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IMPORTANT. Mark all packages and papers with contract andior order numbers.

1 | a1
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3. ORDER NO. 4. REQUISITION/REFERENCE NO.
) Department of Homeland Securit
HSSCCG-11-J-00015 5C0-11-008 partment ¢ Y
5, ISSUING OFFICE (Address comaspandence to) b. STREETADDRESS ] ‘
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@ INSPECTION b, ACCEPTANCE
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(2) ®) tc} (L} {e} 0 (9)
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Functional Category 2 - Administrative
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Accounting info:
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ORDER FOR SUPPLIES OR SERVICES
SCHEDULE - CONTINUATION

PAGE NO

IMPORTANT: Mark all packages and papers with contract and/or order numbers.

DATE OF ORDER  |CONTRACT NO.
11/29/2010 |HSHQDC-09-D-00021

ITEM NO. SUPPLIES/SERVICES QUANTITY|
ORDERED
(a) (b) . : ()

UNIT

(d)

UNIT
PRICE
(@)

QUANTITY
ACCEPTED

2
ORDER NO.
HSSCCG-11-J-00015
AMOUNT
U]

(9)

SCDATAQ 000 EX 20-02-00-000
26-00-0000-00-00-00-00 GE-25-76-00 0000

per section 4.7 of the Performance Work
Statement (PWS).

This CLIN includes all costs incurred by
the contractor in the period between
contract award and the notice to proceed
date of the initial task order.

(Not Separately Priced)

\
!
1 0001 TRANSITION - Provide transition services
|
|

0002 PROGRAM MANAGEMENT - Provide services
‘ described in the PWS at section 4.8 at the
‘ following locations.
‘ (Not Separately Priced)

0002AA |PROGRAM MANAGEMENT - Provide services at
the Nebraska Service Center per section 4.8
in the PWS. Monthly break-out as described
| on page 20.

0002AB |PROGRAM MANAGEMENT - Provide services at
the Texas Service Center per section 4.8 in
the PWS. Monthly break-out as described on
page 20.

0002AC |PROGRAM MANAGEMENT - Provide services at
Headquarters per secton 4.8 in the PWS.
onthly break-out as described on page 20.

0002BA |Base Option Period - PROGRAM MANAGEMENT -
Provide services at the Nebraska Service
Center per section 4.8 in the PWS. Monthly
break-out as described on page 20.

Amount : ption Line Item)
Anticipated Exercise Date:

0002BB |[Base Option Period - PROGRAM MANAGEMENT -
Provide services at the Texas Service
Center per section 4.8 in the PWS. Monthly
break-out as described on page 20. (b)(4)
Amount : mption Line Item)
Continued ...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION
PREVIOUS EDITION NOT USABLE

OPTIONAL FORM 348 (Rev, 42006)
Prescribed by GSA FAR (48 CFR) S3.213(0)



’ >

ORDER FOR SUPPLIES OR SERVICES : I ,
SCHEDULE CONTINUATION ' _ ' 3 -

IMPORTANT: Mark all packages and paperswrth oontrad and/or order numbers.
DATE OF ORDER  |CONTRACT NO.
11/29/2010 |HSHQODC-09-D-00021

PAGE NO

ORDER NO.
HSSCCG~11-J-00015

v \

ITEM NO.

(a)

SUPPLIES/SERVICES

’ ‘ o)

- JORDERED

QUANTITY

(©

UNIT

(d)

UNIT -
PRICE -
(e)

AMOUNT

{f)

_ QUANTITY

ACCEPTED
(9)

0002BC

0003

0003AA

- 0003AB

‘0003BA

000388

0004..

000427

IAnticipated Exercise Date:

Base Option Period - PROGRAM MANAGEMENT -.
Provide services at Headquarters per
section 4.8 in the PWS. Monthly break- out

as described on page -20.
Amount:ﬁption Line Item)
Anticip Xercise Date: .

MAIL OPERATIONS SUPPORT - Provide Mail"
Operations Support per séection 4 2 the PWS ’

for the listed locations. Per piecé
pricing as prov1ded in schedule on pages 20
and 21.

(Not Separately Prlced)

MAIL OPERATIONS SUPPORT - Nebraska Service
Center. See Schedule on page 20. . :
- . SO @)

MATL OPERATIONS SUPPORT - Texas Service
Center. See Schedule on pages 20 and -21.

Base Option Period - MAIL OPERATIONS
SUPPORT. - Nebraska Service Center. ‘Seé

Schedule on page 21. .
Amount.! kOptlon Line Item)
Anticip Xercilse Date: g

Base Optlon Period - “MAIL OPERATIONS
SUPPORT - Texas Serv1ce Center. ‘See

Schedul f*
lAmount : Optlon Llne Item)
Ant1c1p Date .

DATA COLLECTION SUPPORT - Prov1de Data

'Collectlon Support Services per section 4.3

in the PWS for the.listed locations. See
schedule. on pages 21 and 22.
(Not: Separately Prlced)

DATA COLLECTION SUPPORT . - Nebraska Serv1ce
Center. KSee Schedule on Pages 21 ahd 22

v o n

‘Coﬁtinued'...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION
PREVIOUS E!JIT 10N NOT USABLE N

OPTIONAL FORM 348 Rev, w2008
Prescribed by GSA FAR (48 CFR) S3.213(0



" ORDER FOR SUPPLIES OR SERVICES

__SCHEDULE - CONTINUATION

PAGE. NO

IMPORTANT: Mark all packagaa and papers with contrad andior ardar numbers.

DATE OF ORDER  [CONTRAGT NO.
11/29/2010 [HSHQDC-09-D~ 00021

" | ORDER NO.
HSSCCG-11~ -J- 00015

ITEM NO.

(a)

SUPPLIES/SERVICES

- (b)

QUANTITY

()

UNIT
ORDERED{

@ .

UMT

. PRICE -

(6)

" AMOUNT

]

- QUANTITY
ACCEPTED
- {9

0004AB

0004BA

0004BB

0005

0005AA
© 0005AB

0005BA

0005BB -

0006

_|supPORT - Texas‘Service'Centerl See

Contlnued

DATA COLLECTION SUPPORT - Texas Service
Center. See Schedule on Pages 21 and 22.

Base Option Period - DATA COLLECTION
SUPPORT -Nebraska Service Center " See
Schedule _on Pages 21 and 22.

Amount | IOptlon Line
Item) _
Anticipated Exercise Date:

Base Option Period - DATA COLLECTION '
SUPPORT -Texas Service Center. See

Sched ‘ .
Amount Option Line -

. {Item)

Anticipated Exercise Date: "(bx4)
FEE COLLECTION SUPPORT - Providé Fee
Collection Support per sectlon 4. 4 in the
PWS for.the listed locations:

(Not Separately Priced)

FEE COLLECTION SUPﬁORT - Nebraska Service °

[Center. See Schedule on page.22.

FEE COLLECTION SUPPORT - Texas Serv1ce 1;ﬂ2
Center See. Schedule on page 22. ' i

Base Option Period - FEE COLLECTION SUPPORT
- Nebraska Serv1ce Center See Schedule on |
page 22 :

. Ampunq Pption Line‘ftem)#
Anticipated Lxercise Date:

Base Option Period - FEE COLLECTION 1

B

Schedule on page 22. , :
Amopnt:mptlon Lme Item)
Ant]cipheee - Date: =~ - -

FILE OPERATIONS SUPPORT - Provide’File
Operatlons ‘Support per sectlon 4.5 in the
PWS for the. llsted locations.

L

TOTAL CARRIED FORWARD T0 1ST PAGE (ITEM 17(H))

"“AUTHORIZED FOR LOCAL REPODUCTION *» *
PREVIOUS EDITION NOT USABLE

OPTIONAL FORM 348 (Rev. 42008

" Proscribed by GSA FAR (48 GFR) 002130
PO X



ORDERFORSUPPUESOﬁSERWCES

SCHEDULE - CONTINUATION

5

PAGE NO

IMPORTANT: Mark all packages and papers with contract andior order numbers.

DATE OF ORDER  [CONTRACT NO.
11/29/2010 |HSHQDC-09-D- 00021

ORDER NO.

HSSCCG- 11-J- 00015

ITEM NQ.

(a)

SUPPLIESISERVICES

®).

QUANTITY|

ORDERED| .

(c)

UNIT

(d)

UNIT

PRICE

(e)

AMOUNT

f)

. QUANTITY
ACCEPTED
(9)

0006AA

0006AB

0006BA

‘0006BB

0007

0007AA

0007AB

oooiBA

_ Ant1c1pated Exerc1se Date (bX4)

. Nebraska Serv1ce Center,’ See Schedule on -

" 24

See S . 24, : .
' iAmoun ption Line Item)
“JAntici e Date ;

(Not Separately Priced)

FILE OPERATIONS SUPPORT - Nebraska Service
Center. See Labor Hour Schedule on page 23.

- v

FILE OPERATIONS SUPPORT Texas Serv1ce
Center. See Labor Hpur Schedule on page 23.

Base Option Period - FILE OPERATIONS
SUPPORT - Nebraska Service Center. See
Labor ‘Hour Schedule on page 23.

Amount Dption -Line
Item) -
An;icipated Exercise Date:

Base Option Period - FILE OPERATIONS
SUPPORT - Texas Service Center. See Labor
Hour Schedule on page 23. o
Amount] ption Line

Item) :

FDNS DATA COLLECTION: SUPPORT FOR CFDO -
Provide FDNS Data Collection Support for
CFDO per section 4.6.1 of the. PWS for the
listed locations. See Unit Pricing schedule
on page 24. . s Do
(Not Separately Prlced)

FDNS- DATA COLLECTION SUPPORT FOR CFDO -

page 24, i

FDNS DATA COLLECTION SUPPORT FOR CFDO -
Texas Service Center See Schedule on page

I3

Base Option Period - FDNS DATA COLLECTION
SUPPORT FOR CFDO - Nebraska Serv1ce Center;

Continued ...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION

PREVIQUS EDITION NOT USABLE

'

OPTIONAL FORM 348 (Rov. 42008) -

 Proscribed by GSA FAR (48 CFR)SI I3 .



ORDER FOR SUPPLIES OR SERVICES
SCHEDULE - commumon

"

PAGE NO

IMPORTANT: Mark all packages and papers with contract andior order numbers
DATE OF ORDER  {CONTRACT NO. -

11/29/2010 HSHQDC 09-D-00021

ORDERNO." .

HSSCCG-11-J-00015

ITEM NO. SUPPLIES/SERVICES . ' ‘ QUANTITY|
- ORDERED

UNIT

{d)

UNIT,
PRICE
8

" AMOUNT

)

QUANTITY
ACCEPTED
- (@

@ S B I AR

. *. 0007BB [Base Option Period - FDNS DATA COLLECTION
SUPPORT FOR CFDO - Texas Service Center.
See Schedule on page 24. :

| Amountmptlon ‘Line Item)
o Anticipated kxercise Date: '

0008 FDNS FILE' OPERATIONS SUPEORT FOR CFDO -
Provide FDNS. File Operations Support for
CFDO per section 4.6.2 of the PWS for the’
listed locations. See Laber Hour Schedule
on page 24. o o
(Not Separately Prlced)

0008AA |FDNS FILE OPERATIONS SUPPORT FOR CFDO -
Nebraska Service Center.. See’ Schedule on
page 24. -

0008AB |FDNS FILE OPERATIONS SUPPORT FOR CFDO'- 
Texas Service Center. See”Schedule on.page
24. X ' C

0008BA [Base Option Period - FDNS FILE- OPERATIONS
. SUPPORT FOR CFDO - Nebraska Serv1ce Center.
‘ISee Schedule on page 24. . '

iAmount bptlon ‘Line Item)
Ant1c1pated Exerc1se Date

0008BB |Base Option Period - FDNS'FILE‘OPERATIONS
SUPPORT FOR CFDO - Texas Service Center

See Schedule on page 24. - :
'Amountmwtlon Llne Item)
Antici ; se Dater ~ " (b)(4)

© 0009  |TRANSITION OUT - Upon completion of the
C authorlzed perlod of performance for this
task order including exerc1sed optlons, the
" .[Contracting -Officer may issue a
odification to authorize, establish,
grlce, and fund the transition activity of
the out901ng Contractor under this CLIN, sin]
accordance with FAR 52. 237 3, "Contlnulty
of Services." The act1v1t1es w1ll include
the requirements - stated 1n the Performance
Contlnued v :

-

TOTAL CARRIED FORWARD TO1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION -
PREVIOUS EDITION NOT USABLE. .

FORM 348 (Rev. 4208)

*, Prascribod by GSA FAR (49 CFR) 53.213(f)



ORDER FOR SUPPLIES OR SERVICES PAGE NO

SCHEDULE - CONTINUATION 7

IMPORTANT: Mark all packages and papers with contract and/or arder numbers.

DATE OF ORDER  |CONTRACT NO. ORDER NO
11/29/2010 |HSHQDC-09-D-00021 HSSCCG-11-J-00015

ITEM NO. SUPPLIES/SERVICES QUANTITYJUNIT UNIT AMOUNT QUANTITY

ORDERED PRICE ACCEPTED
(a) (b) (o d —it) () (9)
Work Statement and those required by FAR

52.237-3.
(Not Separately Priced)

1002 OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide sexrvices described in the PWS at
section 4.8 at the listed locations.
;Amount ption Line Item)
Anticipated Exercise Date:10/31/2011
(Not Separately Priced)

100287 |OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services at the Nebraska Service
Center per section 4.8 in the PWS. Monthly
break- i on page 25.

[Amount IOption Line

Item)
Anticipated Exercise Date:

1002AB [OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services at the Texas Service
Center per section 4.8 in the PWS. Monthly
break-out as described on page 25.

IAmount ¢ Option Line

Iten) (b)4)

IAnticipated Exercise Date:

1002aAC JOPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services at Headquarters per
section 4.8 in the PWS. Monthly break-out

as descy .

Amount : Fption Line
Item) )
Anticipated Exercise Date:

1003 OPTION YEAR 1 - MAIL OPERATIONS SUPPORT -~
Provide Mail Operation Support per section
4.2 of the PWS. See schedule on page 25.
IAmount : ption Line Item)

IAnticipated Lxercise Date:10/31/2011

(Not Separately Priced)

1003AA [OPTION YEAR 1 - MAIL OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on
page 25.
Amount Joption Line
Continued ...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION OPTIONAL FORM 348 (Rev. 472008)
PREVIOUS EDITION NOT USABLE
Proscribed by GSA FAR (48 CFR) 83.213(R)




'ORDER FOR SUPPLIES ORSERVICES =~ - | Pasewo

SCHEDULE - CONTINUATION , oy I
IMPORTANT: Mark all packages and papers with contract and/or order numbers. ) '
DATE OF ORDER |CONTRACT NO. L . _ . | ORDER NO.
11/29/2010 |HSHQDC-09-D-00021- o . ’ o - |usscee- 11-J-00015
ITEM NO, . ) SUPPLIES/SERVICES ) - |QuanTITYjUNIT .~ UNIT " AMOUNT QUANTITY
: ‘ . . . .. |ORDERED ) PRICE - ACCEPTED
(a) ' , o) - N I 1) - (8). - | f) X (a)

Item) .
Anticipated Exercise Date:’ -

1003AB [OPTION YEAR 1 - MAIL OPERATIONS 'SUPPORT - -
Texas Service Center See Schedule on p.

25 . . .A b

[Amount |ption_Line7Q

Item) o . :

Anticipated Exercise Date: .

1004 OPTION YEAR 1 - DATA COLLECTION SUPPORT -
Provide Data Collection Support Services
per section 4.3 of the PWS. See schedule
on pages 25 and 26.

AmountEOptlon Line Item)
Anticipated Exercise Date: 10/31/2011

(Not Separately Prlced)

1 1004AA OPTION YEAR 1 - DATA COLLECTION SUPPORT -

INebraska Service Center See 'Schedule on '
Pages 28 _and 24 . ’ o :
Amount bption Line b)(4)’
o L (b)(4)
‘IAnticipated Exercise Date:

1004AB [OPTION YEAR 1 - DATA COLLECTION. SUPPORT -
Texas Service Center: ‘See Schedule on
|pages 25 and 26. - t :

‘ Amountl Option Line
- [rtem) ‘ R
IAnticipated Exerc1se Date

1005 - |OPTION YEAR 1 - FEE §OLLECTiON&SUPPORT =
Provide Fee Collection Support pef section
4.4 in the PWS. See schedule on page 26.°
Amount: $0. OO(Optlon Line Item).. :
Anticipated Exercise Date: 10/31/2011
(Not‘Separgtely Priced) .

100582 |OPTION YEAR 1 - FEE.COLLﬁCTION SUPPORT -
Nebraska Service Center. See Schedule on

- ' Jpage
,4 Amoun Dptibn Line Item)
-~ |Antici . Date: ,

1005AB OPTION YEAR 1 - FEB COLLECTION SUPPORT -

_|Continued .... .
l
)
AUTHORIZED FOR LOGAL REPODUGTION B . E . R - .. OPTIONAL FORM 348 (Rev. 42006)

PREVIOUS EDmON NOT USABLE v . . .
. : C L2 , Proscribed by GSA FAR (48 CFR) S0.21 39



* ORDER FOR SUPPLIES OR SERVICES - . . - .| . pAcE NO

SCHEDULE - CONﬂNUAﬂON ' ' 9

IMPORTANT: Mark all packages and papers with contract and/or arder numbers - '

DATE OF ORDER  |CONTRACT NO. . _ . ! ) ORDER'NO.

11/29/2010 |[HSHQDC-09-D-00021 . ‘ . ' ., |HSSCCG-11-J-00015 '

- ITEM NO. SUPPLIESISERVICES ) JauanTityfunir) UNIT o AMOUNT QUANTITY

, } , " ORDERED PRICE o ACCEPTED
(a) ) . . c (d) (e) () (9)

Texas Service Centerxr. See Schedule on p. 26 :
Amount ption Line Item)

IAnticipated Exercise Date:

1006 OPTION YEAR 1 — FILE OPERATIONS SUPPORT -
Provide File Operations Support per’ sectlon
4.5 of the PWS for the listed locations.

See the labor hour schedule on page 27.
Amountﬁption Line Item) =
Antici ercise Date:10/31/2011
(Not Separately Priced) .

1006AA |OPTION YEAR 1 - -FILE'OPERATIQNS’ SUPPORT -
Nebraska Service Center. See Labor Hour

Schedu ; - -
IAmount ¢ Dption Line
Item) ’

4
Anticipated Exercise Date: ' (b)(}

1006AB [OPTION YEAR 1 - FILE OPERATIONS SUPPORT -
‘ - ITexas Service Center. See Labor Hour

Schedu an.page 27

AmountJlIE

ITtem)

Anticipated Exercise Date:

pption Line.

1007 OPTION YEAR 1 - FDNS DATA COLLECTION e
) SUPPORT FOR CFDO - Provide FDNS Data °
Collection Support for CFDO per section
4.6.1 of the PWS. See schedule on page 28
Amount Dption Line Item) -

Antici >rcise Date:10/31/2011
(Not Separately .Priced)

10078A |opTION YEAR 1 - FDNS DATA COLLECTION -
SUPPORT FOR CFDO -- Nebraska Serv1ce Center

See Sch ge 28. .
|Amount: Option L1ne Item)
ﬁntlclp Xercise Date' _

1007AB" [OPTION YEAR 1 - FDNS..DATA COLLECTION ;
SUPPORT- FOR CFDO - Texas Service Center.

See Schedule on page 28.
*+ - |Amount ption Line Item)
* [Anticipate e Date: :

Bl

Continued ...

TOTAL CARRIED. FORWARD TO 18T PAGE (ITEM 17(H)) *
AUTHORIZED FOR LOCAL REPODUGTION . ‘ ] . g - ORM 348 (Rev. 42009
. PREVIOUS EDITION NOT USABLE Lo ‘ N . by GSAFAR ( a8 CFRY 21900




ORDER FOR SUPPLIES OR SERVICES : PAGE NO

SCHEDULE - CONTINUATION 10
IMPORTANT: Mark all packages and papers with contract and/or order numbers,
DATE OF ORDER |CONTRACT NO. ORDER NO.
11/29/2010 |[HSHQDC-09-D-00021 HSSCCG-11-J~00015
ITEM NO. SUPPLIES/SERVICES QUANTITY{UNIT UNIT AMOUNT QUANTITY
ORDERED PRICE ACCEPTED
(a) b ‘ - riil @

1008 OPTION YEAR 1 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO - Provide FDNS File
Operations Support for CFDO per section
4.6.2 of the PWS for the listed locations.

See Sc n page 28.
Amountﬁomion Line Item)
Antici ercise Date:10/31/2011
(Not Separately Priced)

1008AA |OPTION YEAR 1 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO - Nebraska Service Center

See Sc e 28.
[Amount ption Line Item)
IAntici e Date:

1008AB [OPTION YEAR 1 -~ FDNS FILE OPERATIONS
SUPPORT FOR CEFDO - Texas Service Center.

See Sc ge 28.
[Amount: 3 ption Line Item)
IAntici se Date: (bX4)

1009 OPTION YEAR 1 - TRANSITION OUT - Upon
completion of the authorized period of
performance for this task order including
exercised options, the Contracting Officer
[may issue a modification to authorize,
establish, price, and fund the transition
activity of the outgoing Contractor under
this CLIN, in accordance with FAR 52.237-3
"Continuity of Services." The activities
will include the requirements stated in th
Performance Work Statement and those

required by FAR 52.237-3.
Amount@ption Line Item)
Anticipated Exercise Date:10/31/2011
(Not Separately Priced)

2002 OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services per section 4.8 of the PW

at the_lj locations.
mountﬁolption Line Item)
Anticip xercise Date:10/31/2012
(Not Separately Priced)

2002AA |OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services at the Nebraska Service
Continued ... N

TOTAL CARRIED FORWARD TO 18T PAGE (ITEM 17(H))

AUTHORIZED FOR LOGAL REPODUCTION : FORM 348 (Rov. 4r25)
PREVIOUS EDITION NOT USABLE

Prescribad by GSA FAR (48 CFR) 53,2130



ORDER FOR SUPPLIES OR SERVICES
SCHEDULE - CONTINUATION

PAGE NO

4

11

IMPORTANT: Mark all packages and papers with contract and/or order numbers.

DATE OF ORDER ~ [CONTRACT NO.
11/29/2010 |HSHQDC-09-D~00021

ORDER NO.
HSSCCG-11-J-00015

ITEMNO. SUPPLIES/SERVICES

(a) (b)

Center per section 4.8 of the PWS. Monthly
break-out as described on page 29.
[Amount ption Line
Item)
IAnticipated Exercise Date:

2002AB |OPTION YEAR 2 ~ PROGRAM MANAGEMENT -

Provide services at the Texas Service
Center per section 4.8 of the PWS. Monthly

break- i on page 29.

[Amount iOption Line

Item)

Anticipated Exercise Date: (b)(4)
OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services at Headgquarters per
section 4.8 of the PWS. Monthly break-out

as desggrd .
IAmoun ption Line
Item)

Anticipated Exercise Date:

2002AC

2003 OPTION YEAR 2 - MAIL OPERATIONS SUPPORT -
Provide Mail Operations Support per section

4.2 of . See Schedule on page 29.
Amount:ﬂption Line Item)

IAnticip rcise Date:10/31/2012
OPTION YEAR 2 -~ MAIL OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on
page 29.
IAmount
Item) "
IAnticipated Exercise Date:

2003RA

ption Line

2003AB |OPTION YEAR 2 - MAIL OPERATIONS SUPPORT -
Texas Service Center. See Schedule on p.
29.
[Amount
Item)

IAnticipated Exercise Date:

pption Line

2004 OPTION YEAR 2 - DATA COLLECTION SUPPORT -
Provide Data Collection Support Services
per section 4.3 of the PWS. See schedule on
page 30.

Continued ...

QUANTITY
ACCEPTED
(9)

QUANTITYJUNIT
ORDERED
(c)

UNIT
PRICE
()

AMOUNT

(d) (U]

TOTAL CARRIED FORWARD TO 18T PAGE (ITEM 17(H))

W_

AUTHORIZED FOR LOCAL REPODUCTION
PREVIOUS EDITION NOT USABLE

OPTIONAL FORM 348 (Rev. 4/2006)
Proscribed by GSA FAR (48 CFR) 53.21 X

11



ORDER FOR SUPPLIES OR SERVICES : PAGE NO

SCHEDULE - CONTINUATION 12
IMPORTANT: Mark all packages and papers with contract and/or order numbers.
DATE OF ORDER  |CONTRACT NO. ORDER NO.
11/29/2010 [HSHQDC-09-D-00021 HSSCCG-11-J-00015
ITEM NO. SUPPLIES/SERVICES QUANTITY|UNIT UNIT AMOUNT QUANTITY
ORDERED PRICE ACCEPTED
(a) (b) (c) (d) . (e) 0 (9)

IAmoun tion Line Item)
Antic?ﬁi@?&éﬁcise Date:10/31/2012
2004AA |OPTION YEAR 2 - DATA COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on
page 3
IAmount Dption Line

Item)
[Anticipated Exercise Date:

2004AB |OPTION YEAR 2 - DATA COLLECTION SUPPORT -
Texas Service Center, See Schedule on p.

30.

[Amount Dption Line
Item)

IAnticipated Exercise Date: (bx4)

2005 OPTION YEAR 2 - FEE COLLECTION SUPPORT -
Provide Fee Collection Support per section

4.4 of See schedule on page 31.
Amount:@ption Line Item)
Anticipated bXercise Date:10/31/2012
2005AA [JOPTION YEAR 2 - FEE COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on
page 31,

Amount tion Line Item)
Anticipated Exercise Date:

2005AB [OPTION YEAR 2 - FEE COLLECTION SUPPORT -
Texas Service Center. See Schedule on p. 31
Amount ption Line Item)
Anticipated Exercise Date:

2006 OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Provide File Qperations Support per section
4.5 of the PWS. See the labor hour

schedule on pages 31 and 32.
Amount:ﬁption Line Item)
IAnticipated kxercise Date:10/31/2012
2006AA [OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on
DAGES ol
IAmount Option Line

Item)
Continued ...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION OPTIONAL FORM 348 (Rav. 42008)
PREVIOUS EDITION NOT USABLE

Prascribed by GSA FAR {48 CFR) $3.213(f)



ORDER FOR SUPPLIES OR SERVICES PAGE NO
SCHEDULE - CONTINUATION 13

IMPORTANT: Mark all packages and papers with contract and/or order numbers.

DATE OF ORDER  |CONTRACT NO
11/29/2010 [HSHQDC-09-D~00021

ORDER NO.
HSSCCG-11-J-00015

ITEM NO.

(a)

SUPPLIES/SERVICES

(b)

QUANTITY
ACCEPTED

(9)

2006AB

2007

2007AA

2007AB

2008

2008AA

2008AB

Anticipated Exercise Date:

OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Texas Service Center. See Schedule on pages
31 and 32. .

Amount Option Line

Item)
iAnticipated Exercise Date:

OPTION YEAR 2 - FDNS DATA COLLECTION
SUPPORT FOR CFDO - Provide FDNS Data
Collection Support for CFDO per section
4.6.1 of the PWS. See Schedule on page 32.

Amount:mption Line Item)
Anticipated bpxercise Date:10/31/2012
OPTION YEAR 2 - FDNS DATA COLLECTION

SUPPORT FOR CFDO - Nebraska Service Center.
See Schedule on page 32.

Amountmomion Line Item)
IAnticipated kxercise Date:
(b)(4)

OPTION YEAR 2 - FDNS DATA COLLECTION
SUPPORT FOR CFDO - Texas Service Center.

See Schedule on page 32.
IAmount ption Line Item)
IAntici Date:

OPTION YEAR 2 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO -~ Provide FDNS File
Operations Support for CFDO per section
4.6.2 of the PWS. See Schedule on page 33.
[Amoun Option Line Item)

[Antici tercise Date:10/31/2012

OPTION YEAR 2 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO - Nebraska Service Center.

See Sc 33.
IAmount ption Line Item)
Anticipated Exercise Date:

OPTION YEAR 2 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO - Texas Service Center.

See Sc e 33.
IAmount ption Line Item)
Antici se Date:

Continued ...

TOTAL CARRIED FORWARD TO 16T PAGE (ITEM 17(H))

AUTHORIZED FOR LOGAL REPODUCTION
PREVIOUS EDITION NOT USABLE

UPTIONALTFORM 348 (Rev. 472008)
Proscribad by GSA FAR (48 CFR) 89,213

13



-~ ORDER FORSUPPLIES ORSERVICES | Pasedo

SCHEDULE - CON“NUAHON L ‘ |14
IMPORTANT: Mark all packages and papers with contract and/or order numbers. c o ) Lol
DATE OF ORDER |CONTRACTNO. : ’ ' E ORDERNO.
11/29/2010 |HSHQDC-09-D-00021 . . . ‘ L . HSSCCG-11-J-00015
ITEM NO. SUPPLIES/SERVICES N QUANTITYJUNIT] uNT - - . AMOUNT QUANTITY
' ' : S . .| orDERED PRICE . . ) ACCEPTED
(a) (b) " ) " © J@ | (6) (U] (0)

2009 OPTION YEAR 2 - TRANSITION OUT - Upon
completion of the authorized period of
performance for this task order 1nclud1ng
exercised options, the Contracting Officer
[may issue a modification to-authorize, .
establish, price, and fund the transition |
activity of the outgoing Cdntracto; under .
this CLIN, in accordance with FAR 52.237-3,
"Continuity of Services." The activities
will include the requirements stated in the]
Performance Work Statement and those’

required by FAR 52.237-3. o
Amountgptlon Line Item) . '
Antici ercise Date: 10/31/2012
(Not Separately Prlced) ) .

" 3002 - |[OPTION YEAR 3 ~ PROGRAM MANAGEMENT -
Provide services per sectlon 4.8 of the. PWSI
at the listed locations.

Amount ption Line Item) -
Anticipated Exercise Date:10/31/2013 ¢
(Not Separately Priced) (b)(4)

3002AA |OPTION YEAR 3 - PROGRAM MANAGEMENT - -
Provide services at the Nebraska Service
.|center per section 4.8 .of the. PWS. Monthly
break~out as described on page 33.

Amounti bpt;on Line

ITtem) : :
Anthlpated Exerc1se Date

3002AB |OPTION YEAR 3 - PROGRAM MANAGEMENT -. °
Provide serv1ces at the Texas Serv1ce Lo
Center per section 4.8 of the PWS.. Monthly |
break-out as described on page 33. .
Amount |Option‘Line‘k ’ A
_|item) g . :
Ant1c19ated Exerc1se Date

3002AC OPTION‘YEAR’B “ PROGHAM MANAGEMEN'.I“ -
' © " |provide services at' Headquarters per
s ' .|section 4.8 of the PWS. Monthly break-out
- |as described on page 33 " . .
.Amountl IOptlon-Llne.
Item). L ~
Continued ...

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

VP b s AL i B e
AUTHORIZED FOR LOCAL REPODUCTION - S " . _ OPTRIEREPORM 48 (Rev. 42006)

PREVIOUS EDITION NOT USABLE

¢

s Presivibed by GSA FAR (48 CFR) 3.213(0 *



ORDER FOR SUPPLIES OR SERVICES PAGE NO

SCHEDULE - CONTINUATION 15
IMPORTANT: Mark all packages and papers with contract and/or order numbers.
DATE OF ORDER  |CONTRACT NO. ORDER NO.
11/29/2010 |HSHQDC-09-D-00021 _ HSSCCG-11~-J-00015
ITEM NO. SUPPLIES/SERVICES QUANTITYJUNIT UNIT AMOUNT QUANTITY
ORDERED PRICE ACCEPTED
(a) (b) (c) (d) () () (9)

IAnticipated Exercise Date:

3003 OPTION YEAR 3 - MAIL OPERATIONS SUPPORT -
Provide Mail Operation Support per section
4.2 o . See Schedule on page 34.
Amoun ption Line Item)
IAnticipated Exercise Date:10/31/2013

3003AA |OPTION YEAR 3 - MAIL OPERATIONS SUPPORT -
[Nebraska Service Center. See Schedule on
page 34.
IAmount ption Line
Item)
IAnticipated Exercise Date:

3003AB |OPTION YEAR 3 - MAIL OPERATIONS SUPPORT -
Texas Service Center. See Schedule on p.
34.

lAmount ption Line

iy (b)(4)

Anticipated Exercise Date:

3004 OPTION YEAR 3 - DATA COLLECTION SUPPORT -
Provide Data Collection Support Services
per section 4.3 of the PWS. See Schedule
on pa 4 _and 35.

[Amoun ption Line Item)
[Anticipated Exercise Date:10/31/2013

3004AA |OPTION YEAR 3 -~ DATA COLLECTION SUPPORT -~
Nebraska Service Center. See Schedule on
PAGES QB Al s
IAmoun ption Line
Item)

Anticipated Exercise Date:

3004AB [OPTION YEAR 3 - DATA COLLECTION SUPPORT -
Texas Service Center. See Schedule on
pages and A0

[Amount ¢ Iption Line

Item)
jAnticipated Exercise Date:

3005 OPTION YEAR 3 - FEE COLLECTION SUPPORT -~
Provide Fee Collection Support per section
4.4 of the PWS. See Schedule on page 35.
Continued ...

TOTAL CARRIED FORWARD TOQ 1ST PAGE (ITEM 17(H))

AUTHORIZED FOR LOCAL REPODUCTION FORM 348 (Rev. 472005)
PREVIOUS EDITION NOT USABLE

Proscribed by GSA FAR (48 CFR) 53.11%f)



ORDER FOR SUPPLIES OR SERVICES
SCHEDULE - CONTINUATION

PAGE NO
16.

I

IMPORTANT: Mark all packages and papers with contract andlor order numbers
DATE OF ORDER  |CONTRACT NO. :

11/29/2010 |HSHQDC-09-D-00021

ORDER NO. .

HSSCCG-11-J-00015

ITEM NO.

(@)

SUPPLIES/SERVICES

(b)

QUANTITY]|
ORDERED

“{c).

UNIT

i

- UNIT
PRICE

i)

_AMOUNT -

QUANTITY -
ACCEPTED

(@)

3005RA

3005AB

3006

3006AA

3006AB

3007

300724

Texas Servi See Schedule on p. .35
IAmount : ptlon Line Item) -
) Anthlpate Exerc1se Date - -

Texas Service Center. See Schedule “on pages

: Collectlon Support for CFDO per sectlon

14.6.1 WS. See Schedule on® page 36
Amoun Optlon Line Item) ’ _
Antici Exercise Date: 10/31/2013 - :

N See Sc 36. T
Amount. ption Line Item) .
Contin(Bd .~ - o

Amount:l l)ption Line Item)
IAnticipated Exercise Date:10/31/2013

OPTION YEAR 3 - FEE COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on p
35. - .
Amount:Optlon Line Item)
Ant101pated Exercise Date ‘

OPTION YEAR 3 - FEE COLLECTION SUPORT - ..

OPTION YEAR 3 - FILE OPERATIONS SUP.PORT“-'
Provide File Operations Support per sectionf
4.5 of the PWS. See Schedule on pages 35
and 3§ . ‘ L

IAmoun bption Line Item) . -
Anticipated Exercise Date:10/31/2013

OPTION YEAR 3 - FILE OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on

pages lﬁﬁ an,d,}_ﬁ___l‘ "
Amount (Optlon Line ,
Item) R :

Anticipated Exercise Date: (b)(4)

OPTION YE‘.AR 3 - FILE OPERATIONS SUPPORT -

35 and 36.
Amoun pption:Lines
Item) .
Ant1c1pated Exerc1se Date:

OPTION YEAR 3‘; FDNS DATA COLLECTION ,
SUPPORT FOR CFDO .-, Provide FDNS Data “

OPTION- YEAR' 3 - FDNS DATA COLLECTION
SUPPORT FQOR CFDO - Nebraska Serv1ce Center.

AUTHORIZED FOR LOCAL REPODUCTION

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))-

PREVIOUS EDITION NOT USABLE -

OTTRTONEPIRM 348 (Rev. 42006)
Prescribed by GSA FAR (48 CFR) S3.21)
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ORDERFORSUPPUESORSERWCES

SCHEDULE - CONﬂNUAﬂON

PAGE NO
17

S

IMPORTANT: Mark all packages and papers with contract annlor order numbers.
DATE OF ORDER  JCONTRACT NO. :
11/29/2010 |HSHQDC-09-D~00021 .-

0“
Ly

ORDER NO.
HSSCCG-11-9-00015

ITEM NO.

(a)

SUPPLIES/SERVICES

A

(b)

3007AB

3008

3008AR

3008AB

3009

-|SUPPORT FOR CFDO - Texas Service Center See

Schedule on page 36. =~ . -
[Amount (Optlon Llne Item)
Antici _ se Date;

" |SUPPORT FOR CFDO —'Texas Serv1ce Center

“Jthis CLIN, in. accordance with FAR 52.237-3,

:>Ant1c1pated Exercise Date: 10/31/2013
(Not Separately Prlced) )

. The total amount of award $117,493,836. 89
|The obllgatlon for this award is shown in

Anticipated Exercise Date:

OPTION YEAR 3 - EFDNS DATA COLLECTION

OPTION YEAR 3 - FDNS FILE OPERATIONS
SUPPORT FOR CFDO - Provide FDNS File
Operations Support for CFDO per section
4.6.2 of the PWS. See Schedule on page 37.
[Amoun ption Line Item)
Anticipated Exercise Date:10/31/2013

OPTION YEAR 3 - FDNS“FILE OPERATIONS
SUPPORT FOR CFDO - Nebraska Service Center.

See Sct : e 37.
[Amount ption Line Item)
IAntici Te Date: -

OPTION YEAR 3 - FDNS FILE OPERATIONS

See Schedule on page 37. ‘
Amount Optlon Line Item)
Antici .se Date:

= o ()4

OPTION YEAR 3 - TRANSITION OUT ~ Upon
completion of the authorized period of
performance for this task order including
exercised optlons, "the Contractlng Offlcer
[may issue a modlflcatlon to authorize,
establish, price, and.fund ‘the transition
activity of the outgoing Contractor under

"Continuity of Services." The dctivities
will include the requirements stated: in the
Performance Wwork Statement and those
requirg 52. 237 3. :

[Amoun ptlon Line Item)

[box 17(1)

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H))

)

QUANTITY|UNIT
| ORDERED

d

T UNIT
PRICE

&l

AMOUNT - QUANTITY
. ACCEPTED

0 )

AUTHORIZED FOR LOCAL REPODUCTICIN

PREVIOUS EDITION NOT USABLE

RM 348 (Rev. 472006)
Proscribed by GSA FAR (48 CFR) 53.21%9
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us. Citi.ze'nship and Immigration Services
Service Center Opérations:Support Services (SCOSS)
HSSCCG-11-J-00015

| scHEDULE OF SERVICES

'Thls Schedule of Services for Task Order HSSCCG 11-J-00015 under the Department
.of Homeland Secunty (DHS) Program Management, Administrative, Clerical, and
Technical services Functional Category 2 contract (PACTS FC2) with Veterans

* Enterprise Technology Solutions, Inc. (VETS) describes fixed unit price and labor hour
Contract Line item Numbers (CLINs). Full contract performance will not begin until
satisfactory personnel employment suitability clearances have been received and
successfully processed by the USCIS Office of Security and Integrity (OSI) and a written
Notice to Proceed is issued by the Contractlng Oﬁicer Exercise of the option periods is
- the sole prerogatlve of the Government .

TRANSITION IN (CLIN 0001) - 7

Perform Task Order Transition Services in accordance with the PWS, Paragraph 4.7.

This Labor Hour CLIN is expected to begin immediately upon award and continue in

accordance with the approved Transition Plan and until the Contractor receives a Notice

to Proceed with full performance from the Contractmg Oﬂ' icer. The Transntlon Periodis .
_not expected to exceed 60 days. : e o

PROGRAM MANAGEMENT (CLINs 00()2I 1002, 2002 & 3002)

Perform Program Management in‘accordance with the PWS, Paragraph 4.8. This fixed
price per month CLIN includes all costs, by sub CLIN, incurred for the management of
each service center; plus any program management services provided for USCIS -

: Headquarters , ‘

' .MA|L OPERATIONS SUPPORT (CLINs 0003 1003 2003 & 3003) |

: Perform Mail Operations Support in accordance wnth the PWS, Paragraph 4.1 & 42

Mail Operations Support is priced on a fixed unit price basis per piece of mail processed

‘toiinclude i incoming and outgoing mail and incoming and outgoing files from Lockbox,

. other service centers, or any other sources external to the specrf C service center i |n
questron i

DATA COLLECTION SUPPORT (CLINs 0004l 1004. 2004 & 3004)
Perform Data Collectron Support in accordance with the PWS, Paragraph 41843..

: Data Collection Support is priced on a fi xed unit price. basis per Form Tier for specrf c

ranges of volume. The Tiers represent the number of fields to be completed on the form
(See PWS Attachment 9.4 for Form Types per Tier). If the number of forms processed
fits into the Range 1 quantity (expected), that particular price will be paid for the total”
number of forms processed. If the number of forms processed exceeds the Range 1
quantity and fits into the Range 2 quantity, the price paid for forms 30,001 — 60,000 will
be that for Range 2. The sub CLIN extended estimated pricing reflects Range 1
_(Expected Range) x 6 months (base period) or 5 months (base period option), as
approprrate This is done for T|er 1, Tier 2 and Manual Rejects . The sub CLIN

© 180f216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

extended annual estimated price for the option years shall reflect Range 1 (Expected
Range) x 12 months. i

FEE COLLECTION (CLINs 0005, 1005, 2005 & 3005)

Perform Fee collection in accordance with the PWS, Paragraph 4.1 & 4.4. Fee
Collection is priced on a fixed unit price per fee instrument processed.

FILE OPERATIONS SUPPORT (CLINs 0006, 1006, 2006 & 3006

Perform File Operations Support in accordance with the PWS, paragraph 4.1 & 4.5. File
Operations Support is priced on a Labor Hour basis.

CENTER FOR FRAUD DETECTION OPERATION (CFDO) FOR THE FRAUD
DETECTION AND NATIONAL SECURITY DIRECTORATE (CLINs 0007, 1007, 2007 &
3007) :

Perform CFDO and ASVVP data collection support in accordance with the PWS, Section
4.6. Data collection support is priced on a fixed unit price basis per form tier for specific
ranges of volume. Description and example of data collection support identified above,
applies to this category as well.

CENTER FOR FRAUD DETECTION OPERATION (CFDO) FILE OPERATIONS
SUPPORT FOR THE FRAUD DETECTION AND NATIONAL SECURITY

DIRECTORATE (CLINs 0008, 1008, 2008, 3008)

Perform CFDO and ASVVP file operations support in accordance with the PWS, Section
4.6. File operations support is priced on a Labor Hour basis.

TRANSITION OUT (CLINs 0009, 1009, 2009, & 3009)

Upon completion of the authorized period of performance for this task order including
exercised options, the Contracting Officer may issue a modification to authorize,
establish, price, and fund the transition activity of the outgoing Contractor under this
CLIN, in accordance with FAR 52.237-3, "Continuity of Services." The activities will
include the requirements stated in the Performance Work Statement and those required
by FAR 52.237-3.

Period of Performance: The period of performance shall commence upon the date
specified in the Award Document. Full Performance shall commence upon the
date specified in the Contracting Officer's written Notice to Proceed. The Base
Period will include Transition of 45 days and Full Performance of 5.5 months. The
Base Period includes optional CLINs for an additional 5 months of full
performance. Each of the three Option Periods will be for 12 months.

19 0f 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

GROUP A: Nebraska Service Center & Texas Service Center

Base Year
. EXTENDED
CLIN DESCRIPTION Qry PRICE

0001 Transition

Not Separately Priced CLIN — VETS will perform this CLIN without charge to the United States Government
as per its Proposal.

