable EOD decision or a MI employment suitability &mninalion 
shall in no way prevent, preciudc, or bar the withhwa1 or termination of any such access 
by USCIS, at any Lime during the term of t)ie contract. No employee of  tht Contractor 
shall be allowed uncscmed access to a USCIS facility without a favorable EOD decision 
or suitability determination by the Office of Sccurity & Investigations (ON). Contract 
emptoyees assigned to the contract not needing access to sensitive but unclassified 
information or recurring access to USCIS' facilities will not be subject to security 
suitability xrcening. 

Contract cmployas (to include applicants, temporaries, part-time and Mrcemtnt 
employees) urdtr the conMct, nading rcccss to sensitive but unclmsified infonnrtion, 
shnll undergo a position sensitivity analysis b a d  on tht duties, outlined in the Position 
Designation Wemination (PDD) for C-r Personntl, tach individual will perform 
on the contract. The results of the position sensitivity analysis Wl identify the 
appropriate background investipth to be conductd All background mvestigdiolls 
will be processed through OSI. Prospective Contractor employas Wl submit the 
following complaed forms to OSI thr@ lhc COTR no leas lhaa 30 days before the 
adng date of the conlrsct or 30 day prim to entry on duty of any employees, whctha a 
replacement, addition, subconlxactm employee, or vendor: 

1. Standard Form 85P, "Questiomire for Public Trusl Positions" 

2. DHS Fonn 1 10006, "Conditiod Access to Sensitive But Unclassifid 
Informuion Non-Disclosure Agmment" 

3. FD Fonn 258, "Fingerprint Cardw (2 copies) 

4. Form DHS-11000-9, "Disclosure and Authorization Pertaining to 
Consumer Reports Pursuant to the Fair C d i t  Reporting Act" 

5. Position Designation Dettrmimion for Contract Personnel Form 

Required fonnr will be provided by USCIS at the t h e  of a w d  of the contrrrct. Only 
complete packagts will be accepted by OSI, Specific insMclions on submission of 
packagu will be provided upon award ofthc contract. 

National Sscuriiy Clcarancts (NSC) granted by DSS will be scccpted by USCIS for 
access to sensitive but unclassified information. In lieu of security paperwork OSI will 
accept a Visit Authorization Request WAR) for a contract employee with an active NSC 



granted within the last five years and m adequate background investigation completed 
within the last five years. In addition lo the VAR a Penonal Data Form (PDF) and cover 
sheet must be submitted to the COTR. 

& advised that unless an applicant requiring access to sensitive but unclassified 
information has resided in the US for thm of the past five years. OSI m y  not be able to 
complete a satisfactory background investigation. In such cases, USClS retains the right 
to deem an applicant as ineligible due to insuficient background informstion. 

The use of Non-U.S. citizms, including Lawful Permanent Resiknts (LPRs), is not 
permitted in the performance of this contract for any position that involves access to or 
development of any DHS IT system. USCIS will consider only U.S. Citkzms and LPRs 
for employment on this contract. USCIS will not approve LPRs for employment on this 
contract in any position that requirts the LPR to access or assist in the dcvelopnent, 
operation, management or maintenance of DHS IT systems. By signing this contract, the 

- 
contractor a w e s  to this restriction. In those instams whm other non-IT requirements 
contained in thc contract can be met by using LPRs, thost repuirrments shall be clearly 
described. 

28.4. Employmtlrt Eligibility 

The Contractor must a g r a  that each employee working on this contract will have a 
Social Secwity Catd issued and appmvtd by rhe Social ! k d t y  Adminimation. Tbc 
Contractor shall be responsible to USCIS for acts a d  o m i d  of Jis own employees 
and for any Subcontractor(s) and their cmptoytes to inclPde finrrncial rr~poasibiiity for 
all damage or injury to persons or property resulting from the acts or omissions ofthe 
contractor's employees. 

Subject to existing law, re~ulations or other provisions of this contmct, ilkgal or 
undocumented dim wilt not k employed by the C o ~ t w ,  or with this contract. Tbe 
Contractor will ensure that this provision is cxpressty inoorporrdbd inrto any and all 
Subcontracb or subordinate agnements i s d  in support of (his contract. 

If a prospectivt employee is  found to be ineligible' for sccc~j to USCIS fwilities or 
information, the COTR will advise the Contractor that h e  employee shall not ccntinue to 
work or to bc assigned to work under the contract. 