TOTAL CLIN 0001 ESTIMATED PRIC
(Combined Nebraska, Texas, and Corporate-Based)

0002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and CORPORATE HEADQUARTERS

CLIN Description QrY PRICE
0002AA  Ne Service Center 6.5 Months

0002AB  TX Service Center 6.5 Months

0002AC  Headquarters 6.5 Months

0002BA  Ne Service Center 4 Months

0002BB  TX Service Center 4 Months

0002BC  Headquarters 4 Months

TOTAL CLIN 0002 PRICE

(Combined Nebraska, Texas & Headquarters)

0003 MAIL OPERATIONS SUPPORT FOR NEBRASKA and TEXAS

ESTIMATED
0003AA  Nebraska Service Center QTY 6.5 MTHS Unit Price Price
Incoming Mail 650,000
Outgoing Mail A 1,300,000
Incoming Files 541,666.67
QOutgoing Files 541,666.67
TOTAL CLIN 0003AA EXTENDED PRICE
ESTIMATED
0003AB Texas Service Center QTY 6.5 MTHS Unit Price Price
Incoming Mail 650,000
Outgoing Mail 1,300,000
20 of 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

Incoming Files
Outgoing Files

TOTAL CLIN 0003AB EXTENDED PRICE

TOTAL CLIN 0003AA & 0003AB PRICE
(Combined Nebraska & Texas)

0003BA  Nebraska Service Center

Incoming Mail
Outgoing Mai

Incoming Files
Outgoing Files

541,666.67
541,666.67

ESTIMATED
QTY 4 MTHS

400,000
800,000

333,333.33
333,333.33

TOTAL CLIN 0003BA EXTENDED ESTIMATED PRICE

0003BB Texas Service Center

Incoming Mail
Outgoing Mail

Incoming Files
Outgoing Files

ESTIMATED
QTY 4 MTHS

400,000
800,000

333,333.33
333,333.33

TOTAL CLIN 0003BB EXTENDED ESTIMATED PRICE

TOTAL CLIN 0003BA & 0003BB PRICE
(Combined Nebraska & Texas)

TOTAL CLIN 00003 PRICE (10.5 Months)

6.5 Months

Unit Price Price

Unit Price Price

4 Months

0004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS

Description | Tier Level & | Price Per Form | Price Per Form
Fields Per | Range 1 Range 2
Form Qty Per Month | Qty Per
Month
0004AA Nebraska 1 - 30,000 30,001 - 60,000
0004BA Service
Center
Tier 1
1-30 Fields
Nebraska 1-30,000 30,001 - 60,000
Service
Center
Tier 2
Over 30
Fields
Nebraska 1-3,000 | 3,001 -10,000
21 of 216
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U.S. Citizenship and Immigration Services

Service Center Operations Support Services (SCOSS)

HSSCCG-11-J-00015

Service
Center

Manual
Rejects, all
Forms

Price 6.5 Months

0004AA Extended Annual Estimated

Price 4 Months

it HUE £ HE i

0004BB

0004BA Extended Annual Estimated

Tier 1
1-30 Fields
30,000 3000750000 |

Texas - ) A
Service
Center
Tier 2 [ —
Over 30
Fields
Texas 1-3,000 3,001 - 10,000
Service b)(4
Center ( )( )
Manual
Rejects, all
Forms
0004AB Extended Annual Estimated
Price 6.5 Months :
0004BB Extended Annual Estimated
Price 4 Months
Total 0004 Price
EST. UNIT EXTENDED
CLIN Description QTY PRICE EST. PRICE
0005 FEE COLLECTION PerFee
SUPPORT Instrument
0005AA  Nebraska Service Center 16,250/ 6.5 Months
0005BA  Nebraska Service Center 10,000/ 5 Months
0005AB  Texas Service Center 27,083.33/ 5.5 Months
0005BB Texas Service Center 16,666.67/ 5 Months
TOTAL CLIN 0005 EXTENDED ESTIMATED PRICE 10.5 I\I
{Combined Nebraska & Texas)

22 0f 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-4-00015

0006 FILE OPERATIONS SUPPORT

0006AA and 0006 BA Nebraska Service Center

(0)(4)

Estimated
PACTS FC2 Hours per
Labor Category Month Hourly Rate
0006AB and 0006BB Texas Service Center
Estimated
PACTS FC2 Hours per
Labor Category Month Hourly Rate
230f216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00016

0007 FDNS DATA COLLECTION SUPPORT for CFDO

0007AA & | Description | Tier Level & | Qty Per Month | Price
0007BA Fields Per
Form

1-900

Nebraska Tier2
Service Over 30
Center Fields

0007AA Extended Price (based on Qty 5850 - 6.5 Months)
0007BA Extended Price (based on Q

L
Eid R i
E

0007AB & Description
0007BB Fields Per '
Form '
1-400 P
Texas Tier 2
Service Over 30
Center Fields

0007AB Extended Price (based on Qty 2600 - 6.5 Months)
0007BB Extended Price (based on Qty 1600 - 4 Months)

TOTAL CLIN 0007 EXTENDED ESTIMATED PRICE 10.5 Months

0008 FDNS FILE OPERATIONS SUPPORT for CFDO

0008AA and 0008BA Nebraska Service Center

Estimated
PACTS FC2 Hours per | Hourly
Labor Category Month Rate

(b)(4)

0008AB and 0008BB Texas Service Center

Estimated
PACTS FC2 Hours per Hourly
———DOL.CAtE00L Manth, Rate

240f 216



U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

0009 TRANSITION OUT - NOT SEPARATELY PRICED OPTION

OPTION YEAR 1:
1002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and CORPORATE HEADQUARTERS
CLIN Description QTY UNIT PRICE
1002AA  Ne Service Center 12 Months
1002AB  TX Service Center 12 Months
1002AC  Headquarters 12 Months
TOTAL CLIN 1002 PRICE (b)(4)
(Combined Nebraska, Texas & Headquarters)
EST
ANNUAL

CLIN DESCRIPTION Qry PRICE
1003 MAIL OPERATIONS SUPPORT Per Piece

FOR NEBRASKA and TEXAS
1003AA  Nebraska Service Center

Incoming Mail 1,200,000

Outgoing Mail 2,400,000

Incoming Files 1,000,000

Outgoing Files 1,000,000
TOTAL CLIN 1003AA EXTENDED ESTIMATED PRICE

1003AB Texas Service Center

Incoming Mail 1,200,000
Outgoing Mail 2,400,000
Incoming Files 1,000,000
Outgoing Files ) 1,000,000

TOTAL CLIN 1003AB EXTENDED ESTIMATED PRICE

1004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS

Description | Tier Level & | Price Per Form | Price Per Form
Fields Per | Range 1 Range 2
Form Qty Per Month | Qty Per
Month
1004AA Nebraska 1-30,000 30,001 - 60,000
Service
Center

250f216



U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

Tier 1
1-30 Fields
Nebraska 1-30,000 30,001 - 60,000
Service
Center
Tier 2
Over 30
Fields
Nebraska 1-3,000 3,001 10,000
Service
Center
| Manual
Rejects, all
Forms
1004AA Extended Annual Estimated
Price
Center
Tier 1
1-30 Fields
Texas 1-30,000 30,001 -60,000
Service
Center
Tier2
Over 30 (b)(4)
Fields
Texas T- 3,000 3,001 - 10,000
Service
Center
Manual
Rejects, all
Forms

1004AB Extended Annual Estimated

Price
CLIN Description QryYy PRICE EST. PRI
1005 FEE COLLECTION Per Fee
SUPPORT Instrument
1005AA  Nebraska Service Center 30,000/Yr
1005AB  Texas Service Center 50,000/Yr

TOTAL CLIN 1005 EXTENDED ESTIMATED ANNUAL PRICE
(Combined Nebraska & Texas)

26 of 216



U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

CLIN Description QTY UNIT
1006 FILE OPERATIONS SUPPORT 12 Month
NEBRASKA and TEXAS
1006AA Nebraska Service Center
Estimated
PACTS FC2 Hours per
Labor Category Month Hourly Rate
1006AB Texas Service Center
Estimated
PACTS FG2 Hours per
Labontiatamnans Abaundle ¥ PN - Y P
27 of 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)

HSSCCG-11-J-00015

1007 FDNS DATA COLLECTION SUPPORT for CFDO

1007AA Description | Tier Level & | Qty Per Month | Price
Fields Per
Form
1-900 - PPN TR R
Nebraska Tier2
Service Over 30
Center Fields

1007AB Extended Price (based on $00/MTH for 12 Months)

1007AB Description | Tier Level & | Qty Per Month | Price
.| Flelds Per
Form
1-400 bl e O A e
Texas Tier 2
Service Over 30
Center Fields

1008 FDNS FILE OPERATIONS SUPPORT for CFDO
NEBRASKA and TEXAS

1008AA Nebraska Service Center

Estimated
PACTS FC2 Hours per
Labor Cateqory

Month | Hourly Rate

1008AB Texas Service Center

Estimated
PACTS FC2 Hours per
Lahor.Categary Manth Hourdy Rate.

1009 TRANSITION OUT - NOT SEPARATELY PRICED OPTION

28 0f 216
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~U.S. Citizenship and Immigration Servn'céé
- Serwce Center Operations Support Services (SCOSS)
,, HSSCCG—11-J 00015 |

'OPTION YEAR 2:"

2002  PROGRAM MANAGEMENT FOR NEBRASKA TEXAS, and CORPORATE HEADQUARTERS

CLIN __ Description A gw . UNIT PRICE .

. 2002AA  Ne Service Center . © 12 Months

2002AB TXServiceCenter ~ . 12 - Months

-2002AC  Headquarters © . - 12 ' - Months

TOTAL CLIN 2002 PRICE

(Combined Nebraska. Texas & Headquarters) ‘

2003  MAIL OPERATIONS SUPPORT |
FOR NEBRASKA and TEXAS |
o ‘ _ ESTIMATED '
R ANNUAL . UNIT
CLIN __ Description QY -~ PRICE

Per Piece

2003AA  Nebraska Sérvipe Center

Incoming Mail
' Outgoing Mai
Incqming'FiIés '
" Qutgoing Files

TOTAL CLIN 2003AA EXTENDED ESTIMATED PRICE -
o - - - (b)(4)

2003AB  Texas Service Center

Incoming Mail .
Outgomg Ma|l

Incommg Files, . 5
Outgoing Files

 TOTAL CLIN 2003AB EXTENDED ESTIMATED PRICE
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U.S. Citizenship and Immigration Services

Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

2004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS

Description | Tier Level & | Price Per Form | Price Per Form

Fields Per '] Range 1 Range 2

Form | Qty PerMonth. | Qty Per

> Month
2004AA Nebraska 1 - 30,000 30,001 - 60,000

Service
Center

Tier 1

1-30 Fields
Nebraska 1 - 30,000 30,001 - 60,000
Service
Center

Tier 2

Over 30

Fields
Nebraska 1 - 3,000 l 3,001 -10,000
Service
Center

Manual
Rejects, all
Forms

 Price

" 2004AB

2004AA Extended Annual Estimated

60,001 - 100,000

Texas 1-60,000
Service
Center
Tier 1
1-30 Fields
Texas ST =30,000"1 30,007 60,000
Service
Center
Tier2
Over 30
Fields
Texas 1-3,000 3,001 - 10,000
Service
Center
Manual
Rejects, all
Forms
2004AB Extended Annual Estimated
Price
30 of 216
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U.S. Citizenship and Immigration Services

Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

CLIN Description Qry PRICE EST. PRICE
2005 FEE COLLECTION Per Fee
SUPPORT Instrument
2005AA  Nebraska Service Center 30,000/yr
2005AB  Texas Service Center 50,000/yr
TOTAL CLIN 2005 EXTENDED ANNUAL ESTIMATED PRICE
{Combined Nebraska & Texas)
CLIN DESCRIPTION QrY UNIT
2006 FILE OPERATIONS SUPPORT 12 Month
NEBRASKA and TEXAS (b)(4)
2006AA Nebraska Service Center
Estimated
PACTS FC2 Hours per
Labor Category Month Hourly Rate
310f216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

2006AB Texas Service Center

Estimated
PACTS FC2 Hours per
Labor Category Month Hourly Rate
2007 FDNS DATA COLLECTION SUPPORT for CFDO
2007AA Description | Tier Level & | Qty Per Month | Price
‘ Fields Per
Form
1-900 Price Per Form
Nebraska Tier 2
Service Over 30
Center Fields

2007AA Extended Price (based on
| 900/MTH for 12 Months

H o FHE 2B G e
2007AB Description | Tier Level & | Qty Per Month | Price
Fields Per
Form
1..400 Brice BarEoon.,
Texas Tier 2
Service Over 30
Center Fields
2007AB Extended Price (based on
400/MTH for 12 Months)
32 0f 216
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U.S. Citizenship and immigration Services
Service Center Operations Support Services (SCOSS)

HSSCCG-11-J-00015

2008 FDNS FILE OPERATIONS SUPPORT for CFDO
NEBRASKA and TEXAS

2008AA Nebraska Service Center

Estimated
PACTS FC2 Hours Per
Labor Category Month Hourly Rate
2008AB Texas Service Center
Estimated
PACTS Hours per
ke -

2009 TRANSITION OUT - NOT SEPARATELY PRICED OPTION

OPTION YEAR 3:

3002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and CORPORATE HEADQUARTERS

CLIN Description . Qry UNIT
3002AA  Ne Service Center 12 Months
3002AB  TX Service Center 12 Months
3002AC  Headquarters 12 Months
TOTAL CLIN 3002 PRICE

(Combined Nebraska, Texas & Headquarters)

330f216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
: HSSCCG-11-J-00015

3003 MAIL OPERATIONS SUPPORT
FOR NEBRASKA and TEXAS

ESTIMATED
ANNUAL UNIT
CLIN Description QTY PRICE

Per Piece

3003AA  Nebraska Service Center

Incoming Mail
Outgoing Mai

Incoming Files
Outgoing Files

TOTAL CLIN 3003AA EXTENDED ESTIMATED PRICE

3003AB Texas Service Center

Incoming Mail
Outgoing Mail (b)(4)

Incoming Files
Outgoing Files

TOTAL CLIN 3003AB EXTENDED ESTIMATED PRICE

3004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS

Description | Tier Level & | Price Per Form | Price Per Form
Fields Per |y Range 2
Form Qty Per
' : : Month
3004AA Nebraska 30,001 - 60,000
Service
Center
Tier 1
1-30 Fields
Nebraska T~ 30,000 30,007 - 60,000 |
Service
Center
Tier 2
Over 30
Fields
Nebraska 13,000 3, 00T =10, 000
Service
Center
Manual
Rejects, all
Forms
3004AA Extended Annual Estimated
3004A 160,000 60,001 - 100,000

34 0f 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

Tier 1
1-30 Fields
Texas L1/ "' ZR— L A
Service
Center
Tier 2
Over 30
Fields
Texas TT-3,000 3,00T - TU,000
Service
Center
Manual
Rejects, all
Forms
3004AB Extended Annual Estimated
Price
ANNUAL
EST. UNIT-  (b)(4)
CL) DESCRIPTION Qry PRICE
3005 FEE COLLECTION Per Fee
SUPPORT Instrument
3005AA  Nebraska Service Center 30,000/yr
3005AB  Texas Service Center 50,000/yr .
TOTAL CLIN 3005 EXTENDED ANNUAL ESTIMATED PRICE

(Combined Nebraska & Texas)

CLIN Description QrY UNIT PRICE
3006 FILE OPERATIONS SUPPORT 12 Month
NEBRASKA and TEXAS
3006AA Nebraska Service Center
Estimated
PACTS FC2 Hours per Hourly
LahorCatogons Month, Raio
350f 216
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U.S. Citizenship and Immigration Services

Service Center Operations Support Services (SCOSS)

HSSCCG-11-J-00015

3006AB Texas Service Center

Estimated
PACTS FC2 Hours per Hourly
Labor.Catagory, Month Rate
CLIN Description
3007 FDNS DATA COLLECTION SUPPORT for CFDO
3007AA Description | Tier Level & | Qty Per Month | Price
Fields Per
Form "
1-900 Price Per Form
Nebraska Tier 2
Service Over 30
Center Fields

3007AA Extended Price (based on

Tier Level
Fields Per
Form
1-400
Texas Tier 2
Service Over 30
Center Fields

3007AB Extended Price (based on
400/MTH for 12 Months)

36 of 216
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

CLIN Description

3008 FDNS FILE OPERATIONS SUPPORT for CFDO
NEBRASKA and TEXAS

3008AA Nebraska Service Center

Estimated
PACTS FC2 Monthly
Labor Category Hours Hourly Rate

3008AB Texas Service Ce
Hours per Month

Estimated
PACTS FC2 Monthly
Labor Category Hours Hourly Rate

3009 TRANSITION OUT - NOT SEPARATELY PRICED OPTION

370f216
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. us. Cltlzenshlp and Immlgratlon Servnces
Service Center Operations. Support Services (SCOSS)

HSSCCG-11-J- 0001 5

Group A totals as shown below:

Base Period Total
Option Period 1 Total .
Option Period 2 Total

Option Period 3 Total

Total Task Order

(b )(4)

Time and Materials (T&M) Prlce (NTE)
T&M Price for Base Period (NTE)
T&M Price for Option Period 1 (NTE)

T&M Price for Option Period 2 (NTE) .

 T&M Price for Option Period 3 (NTE)

-~ Total Task Order T&M Ceiling Price (NTE) :

o ooo8) | .
2 | ELINS 1006 &
| ELINS 2006 &
‘ :FCLINS 3006 &

JCLINs 0006 &

380f216
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U.S. Citizenship and Immigration Services
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Performance Work Statement for
Service Center Operations Support Services

(SCOSS)

U.S. Citizenship and Immigration Services
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1.0 INTRODUCTION

The U.S. szenshlp and Immlgratlon Servrces (USCIS) needs to acqunre records
management and processing services for its Service Centers. The objective of this task order is
to provide comprehensive records management services at the Service Centers in Texas and
Nebraska in a2 manner that ensures efficient and effective adjudication, financial responsibility,
and excellent customer service. USCIS is the customer of services under this task order.

This Performance Work Statement (PWS) provides the requir‘ements'for records management
services at the Texas and Nebraska USCIS Service Centers. The primary purposes of this task
order include but are not limited to file operations, data collection, fee collection, and mail
operations at the Service Centers in Texas-and Nebraska. Most of the workload formerly
performed at the service centers in data’ collection and fee collection has been transitioned to
lockbox operations, but some of these functions will continue for the foreseeable future.

The mission of USCIS is to secure America's promise as a nation of immigrants by providing
accurate and useful information to our customers, granting immigration and citizenship benefits,
‘promoting an awareness and understandmg of cmzenshlp, and ensurmg the mtegnty of our
immigration system. :

2.0 BACKGROUND

USCIS administers the Immigration and Nationality laws of the United States. USCIS
operates District Offices throughout the United States and in various foreign countries. In the
past, aliens eligible to apply for benefits under the immigration and nationality laws would
submit their applications and/or petitions to one of the Districts. In 1986, to introduce greater
efficiencies and improved productnvrty, a Dlrect Mail Program was 1n1tlated and four Service
Centers were established in: : : -

. »California Service Center (CSO), Laguna Niguel, California;
»Nebraska Service Center (NSC), Lincoln, Nebraska;: :
‘ =Texas Service Center (TSC), Dallas, Texas; and
o *Vermont Service Center (VSC), St ‘Albans, Vermont.

The USCIS Servrce Centers were established to handle the data entry, fee collectlon file,
mail, and adjudication operations of most applications and/or petltlons for immigration services
. and benefits. Those forms are now, for the most part, mailed to ' USCIS Lockboxes, and the
" processed applications are forwarded to the Service Centers for adjudicating. Service Centers

- " are not staffed to handle walk-in applications or answer questions. While some Centers have

sole jurisdiction of specific appllcatlon types currently many apphcatlons are malled based on
geographical boundarnes :

The forms adjudic'ated by each Service Center are listed innAttachment 9.3 and are described
in detail on the USCIS.GOV web snte The forms adjudicated by each Service Center are subject
to change .

Currently, USCIS processes approximately 5 million applications-and petitions at the four -

' ~ Service Centers each year. Based on experience over the past few years, USCIS estimates that

' ‘appllcatlon/petltlon recelpt levels could increase or decrease from 0 2 mllllon to 2 million forms
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per year over the course of the task order period of performance. It is possible the volume of

" receipt levels could increase by as much as 12 million forms per year.. Workload in the Service
Centers may increase or decrease during these task orders based on a number of factors,
including changes brought about by technological advances, USCIS reorganizations,
implementation of new laws and policies, changes in Umted States Government. admmlstratlon
and/or changing global events <

The Contractor dutles are broad and multi-faceted. Support is rendered to a number of -
different directorates, offices, and projects. While the bulk of the duties are similar in nature,
each Service Center has inherent operational variances in how work-is processed. For example
each directorate or office may have a number of unique tasks that are performed only in the
directorate or office. Most of the work is performed during the normal hours of operation of -
6:00 a.m. to 11:30 p- :m., Monday through Friday, except Federal holidays. However, due to the
nature of USCIS mission, some work is performed and must be supported outside of normal .
hours of operation and/or on weekends. Should the volume of receipts increase by 12 million
forms it may be necessary to extend operating hours to as much as 24 hours per day.

3.0 GENERAL SCOPE OF WORK

The services in this PWS include administrative and technical functions in support of records
management for the USCIS Service Center operations. . In the performance of these services the
Contractor shall gather information and present facts to USCIS employees for review and
decision. However, the Contractor shall not make official policy or decisions on behalf of
USCIS. While the Contractor employees may handle funding and accounting records, they may
not make decisions that are mherently govemmental in nature nor do they have USCIS signature
authority. : ' :

\ : ,

Except for items and services specified in this PWS as Government provided property or
- services, the Contractor shall provide all personnel, equipment, tools, materials, supervision, and
- other items and services necessary to perform the requirements of the task order. .

Itis antlclpated that the services and products reqmred under thls task order shall be provnded
pnmanly at each of the following Service Centers ~-?

eNebraska’ Service Center (NSC) Lincoln, Nebraska This Service Center is currently
- located in two buildings within 5 miles of each other in. meoln Nebraska Note
" Locations subject to change within surroundmg area. - -
OT exas Service Center (TSC), Dallas, Texas. This Servnce Center is currently located in
three buildings. Two buildings are located together in Dallas and one building is located
' approxnnately 18 miles. away Note: Locations subject to change within surrounding
area.

The Contractor-is expected to accomphsh the requxred tasks durmg normal hours of operatzon
Additional work requirements that arise may require specific Government-directed file
operations outside normal hours of operation. All travel and training are the responsibility of the
Contractor. :

4201216
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3.1 Lockbox Overview

Lockboxes will have an impact on the service centers workload. Through a Memorandum of
Understanding (MOU) with the Department of the Treasury, USCIS established lockbox
operations. Beginning in 2007, forms formerly mailed by the public to the service centers instead
began to be directed to lockboxes located in Chicago, Dallas and Phoenix.

Applications filed by the public are receipted and data entered before their file is assembled at
the lockboxes after which, the file is shipped to a service center for final preparation prior to
adjudication.

Some forms are not scheduled to be processed by lockboxes; instead they will continue to be
direct filed by the public to the service centers or be sent from other government offices. The
most common forms that will continue to be processed at the service centers at the beginning of
the task order include:

Form Number Fee Associated | Originates from Scheduled to
Transition to
Lockboxes

EOIR-29 Yes Public TBD

I-129 Yes Public TBD

I-129CW Yes Public TBD

I-129S No Public TBD

I-181 No Government Offices TBD

I-191 Yes Public TBD

1-192 Yes Public TBD

1-193 Yes Public TBD

1-212 Yes Public TBD

1-290B Yes Public Tentatively 2011

1-407 No Government Offices TBD

1-485 EOIR Yes Public TBD

1-589 No Public TBD

1-589 EOIR No Public TBD

1-612 Yes Public TBD

I-730 No Public TBD

I-751 MFAS Yes Public 2™ quarter 2011

1-829 Yes Public TBD

1-864 (in IV Packet) | No Government Offices | TBD

1-865 No Public TBD

1-881 Yes Public TBD

1-89 No Government Offices | TBD

430f216

43



907 . |Yes ~ [Public T [ 2™ quarter 2011
1-914&1-914A - [No Public TBD '
1-918&1-918A . |No | Public TBD
1-929 : Yes Public . TBD .
N-400 (Military) ~ |No . | Public TBD -
N-565 Yes - - |Public . | 2™ quarter 2011
N-600 Yes - .. |Public - | 2™ quarter 2011
N-600K Yes' ~ | Public 2™ quarter 2011
N-644 No' " | Public - |TBD
DS-230 (IV Packet) | No = Govemment Offices "TBDV

" However it is expected that small numbers of forms normally recelpted at the lockboxes will
continue to be processed at the service centers for varying, reasons. :

3.2 Transformation Ovemew :

Transformation will also have an impact on the service centers’ workload. Since 2006 USCIS
has had an ongoing modernization of its business processes designated as “Transformation.”
Broadly defined, transformation involves moving the agency from the current business -
processes, which are largely based on paper files, forms and documents to business processes
that are generally conducted electromcally : : :

Many service center busmcss proccsses are still"complct’gd using paper files, forms, and

- documents. As transformation modernizes these processes, the current workload will likely be
impacted over the anticipated four year penod of pcrfonnance of this task order. Among the
changes anticipated during this penod are:

- Possrble ending of deposrtmg paper fee instruments;
- Possible increase in scanning documents; -
© - Probable continued reduction in manual data entry in all areas;
. - Probable continued reductlon in the use of paper files and mcreased use of electronic -
'ﬁles

3.3 Workload Balanc’ing Overview

The requlrements of USCIS may mclude the transfer of existing files ¢ or re-dlrectlon of i mcommg
files or appllcatlons from one service center to another or from the lockboxes to different service
centers. This may include transfers between centers in Group A to those in.Group B or vice
versa. The overriding priority of USCIS is maximizing customer service. Any consequential net
addition or net loss of workload at-a particular center or pair of centers is a normal condition of
USCIS operations. Offerors should be aware that future workloads may vary as a result.

4.0 CONTRACTOR TASKS/REQUIREMENTS

The requrrements 1dent1ﬁed in this PWS will be perfonned in accordance with the USCIS
: Re‘cords. Operations Handbook (ROH), and local and naﬁtonal policies and procédures.
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4.1 General Requirements:

Background

g

The normal hours of operation at the Service. Centers are 6:00 a.m.
- 11:30 p.m., Monday through Friday, excluding federal holidays,
or at the direction of the Service Center Director. Should the
volume of incoming files from the lockboxes increase by twelve
million it may:be necessary to extend operating hours to as much
“as 24 hours per day. However, due to the nature of USCIS
mission, some file operations are performed and must be
supported outside of normal hours of operation and/or on
weekends. The Contractor shall obtain written approval of the
COTR for work schedules different from the normal hours of
operation one (1) week prior to the commencement of the
schedule. The Contractor shall actively manage.its workforce to

4.1.1

4.1.2

perform all the requirements of the task-order.:

The Contractor shall provide onsite management and implement appropriate
management systems to assure the quality, reliability, accuracy, and timeliness

of all services and products provided to USCIS. In addition, the Contractor-

shall keep the onsite COTRs updated on operational status and plans.

The Contractor shall comply with USCIS polleies, proeedures, user guides, and

. regulations in effect‘during the performance of the task orderf

4.13".

4.14

4.1.5

416

417

418

The Contractor shall provrde reports requrred in the task order or contamed in.

\ servrce center policies and procedures

The Contractor shall 1mmedrately report suspected fraud, waste, and abuse to
the COTR and CO S

- The Contractor shall requrre Contractor personnel to sign nondisclosure

statements affirming that they will not disclose data they encounter in the .

.performance of the task order to any unauthorized entity.

The Contractor shall not make' any unauthorrzed dlsclosures of Personal
Identrf able Information (PII). .

The Contractor shall maintain accountmg of 45-day supply of consumables, or

~ whatever period of supply is standard at a specific center, including mail
A supphes available through the United States Postal Service (USPS) and courier

companies, to meet all requirements of the task order. The Contractor shall

- provide sufficient notice to the COTR of the need for additional consumablesto . -
‘ enable timely replemshment ' _—

The Contractor shall operate and perform basic user maintenance on

government provided equipment in-accordance with Ongmal Equlpment :

Manufacturer (OEM) and service center instructions and as directed by the
. COTR. This may mclude but is not llmlted to, makmg necessary adjustments

>
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4.1.10

4111

4.1.12

© 4013

to equlpment to accommodate various size letters and correspondence clearmg

paper jams, and changing toner cartridges, etc.

The Contractor shall prov1de notnﬁcatlon to the COTR w1th1n one (l) hour
(measured during normal hours of operation) of govemment provided

-equlpment malfunctlons or fallure o o

 The Contractor shall obtam the written approval of the COTR for work
schedules that are different from the normal hours of operatlon one (1) week
prior to the commencement of the schedule ;

The Contractor shall actively manage its workforce to maintain operational -
flexibility to perform the requirements of the task order at all times, regardless-
of variation of the workload at any SpCleiC processmg areas within the records
management ltfecycle : : :

The Contractor shall mamtam the capablhty to accommodate splkes in

workload volumes that occur from time to time and that are predicted at least 45 |

calendar days in advance of the anticipated sudden increase in workload
volumes. These spikes may be attributable to the begmnmg of an application

penod ant1c1pated changes in fees to be charged or other phenomena -

The Contractor shall maintain the capablllty to accommodate surges in data
collection volume of up to 25% above the daily average received volume for the
previous 20 business days. In the event the data collection volume exceeds
125% of the rolling daily average for the previous 20 business days, the

- Contractor is onily held responsible for meeting the timeliness performance

requirements for 125% of the rolling daily average; the balance may be

- processed on the next business day and may be considered ~ for the purposes of

Al114-

surge management only — as part of the data collection for the next day. Ifthe
surge extends beyond one day, then the Contractor shall continue to perform
under the same rule for as long as the surge lasts, recalculating the rolling daily
average data collection volume and the 125% volume each day based on the
previous 20 business days S :

On Mondays and the first busmess day after federal holtdays the Contractor
 shall maintain the capablllty to accommodate surges in data collection of up to
50% above the daily average received volume for the previous 20 business
days. In the event the data collection volume exceeds 150% of the rollmg daily

 average for the previous 20 business days, the Contractor is only held

- responsible for meeting the timeliness performance requirements for 150% of

4115

the rolling daily average; the balance may be processed on the next business day
- and may be considered — for the purposes of surge management only - as part
- of the data collectton for the next day.

The Contractor shall be famlllar with Contmulty of Operatlons Plans (COOP)
and security plans appllcable at the service centers and shall adhere to the

’ requlrements to perform contamed within these plans.
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4.1.16

4.1.17

4.1.18

4.1.19

4120

4.1.21

4.1.22

The Contractor shall report, and after release, process all suspicious packages.

The Contractor shall pick up mail a minimum of once per day from each USPS
facility serving the Service Center Monday through Friday (excluding federal
holidays), unless otherwise directed by the COTR, using Contractor provided
transportation. The COTR may requlre additional pickups on certain days, as
deemed necessary.

The Contractor shall process all outgoing third party courier mail in accordance
with the courier’s delivery system.

The Contractor shall return non conforming mail to USCIS for guidance or
disposition within two business days.

The Contractor may be required to expedite special file requests by accurately
identifying, locating, retrieving, and delivering the requested files to the
requestor within four hours of the emergency request, during business and non-
business hours.

The Contractor shall create and maintain temporary holding areas within the
service cénters for files pending further action (e.g., receipt of payment,
fingerprints, or evidence).

The Contractor shall submit separate invoices for FDNS work to the FDNS
COTR which includes: ASVVP and CFDO data collection and file operations
work to the following address: 111 Massachusetts Ave. NW; Mail Stop 2274;

Washington, DC 20529

4.2 Mail Operations Support (Priced under CLINs 0003, 1003, 2003 & 3003):

Background

The Contractor shall perform all tasks necessary for, or incidental
to, the receiving, processing, securing, and delivery of incoming
and outgoing mail for all components in the Service Centers. This
function includes the proper handling, securing, and delivery of
registered mail, which is an authorized means of transmitting
classified information at the Secret level. All personnel handling
or transporting registered mail must possess a security clearance at
the Secret level (DD Form 254).

4.2.1

The Contractor shall endorse i mcommg fees immediately upon opening the
envelope.

Standard Incoming fees are immediately endorsed upon opening the
envelope.
Measure Periodic Observation & Validated Customer Complaints
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The Contractor shall route, process and account for all mail, including but not

422
limited to USPS mall courier service packages, etc., to and from sources external
“to the service center, in a manner that optimizes proper file management and
',securrty, expedites data collection, mamtalns fmancral accountabrllty, and
maximizes throughput ~ :
Standard Route, process and account for mail. ~ :
.| Measure Penodlc Observation & Vahdated Customer Complamts -
423 The Contractor shall stage and mamtam a darly count of all mail for plckup by
presort Contractor ’ V
Standard Stage. and maintain a darly count of all mail for prckup by presort
" Contractor. r
Measure Penodlc Observatron & Valrdated Customer Complamts
424 The Contractor shall receive all mail delivered by the USPS any approved third
party.couriers, and/or authonzed govemment agencies durmg normal hours of .
operation.’ ' T :
Standard ‘ Recelve all mail delrvered by the USPS, approved third party
‘ couriers, and/or authorized govemment agencies during normal
. hours of operation. .
Measure Perrodrc Observatron & Valrdated Customer Complamts _
_4.2.’5 All mail (encluding certain exceptions) shall be opened sorted, date stamped
properly handled, and timely processed and routed by the Contractor in the
assigned marl area o : , o
Standard All marl recelved is opened ‘sorted, date stamped properly ‘
g handled, and routed in time for processing and receipting within -
e WL the same day. o C
Measure Periodic Observatron & Valldated Customer Complamts
,i '4.2,6. "The Contractor shall log, reglstered marl certlﬁed mall and any other mall that
oL may be desrgnated by the COTR. »
Standard | ‘ Regrstered and certified mail is logged. All other mall dcsrgnatcd
- by the COTR is logged.
o MeaS‘ure‘ Periodic Observatron & Validated Customer Complamts
427 The Contractor shall receive and account for Post Ofﬁce Non-Dehverable

‘Sccurrtres (PONDS) ina prepared darly manifest. -
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Standard 4.2.7-1 PONDS marl is accurately processed :

Measure Periodic Observation & Validated Customer Complamts

Standard 4_-2.7-2~‘ PONDS mail is recerved and accounted for in a prepared daily
" | manifest. .

Measure . Perrodrc Observatron & Validated Customer Complamts -

428 The Contractor shall correctly prepare, seal and meter outgomg marl to USPS or

desrgnated thrrd partres
Standard 4.2.8-1 Outgomg mall is metered by the dally scheduled tlme forthe .
presort Contractor.: v - ; '
Measure - | Random Samplmg o o ‘
Standard 4.2.8-2 | Outgoing marl has the approprrate afﬁxed postage for the werght
: and class. .
Measure - Random Samplmg

Standard 4.28-3 | Outgoing mail'is properly prepared for marlmg wrth accurate,
‘ complete, and visible delrvery addresses and billing mfonnatron

Measure Random Sampling :
Standard 4.2.84 | Outgoing mail includes inserts or fliers when requrred
Measure . Random Samplmg :

-

429 The Contractor shall deliver 6utg’oing mait to USPS or designated third parties.

Standard Outgomg mail is dehvered to USPS or to desrgnated thrrd parties at_
a minimum of once per busmess day, Monday through Friday
(excluding federal holrdays) on the same date the marl was

, metered. ,

Measure ~|.Random Sampling

" 4.3 Data Colleetion Support (P-ricedrunder CLINs 0004 1004 2004 &‘ 300'4):

Background The accuracy of data collection is critical to the USCIS mission

' -and includes, but is not limited to, keying fields such as A-file
| number, date of birth, name and alias(es), social securrty number,
| address, attorney name and address, monetary amount,
corrections, updates to applicant/petitioner.information, and other
pertinent information. ‘The Contractor is requrred to verify the
accuracy of the mformatron they enter into USCIS systems. '
'| Accurate data entry may require the Contractor to search for valid -
data within source documents when entering information from
specrﬁc forms. Contractor should anticipate occasional IT system
outages in order to drrect work efforts to other actrvrtres
| Data Collection SUpport does not include system updat_es for
| previously existing records. These updates'include address
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changes, name changes, correcting errors, adding or changing an
attorney of record, and recording incoming and outgoing

- | correspondence such as Request for Evrdence RAP Sheets, and
| similar documents '

43.1. The Contractor shall accurately assemble forms to mclude supportmg documents
and other materlals . o ,

Standard The Contractor accurately, assembles forms, to mclude supportmg
documents and other materials.
Measure "Random Sampling

432 The Contractor shall review appllcatlons/pctrtrons and supporting documents for
completeness, Junsdlctron signature, and- correct fee, and process those comphant
and non-compliant apphcatlons/petrtrons '

Standard | The application/petition and supportlng document is correctly
' identified as compliant (acceptable) or non-compliant (reject).
Measure Periodic Observation and Validated Customer Complaints

433 The Contractor shall collect mformatlon from forms and source documents and
- correctly input data into various formatted screens within established processing
timeframes. Accuracy is defined as no data entry errors onthe entlre form or
document :

| Standard 4L3-3-1 Data collectron of all fee-related forms not in CLAIMS 4 must be
- | completed by close of the worklng day (11:30 p.m.) on the day

| received at the service center
Measure . | Random Sampling -~

Standard 4.3.3-2° | Data collection of any CLAIMS 4 form must be completed by‘
- | close of the working day (11:30 p.m.) on the next business day
- | after being received at the service center. ‘

Measure .| Random Sampling

Standard 4.3.3-3 | Data collection of non-fee related forms must be completed by
' - 7| close of the working day-(11:30 p.m.) on the next busmess day ‘
after being received at the servrce center

"Measure - | Random: Samplmg

Standard 4.3.34 - | Complete and accurate data collectlon of all fee and non-fee
' - | related forms and source documents completed accurately wrthm
established processing timeframes. -

Measure_ _ | Random Sampling

4 3.4 The Contractor shall appropnately and: correctly prcpare and afﬁx processmg
1dent1ﬁers
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Processing. 1dent|ﬁers are approprlately and correctly prepa.red and

Standard
affixed to applications, petitions, processmg worksheets, and file
jackets. .
Measure Periodic Observation & Validated Customer Comp‘lamts’
43.5 The Contractor shall generate and mterﬁle screen prlnts as requ1red '
Standard Screen prints specnﬁed in the forms’ Standard Operatmg
Procedure (SOP) are generated and interfiled. 7
Measure Periodic Observation & Validated Customer Complaints
43.6 The Contractor shall accurately scan materials and as required, perform croppmg,

scaling, and.adjusting of contrast and brightnéss necessary to achieve an
acceptable quality image for document production.

Standard 4.3.6-1 | Necessary adjustments are made to .the‘ system data equipment to

achieve an acceptable quality image for document production.

Measure

Periodic Observation & Validated Customer Complaints

Standard 4.3.6-2 | Materials are scanned by the close of business two business days

after the materials are recelved at the service center or upon -
request from USCIS.

Measure

,Periodig:_ Observation & Validated Customer Complaints

437 The Contractor shall scan, process, and venfy ﬁngerpnnt cards (F D- 258) for

submission to the Federal Bureau of Investlgatlon (FBI).

Fingerprint submnssxons are accurately scanned, processed and

Standard
4.3.71 verified.
Measure Periodic Observation & Valldatcd Customer Complamts '
Standard Non-orphan or non-adoption fingerprints are submitted by close of the
43.7-2 | second business day following being received at the service center.
Measure Periodic Observation & Validated Customer Complaints
Standard | Orphan and adoption cards are processed and submitted by close of
43.73 business the next business day followmg bemg recelved at the service
, “center.
Measure ‘ Penodlc Observatlon & Valldated Customer Complamts
- 43.8 The Contractor shall create files during data collection.

Standard Fee-related forms requiring an A-File, T-File, or a receipt file (as
4'3'3.'71 . | appropriate) shall have a file created by close of workmg day (11:30

C p.m.) on the day received at the service center. . .
Measure Periodic Observation & Validated Customer Complaints
Standard .

Non fee-related forms requiring either an A-File, T-File, or receipt file | ‘
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4.3.8-2 | (as approprlate) shall have a file created by close of workmg day-

(11:30 p.m.) on the next busmess day followmg being received at the
: service center.

Measure | Periodic Observation & Valldated Customer Complamts

ft:gt’;rd No dupllcate A-file records are created.

Measure Periodic Observation & Validated Customer Complamts

Standard The approprlate file types A-ﬁle, T-file, or receipt files are accurately

4384 created.

Measure Perlodlc Observatlon &. Valrdated Customer Complamts

- 4.39. The Contractor shall accurately pmcess manually rejected appllcatlons and petlttons within
established time frames.

Standard 4.3.9-1 Manually rejected applications/petitions are accurately processed
: and ensure that any USCIS stamps ap'pearing on the back of .
incoming fees are voided, that the wording provided in the
l‘CJCCth letter documents the correct reason for rejection, and that
processing employee codes are noted on all retumed appllcatnons
| and petitions. :
Measure Random Sampling o '
Standard 4.3.9-2 | Random Sampling Manually rejected applrcatlons/petrtlons and
| any received fees are accurately data collected into a formatted
system. ' R )
Measure Random Sampling :
Standard 4.3.9-3 | The manually rejected applrcatlon/petrtron reject letter and any
‘ ‘ associated fees are returned to the applicant by close of the third-
i business day following being recelved in the servrce center.
Measure Random Samplmg '

. 44Fee Cbllec'tion‘(Priced under CLINs 0005, 1005, 2'005 &3005):

| Background | The accuracy and tlmellness of fee collection and dcposrt is
T instrumental to the success of the USCIS mission and includes, but
is not limited to, collecting, reviewing, endorsing, and deposrtmg
| fees (negotiable items). To complete this, the Contractor shall -
.| collect fees, review fees (negotiable mstruments) for acceptability,
' .and process fees by accurately preparing and timely depositing all
fees on the next business day after the fees are received in the
. | Service Center. The Contractor is also responsible for accurately
reconcllmg and reporting deposits on a daily basis.

441 The Contractor shall revnew recelptcd fees for acceptabrllty and ensure the fee is
endorsed in accordance wrth the Treasury Financial Manual

. | Standard : - | Receipted fees are reviewed for acceptability and endorsed in. |
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accordance with the Treasury Financial Manual.

Measure

Periodic Observation & Validated Customer Complaints

4.4.2 The Contractor shall prepare a daily deposit ticket accurately reflecting the total
: of all endorsed receipted fees. The Contractor shall complete the daily deposit riot
later than the scheduled depository pick up on the next business day after the fees
were received at the service center. The Contractor shall accurately complete and
include in each daily deposit packet any supporting documentation (line-off
sheets, vond sheets, etc ) used to support the deposit amount

-| Standard 4.4.21 | The prepared deposrt ticket reﬂects an accurate total of the days’
‘ endorsed receipted fees.
Measure | Periodic Observation & Validated Customer Complamts L
Standard 4.4.2-2 | The daily deposit is completed prior to the deposrtory pick up
| time.
Measure Periodic Observation & Valldated Customer Complamts
Standard 4.4.2-3 | All supporting documentation is completed accurately and is
included with the daily deposit packet. R -

Measure

443 The Contractor shall submit a report showmg mdwrdual clerk and mdrvrdual

‘Periodic Observation & Validated Customer Complaints

system deposrt totals to USCIS on a daily basis or as requrred

Standard

-All deposits are accurately generated prepared reconcrled and '
reported daily. :
Measure

444 The Contractor shall monitor and safeguard all fees at all times whlle wrthm the

Penodlc Observation & Valrdated Customer Complamts »

Contractor $ custody

Standard All fees are monitored and safeguarded at all times when in the
custody of the Contractor; :*
Measure

, Penodlc Observatron & Valldated Customer Complamts '

4.5 File Operatione‘Support (Prlced under CLINs 0006 1006, f‘zooa & 3006):

Background

- Successﬁll performance of File Operations Support is crmcal to
~| the success of this task order and to the USCIS mission. The
- .| Contractor is requ1red to receive, store, retrieve, maintain, and -
| distribute files and internal mail in a timely'; cdmplete, and
.~ | accurate manner. File content is dictated by documentation
' | requirements imposed by law, regulation, or public policy. Files

‘may be in paper, electronic, or digitized formats. The Contractor

lS also required to update USCIS tracking systems, annotate
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appropriate actions on case processing worksheets, manifest cases
.| and documeénts being transferred as réquited, perform and follow-

up File Transfer Requests (FTR), Manual Search Requests (MSR),
and perform ﬁle sorts and flle pulls as requested

4.5. 1 The Contractor shall create all ﬁles when requlred durmg ﬁle operatlons

452 The Contractor shall accurately request required files from external sources, such
as other centers, district offices, the. Natlonal Records Center (NRC) etc. w1thm

Standard 4.5.1-1 | F rles requued by USCIS are created by close of the next busmess
: day following request from USCIS. ' :
.Measure Periodic Observation & Validated Customer Complamts
Standard 4.5.1-2 | No duplicate A-file records are created. . :
Measure Periodic Observation & Valrdated Customer Complamts
_Standard 4.5.1-3 | Files are accurately created. Lo -
Measure Penodlc Observatlon & Valldated Customer Complamts

establlshed trmeﬁames

.Standard 4.5.2-1

Contractor accurately requests requrred files from extemal
sources.

Measure '| Periodic Observation & Vahdated Customer Complamts
Standard 4.5.2-2 | Required external file:requests-are completed by close of the next
. ' business day following the request by USCIS.
| Measure

Periodic Observation & Validated Customer Complaints

4.5. 3 The Contractor shall fulﬁll internal (w1thm the center) and external (originating
from other centers, district offices, the NRC, etc) file requests for information by

. 'rdentlfymg, locating, retrlevmg, and delrvermg the correct file(s) within the

“established trmeframes
Standard 4.5.3-1 | Contractor responds to USCIS ﬁle requests by retnevmg the
. R correct file(s).
_Measure Periodic Observatron & Valrdated Customer Complamts
Standard 4.5.3-2 | Files are delivered (internal requests) or mailed (external requests)
o - by close of the next business' day (or w1thm other desrgnated
timeframes) following request. -
Measure

Periodic Observation & Vahdated Customer Complamts

A

l' 4:5;.4A ‘The Contrector. shal‘liaccurat_ely perform file sorts.

Standard -

| Files are accurately segregated, filed, and routed.

Measure

Periodic Observation & Validated Customer Complaints -
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4.5.5 The Contractor shall file and reiﬁle reeords :

Standard 4.5.5-1 Unless otherwrse directed by the COTR newly recelpted :
applications and/or petitions are filed by close of the next business
day following receipting at the service center: A

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.5-2 | Other i mcommg files are're-filed by close of the next busmess day
following being received at the service center.

Measure -

Periodic Observation & Validated Customer Complaints '

4.5.6 The Contractor shall track and update ﬁles in the National File Transfer System .
(NFTS) upon movement or as requested by USCIS. The Contractor shall

accurately update data i in various USCIS systems (C3 C4 etc.).

Standard 4.5.6-1 | F 1les are-correctly updated in USCIS systems

Measure - | Periodic Observation & Validated Customer Complaints

Standard 4.5.6-2 | Files are tracked in NFTS upon movement. i

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.6-3 - | Data is accurately updated in USCIS systems. ‘

Measure | Periodic Observation & Validated Customer Complaints .

Standard 4.5.64 | Tracking and updating functions are completed within establlshed
| timeframes or as designated by the COTR.

Measure

45.7 The Contractor shall reconcrle and resolve issues 1dent1ﬁed through system

Periodic Observation & Validated Customer Complaints

generated error and recumng réports.

Standard ' ,,The Contractor reconciles and resolves issues identified through
L system genérated error and recurring reports as required. '
Measure

Periodic Observation &‘Validated Customer Complaints . .

4.5. 8 The Contractor shall accurately consolldate ﬁles, physrcally, and electromcally,

_within established trmeﬁ'ames

"Standard 4.5.3-1

Frles are accurately consolldated both physrcally and

» electronically. "
Measure Periodic Observation & Validated Customer Complamts ‘
Standard 4.5.8-2 | The consolidated process is'completed by close'of the third
L working day following being received by the Contractor.

Measure.

4 45 9 “The Contractor shall'malntain' a tracklng proeess for files held in temporary \
holdmg areas. The Contractor moves files. mamtamed in the temporary holdmg :

{ Periodic Observation &:Validated Customer Complaints - - E

.areas to the next stage of the process
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Standard 4.5.9-1 _

The Contractor maintains a tracking process that-accurately”
identifies the expiration of files held in temporary holding areas.

Measure Periodic Observation & Validated Customer Complaints.
Standard 4.5.9-2 | The Contractor moves files maintained in temporary. holdmg areas’

| to the next stage of the process when required. | :
Measure

" | Periodic Observatron & Validated Customer Complaints

4.5.10 The Contractor shall accurately-interfile, connect, and route all correspondence or
Request for Evidence (RF E) with correspondmg ﬁle(s) and update systems within

established tlmeframes

Standard 4.5.10-1

Evidence is connected by close of the thrrd busmess day followmg
being received at the service center. -

Measure .| Periodic Observation & Validated Customer Complamts
Standard 4.5.10-2 | Interfiling is completed by close of the fifth business day.
Measure Periodic Observation & Validated Customer Complaints
Standard 4.5.10-3 | Files are routed to the adjudicating officer by close of the next -

' ’ business day followmg requested evrdence bemg connected to the

file.
Measure Periodic Observation & Validated Customer Complamts
Standard 4.5.104 | Interfiling/evidence are connected arid affixed to the correct file.
Measure Periodic Observation & Validated Customer Complaints
Standard 4.5.10-5 | Received evidence is updated in USCIS systems on the same day
: received-in the service center. . - -

Measure

Periodic Observation & Valrdated Customer Complamts

4;5;11 .The Contractor shall rnatintain 'ﬂles.‘;

Standard

-| File-maintenance is performed.

Measure- -

4.5.12 The Contractor shall review and prepare files f'or:shi‘prnent to the National
Records Center. (NRC), or other locations. Additionally, the Contractor shall
- verify that closed files are noted as closed w1th1n the physrcal file before o

Perrodnc Observation & Valrdated Customer Comglamts

preparmg the file for storage

Files are revrewed to ensure that each ﬁle is properly prepared and

Standard 4.5, 12-1
. shlpped to the NRC or other locations.
Measure , Periodic Observation & Validated Customer Complaints
Standard 45,122 | F iles noted as closed are physrcally revrewed to ensure the ﬁle is
: noted as closed.
Measure

Penodlc Observation & Valldated Customer Complamts |
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4.5.13 The Contractor shall accurately prepare verify and retai‘rra ‘co"py of marrifests

gomg from the service center and retain a copy of all manifests received at the

service center, including E-ﬁlmg reports.

Outgomg manifests are accurately prepared and verrﬁed to contain

4.5.14 The Contractor shall perform system’ querres and searches in USCIS systems, and

Standard 4.5.13-1
current supporting information.

Measure Periodic Observation & Validated Customer Complamts

Standard 4.5.13-2 | Incoming manifests are verified to match ma.mfest agamst

. contents. ~ :

Measure - Periodic Observation & Validated Customer Complaints

Standard 4.5.13-3 | Electronic copies of mamfests are properly mamtamed at the .
service center.

Measure Periodic Observation & Valrdated Customer Complamts

Standard 4.5.134 | Report inconsistencies on mcommg manifests within one business
day to USCIS.

Measure Perlodrc Observatron & Valrdated Customer Complamts

places a screen prmt(s) of the search result(s) in the ﬁle when requrred

Standard 4.5.14-1 | The Contractor accurately performs all system quenes and
! searches.

Measure Periodic Observation & Valldated Customer Complamts

Standard 4.5.14-2 | Screen prints are printed and placed in the correspondmg ﬁle

within the established timeframe.

Measure | Periodic Observation & Validated Customer Complamts

Standard 4.5.14-3 | Screen prints shall be attached i in accordance wrth the centers SOP
' for the form in question.

Measure Periodic Observatron & Valrdated Customer Complamts

4.5.15 The Contractor shall accurately scan materials and, as required; perform croppmg, '

scaling, and adjusting of contrast and brightness necessary to achreve an
acceptablc quality i 1mage for document production.

4 Standard 4.5. 15-1 , Necessary adjustments are made to the system data equrpment to
. achieve an acceptable quality image for document production.
Measure_, ‘ | Periodic Observation & Validated Customer Complaints
Standard 4.5.15-2- | Materials are scanned by close of business day that the materials
' - are received at the service center or request from USCIS. -
Measure ‘| Periodic Observation & Validated Customer Complaints

45, 16 The Contractor shall correctly assemble E-filed applreatrons and petmons into
ﬁles ' : :

3

4

| Standard 4.5.16-1 | EQﬁled forms are accurately assembled. -
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‘Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.16-2 | E-filed forms are assembled by the closeé of the next: business day
following the receipt of the application/petition by the Contractor

Measure ’ Perlodrc Observatron & Validated Customer Complarnts

4.5.17 The Contractor shall ensure that files gre "adjudication ready" when they are sent
to an adjudication division within the service center. :

Standard Files, forwarded to an adjudlcatron dwnsron for adjudication are
' complete.and ready to be adjudicated in accordance with the
Standard Operating Procedures (SOP) for the form in question.

Measure Periodic Observation & Validated Customer Complaints -

4.5.18 The Contractor shall pick up, continuously sort, and deliver for internal
distribution printouts and files between mail stops within the service center as
established by the COTR. The Contractor picks up mail, prmtouts and files no
less than twice daily as scheduled by the COTR '

“Standard 4-5-18-1 Scheduled internal mail is plcked up tw1ce daily at each desrgnated -
mail stop.

| Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.18-2 | Internal mail is delivered to its designated mail stop no later than
close of business on the next business day. ~

Measure | Periodic Observation & Validated Customer Complaints |

4.5:19 The Contractor shall photocopy applrcatron and petltron-related documents when
requrred :

Standard 45.18-1 Application and petrtron-related documents are photocopred
' accurately and completely. -

Measure | Periodic Observation & Validated Customer Complaints y s
Standard 4.5.19-2 | Photocopies are produced by the Contractor when required. o

Measure . - | Periodic Observation & Validated Customer Complaints -

4.5.20 The Contractor shall generate requlred USCIS approved letters notlces and ‘ |
messages mcludmg e- mall text messages, and faxes. .

' ‘Standard . Generates requlred USCIS approved: letters notices, and
' : | messages, including e-mail, text messages, and faxes. ©
Measure - | Periodic Observation & Validated Customer Complaints

"

© 4521 The Contractor shall accurately create I 512 documents w1thm establlshed

tlmeframes
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Standard 4.5.21-1 *| The Contractor accurately creates required I-512-documents.

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.21-2. | The Contractor creates required I-512 documents by close of
business the next business day after the 1-131 file returns from
adjudlcatlon

Measure Perlodlc Observatlon & Vahdated Customer Comp_lamts

- 4.5.22 The Contractor shall process documents recerved from drstnct, port of entry, or
consulate offices. :

Standard 4.5.22-1 | Records received that do not require system relocation are
processed by the close of the next business day after bemg
| received at the service center.

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.22-2 | Records that require system relocation are processed by the close
of the fifth business day after being received at the service center.

Measure | Periodic Observation & Validated Customer Complaints

Standard 25223 Documents, other than records, are processed by the close of the
' ' third business day after being received at the service center.’

Measure ' Periodic Observation & Validated Customer Complaints

4.5.23 The Contractor shall comr)lete an audit of tne'physlical lo‘cation of each file in
accordance with the Records Operation Handbook (ROH) and accurately
reconcrles ﬁles to system generated reports.

Standard | The Contractor completes an’ audrt of the physical location of each
-file in accordance with the ROH requnrement of one year. .
Measure | Per results of annual INSITE audit.

4.5.24 The Contractor shall track, secure, and be accountable for all 1ssued empty pre- ,
printed A-File Jackets in their possession. .

Standard . " | The Contractor tracks, securés, and is accountable for all issued .
' empty pre-printed A-File Jackets in their possession. ’
Measure - Periodic Observation & Validatéd Customer Complaints

4.5.25 The Contractor shall timely :identify and prepare mater\ikals' for destruction when
required in accordance with the ROH and /or as directed by the COTR

| Standard | Materials needing to be destroyed are timely identified and
L prepared for USCIS review in accordance with the ROH and/or as
| directed by the COTR.
Measure - ' Penodlc Observation & Validated Customer Complamts
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4.5.26 The Contractor shall schedule biometric appointments as required.

Standard Biometrics appointments are scheduled as required.

Measure Periodic Observation & Validated Customer Complaints

4.5.27 This task currently only applies to the Nebraska Service Center. The Contractor
shall provide the necessary support needed to process Re-Entry Permit (REP) and
Refugee Travel Document (RTD) booklets within one business day of receiving
the booklets from the Integrated Card Production System (ICPS).

Standard 4.5.27-1 | Booklets going to consulates have the applicant’s foreign address
affixed to the I-797 Approval Notice.

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.27-2 | The I-797 Approval Notice is wrapped around the booklet and
secured with staples.

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.27-3 | Data on each booklet (name, COB, DOB, etc.) is compared to the
data from the application. If any discrepancies are noted, the
booklet is returned to USCIS.

Measure Periodic Observation & Validated Customer Complaints

Standard 4.5.274 | Booklet is ready to be mailed no later than one business day after
receiving it from ICPS.

Measure Periodic Observation & Validated Customer Complaints
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4.6 Fraud Detection and National Security:

Background The Office of Fraud Detection and National Security (FDNS) is a
directorate within USCIS. FDNS was created in 2004 to protect
national security and the integrity of the legal immigration system.
FDNS develops policies and procedures designed to detect fraud and
implements programs that eliminate vulnerabilities in the
immigration, petition and application process. FDNS is USCIS’
primary conduit of information to other law enforcement and
intelligence agencies, providing accurate information to external
partners on fraud trends and patterns discovered in the course of
agency operations. FDNS provides quality, customer focused
services to all immigrants who are entitled to a benefit and who
request them legally.

The FDNS Fraud Detection Branch (FDB) is tasked with
implementation and oversight of anti-fraud operations. This branch
develops fraud related policies that systematically identify possible
fraudulent activity and indicators of potential fraud. To this end, the
Administrative Site Visit and Verification Program (ASVVP) was
developed and implemented in 2008 to assist FDNS in its effort to
verify the existence of petitioner organizations and beneficiaries who
have applied to USCIS for a benefit. Inspections and interviews are
conducted to verify the physical existence of petitioner organizations,
employers, jobs, salaries, places of worship and beneficiaries.
Verified information is captured and recorded on worksheets by
inspectors and is transmitted to USCIS for update in FDNS-DS
(FDNS’ case management system).
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4.6.1 CFDO Data Collection Support (Priced under CLINs 0007 1007, 2007 & 3007):

Background ASVVP data collection and entry into FDNS-DS is performed at the
CSC and the VSC and is included here for information purposes only.
Specnﬁc pre and post adjudication forms for employment based and
religious worker petitions (i.e. I-129 and I-360) are randomly selected
by the Center Fraud Detection Opérations (CFDO) Units from
* submitted petitions and applications awaiting shipment to storage.

" New records will be created in FDNS-DS. - The Contractor shall be
required to enter accurate mformatlon into FDNS-DS system.
Accurate data entry may require the Contractor to search for valid
data within source-documents when-entering information from
specific forms. Contractor shall anticipate occasional IT system
outages in order to direct work eﬁ'orts to other activities.

The Contractor shall perform all data collectlon work durmg first
shift, from 6AM — 2:30PM. FDNS-DS data collection is described as
the entry of any new record where a receipt number, petitioner,
petmoner orgamzatron attomey or beneﬁclary does not already exist
in the system. .

The exact numbe"r of data entry fields is based on form type, number
of forms and whether the entry is for a new record or for updates,
which aré to be classified and worked as part of file operations.
ASVVP dataentry will be split evenly between CSC and VSC only.
'NSC and TSC, are not mvolved w1th the ASVVP Program.

' CFDO data collection operates at all four of the SCOPS operations -
centers. CFDO is the recipient of potential leads and fraud case data
that require data collection and entry into FDNS-DS aside from
information entered for ASVVP purposes. CFDO receives leads in
the form of consular returns, floor referrals, tip letters, and attorney
vcases, to be data entered into FDNS-DS at all four service centers.

Input into FDNS-DS is srgmf' cantly dlfferent than input into
. CLAIMS3. A time in motion study was performed on FDNS-DS

from April to ] uly 2009 to determme data input speeds and the
amount of time requlred to input new cases to the systém. For
ASVVP input, vendors should anticipate that 2-3 forms can be
entered per hour on average into FDNS-DS at VSC and I._5-2-fo'rrns
per hour on average at CSC. Time zone differences, service center
work shift impact, and system downtime were acknowledged in the

: }study FDNS data entry should antrcrpate 5. forms per hour on

- average. 4 _ : . '
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4.6.1.1 The Contractor shall collect information for the ASVVP requirement from forms, -
petitions and source documents and correctly input data into various formatted tabs and
sub-tabs. Accuracy is defined as no data entry errors on the entire form or document.

Standard 4.6.1.11

Complete and accurate data collection of all forms and source
documents into FDNS-DS System.

Measure

Périodic Observation and Validated Customer Complaints

Standard 4.6.1.1f2

Data collection of all forms and source documents are completed
within established timeframes or as designated by the COTR.

Measure

Periodic Observation and Validated Customer Complaints

Standard 4.6.1.1-3

.No duplicate records are created.

Measure

Periodic Observation and Validated Customer Complamts

4.6.1.2 The Contractor shall collect information for the CFDO requirement from forms, petitions
and source documents and correctly input data into various. formatted tabs and sub-tabs.

~ Accuracy is defined as no data entry errors on the entire form or document.

Standard 4.6.1.2-1

Complete and accurate data collection of all forms and source
documents into FDNS-DS System '

Measure

Periodic Observation and Validated Customer Complaints

Standard 4.6.1.2-2

Data collection of all forms and source-documents are completed

-within established timeframes or as designated by the COTR.

Measure

Periodic Observation and Validated Customer Complaints

Standard 4.6.1.2-3

No duplicate records are created.

Measure

- Periodic Observation and Validated Customer Complamts

4.6.2 ASVVP and CFDO File Operatlons Support (Prlced under CLINs 0008, 1008 2008 &

3008):

Backgr'ound ‘

ASVVP and CFDO ﬁle operations is described as updates of any |

forms or soureevdata to FDNS-DS where a record already exists.
The Contractor shall perform record updates on records that already

~exist in FDNS-DS. Cases, Leads, RFA’s, and BFA’s/CR’s) must

be updated continuously to include, consular returns, tlp/smtch
letters, ICE RFA’s, Fraud referrals from Exams and Adjudications,
Administrative Appeals Office (AAO) and HQ-Refugee Affairs.

" | Also included are large conspiracy cases requiring multiple receipt
‘ inputs, people, addresses and organizational fields in existing

records. Prosecution cases, statement of findings input and updates.
File operation shall comprise of approxnmately 50% of the work at

| NSCand TSC.

Periodic quality checks of Contractor work will be performed by
CFDO and/or USCIS personnel.to assure accuracy and timeliness
of Contractor performance. Performance will be measured by
periodic observation and validated customer complamts to assess

| adherence to standards
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4.6.2.1 The Contractor shall update mforlnatlon obtalned from snte vrsrts into FDNS-DS
system for 1mm1gratron caseworkv : .

Standard 4.6.2.1-1 Information obtained*from.site visits is updated in FDNS-DS.
Measure Periodic Observation & Validated Customer Complaints.
Standard 4.6.2.1-2 | Updates are completed within established timeframes or as

| ~ designated by the COTR. | \
Measure Periodic Observatron and Valldated Customer Complamts

v l

4.6.2.2 The Contractor shall track and upldate files in NFTS systems upon movement or
as requested by USCIS. The Contractor shall accurately update data in FDNS-

DS T ; al
- [ Standard 4.6.2.2-1 | Files are correctly updated:in FDNS-DS. ,
Measure Periodic Observation & Validated Customer Complaints
 Standard 4.6.2.2-2 | Files are tracked in NFTS upon movement. - :
Measure Periodic Observation & Validated Customer Complaints

Standard 4.6.2.2-3 | Tracking and updating functlons are completed within established
timeframes or as desrgnated by the COTR.’ |
Measure : Penodrc Observatlon & Validated Customer Complamts

l b

4 7 Task Order Transrtlon (Pnced under CLIN 0001)

“The Contractor shall complete the transition from predecessor contracts in 60 days after the
starting date of this task order. This transition mcludes, but is not lrmrted to, the processes of:

e Hiring initial staff ' : ’

o Executing a plan for retentlon of exlstmg staﬁ'

e Relocating key management personnel

n

- Rapid creation and submlttal of securlty clearance packages

. o
X Formallzmg any subcontracts . ;

o Establishing.a temporary workmg srte in close proxrmlty 0 each service center for
conductmg interviews and meetings.- i

Upon completlon of the authonzed penod of performance for this task order mcludmg exercised
* options, the Contracting Officer may issue a modlﬁcatron to authorize, establish price and fund
the transition activity of the outgoing Contractor through a “Task Order Expiration Transition
Task” in accordance with FAR 52.237-3, “Contmulty of Services”. The acttvrttes will include
the requrrements above and those requrred by Fli\R 52. 237-3.

4. 8 Program Management (Prlced under CLINs 0002, 1002 2002 & 3002)

. The Contractor Program Management staﬂ' performmg under this task order shall apply both to

the Contractor’s management of the task order as a program as well as the Contractor’s:
performance of projects to be performed as specnfied in the PWS. Durmg the period of

, : .
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performance of this task order, the Govemment will require the Contraetor to conduct certain
program management activities. needed to support SCOSS. ' :

USCIS expects that the Contractor’s program management actrvrtres/proposal wrll rnclude

o A Project Manager and quallﬁed key personnel (i.e. Human Resources, Quahty

Control); :

e Experienced, knowledgeable and capable points of contact for USCIS contract and task

management. They shall be available for both ad hoc and regularly-scheduled meetings
at the Govemment srte, if necessary; - o

~ '« Operational and task order-specific ﬁnancial inforrnatiOn as bo'th scheduled and ad-hoc

deliverables;. _
~ ® Active pursuit of solutions to correct deficiencies; .

o Allreports and other deliverables a_svde'talle'd in this PWS; -

¢ ' Cost of vehicles; o
o Cost of travel; _ o "f. ' i
o Cost of office space used outsrde the servrce centers and

e Any other direct costs requrred by the program management team, mcludmg IT

resources. ’

i |
48.1 Quality Control - !

4.8.1.1 The Contractor shall be responsrble for exercising qualrty control of the
‘ processes called for in the performance work statement. :

4 8.1 2 The Contractor shall develop, maintain, and manage all quality control
measures to ensure comphance with the standards of the performance
requirements. | -

, | ‘ '
4.8.1.3 . The Contractor shall analyze trends and identify cost-savmg approaches and
. productrvrty 1mprovements to mamtam performance while operating within
y budget constramts - |
l
‘5 0 SECURITY RE UIREMENTS :

' , I

"’-.‘SIGENERAL V '}‘ '

- US. szenshrp & Immlgratron Services (U SCIS) has determmed that performance of the task
order requires that the Contractor, subcontractor(s), vendor(s), etc. (herein known as Contractor),

‘have access to classified Natronal Security Information (herem known as classified information).:

Classified information is Government mfonnatlpn that requires protection in accordance with
Executive Order 12958, Classrﬁed National Security Information, and supplementmg drrectrves

|

The Contractor wrll abide by the requrrements slet forth in the DD Form 254, Contract Securlty
. Classification Specrﬁcatron included in the task order, and the National Industnal Security

T
N 0 " . 1
N . i

. 8501216

l.

65



Program Operating Manual (NISPOM) for the protection of classified information at its cleared
facility, if applicable, as directed by the Defense Security Service. If the Contractor has access
to classified information at a USCIS or other Government Facility, it will abide by the
requirements set forth by the agency.

5.2 SUITABILITY DETERMINATION

USCIS shall have and exercise full control over granting, denying, withholding, or terminating
access of unescorted Contractor employees to government facilities and/or access of Contractor
employees to sensitive but unclassified information, based upon the results of a background
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 full
investigation. The granting of a favorable EOD decision shall not be considered an assurance
that a full employment suitability authorization will follow as a result thereof. The granting of a
favorable EOD decision or a full employment suitability determination shall in no way prevent,
preclude, or bar the withdrawal or termination of any such access by USCIS at any time during
the term of the task order. No employee of the Contractor shall be allowed unescorted access to
a Government facility without a favorable EOD decision or suitability determination by the
Office of Security & Integrity (OSI).

5.3 BACKGROUND INVESTIGATIONS

Contract employees (to include applicants, temporaries, part-time, and replacement employees)
that need access to sensitive but unclassified information shall undergo a position sensitivity
analysis based upon the duties, outlined in the Position Designation Determination (PDD) for
Contractor Personnel, that each individual will perform on the task order. The results of the
position sensitivity analysis shall identify the appropriate background investigation to be
conducted. All background investigations will be processed through OSI. Prospective
Contractor employees shall submit the following completed forms to OSI through the COTR no
less than 30 days before the starting date of the task order or 30 days prior to entry on duty of
any employees, whether a replacement, addition, subcontractor employee, or vendor:

1. Standard Form 85P, “Questionnaire for Public Trust Positions”

2. DHS Form 11000-6, “Conditional Access to Sensitive But Unclassified
Information Non-Disclosure Agreement”

3. FD Form 258, “Fingerprint Card” (2 copies)

4, Form DHS-11000-9, “Disclosure and Authorization Pertaining to Consumer
Reports Pursuant to the Fair Credit Reporting Act”

5. Position Designation Determination for Contract Personnel Form
6. Foreign National Relatives or Associates Statement
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Required forms will be provrded by USCIS at the time of award of the task order. Only
complete packages will be accepted by OSI. Spécrﬁc instructions on submission of packages
will be provided upon award of the task order

< . i . .

Be advised that unless an apphcant requmng acdess to sensitive but unclassified mformatlon has
resided in the U.S. for three of the past five years, OSI may not be able to complete a satisfactory
background investigation. In such cases, USCIS retains the nght to deem an applicant as

ineligible due to msufﬁcrent background mformatron -

The use of Non-U.S. citi'zen's including Lawful Permanent Residents (LPRs), is not permitted in
the performance of the task order for any posrtroln that involves access to or development of any
DHS IT system. USCIS will consider only U.S. 'szens for employment on the task order.
USCIS will not approve: ‘LPRs for employment on the task order in any position that requires the
LPR to access or assist in the development, operatron management, or maintenance of DHS IT
systems. By signing the task order, the Contractor agrees to this restriction. In those instances
where other non-IT requirements contained in the task order can be met by usmg LPRs, those

~ requirements shall be clearly descrlbed

54 EMPLOYMENT ELIGIBILITY

The Contractor must agree | that each employee workmg on the task order will have a Social -
Security Card issued and approved by, the Social Security Administration. The Contractor shall
be responsrble to USCIS for acts and omissions of his own employees and for any acts or
omissions of Subcontractor(s) and their employees to mclude ﬁnancral responsibility for all
damage or mjury to persons or property. |

Subject to existing law regulatlons and/or other provisions of this task order, illegal or

undocumented aliens will not be employed by the Contractor or be employed under the task .
order. The Contractor will ensure that this provrsron is expressly incorporated into any and all
* Subcontracts or subordmate agreements issued in support of this task order. '

5.5 CONTINUED ELIGIBILITY .- = |

Ifa prospectlye employee is found to be mellgihle for access to USCIS facilities or information,
_the COTR will advise the Contractor that: the employee shall not continue to work or to be
assrgned to work under the task order.

. ; | o
‘The Security Office may requrre drug screenmgr for probable cause at any time and/or when the
Contractor mdependently 1\dentlﬁes c1reumstances where probable cduse exists.

i USClS reserves the right and prerogative to den'y and/or restrict the facrlrty and information
access of any Contractor employee whose actlons are in conflict with the standards of conduct, 5
CFR 2635 and 5 CFR 3801, or whom USCIS determmes to present a risk of compromising
sensitive but unclassrﬁed information to which he or she would have access under the task order.
The Contractor wrll report any adverse mformatron coming to their attentlon coneemmg contract
employees under the task order to USCIS OSI. ,The subsequent termination of employment ofan.

i
I
l
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employee does not obviate the requirement to submrt this report. The report shall 1nclude the
employee’s name and socral securlty number along with the adverse information being reported.
1
OSI must be notified of all termmatrons/ reSIgnatrons within five days of occurrence. The
" Contractor will return any expired USCIS 1ssued identification.cards and building passes, or
those of terminated employees, to the COTR. If;an identification card or building pass is not
available to be returned, a report must be submitted to the COTR referencmg the pass or card
number, name of individual to whom issued, and the last known location and disposition of the
pass or card. : - {
i} \ |
5.6 SECURITY MANAGEMENT .

The Contractor shall appomt a senior official to %rct as the Corporate Securlty Officer. The
individual will interface with the Security Office through the COTR on all security matters, to
include physical, personnel and protectron of all Govemment mformatron and data accessed by

the Contractor. o K !

The COTR and the Security Office shall have thc rrght to inspect the procedures methods, and
facilities utilized by the Contractor in complymg with the.security requirements under the task
order. Should.the COTR determine that the Contractor is not complying with the security
requirements of the task order, the Contractor wrll be informed in writing by the Contracting
Officer of the proper actron to be taken in order to eﬁ'ect complrance wrth such requirements.

l
5.7 COMPUTER AND TELECOMMUNICATIONS SECURITY REQUIREMENTS

|
571 Security Program Background , B | e

j S
The DHS has established a department wrde IT securlty program based on the followmg
* Executive Orders (EO), public laws, and natronal policy: PR

* Public Law 107-296, Homeland Security Act of 2002.
* Federal Information Security Management Act (F ISMA) 0f 2002, November 25,2002.
» Public Law 104-106, Clinger-Cohen Act of 1996 [formerly, Informatron Technology
Management Reform Act (ITMRA)], February 10 1996. :
* Privacy Act of 1974, As Amended. 5 Umted States Code (U S.C. ) 552a, Publlc Law 93-579,
Washington, D.C., July 14, 1987. :
» Executive Order 12829 ‘National Industrial Se‘cumy Program, January 6 1993

« Executive Order 12958, Classified National Secunty Information, as amended.

+» Executive Order 12968, Access to Classified. Informatzon August 2, 1995.

« Executive Order 13231, Critical Inﬁastructure -Protection in the Informatron Age OCtober 16,
2001.» National Industrial Security Program Operatmg Manual (NISPOM), February 2001.
DHS Sensmve Systems Policy Publication 4300A v2.1, July 26, 2004 ‘

'DHS National Security Systems Policy Publrcatton 43008 v2.1, July 26, 2004

+ Homeland Security Presidential Directive 7, C’lrmcal Infrastructure Identifi catzon

Prioritization, and Protection, December 17, 20;03 .
* Office of Management and Budget (OMB) Clrcular A 130, Management of Federal

Information Resources.
» National Security Directive (N SD) 42, Natzonal Polzcy for the Securtty of National Securlty
- T eIecommumcatzons and Informatzon Systems (U ) July §, 1990 CONFIDENTIAL

*

|
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‘ Technology, June 22, 2000.

“security and FISMA comphance :

* 5 Code of Federal Regulatlons (CFR) §2635, Office of Government Ethlcs Standards of
Ethical Conduct for Employees of the Executive Branch.

* DHS SCG 0S-002 (IT), Natlonal Security IT Systems Certification & Accredltatlon March
2004. .
» Department of State 12 Foreign Affairs Manual (FAM) 600, Informanon Security

» Department of State 12 FAM 500, Information Security, October 1, 1999.
» Executive Order 12472, Assignment of National Security and Emergency Preparedness

 Telecommunications Functions, dated April 3, 1984

* Presidential Decision Directive 67, Endurmg Constitutional Government and Contmuzty of
Government Operations, dated October 21, 1998

» FEMA Federal Preparednéss Circular 65; Federal Execunve Branch Connmuty of Operations
(COOP), dated July 26, 1999. . |

» FEMA Federal Preparedness Circular 66, T est, T raining and Exercise (TT&E) for Continuity of

Operations (COOP), dated April 30, 2001. 1 ‘ ;
» FEMA Federal Preparedness Circular 67 Acquzsmon of Altemate Facilities for Contmuny of
Operations, dated April 30, 2001. |

» Title 36 Code of Federal Regulatlons 1236, lenagement of Vital Records, revxsed asof July 1, |

2000..
« National Institute of Standards and Technology (NIST) Specnal Pubhcatlons for computer
% R
5.7.2 GENERAL

- Due to the sensitive nature of USCIS information, the Contractor is required to develop and

maintain a comprehensive Computer and Telecommumcatlons Security Program to address the
integrity, confidentiality, and availability of sensmve but unclassified (SBU) information during
collection, storage, transmission, and disposal. The Contrdctor’s security program shall adhere
to the requirements set forth in the DHS Management Directive 4300 IT Systems Security Pub
Volume 1 Part A and DHS Management Directive 4300 IT Systems Security Pub Volume I Part

_B. This shall include conformance with the DHS Sensitive Systems Handbook, DHS

Management Directive 11042 Safeguardmg Sensmve but Unclassified (For Official Use Only)
Information and other DHS or USCIS guldelmes and directives regarding information security

" requirements. The Contractor shall establlsh a workmg relationship with the USCIS IT Secunty |

Office, headed by the Informatlon Systems Secunty Program Manager (ISSM)

5731T SYSTEMS SECURITY .

In accordance with DHS Management Directive 4300.1 “Information Technology Systems

- Security”, USCIS Contractors shall ensure that elll employees with access to USCIS IT Systems
are in compliance with the requirement of this Management Directive. Specifically, all

Contractor employees with access to USCIS IT Systems meet the requirement for successfully -

. completing the annual “Computer Security Awareness Training (CSAT).” All Contractor

employees are required to complete the training rw1thm 60-days from the date of entry on duty
(EOD) and are required to- complete the training yearly thereafter. '

CSAT can be accessed at the followmg http: //cltcd uscis.dhs.gov/EDvantage. Default asp or Via

remote access from- aCD which can be obtained by contacting uscisitsecurity@dhs.gov.
. i ! N . . ‘ . L. R >

l
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5.7.4 IT SECURITY IN THE SYSTEMS DE\'fELOPMENT LIFE CYCLE (SDLC)
g |

The USCIS SDLC Manual documents all system actlvmes requ1red for the. development
" operation, and disposition of IT security systems. Required systems analysis, deliverables, and
security activities are identified in the SDLC manual by lifecycle phase. The Contractor shall
assist the appropriate USCIS ISSO with development and completion of all SDLC activities and
deliverables contained in the SDLC. The SDLClis supplemented with information from DHS
and USCIS Policies and procedures as well as the National Institute of Standards Special
Procedures related to computer security and FISMA comphance T hese activities include
development of the followmg documents: . R

o Sensitive System Security Plan (SSSP):tThis is the primary reference that describes
system sensitivity, criticality, security controls, policies, and procedures. The SSSP shall
be based upon the completion of the DHS FIPS 199 workbook to categorize the system
of application and completion of the RMS Questionnaire. The SSSP shall be completed

as part of the System or Release Deﬁmtu')n Process in the SDLC and shall not be waived

or tailored.

e Privacy Impact Assessment (PIA) and Sy]stem of Records Nonf cation (SORN) For each
new development activity, each mcremental system update or system recertification, a
PIA and SORN shall be evaluated. If the systém (or modification) triggers a PIA the
Contractor shall support the development of PIA and SORN as required. The Privacy
Act of 1974 requires the PIA and shall be part of the SDLC process performed at either
System or Release Definition.

» Contingency Plan (CP): This plan descnbes the steps to be taken to-ensure that an
automated system or facility can be recovered from service disruptions in the event of
emergencies and/or dlsasters The' Contractor shall support annual contingency plan
testing and shall provide a Contingency Plan Test Results Report.

o Security Test and Evaluation (ST &E) ThlS document evaluates each security control and

countermeasure to verify operation in the manner intended. Test parameters are
established based on results of the RA. An ST&E shall be conducted for each Major
: ., Application and each General. Support System as part of the certification process The
~ Contractor shall support this process. . .,,!

o Risk Assessment (RA): This document identifies threats and vulnerabllmes assesses the
impacts of the threats, evaluates in-place’'countermeasures, and identifies additional
countermeasures necessary to ensure an acceptable level of security. The RA shall be

. completed after completing the NIST 800-53 evaluation, Contingency Plan Testing, and
* the ST&E. Identified weakness shall be documented in a Plan of Action and Milestone
(POA&M) in the USCIS Trusted Agent FISMA (TAF) tool. Each POA&M entry shall
identify the cost of mitigating the weakness and the' schedule for mltlgatmg the weakness,
~as well as a POC for the mitigation efforts

° Certtﬁcanon and Accreditation (C&A): 'Ihls program: estabhshes the extent to whlch a
particular design and implementation of an automated system and the facilities housing
that system meet a specified set of secunty requirements, baséd on the RA of security
features and other technical requ1rements (certification), and the management

. authorization and approval ofa system to process sensitive but unclassified information
(accreditation). As appropriate the Contractor shall be granted access to the USCIS TAF
and Risk Management System (RMS) tools to support C&A and its annual assessment

|
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requ1rements Annual assessment actwrtles shall include completion of the NIST 800-26
Self Assessment in TAF, annual review of user accounts, and annual review of the FIPS

categorization. C&A status shall be reviewed for each incremental system update and a

new full C&A process completed when a major system revision is antlcrpatcd

5.7.5 SECURITY ASSURANCES oo
DHS Management Directivesv4300 requnesfcotrrplimce‘with ‘standards set forth by NIST, for
evaluating computer systems used for processmg Sensitive but Unclassified (SBU) information.
The Contractor shall ensure that requirements are allocated in the functional requirements and
system design documents to security requrrements are based on the DHS policy, NIST standards
and applicable legislation and regulatory requirements. Systems shall offer the followmg visible
security features: : i . :

o  User Identification and Authentrcatzon (I&A) —I&A is the'process of telling a system the
identity of a subject (for example, a user) (/) and providing that the subject is who it
claims to be (A) Systems shall be. desrgned so that the identity of each user shall be
established prior to authorizing system access, each system user.shall have his/her own
user ID and password, and each user is authentrcated before access is permitted. All
system and database administrative users shall have strong authentication, with
passwords that shall conform to establrshed DHS standards. All USCIS Identification
and Authentication shall be done usmg tﬂe Password Issuance Control System (PICS) or
its successor. Under no circumstances wrll Identification and Authentication be
performed by other than the USCIS standard system in use at the tlme ofa systems
development.” - ¢ *

. Drscretronary Access Control (DAC) DAC isa DHS access polrcy that restrtcts access
to system objects (for example, files, drrectorles, devices) based on the identity of the
users and/or groups to which they belong All system ﬁles shall be protected by a

_ ‘secondary access control measure. '

e Object Reuse — Object Reuse is the reassrgnment toa subject (for example user) of a
medium that previously contained an object (for example, file). Systems that use
memiory to temporarily store user I&A mformatlon and any other SBU information shall ’
be cleared before reallocation.

o Audit - DHS systems shall provide facrlmes for transaction audrtmg, whlch is the
examination of a set of chronological reclords that provide evidence of system and user
activity. Evidence of active review of audrt logs shall be provided to the USCIS IT

, Secunty Office on a monthly basis, 1dent1fymg all security findings including failed log
-in attempts, attempts to access restricted mformatlon and password change activity.
e Banner Pages — DHS systems shall provrde appropriate securrty banners at start up
* identifying the system or applrcatron as bemg a Government asset and subject to
- government laws and regulations. This requlrement does not apply to pubhc facmg
mtemet pages, but shall apply to mtranetlapplrcatrons

l .

5. 7 6 DATA SECURITY

SBU systems shall be protected from unauthorrzed access modrﬁcatlon and denial of service.
The Contractor shall ensure that all aspects of |data security requirements (i.e., confidentiality,
- integrity, and availability) are included in the functional requirements and system design, and

|
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" ensure that they meet the minimum requrrements as set forth in the DHS® Sensmve Systems
Handbook and USCIS pohmes and procedures. These requ1rements mclude
! l

o Integrity — The computer systems used for processmg SBU shall have data integrity

controls to ensure that data is not modlﬁed (intentionally or unmtentlonally) or repudiated

by either the sender or the receiver of the information. A risk analysis and vulnerability
assessment shall be performed to determme what type of data integrity controls (e.g.,
cyclical redundancy checks, message authentlcatron codes, securrty hash functions, and
‘digital signatures, etc.) shall beused.” .

e Confidentiality — Controls shall be mcluded to ensure that SBU information collected, -
stored, and transmitted by the system is protected against compromise. A risk analysis
and vulnerability assessment shall be performed to determine if threats to the SBU exist.
If it exists, data encryption shall be used to mitigate such threats.

.o Availability - Controls shall be included 'to ensure that the system is contmuously
working and all services are fully available within a timeframe commensurate with the
availability needs of the user commumtyland the criticality of the information processed.

o Data Labeling. - The Contractor shall ensure that documents and media are labeled
consistent with the DHS Sensmve Syster7s Handbook:

Safeguarding Clasmfied lnformatlon Within Industry

(a) Executive Order 12829, January 6, 1993 (S8/FR 3479, January 8, 1993), entitled “National
Industrial Security Program” (NISP), establishes a program to safeguard Federal Government -
‘classified information that is released to Contractors, licensees; and grantees of the United States
Government. Executive Order 12829 amends Executnve Order 10865, February 20, 1960

(25 FR 1583, February 25, 1960), entitled “Safeguardmg Classified Information Within
Industry,” as amended by Executtve Order 10909 January 17, 1961 (26 FR 508

January 20, 1961). l

(b) The National Industrial Secunty Program Operatmg Manual (NISPOM) mcorporates the
requirements of these Executive orders. The Secretary of Defense, in consultation with all
-affected agencies and with the concurrence of the Secretary of Energy, the Chairman of the
Nuclear Regulatory Commission, and the Dlrector of Central Intelligence, is responsible for
issuance and maintenance of thrs Manual. The followmg DoD publrcatlons 1mplement the
program: o

(1) National Industrial Securlty Program Operatmg Manual (NISPOM) (DoD 5220 22—M)

(2) Industrial Security Regulation (ISR) (DoD 5220:22-R). :

(c) Procedures for the protection of information: relatmg to foreign classified contraets awarded
to U.S. mdustry and instructions for the protectron of U.S. information relating to classified
contracts awarded to foreign firms, are prescrrbed in Chapter 10 of the NISPOM.

(d) Part 27—Patents, Data, and Copyrights, contams policy and procedures for safeguardmg
classrﬁed information in patent applications and patents.

58 USCIS-ISSUED CREDENTIALS - .

All Contract Employees performing under thlS Task Order will require USCIS issued .
credentials. Work may 1 not be performed by Contract Employees until credenttals are issued.

,5.8.1 Credentral Crlterla and Use
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Credentials will be issued only to Contract Employees who will be performmg under this Task
Order and who are ofﬁcnally authorized by USCIS. Thesé credentials remain Government
property and are not transferable Credentlals shall not be photocopled altered, or modified in
any way. : ,

5.8.2 Credentials Accountablhty Report

The Contractor shall submit an mltlal credentlals accountablllty report to the COTR This report
'~ shall account for each credential issued up to that point by USCIS. For each credential, the
report shall include the Contract Employee’s name, credential number, date of credential
issuance, and expiration date of the credential. The names of all Contract Employees who have
terminated their work under the Task Order (including disposition/location of their credentials if
not yet sent to USCIS) should also be included in the report. The Contractor shall update this -
information monthly, and any changes to this initial list should be noted and sent to the COTR on
a monthly basis. The COTR, at any time, may requlre a complcte wrltten account of the status of
all credentials issued. : : :

583 Control/Security S

. Credentials must be strictly controlled and protected by the Contractor and the Contract’
Employees from unauthorized use or loss. The loss or theft of credentials shall be reported
within 1 hour of discovery to the COTR. The Contractor shall report any other inability to
account for credentials of Contract Employees (e.g., as a result of a Contract Employee’s
unexplained absence, death, deployment overseas with the military, etc.), whether temporary or
permanent within 1 hour of the Contractor’s discovery. Anyone who falsely makes, forges,

* counterfeits, alters, reproduces, or tampers with a USCIS credential is subject to possible

criminal sanctions, in accordance with Title 18, U.S.C.A., Sections 499, 50, and 70 1.