OS1 may require drug screening for probabIe cause at any time d or when the 
contractor independently idmtifies, ci-es where probable cause exists. 

USCIS reserves the right and prerogative to deny and/ or d c l  the facility and 
information access of any Conirador employee whose actiom are in conflict with the 
standards of conduct, 5 CFR 2635 and 5 CFR 3801, or wbom USCIS deermines to 



present a risk of compromising sensitive but unclassified information to which he or she 
would have access under this contract. 

The Contractor will report any adverse infonnation coming lo their attention concerning 
contract employees under the contract to USCIS OSI. Thc subsequent termination of 
employment of an employ- docs not obviate the rquinmcnt to submit this report. The 
report shall include the employas' name and social security number, dong with the 
adverse information being r e ~ e d .  

OS1 must be notified of all terminations/ resignations within five days of occuncncc. 
The Contractor wiU return any expimd USClS issued identification cards and building 
passes, or those of ttminrttd employes to the COTR. If an ictmtif~ation card or 
building pass is not availabk lo be returned, a report must bt submitted to the COTR, 
referencing the p or card number, name of individual to whom issued, the last known 
location and disposition of the pass or card. 

Thc Contractor Jhal1 appoint a senior official to sct as the Coqontc Security Off-. 
The individual will interfm with OSI through the COTR on all secmity mmm, to 
include physical, pmomcl, and protection of all Govemmnt infomution and data 
accessed by the Contractor. 

The COTR md OSI &all have the rigbt to impcct tbe proccdurcs, mttbods, and fpcilidts 
utilized by tbc Contractor in complying with the security nqubmmt~ under this 
contract. Should the COTR determiae that the Contractor is nd complying with the 
security + m n t s  of this fontfact, the Contractor will be infond in writing by tht 
Contracting Offrm of the propr ection to be taken in ordcr to effct compliance with 
such requirements. 

Whcn sensitive but unclasJificd govcrnmenl infiation is pmccsd on DepPrhnent 
telecommunications d automated infornth systems, tbc Cmtmtor agxca to 
provide for the adminjdve control of - rive but unclassified dale being 
processed and to adhe= to the pmcedures governing such data as outlined in DHS fl 
Seewiry Program Publication Dm MD 43OO. Pub.. Contractor pcls~lnel  must kavc 
favorably adjudicated background investigations cwnmamrate with ihc defined 
sensitivity level. 

Contractors who fail to comply with Dcputnsent Kcurity policy are subject to h a w  
their access to Department IT systems sod hilitks terminated, whethtr or not the failure 
rtisulu in criminal prosecution. Any person wb improperly discloses sensitive but 
unclassified infonnation is subject lo criminal and civil penalties and sanctions undtr a 
variety of laws (e-g., Privacy Act). 



20.8. Information Technology Security Training And O v e d g b i  

All contractor employees using Department automated systems or processing Department 
sensitive but unclassifKd data will be required to receive Security Awareness Training. 
This training will be provided by the appropriate component agarcy of DHS. 

Contractors who are involved with managemt, use, or operation of any IT systems that 
handle sensitive but uncIassifjcd infamion within or under the supervision of rhe 
Deptment, shall receive periodic training at least annually in security awarrmss anrd 
accepted security practices a d  system rules of behavior. Department conttactws, with 
significant security responsibilities, shall receive specialized tnining specifx to tbcir 
security mponsibilitics annually. The level of training shall be co-w with thc 
individual's duties and responsibilities and is intended to promote a consistent 
undmlanding of the principles end concepts of telecommunications and iT systems 
securicy . 

Afl persome1 who access Departmart infinmation systems will be continurlly evaluated 
while worming these duties. Supervisors sbwM be aware of any unusual or 
inappropriMt behavior by penonmi accessing systems. Any unauthorizrcd tccess, 
sharing of passwotds, or other qu-1c security procedures should be re- b the 
tous1 Security Office or lnfhmtion System Security Officer (ISSO). 



PWS ATTACHMENTS 

A. Mobik Rootu 
B. Shndtrd Mobik Route Supplies 
C. Sncnplc Flwr Pkar 
D. Prrl6rmmmt Rqrirrmcats Smamary (PRS) - Quality Slaadrrds 
E. M a ~ W o r y  Semrkty C u d  Stafllng 
e ASC si~~ir- 