5.8.4 Liability

The Contractor is liable for any and all injury of any kind which results from the misuse of
credentials by the Contractor, its heirs, successors and assigns, the Contractor’s employees, sub-
Contractors, consultants, or others whose | possession of the credentials is reasonably foresecable
to the Contractor. The Contractor is liable for any and all costs of the Government in recovering
credentials in the event that the Contractor is unable to do so, including but not limited to any
and all litigation and court costs reasonably associated with the Government’s recovery efforts
and costs associated w1th the recovery of credentlals by Federal, state, or local law enforcement
agencnes ’

5 8.5 Return Prdcedur'e

- Returned USCIS credentlals shall be accepted in only one of two ways elther hand-dellvered by
- Contractor personnel or shipped by Registered and/or Certified United States Postal Service
Mail, United States Postal Service Express Mail, or an equivalent service approvcd by USCIS.
All malled credentlal Packages are to be sngned by the recipient.

1If credentlals are pulled from Contractor personnel for any reason, the personnel cannot perform
 any work under this Task Order. When Contract Employees are removed or suspénded from the
‘"Task Order, the Contractor must be in possession of all credentials within five days.
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Should the Contractor be uniable to return credentials within 5 days the Contractor shall
immediately notify the COTR in writing of the circumstances preventing the return of the
credentials in the specified timeframe and shall describe in writing'when the Contractor
reasonably expects to be able to return the credentials or those circumstances which prevent the

- return of the credentials rmpossrble This notice shall include a descrlptron of all effofts made by
the Contractor to recover-the credentials from the personnel and to return the credentials to the
Government, and should include the full name, credential number, current and/or last known
address and telephone number of the Contract Employee whose credentials are at issue, and any -
other information which is requested by COTR, as well as information which the Contractor in
good faith believes may facilitate the recovery of the credentrals should recovery of the
credentials by the Government become necessary. Only USCIS will have the authority to
destroy credentials. The Contractor shall be responsible for rermbursmg the Government $105

- per set of lost or un-returnable credentrals :

e
S

6.0 DELIVERABLES -
6.1Headquarters Deliverables
~ 6.1.1 The Monthly Records Operatlons Workload Activity Report (G-23)

This report, generated in the Performance Analysis System (PAS), is used for preservatron. of the
agency’s historical records, managemerit of electronic files, life cycle of paper files, data entries,

fee and mail processing, oversight and evaluation of contracted services, certification of records .

and venﬁcatlon of information from those records PAS is the official reportmg system for the
USCIS : ~ :

. The G-23 Report captures ﬁgures and data from both govemment and Contractor operations. Al

g reported data must be performed.in accordance with Department of Treasury guidelines, the
ROH, and USCIS policies and procedures The Contractor shall develop procedures to
" consolidate the G-23 data from the service centers and report the results on a consolidated

monthly report to the COTR. The Contractor shall provide one G-23 for each of the two, centers

on the task order and a consolidated G-23 covering both of the centers no later than close of
* business on the. tenth busmess day of the followmg month.
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- 750216

G23 Report for: Vermont .

[SITE: Vermoot October | Movember | Dacomber | Javary | February | March Eeprenber [Fiscl VID |
6.1.1 Files Created
A-Files Created
[3) Pending Beginning of Period 6091 609
(b) Completed 6,003 6,003,
(<) Peadiing End of Period . 654 . 654
(d) Recsived 6048 . 0 0 o} IS 0 6,049
T-Files Created . ' ’
(3) Peading Beginning of Period se0f [ 360
(b) Completed L 12541
{c) Pending End of Period 185, v . . 105
{d) Received ©,366] . of ~ o B K 0 12,366,
Receipt Files Created

- (3) Peading Beginning of Period 231 231
(b) Completed 88,641 68,641
(<) Pesding End of Period 1509 ) 1809
() Received ) 88,019|, of . o|. .0 0 0 83,019
6.1.2 File Movement
File Movement
(s) Peading Beginring of Period 109.267] 109,261
(b) Competed 438412 496,412
(<) Pesding End of Pesiod 61588 67588
(d)Receired 436,133 0 0 0 0 0 456,133
6.1.3 Files Requests . t
File Requests - Routine
(3) Pending Beginning of Period 0 .0
(b) Completed 120,921 120,521
(c) Peading End of Period 0 0
(d)Received 20,321 [] 0 0 .0 0 120,331
File Requests - Espedited :
() Peadfing Begianing of Period [ 0
(b) Compheted 2118 2116
(<) Peading End of Period, o . 0
(9) Recelved 218 0 0 of - 0 0 2me
6.1.4 Interaction with FRC -
Retire Files
() Peading Beginning of Period 0 0
(b) Compieted ) 0 0
(<) Peading End of Period 0 0
{d) Received 0 0 ‘0 0 0 [ 0
Request a Retired File

() Peading Beginning of Petiod 0 [
(b) Completed 164 164
(<) Pending End of Period . 0f. 0
(d)Received - 154 [J [] 0 0 [ 164

. 6.1.5 Fee Processing '
Fee Processing )
(2] Pending Begimaing of Period 0 0
(b) Compheted 54291 54,291
(¢) Peading End of Pesiod 0 0
(d) Raceived ! - 5423 0 0 0 0 0 54.29)
S.L6DataEntry - L




6.1.2 Daily Workload Actmty Report '

The Daily Activity Report, referred to as the DAAG shall mclude the same information as what
is contained in a G-23; and be in the format shown in figure below. "The report shall be
submitted electronically to the COTR and the COTRs’ designees no later than close of business
on the next busmess day followmg the reported day ,

A DAAG Glossary is provnded that defines the reqmrements for each lme of the DAAG (see

Attachment 9.5).

Daily (Weekly or Monthly) Report for:

Process/Form

_ | Beginning'|".
s _Pending

Received

Prqcessed

" | Pending

Adjust.

Current

Oldest
Pending

Pending
Value

Mail Operations

Pending

Incoming Mail - Regular Handlmg

Incoming Mail - Special Handling

Incoming Files - Regular Handling

Incoming Files - Special Handling

Incoming Mail - Administrative

Incoming Other Mail - Case Related
Outgoing Mail - Regular Handling

Outgoing Mail - Special Handling

Outgoing Files - Regular Handling

Qutgoing Files - Special Handling:

Mail Operations Total

Informational Counts

Retumed Undeliverable - All non-PONDS maﬂ

Returned PONDS - |-766 cards

Returned PONDS - 1-551 cards

Returned PONDS - I-512L Advance Parole .

Returned PONDS - Re-entry Permit .

Returned PONDS - Refugee Travel Document |

Data Collection Operations.
Biometrics Fee :

EOIR-29

FD-258

1-102

1129 (All Other)

I-129 (H1B CAP)

1-129 (H1B-Master CAP)

1-907/1-129 (Premium)

1-907/1-129 (Premium H1B CAP)

1-907/1-129 (Premlum H1B Master CAP)

I 129 SubTotal ‘

I-1 2QCW '

1-129F

1-1298

- 760f216 - -
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Daily (Weekly or Monthly) Report for: .

1-130

1-131

1-140

-181

1-907/-140 (Premium)

I-191

1-192

1-193

1-212

1-290B

1-290C

1-360

1-907/1-360 (Premium)

1407

1-485

1-485 (EOIR)

I-526

1-539

1-589

1-589 (EOIR)

1-601

1-612 .

"1 1-687

1-690

1-694

| 1-698

1-730

I-751 (C3GUI) -~ -

I-751 (MFAS)

I-765

1817

1-821

1 1-824

1-829 (C3 GUI)

[ 1829 MFAS
I-864 .

1-865

[1-881

I-90

1905 _

_1-907 (I-129 Upgrade)

| 11907 (1-140 Upgrade)

1-907 (I-360 Upgrade)

1-914

1-914A .

1-918

I-918A

" 770f216 ¢
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Daily (Weekly or Monthly) Report for:

1-929

N-400

N-400 (Military)

N-470

N-565

N-600

N-600K ' o]

N-644

DS-230

Scanning |-89_Biometrics

Scanning |-765 Biometrics -

Data Collection Total

Informational Counts

Rejects, System

Rejects, Manual

A-File Creates I-140 T

A-File Creates |-360

A-File Creates 1-485

A-File Creates |I-589

A-File Creates |-730

A-File Creates |-881

A-File Creates Immigrant Visa Packets

A-File Creates Other

File Operations

Address Changes - Returned Mail

Address Changes - AR-11

Address Changes - SRMT System

Address.Changes --All Other Sources *

Address Changes SubTotaI
A-Fule Creates |-129F- y

A-File Creates 1-130 - .

‘A-File Creates 1-140

A-File Creates |-360 .

A-File Creates 1-485

‘A-File Creates Refugee & Asylee Vsa Packets ‘

‘A-File Creates DS-156 -

A-File Creates Other

'| Booklet Support .

-Flle Creates SubTotaI '

' CIS Corrections -

‘Connects - FD-258 Idents (Rap Sheets)

Connects - I-72 Request for Ewdence ,
Connects - 1-89 :

Connects- Withdrawal Request Letters
Consolidations :

Consulate Returns
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Duplicate Notices

E-Filed I-129

E-Filed 1-129/1-907 Premium

E-Filed I-131

E-Filed 1-140

E-Filed |-140/1-907 Premium
E-Filed I-539 ‘

E-Filed I-765

E-Filed |-821

E-Filed 1-907/1-129 Upgrade

E-Filed 1-907/I-140 Upgrade

E-Filed I-907/1-360 Upgrade

-Flllngs SubTotal‘

Files Audited

Files Prepared for NVC Shipment

Files Requested From FRC

Files Retired to FRC .

File Transfer Request - A-Files

File Transfer Request - R-Files

FTCs Received

G-28 Individually Filed

G-639 FOIA requests

G-639 FOIA request pages

Hold Shelf-HBG R-files

Hold Shelf-NRC A-files

- 1-512L production

IBIS

Interfiling

Internal File Requests Expedited

Internal File Requests - Routine

| Maintain File Jackets

Photocopies

Refiles.

‘Report Reconciliations .

Scan & Email, or Fax, Mlscellaneous ‘

Screenprints

Searches - Lost File C|rcular

Searches - Manual Search Requests

Searches - Routine -

Shelf Re-Organization -

SNAP Scheduling

Special File Pulls

" | Special File Sorts

T-File Creates

Transferred-A/T Fnle(FTl)(NFTS) Expedlted

Transferred-A/T File(FTI)(NFTS) - Routine. -+

Transferred-R File(NFTS) - Expedited
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Daily (Weekly or Monthly) Report for:

Transferred-R File(NFTS) - Routine ‘
File Operations Total

Total Pending Value
Total Funds Deposited

6.1.3 Weekly Workload Activity Report

The Weekly Activity Report shall include the same 1nformatlon and same format as the daily
reports. The report will include a summary narrative to explain weekly trends, progress,
backlogs, accomplishments, issues/problems, proposed/implemented solutions, number of full
time employees (FTEs) at the end of the week, continuous improvement, and upcoming plans.
The report shall be submitted electronically to the COTR and the COTR’s desngnee no later than
close of business on the first business day of each week. : :

6.1.4 Monthly Workload Activity Report -

The Monthly Activity Report shall include same information and same format as the dally and
weekly reports. The report will include a summary narrative to explain monthly trends, progress,
backlogs, accomplishments, issues/problems, proposed/implemented solutions, continuous
improvement, and upcoming plans. The report shall be submitted electronically to the COTR
and the COTR’s desngnee no later than close of business on the third business day of the
following month ‘

6.1.5 Quarterly Workload Activity Report

The Quarterly Activity Report shall include the same information in the same format as the daily
weekly, and monthly reports. The report will include a summary narrative to explain quarterly
trends, progress, backlogs, accomplishments, issues/problems, proposed/implemented solutions,
continuous improvement, and upcoming plans. The report shall be submitted electronically to
the COTR and the COTR’s designee no later than close of business on the third business day of
the following month.

6.1.6 Annual Workload Activity Report

The Contractor shall provide two Annual Workload Activity Reports to include the same
information in the same format as the daily, weekly, monthly, and quarterly reports The
Contractor shall include a summary narrative to explain annual trends, progress, backlogs,
accomplishments, issues/problems, and proposed/implemented solutions, continuous
improvement and upcoming plans. The reports shall be submitted electronically to the COTR
and the COTRs designee no later than close of business on the tenth business day of the
following fiscal year and task order year. One report shall be for the twelve-month task order
year and the other report for the Government’s ﬁscal year..

6.1.7 Monthly Status Report

The Contractor shall prepare and submit a Contractor s Progress, Status, and Management
Report electronically to the CO, COTR, and the COTRs designee. This report shall be required
monthly and shall discuss, at a minimum, the following items:

-Current staffing chart for each center
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The Contractor shall prepare a monthly report to the Service Center COTR on the amount spent
for overnight courier services due no later than the first business day of each month for the
previous month.

6.2.4 Daily Deposit Report

The Contractor shall generate and deliver daily deposit repons to the Service Center COTR by
close of the business day in accordance with Department of Treasury and USCIS policies and
procedures.
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6 2.5 System Generated Reports :

System generated reports are generated manually by entermg a code or are automatlcally
produced depending on which USICS system is being accessed. System generated reports need
to be reconciled and monitored in accordance with USCIS gu1dance for each individual system
to ensure accuracy of electronic records. These reports may require the. Contractor to provide

subsequent documentatlon System generated reports can be categorrzed as one. of the following:

- Informational - Reportsgenerated ‘whe’n needed to verrfy data, get counts or monitor a process.

- Recurring - Reports generated on a daily, Weekiy, or nrohthly’baSis and require reconciliation
to ensure the accuracy of systemn ¢ data. Most recurring reports will. grow in size when not
- reconciled since these reports are cumulative.

- Error - Reports usually generated automatically or by the Office of Information Technology
(OIT) when two USCIS systems try to interface and update data. When the data from one
system does not match the data from the other system an error report is generated to show

- which records were not updated. These reports are usually daily and not cumulative.

" Guidance about processmg these reports can be found in the NFTS/CIS user’s manuals the
ROH, and local SOPs : :
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Reports Guide

Report Type Report Name System| Report#
| NFTS [+ 1 ) v
Informational [File Listing by Section or RPC Report NFTS {060
Informational |File Listing by Status Code Repont NFTS 100
Recuring  [Unaudited Files Report NFTS 170
Recurring  |A & T Report NFTS 160
Recurring  [Active Duplicate Files Report NFTS 160
Recurring  |Duplicate FRC/Active Files Report NFTS 140
Recurring  |Pending Files Report NFTS 190
Recurring__|Files in Transit Report NFTS 200
Recurring  |Search CIS Missing Files Report (Matched Missing Report)(Automated A-file Circular Report) NFTS 220
Emor Report  |CIS-Transfer Confirmation Delete Error Report NFTS 340
Error Report |CIS-Records Rejected by CIS NFTS 350
Error Report_|CIS Emor Report NFTS
___NFIS |
Recurring  |{CIS Pending Request Report NFTS 230
Recurring _ {Outstanding Pending Report NFTS N/A
Error Repart |CIS - Unsucessful Transfer Request Process NFTS 330
Emror Report |CIS - CIS Mismatch Report NFTS N/A
Recuriing  [Pull Tickets NFTS N/A
Informational |Pending File Requests Report NFTS RO0G
{ C1s . |
Error Report |CIS Batch File Transfer Error Report | Cis | RNPCIARE
i [v] e }
Error Report  [Adjustment of Status Pending Data CIPBEVPR
Eror Report  |Claims 4.0 CIS/Claims Mismatch Report C4 N/A
Recurring  |Picklists N/A
[ RRACS : ]
Emor Report [Claims Upload Records Rejected by RNACS |RNACS |RNCLMERR
| SEMIS ; !
{ A |
Error Report_[Claims Upload Records Rejected by SEVIS | SEVIS |
[ FAX s |
Recurring  |HBG Shipping Report Via Fax

6.2.6 Service Center Generic Reports and Databases
Service Center generic reports are provided and maintained locally by the Contractor. These
reports may require manipulating or inputting data, and/or monitoring and electronic or paper
transmission of the data, and may require the information to be keyed and maintained in a
database. Each report will have different processing times and maintenance requirements.
Standard Operating Procedures for the Service Center reports will be maintained and provided
by Service Center Records at each site. A listing of the reports appears below.
Time Center Audit Report
A report provided by the Contractor to validate the hours logged by employees conducting
File Room Operation tasks against the hours billed in the Contractor’s File Room Invoice.
The report is requested from the Contractor via email and hard copy memo letter. The
Contractor is provided four business days to supply the report for the randomly selected
employees to compare the hours on the report to the billed File Room hours. This Report is
provided to CPAU in Excel format electronically and contains the employee’s name,
employee number, tasks performed, date, production for the day, and time spent on the
operation. The report includes all tasks completed in File Room, Data Entry, Fee Collection
and Mailroom Operations. This includes meetings and training sessions.
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Contractor Employee Timesheets Contractor Employees Timesheets are requested from the
Contractor to validate the File room hours worked by employees against the File room
Operation hours billed on the File room Invoice. The Timesheets are provided electronically
to CPAU.
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Reject Log — Log all manually reject applications and petitions. Centers use both Access
database and Excel spreadsheets to maintain this information.
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Void Log ~ Log all receipts that are voided the next day due to fee issues that require
adjustments to the daily deposit. ‘
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Deposit Log— Log of the different daily depésits.

Wétem )

Quantity Form Type Dollar Amount ,
e ‘ . ‘ P HI
111772009 S 3 ACWIAS ‘. 422,250.00 CLAIMS 3 36300000 | 5925000 |
A ' -85 EOIR29s! ' 8,350.00 "CLAIMS 3 42 73
H-1Bs . CLAIMS 3 '
17 I-102s 5,440.00 CLAIMS 3
700 .. 129 " +224,000.00 ‘CLAIMS 3
145 - M29Fs 65,975.00 CLAIMS 3 LF . \G
370 ‘+129FFs * 178,700.00 CLAIMS 3 7600000 | 2,700.00
- 257! F129PP! 257,000.00 | . .~ CLAMS 3 352 18
) -129Ss . v - CLAIMS 3
1 1308 '355.00 CLAIMS 3
- 0f 1318} - CL . CLAIMS 3
0 140s ~ “CLAIMS 3
0 J K92 - CLAIMS 3
: 0 e k2128 - CLAMS 3
c F290Asi - L ‘ - CLAIMS 3
62 . 1-290Bs * . 36,270.00 CLAIMS 3
29: I-4855 25,320.00 CLAIMS 3 300000 2232000
10 I-360s - 3,750.00 CLAIMS 3 5 24
2{ . |526s ~ 2,870.00 . CLAIMS 3
323 ~ 1-839s 96,900.00 CLAIMS 3
‘2 l601s ~.-1,090.00 | ~ CLAIMS 3
0 l-612s ' CLAIMS 3
0 . F690s CLAIMS 3
0 694s| CLAIMS 3
' I-698s e CLAIMS 3
- A7 F785si - 148,580.00 CLAIMS 3
7 M EEE 3,080.00 CLAIMS 3
0 8215 ) ) : CLAIMS 3
74 F824si - 25160.00 CLAIMS 3
0; “1-90s . CLAMS 3 |
24 IFRs 1,920.00 - CLAMS 3
MOTIC' CLAIMS 3
MOJIC CLAIMS 3
0, N470s CLAIMS 3
0 N5b65s -CLAIMS 3
NB00s CLAIMS 3
NB43s CLAIMS 3
1690 CLAIMS 3
- 1-698s CLAIMS 3
0}. - 6945 CLAIMS 3
o 0 “}F80As! . CLAIMS 3
Totals ™ .00 T 71,508,010.00 :
. - k589 : . RAPS | -
5 1881 1425.00 .. CLAIMS 4.
0 N-400; s - - CLAMS 4| .
“. .5 _IFR -~ 400.00 " CLAIMS 4
21 L . .5,485.00 | - MANUAL |FD-258 1751
~ 16171 Fi51s . 435820.00: NATIONALS| _ ess8000] aromo00]|
1. ... 829 -, 2,850.00 NATIONALS 821 796
. 1649; . . - -+ 446,980.00 3
Total 1,954,990.00: ' o
&
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Fee Collection Report - A spreadsheet showing the deposit from C3 and C4 each day. It also
lists the number of petitions keyed each day.

£ Microsolt Excel - Auqust 09.xs ’ m_‘
@) He Ed Yew Inet Fomat [oos [ats Wodw Hep Ipeaqestonforhep v L B X
NEERIERAIRIBII-IGZ-3@O PBivdew -9 -8 7yps@E@s »IEo-5-A-
HI7 i
A B D E I F G H 1 J K L M N 0 1=
Tard Taal Fee i
FARES CLAMS 4 e depock Petitions Fee Petitions Fee Pattiony Feo Petkions . ‘
Depost Depest keyed into | instrtments | keysd o keyed into keyodat | heyed s Told § Pending
1 Cams ) | Gams3 | Cldmsd | Claknsd | Fares Fares NSC NSC
210 3 ®w]| erzsism 000 231600 | 1M | 1% | W8 | M 0 0 0 [ $0.0015
3] 4 $000 | £372,830.00 297500 [§ 376580500 | 110pM | 883 83 15 5 ] 0 678 8% 50.00] |
41 5 $0.00 | $385,360.00 $5,350.00 [$ 3911000 | 1255PM [ T ] B 1 0 0 [ [ $0.00} }
5] 6]  4s000 |  $491,930.00 $000 [$ 49230000 [ 115pM | %5 1106 k] 0 1 1 gs) 1 $0.00}
8| 7 $000| 848723500 432500 [$ 49136000 | 1o0pM | BB | T8 ] 7 ] ] ™ $0.00]
7| 10 $000| 70632496 $0.00 TOSRA% | opd | 124 | 10 0 0 ] W $0.00[:
CRIEE $000 | ©s264000 | $1143000 [§ 30407000 | ttopm | T8 | %% ) {0 ] 0 13 | s000]:
S| 12 $000 | $392,70000 000 [§ 39270000 | 10shM | T8 | 97 Fii ] ] [ i [ $0.00[
10] 13 $0.00 | $407,385.00 $3,066.00 £11,04000 | 125P0 [ 1023 % 5 ] 0 [ 1020 $0.00
1] 14 $000 | $561,125.00 $5,675.00 Y I I ) 3 ] ] 0 ] I $0.00[
2] 17 000 | $599,355.00 $000 [§ 5005500 | 1a5eM | 101 | 13 ] 0 [ ] [ S 0.00]
13] 18 ~ 0 0 ‘
147 19 = 0] ]
Bl X - of o
B 2 - 0f ]|
7] 24 ~ 0f 0f
8] 25 0] 0] ;
18] % o 0] 0|
x| 7 N 0 0]
2] 3 K 0 0|
2 3 3 - 0 0f
pz} s .
24 s esaon|s 55000005 |8 mmems s ssuseess war | | an | s | 4 1| wm]  wm -
| 25 * Daily Avarage $ and Petitions Keyed $263 565 1 47 23 0 510 !
x| H e
njq » »rm OctB £ Nov0s £ Dec0B £ Jan09 MartS 003 7305 ) 4l S - i R J
Ready N
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Incoming Mail Log — Log of the number of piece of mail received for the day.

[oAY:

INCOMING MAIL LOG

1stAM

15t AM

1st PM

15t PM

2nd PM

2nd PM

DATE:

Gourier

Past Offica.

Time

‘Count

Time

Count

Time

‘Count

Total

PO Express

AirbomelDHL

UuPs

FED EX

Fed Ex Ground

|Gricebirak

COther Couriars

Administrative

comer

Other Mail  *

RETURN MAIL

INFQ COUNT

lcomer

fFres -
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Dater—

EELOAN I

S LTI e

Funds Avilable. |

"Total Pieces

ControlSum

,Bgtgh‘Coqné« ’ ".. :

BarchValge |
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Expedite Mail Log - Log of expedited or express mail each day.

Special Package Request ~'_,Expa_d,it,e - Qlas,s',.iﬁed‘ 'M‘été,r‘i'af-» Reduesied

EXPEDITE!

Arrived via;

Fed Ex DHL

Tracking #

uPs USPS

EACorA#

Attn:

Deliver to:

Mailroom Received. | . date_

Courier Pick Up- ‘date

POC Received (DE for processing) date.

Signature

Signature:

Signature
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Certified Mail Log — Log of certified mail received by day with tracking numbers.

-8l

B2 Microsolt Excel - Certified Mail Log 2009.xls
-8 X%

) pe Eat Wow Iwet fomat Ioos Data Window belp Type & question for help
NGRS B B -12-4BO G Quekprn - [ sl - rUuiEEMEAs RID-O-A- B
ES9676 e A
A ] T C T i) e F [ 1 IR
| 1 | DatoSent ;  _Cortified Mail # Undaliverabls -
2 T70062150000232211343 v
111 0104012284 ;
1070710000331149166 | I L
7700111400001 44336343 :
i
76 [2/14r2008 " %
1 121472008 i
12 |27142008 "
3 [2HAR000 N
14 121472008 o
15121472009 {7001 L
16 2142008 700" -
17 [2714/2608 h
78 [371 472008
19 i
20 | o
21 XS]
p7) v
2 o
24 o
AP ‘S
B3 —!
z i
ENE ;
.......... - J‘-.L« - l H
i - 1

Bymon] ) |[Rfracroson Bl coris QorE | Dot - | FOBHES ssm |
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A-file Create Log — Per the ROH, log of all empty jackets that have been A-file created.

File Creation Log
A-Number |Date File |Lost Name |First Name |Date of Country of [Country of [Sex Aliases IMother's  {Father's  |Employee’s{Supervisor's
Opened Birth Birthy Citizenship Name Name tifists |initisls

Shred Log - Per the ROH, Log of the volume of document destroyed or shredded.

[T

- T - ST e e o e v + I

H Fecosts pervieor's | i
Chote ad Fecinds Schedid T NeveoliFwoords | Sy feiedon | kR of Fist Vises) | Sgnmre of Geoind Vivees

Mow o RECipss | boswOuerod | Quasyn Dusof . Gupervivor Authavieing | cngiod g - hot slewron | eeired on ctigival iog -
(0 Ascatgtiorbe L et beesest | ety | (Cewetca: Ovictin | ef) | MatwsFeaViess | shceorsper) [ Neneo i

6.2.7 Service Center Specific Reports and Databases

Service Center specific reports are locally created reports or modifications to existing reports
needed to complete a task or provide data. The systems used to generate these reports may
require manipulating or inputting data, and/or monitoring and electronic or paper transmission of
the data, and may require the information to be keyed and maintained in a database. Each report
will have different processing times and maintenance requirements. Standard Operating
Procedures for the Service Center specific reports will be maintained and provided by Service
Center Records at each site. A listing of the reports appears below.
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6.2.7.1 Texas Servnce Center Speclfic Reports and Databases o s
" Work Order Trackmg System (WOTS) Report was created to enable Adjudlcatlons

management and the Contractor to manage the work orders submitted to be filed and
delivered. The WOTS is an Excel spreadsheet or multiple Excel spreadsheets that requires
the Contractor to maintain current status for each request of type of form requested, Control
Number, Work Order Source, date of the request, number of files requested, requestor name,
frequency of delivery, accurate and current delivery information to include the location and

NFTS code and any specnal instructions. .. (b)(6)
. Work Order Tracking System . | Last Update:|oMer2009
| . . Posted to Ser :  lorz1r2009
Control # ] Work Order Sourca Form T!PG # Files Roqu # Files sent | Dato Files Sent | Comments/Destination
#09-0 Email 1-485 Oct. Call-ups All Available 674 09/04/09 Cu0027, 4-78
[ #09-02 Email 1-485 Nov. Call-y| All Available 9% 09/04/09 CU0027, 478
#09-0: Email 1-485 Asylum Callups| _ All Available 73 09/09/09 Cu0027, 4-78
#09-04 Email Bundiing - Pick List .19, 05/10/09 FD721, 7-55-616
#0905 Email [ oar _AE Post Bundling All Avaitable 492 | 09/15/09 BD000, 7-5N-561 ,
| #09-06 " _Email 09/14/0: Post Bundling All Available 532 09/1509 AD1035, Bidg 7
#39-07 Emall 00/74 N-565'5 650 650 00/17/09 N-565/Clerical Area
#09-09
#09-10
#09-11
#08-12
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Work Distribution Unit (WDU) Report was created to enable Adjudications management to
view pending file counts on the file room shelves on a weekly basis. The WDU report is an
Excel spreadsheet that requires the Contractor to maintain descriptions of what type of forms
are currently on the shelves, the current amount of files and the date of the oldest pending file

for each type.

Change From
et | ot L(b)(e)
PETITION WEEK ENDING 011/12/2009 OLOESTOATE | inventory [ k) Notes
102 0 Route dally to Exams QAB12 No work order needed.
131 Advanced Parole 0 _{CoTR It Y05 Routs to CURKR4 AT 6001 RNSH.
140 mmigram Werker '] Al are sorted into the subcategories.
140 137 PREF 16-0c2-09 120 Hold untl W/O request
140 2ND PREF Requested Dai
140 3RD PREF SN Requested Da
140 NIW 26-0¢t-09 foid untl W/O re quest
1140 Nurses Requested Dail
1380 Send al work EMIPINRNRIINCL) Tinde rson effective 01/1 108,
m(:mumrliwmnm [Pd p Hold voti work order request.
1435 EB (Now Receipts) Pd p29007, Hold urtd work ordes request,
H35 EB Pref "Not Sorted™ Pd old writl requested
5 0 Pre er [Pd hold urti requested
1485 EB 2ND Prof "China™ P4 old untl requested.
485 EB 3RD Prof “China™ GE d
485 EB 2ND Pref ndia~ P4
F485 EB 3RD Praf India- E
:486 EB 3RO Prof “Mexico” Pe
asmmnpm'm%m P
FP& p s
1626 Investor
1539 NI C| @ of Status (CO!
N-865 NA
[ — Sorted into subcategoties. COTR lettes FY08-28.
0's d %2 )
L730's of Country” [] Send al fies to AS 0
730's "Mixed” NA 207
L730's Unsorted []
L7658 0
16-0c1-09 F)
1785 C9 E-filad 16-0ct-09 85
[ 8-0¢1-09 [1)
1765 Renowals NA )
5 Students E-filed NA ]
J16.0¢1-09 194 P hold E-fled cases for 30 en v POC.
140 15T PREF E-Fl 23-0ct-09 13 hold E-fied caaes for 30 th o POC.
140 2ND 15-0c1-09 D P W E 3 POC.
1140 3RD PREF E-FILI 21-0ct-09 P hold E-fied cases 0 POC.
140 NWE-FILE B-Nov-09 Py hol POC.
1-J4ORNE. 19-Oct-09 hold E-fled cases for 30 then send to POC.
on Ready to id until A-fle arrives 4/28/08.
1824 Action on aved icationa/Petitions NA ms holding until further instruction, notsorted by oldest date.
1429 Remove Conditions/investor Rot 1 845/07 e-mai
xams ded
690 Ro
69 Route da
Route dal
N-400 Naturalization - initia) Process Can be caj Agn, "
(=)
Retum to Officer uting the fia per SCOT SOP
scontinue ? ies of|-1401-485
6-Dec-0 ing to the Business Division. Deliver to the Adustment
ere was @ mistake made on the 140 oidest date on the
14-hn-07 ﬂlr:mhﬁaﬂmd&dhat'fhnhsbeen
Correction 12-34-07
K | Thugr |
Correction 18-Aug.07 ere was 8 mistake mode on the 730 work order ready cai
T-Jan-08 ere was & mistake made on the |-751's oldest date, the
| Correction date should be 02
esre was 8 mistake made on F-730's oldest date, the
Cormction Tlen-08 date should be 10-04-05,
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File Room Responsibility Chart was created to enable Adjudications management to view the

location of the various types of files on the file room shelves on a current daily basis. The
File Room Responsibility Chart is an Excel spreadsheet that requires the Contractor to

maintain descriptions of what is currently located on the shelves in the file room according to

the type of form and the Responsible Party Code for those locations.

E80-549) N BUBMY - O D ey

LR00 - £230) POAROU MEIUANING VD -RA

BIHYEI LFON BANRY - G dtaip urpity

{$89~5.00) SINYRD Diilivat ¢UTEHeRi)

AT dat: B

51 00] (WH) SPUNG & =

(TLFEIP) ALON Buprnmy - 3 tholp Wingls

{Ea8o v} Ao Samay - 33 dnoon umyivy {£8P~100) (waN) aping v

SV N Bawesy » O dootp miey o (cer-100) sEMSQ 00v-N| €| o]
SRAREANOR

IR PRH AM WA S1-1 R Al 98 |

ent Based Filngy

| JAsylum Based Fengs
[ Jcatups & Finger PrintName Check Maintsmnce

| {Business Premum/E-ing/Shipping

METT

1) 0T DOLI ME S0 {Le2-£124012+100) P A0 08 i
{681-100) 10:1d 194 O¥ 141 3Hn (80.LL-9851) G901 PERAPY nidl Flv)
(8£6-081) 19 181 Oy i X (6851~6611) 83504 basipipy s14 J| <)
(2056.€) "Bid 131 OP4A D] {DEz-0002) B0 Pwwap |
1952-998) asd 301 OPIH| ey (LOPL £22) QTR PO Y hd
{5ver£92) 18ed PUZ O¥i-If 2| {ra2-TorZ} G900 pwRsRny v
(¥ELL-998) 12id PIE 0P LESI (62820892} €398t PREIAPNPY 1 §] <]
(28 15E11) MIN Or i8] (roiE-praz) Eagad pampalny ¢4 | <]
(23515201 MIN Op -] 5] e TLE06-56L5) E3980- PRWOPTIPY

GLozi-cLsi) MmN OFLA) ]y {oziv-ee0t) @3 preapaby sl g«
0891-20L1) weeny ovief] 2|0 (a90r-121¥) B3 5eY- PERODNBY k) g|«
{8£02~1681) s8N Gri-I| 2| o] &

(1990} PORPY SAWR 0} RUIPPY BP0 0| (53v5-1008) 83 904~ PRSPy 8]
(159-C99) POTPY 49 O PUCRPPY 3SR D M1 ol (3851855} 613 005 sastpaby sid] Sl

(190-£3) Bup-3lis {evber4o0s) aaaews pAPBY sid| 5] O s ARt B

(5509} pepv slzp O} IuompRY 522@@—5

{2c890908) G350 pORAHDY B MT

s cgwlﬂwlsldlw“

o s iy Es

(94 L-G8UZLOVI) ST HVAY VRIS«

{1 SUEY} POPPY AP Gl |SONDPY Sdn-ID ST S

(£82-£1 1297100} Poacsddyy - PIOH OENI S

{ZLo Ry} PRPPY TABE 0L {ENTPY Singas <

{£8%-100) perciddy - pron DENIEIT|

(LLO¥IY) POROY RARD 0L [FONPDY 8dn-F33 9! -«

{£8t-1.00) poaciddy - BoH JuN|S|

{199-C8%} pempy 3/ap oL FEUCHPPY S0 sor S v

(££2-£1 Lizoy- 100 Pawoxidy - proH DMN] Sl

(09-car) pesastty - o 2| G

{28221 1 Z09-100) POROQ - PioH eS|

(999-C9P) arusidy - o SUN| Bl ry

(2€4-242 129-100) POIVE - PPH SUN] S|

{g1 r1-0040) BAOSY PENODIDY i i)

(450-£oP) poppyY +4P 01 MUOLIPPY SAT-IBT NOM] (RO {e88L-6iv £) 359 peiopipy eidFle {012-400) PEQYNS LoD U] 02,
(129-9%) POPPY $43p G} SUOKpRY $ENIRD N & T 668-500L) G080 PREIIPNEY Sicl| 3|+ 0271 12i PEJYNS Amino Ut 0
(459599} PRPPY 143D 0} AUOTREY WDBSD 0 TPIRBC 0] GEer] PEROPIBY S| 3% 06T} PRdYNG ARLRIDULOEL:
{3 5999} PoPOVY 2hWp 01 [euDiEPoY 2inimo serf i< {20068~ §980) SD90Y PRAIPHPY
(S ON} PO ehp Of [SUip i W) o, (6zee-47C8) A0V PRI
(199595 POOPY 42D 1 MuEPPY SingeD T3 < {0214-8550) ¥IRID MGN H33 3!
(1990} POPPY 24Axp O} ORDRY S S| ) ) aéﬁwhxi..ul:-zwmmiw {02bL~3971) POTNG DOGH OE,
(0ce-2v¥) SoppY W% 01 FDNDPY E {6p0a5002) ON/ o 1ofoles uend B3 5812 {8521-LL01) Sopy Buuioou) o0
OTHTV) POPTY BP0 INHIPPY SIS0 590 = {08¥v3-0v00) ON/ dd PO USHI B3 § i BNV

S {6906 La5E) NS PPH JUON )

art Repai/NVC Retun

vject Fiings

iscelaneaus Holdings: Cansolidation

StaginySeq

[_ISpechl P

HSER
Sio}
B

(641-988225r+89} %9040 2amN 924 ]

rocen) porosdoy - mon ouN| 2|y

{18 L83 /T05100) PoAXdY - PIOH DN

T5z6cov) porciddy - FoH DuN|=iny

=
2
(Z22-100) por0iddy - PIoH DuN] =)
<
=

[53£983.220-589) roaudns BEM O} S0y evy @ 42

Sre-on

sosuxtars ey 1oy Sapicy 305 KWwoe: pescsddy]

o oty B it

B GR0LTRl A Rt
[ 90 30y puttimog 2100 88 #0395 3 20 pakied]

* Racuent o Mg pareing tha fetum of my

agpiationiet Bon from GIA sedior AMOwill mt be

orored, COTRLY FYI2 (HV SIM00)

Floor Gaging Ares

HWO02- NRC

HWOO011- WiSAs

97 of 216

96



Correspondence Handling and Management Planning System (CHAMPS) database was
designed to aid the Texas Service Center (TSC) in the tracking and processing of pending
Adjustment of Status cases. The CHAMPS database is an Access database that requires the
Contractor to input the Principal and all Derivative A-Numbers, name, date of birth, country
of birth, class preference, priority date and/spousal relation ship. CHAMPS produces a list of
1-485 Principal and Derivative A-Numbers that are compared to the CLAIMS GUI Pending
file (known as Superpending) to produce a list of [-485°s with NFTS locations, which are
ready to be sent to Adjudications. CHAMPS also produces a list of I-485 with underlying
petitions such as [-140 and the status of the underlying petitions.

Securing America's Propiise

CHAMPS
G22/T+A Pick List Selections | Principal / Derivative | NFTS Bounce Miscellaneous
Sub-Categories ) .
My CHAMPS:
> | e Enter the Principal or Derivative A-number'to retreve the record(s) from the database.
- Emploves Locator

om

Enter the Principal or Derivative A-numharhera:“

Other Links: | Texas Service Conter | USCIS | Accessibility | Plua-ins |

CHAMPS Yersion 62.00.10
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6.2.7.2 Nebraska Service Center Specific Reports and Databases

G-254 Manifest — A spreadsheet that documents all the unclaimed money and undeliverable
returns received by the Contractor.

EX Miccosoft Excet - Copy of G254 Manifest.xds 3 ! gri-ie
) ge E® Yew oot Fgmet ook Daa Window ey poamustanforhelp - . 8 X
D HRSISRIPRIADA-FII-0-1HE - KD 0 ,.@!

¢ e B O EENEIS U BIEE T O A

B &

R B ¢ D E F G H 1 J [ K =
| 1 | OR10- Rocolpt Humber mi#d Raich Date| A Number |First Name Last Name Foarm Typs _ [COMPANY NAME ILAWYER. :PETIONERIN NFTS "[
227| [LIN1000153000 ONBO0A|ADTZ345678_{SMITH.___LJOHN M3l RCOBA
28 9NB/2008]. SMYTH JORANN LETTER MOTORALA INC__|LAWRENCE '“fi
229! |LINVG00153002 O/1B/2008|A123466789 |ABLE - CANE 3i: RCOBA - |

LIN1000155003 182008} ANGEL CHRISTMAS U85 . ¥

1] [LINIGOG159004 nsmnal [SMITTY JESUS 185~ Kn

I 1972008 F_LAUS lsmm LETTER %
233 . 9/19/2008] BUNNY EASTER LETTER. ‘ ' g

~81972008|A012345678_|NICK. SAINT LETTER 3 J

235! |LIN100G159008 3N19/2000|A1 22456789 _|BUTTERFLY MONARCH 131 Rermoved 2/12/08 by GB - CRU RCOO34
LIN1G0169000 - ALICE 131 ) ] R0
LIN1000159010 OGRE - 131 [Ramaved 1728105 by CRU RCOO34 )+’
LIN100015501 1 LUKE 3 ] RCODGA_
HAN LETTER X

MICKEY LETTER b

1 R

| "

. 1

244 ( ] A
7 ) : 5
s

iy

l l’?f,'}
zﬂ xW
252 ?.5;

= Tl
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File Pull Log- A spreadsheet listing file pulls the Contractor receives either from Records or
exams. This log contains a description of the pull, the number of files, and where the files
need to go.

s | MPA FILE PULL REQUESTS - 2009

2%
4

e b e Bt Bt $ I e D Pe B B B P §n

T 5 WA ey rgrete 2000 T NG A it 20007 W AT/ 7 I
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1-485 Case Management System - A database maintained by Records to track pending 1-485
Employment Based cases for adjudications. When an employment based 1-485 is received at
the NSC the contactor will enter data from both the 1-485 and the underlying visa into the
database. The Contractor will access the database via an icon on the center applications
page, click on Add New Record and then enter the required data into the fields of the form
that appears. Records will import the data daily into the main EB database and review it for
duplicates and any missing data.

12 Miceosolt Access

[+ @ bun Eladd owRecord 5 Search Reconds () Changs il Arunber §f Change Dependent Arunber [ Jheb #0pen Typoaquestinfor help

*taen Page version 8.2
g

Nebraska Service Cente

} Employment Visa M,
Eater visa Lases

Enter one record per receipt number. For Familys enter: one line for each 485A. one line for each
140, 360 or notice and one line for each dopendent raceipt. Each record requires the Principal
anumber to link all the receipts for family members.

jRelaﬁonship Receipt Number Principal Anumber  Dependent Anumber Form " Part2 Type

v El T i L w—
t’ Pending Pending~No PendingNoDate  DOBDate

a i L
Class Pref. PriorityDate Labor Cert Date Receipt Date
] | | P ’
Cross Charge Receipt  Cross Charge COB
] 8]
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DART Board - To provide CIS personnel with the number of live cases 6oming into and leaving
Work Distribution, by form-type. This report also lets CIS personnel know the date of the oldest

case (by form-type) currently in WD and the number of files waiting to be recycled.

DART Board - August 19, 2009 Live Cases - Work Distribution Recycles
BUSINESS LINE WFTS | Yelax | In | Out | Today | OldDate | Today o"f .
140 A KT 410 15 425 474008
1408 KU 316 | 14 | 10 320 323109 2 14803
140C Ky 1135 | 59 1186 341809
140D Kw 1773 | 92 1865 B/409 4 2107
140E KY 996 | 56 1052 62109 61 425106
140G Jv 96 3 50 49 1042306 10 1203007
1401 (NIWsS) KZ | 112712 1138 | 8308 [ 3 | 9nen7
140 Schedule A KX 43 10 53 6423108
ASYLEE/REFUGEELINE | MFTS | Ygay [ in |out | Todwy | oOtdDate |Today | sid

130 4th Preference WS 61551 | 36 | 500 | 61087 | 47142001

130 Yemen WSB000s | 42 42 104172000

130 Haiti WSS8000s { 2811 2811 0m
485 ASYLUM (ADJ Ready) BS 99 | 114 213 11820006

Pre-Adjudicated AS 298 298 N/A

Pre-WD RD 520 | 39 | 114] 454 NIA

Roof LA 115 115 NIA
485 ASYLUM/730 CON AO 3 11 14 N/A
485 REFUGEE (ADJ Ready) BR 2001 | 26 | 180 1847 B9 2 30308

Pre-Adjudicated AY 160 3 157 NiA

Pre-WD 2B | 6077 | 177 6254 N/A

Roof LA 753 | 57 810 NIA
485 REFUGEE730 CON A0 0 24 24 NIA
485 Refugee Liberian Hold LP 1056 1056 N/A
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1192 Master List is a spreadsheet maintained by the Contractor to track cases submitted for FBI
name check validation. When a name check request is electronically created on the I-192 and

“submitted via e-mail, the Contractor checks the spreadsheet to see if the name has already been

submitted. If the name has not been submitted, the information is then updated on the I-192

‘Master List spreadsheet. The 1-192 Master List spreadsheet is located on the J drive and has

-

limited access and update capabilities. At the end of the week, the Contractor submits the

weekly requests to Headquarters.

- H i AUASES ALIASES AUASES
{PACEOF
(SEX (RACE | TZENSHIP JLASTHAMEQ)

IDIASTNAMERR) : FIRSTRANE(A) ;M

wedocd o blark cell
Cosi-" T -Cade <
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7.0 PERFORMANCE STANDARDS
7.1 Overview

The USCIS has specified performarice standards in each task area related to processes that
USCIS believes are critical to successful performance of the service centers. These
requirements and their associated performance standards define the work to be performed,
although these may change over time.  The USCIS established these performance requirements
and associated standards after careful analysis of current operations based on historical
performances against similar established standards. The USCIS will be using monetary
deductions in certain cases when Contractor performance does not meet the established
minimum performance as established in the performance requirements. :

USCIS requires the Contractor to conduct ongoing quality and process control and to
effectively monitor performance continually. USCIS will measure performance against the
published requirements and standards on an ongoing basrs and w1ll report the summanzed
results monthly. :

If the Contractor fails to achieve the minimum quality standard for certain performance
"requirements, USCIS shall provrde the Contractor w1th a monetary deductlon (see section 8)

The performance requrrements are summanzed below as well asin the Performance Work
Statement : : :

7.2 Quality Assurance Surveillance"Procedures :

The Quality Surveillance Procedures involve all planned and systematic actions necessary to
provide adequate confidence that the services and resulting product from the Contractor will
satisfy the requirements. This program involves making sure that quallty standards are met and
includes a continuing evaluation of adequacy and effectiveness with a view toward the use of
tlmely corrective and preventive measures where necessary. '

Quality Assurance Surveillance;is the activi_ty the .govemment utilizes to monitor the in-process
product quality based upon the outcome of attribute inspection of product units. Quality
- Assurance Surveillance is primarily conducted by the Contract Performance Analysis Unit
(CPAU), an orgamzatlon staffed by functionally qualified and tramed personnel who are
involved in the ongomg momtormg of the’ Contractor s product qual1ty :
. Quahty Assurance Survelllance will be performed on all performance requirements to some
“extent. Documented results will be provided to the Contractor at least once per month.
~ Section 8.0, Schedule of Monetary Deductions, provides a listing of the performance
' requrrements that will result in specrﬂc monetary changes noted on the invoices. '

7.3 Performance Requlrements Summary (PRS)

~ PRS outlines the performance standards (ie., selected service outputs of the task order) tobe -
mionitored and evaluated by-USCIS to ensure that i m-process product quallty remains fully

‘acceptable. The standard for each performance requirement is the minimum acceptable qualrty

- level (AQL) of performance requlred If the standard for any performance requirement is-

' reached the Contractor is consrdered to have met that performance requrrement There may be
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multiple work standards under each requirement. Standards are dwrded to measure both quallty
and timeliness separately

General Requirements:

Requirement :SO,W Measurement
Section
4.1.1 The Contractor shall provide onsite management and implement- 4.1 Ongoing
appropriate management systems to assure the quality, reliability, =~ - | . _ Monitoring

accuracy, and timeliness of all services and products provided to USCIS.
The Contractor shall keep the service center COTRs updated on
operational status and plans. N L
4.1.2 The Contractor shall comply w1th USCIS policies, procedures, and - 4.1 * | Ongoing

| regulations in effect during the performance of the task order. o Monitoring
4.1.3 The Contractor shall provide reports required in the task order or. L4, Ongoing
contained in service center policies and procedures. ' - | Monitoring
4.1.4 The Contractor shall immediately report suspected fraud, Wwaste, and | 4.1 | Ongoing
abuse to the COTR and Contractmg Officer. , , Monitoring
4.1.5 The Contractor shall require Contractor personnel to sign 41 Ongoing
nondisclosure statements affirming that they will not disclose data they .| Monitoring
encounter in the performance of elther of these task orders to any 1
unauthorized entity. ' .
4 1.6 The Contractor shall not make any unauthonzed dlsclosures of PI. | 4.1 - |Ongoing

: | Monitoring

4.1.7 The Contractor shall maintain accounting of 45-day supply of 41 |} Ongoing
consumables, or whatever period of supply is standard at a specific center, Monitoring

including mail supplies available through USPS and courier conipanies, to
meet all requirements of these task orders. The Contractor shall provide |-
sufficient notice to the COTR of the need for additional consumables to
enable timely replenishment. :
4.1.8 The Contractor shall operate and perform basic user maintenanceon /| 4.1 Ongoing
government provided equipment in accordance with Original Equipment- oo Monitoring
Manufacturer (OEM) and sérvice center instructions and as directed by the - ‘ o
"COTR. - This may include, but is not limited to, makmg necessary

| adjustments to equipment to accommodate various size letters and
correspondence, clearing paper jams, and changing toner cartridges, etc.
4.1.9 The Contractor shall provide notification within oné (1) hour 4.1 . | Ongoing
(measured during normal hours of operation) of government’ prov1ded Monitoring
equipment malfunctions or failure to the COTR. , ’ B
4.1.10 The Contractor shall obtain written approval of the COTR for work 4.1- | Ongoing

schedules different from.the normal operating hours one (1) week. pnor to | - - |'Monitoring
the commencement of the schedule. y

4.1.11 The Contractor shall actively manage its workforce to maintain 4.1 Ongoing
operational flexibility to perform the requirements of these task- orders, at .| Monitoring .

all times, regardless of variation of the workload at any specific processing
areas within the records management lifecycle. ,
4.1.12 The Contractor shall maintain the capability to accommodate spikes | 4.1 Ongoing
‘in workload volumes that occur-from time to time and that are predlcted at | Monitoring
least 45° calendar days in advance of the ‘anticipated sudden increase in - N :
workload volumes. These spikes may be attributable to the beginning of
an application penod antrcrpated changes in fees to-be charged, or other

phenomena. . ' .
4.1.13 The Contractor shall’ mamtam the capability to. accommodate surges 4.1 | Ongoing

in data collection volume of up'to 25% above the daily average received | - __| Monitoring -
AU UN 270 B .
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SOW

R Measurement
Section

Requirement

volume for the previous twenty business days. In the event the data
collection volume exceeds 125% of the rolling daily average for the
previous twenty business days, the Contractor is only held responsible for-
meeting the timeliness performance requirements for 125% of the rolling -
daily average; the balance may be processed on the next business day and
may be considered ~ for the purposes of surge management only —as part
of the data collection for the next day. If the surge extends beyond one.
day, then the Contractor shall continue to perform under the same rule for-
as long as the surge lasts, recalculating the rolling daily average data
collection volume and the 125% volume each day based on the prev1ous

twenty business days. E SN ,
4.1.14 On Mondays and the first busmess day after federal holidays, the 4.1 | Ongoing
Contractor shall maintain the capability to accommodate surges in data - . _ | Monitoring

collection of up to 50% above the daily average recelved volume for the .
previous twenty business days. In the event the data collectlon volume

.| exceeds 150% of the rolling daily average for the previous twenty business
days, the Contractor is only held responsible for meeting the timeliness
performance requirements for 150% of the rolling daily average; the
balance may be processed on the next business day and may be considered
— for the purposes of surge management’ only as part of the data '
collection for the next day. , ~
4.1.15 The Contractor shall be familiar with COOP and Secunty plans .| 41 | Ongoing
applicable at the service centers and adhere to the requlrements to perform /| Monitoring
contained within these plans. . - :
4.1.16 The Contractor shall report, and after release, process all suspicious 4.1 | Ongoing

packages. NE Monitoring
4.1.17 The Contractor shall pick up mail a minimum of once a day from .| 4.1 Ongoing

each USPS facility serving the Service Center Monday through Friday E Monitoring
(excluding federal holidays) unless otherwise contracted or directed by the | .

COTR using Contractor provided transportation. The COTR may requnre
additional pickups on certain days, as deemed necessary. . .
4.1.18 The Contractor shall process all outgoing third party courier manl in | 4.1 | Ongoing -

accordance with the courier’s delivery system. e Monitoring
4.1.19 The Contractor shall return non-conforming mail to USCIS for | 41 | Ongoing
guidance or dlsposmon within: two business days. ‘ 7 Monitoring
4.1.20 The Contractor may be required to expedite special file requests by || 41 Ongoing
accurately identifying, locating, retrieving, and delivering the requested ‘ Monitoring

files to the requestor within four hours of the emergency request durmg
business and non-business hours. , ,
4.1.21 The Contractor shall create and maintain tempora:y holdmg areas [ 4.1 | Ongoing
within the service centers for files pending further action (e. g recelpt of | | Monitoring
“| payment, fingerprints, or evidence). '
'4,1.22 The Contractor shall submit separate invoices for‘FDNS work to the 4.1 | Ongoing -
FDNS COTR which includes: ASVVP and CFDO data collection and file ' Monitoring
operations work to the following address: 111 Massachusetts Ave NW; (. - 3
Mall Stop 2274 Washmgton DC 20529 '
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Mail Operations Sdpbort:

Requirement

SOW
Section

Quality Standard

Monthly
Acceptable
Quality
Level
(AQL)

Measurement

4.2.1 The Contractor shall endorse | 4.2 Incoming fees are No more Periodic
incoming fees immediately upon | immediately endorsed | than 25 fees | Observation &
opening the envelope. ~ | vpon opening the are | Validated
: envelope. | unendorsed | Customer
R in the mail | Complaints
: room
4.2.2 The Contractor shall route, 4.2 | Route, process, and" No more Periodic
process, and account for mail — account for mail. . .than 5 Observation &
including but not be limited to o ' pieces of | Validated
USPS mail, courier service ‘mail are Customer
packages, etc., to and from sources 1 unaccounted Corqplaints '
external to the service center, in a for. ' i
manner that optimizes proper file
management and security, =
expedites data collection, -
maintains financial accountability,
and maximizes throughput. e ~ .
4.2.3 The Contractor shall stage ~ | - 4.2 - | Stage and maintaina . | 100.00% Periodic
and maintain a daily count of all daily count of all mail S Observation &
mail for pickup by presort for pickup by presort Validated
Contractor. (Contractor. Customer
. ‘ _ e - Complaints
4.2.4 The Contractor shall receive 4.2 | Receiveall mail 100.00% - | Periodic
| all mail delivered by the USPS, | delivered by the USPS, * | Observation &
any third party couriers, and/or ' approved third party. | Validated
authorized government agencies couriers, and/or . Customer .
during normal hours of operation. -authorized government Complaints
' ! agencies during normal . ‘
: : hours of operation.

4.2.5 All mail (excluding certain | 4.2 | All mail received is 100.00% | Periodic
exceptions) shall be opened, ' opened, sorted, date - ' Observation &
sorted, date stamped, properly “stamped, propetly Validated
handled, and timely processed and handled, processed; and | Customer
routed by the Contractor, in the - | routed in time for ' Complaints

| assigned mail area. processing and '
receipting within the
' ‘same day
4.2.6 The Contractor shal] log . 42 - Reglstered and certlﬁed - 100.00% .Periodic _
registered mail, certified mail, and | " | mail is logged. Other ~ | Observation & . |
| any other mail that may be mail designated by the Validated
| designated by the COTR. .| COTR is logged. Customer
. »,f ‘ . ' Complaints
4.2.7 The Contractor shall receive | 4.2 ' PONDS mail is 100.00% Periodic
and account for PONDS in a’ ' "accurately processed. | Observation &
repared daily mamfest o ‘ Validated
107 of 216"
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SOW Quality Standard Monthly
Section Acceptable
Quality

Meuasurement

Requirement

Level

(AQL)
PONDS mailis 100.00% Customer
received and accounted | Complaints
, -~ [ for in a prepared daily K -
! ’ manifest.

4.2.8 The Contractor shall 1 42 Outgoing mail is - 199.00% - | Random
correctly prepare, seal, and meter | | meteréd by the daily - | - Sampling
outgoing mail to USPS or | scheduled time for the ‘
designated third parties. . presort Contractor.
Outgoing mail has the, |
appropriate affixed -
postage for the weight
and class. - .

|- Outgoing mail is
| properly prepared for
mailing with accurate, ‘|
complete and visible |
delivery addresses and -
billing information.
Outgoing mail includes
] - |inserts or fliers when
e | required. . . . .
4.2.9 The Contractor shall deliver 42 - | Outgoingmailis ~~ [99.00% | Random
outgoing mail to USPS or | delivered to USPS,0or | Sampling
designated third parties. : designated third parties | =~ .
_— - - | at a minimum of once  |.
‘per business day ©
Monday through Friday
(excluding federal
. | holidays) on the same | - "
‘date mail was metered. . |

P
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" Data Collection Support:

Requirement

SOW

Section

Quality Standard

Acceptable
Quality

Level
(AQL)

Monthly

Measurement

4.3.1 The Contractor shall 43" | The Contractor = 97.50% Random
accurately assemble forms, to o accurately assembles | Sampling
include supporting documents,.and | forms, to include’
other materials. ’ supporting documents,

-and other materials. :
4.3.2 The Contractor shall review 4.3 | The application/petition | 99.00% Periodic
applications/petitions and and supporting Observation
supporting documents for - document is correctly and Validated
completeness, jurisdiction, "l identified as compliant Customer
signature, and correct fee, and (acceptable) or non- Complaints
process those compliant and non- compliant (reject). '
compliant applications/petitions. : .
4.3.3 The Contractor shall collect 4.3 - | Data collection of all 97.50% | Random
information from formsand | | fee-related forms notin | = | Sampling
source documents and accurately CLAIMS 4 must be '
input data into variou$ formatted completed by close of
screens within established ‘ the working day (11:30
processing timeframes. Accuracy p-m.) on the day
is defined as no data entry errors .| received at the service
on the entire form or document. - .| center..

Data collection of any

CLAIMS 4 form must

be completed by close

of the working day

(11:30 p.m.) on the next

business day after being

received at the service

center. -

Data collection of non-

fee related forms must
be completed by close
of the working day.
(11:30 p.m.) on the next

‘business day after being |
-| received at the service

center.

Complete and accurate
data collection of all fee

/| and non-fee related

forms and source

- documents completed

accurately within

| established proceéssing

t};‘y)geﬁm;les. ‘

VI« W
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Requirement

Quality Standard

SOW
Section

Monthly
Acceptable
Quality
Level
(AQL)

Measurement

‘| 4.3.4 The Contractor shall 4.3 | Processing identifiers | 99.00% | Periodic
appropriately and correctly ‘are appropriately and = ° ‘ Observation &
prepare and affix processing correctly prepared and Validated
identifiers. .| affixed to applications . Customer

' petitions, processing ) Complaints
work sheets, and file | -
L - | jackets. : I

| 4.3.5 The Contractor shall 43 | Screen prints specified | 97.50% - Periodic
generate and interfile screen pnnts . in the form’s SOP are ' Observation &
as required generated and interfiled. Validated

. Customer
' . . ) . -| Complaints
4.3.6 The Contractor shall 4.3 | Necessary adjustments | 97.50% Periodic
accurately scan materials and, as are made to the system | Observation &
required, perform cropping, data equipment to | Validated
scaling, and adjusting of contrast achieve an acceptable | Customer
and brightness necessary. to quality image for | Complaints -
achieve an acceptable quality document productlon .
image for document production.
' Materials are scanned
by the close of business
two business days after -
the materialsare - -
received at the service
: center or upon request -
, , - from USCIS. .
4.3.7 The Contractor shall scan, . 43 Fingerprint submissions | 99.00% - | Periodic
process, and verify fingerprint are accurately scanned, |- | Observation &
cards (FD-258) for submissionto | ~ - processed, and verified. Validated
the FBI. : : B Customer
| Non orphan or non ‘| Complaints
adoption fingerprints : :
are submitted by close
‘| of the second business
day following being
received at the service
-| center.
Orphan and adoption
cards are processed and
submitted by close of
business the next
‘business day following
being received at the
- : , service center. A
4.3.8 The Contractor shall create . | Fee-related forms 97.50% Periodic
files during data collection. -~ - requiring an A-File, T- - Observation &
‘ | File, or a receipt file (as Validated -
appropnate) shall have- Customer
a file created by close of Complaints
LU 41b -
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Requirement

SOW

Section

Quality Standard

working day (11:30

;| p.m.) on the day
. | received at the service

center.

Non fee-related forms

‘requiring an A-File, T-

File, or receipt file (as

appropriate) shall have. - ,y
a file created by close of | "

working day (11:30-

|. p-m.) on the next

business day following
being received at the
service center.

| No duplicate A-file
‘recoyds are qrgated. ’

Theuapprop:riate‘ﬁlve

types, A-file, T-file, or

receipt files are
accurately created.

Monthly
) Measurement

Acceptable

Quality

Level
(AQL)

[4.3.9 The Contractor shall-
accurately process manually:

rejected applications and
petitions within established
timeframes.

4.34.3

‘Manually rejected

applications/petitions
are accurately

. | processed and ensure '| -
| that any USCIS: :

-| stamps appearing on . .|
| the back of incoming

fees are voided, that

the wording provided |

in the rejected letter -
documents the correct
reason for rejection,

-and that processing

employee codes are

‘noted on all returned -
‘| applications and
petitions.

Manually rejected
applications/petitions,
and any received fees
are accurately data
collected into a -
formatted system.

1110216
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Requirement ;i(()ll\(\!/ll Quality Standard Aitlk(z:])tttll:le Measurement
Quality
Level
(AQL)
The manually rejected |
application/petition,
‘reject letter, and any
associated fees are
returned to the
applicant by close of
| the third business day
| following being
received in the service |
center. e

Fee Collection:

SOW  Quality Standard Monthly
Requirement Section Acceptable  Measurement
Quality Level
(AQL)

4.4.1 The Contractor shall 4.4 Receipted fees are 100.00%. Periodic
review receipted fees for - reviewed for = ' Observation &
acceptability and ensure the fee acceptabilityand . - Validated
is endorsed in accordance with endorsed in ) Customer

the Treasury Financial Manual. accordance with the Complaints.

‘ Treasury Financial :
Manual. : ’

'4.4.2 The Contractor shall 4.4 | The prepared deposit | 100.00% Periodic
prepare a daily deposit ticket ticket reflects an - Observation &
accurately reflecting the total of “accurate total of the Validated

all endorsed receipted fees. The days’ endorsed Customer
Contractor shall complete the receipted fees. Complaints
daily deposit not later than the A _ ' '
scheduled depository pick up The daily deposit is "

time on the next business day completed prior to the

after the fees were received at /| depository pick up

the service center. The time.

“Contractor shall accurately ,

complete and include in each All supporting

daily deposit packet any . documentationis = .

supporting documentation (line- completed accurately -

- | off sheets, void sheets, etc.) and is included with
used to support the deposit . the daily deposit -

* | amount. ' . | packet.

*| 4.4.3 The Contractor shall 4.4 | All deposits are 100.00% Periodic
submit a report showing ~ | accurately generated, Observation &
individual clerk and individual prepared, reconciled, Validated
system deposit totals to USCIS, '| and reported daily. .| Customer
on a daily basis or as required. g Complaints

112 of 216.
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SOW Quality Standard Monthly
Requirement Section Acceptable  Measurement
Quality Level

(AQL)
4.4.4 The Contractor shall 4.4 | All fees are monitored . | 100.00% Periodic
monitor and safeguard all fees | - and safeguarded at all ' Observation &
at all times while within the : times when in the .~ .| Validated
Contractor’s custody. : | custody of the ' - | Customer
K _Contractor. - T . | Complaints

File Opefations Sup[iort'é

SOW Quality Standard Monthly

Requirement Section Acceptable  Measurement
Quality Level
(AQL)
4.5.1 The Contractor shall 4.5 | Files required by 99.00% - Periodic
create files when requested - | USCIS are created by ' Observation &
during file operations. ' close of the next . ' Validated
' ‘ “business day following - | Customer
request from USCIS. | - Complaints
‘ Lo : Complaints
No duplicate A-file
records are created.
| Files are accurately
created. : :
4.5.2 The Contractor shall .45 Contractor accurately | 99.00% Periodic
accurately request required | .- | requests required files " | Observation &
files from external sources - | from external sources. Validated
such as other centers, district o Customer
offices, the NRC, etc. within Required externalfile |~ - | Complaints
éstablished timeframes. - | Tequests are'completed : - |
: L by close of the next

| business day.

'| 4.5.3 The Contractor shall 4.5 Contractor responds to | 97.50% Periodic

fulfill internal (within the . USCIS file requests by . Observation &
service center) and external - : retrieving the correct | - | Validated
(originating from other I file(s). - - | Customer
centers, district offices, the L ‘ Complaints
NRC, etc.) file requests for : .| Files are delivered :
information by identifying, (internal requests) or
locating, retrievingand =~ mailed (external
delivering the correct file(s) requests) by close of,
within the established ‘ the next business day
| timeframes. (or within other
» - | designated .|
timeframes) following - |
L : request. ' . -
4.5.4 The Contractor shall 45 Files are accurately . | 99.00% Periodic
accurately perform file sorts. segregated, filed, and | C Observation &
, L routed. o ‘ Validated '
" .| Customer =~
113 0 216
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SOW Quality Standard
Section

Monthly
Acceptable
Quality Level

Requirement Measurement

(AQL)
Complaints
4.5.5 The Contractor shall file 4.5 Unless otherwise 97.50% Periodic
and re-file records. directed by the COTR, Observation &
newly receipted Customer
applications and/or Complaints.
petitions are filed by
close of the next
business day following
receipting at the
service center.
Other incoming files
are re-filed by close of
the next business day
following being
received at the service
center.
4.5.6 The Contractor shall 4.5 Files are correctly 99.00% Periodic
track and update files in NFTS updated in USCIS Observation &
upon movement or as systems. Validated
requested by USCIS. The . . Customer
Contractor shall accurately Files are tracked in Complaints
update data in various USCIS NFTS, upon
systems (C3, C4, etc.). movement.
Data is accurately
updated in USCIS
systems.
Tracking and updating
functions are
completed within
established timeframes
or as designated by the
COTR.
4.5.7 The Contractor shall 4.5 The Contractor 97.50% Periodic
reconcile and resolve issues reconciles and Observation &
identified through system resolvesissues Validated
generated error and recurring identified through Customer
reports. system generated error Complaints
and recurring reports
as required.
4.5.8 The Contractor shall 4.5 Files are accurately 99.00% Periodic
accurately consolidate files consolidated, both Observation &
physically and electronically physically and Validated
within established timeframes. electronically. Customer
Complaints
The consolidated
process is completed
by close of the third
114 of 216
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Requirement

SOW

Section

Quality Standard

working day following

* | being received by the -

Contractor.

Month
Accepta

Iv
ble  Measurement

Quality Level

(AQL

)

. | 4.5.9 The Contractor = ~~ °

.| maintains a tracking process
for files held in temporary
holding areas. The Contractor
moves files maintained in the

temporary holding areas to the | -

next stage of the process,
when required. -

" 45

“The Contrac_:tor
- maintains a tracking -

process that accurately
identifies the ‘

expiration of files held

in temporary holding
areas. .

The Contractor moves
files maintained in. .

‘temporary holding:
‘areas to the next stage

of the process when

‘required. .

97.50% -

Periodic
Observation &
| Validated -
Customer

| Complaints

4.5.10 The Contractor shall -
accurately interfile, connect,
and route correspondence or
RFE with corresponding
file(s) and update systems

within established timeframes. |

45

Evidence is connected
by close of the third
business day following
being received at the:
service center.

Interfiling is

completed by close of.
the fifth busjness day.

‘Files are routed to the

adjudicating office by
close of the next ‘
business day following
the requested evidence
being connected to the
file. e

Connect and affix
interfiling/evidence to

the correct file.

-| Received evidence is
‘updated in USCIS

systems on the same
day received in the
service center.

%9.00%

Periodic
Observation &
Validated
Customer

.| Complaints

45.11 The Contractor shal
maintain files.

»

4.5

File maintenance is
performed. '

99.00%

.| Periodic
“Observation &
Validated
Customer -
Complaints .

4.5.12 The' Contractor shall

4.5

Files are reviewed to
ensure that each file is

97.50% -

Periodic

review and prepare files for

119 01 L1
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Requirement

SOW

Section

Quality Standard

Monthly
Acceptable
Quality Level

(AQL)

Measurement

the search result(s) in the file, .| .

when requifed.‘

Screen prints are
printed and placed in
the corresponding file
within the established

| timeframe.

Screen prints shall be
attached in accordance
with the centers SOP

‘| for the form in
 question.

shipment to the NRC or other properly prepared and Validated
locations. Additionally, the shipped to the NRC, or Customer
Contractor shall verify that other locations. “ .| Complaints
closed files are noted as closed o '
within the physical file before Files noted as closed
prepating the file for storage. are physically - _
reviewed to ensure that |-
- . | fileis noted as closed. . .
4.5.13 The Contractor shall 4.5 Outgoing manifests are | 99.00% Periodic
accurately prepare, verify, and | accurately prepared S Observation &
retain a copy of manifests’ | and verified to contain Validated
going from the service center current supporting Customer
and retain a copy of all information. Complaints
manifests received at the :
service center, including E- Incoming manifests
filing reports. - are verified to match
manifest against
-contents.
Electronic copies of
|- manifests are properly
‘maintained at the
service center. .
Report inconsistencies:
-on incoming manifests
‘within one business - -
L -day to USCIS. :
4.5.14 The Contractor shall 4.5 - | The Contractor 99.00% Periodic
perform system queries and "+ | accurately performs all-| - - | Observation &
searches in USCIS systems, ‘system queries and Validated
and places a screen print(s) of searches. ‘Customer

.| Complaints
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Requircment

SOW

Section

Quality Standard

Monthiy
Acceptable
Quality Level

(AQL)

Mecasurement

4.5.15 The Contractor shall 45 Necessary adjustments | 97.50% Periodic
accurately scan materials and, are made to the system - Observation &
as required, perform cropping, | data equipment to- Validated
scaling, and adjusting of '| achieve an acceptable Customer
contrast and brightness quality image for '| Complaints
necessary to achieve an document production. 1 -
acceptable quality image for ) . S
document production. Materials are scanned | -
BT by close of business
day that materials are
| received at the service
| center or requested
.| from USCIS. :
| 4.5.16 The Contractor shall - 45 E-filed formsare ~ | 99.00% Periodic
" | correctly assemble E-filed | accurately assembled. - o Observation &
applications and petitions into S Validated
files. : E-filed forms are Customer
, assembled by:close of - | Complaints
the next business day ' b
- | the application/petition . ‘
is received by the
: - ’ - | Contractor. : | .
4.5.17 The Contractor shall 4.5 | Files forwardedtoan | 99.00% Periodic.
ensure that files are ' “adjudication division O Observation &
“adjudication ready” when | for adjudication are’ | Validated
they are sent to an complete and ready to Customer
adjudication division within be adjudicated in - Complaints
the service center. ‘ accordance with the
‘ : SOP for the form in
question. j ,
4.5.18 The Contractor shall 45 | Scheduled internal | 97.50% | Periodic
pick up, continuously sort, and | ' mail is picked up twice'| - | Observation &
- deliver for internal distribution daily at each : 1 Validated
printouts and files between .| designated mail stop. Customer
mail stops within the service o ' o '| Complaints
|| center as established by the - .| Internal mail is
'COTR. The Contractor picks delivered to its
up mail, printouts, and files no designated mail stop
less than twice daily as no later than close of -
scheduled by the COTR. business on the next
N . : business day. e
'4.5.19 The Contractor shall 4.5 Application and . 97.50% Periodic
photocopy application and o petition-related B Observation
petition-related documents documents are and Validated
when required. - - | accurately and - Customer
' completely Complaints
photocopied. ‘ -
Photocopies are
produced by the
Contractor when

170t 276
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required.

4.5.20 The Contractor shall
generate required USCIS
approved letters, notices, and
messages (including e-mail,
text messages, and faxes).

4.5

Generates required
USCIS approved
letters, notices, and
messages including e-
mail, text messages,
and faxes.

99.00%

Periodic
Observation &
Validated
Customer
Complaints

4.5.21 The Contractor shall
accurately create [-512
documents within established
timeframes.

45

The Contractor
accurately creates
required I-512
documents.

The Contractor creates
required [-512
documents by close of
business the next
business day after the
I-131 file returns from
adjudication.

100.00%

Periodic
Observation &
Validated
Customer
Complaints

4.5.22 The Contractor shall
process documents received
form district, port of entry, or
consulate offices.

4.5

Records that do not
require system
relocation are
processed by the close
of the next business
day after being
received at the service
center.

Records that require
system relocation are
processed by the close
of the fifth business
day after being
received at the service
center.

Documents, other than
records, are processed
by the close of the
third business day after
being received at the
service center.

99.00%

Periodic
Observation &
Validated
Customer
Complaints

4.5.23 The Contractor shall
complete an audit of the
physical location of each file
in accordance with the ROH
and accurately reconciles files
to system generated reports.

4.5

The Contractor
completes an audit of
the physical location
of each file in
accordance with the
ROH requirement of
one year.

99.00%

Per results of
annual INSITE
audit.

4.5.24 The Contractor shall

4.5

The Contractor tracks,

100.00%

Periodic

1o ur4io
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Monthly
Acceptable
Quality Level

SOW Quality Standard
Section

Requirement Mecasurement

(AQL)

1190216

track, secure, and be secures, and is Observation &
accountable for all issued accountable forall - Validated
empty pre-printed A-File issued empty pre- Customer
jackets in their possession. printed A-File jackets Complaints
.| in their possession. - '
4.5.25 The Contractor shall '4.5. | Materials needingto | 99.00% . Periodic
timely identify and prepare | | be destroyed are : ' Observation &
materials for destruction when | timely identified and Validated
required in accordance with prepared for USCIS Customer
the ROH and/or as directed by, review in accordance Complaints
the COTR. * | with the ROH and/or :
' . as directed by the
) - COTR. =
4.5.26 The Contractor shall 4.5’ | Biometrics 97.50% Periodic
schedule biometric appointments are Observation &
appointments as required. scheduled as required. - Validated
. » - ’ Customer
- ‘ - 5 ' - L Complaints
4.5.27. This task currently 4.5, .. | Booklets going to 99.00% *| Periodic
only applies to the Nebraska ‘ consulates have the o Observation &
Service Center. The applicant’s foreign , " | Validated
Contractor shall provide the address affixedtothe | . Customer
necessary support needed to 1-797 Approval ‘ Complaints
process Re-Entry Permit ‘Notice. ' :
(REP) and Refugee Travel ' o
Document (RTD) booklets ~The 1-797 Approval
within one business day of Notice is wrapped
receiving the booklets to , around the booklet and
ICPS. - | secured with staples.
Data on ‘each booklet
‘(name, COB, DOB,
| ete.) is compared to
| the data from the
application. If any .
discrepancies are
noted, the booklet is
returned-to USCIS.
-| Booklet is ready to be
mailed no later than
k one business day of’
. receiving it from ICPS. _
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FDNS:

Requirement

SOW
Section

Quality Standard

Monthly
Acceptable
Quality Level
(AQL)

Measurement

!

4.6.1.1 The Contractor shall 4.6 | Complete and accurate | 97.50% Periodic
collect information for the - | data collection of all . .| Observation &
ASVVP requirement from | forms and source .| Validated
forms, petitions and source ° | documents into _ - .| Customer
documents and correctly input’ | FDNS-DS System. Complaints
data into various formatted tabs i :
and sub-tabs. Accuracy is ’ Data collection of all
defined as no data entry errors " | forms and source -
on the entire form or document. | documents are
: completed within ;
established timeframes
~or as designated by the
COTR.
No dupllcate rccords ]
» ‘ ~_| are created. ‘ , .
4.6.1.2 The Contractor shall 4.6 | Complete and accurate | 97.50% - Periodic
collect information for the- - data collection of all ' Observation &
CFDO requirement from forms, | forms and source Validated
petitions and source 4 | documents into . * .| Customer
documents and correctly input - FDNS-DS System Complaints
data into-various formatted tabs : - o ‘
and sub-tabs. Accuracy is- | { Data collecnon ofall -
defined as no data entry errors forms and source
on the entire form or document. documents are
' : completed within
established timeframes
- | or as designated by the |
. COTR SR
No dﬁplicate records’
. N ~ | are created. »
‘| 4.6.2.1 The Contractor shall - 4.6 Information obtained | 99.00%. . Periodic
- accurately update information -. - | from site visits is ' Observation &
| obtained from site visits into accurately updated i m Validated
FDNS-DS system for FDNS-DS. o _Customer
immigration casework. L Complaints
o C »-Updates are completed |- "
| within established .
timeframes or'as
| designated by the
5 S . . _|'COTR. L
4.6,2.2 The Contractor shall | " 4.6 | Filesare correctly 99.00% Periodic
track and update files in NFTS ‘ updated in FDNS-DS -  Observation & .
-systems upon movement or as . Validated.
requested by USCIS. The Files are tracked in~~ Customer
| Contractor shall accurately "NFTS upon Complaints
update data in FDNS-DS. movement. o
v : "120 0 216
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SOwW

Requirement Scction

Quality Standard

| Tracking and updating

functions are
completed within
established timeframes

or as designated by the

Monthly
Acceptable  Measurement
Quality Level

(AQL)

COTR.

210f216
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8.0 SCHEDULE OF MONETARY DEDUCTIONS

Section PR Requirement Standard Monthly | Measure | Monetary Deduction
AQL Schedule for
Observed Non-
Conformance
Data 433 The Contractor Data collection of all | 97.50% Random | 97.50% or higher
Collection collects information | fee-related forms not Sampling | .None
from source in CLAIMS 4 must <97.50%......$ 5,000
documents and inputs | be completed by <96.50%......5 7,500
data into various close of the working <95.50%......$10,000
formatted screens day (11:30 p.m.) on
within established the day received at Per Service Center Per
processing the service center. Month
timeframes. '
Accuracy is defined | Data collection of
as no data entry any CLAIMS 4 form
errors on the entire must be completed
form or document. by close of the
working day (11:30
p-m.) on the next
business day after
being received at the
service center.
Data collection of
non-fee related
forms must be
completed by close
of the working day
(11:30 p.m.) on the
next business day
after being received
at the service center.
Complete and
accurate data
collection of all fee
and non-fee related
forms and source
documents
completed
accurately within
established
processing
timeframes.
Fee 4.4.2 The Contractor shall | The prepared 100.00% | Periodic | First Infraction each
Collection prepare a daily deposit ticket Observati | month...$500 per
deposit ticket reflects an accurate on& Service Center
accurately reflecting | total of the day’s Validated
the total of all endorsed receipted Customer | Second Infraction each
endorsed receipted fees. ' Complai | month ...$ 1,000 per
fees. The Contractor nts Service Center
shall complete the
daily deposit not later | The daily deposit is Each infraction
122 of 216
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Section PR Requirement Standard Monthly | Measure | Monetary Deduction
AQL Schedule for
Observed Non-
Conformance
than the scheduled completed prior to thereafter, remainder of
depository pick up the depository pick month...$ 2,000 per
time on the next up time. Service Center
business day after the
fees were received at | All supporting
the service center. documentation is
The Contractor shall | completed
accurately complete | accurately and is
and include in each included with the
daily deposit packet | daily deposit packet.
any supporting
documentation (line-
off sheets, void
sheets, etc.) used to
support the deposit
amount.
Fee 4.4.4 | The Contractor All fees are 100.00% | Periodic | Each of first 3
Collection monitors and monitored and Observati | infractions in a
safeguards fees at all | safeguarded at all on& month.....$1,000 per
times while within times when in the Validated | Service Center
the Contractor’s custody of the Customer .
custody in Contractor. Complai | Each infraction
accordance with nts thereafter, remainder
USCIS policies, of month...... $2,000
procedures, and per Service Center
applicable
regulations.
File 4.5.17 | The Contractor shall | Files forwardedto | 99.00% Periodic | 99.00% or
Operations ensure that files are | an adjudication Observati | higher...None
"adjudication ready" | division for on & <99.00%......$5,000
when they are sentto | adjudication are Validated | <98.00%......$10,000
an adjudication complete and ready Customer | <97.00%...... $15,000
division within the to be adjudicated in Complai | Per Service Center
service center. accordance with the nts Per month
SOP for the form in
question.
123 of 216
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9.0 ATTACHMENTS

The following attachments will be provided with the PWS.

9.1

9.2

9.3

9.4

9.5

9.6

9.7

Definitions and Acronyms

Government Provided Property

Currently Required Screen Prints

Data Entry Fields for Applications and Petitions
SCOPS - DAAG Glossary

Policies and Procedures

Continuity of Operations Plan Requirements
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Attachment 9.1 — Definitions and Acronyms

The following definitions and acronyms are provided to the contractor to support
understanding of the Performance Work Statement.

Definitions

Term

Definition

Accepted application or petition

An application or petition received at the Service Center where the
correct fee is properly submitted or waived, and the application or
petition is properly signed. The qualifications for acceptance may
change in accordance with statute, regulations, and agency policy.

Accuracy

Data entered in an automated system match the source
documentation (see Correctness) and are logically valid (e.g.,
February 30 may be a “Correct” date if it matches the source
document, but is not an “Accurate” date, since it is invalid).

Action Stamp

A facsimile stamp that is used when action is completed on a piece
of loose material and then sent to another unit or office to file.

The document is stamped or annotated in the lower right-hand
corner with Action Completed-Approved for Filing and includes
initials, FCO/Unit, and the date.

Address Change

Request by an applicant or petitioner to update their current
address, or as a result of undeliverable mail. Can be submitted by
mail, through customer service, or by USPS.

Adjudication

The process by which applications and/or petitions for benefits are
reviewed for decision.

Adjudication Backlog

Files pending adjudication longer than USCIS prescribed
timeframes.

Adjudication Ready

This is the end result of preparing the file for adjudication in
accordance with the SOP for the form in question. It establishes
that a file is complete with screen-prints produced, A-Files
requested and consolidated, valid fingerprint results, workable
name checks and accurately assembled to decrease the time and
effort for an adjudicator to render a decision.

Administrative Manual

(AM) Identifies internal and external regulations and policies;
provides procedures for management and administrative support
activities of the service.

Administrative Site Visit and

(ASVVP) Program set-up for USCIS personnel to conduct low

Verification Program level site visits to H-1B employers to ensure there are no technical
violations or fraud in the H-1B employer-employee relationship or
H-1B petition documents filed.

Alien Any person who is not a citizen or national of the United States.

A-File (Alien File) A hard copy file containing all data, history, and documentation
relating to a single individual conceming any type of USCIS
action, other than a non-immigrant petition.

A-Number An eight or nine digit number assigned to an alien at the time of
entry, arrest, or as required, and used to uniquely identify an alien
record.

Appeal A written request by a petitioner for review of denied application

Attachment 9.1 - Definitions and Acronyms
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Term

Definition

by a higher authority, Administrative Appeals Office (AAO), or
Board of Immigration Appeals (BIA) as specified in the INA.

Applicant

An individual requesting an Immigration benefit.

Application

A form submitted by an individual requesting an Immigration
benefit.

Application Support Center

(ASC) Some USCIS applications/petitions require the USCIS to
conduct a FBI fingerprint background check on the applicant.
Most applicants that require a background check will be scheduled
to appear at a specific ASC or Designated Law Enforcement
Agency (DLEA) for fingerprinting. Fingerprints, photographs,
and signatures of people seeking benefits are collected at the
ASCs.

Assembly Production of file screen prints, request and consolidation of A-
files, processing of E-file applications and petitions into a file, and
validation of fingerprint results and name checks.

Automated Biometric (IDENT) An automated system that allows USCIS officers to

Identification System

identify individuals quickly and accurately. IDENT captures the
index fingerprints and a photo and enables searches of on-line
databases to identify criminal and non-criminal deportable aliens.

Automated Lost A-File Circular

Automated report that lists A-Files marked “Not Found” in CIS
and their corresponding Field Offices.

Backlog

Work that has not been processed within the time frames
prescribed in the Performance Requirements or in accordance with
USCIS policies and procedures.

Barcode

A machine generated label affixed to a file folder or document
corresponding to the receipt, A-file or T-file number of the file to
facilitate the electronic tracking of the file or document.

Batch

A collection of forms received in the mail and provided by the
agency to the contractor for data collection.

Beneficiary

Aliens on whose behalf a U.S. Citizen, legal permanent resident
(LPR), or employer have filed a petition for such aliens to receive
immigration benefits from the USCIS. Beneficiaries generally
receive a lawful status as a result of their relationship to a U.S.
citizen, LPR, U.S. employer.

Bi-Specialization

Process by SCOPS to split and distribute the incoming workload
between two Service Centers. Current plan teams the Nebraska
and Texas Service Centers, and the California and Vermont
Service Centers. Some of the workload would continue to be the
sole responsibility of one Center.

Biometrics Scanning

The process of attaching images of the photograph, signature
and/or fingerprint (biometrics) of the applicant to a record in
CLAIMS.

Board of Immigration Appeals

(BIA) An independent unit within the Executive Office for
Immigration Review (EOIR) that hears appeals of decisions made
by the Service.

Border Crossing Identification
Cards

Documents of identity bearing that designation issued to an alien
who is lawfully admitted for permanent residence or to an alien
who is a resident in foreign contiguous territory by consular
officer or immigration officer for the purpose of crossing over

- Attachment 9.1 — Definitions and Acronyms
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Term

Definition

borders between the U.S. and foreign contiguous territories.

Bucket

A section of shelf space (approximately 1 linear foot in length) in
a Service Center file room, with width and depth suitable to hold
letter-size manila folders (Receipt Files and A-Files). Buckets
hold up to about 50 files grouped by application type, field office,
and/or date application was received by USCIS.

Business Day

A business day is considered to be between the hours of 8:00 a.m.
and 5:00 p.m., Monday through Friday; except for U.S.
Government holidays. Close of business day is 5:00 p.m.

Case Control Office (CCO) An office authorized to hold files while a case is being
processed by USCIS and is under the jurisdiction of an FCO. A
CCO may receive and transfer files, and must have NFTS.

Case Resolution Unit (CRU) A unit within the Service Center Records program that
provides technical guidance in the records, fee and systems related
operations to the internal customers.

Center Fraud Detection (CFDO) A USCIS Fraud Detection and National Security (FDNS)

Operations unit where employees record, track and manage the background

check and adjudicative processes for immigration applications and |

petitions with suspected or confirmed fraud, criminal activity,
egregious public safety, and /or national security concerns, and
cases randomly selected for benefit fraud assessments.

Center Information Processing
System

(CIPS) An automated system providing electronic processing of
requests to retrieve retired A-Files from the Federal Records
Center.

Central Index System

(CIS) The master records management system that collects and
distributes automated biographical information on aliens. The
system contains the physical status of alien files (A-file) and
provides the tracking capability to move these files to various
USCIS locations.

Completed Case

An application and/or petition which has been approved, denied,
returned to the applicant, or initial processing completed.

Completeness

Completeness criteria shall apply at three levels of Contractor
responsibility: (1) ensuring that data elements captured meet the
standards of such automated systems as CLAIMS, CIS, RAPS,
NACS, MFAS, FOIA/PA and that all required information is
present in the system, (2) ensuring accountability for source
documentation, data, and files, and (3) ensuring the accurate
routing, maintenance, and identification of mail and files.

Computer Linked Application
Information and Management
System 3

(CLAIMS 3 or C3) USCIS automated GUI/DOS-based system
that currently supports receipting, adjudication, and notification
processes for most applications and petition types.

Computer Linked Application
Information and Management
System 4

(CLAIMS 4 or C4) USCIS automated GUI Windows-based
system that currently supports receipting and notification
processes for N-400, Application to File for Naturalization, and I-
881, Application for Suspension of Deportation or Special Rule
Cancellation or Removal.

Computer Linked Application
Information and Management
System Mainframe

(CLAIMS Mainframe) USCIS automated systems that handle the
receipt, adjudication, and notification processes for petitions and

applications for immigration and naturalization benefits.

Attachment 9.1 — Definitions and Acronyms
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Term

Definition

Consolidate

The process of both physically and electronically consolidating
two or more A-Files (or Substitute Files) relating to the same
individual. Also, used to refer to the “merge” of T-Files or
Receipt Files into A-Files.

Contract Discrepancy Report

(CDR) Report initiated by the COTR and transmitted to the
contractor by the Contracting Officer to document the occurrence
of a significant non-conformance condition or trend, and to request
and record corrective and preventive actions to remedy the
situation, and to prevent recurrence.

Contract Performance Analysis
Unit

(CPAU) A unit within the Service Center Records program that is
responsible for assisting with contract compliance oversight,
monitoring the contractor on site, and liaison with other non-
Records Units within the Service Centers.

Contracting Officer

(CO) The Government employee responsible for
executing/administering and providing direction on the task
orders.

Contracting Officer’s Technical
Representative

(COTR) USCIS employee designated by the CO to assure
technical compliance with the task order, or their designee. The
COTR will be appointed by letter and be based in Washington,
DC. Their designated representatives at each service center will
be known as the Service Center COTR, i.e. responsible only for
task order oversight at their center.

Contractor Backlog

The backlog of front-end processing caused by contractor actions
or failures within their responsible task areas. Contractor backlog
time excludes delays awaiting applicant response, FBI fingerprint
check, USCIS adjudicator action, or other actions that occur after
the front end processing is completed.

Correctness

Data elements captured from source documentation match the
source documentation.

Correspondence

Incoming written material, some of which relates to the processing
of applications and/or petitions. Types of written material may
include congressional or public inquiries, and responses from

-applicants to miscellaneous communications.

Critical Data

USCIS designates the following data fields as Critical Data: A-
number, receipt number, name of applicant/petitioner, date of

birth, Social Security Number, address of applicant/petitioner, and
all monetary amounts.

Customer

Recipient of a product or service provided by the supplier. The
USCIS Service Center staff is the customer, and the contractor is
the supplier.

Customer Complaint

Derogatory report made by USCIS users of the Contractor’s
products/services which, if validated, may be used by the
Government for the purpose of assessing the Contractor’s quality
of performance.

Customer Feedback

Communication received from a customer (USCIS) regarding an
undesirable condition or non-conformance associated with a
product processed by the customer.

Customer Feedback Form

(CFF) A form used to document noted undesirable conditions or
non-conformance associated with a product processed by the
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Term ’

Deﬁnmon TR

customer that was found msnde or outsnde of an audlt This form is
used by USCIS to communicate unsatisfactory concerns with
contracted performance to the contractor and to capture contractor

" ‘responses to these noted concerns. ‘The number of validated CFFs
and their associated errors are entered, tracked, and reported to the’| -

contractor by USCIS personnel.

Data Change Altering information in automated systems without affecting the
' .status.of the case. B
Defect (Seealso A departure of a quality characteristic from its intended level or
_ “Nonconformity”) state that occurs with a severity sufficient to cause an associated .

product or service to not satisfy intended normal, or reasonably
foreseeable usage requnrements (Glossary and Tables for Statistics,
ASQ Press). :

Or: o .

Non-fulfillment of an intended usage requirement or reasonable
expectation, including one concerned with the inability of USCIS

| to further process work [ISO 8402 as modified].

Defective Service

" A service output that does not meet the associated standard of ~
‘performance in the Performance Requirements Summary.

Defective Unit

A unit of product that contains one or more defects and must be
: rejected as unfit for further processing. '
Denial A decision by USCIS, to deny, terminate, revoke, or rescind a

‘| benefit.

Department of Homeland Secunty

(DHS) Depanment of Homeland Security

Department of Justice

-(DOJ) Department of Justice .

Deportation

The formal procedure wherein an alien is removed from the
United States for violating the terms of his/her admission. This
procedure is conducted in an administrative setting.

Designated Law Enforcement”
Agency -

'(DLEA) Local law enforcement agency (e.g., state police or -
county sheriff) which enters into an independent agreement with
the USCIS to take fingerprints of USCIS customers.

Direct Mail

" The process whereby a petitioner or applicant mails an application
or petition directly to the Service Center for adjudication, rather

- than to a lockbox. Direct Mail can also include cases in which.
fees were received by another USCIS office.

District Office

(DO) Geographic areas into which the U.S. and its territories are
divided for the USCIS field operations or one of three overseas

" offices located in Rome, Bangkok, and Mexico City. Each DO
has a specific service area that may include part of a state, an

_ entire state,'or"many states. DO’s are where most USCIS field

 staff are located. "DO’s are responsible for providing certain

‘| - immigration services and benefits to people resident in their

- service area, and for enforcing immigration laws in that

jurisdiction. Certain applications are filed directly with DO’s,
.many kinds of interviews are conducted at the offices, and USCIS
staff is available to answer questions, provide forms, etc.

- Document

Recorded information, regardless of physical form or

_characteristics and is often used mterchangeably with “Record” '
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Term

I)efimtlonf ‘

| A security procedure requmng two people to be present to gain

E-filed ' -

Dual Control
: authorized access to a system resource (data, files, devices) or to
safe guard mail, applications, or fees.
E-file is the accepted term for electroruc ﬁlmg of forms over the

internet.

Employment Authonzatlon
Documentation

(EAD) A document 1ssued by the USCIS as evidence that the
holder is authorized to work in the United States.

Enforce Alien Removal Module

(EARM) Application that is accessed from inside of the Enforce
application. EARM replaced DACS in August 2008.

Enforcement Case Trackmg (ENFORCE) A case management system that integrates and
System supports functions including subject processing, biometric
identification, allegations and charges, preparation and printing of
appropriate forms, data repository, and interface with the national
: ‘ database of enforcement events.
Error Transmittal Sheet (ETS) A form used to ensure the transmittal, correction, and tracking of

_non-critical errors and flaws found during a review

Executive Office of Immigration
Review :

(EOIR) An organization within DOJ comprised of Immigration

Judges and the Board of Immigration Appeals who have

- responsibility for hearing cases in Immigration matters.

Expréss Mail

Generic term for next day delivery of mail using various private
carriers, couriers, and/or the US Postal Service.

Federal Acquisition Regulation

(FAR) The FAR is the primary regulation for use by all Federal
Executive agencies in their acquisition of supplies and services
with appropriated funds. Published and controlled by the General
Services Administration (GSA).

FBI fingerprint card (FD-258) : The form that is used to record an applicant’s
‘ - fingerprints for submission to the FBL.
FBI Fingerprint Query An automated USCIS database that tracks fingerprint results

Federal Bureau of Investigation

(FBI). DOJ agency that maintains fingerprint records in automated
form: USCIS submits fingerprint forms to the FBI to verify the
applicant’s identity and to detcrmme if the apphcant hasa cnmmal
record.

Federal Records Centér-

(FRC) Locations where federal records are stored. These centers
are under the control of the National Archives and Records
Administration (NARA)

Fee

Amount of money charged for the filing of a particular type of
application/petition., Fees must be submitted for exact amount (US
Funds), in form of check or money ordcr

Fee Exempt -

Fee is not required for action.

Fee Infraction

A fee instrument or group of i instruments not controlled by the
contractor in accordance with USCIS policies and procedures.

Fee Receipged Elsewhere

(FRE) Applications and/or petitions that were processed at another
USCIS location where the fee was removed and deposited before
being forwarded to a Service Center.

Fée ‘Waived

- Althougha fee is normally charged, the USCIS may make the

determination (based on criteria) not to require a fee for an
application and/or petition submitted to the Service Center.

Fees and Applichtidns Receipt

(FARES) A mainframe system that documents all the applications | .
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Term

Definition

and Entry System

and petitions received by all Service Centers and some Field
Offices.

File Connection

Accomplished when applications, petitions, and/or correspondence
are matched to and filed within the corresponding A-File.

File Control Office

(FCO) Any service center, asylum center, or field office—either a
District Office (including USCIS overseas offices) or a sub office
of that district—where alien case files are maintained and
controlled.

File Maintenance

The periodic updating of master files.

File Transfer Confirmation

(FTC) A CIS transaction (9503) which confirms the receipt of an
A-File by the requesting FCO.

File Transfer Indication

(FTT) A CIS transaction (9502) which indicates the status of a file
which has been requested for transfer. .

File Transfer Maintenance

(FTM) A restricted CIS transaction (9505) which updates transfer
status and information about an A-File.

File Transfer Request

(FTR) A CIS Transaction (9501) which initiates the transfer of an
A-File from the requesting FCO to another.

Filed

A case is filed when it is deposited on or in a shelf, box, cabinet or
other holding device waiting for the next action to be imposed
upon it.

Fingerprint Masthead and
Notification System

(FMNS) A software package utilized to complete the FD-258
Fingerprint Card Masthead information; FMNS includes field edits
to ensure masthead data is entered correctly; it prints 2-D barcode
data on the back of the FD-258, which is scanned by the Machine
Readable Data (MRD) process, and contains a scheduling module
which generates fingerprint scheduling notices in 2-D barcode.

Fiscal Quarter

(FQ) A 3-month period during the Fiscal Year (1" FQ: October 1-
December 31; 2™ FQ: January 1-March 31; 3 FQ: April 1-June
30; 4" FQ: July 1-September 30).
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Term

Definition

Fiscal Year

(FY) A 12-month period beginning October 1 and going through
September 30 of the following calendar year. FY is determined by
calendar year in which it ends.

Field

A specific section of an application or petition that requires data
entry (e.g. name, street address, country of birth,) A field may
consist of any number or combination of keystrokes.

Form

An application and/or petition provided through the mail,
electronically, or by the agency to have data entered from specific
fields on the form. The form may contain any number of fields
that require keying and may consist of one or more pages.

Fraud Detection and National
Security — Data System

(FDNS-DS) Case management system case management system
used to record, track, and manage immigration inquiries,
investigative referrals, law enforcement requests, and case
determinations involving benefit fraud, criminal activity, public
safety and national security concerns.

Fraud Detection Unit

(FDU) A unit within the Service Center that reviews applications
and/or petitions for suspected applicant fraud.

Freedom of Information (FOIA/PA) The Freedom of Information Act provides that any

Act/Privacy Act person has a right to request access to immigration records, except
those records exempted by the act. The Privacy Act provides legal
permanent residents and US citizens a right of access to records
filed and retrieved by their name or personal identifier.

Freedom of Information (FIPS) Automated case tracking and processing system for

Act/Privacy Act (FOIA/PA) Case | FOIA/PA requests.

Tracking

Government Provided Property

Supplies/equipment in the possession of or directly acquired by the
Government and subsequently made available to the Contractor
for use in performing services under a task order.

Graphical User Interface (GUI) The design and appearance of screens that includes icons,
pictures, pop-up menus, etc.

Green Card Alien Registration Receipt Card (Form I-151 or Form I-551).

Haitian Refugee Immigration (HRIFA) Signed into law on October 21, 1998, it provided

Fairness Act of 1998 immigration benefits and relief from deportation to certain Haitian

nationals. HRIFA allowed eligible Haitians to obtain LPR status
without applying for an immigrant visa at a U.S. consular office
overseas, and waived many of the usual requirements for this

benefit.

Harrisonburg File Storage Facility

(HBG FSF) Located in Harrisonburg, VA, the HBG FSF was
originally established in 1997 to serve as a repository for all non-
pending receipt files from the four Service Centers, as well as the
National Benefits Center. The Office of Records Management has
oversight for this facility.

I-551

Green Card; Alien Registration Card; Permanent Resident Card.
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Term

Definition

Identifiers

Anything that accompanies or is affixed to a file to clearly identify
the file contents, association to another file, routing, or processing
requirements. Identifiers include special handling or routing
sheets, color of folder, barcodes, address and human readable
labels, stickers, and required date stamps on applications/petitions.

Immigrant

Any person not a citizen of the U.S. who is residing in the U.S.
under legally recognized and lawfully recorded permanent
residence as an immigrant. Also known as “Green Card Holder”
or “Lawful Permanent Resident.”

Immigrant Visa Packet

Packet containing a Department of State (DOS) approved DS-230,
personal identification such as birth certificate, marriage certificate
and the originating paperwork presented to DOS for visa issuance
such as the I-130. This packet will be receipted and used for
initial Permanent Resident Alien card production.

Immigration and Nationality Act

(INA) The Act, which along with other immigration laws, treaties,
and conventions of the U.S., relates to the immigration, temporary
admission, naturalization, and removal of aliens.

Immigration Marriage Fraud
Amendments of 1986

Public law passed in order to deter immigration-related marriage
fraud. Its major provision stipulates that aliens deriving their
immigrant status based on a marriage of less than two years are
condition immigrants. If the aliens cannot show that the marriage
through which the status was obtained was and is a valid one, their
conditional immigrant status may be terminated and they may
become deportable.

Immigration Reform and Control
Act of 1986

(IRCA) Public law passed in order to control and deter illegal
immigration to the U.S. Its major provisions stipulate legalization
of undocumented aliens, legalization of certain agricultural
workers, sanctions for employers who knowingly hire
undocumented workers, and increased enforcement at U.S.
borders.

Internal Self-Inspection, Tracking
and Evaluation

(INSITE) A program used by USCIS to audit regulatory
compliance with agency policies and procedures.

Interagency Border Inspection
System

(IBIS) IBIS resides on the Treasury Enforcement
Communications System (TECS) at the CBP Data Center. A
system that tracks information on suspect individuals, businesses,
vehicles, aircraft, and vessels. IBIS terminals can also be used to
access NCIC records on wanted persons, stolen vehicles, vessels,
or firearms, license information, criminal histories, and previous
Federal inspections. The information is used to assist law
enforcement and regulatory personnel.

Integrated Card Production
System

(ICPS) The hardware and associated software used to manufacture
USCIS cards and Laser Visas for the Department of State, located
in Corbin, KY and the Nebraska Service Center.

Intent to Deny A notice sent by USCIS to an applicant or petitioner advising of
possible adverse action to be taken on an application or petition for
a benefit.

Interfile The act of identifying and placing loose material, or a set of
related documents, into the appropriate file.

Just In Time (JIT) System that is used to shelve files by category and received
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date. It promotes an automated file ordering system used by
adjudications officers.

Keying Change

A keying change constitutes a change in the number or type of
entry to a field or form. The change may consist of alpha to
numeric, numeric to alpha, a change in the number or size of each
field to be keyed, or the addition of fields.

Keystroke

Each character within a field that is keyed.

Labor Certification

A clearance issued by the Secretary of Labor certifying that with
regard to a prospective immigrant’s occupation: (1) There are
insufficient U.S. workers ready, willing and able to perform a
particular labor, and (2) that the alien’s employment in the U.S.
will not adversely affect the wages and working conditions of
similarly employed persons in the U.S. A labor certification is
required for certain applications for permanent residence.

Lawful Permanent Resident

(LPR) Any person not a citizen of the U.S. who is residing in the

| U.S. under legally recognized and lawfully recorded permanent

residence as an immigrant. Also known as “Green Card Holder”
or “Immigrant.”

Letters Express Program

Automated pre-printed letters that are mailed to applicants or
petitioners requesting additional information or evidence.

Lockbox

Facility where designated form types are mailed by applicants.
Forms are data entered and fees deposited, prior to shipping
acceptable files to the applicable service center.

Lot

The term “lot” shall mean “inspection lot” or “inspection batch”,
i.e., a collection of units of product from which a sample is to be
drawn and inspected to determine conformance with the
acceptability criteria, and may differ from a collection of units
designated as a lot batch for other purposes, for example in
production, at point of shipment, etc. (ANSI/ASQ Z1.4-2003
standard)
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Machine Readable Data

(MRD) 2D barcode information scanned from the FD-258
Fingerprint Card created by the FMNS to transmit FD-258
masthead information to the FBI and reduce the amount of manual
data entry required by the FBI. MRD is also used to verify receipt
of FD-258 Fingerprint Cards to and from the FBI.

Mail

Individually metered or franked envelopes or packages of any kind
which are incoming to the service center or outgoing from the
service center. '

Mailstop

Any location within the service center where the contractor
delivers or picks up mail, including individual workstations.

Manifest

A listing of the contents of a shipment, normally by package.
Normally, a manifest would be prepared for each box of files in a
shipment, for example.

Manual Rejects

An application or petition returned to the sender without having a
receipt number recorded in a USCIS IT system. Some data entry
in a manual reject database is required.

Manual Search Request

(MSR) A request sent to Headquarters to check microfilm for
existing old records and data input into CIS.

Marriage Fraud Amendment (MFAS) A USCIS automated database system for tracking and
System processing applications to terminate conditional residence status.
Motion A request to reopen a denied case and to reconsider the decision.
Motion on Appeal A request to re-open an appeal denied by the BIA or AAO.

National Archives and Records
Administration

(NARA) The agency which manages the RRC and the FRC.

National File Transfer System

(NFTS) An USCIS automated system that supports national file
tracking (replacement for RAFACS).

National Records Center

(NRC) A USCIS facility that serves as the central repository for
storage of active and inactive USCIS files. The NRC is located in
Lee’s Summit, MO.

National Visa Center (NVC) The Department of State facility which houses approved
petitions until visas become available, after which the petitions are
forwarded to the applicable American Consulate.

Naturalization The conferring, by any means, of citizenship upon a person after

birth.

National Data Integrity Project

(NDIP) A project to enable USCIS to track naturalization cases
through all stages of the process; USCIS stores A-Files and
Receipt Files in “buckets” to await the next stage in the process
and tracks their location by entering the bucket barcode and file
barcode into NFTS using a barcode wand.

Naturalization Quality Procedures

(NQP) An USCIS policy document designed to standardize and
document the processing, interviewing and adjudication of
naturalization applications, ensure accurate and effective
application of the laws, regulations, policies, and instructions
governing Naturalization.

New Forms

Any application, pétition, or other form.that requires keying and
has not been included in this task order.

Non-conformance/
Nonconformity

The departure of a quality characteristic from its intended level or

state that occurs with a severity sufficient to cause an associated
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product or service to not meet a specification requirement. When
a quality characteristic or a product or service is “evaluated” in

terms of conformance
requirements, the use
(Glossary and Tables,

to specification or performance
of the term nonconformity is appropriate.
or Statistics - ASQ press)

Non-Immigrant

An alien who seeks te

mporary entry to the U.S. for a specific

purpose. The alien must have a permanent residence abroad and
qualify for the non-immigrant classification sought. Non-

immigrants include;

foreign government officials, officials and

employees of international organizations, visitors for business and
pleasure, crewmen, ;%.ldents, trainees and temporary workers of

distinguished merit

d ability or who perform services because

U.S. workers are unavailable in the U.S.

Normal hours of operation

Normal hours of operation at a Service Center are between 6:00
a.m. to 11:30 p.m. onMonday through Friday, except for U.S.

Government holidays.

Notice of Action A document sent to respondent describing intended action on an
application/petition.

Notice To Appear (NTA) The "96 Act" requires that one charging document be used

to begin removal proceedings for inadmissible and deportable

aliens. The previous
122, were combined
To Appear.

documents, Order to Show Cause and the -
into a single charging document, the Notice

Office of Security Investigations

(OSI) USCIS Law Enforcement Agency

Ongoing Monitoring Monitoring processes over time to ensure ongoing compliance to
performance requirements, and the quality and timeliness of
services and deliverables

Open Database Connectivity (ODBC) A standard application programming interface for

accessing a database.

Other Mail - Case Related

Mail that is not admipistrative mail or an application/petition.

sent by other offices

| This mail consists mostly of interfiling, correspondence, and cards

for destruction.

Peak Period

The time(s) when the volume of work increases in direct response
to changes brought about by technological advances, USCIS

reorganizations, imp!ementation of new laws and policies, changes

in United States Government administration, or changing global

events.

Performance Requirement

Key service outputs of the task order that will be evaluated by the
USCIS to ensure adeguate contractor compliance.

Periodic Observation

Periodic observation

5 are planned assessment visits to a work area

intended to allow for| verification that processes are properly
implemented and ca:ried out, that all relevant documents and
procedures are availgble and correct and that the contractor’s

management team is
preventive action in {
conditions.

implementing effective corrective and
he event of significant non-conformance

.Permanent Resident Card

(PRC) A card that provides permanent documentation of residence

to an alien and allo

the alien to work and reside in the United
5 a “Green Card”,

States; also known a:
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Petition A form filed by an m¢1vxdual or organization seeking to classify
an alien for the issuance of a nonimmigrant or immigrant visa.

Petitioner One who files a petition on behalf of an alien.

Portable Barcode Reader (PBCR) A hand-held device that uses laser technology to read
specially formatted identification labels affixed to file folders,
documents, and shelves.

Portable Document Format

(PDF) Computer format of USCIS forms available on the USCIS
web site. ﬂT

Post Office Non-Deliverable
Security

(PONDS) Secured documents (e.g., EAD cards) returned to the
Service Center by the US Postal Service as non-deliverable. The
USCIS stores the document securely for up to 120 days. If the
applicant provides a new address, the Service Center mails the
document again. Otherwise, the Service Center destroys and
accounts for the document sometime after 120 days.

Premium Processing

A service that providt:as American businesses with the opportunity
to obtain faster processing of a petition or application to meet their
needs for a foreign worker Specifically, USCIS provides 15-
calendar day processmg to those who choose to use this service or
USCIS will refund the Premium Processing fee and the relating
case will continue to receive expeditious service.

Prep/Prepping

Preparing a work item for the next processing step. An example
would be prepping work for imaging may include removing
staples, straightening corners of documents, taping paper rips, and
inserting patch sheets, or verifying a completed action file against
the database record in preparation for archiving.

Pre-sort Contractor

A firm which has coﬂ@cted with the Government to sort mail by
zip codes prior to delivery of the outgoing mail to the USPS.

Preventive Action

Action taken to eliminate the root cause(s) of a potential
nonconformity, defect, or other undesirable condition to prevent
occurrence. The preventive actions may involve changes, such as
procedures and methods of Quality Management Systems, to
achieve quality improvement at any stage of the quality loop. [ISO
8402]

Program Manager

Responsible for managing records support services at the four
Service Centers loca*cd in California, Nebraska, Texas, and
Vermont. |

Quality Assurance

All the planned and systematic actions necessary to provide
adequate confidenceithat a product or service will satisfy given
stated or implied needs.

Quality Assurance Surveillance

The sum of all activities performed by the USCIS in the ongoing

monitoring of produ«L
meets or exceeds the

t quality, to confirm that reviewed product
stated requirements and needs.

Quality Assurance Surveillance

Plan

A plan document prepared by the USCIS describing the roles and

responsibilities, types of work to be performed, surveillance
methods and activities used and basic guidance to the Quality

Assurance Surveillar

ce Personnel for the assessment and

documentation of contractor product quality performance.
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Quality Control

(QC) The operationalitechniques and activities (and the use of
them) that sustain a quality of product or service that will satisfy
given needs. The goq] of Quality Control is to provide quality that
is acceptable and satisfactory, (e.g., safe, adequate, dependable and
economical). QC is performed by and the responsibility of the
Contractor. !

Quality Management

The totality of functions involved in the determination and
achievement of quality. Quality management is part of overall
management and includes Quality Control.

Quality Control Plan

A formal document, ﬁrepared by the contractor and approved by
USCIS HQ, defining how, and in what areas, the contractor will
perform quality control of the services provided to USCIS at the
service centers. }

Random Sample

A set of product or se:rvice output units that are selected in such a
manner that all combinations of units under consideration have an
equal chance of being selected as the sample.

RAP Sheet Police Record of Arrest and Prosecution

Receipt File Hard copy file created by the Service Center to hold an
application/petition, and all supporting documents for a particular
applicant.

Receipt Notice A document confirming receipt of application and/or petition by
USCIS.

Receipt Number An alphanumeric 13-character designator assigned by CLAIMS to
each case accepted for USCIS processing.

Receipted The process of accepting the application/petition and fee in data
collection.

Received When the Government or contractor takes possession. This can be

' of a physical object (mail, files, reports) or nonphysical (requests,
inquiries). i

Record A record consists of fields entered from a form. The record is the
electronic version of the form. Some forms will contain more than
one record.

Records Operation Handbook (ROH) The USCIS Office of Records policy manual that provides

service-wide guidance and procedures to be used in administering
the USCIS Records Program.

Records Retirement Center

(RRC) Managed by NARA.

Reengineered Naturalization
Application Casework System

(RNACS) A USCIS!centralized database system that supports the
processing of naturalization and nationality cases. RNACS
provides identification and background information on active
cases and tracks case status.

Refugee

Any person who is outside his/her country of nationality and who
is unable or unwilling to return to that country because of

persecution or a well founded fear of persecution.
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Refugee Asylum and Parole
System

(RAPS) A USCIS automated system which provides asylum case
tracking and reporting. RAPS is used by USCIS Asylum offices
to record biographical and asylum-related data for any alien

| applying for asylum. Service centers data collect I-589 and 1-881

forms into RAPS.

Refugee and Asylum Visa Packet

Packet containing a Department of State (DOS) approved refugee
visa, personal identification such as birth certificate, marriage
certificate and the originating paperwork presented to DOS for
visa issuance. This packet will be receipted and used for initial
Employment Authorization Card production. Required documents
may vary (e.g. 1-765,1-590, I-512, DS-Form 2053/2054, DS-
3024/3030, DS-3026, DS-3025, 1-730, 1-589, G-325C,...)

Region Any one of the four areas of the U.S. among which the USCIS
offices are divided for administrative purposes only—Northeast,
Southeast, Central and Western Regions.

Regular Work Hours See ‘Normal Hours of Operation’

Rejected Application An application or pet'jtion that is not accepted by the USCIS.

Remote File Maintenance Facility

(RFMF) A file storage facility located in Hamsonburg, VA that
houses completed receipt files.

Remoted Case A case sent to another USCIS office for adjudication.
Resident Alien Applies to non-U.S. citizens currently residing in the U.S.
Responsible Party Code (RPC) The code locatlon address for files in NFTS.

Responsible Party Filing System

(RPFS) A random storage and retrieval method that allows the
storage of A-Files in: available shelf space and that uses NFTS to
track shelf location. \

Representative A person who is entitled to represent another as provided in
USCIS regulations (i.e. attorney).

Request For Evidence (RFE) A request that is sent to either an applicant or petitioner to
submit evidence to overcome any deficiencies in the record of
proceedings. Normally sent on an I-72 form.

Resubmitted Case - A case previously rejected which has been returned to the
applicant/petitioner for additional information and is now
resubmitted to USCIS for action.

Rework Performance of services that were found to be defective as a result
of task order surveillance or other validated sources.

Sample One or more work re:quirements drawn from a population.

Sample Size The number of work|requirements selected for evaluation is the

' sample size. |

Sampling Guide A written procedure | that states what will be checked the standard
of performance, and how the checking will be done.

Sampling Plan A plan that indicates the performance requirement, the number of

' units from each lot/batch that are to be inspected (sample size and
the criteria for determining the acceptability or rejection), used to
develop the sampling guide.

Sensitive data Sensitive data includes privacy, proprietary, and personal data.

Separation of Duties The concept of requiiring more than one person to complete a task

Service A job which calls directly for a contractor’s time and effort and
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must be performed to the standard and within iho peiformance
‘requirement before the performance can be considered acceptable.

Service Center

(SC) Four offices established to handle the filing; data entry, and
adjudication of certain applications for immigration services and
benefits. Service Centers are not staffed to receive walk-in
applications or questions. -

Service Center Operations -

" | the Service Centers.. |

_(SCOPS) The USCIS organization that oversees management of

Special Search

Conducted locally in an attempt to find miSsing files and/or
documents.

Spike

A predictable rapid increase in the volume of form receipts at one
or more centers. Spikes result from some stimulus (e.g., first date
forms for a partnculaq time=sensitive benefit can be accepted,

- period immediately precedmg a fee increase, announced end of a
filing period for a paqticular benefit, etc.), and they can be
predicted at least 45 days before they occur. They are often

. limited to a specific l?lmg type (e.g., Form I-129 for anew H-1B
non-immigrant worker etc.).

Standard

An acknowledged measure of comparison.

Start-up Backlog

Contractor backlog tl,*iat the contractor inherits from the outgomg
contractor that must be addressed in the Start-up.

Student Entry Visa Information
System

| (SEVIS) A web-based system for maintaining information on

international students and exchange visitors in the United States.
SEVIS'is admmistered by the Student and Exchange Visitor
Program, a division of ICE.

Sub offices -

Offices found in some Districts that service a portion of the

District’s jurisdiction: A Sub office provides many services and
enforcement functio . Their locations are determined, in part, to
increase convemence to USCIS customers.

Supporting Documents

Documents accompanymg an application or petition that are
‘included in the file creation process.

Surge

An increase in the daily volume of data collection of more than
25% above the average daily data collection volumes for the
previous 20 business| days.

_Surge Report

A report, containing | built in formulas where daily, processed
volume totals from the Activity Report are posted. The surge
réport is used-to calculate and track the daily volume of more than
25% above the average daily received volumes for the previous 20
business days. On days where the volume exceeds 25% above the
calculated average daily received volumes the contractor is
‘relieved from timelniess standards for affected performance
réquirements. ..

V ‘Surveillance f

, Process of monitoring contractor performance by direct
_evaluation, observation, or other information source.

System Inquiry

A query of various computer databases used by USCIS.

System Update -

The addition and/or ‘haﬁge,vto information in the various computer
systems. ‘ B )

" Temporary File

(T-File) A file openkd when the original A-File cannot be located

'Attachment 9.1 - Definitions and Acronyms

1400216 -

139



Term

Definition

or pending receipt of the A-File from another office.

- Temporary Protected Status

(TPS) Establishes a l'pgislative basis for allowing a group of
people temporary refuge in the U.S. Under a provision of the
Immigration Act of 1990, the Attorney General may designate
nationals of a foreignistate to be eligible for TPS with a finding
that conditions in thaicountry pose a danger to personal safety due

to an ongoing armed conflict or an environmental disaster.

Terminal Digit Order

(TDO) A manual process of arranging A-Files on open file
shelving; the files are prefixed with the letter “A” followed by
either 7 or 8 digits; odd numbers are placed on the left tab of the
file jacket, and even numbers on the right tab; files are grouped by
the 3 terminal digits, then by the first 5 digits, for example, all files
with the last 3 digits {726 are placed together and sorted
numerically by the fifst 5 digits; i.e.,[—__'a__-—::}lould precede
d follow A 18 249 726).

Travel Booklet Documents

Documents required by a country for Alien travelers to enter that
country. Issued only!by the NSC.

Triage Process

A process that identifies a file when it enters a Service Center, for
batch process for an IBIS hit. If the batch produces a hit, the file is
sent to either an adjudicator or a Triage Unit (depending on which
Center it's in), where!it is determined if the IBIS hit was a match
for the applicant/petﬂhoner/beneﬁciary. If the hit is a match, the
Triage Unit will resolve it and send the file back to adjudications
for a decision.

Undeliverable Mail

Mail that is returned to the sending service center stamped non-
deliverable by the Urlhted States Postal Service (USPS). PONDS
are a subset of all non-deliverable mail.

U.S. Citizenship and Immigration
Services

(USCIS) On March 1, 2003, service and benefit functions of the
U.S. Immigration and Naturalization Service transitioned into the
Department of Homeland Security (DHS). The USCIS is
responsible for the administration of Immigration and
Naturalization adjud{’cation functions and establishing immigration
services policies and'priorities. Functions include adjudication of
immigration visa petitions, naturalization petitions, asylum and
refugee applications, and other benefit applications and petitions.

US Customs and Border
Protection

(CBP) The unified b:order agency within the Department of
Homeland Security (DHS). CBP combined the inspectional
workforces and broad border authorities of U.S. Customs, U.S.
Immigration, Animal and Plant Health Inspection Service, and the
U.S. Border Patrol.

US Immigration and Customs
Enforcement

(ICE) ICE is one component that completes Border
Transportation Security, which is under the Department of
Homeland Security. | The mission is to secure the nation’s air,
land, and sea borders. The largest investigative arm of the DHS,
ICE is responsible far identifying and shutting down
vulnerabilities in the nations’ border, economic, transportation and
infrastructure securit

Validated Customer Complaint

A derogatory report,jissued by the customer (any USCIS recipient

of the contractor’s products/services), which after investigation
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has been corroboratedi or supported on a sound authoritative basis
and recognized as a legitimate report of a contractor-caused or

contractor-responsiblé undesirable condition.

Validation

Confirmation by examination and provision of objective evidence
that the particular reqpirements for a specific intended use are
fulfilled. [ISO 8402]

Variance

An allowed deviation|from a requirement that is approved by the
Contracting Officer (CO). The Onsite COTRs will notify the HQ
COTR of any emergency situation that could potentially affect the
outcome of contractual performance.

Verification

Confirmation by examination and provision of objective evidence
that the specified requirements have been fulfilled. [ISO 8402}

www.USCIS.gov

Official web site for USCIS.

Waiver

An application submitted by an alien to overcome a ground of
ineligibility for a benefit.

Work Distribution Unit

(WDU) An ordering system designed to house files pending
adjudication until the:adjudicators are ready to process them; this
system provides an o gamzed method of housing files, trackmg
pending counts, and assngg_g work.

Work Folder

A file housing only n[on-record copies of correspondence or other
material; all such files are conspicuously annotated “Work
Folder”.

Working Day

The period of time that service centers are open for contractor
performance, 6:00 AM until 11:30 PM Monday through Friday.
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AAO - | Administrative Appeals Office
A-File . Alien File T
AM Administrative Manual =~
AFM Adjudicators Field Manual
~AQL Acceptable Quality Level
AR-11 Change of Address|
ASC - _Application Support Center
ASVVP Administrative Site|Visit and Venﬁcatlon Program
BIA Board of Immigration Appeals
C&A Certification and Accreditation
CBP Customs and Border Protection
Ccco Case Conitrol Office o
CDR Contract Discrepancy Report
CFDO Center for Fraud Detection Operation
CFV (Report) - Closed File Verification Report
CHAMPS _Correspondence Handlmg and Management Planning
' System
CIPS Centers Information Processing System -
CIS . | Central Index System
CLAIMS - .| Computer Linked ATppllcatlon lnformatlon and :
Management System . . ‘
CO Contracting Officer, o
COOP - Continuity of Operations Plan
"COTR . . | Contracting Officer’ s--Tech'nical Representative
CP " | Contingency Plan '
CPAU | ‘Contract Performance Analysns Umt
CRIS CAP Receipt Information System (Database)
CRU. : .- | Case Resolution Unit 3
:DAAG.- - .| Daily Activity Report °
'DAC R " | Discretionary Access Control
DACS . n Deportable Alien Control System
DLEA . ¥ Designated Law Enforcement Agency - .
DHS Department of Homeland Security
DO | District Office -
| DOJ. Deépartment of Justice . :
.| EAD.- - Employment Authq rlzatlon Document
EIN R Employee Identification Number
ENFORCE L Enforcement Case Tracking System
| EOR - 'Executive Office of Immigration Review
FARES Fees and Application and Entry System
© ' Attachment 9.1 - Definitions and Acronyms -. - - ’
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FBI Federal Bureau of Investigation

FCO File Control Office |

FDU Fraud Detection Unit

FIPS Freedom of Information/Privacy Act System

FISMA Federal Information Security Management Act of 2002,
November 25, 2002

FMNS Fingerprint Masthead and Notification System

FRC Federal Records Center

FRE Fee Receipted Elsewhere

FTC File Transfer Confirmation

FTE Full Time Employee

FTI File Transfer Indication

FTM File Transfer Maintenance

FOIA/PA Freedom of Information/Privacy Act

FQ Fiscal Quarter

FTR File Transfer Request

FY Fiscal Year |

GUI Graphical User Interface

HBG FSF Harrisonburg File Storage Facility

HRIFA Haitian Refugee Immigration Fairness Act of 1998

1&A User Identification and Authentication

IBIS Interagency Border Inspection System

ICE Immigration and Customs Enforcement

ICPS Integrated Card Production System

IDENT Automated Biometric Identification System

INA Immigration and Nationality Act

IRCA Immigration Reform and Control Act

ISSM Information Systems Security Program Manager

LPR Lawful Permanent Resident

JIT Just in Time

MADR Maximum Allowable Defect Rate

MFAS Marriage Fraud Amendment System

MRD Machine Readable Data

MSR Manual Search Request

NARA National Archives and Records Administration

NCIC National Crime Information Center

NDIP Naturalization Data Integrity Project

NFTS National File Transfer System

NIST National Institute of Standards and Technology

NQP Naturalization Quality Procedures

NRC National Records Center

NTA Notice to Appear
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NVC National Visa Center
OCIO Office of Chief Information Officer
ODBC Open Database Connectivity
OIT Office of Information Technology
PAS Performance Analysis System
PBCR Portable Barcode Reader
PDF Portable Document Format
PIA Privacy Impact Assessment
PICS Password Issuance Control System
PIl Personal Identifiable Information
POA&M Plan of Action and Milestone
POE Port of Entry
PONDS Post Office Non-Deliverable Security
PRC Permanent Resident Card
PWS Performance Work Statement
QASP Quality Acceptance Surveillance Plan
QC Quality Control
RA Risk Assessment
RAFACS Receipt and Alien File Accountability and Control System
RAPS Refugee Asylum and Parole System
RFE Request for Evidence
RMS Risk Management System
RNACS Re-engineered Naturalization Application Casework
System |
RNG Random Number Generator
ROH Records Operation Handbook
RPC Responsible Party Code
RPFS Responsible Party Filing System
RRC Records Retirement Center
SBU Sensitive but Unclassified
SC Service Center — (¢SC-Califomia; NSC-Nebraska; TSC-
Texas; and VSC-Vermont)
SCOPS Service Center Operations
SDLC IT Security in the Systems Development Life Cycle
SEVIS Student Entry Visa Information System
SNAP Scheduling, Notification of Applicants for Processing
SOP Standard Operating Procedures
SORN System of Records Notification
SSSp Sensitive System Security Plan
ST&E Security Test and Evaluation
TAF Trusted Agent FISMA
TDO Terminal Digit Order
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TDPS I-512L Travel Document Production System
TECS Treasury Enforcement Communications System
TPS Temporary Protective Status

T-File : Temporary File

USCIS US Citizenship and Immigration Services
USPS US Postal Service |

WBS Work Breakdown Structure

WDU Work Distribution Unit

WOTS Work Order Tracking System
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Attachment 9.2 - Government Provided Property

|
The Government will provide onsite contractor personnel with office workstations,

computers, peripherals, and office supplies. The goveri;lment shall not provide computer
equipment, items, or supplies supporting contractor efﬁ?rts not in support of either of
these task orders. Contractor provided IT equipment sl}all not be connected to any
USCIS network, system, or equipment without the written authorization of the COTR and
shall conform with the DHS Information Security requirements set forth in DHS 4300.
|

The Contractor shall require onsite personnel to utifize USCIS electronic mail (e-
mail), the telephone system, and other networks to communicate within the Service
Center, between USCIS operations, and with USCIS SCOPS Headquarters. All these
systems are Government provided and subject to audits and monitoring by the
Government. The contractor shall notify its personnel that there shall be no expectation
of privacy on any USCIS systems. '

The contractor shall operate Government provided equipment in accordance with
USCIS procedures and manufacturer’s specifications.

The contractor shall initiate and track maintenance calls and/or service requests for
Government provided IT equipment to the DHS help-desk. Contractor shall notify the
COTR of any repair needs and/or problems with maintenance/service contractor activities
within ONE HOUR of each occurrence.

The contractor shall initiate and track maintenance calls and/or service requests for
Government provided (non IT) equipment according to the manufacturer’s recommended
schedule, if one is available. The contractor shall initiate and track repair requests and
ensure that all repairs performed are complete and thatTthe equipment is operating as
required. Contractor shall notify the COTR of any repair needs and/or problems with
maintenance/service contractor activities within ONE }IOUR of each occurrence.

|

The Government provides computer workstations and software in various hardware
configurations, and reserves the right to upgrade, add, helete, or replace equipment and
software. Current equipment and software in use includes, but is not limited to the
following table: L]

TYPE Hardware/Software

CPU e Dell Optiplex GX|]
Dell Optiplex GX[110
Dell Optiplex GX{150
Dell Optiplex GX240
Dell Optiplex GX260
Dell Optiplex GX270-
Dell Optiplex 620,
Dell Optiplex 745
Dell Optiplex 755

Attachment 9.2 - Government Provided Property
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Hardware/Software

Dell Optiplex 760 ’
Dell Optiplex 780

Monitors

Dell 700FP

Dell 1900FP
Dell 2007WFPB
Dell 2009WFP
Dell 2409WFP
Dell D1028L
Dell M781P
Dell M782

Dell P1130

Printers

Datamax DMX I-4206 Barcode Printer
Datamax DMX 1-4;208 Barcode Printer
Hewlett Packard Laser Printer HP1100

Hewlett Packard Llaser Printer HP1200/1220

Hewlett Packard L’aser Printer HP4000
Hewlett Packard L!aser Printer HP4100
Hewlett Packard Laser Printer HP4050
Hewlett Packard Laser Printer HP4550
Hewlett Packard Laser Printer HP4600
Hewlett Packard ]Jaser Printer HP8000
Hewlett Packard Laser Printer HP8100

Hewlett Packard [Jaser Printer HP8150

Hewlett Packard loticc: Printer HP-M/800/4050DN
Hewlett Packard LaserJet Printer/Scanner HP3020

Hewlett Packard LaserJet 8000DN
Hewlett Packard LaserJet 9050N
Dell 1710N/1720N Printer

Dell 2330N Printer
Dell 3130CN Printer
Dell 5100N Color [Printer
Dell 5110CN Printer
Dell 5310N Printer
Dell 5330DN Printer
Xerox 7760 DN Printer
Lexmart C935DN
DBM-810 Check Franker

CBM-820 Check Franker Printer

Scanners

- Hewlett Packard HP3020
Hewlett Packard HP6300C
Hewlett Packard HP7400C
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Hardware/Software |

Hewlett Packard I:LIPSZSO

Hewlett Packard Scanjet 5590

Fujitsu Scansnap $1500

Welch Allyn 2380 Barcode Wand

Hand Held Prodycts Dolphin Barcode Scanner
Hand Held Products Dolphin 7850 Barcode Readers
Hand Held Products Laser Barcode Scanner
Symbol 2D Laser!Barcodc Scanner

Dolphin 7200 portable scanner

Fax Machines

Kyocera LDC 870’

Brother Intellifax 1}750E
Hewlett Packard 910
Canon Model 710

Canon Model LC3|1 70
Canon LASER CLASS 510
Xerox M151

Mailroom Equipment

Pitney Bowes Mai;l Machine
UF570 Mail Machine
Paragon Mail Machine
Pallet Jack
Omation Machine
Taper Machine
Pitney Bowes Opener
Pitney Bowes Postal Scale
Postal Meters
Automated Folders
Third Party Courier Machine

Automated Signature Machine

Martin Yale 400 Jogger

Hasler Mail Machine with Postage Meter
Formax Folder
Folder/Stuffer with Postage Meter
Omation Letter Opener

Inserter
Folder/Inserter
Stacker/Conveyer

Software

* & & ¢

Adobe Acrobat S.Q
Adobe Acrobat 6.0 Professional
Adobe Acrobat 8.6 Professional
Adobe Acrobat Reader 9.0
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TYPE Hardware/Software
' e Adobe Acrobat Reader 9.1.2

e McAfee Anti Viru% 851
Arcserve 7.0 McAfee

Microsoft Internet [hixplorer 6.0
Microsoft Office 97

Microsoft Office 2|000

Microsoft Office 2903

Microsoft Windows 95
Microsoft Windov\‘ls 2000
Microsoft Windows NT 4.0
Microsoft Windov¢s XP

WINZip 10

SNAGIT 7.0

Novell 4.11 Televn’ew (A2B) 3.31

® & & & & & o o ¢ & o o

Lanier Model LD265
Canon Imagerunn T 5000
Ricoh AFICIO MP5500
Ricoh MP6000
Ricoh 2051

Copiers

Miscellaneous ¢ Check Endorser Printer

The Government provides access to various computer systems, when needed in the
performance of duties, and reserves the right to upgrad| , add, delete, or replace access.
Contractor provided IT equipment shall not be connected to any USCIS network, system,
or equipment without the written authorization of the COTR and shall conform with the
DHS Information Security requirements set forth in DHS 4300. Current software in use

includes, but is not limited to the following table:

Systems e Address Request (AR-11)
e Central Index System (CIS)

o - Computer Linked Application Information Systems
(CLAIMS3-LAN)
o Computer Linked ipplication Information Systems

(CLAIMS4)
e Computer Linked Application Information Systems
(CLAIMS Mainframe)
¢ ENFORCE/IDENT 5.4
o Fees and Applications Receipt and Entry System
(FARES)
o Federal Bureau of Investigations (FBI) Fingerprint
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Query FD-258 Tracking System

Interagency Border Inspection System (IBIS/TECS)
I-512L Travel Docuiment Production System (TDPS)
Image Storage and Retrieval System (ISRS)
Freedom of Information Act/Privacy Act (FOIA/PA)
Case Tracking (FIPS)

Marriage Fraud Amendment System (MFAS)
National File Tracking System (NFTS)

Refugee Asylum an!d Parole System (RAPS)
Scheduling, Notification of Applicants for Processing
(SNAP)
Student Entry Visa Information System (SEVIS)
¢ E-filing
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Attachment 9.3 - Cﬁfren_tly ‘Required Screen Prints

As noted throughout the Performance Work Statement, the
Centers are broad and multi-faceted. In supporting the Adj
processing of appllcatlons and/or petitions for benefits, the
screens from various USCIS automated systems. As with ¢
form type, the screen prints are done in the mail room, dat3

Examples of the various screen prints requirements include:

For I-130s, the California Service Center requires up t05d
Service Center requires up to 13 dlﬂ"erent screen prmts an,
_to 8 different screen prints.

contractor duties within the Service
udications program and the
contractor is responsible for printing
,orts, dependmg on the Center and the ~

ifférent screen prints; the Nebraska
d Vermont Service Center requires up

For I-589s, the Califomia, Texas and Vermont Serviéé Ceztcr requlres up to 5 different screen

prints; and, the Nebraska Service Center requires up to 3 s

The following pages contain screen print.requirement charts by foxfm for each of the four centers.

reen pnnts

entry, and/or the file room task areas.
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1-485
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'Texas—TSC‘
I-7306 Out Country

I-765 EB

|_RFE over 9o days S
' X* GUI Screen print included when-

I-131 Concmrent

“I-140

T-730 In Country
1-765 (Other) _

Form Type
1-817

I-102
I-290B
1-485
I-589
I-601
1-765 (CB)
_I-824_
‘EQIR .
EQIR-29
IBIS )
N-565

principal is @ NRC
1 X Added/Changed
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Attachment 9.4 — Data Entry Fields for Applications/Petitions Performed in Data Collection

Tier 1 Average Tier 2 Average

Forms Fields Forms Fields

1-907 * S 1-290B 31

Biometrics I-751 GUI

Fee 7 (CRI-89) 31
1-829 GUI

[-407 8 (CRI-89) 31

1-485 (EOIR) 13 1-589 32

1-589 (EOIR) 13 1-129F 32

Scanning I-

89 13 EOIR-29 32

Scanning I-

765 13 [-539%** 32

G-28 ** 13 1-824 33

N-600K 13 DS-230 34

1-881 14 1-360 34

1-193 15 [-129%#* 34

N-470 15 [-120CW»** 35

N-600 15 1-485 35

1-192 16 I-131 37

1-905 16 1-817 38

N-565 17 1-765 39

I-191 17 1-140 39

1-612 18 1-130 41
1-751

1-601 19 (MFAS) 43
1-829

1-687 19 (MFAS) 44

1-865 19 1-914 59

1-212 19 [-918 59

I-730 20 1-929 64

FD-258 21 N-400 108

1-864 23

1-690 23

1-102 24

1-694 24

1-698 24

1-914A 24

[-018A 24

1-526 25

1-90 25

1-821 28

1-290C 28

1-1298 28

1-181 29

N-644 30

* [-807 This process when
done concurrently during data
collection of the underlying
form is not separately
counted or compensated per
unit. The additional data
entry required should be
included with the data entry
required for the underlying
form to arrive at the complete
work requirement for the
combination of the two.

**(3-28 This process when
done during data collection of
the underlying form is not
separately counted or
compensated per unit. The
additional data entry required
should be included with the
data entry required for the
underlying form to arrive at
the complete work
requirement for the
combination of the two.
When performed for
individually filed G-28s the
data entry required updates
existing records as a file
operation.

***1-129, I-129CW and I-539
These forms may be filed with
multiple beneficiaries. Each
named beneficiary requires a
minimum of 8 additional data
fields. Offerors should take
this additional data
collection requirement into
consideration when
arriving at the complete
work requirement for these
forms. See the individual
form filing instructions and
service center specific SOPs
for details.
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Commonly Performed File Operations Requiring Data Entry

Procedures Average Fields
Address Change 10
AR-11 10
I-512L 11
G-28 13
SNAP Scheduling 18
A-File Create ¥*** 20

*¥**+* A-File Create This process is done in CIS. This progess when done during data collection
of the underlying form is not separately compensated per unit. The additional data entry required
should be included with the data entry required for the underlying form to arrive at the complete

work requirement for the combination of the two.
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Attachment 9.5 — SCOPS — Daily Activity Report Glossary

Mail Operations

Process/Form

Definition

Comments

Incoming Mail-Regular Handling

Action associated with accepting, screening, sorting, and

“| forwarding incoming Regular Handling mail. Regular

Handling mail is defined as routine mail delivered by, or
picked at, the U.S. Postal Service.

incoming Mail that contains applications or petitions. Each
separately sealed and franked envelope or package is
counted as one piece of Incoming Mail. This line should
only contain those pieces of incoming mail that have
applications or petitions.

Incoming Mail-Special Handling

Action associated with accepting, screening, sorting, and
forwarding incoming Special Handling mail. Special
Handling mail is defined as mail delivered by bonded
carriers (i.e. FedEx, UPS, DHL, etc.) or includes return-
receipts or certified mail delivered by the U.S. Postal
Service.

Incoming Mail that contains applications or petitions. Each
separately sealed and franked envelope or package is
counted as one piece of Incoming Mail. This line should
only contain those pieces of incoming mail that have
applications or petitions.

Incoming Files-Regular Handling

Action associated with accepting, screening, sorting, and
forwarding incoming files delivered by, or picked up at, the
US Postal Service.

incoming Files are A-files, T-files, receipt files or any other
USCIS file. Each file is counted as one piece.

Incoming Files-Special Handling

Action associated with accepting, screening, sorting, and
forwarding incoming Special Handling files, delivered by

| bonded carriers_(i.e. FedEx, UPS, DHL, etc.).

Incoming Files are A-files, T-files, receipt files or any other
USCIS file. Each file is counted as one piece.

Incoming Mail-Administrative

Personal, administrative, EEO and other "restrictive mail"; it
can include congressional mail; does not include mail with
petitions/applications.

Each separately sealed and franked envelope or paékage
is counted as one piece of Incoming Mail. Each magazine,
newspaper, efc, is counted as one piece.

Incoming Other Mail-Case Related

Is all mail that is not included in Administrative Mail or
included as incoming applications, petitions or files,
General correspondence of all kinds, including responses
to requests, is included in this count.

Each separately sealed and franked envelope or package
is counted as one piece of Incoming Mail. Each magazine,
newspaper, etc, is counted as one piece.

Outgoing Mail-Regular Handling

Action associated with preparing, metering/stamping, and
wrapping outgoing Regular Handling mail. Regular
Handling mail is defined as routine mail delivered to, or
picked-up by, the U.S. Postal Service or a designated mail
pre-sort contractor.

Each separately sealed and franked envelope or package
is counted as one piece of Outgoing Mail.

Attachment 9.5 — SCOPS _ DAAG Glossary
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Outgoing Mail-Special Handling

Action associated with preparing, metering/stamping, and
wrapping outgeoing Special Handling mail. Special Handling
mail is defined as mail to be transported by bonded carriers
(i.e. FedEx, UPS, DHL, etc.) or requires return-receipts or
certified for mail delivered by the USPS.

Each separately sealed and franked envelope or package
is counted as one piece of Outgoing Mail.

Outgoing Files-Regular Handling

Action associated with preparing, metering/stamping, and
wrapping outgoing Regular Handling files. Regular
Handling mailed files are defined as files delivered to, or
picked-up by, the U.S. Postal Service or a designated mail
pre-sort contractor.

Qutgoing Files are A-files, T-files, receipt files or any other
USCIS file. Each file is counted as one piece. Does not
include files shipped in bulk by commercial trucking firms.

Outgoing Files-Special Handling

Action associated with preparing, metering/stamping, and
wrapping outgoing Special Handling files. Special Handling
files are defined as files to be transported by bonded
carriers (i.e. FedEx, UPS, DHL, etc.) or requiring return-
receipts or certified for mail delivered by the USPS.

Outgoing Files are A-files, T-files, receipt files or any other
USCIS file. Each file is counted as one piece.

Attachment 9.5 — SCOPS _ DAAG Glossary
182 of 216




Mail Operations SubTotal

Total of all rows above

informational Counts

These quantities are already included in the Incoming Mail
count.

Returned Undeliverable — All non-
PONDS mail

The number of returned mail pieces that do not include
documents listed below.

This count when added to the counts below will equai the
total of returned mail.

Returned PONDS, 1|-766 cards

The number of |I-766 cards received via return mail or Post
Office Non Deliverables.

This count is the number of 1-766 cards. Count as
completed only after all documents are manifested and
processed.

Returned PONDS, I-551 cards

The number of |-551 cards received via return mail or Post
Office Non Deliverables.

This count is the number of I-5651 cards. Count as
completed only after ali documents are manifested and
processed.

Returned PONDS, I-512L
Authorization for Parole of an Alien
into the United States

The number of I-512L documents received via return mail
or Post Office Non Deliverables.

This count is the number of I-5612L documents for Advance
Parole. Count as completed only after ali documents are
manifested and processed.

Returned PONDS, Re-entry
permits

Returned PONDS, Refugee Travel
Document

The number of re-entry permit documents received via
return mail or Post Office Non Deliverables.

The number of Refugee Travel Documents received via
return mail or Post Office Non Deliverables

This count is the number of documents for Re-entry
Permits. Count as completed only after all documents are
manifested and processed.

This count is the number of Refugee Travel Documents.
Count as completed only after all documents are
manifested and processed.

297
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Data Collection

Process/Form

Definition

Data Entry Comments

Biometrics Fee

Biometric Fees, submitted alone for certain petitions that
were initially accepted without payment.

These are most often fees sent in response to USCIS
requests. Do not include fees inciuded with an original
petition filing.

EOIR-29 Notice of Appeal to the Board of Immigration Appeals to Filed to appeal a denied |-130 or I-360 Widow(er)
Decision of Director.

FD-258 Fingerprint cards received without another filing. IAFIS scanning and collection of data fields.

1-102 Application for replacement/initial nonimmigrant
arrival/departure record.

1129 Petition for a Nonimmigrant worker: types include: Includes all categories not enumerated below
H,L,OP,QRW. , '

1-129 (H1B CAP) Application for nonimmigrant worker for temporary worker Subject to an annual CAP limit, currently set at 65,000 for

or training.

FY2011

1-129 (H1B Master
CAP) ‘

Application for nonimmigrant worker for temporary worker
or training

Subject to an annual CAP limit, currently set at 20,000 for
FY2011

1-807/1-129 Expedited with form 1-907 & fee for USCIS assigned

(Premium) petitions. This is when the I-907 and 1-129 were filed
together.

1-807/1-129 Expedited with form |-807 & fee for USCIS assigned Included in the 65,000 CAP -

(Premium H1B petitions. This is when the 1-807 and 1-129 were filed

CAP) together.

1-907M1-129 Expedited with form I-807 & fee for USCIS assigned Included in the 20,000 CAP

{(Premium H1B petitions. This is when the 1-907 and 1-129 were filed

Master CAP) together.

1-129 Total | This is a total of all I-129s listed above CSC and VSC

1-129CW Petition for a Nonimmigrant Worker from the CSC only. Expected to begin late 2010.
Commonweailth of the Northern Marianas Islands

I-129F Petition for Alien Fiancé(e) CSC and VSC

1-128S Nonimmigrant Petition Based on Blanket L Petition. Sometimes data collected but more often interfiled only
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1-130

Petition for Alien Relative.

Application to Extend/Change Nonimmigrant Status.

1-131 Application for Travel Document Used to apply for an Advance Parole Document, Re-entry
' Permit, or Refugee Travel Document.

1-140 lmmrgrant Petition for Alren Worker. NSCand TSC .

1-907/1-140 - Expedited with form 1-907 & fee for USCIS assrgned

{(Premium) _ petitions. This is when the I- 907 andl- 140 were filed

T : together. )
1-181 Memorandum of Creatlon of Record of Lawful Permanent | Update systems after Lawful Permanent Residence has
L Residence. . -1 been approved. This process is only for cases that cannot
. be sent through other card producing processes Only Copy
'" - 3 of this form should be Data Collected ‘ .
-191 Application for’ Advance Permlssmn to Return to -
S ‘| Unrelinquished Domicile, ]
-192 - Application for Advance Pern*nssuon to enter as
T Nonimmigrant. . -

-1-193° Application for Waiver of Passport andlor Visa.

212 . Application for Permission to Reapply for Admission into

the United States After Deportation or Removal
{-290B Notice of Appeal or Motion . :
I-280C" Notice of Certification. Issued by Serwce Center Directors. Notlﬁes petrtroner they
' = : : L may submit a final written statement.

1-360 o Petition for Amerasian, Widow(er), or Special immigrant. .
_1-907/1-360 Expedited with form 1-807 & fee for USCIS assigned
" (Premium) petitions. This is when the 1-807 and 1-360 are ﬁled

e together. , - .

-1-407 Abandonment of Resident Status. TSConly - -

1-485 Application to Register Permanent Resrdence or Adjust :

’ s Status. : : .-
1-485 (EOIR) - Immigration Court authonzes forms of various types to be’ | TSC only. The Executive Office for Immigration Review.
- - accepted by USCIS. These are all data collected as an |- . : ' BN
485 to schedule biometrics and background check. - -
1-5626 _Immigrant Petition by Alien Entrepreneur. CSC only
1-639

CSC and VSC
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Application for Asylum and for Withholding of Removal

Utilizing the RAPS system. A separate A-file should be

589
. created for the spouse and each child on the 1-589 if they
. v . . . . have no pre-existing A-file.
1-589 (EOIR) Application for Asylum and for Withholding of Removal NSC Only. This is the Defensive Asylum Applrcatlon with
- . ' - o . Immigration Court.
11-601 . -Application for Waiver of Grounds of Excludability.
-612 ‘Application For Waiver of the Foreign Resrdence CSC is currently receipting all publicly filed cases. VSC"
Requrrement processes cases sent directiy by the Uhited States L
s - :i . ) _Information Agency (USIA)
i 1-687 - - Appltcatron for. Status asa Temporary Resndent Under‘ CSC and TSC .
_ Section 245A. o ' -
[-690 " | .Application for Walver of Grounds of Inadmlssmrllty Under . CSC-andTS_C
1 Sections 245A or 210. - - - - IR _
1-694" Notice of Appeal of Decision.Under Sectlons 245A 0r210. | CSCand TSC o ST s
I 698 - | Application to Adjust Status from Temporary to Permanent . o SR :
A+ o | Resident Under Section 245A of Public Law 99-603. CSC andTSC - . - L
I- 730 Refugee/Asylee Relative Petition. NSC and TSC D ~ N

11-757(C3 GUI)

Petrtron to Remove Conditions on Resrdence

.1 VSCand CSC. Thrs is the Brometncs module process of the
|1-751 for the principal and each derivative requiring

Biometrics capture. CLAIMS3 receipts as a CRI-89.

- 1-821

| 1-751 (MFAS). Petition to Remove Conditions on Residence:: +1'VSC and CSC. Thls is the data collection into the MFAS :
’ L vsystem‘

1-765 | Application for Employment Authorization.
1-817 Application for Family Unity Benefits.

- ‘| Application for Temporary Protected Status.
1-824 Application for Actlon on an Approved Application or

: - Petition. ‘ : ]

1-829 (C3 GuUh. - Petrtlon by Entrepreneur to Remove Condltlons CSC only Thls is the Biometrics module process of the I-

’ T ) : 829 for the principal and each derivative reqiiring Blometncs

o ‘ . capture. CLAIMS3 receipts as a CRI-89

1-829 (MFAS). Petition by Entrepreneur to Remove Conditions "CSC only. This is the data collection into the MFAS system.
‘1-864 Affidavit of Support Under Section 213A - Predominantly.at TSC and CSC concurrently with a DS-230
1-865 ‘ ‘

Sponsor's Notice of Change of Address
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M-881

Application for Certificate of Citizenship and Issuance of
Certificate Under Section 222, .

Appllcation for Suspension of Deportation.or Special Rule | CSC and VSC. Fee deposit in CLAIMS 4. Data collected in
. Cancellation of Removal. (NACARA) RAPS.
1-80 . “Application to Replace Permanent Residence Card. NSC Only
-805 Application for Authorization to Issue Certification for . NSC Only
Health Care Workers. _ _ . .
1-907 (1-129 - Request for Premium Processing Service VSC and CSC. Count here if I-907 comes in to upgrade a
Upgrade) . - . , previously filed I-129 application
1-807 (1-140 Request for Premium Processing Service 1. TSC and NSC. Count here if I-907 comes in to upgrade a
Upgrade) o : R previously filed I-140 application.
1-907 (I-360 Request for Premium Processing.Service Count here if I-907 comes in to upgrade a prewously filed I--
.| Upgrade) ) ‘ 0 360 application
“1-914 Application for T Nonimmigrant Status. -VSC only. Data collected in. MS-Access database Includes
. o ’ data collection of Supplement B. ,
- ‘1-914A Supplemental A, Application for lmmedlate Famlly : VSC only. Data collected in MS-Access database
] ‘Member of T-1 recipient. ’ ’
1-918 Petltlon for U Nommmlgrant Status VSC only. Data collected in MS—Access database Includes
1 ' ' . | data collection of Supplement B.- :
[-918A Supplemental A Petltlon for Quallfylng Famlly Member of | VSConly. Data collected in MS-Access database}
U-1 Recipient. .
1-929 Petition for Qualifying Famtly Membertof au1 VSC only Data collected in MS-Access database.
T Nonimmigrant. . o . . . '
N-400 Application for Naturalization.’ : S
N-400 (Military) Application for Naturalization from Mllltary Personnel and ‘| NSC oniy
v | eligible spouses. o -
1 N-470 .| Application to Preserve Residence for Naturahzatuon
Purposes. . Co ] -
N-565 - Application for Replacement of Naturallzatlon Cltlzenshlp - TSC and NSC
) : Document.
N-600 . Application for Certificate of Citizenship. ! .
N-600K" - For a child who regularly resides abroad to claim U.S.

- | citizenship based on parentage.

Attachment 8.5 — SCOPS _ DAAG Glossary

167 of 218




N-644

Application for Posthumous Citizenship.

CSC only

DS-230 Application for Immigrant Visa and Alien Registration. CSC & TSC Only. Department of State form. Included in
Immigrant Visa Package.

Scanning -89 Card Data Collection Form Prepared by DHS agencies and sent to service centers for

Biometrics ’ card production. Includes Scanning of Photograph, index

fingerprint and signature and data collection of {-89 data
fields

Scanning I-765

Application for Employment Authorization.

Scanning of Photograph and/or index fingerprint and/or

Biometrics signature accompanying an |-765
Data Collection All Data Collection Totals Above
Sub Total

Informational
Counts

Rejects, System

Rejected & returned applications, petitions, or other
documents, that are processed in CLAIMS 3 and returned
back to filing party due to fee or signature issues. The
applications or petitions will be issued a rejected receipt
number by CLAIMS 3.

Before counting as a reject make sure that the
application/petition has also been counted as a particular
form processed in Data Collection. This is because a
permanent USCIS record has been created.

Rejects, Manual

Rejected & returned applications, petitions, or other
documents, that are processed manuatly and returned
back to filing party due various issues. Manual rejects will
contain generic reject notices and be logged for tracking
purposes.

These are processed back to filing party before any systems
data collection activity with pre-printed form letters. A
permanent USCIS record has not been created, but a
temporary database record will be retained to document the
rejection.

A-File Create I-140

A-File created for an Alien Worker Petition

Performed during Data Collection

A-File Create 1-360

A-File created for a Special Immigrant Petition

Performed during Data Collection

L9T
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A-File Create I-485

A-File created for a Permanent Resident Adjustment

Performed during Data Collection

A-File Create |-589

A-File Created for Principal, Spouse or child on an I-589

One data collection in RAPS for the I-589 may result in
several A-file creates. For this form only, each A-File
created will be counted as one data collection for
compensation instead of counting the number of 1-588 in
RAPS

A-File Create |I-730

A-File Created for a Relative of a Refugee or Asylee

Performed during Data Collection

A-File Create 1-881

A-File Created for an Applicant to Suspend Deportation

Performed during Data Collection

A-File Create
immigrant Visa
Packet

A-File Created for an Immigrant Visa Packet

Performed during Data Collection of the DS-230

A-File Create Other

A-File Created for any other form

Performed during Data Collection for any other form -
requiring this as a Standard Operating Procedure.

File Operations

Definition

Comments

Address Changes - | Number of completed address changes in USCIS This count is the number of records updated in USCIS

Returned Mail systems, : systems from returned mail. Multiple records may be
updated from one returned mail.

Address Changes - | Number of address changes on AR-11 Form that are This count is the number of records updated in USCIS

AR11 completed in USCIS systems. systems from AR-11. Multiple records may be updated from
one AR-11.

Address Changes - | Number of completed address changes in USCIS This count is the number of records updated in USCIS

SRMT System systems. systems from SMRT. Multiple records may be updated from
one SRMT.

Address Changes - | Address changes from correspondence and other sources | This count is the number of records updated in USIS

All Other Sources

than USPS.

systems from correspondence. Multiple records may be
updated from one correspondence.

Address Changes
Total

Total of all address changes above.
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.A-File Create I-

129F

| Action associated with creating a new A-File in CIS and

NFTS utilizing pre-numbered folders provided by USCIS.
Once the subject has been searched in CIS, and there is
no A number, a pre-numbered A file folder will be
assigned. Requires physical and system identification.

This count is the number of I-129F A-File Creates. Count as
completed only after all the electronic creation has been
completed. Done when not required during Data Collection.

[AFile Create I1-130

Action associated with creating-a new A-File in CIS and

1 NFTS utilizing pre-numbered folders provided by USCIS.

Once the subject has been searched in CIS, and there is
no A number, a pre-numbered A file folder will be

’ aSSIgned Requires physucal -and system identification.

This count is the number of 1-130 A-File Creates. Count as
completed only after all the electronic creation has been

1 completed. Done when not required during Data Collection.

2,

A-File Create I-140

Action assocnated with creating a new A-File in CIS and-

NFTS utilizing pre-numbered folders provided by USCIS.

Once the subject has been searched in CIS, and there is
no A number, a pre-numbered A file folder will be
assigned. Requires physical and;{system identification.

This count is the number of |- 140 A-File Creates. Count as .
completed only after all the electronic creation has been
completed Done when not required during Data Col!ectlon.

A-léile Create 1—360

Action associated with creating a new A-File in CIS and

NFTS utilizing pre-numbered folders provided by USCIS.
Once the subject has been searched in CIS,; and there is
no A number, 2 pre-numbered A file folder will be

. assigned. Requires physical and system identification.-

This count is the number of 1-360 A—File Creates. Count as
-completed only after all the electronic creation has been

completed. Done when not required during Data Collection.

A-File Create 1-485 _

Action associated with creating a new A-File in CIS and

‘NFTS utilizing pre-numbered folders provided by USCIS.
Once the subject has been searched.in CIS, and there is -

no A number, a pre-numbered A file folder will be
assigned. Requires physical and system identification.

This count is the number of 1-485 A-File Creates. Count as .
completed only after all the electronic creation has been

‘completed. Done when not required during Data Collection..

A-File Create
Refugee & Asylee

- ’Vgsa Packets

- Action associated with creating a new A-File in CIS and

NFTS utilizing pre-numbered folders provided by USCIS.
Once the subject has been searched in CIS, and there is
no A number, a pre-numbered A file folder will be
assigned. Requires physical and system identification.

This count is the number of A-File Creates for Refugee and
Asylee Visa Packets. Count as.completed only after ali the
electronic creation has been completed. Done when not
required during Data Collection.

‘[A-File Create DS-_

156

-Action associated with creating a new A-File in CIS and
"NFTS utilizing pre-numbered folders provided by USCIS.

Once the subject has been searched in CIS, and there is
no A number, a pre-numbered A file folder will be .

. This count is the number of A-File Creates for DS-156 K-2 or

K-4 visa holders, who are derivatives of a foreign spouse or
fiance. Done at TSC and CSC. Count as completed only
after all the electronic creation has been completed. Done
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assigned. Requires physical and system identification.

when not required during Data Coliection.

: A-Fi[e Create Other -

Action associated with creating a new A-File in CIS and
NFTS utilizing pre-numbered folders provnded by USCIS.

Once the subject has been searched in CIS, and there is

no A number, a pre-numbered A file folder will be .
assigned. Requires physical and system identification. -

This count is the number of A-File creates that does not fit
one of the above categories. Count as completed only after
all the electronic creation has been completed. Done when
not requnred Dunng Data Collect:on

A-File Create Total

Total of all the above done in File Operations.

Booklet Support

Action associated wuth |ssumg travel booklet

NSC only. Count is the number of booklets mailed. B

cis Corrédiohs

Actlon assocnated with changmg or updating A-file data
that currently exists in the Central lndex System (CIS) at
the request of USCIS

This count is the number of updatéd files. Count as

completed when the system is updated and the screen
printed and file is routed back to a desngnated locatnon or
officer. ) S -

Connects - FD-258
ldents (Rap Sheets)

' Actlon assoclated wuth securmg FD-258 Ident sheet and!or

RAP sheet related to a Service file within the file, updating

the necessary systems, and routing the file to appropriate

responsable party, FCO, or the FRC. This includes
inquiring for the file location, and placing the FD-258 Ident .

'sheet and/or RAP sheet into file.

This count is the number of FD-258 Idents that come in'to
be interfiled into a file: This would include any response to
Ident (l.e. Rap Sheets, Shells, Prelims, etc.). Count as
completed after the FD-258 Ident sheet and/or RAP sheet is
placed’in the file or forwarded to another FCO for Interfiling.

Connects - 1;72

-Request for
Evidence Response,

Action associated with securing RF E-related to a Service
file within the file, updating the necessary systems, and
routing the file to appropriate responsible party. This. -
includes inquiring for the file locatlon and placing the RFE
into-file.

This ¢0unt is the number of responses to an |-72 lefter
request for evidence. Complete when the RFE is connected
to the file and forwarded to adjudications. :

‘Connects - -89

“Action assocaated with secunng I-89 related to a Service
_file within the file, updating the necessary-systems, and -

routing the file to appropriate respons1ble party, FCO, or - '

the FRC. This includes inquiring for the f le locatlon and
placing the 1-89 into file.

This ‘couﬁt is the number {-89s that come in to be 'interﬁled

| into a file. Count as completed after the 1-89 is placed in the

file or forwarded to another FCO for Interfiling.
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Connects -

1 Withdrawal Request

Letters

Actlon assocnated with securing the letter requesting a

.release from an approved USCIS application or petition
| within the file, updating the necessary systems, and

routing the ﬁle to appropriate responsible party or FCO.

The count is the number of withdrawal request letters -
connected to the underlying file. Complete when the letter is
connected to the file and forwarded to adjudications.

- Conse[idations ,

- This is the physical consolidation or rnerging of related
files into a single, or primary, file jacket, destroying the

secondary file jackets, and performing the necessary
electronic’ transactions to record and. complete the
process. .

“This count is the number of "secondary” files merged into

the primary file. Count as'completed after all of the related
files have been united into a single file and the secondary

-file folder(s) have been disposed IAW local procedures. -

'| Consulate Returns

.Application or Petlt:on returned to USCIS from a DOS_

consulate. Sometimes requires a Data Collection

procedure that will in effect:create a new uscCis record.

Follow Iocal SOP for specrﬁc gundance

This-count is the number of consulate returns completed.
Count as completed after the all the steps required in the
center specific SOP have been completed. If a separate

‘Data Collection of the record is requared oount that

separately under Data Collections. -

‘Duplicate Notices

Generate duphcate notlces manually using notlce
templates or automated system

1 This count is the number of dupltcate notlces generated
’ manually or usmg ‘a database.. : .

E-Filed I-120

Petition for a nonimmigrant worker: types include: -
H,L;0,P,Q,RW, filed electronically.

NS

[ E-Filed I-120/1-907

" Expedited with form 1-907.& fee for USCIS assigned

Premium petitions. This is when the I-907 and |- 129 were filed
S ' together, filed electronically. i
"E-Filed I-131 - Application for an USCIS Travel Document reentry permlt o -
— | refugee travel document.or. advance parole filed
o electronically.
E-Filed 1-140: - | Immigrant petition for alien worker, filed electronlcatly

-| E-Filed 1-140/1-907

Expedited with form I-907 & fee for USCIS assigned

Premium petitions. This is when the 1-807 and 1-140 were filed
| » together, filed electronically.
EfFiled 1-539 - Application to extend/change nonimmigrant status, ﬁled

. | electronically.

1T
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E—Filed '!—765

‘Apphcatron for emp[oyment authonzatlon filed
_electronically.

Upgrade

filed alone for a previously filed 1-360 petition.

E-Frled !-821 Application for temporary protected status, filed Currently not in use.
electronically. .
1 E- Frled l-907/| 129 '| Premium processing form, Count here if I-807 comes in VSC and CSC
| Upgrade ‘| alone E-filed, for a previously filed I-129 petition. ,
E-Filed I-807/1-140 Premium processing form. Count here if -907 comes in E- | TSC and NSC
Upgrade filed alone for a previously filed I-140 petition. ' ’
E-Filed I-807/1-360 | Premium processing form. Count here if I-907 comes in E-

CSC Only

E-Filings Total

Total number of all the e-filings above. -

Files Audited _

- | Action associated with accountmg for the files housed in
- | the Service Center by scanning the barcodes of the
'responsrble party Iocatrons and the ﬁles located inside'it.

‘This is the count of fi Ies audited within an RPC. Fl!es

moving between RPCs should be counted as Refiles. Count

.as completed after the file has been scanned and the data ’

from the scanner has been entered into NFTS

Fiies" Prepared for

NVC-Shipment,

»Actlons assocrated W|th prepanng ‘and shlppmg f les to
| National Visa Center. -

Thrs -count is the number of documents shrpped to NVC.

Files Requested
from FRC

Action associated with requesting a file that has been

_retired to the Federal Records Center

- This count is the number of previously retired files returned

from the FRC. Count as completed only after the requested
file has been received from the FRC: and the file has been
staged for pick-up or delivery.

VFrles Retired to

FRC

Action associated with identifying staging, and preparing

files that require no further Service actron for retirement to

-the Federal Records Center.

This count is the number of files electronically forwarded to

‘the FRC. Count as completed only after the FRC -

acknowledges receipt, and performs the electromc
transactions to relocate the files to. the FRC.

File Transfer
Request - A-Files

| Action associated with requesting an A-File from another
1 FCO through CIS.

This count is the number of A-Files being requested through
CIS. Count as completed after the request has been verified
in CIS.
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File Transfer

" | Request - R-Files

Action associated with requesting a Receipt file from HBG

| or the National Visa-Center.

This count is the number of Receipt Files being requested

1 manually from HBG or the National Visa Center. Count as

completed after the request has been sent, either through
email or fax.

FTCs Received

Action associated with receiving t'ules into th‘e‘ServiAce- :
Center and routing to requestor. includes searching for
related files or actions. .

This count is the number of files received at the Service
Center. Count as completed when all systems have been
checked & updated and the file has been routed
appropriately.

_Notice of Appearance by an attorney or other accredited -

“Count each record updated wrth G-28 mformatron Connect‘ 7.

.request pages’

Information Act (FOIA) request. This includes scanning
the request letter and all documents that relate to the
request. . A

G-28 Indlwdually
Filed representatwe allowing them to.inquire, receive _ - G-28 to file when finished with 'system updates.
information:about the status of the case or represent on- ) ' : '
22  behalf of a person involved in a matter before USCIS. -
G-639 FOIA Action assomated with responding to a Freedom of 'Thls count is the number of FOIA requests completed.
‘requests . Information Act (FOIA) request. This includes scanning Count as completed after all the mformatlon requested has :
L s | the request. letter, and all documents that relate to the been scanned into the FIPS system
» "1 request. - .
G-639 FOIA Action assoc:ated wrth respondlng to a Freedom of - .} This 'cbunt is the number of pages scanned for the FOIA

requests completed. Count as completed after all the
information requested has been scanned into the FIPS
system.’

Hold Shelf-HBG
.| R-files

»

Actions associated w1th prepanng and shlppmg files to
Harrisonburg. .

This count is the number of files shipped to HBG. NOTE:
Files will be counted as Refiles when they are placed on the
hold shelf-and counted as completed when they are
shipped. The oldest pending date is the completlon date of
the oldest files waiting’ to be shipped.

Hold Shelf-NRC R '

Actions assocaated wrth preparmg and shrppmg ﬁles to the

This count is the number of files shipped to NRC. NOTE.

Afiles National Records Center. Files will be counted as Refiles when they are placed on the .
hold shelf and counted as completed when they are
- | shipped. The oldest pending date is the completion date of
S , ‘the oldest files waiting to be shipped.
1-512L produ'ctiOn Actions associated with production of an Advance Parole Count when scanning, printing, mail preparation connection

document.

of one copy to the underlying 1-131 fi le and all systems
updates are complete.

£LT
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iBIS

Actions aSéociated with working the IBIS "Hit Lists", -
including system searches, screen pnnts interfiling, and
file pulls.

This count is the number of cases processed on the hit list.
Count as complete when all searches and screen pnnts for

| one hit are completed.

Requests - Routine

requests This includes all operations involved in.
processing the request from printing and reviewing the puII

tickets or work orders, retrieving the files, to performnng the |

appropriate electronic transactions. .

“Interfiling ‘Action associated with securing any correspondence, This count is the number of pieces of material placed in
. form, or documentation related to a Service file within the | folders. Count as completed after the piece of material is
file, updating the necessary systems, and routing the file to | inserted into the file, transferred to. another FCO for '
- appropriate responsible party, FCO, or the FRC. This - interfiling, or rejected back to sender for "action complet
) -includes sorting the loose materials, inquiring for the file | | stamp or other required action, NOTE: Includes all interfiling
location, and securing the loose materials into file. except that captured above in the 5 Connects categones
i : N and below in the Screenpnnts category.
| Internal File Action associated with responding to expedited file ) This count is the number of expedited file requests by Fax, .
Requests- - | transfer requests. This includes all operations involved in | e-mail, sticker pull, phone, or in person. Count as completed
Expedited . ... | processing the request from printing and reviewing the pull | when the file has been routed to the requestor or when the
- tickets or-work orders, refrieving the files, to performing the | proper update procedures have been performed in the
: approprlate electromc transactions. system if the file cannot be sent. .
Internal File Action associated with respondmg to routine file transfer This count is the number of routine file requests by Fax; e

mail, sticker pull, phone, or in person. Count as completed
when the file has been routed fo the requestor or when the
proper update procedures have been performed in the
system if the file cannot be sent. -

Maintain File

Action associated with repairing or replaclng damaged file

This count is the number of file jackets mamtamed Count

. .| areas or other locations within the Service Center to the

appropriate file room shelf in NFTS. -

Jackets - | jackets and barcode labels. Includes covenng barcodes to as completed when the file maintenance has been ~
: - | allow reusing file folders , “completed and the file has been moved to an area for re-
. . ) filing or transfer to another FCO.
Photocopies - | Action associated with photocopymg file contents for - - | This countis the number of photoooples produced Thus is
: special requests.. . , ' the count of the files that the copies are placed in, not the
number of sheets photocopied.
'Reﬁles Action associated with physically mdving files from staging This count is the number of files moved to a file room shelf

RPC. Count as completed when the file-has been. physncally
placed or moved and the system is updated.
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Repert‘ .
Reconciliations

Action associated with reviewing and working system
generated error reports (i.e. NFTS/CIS Interface report,
etc...) and recurring reports (i.e. Missing A-file circular,
multiple A&T-file, etc.). Information reports should not be -
- counted (i.e. file listing by RPC).

This count is the number of reports reconciled. Countas
completed the number of reports reconciled after all
erroneous records in the report have been corrected.

Scan & Email, or -
Fax, Miscellaneous

Scan, then email, or fax if requested, pages of files to
other CIS offices or elsewhere, as directed. .

This count is the number of pages scanned then emalled orj -
“faxed. .

: Screenprints

Action associated with screen printing from any database

required per the form SOP and interfiling the pnnts to :
“make the file adjudlcatlon ready. -

ThIS count ls the number of pages pnnted and lnterﬁled

<L

Searches - Lost File
Circular -

Actton assocuat’ed wuth searchmg electronic databases and.
physical locations.to locate files that appear on the Lost
File Clrcular Report.

Thts count is the number of files on the Lost File Circular

_that were found during the related search, not the total listed .
"I as being lost. Count as completed the files that were

located as a part of a Lost File Circular Search and after the
appropriate electronic transactions have been completed.

Searches - Manual

_Search Requests

Action associated with cteating a Manual Search Request .

(MSR) through emailing a completed form to CIS manual
search team. A MSR is required when the A-file cannot be
located in CIS and the series of A#s’is below A26000000
to A34000000.

-This count is'the nun1ber of files requested.- Count as -

completed after the MSR screen print has been placed in
the Receipi\T-file with the supporting application. :

‘Searches - Routine

Action»assoeiated with searching electronic databases and
physical locations to locate files that are pending actions
‘but cannot be located through normal search procedures. -

“This count is the nurhber ‘of. ﬁles searched for, whether they

were found or not. Count as completed whether the file(s)
has been found or not and after the appropnate electromc
transactlons have been completed.

Shelf Re-
organization -

Actlon assocuated with USCIS requests to physncally
relocate files in file room. Thts function ‘does not mclude
re-files.

This coun_t is the numbe( of files movedlre-.shelved.

SNAP (Scheduling)
' | Asc.

Use to record SNAP schedullng of an appointment at an

This work can come from returned mail or email requests.

QLT
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: :Special File Pulls

Action.associated with fulfilling file requests that are not

- part of regularly scheduled work orders or JIT orders.

These are special file pulls for one tame projects or
requests.

This count is the number of files pulled.

Special File Sorts-

-Action associated with re-sorting files as requested by '

USCIS. Normally requested for-a special- USCIS pro;ect

' This function does not include re-files.

This count is the number of files sorted.

T-File Creates

Action associated with creating a Temporary File when an
existing A-File is at a different location and documents
need to be placed into a file temporarily until the A-file is_
requested and recelved Requwes physmal and system .
identification.

-This count is the number of T-files created. Count as
-completed after the file has been routed for pick-up or

delivery. Done when not required during Data Collection.

Transferred—AfT
File(FTH(NFTS)-
Expedited

Action assocrated w1th respondlng to expedrted file

processing the request from printing and reviewing the puli

- tickets or work orders, retrieving the files, to performing the

appropriate electronic transactions. This line is used to
track the N-400 Pick List files that have been transferred
out.

-This count is the number_ of Expedited A or T File transfere
| transfer requests.. This includes all operations invdlved in

in response to.a FTR or other request. Count as completed
when all the electronic transactions are completed and the
files have been staged for delivery and/or pick-up.

S~

; Tran;ferred-Arr

File(FTD(NFTS) -
Routine -

Action associated with respbnding to routine file transfer
requests. This includes all operations involved in

N processing the request from printing and reviewing the pull’
tickets or work orders, retrieving the files to perforrmng the

approprnate electronic transactlons .

This counf is the number of Routine A or T File transfers in
response to a FTR or other request. Count as completed:
when all the electronic transactions are completed and the.

files have been staged for delivery and/or pick-up. NOTE:

Files that are part of a mass shlpment to NRC are captured

|| in Hold Shelf -NRC.

Transferred-R

File(NFTS)- = -

Expedited

Actlon assocuated wrth respondtng to expedlted file
transfer requests. This includes all operatlons involved in.
processing the request from printing and reviewing the pull

tickets or work orders, retrieving the files, to performing the.

appropriate electronic transactions. -

This count is the number of Expedited Receipt Flle transfers
in response to an external request. Count as completed .

- when all the electronic transactions are completed and the -

files have been staged for delivery and/or pick-up.
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Transferred-R

Action associated with responding to routine file transfer

These are Routine Receipt File transfers in response to an

File(NFTS) - requests. This includes all operations involved in external request. Count as completed when all the electronic
Routine processing the request from printing and reviewing the pull | transactions are completed and the files have been staged
tickets or work orders, retrieving the files, to performing the | for delivery and/or pick-up. NOTE: Files that are part of a
appropriate electronic transactions. mass shipment to HBG are captured in Hold Shelf -HBG.
File Operations | Total of all above file operations
Total
Total Pending Total value of fees in the contractor's possession Count value of alt fees not receipted but in contractor's
Value unreceipted at the end of the working day. possession at end of working day. Do not include any fees
in possession of USCIS.
Total Funds Total amount of deposit picked up by courier or deposited | Do not include fees receipted and being held for courier
Deposited electronically that day. pickup or electronic depositing the next business day.
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Attachment 9.6 — Policies and Procedures (on CD)
USCIS Policies and Procedures .

USCIS Policies and Procedures are either published in Executive Department publlcatlons or
USCIS documents. These publlcatlons and documents w1ll be provnded in electromc form upon
request. , : -

The following éategoriés of information are pro{/ide’d" on the CD:

Standard Opcratmg Procedures for all centers -
Monthly Records Operations Workload Activity Report (G 23) for all centers .
Daily Workload Activity. Report for all centers

Weekly Workload Actnvnty Report for all centers

Monthly Workload Activity Report for all centers .. .

Annual Workload Activity Report for all centers

Fee Register for all centers - '

Service Center Fee Deposit Report

Lockbox Expansion ReleaseSchedule. v3 6

Sample Customer Feedback Form

Records Operations Handbook.

User Guide for F DNS-DS

The following docur'nents‘:kaod publications‘can be found on the Intcmet as shown:

o Executive Order 12958 Classxﬁed Natlonal Securlty Informatlon, National Industrial
Security Program Operatmg Manual [ //www dss mlllls /odaa/documents/ms om2006-
~5220.pdf) '
o USCIS Adjudicator’s. Fleld Manual (AF M) - Perform a Google search to locate USCIS
AFM. The result will be an extenswe lmk to the USCIS website contammg the manual.
e anacy Actof 1974 -
: 5 USC 552a (see http: //www usdol gov/mp/prlvstat htm) ‘
- 8 CFR 103.20 et seg. (see http://www. access.gpo.gov/nara/cfr/index.htm])
: o 28 CFR 16.40 ef seq. (see http:/www .access.gpo.gov/nara/cfr/index.html)
- o Treasury Fmance Manual (TFM) Volume 1 Part 5 (see http://www.fms.treas. gov/tfm)
o Chapter 2000, Checks and Cash Received Collectlons
Chapter 8000, Cash Management
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 ATTACHMENT 9.7

CONTINUITY OF CRITICAL CONTRACTOR DELIVERABLES [SERVICES'
and/or SUPPLIES] IN THE EVENT OF AN EMERGENCY (October 2009)

1.

The contractor shall submlt to the contracting officer a contingency plan (the .“Plan”)

 for providing uninterrupted mission critical contract deliverables [for services, or for
‘the delivery of supplies] in the event of an HINI epldemlc or other emergency.

a.- The contracting officer has identified z‘ﬂl ‘of the contract deliverables under this

contract as critical contract delrverables in support of mnssnon cntlcal

functions.’

b. The contractor shall formulate the proposed Plan pnor to the award of thls
contract, or at the time of i incorporation of this clause into a contract by
. modlﬁcatlon, for continuing the perfohnance of critical contract deliverables.
. The contractor shall identify in  the Plan provisions made for the
acquisition of necessary persorlmel resources and/or supplies, if
necessary, for continuity of operations for up to thirty (30) days or

- until normal operatlons can be resumed;

The Plan must, at a2 minimum, address and identify —

1.
* . deliverables [services/supplies] during an extended emergency

7.
. The contractor recognizes that the contract deliverables [services/supplies] under this
contract are vital to the Government and must be continued without interruption. In

~ the event the contractor anticipates not bemg able to perform due to any of the causes

Challenges associated \:Nlth maintaining contractor critical

event; such as a pandemic that may occur in repetitious waves; -
- Any time lapse assocnated with the initiation of the acquisition

of necessary personnel1 resources and/or supplies and their

actual availability on site; .
.= The components, processes, and requlrements for the
. * identification, training, and preparedness of contractor

personnel who are capable of relocating to altematnve facnhtles
or performing work from home; .

Any established alert ar'nd notification vprocedures for
mobilizing identified ¢ erttlcal contractor service personnel”;
The approach for comrpun’icating expectations to contractor

~ employees regardmg thelr roles and responsibilities durmg an

- emergency. - } :
. Any associated changes needed to the contractor’s information
~ technology (IT) infrastructure fo support the contract in an
-eiergency; and

Any costs associated with nmplementmg the Plan, if applicable.

- enumerated in the excusable delay clause of this contract, the contractor shall notify

~ the contracting officer or other desrgnated repiresentatlve as expeditiously as possible
- and use its best efforts to cooperate with the (Jovemment in the Government’s efforts
. to mamtam the contmunty of operatlons :
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. The Government reserves the right in such emergency situations to use Federal
employees of other agencies or contract support from other contractors or to enter into
new contracts for critical contractor deliverables [services/supplies]. Any new
contracting efforts would be conducted in accordance with OFPP letter, “Emergency
Acquisitions” May 2007 and FAR Subpart 18 and HSAM 3018 respectively or any
other subsequent emergency guidance issued.

. Any proposed costs associated with implementing the Plan will be evaluated by the
contracting officer as part of the initial competition, or at the time they are submitted
as proposed costs under a contract modification which incorporates this clause. The
Plan is exercisable as an option in the event of an emergency at the amounts specified
in or reasonably determinable from the terms of the basic contract, or the contract as
modified. :

. In the event the contractor’s Plan is exercised by the Government, the contracting
officer shall include a written determination in the contract file that the costs
associated with the Plan are fair and reasonable and are at the exact same terms as the
base contract award, or as the contract as modified.

. This clause shall be included in subcontracts for the critical deliverables [services/
supplies].

Attachment 9.7 - Continuity of Operations Plan Requirements
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

ADDITIONAL TASK ORDER TERMS AND CONDITIONS

Clauses from underlying PACTS contract flow down to this solicitation and any resulting task
orders. Please pay special attention to all the applicable Service Contract Act clauses. It is the
responsibility of the contractor to understand and comply with all applicable Federal regulations.

52.252-2 CLAUSES INCORPORATED BY REFERENCE FEB 1998

This contract incorporates one or more clauses by referehce, with the same force and effect as if
they were given in full text. Upon request, the Contracting Officer will make their full text
available. Also, the full text of a clause may be accessed electronically at these addresses:

http://www .acquisition.gov/far or http://www.arnet.gov/far/

(End of clause)
52.204-4 SECURITY REQUIREMENTS ! AUG 1996
52.204-10  REPORTING EXECUTIVE COMPENSATION AND FIRST-TIER
SUBCONTRACT AWARDS 5 . JUL 2010
52.216-27  SINGLE OR MULTIPLE AWARDS OCT 1995
52.222-4 CONTRACT WORK HOURS AND SAFETY STANDARDS ACT -
OVERTIME COMPENSATION JUL 2005
52.222-24  PRE-AWARD ON-SITE EQUAL OPPORTUNITY COMPLIANCE
REVIEW . FEB 1999
52.222-46  EVALUATION OF COMPENSATION FOR PROFESSIONAL
EMPLOYEES FEB 1993
52.222-54  EMPLOYMENT ELIGIBILITY VERIFICATION JAN 2009
52.232-38  SUBMISSION OF ELECTRONIC FUNDS TRANSFER
INFORMATION WITH OFFER : MAY 1999
52.243-7 NOTIFICATION OF CHANGES ‘ APR 1984
52.245-1 GOVERNMENT PROPERTY : AUG 2010
52.245-9 USE AND CHARGES AUG 2010
52.249-6 TERMINATION (COST RE]MBURSEMENT) MAY 2004

ALTV SEP 1996

182 of 216

181



U S. Citizenship and Imm1gratlon Services
Semce ‘Center Operations Support Services (SCOSS)
: HSSCCG 11-J-00015

522526  AUTHORIZED DEVIATIONSINCLAUSES . - “APR1984

FAR CLAUSES INC(_)RPORATED IN FULL TEXT:

522178 OPTIONTO EXTENDSERVICES  _ NOV19%9

The Govemment may requlrc continued performance of any services within the limits-
and at the rates specified in the contract. These rates may be adjusted only as a result of
revisions to prevailing labor rates provided by the Secretary of Labor. The option;
provision may be exercised more than once, but the total extension of performance
hereunder shall not exceed 6 months. The Contractmg Officer may exercise the option by
written notice to the Contractor within 30 days prior to the explratnon of performance
period. B .

(End of clause)

NOTE: An extension of the task order can occur subsequent to the base or any optlon penod If
the task order is extended, the rates, terms, and conditions: apphcable to the extension remain the
" same as the perlod that is extended

522179 OPTIONTO EXTEND THE TERM OF THE.coNTR‘ACT‘ : MAR 2000

(a) The Government may cxtcnd the term of this contract by written notlee to the .
Contractor within 30 days before exprratron of the period of performance; provided that
the Government gives the Contractor a preliminary written notice of its intent to extend at
least 60 days before the contract expires. The preliminary notrce does not commit the
Government to an extensnon ‘ ‘ .o

®) If the Govemment exerclses this optron the extended contract shall be consrdercd to
~include thlS option clausc O >

. (c)The total duration of thlS contract, mcludmg the cxcrclse of any optlons undcr thls
- clause; shall not exceed our (4) years : : -

“i

(End of clause)
| | -‘52 222-42 . Statement of Equwalent Rates for Federal Hrres MAY 1989

: In compllance wrth the Servrce Contract Act of 1965, as amended and the regulatrons of the

~ Secretary of Labor (29 CFR part 4), this clause identifies the classes of service employees

- expected to be.employed under the contract and states the wages and frmge benefits payable to
.. each if they were employed by the contractlng dgency subject to the provrsrons of 5US.C. 5341
o533 , . ,
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U.S. Citizenship and Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG-11-J-00015

THIS STATEMENT IS FOR INFORMATION ONLY: IT IS NOT A WAGE
DETERMINATION

Employee class Monetary wage - Fringe Benefits
Key Entry Operator (Supervisory) - GS-326-6

Dallas TX $19.45 36.25%

Laguna Niguel CA $20.49 36.25%

St. Albans VT & Lincoln NB $18.40 36.25%
Key Entry Operator - GS-326-4

Dallas TX $15.59 36.25%

Laguna Niguel CA $16.43 36.25%

St. Albans VT & Lincoln NB $14.75 36.25%
Mail/File Clerk (Supervisory) - GS-305-6

Dallas TX $19.45 36.25%

Laguna Niguel CA $20.49 36.25%

St. Albans VT & Lincoln NB $18.40 - 36.25%
Mail/File Clerk - GS-3054

Dallas TX $15.59 36.25%

Laguna Niguel CA $16.43 36.25%

St. Albans VT & Lincoln NB $14.75 36.25%
Secretary - GS-318-5

Dallas TX $17.45 36.25%

Laguna Niguel CA $18.38 36.25%

St. Albans VT & Lincoln NB $16.50 36.25%
Driver/Messenger - GS-305-4

Dallas TX $15.59 36.25%

Laguna Niguel CA $16.43 36.25%

St. Albans VT & Lincoln NB $14.75 36.25%
Quality Control Inspector (Supervisory) - GS-343-11

Dallas TX $31.98 36.25%

Laguna Niguel CA $33.70 36.25%

St. Albans VT & Lincoln NB $30.26 36.25%
Quality Control Inspector - GS-343-9

Dallas TX $26.43 36.25%

Laguna Niguel CA ' $27.86 36.25%

St. Albans VT & Lincoln NB $25.01 36.25%

Lead Accounting Technician - GS-525-8
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. Us. Cltrzenshrp and Immigration Services :
" Service Center Operations Support Services (SCOSS) :
HSSCCG-11-J-00015

DallasTX . $239% - 3625%

" Laguna Niguel CA L 82522 0 T L3625%
St. Albans VT&meolnNB $2264 . 3625%
‘Accounting Technician - GS 525 6 - L o
‘ Dallas TX - ‘ : $1945 . - 36.25%
Laguna Niguel CA~ . $2049 . 3625%
St. Albans, VT&meolnNB 81840 . 3625%

HOMELAND SECURITY ACQUISITION REGULATION QLISAR) CLAUSES
INCORPORATED BY REFERENCE: S

The full text of HSAR clauses may' be accessed elecrronically at the folloyving address:
| . hitp://farsite.hill af mil VFHSAR LHTM |
3052.242-71 DISSEI\ﬂNATION OF _CONTRACT INFORMATION " DEC2003

3052.245-70 GOVERNMENT PROPERTY REPORTS =~ . AUG2008

[Devratron]

HSAR CLAUSES INCORPORATED IN FULL TEXT:

3052.204-70 SECURITY REQUIREMENTS FOR UNCLASSIFIED INFORMATION
TECHNOLOGY RESOURCES ‘ © JUN2006

(a) The Contraetor shall be responsrble for Infonnatron Technology (IT) secunty for all
systems connected to a DHS network or operated by the Contractor for DHS, regardless
of location. This clause applles to all or any part of the contract that includes information
technology resources or services for which the Contractor must have physical or -
electronic access to sensitive, mformatron contamed in DHS unclassrﬁed systems that
directly support the agency smission.

- (b) The Contractor shall provide, rmplement and maintain an IT Secunty Plan This plan
shall describe the processes and procedures that will be followed to ensure appropriate
~ security of IT resources that are developed, processed or used under thlS contract.

(1) Within 30 days aﬁer eontract award, the contractor,shall submit for‘approval :
‘its IT Security Plan, which shall be consistent with and further detail the approach
o ¢ontained in the offeror's proposal. The plan, as approved by the Contracting o
‘ Ofﬁeer, shall be mcorporated into the contract as a compliance document. -

(2)‘The Contractor sIT Sec'ur_rty Plan shall comply wrth Federal laws that mclude,
~ but are not limited to, the Computer Security Act of 1987 (40 U.5.C. 1441 et
" séq.); the Government Information Security Reform Act of 2000; and the Federal
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us. Citizenship and Immigration Services |
" Service Center Operations Support Sefvices (SCOSS)
HSSCEG-11-J-00015
| Informatron Securlty Management Act of 2002; and with Federal policies and
' procedures that mclude, but are not limited to, OMB Crrcular A-130.

~ (3) The security plan shall specifically include mstructlons regardmg handlmg and
protecting sensitive information at the Contractor s site (including any
information stored, processed, or transmitted using the Contractor’s computer
systems), and the secure management, operation, maintenance, programming, and -
“system admmlstratlon of computer systems, networks, and telecommunications
systems. ‘ » » : SR *

~ (c) Examples of tasks that requlre securrty provrsrons mclude-- L

(1 Acqu1smon, transmrssron or analysrs of data owned by DHS with significant
replacement cost should the contractor’s copy be corrupted; and

(2) Access to DHS networks or computers at a level beyond that granted the
general pubhc (e g such as bypassmg a ﬁrewall)

(d) At the explratron of the contract, the contractor shall return all sensitive DHS

information and IT resources provided to the contractor during the contract, and certify

that all non-public DHS information has been purged from any contractor-owned system.

Components shall conduct reviews to ensure that the securlty requirements in the contract
~ are implemented and enforced. : '

(e) W1thm 6 months after contract award, the contractor shall submit written proof of IT
Security accreditation to DHS for approval by the DHS Contracting Officer.
Accreditation will proceed according to the criteria of the DHS Sensitive System Policy
Publication, 4300A (Version 2.1, July 26, 2004) or any replacement publication, which
" the Contracting Officer will provide upon request. This accreditation will include a final
- security plan, risk assessment, security test and evaluation, and disaster recovery
“plan/continuity of operations' plan This accreditation, when accepted by the Contracting
.- Officer, shall be incorporated into the contract as a compllance document The contractor
R ;shall comply wrth the approved accredttatlon documentatlon '

| (End of clause)
3052 204—71 CONTRACTOR EMPLOYEE ACCESS S ) JUN2006

(a) Sensmve Informatlon as. used in this Chapter means any mformanon the loss,

" "misuse, dlsclosure or unauthorlzed access to or modification of which could adversely -
affect the natronal or homeland security mterest, or the conduct of Federal programs, or *
the privacy to which mdrvnduals are entitled ‘under section 552a of title 5, United States
Code (the Privacy Act), but which has not been specifically authorized under criteria

" “established by an Executive Order or an Act of Congress to be kept secret in the interest -
- of national defense, homeland security or foreign pollcy ThlS defmmon includes the
cn followmg categones of mformatlon
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~* "U.S. Citizenship and Immigration Services s
. Service Center Operations Support Services (SCOSS)
' ; HSSCCG-11-J-00015 -

{

(1) Protected Critical Infrastructure. Information (PCII) as set out in the Critical
Infrastructure Information Act of 2002 (Title I1, Subtitle B, of the Homeland Security
Act, Public Law 107-296, 196 Stat.2135), as amended, the implementing regulations
thereto (Title 6, Code of Federal Regulations, Part 29) as amended, the applicable PCII
Procedures Manual, as amended, and any supplementary guidance-officially
communicated by an authorized official of the Department of Homeland Secunty
(including the PCII Program Manager or hrs/her desrgnee) '

(2) Sensitive Securrty Informatron (SSI), as defined in Trtle 49 Code of Federal
Regulations, Part 1520, as amended “Policies and Procedures of Safeguarding and
Control of SSI,” as amended, and any supplementary guidance offi cially communicated
by an authorized official of the Department of Homeland Security (including the
Assistant. Secretary for the Transportation Security Administration or his/her designee);

- 03) Informatron desrgnated as “For Ofﬁcral Use Only,” which i is unclassified
information of a sensitive nature and the unauthorized disclosure of whrch could
adversely impact a person’s. privacy or welfare, the conduct of Federal programs, or other
programs or operatlons essential to the natlonal or homeland security interest; and

) 'Any information that is desrgnated ‘sensitive” or subject to other controls,
safeguards or protections in accordance with subsequently adopted homeland security
information handling procedures

(b) “Information Technology Resources” include, but are not limited to, computer
equipment, networking equipment, telecommunications equipment, cabling, network
drives, computer drives, network software, computer software, software programs
intranet sites, and internet sites: :

- (c) Contractor employees workrng on thls contract must complete such fonns as may be

necessary for security or other reasons, including the conduct of background

investigations to determine suitability. Completed forms shall be submitted as directed by

~ the Contracting Officer. Upon the Contracting Officer's request, the Contractor's

.employees shall be ﬁngerprinted or su'bject to other investigations as required. All
contractor employees requiring recumng access to Government facilities or access to
sensitive information or IT fesources are required to have a favorably adjudicated
~“background 1nvest1gat|on prior to commencing work on this contract unless this

- requirement is waived under Departmental procedures. : -

- (d) The Contracting Officer may require the contractor'to prohibit individuals from

- -working on the contract if the govemmént deems their initial or continued employment
contrary to the public interest for any reason, including, but not lrmrted to, carelessness

insubordination, mcompetence or secunty concermns. :

- (€) Work under this contract may involve access to sensrtrve mformatron Therefore, the

“"Contractor shall. not disclose, orally orin wrltrng, any sensmve 1nformatlon to any person ’
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U.S. Citizenship and Immigration Seryrces
* Service Center Operations Support Services (SCOSS)
- HSSCCG-11-100015 * .
1
unless authonzed in wrrtrng by the Contracting Ofﬁcer For those contractor employees
authorized access to sensitive information, the contractor shall ensiire that these persons
receive training concerning the protection and drsclosure of sensitive mformatron both

during and after contract performance

) The,Contractor shall mclude thevsubsta'nce' of this clause in all ‘subcontracts at any tier
.where the subcontractor may have access to Government facilities, sensitive information,

OF resources. ‘,
- (End of clause)

ALTERNATEI .~ ..~ "7 . JUN2006

When the contract will require contractor employees to have access to. Infonnatron Technology
(IT) resources, add the followrng paragraphs: -

| (g) Before receiving access to IT resources under this contract the mdrvrdual must receive
a security briefing, which the Contractmg Officer’s Technical Representatrve (COTR)
wrll arrange and complete any nondrsclosure agreement furnished by DHS '

(h) The contractor shall have access only to those areas of DHS information technology
resources explicitly stated in this contract or approved by the COTR i in writing as
necessary for performance of the work under this contract. Any attempts by contractor
personnel to gain access to any information technology resources not expressly
authorized by the statement of work, other terms and ¢onditions in this contract, or as
approved in writing by the COTR, is strictly prohrbrted In the event of violation of this
provision, DHS will take appropriate actions wrth regard to the contract and the -
individual(s) mvolved :

()] Contractor access to DHS networks from a remote locatron is a temporary privilege

for mutual convenience while the contractor performs business for the DHS Component. -
It is not a right; a guarantee of access, a condition of the contract, or Govemment

Furnished Equrpment (GF E). | ‘

B (j) Contractor access wrll be termmated for unauthorrzed use. The contractor agrees to

hold and save DHS harmless from any unauthorized use and agrees not to request
additional trme or money. under the contract for any delays resulting from unauthorrzed

: vuse or access.

""(k) Non-U.S. citizens shall not be authorized to access or assist in the development,. -
operation, management or maintenance of Department IT systems under the contract,
unless a waiver has been granted by the Head of the Component or designee, with the - -~
* - concurrence of both the Department’s Chief Security Officer (CSO) and the Chief
Information Officer (CIO) or their designees. Within DHS Headquarters, the waiver may
be granted only with the approval of- both the CSO and the CIO or their desrgnees In
--order for a warver to be granted ' : .
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U.S. Citizenship aﬁd Immigration Services
Service Center Operations Support Services (SCOSS)
HSSCCG 11-J-00015 )

(1) The individual must be a legal permanent resident of the U. S. or a citizen of
Ireland, Israel, the Republic of the Philippines, or any nation on the Allled
Nations List maintained by the Department of State; .
(2) There must be-a compcllmg reason for usmg this md1v1dual as opposed toaU.
S. citizen;and - -

- (3) The waiver must be in the best interest of the Govemment

(l) Contractors shall ldentxfy in their quotatlons the names and citizenship of all non-U. S.
-~ citizens proposed to work under the contract. Any additions or deletions of non-U.S.
citizens after BPA award shall also be reported to the contracting officer.

(End of c'lause) |
305221570 KEY PERSONNEL OR FACILITIES ~ DEC2003
(a) The personnel or facilities specified below are considered essentlal to the work being
performed under this contract and may, with the consent of the contracting parties, be

changed from time to time during the course of the contract by addmg or deleting
personnel or facilities, as appropnate S

(b)(4)
(b)(6)

(b) Before removing or replacing any of the specified individuals or facilities, the
Contractor shall notify the Contracting Officer, in writing, before the change becomes
- effective. The Contractor shall submit sufficient information to support the proposed
_action and to enable the Contracting Officer to evaluate the potential impact.of the
change on this contract. The Contractor shall not remove or replace personnel or facilities
until the Contracting Officer approves the changc

(End of clause)

3052 242-72 CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE
" - DEC 2003 "

(@) The Contracting Off cer may designate Government personnel to act as the Contracting
Officer's Technical Representative (COTR) to perform functions under the contract such as -

- review or inspection-and acceptance of supplies, services, including construction, and other -
functions of a technical nature. The Contracting Officer will provide a written notice of such
'designation to the Contractor within five working days after contract award or for construction,

not less than five working days prior to giving the contractor the notice to proceed. The
 designation letter will set forth the authorities and limitations of the COTR under the contract. -
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(b) The Contracting Officer cannot authorize the COTR or any other representative to sign
documents such as contracts, contract modifications, etc., that require the signature of the
Contracting Officer.

(End of clause)

Reports and Deliverables

Reports and deliverables provided under these task orders shall be clearly marked as the work
product of the Contractor. They shall be bound in standard commercial format, marked with the
applicable task order number, and delivered to the respective Contracting Officer's Technical
Representative (COTR) and Contracting Officer (CO). All reports and deliverables under the
resulting task order awards shall be the property of the United States Government.

Contract Administration
Contracting Office

Department of Homeland Security (DHS)

U.S. Citizenship & Immigration Services (USCIS)
USCIS Contracting Office

70 Kimball Avenue

So. Burlington, VT 05403

Phone: (802) 872-4102/4111

Fax: (802) 951-6455

Funding and Appropriation Data

Funding and appropriation data will be specified on the task order for each funded CLIN at the
time of obligation.

Invoicing Instructions

(a) Task orders shall be invoiced on a monthly basis. The invoice shall be sent in duplicate to
the COTR and the Contracting Officer. The payment office address is as follows:

Dallas Finance Center
PO Box 561547
Dallas, TX 75356-1547

(b) To constitute a proper invoice, the invoice must include the following information and/or
attached documentation:

(1) Name and address of the Contractor;
(2) Invoice date and number;
(3) Task order number and task order line item number;
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4) Descrrptron quantrty, unit of measure unit prrce and extended prlce of the 1tems :

delivered;

'

(5) Shipping number and date of shrpment mcludmg the bill of ladmg number and werght of

shipment if shipped on Govemment bill of lading;

(6) Terms of any discount for prompt payment offered;
(7) Name and address of official to whom payment is to be sent;
(8) Name, title, and phone number of person to be notlﬁed in event of defective i invoice; and

(9) Taxpayer Identification Number (TIN). The Contractor shall mclude its TIN on the

invoice only if required elsewhere i in this task order

(10) Electronic funds transfer (EFT ) bankmg information.

(A) The Contractor shall include EFT bankmg information on the invoice onIy if
required elsewhere i in this task order.

(B) IfEFT banking mformatlon is not required to be on the i invoice, in order for the
invoice to be a proper invoice, the Contractor shall have submitted correct EFT
banking information in accordance with the applicable solicitation provision, task
order clause (e.g., 52.232-33, Payment by Eléctronic Funds Transfer—Central
Contractor Registration, or 52.232-34, Payment by Electronic Funds Transfer—
Other Than Central Contractor Registration), or applicable agency. procedures.

© EFT banking mfonnatlon is'not requrred if the Govemment waived the requirement
to pay by EFT.

(¢) Invoices will be handled in accordance with the Prompt Payment Act (31 US.C. 3903) and
Ofﬁce of Management and Budget (OMB) prompt payment regulatlons at$ CFR 1315.

. (d) Format for the invoice back-up mformatron

Invorces shall be submrtted separately for each service center, by calendar month for
each Contract Line Item under the task order awards. :

Mail Operations The contractor shall maintain a count, by service center, of completed
" mail operations to include a breakdown of all of the incoming and outgoing mail and fi le

categories as shown on the Daily Actrvrty Report. These counts shall be sub_|ect to
Govemment venﬁcatron :

Data Collectlon The i mvonce shall contain a breakdown of all of the categories of data

collection as shown on the Daily Activity Report, wrth summaries for the total volume of

tiers 1 and 2 and manual rejects volume.

Fee Collectlon ‘The volume invoiced shall indicate the total volume of fee instruments
deposrted durmg the month, whether picked up by courier or electromcally deposrted

File Operatrons The contractor shall supply sufﬁcrent information to validate labor ,

hours in support of the File Operatrons Contract Lme Item. Thls is subject to government

verification. -
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e Program Management The amount mvorced per month shall reﬂect the amount shown in

the Business Proposal

Task Orders, Modifications, Change Orders, Devratlons -

(a) The contractor shall be authorized to commence task order performance only followmg
issuance of a written task_ order The individuals authorized to issue orders under this task order
are identified as USCIS Contractmg Office-Contracting Officers. The period of performance
shall commence upon the date specified in the Award Document. Full Performance shall
commence upon the date specified in the Contracting Officer's written Notice to Proceed.

(b) The Contracting Officer retains the sole right to issue modifications and change orders. Tn
no event shall any understanding or agreement, task order modification, change order, or other
matter in deviation from the terms of this task order between the Contractor and a person other
than the Contracting Office be effective or binding upon USCIS. Allsuch actions must be
formalized by a proper contractual document executed by the Contracting Officer.

(c) The Contracting Officer may issue orders by marl facsimile or by electronic commerce
methods. .

Final Payment '
As a condition precedent to final payment a release drschargmg the Govemment its officers,
agents and employees of and from all liabilities, obligations, arid claims arising out or underthe

respective task order shall be completed. A release of claims will be forwarded to the contractor -
at the end of each performance period for contractor completion as soon thereafter as practicable.

- USCIS Privacy Awareness Trammg , : ‘ ’
" “The performance of this contract has been determmed to have the potentlal of allowmg access,

by Contractor employees, to Personally Identifiable Information (PII), which is protected under

~the Prlvacy Act of 1974, as amended at 5’'USC §552a . "The Contractor is responsible for
- -ensuring all employees who have access to information protected under the Privacy Act
‘complete annual mandatory USCIS Privacy Awareness Training. The Contractor shall use the

web-based training titled “A Culture of Privacy Awareness” which is available through the ,
USCIS EdVantage training system. Any employees who do not have access to the EdVantage
system shall take the training via a DVD, which will be provided by USCIS. The Contractor -

~ shall certify, not later than December 31, 2010, that its employees have completed this training
- ‘and annually thereafter on December 31st each year. The certification of the completion of the

training by all employees shall be prov1ded to both the COTR and CO.

§ Department of Labor Wage Determmatlon E

The Service Contract Act (SCA) applies to this task order. A list of the current Department of

'Labor wage determinations can be found at Appendix B. Wage determmatlons are hereby

mcorporated into and made a part of this task order.

Insurance =

. The Contractor shall procure and mamtam adequate insurance at the Contractor's expense durmg - |
* the term 'of the respective task order, and any extensions. Before starting work under the -
N respectrve task order, the Contractor shall provide to the Contracting Officer evidence in the
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form of certificates of insurance as evidence of the existence of insurance coverage in amounts
not less than the minimum amounts specnﬁed by FAR 28.307- 2(a) (b), & (c). '

Advertisements, Publicizing Awards, and News Releases :

All press releases or announcements about agency progra.ms, pro;ects and task order
awards need to be cleared by the Program Office and the Contracting Officer. Under no
circumstances shall the Contractor, or anyone actmg on behalf of the Contractor, refer to the
supplies, services, or equipment furnished pursuant to the provisions of either of these task
orders in any publicity news release or commercial advertising without first obtaining explicit
written consent to do so from the Program Office and the Contracting Officer. ,

The Contractor agrees not to refer to awards in commercial advertising in such a manner
as to state or 1mply that the product or service provided is endorsed or preferred by the Federal
Government or is considered by the Government to be superior to other products or services.

Performance Reportlng : : :

For active task orders valued in excess of simplified acqulsmon threshold the Federal
Acquisition Regulatlon (FAR) 42.1502 Policy requires federal agencies to prepare contractor
performance evaluations (report cards). Report cards are completed and forwarded to the -
contractor for review within 30-days from the time the work under the task order is completed
for each award year. Interim evaluations by the Contractmg Officer may be completed as
necessary. The contractor has 30-days to reply with comments rebuttmg statement, or additional
information that will be made part of the official record.

Organizational Conflict of Interest , : - :

(a) The contractor warrants that, to the best of the contractor S knowledge and behef there are no

relevant facts or circumstances which could give rise to an organizational conflict of interest, as

defined in FAR Subpart 9.5 Organizational and Consultant Conﬂlcts of lnterest, or that the

contractor has disclosed all such relevant information. .

(b) Prior to commencement of any work, the contractor agrees to notify the CO lmmedlately that

 to the best of its knowledge and belief, no actual or potential conflict of interest exists or to
identify to the CO any actual or potential conflict of interest the firm may have. 'In emergency
situations, however, work may begin but notification shall be made within five (5) working days.
(c) The contractor agrees that if an actual or potential organizational conflict of interest is -

-identified during performance, the contractor shall immediately make a full disclosure in writing
to the CO. This disclosure shall include a descnptlon of actions which the contractor has taken

_ or:proposes to take, after consultation with the CO, to avoid, mitigate, ot neutralize the actual or

potential conflict of interest. The contractor shall continue performance until notified by the CO

. orany contrary action to be taken.

d) Remedles USCIS may terminate this task order for convenience, in whole orin part, if it

~* deems such termination necessary to avoid organizational conflict of interest. If the contractor

~ was aware of a potential organizational conflict of interest prior to award or discovered an actual
. or potential conflict after award and did not disclose it or misrepresented relevant information to
the CO, the Government may’ terminate the task order for default, debar the contractor from
Government contractmg, or pursue such other remedles as may | be penmtted by law or this task -
order : : ‘

 (End of Additional Termis and Conditions)
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' APPENDIX B

WD 05-2323 (Rev.-11) was frrst posted on WWW, wdol gov on 07/06/2010

****************************************************'k***‘k***************************

REGISTER OF WAGE DETERMINATIONS UNDER | ‘U.S. DEPARTMENT.OF LABOR
THE SERVICE CONTRACT ACT EMPLOYMENT STANDARDS ADMINISTRATION
By direction of the Secretary of Labor WAGE AND HOUR" DIVISION
R WASHINGTON D. Cc. 20210

Wage. Determlnatlon NG. .2005—2323
.Revision No.: 11

Shirley F. Ebbesen Division of |
Date - Of Rev151on 06/28/2010

I
I
I
I
I
I
|
_ !
Director Wage Determinations|
: |

State: Nebraska N
Area: Nebraska Counties of Adams, Antelope, Arthur, Blalne,_Boone, Boyd, Brown,
Buffalo, Chase, Cherry, Clay, Custer, Dawson, Dundy, Fillmore, Franklin,
Frontier, Furnas, Garfield, Gosper, Grant, Greeley, ‘Hall, Hamilton, Harlan,
Hayes, Hitchcock, Holt, Hooker,. Howard, Jefferson, Kearney, Keith, Keya Paha,
Knox, Lincoln, Logan, Loup, McPherson, Merrick, Nance, Nuckolls, Perkins, .
Phelps, Platte, Polk, Red Willow, Rock, Saline, Seward, Sherman, Thayer,
Thomas, Valley, Webster, Wheeler, York ’

**Fringe Beneflts Requlred Follow the Occupatlonal Llstlng**

OCCUPATION CODE - TITLE . . . FOOTNOTE RATE

01000 - Administrative Support And Clerlcal Occupatlons
01011 - Accounting Cletk I 12.61
01012 - Accounting Clerk II - - 14.40
01013 - Accounting Clerk: IIT . < 16.11
01020 - Administrative Assrstant 19.65
01040 - Court Reporter A “15.75
01051 - Data Entry Operator I 10.70

- 01052 - Data Entry Operator II 12.72

- 01060 - Dispatcher, Motor-Vehicle 15.75
01070 - Document Preparation Clerk 12.04
01090 - Duplicating Machine Operator 12.04
01111 - General Clerk I. L . . . 11.45
01112 - General Clerk II . .- S e L 12.59
01113 - General Clerk III - ; - S 14.02
01120 7 Housing Referral- Assistant 17.77
01141 - Messenger Courier .. 10.46
01191 - Order Clerk I . ¢ 10.41°
01192 - Order clerk I ' o 12.04
01261 - Personnel Assistant (Employment) I 13.53
01262 - Personnel Assistant {Employment) II 15.75 .
01263, ~ Personnel Assistant (Employment) III 16.91
01270 - .Production’Control Clerk. 17.94
01280. - Receptionist " S13.41
01290 - Rental Clerk . 13.20

: 01300v"'Scheduler, Malntenance 14.24
01311 - Secretary I 14.24
01312 - Secretary II 15.93
01313 - Secretary III 17.77
01320 - Service Order Dlspatcher 14.36 "
01410 - Supply Technician 19.65
01420 - Sqrvey Worker - g o - —_— 15.75
01531 - Travel Clerk I : : o 12.17 -
01532 ~ Travel Clerk II- o o 12.94
01533 - Travel Clerk ITI 13.73
01611 - Word Processor. I 12.04
01612 - Word Processor II +.13,38
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01613
05000 -
05005
05010
05040
05070
05110
05130
05160
05190
05220
05250
05280
05310
05340
05370
05400
07000 -
07010
07041
07042
07070
07130
07210
07260
09000 -
09010
09040
09080
09090
09110
09130
11000 -
11030
11060
11090
11122
11150
11210
11240
11260
11270
11330
11360
12000 -
12010
12011
12012
12015
12020
12025
12030
12035
12040
12071
12072
12073
12100
12130
12160
12190

- Word Processor III

Automotive Service Occupations

- Automobile Body Repairer, Fiberglass
- Automotive Electrician

- Automotive Glass Installer

- Automotive Worker

- Mobile Equipment Servicer

- Motor Equipment Metal Mechanic

- Motor Equipment Metal Worker

- Motor Vehicle Mechanic

- Motor Vehicle Mechanic Helper

- Motor Vehicle Upholstery Worker

- Motor Vehicle Wrecker

- Painter, Automotive

- Radiator Repair Specialist

- Tire Repairer

- Transmission Repair Specialist

Food Preparation And Service Occupations
- Baker

- Cook I

- Cook II

Dishwasher

Food Service Worker

Meat Cutter

~ Waiter/Waitress

Furniture Maintenance And Repair Occupations
- Electrostatic Spray Painter

- Furniture Handler

- Furniture Refinisher -

- Furniture Refinisher Helper

- Furniture Repairer, Minor

- Upholsterer

General Services And Support Occupations
- Cleaner, Vehicles

- Elevator Operator

- Gardener

- Housekeeping Aide

- Janitor

- Laborer, Grounds Maintenance

- Maid or Houseman

- Pruner

- Tractor Operator

- Trail Maintenance Worker

- Window Cleaner

Health Occupations

- Ambulance Driver

- Breath Alcohol Technician

- Certified Occupational Therapist Assistant
- Certified Physical Therapist Assistant
- Dental Assistant

- Dental Hygienist

- EKG Technician

- Electroneurodiagnostic Technologist
- Emergency Medical Technician

- Licensed Practical Nurse I

- Licensed Practical Nurse II

- Licensed Practical Nurse III

- Medical Assistant

- Medical Laboratory Technician

- Medical Record Clerk

- Medical Record Technician
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15.75

19.72
17.07
16.53
16.53
15.40
17.66
16.53
17.68
15.64
15.94
16.53
17.07
16.53
11.41
17.66

12.10
10.12
10.86

12.79

14.52
10.39
14.52
11.92
13.46
14.40

10.89
14.73
11.55
11.55
12.28

11.30
13.86
12.28
12.41

16.67
16.67
19.16
21.00
14.52
31.55
25.67
25.67
16.67
14.90
16.67
18.60
12.90
14.94
12.96
14.89
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12195
12210
12221
12222
12223
12224
12235
12236
12250
12280
12305
12311
12312
12313
12314
12315
12316
12317
13000 -
13011
13012
13013
13041
13042
13043
13047
13050
13054

13061
13062
13063
13071
13072
13073
13074
13075
13110
14000 -
14041
14042
14043
14044
14045
14071
14072
14073
14074

14101

14102
14103
14150
14160
15000 -
15010
15020
15030
15050
15060
15070

- Medical
- Nuclear
- Nursing
- Nursing
- Nursing
- Nursing
- Optical
- Optical

Transcriptionist
Medicine Technologist

Assistant
Assistant
Assistant
Assistant
Dispenser

Technician

I
IT
III
Iv

-~ Pharmacy Technician

- Phleboto

mist

- Radiologic Technologist
- Registered Nurse
-~ Registered Nurse
- Registered Nurse

- Register

ed Nurse

- Registered Nurse
ed Nurse IV
- Scheduler (Drug and Alcohol Testing)
Information And Arts Occupations

- Exhibits Specialist I

- Exhibits Specialist II

- Exhibits Specialist III
- Illustrator I

~ Illustrator II
- Illustrator III
- Librarian

- Library Aide/Clerk
- Library Information Technology Systems
Administrator
13058 - Library Technician

- Register

-~ Media Specialist I

II
II, Specialist
III
III,

-~ Media Specialist II

- Media Specialist III
- Photographer I

- Photographer II

- Photographer III
- Photographer 1V
- Photographer V

- Video Teleconference Technician
Information Technology Occupations
- Computer Operator
- Computer Operator
- Computer Operator
~ Computer Operator
-~ Computer Operator
Programmer I

- Computer

I
II
III
v
v

Anesthetist

~ Computer Programmer

- Computer

Programmer

- Computer Programmer
' Systems Analyst I

Systems Analyst II
Systems Analyst III

~ Computer
~ Computer
- Computer

- Peripheral Equipment Operator

II
III
Iv

- Personal Computer Support Technician
Instructional Occupations
- Aircrew Training Devices Instructor (Non-Rated)
- Aircrew Training Devices Instructor (Rated)

- Air Crew Training Devices Instructor (Pilot)

- Computer Based Training Specialist / Instructor
- Educational Technologist
- Flight Instructor (Pilot)
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15.75
26.60

11.04
12.05
13.52
14.52
14.90
13.64
13.52
23.16
22.12
27.06
27.06
32.74
32.74
39.23
20.56

17.44
21.61
26.43
17.24
21.37
26.13
23.92
1.71
21.61

16.15
15.59
17.44
19.45
13.84
15.09
19.05
22.90
24.87
13.78

14.57
16.30
18.18
20.20
22.36
20.99
26.01

14.57
20.20

29.42
35.59
40.58
29.42
25.73
40.58
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15080
15090
15095
15110
15120

16000 -
16010
16030
16040
16070
16090
16110
16130
16160
16190
16220
16250

19000 -
19010
19040

21000 -

21020

21030

21040

21050

21071

21080

21110

21130

21140
21150
21210
21410

23000 -
23010
23021
23022
23023
23040
23050
23060
23080
23110
23120

£ 23125
23130

" 23140
23160
23181

- 23182
23183
23260
© 23290

23310’

23311
23312
23370

"23380°

- 23381
23382
223391

'~ Fire Extinguisher Repairer .

i Gunsmlth L

- Graphic Artlst

- Technical - Instructor

- Technical Instructor/Course Developer
- Test Proctor

- Tutor : :

Laundry, Dry- Cleanlng, Pre331ng And Related Occupatlons
- Assembler :

- Counter Attendant,

- Dry Cleaner .- C

- Finisher, Flatwork Machlne

- Presser, Hand - :

- Presser, Machine, Drycleanlng
- Presser, Machlne, Shirts .
- Presser, Machine,. Wearing Apparel, Laundry

- Sewing Machine Operator ,

- Tailor

- Washer, Machlne‘ :

Machine Tool Operation And Repalr Occupatlons
- Machine-Tool Operator (Tool Room)

- Tool And Die Maker’ .
Materials Handling. And Packing Occupatlons

- Forklift Operator , ) T

- Material Coordinator * ' . ‘.", Lo
- Material Expediter ‘ o
- Material Handling Laborer,

- Order Filler

- Productlon Line Worker (Food Processmng)

- Shlpplng Packer . o

- Shlpplng/Rece1v1ng Clerk

- Store Worker I, -

- Stock Clerk Ceo:

- Tools And Parts Attendant

- Warehouse Spec1allst :

Mechanics And Maintenance And Repair Occupatlons

- Aerospace Structural Welder ' ) o '

- Aircraft Mechanic I o

- Aircraft Mechanic II

I

- Aircraft Mechanic III °

- Aircraft Mechanic Helper

- Alrcraft, Palnter

- Aircraft Servicer

- Aircraft-Worker

- Appliance Mechanic-

- Bicycle ‘Repairer

- Cable Spllcer

- Carpenter, Malntenance

- Carpet Layer * - K

- Electr1c1an, Malntenance

- Electronics Techn1c1an Maintenance I

- Electronics Technician Maintenance II

- Electronics Technician Malntenance IrIT
- Fabric Worker - : i
- Fire Alarm:System.Mechanlc

- Fuel Distribution System Mechanic = . SR
--Fuel Dlstrlbutlon System Operator .

-_General Maintenance Worker . . -

- Ground Support Equipment Mechanic . .

- Ground Support Equipment Servicer

~.Ground’ Support Equipment Worker.
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20.42
14.48
18.24
16.35
©17.30°
17.16
11.41
20.63
18.18 -
17.28
19.13
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. 22.43
. 22.53
Y 16231
120.56
15.34
18.95
.15:34
0 17.35
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16.35
+17.30
15.34

| 1292010

199



23392 - Gunsmith II
23393 - Gunsmith IIT,
23410 - Heating, Ventllatlon And Air- Condltlonlng
Mechanic
23411 -~ Heating, Ventllatlon And Air Contdltlonlng
Mechanic (Research Facility)
23430 - Heavy Equipment Mechanic
23440 - Heavy Equipment Operator
23460 - Instrument Mechanic :
23465 - Laboratory/Shelter Mechanlc
23470 - Laborer L o
23510 - Locksmith . L
23530 -.Machinery Maintenance Mechanlc
23550 - Machinist, Maintenance '
23580 - Maintenance T;ades Helper
23591 - Metrology Technician I
23592 - Metrology Technician II
23593 - Metrology Technician III -
23640 - Millwright ‘
23710 - Office Appliance Repalrer ;
23760 - Painter, Maintenance
23790 - Pipefitter, Maintenance.
23810 - Plumber, Maintenance V
23820 - Pneudraulic Systems Mechanic
23850 - Rigger o : ]
23870 - Scale Mechanic . . : .
23890 - Sheet-Metal Worker, Malntenance ;
23910 - Small Engine Mechanic -
23931 - Telecommunications Me¢hanic I
23932 - Telecommunications Mechanic II
23950 - Telephone Lineman
23960 - Welder, Combination, Malntenance
23965 ~ Well Driller
23970 -~ Woodcraft Worker
23980 - Woodworker
24000 - Personal Needs Occupatlons
24570 - Child Care .Attendant
24580 - Child Care Center Clerk
24610 - Chore Aide . ' -
24620 - Family Readiness And. Support Services
Coordinator
24630 - Homemaker : .
25000 ~ Plant And’ System Operatlons OccupatlonS"
25010 - Boiler Tender ¢
25040 - Sewage Plant Operator
125070 - Statlonary Engineer.
25190 ~ Ventilation Equlpment Tender
25210 - Water Treatment Plant Operator
27000 - Protective Service Occupations
27004 - Alarm Monitor .
27007 _- Baggage Inspector '
127008 - Corrections Officer =
. 27010 - Court.Security Officer
27030 - Detection.Dog Handler
27040 - Detention Officer
27070 - Firefighter
27101 - Guard I .
27102 - Guard II
"27131 - Police Officer I
27132 - Police Officer II
28000 - Recreation Occupations
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28041
28042
28043
28210
28310
28350
28510
28515
28630
28690
29000 -
29010
29020
29030
29041
29042
30000 -
30010
30011
30012
30021
30022
30023
30030
30040
30061
30062
30063
30064
30081
30082
30083
30084
30085
30086
30080
30210
30240
30361
30362
30363
30364
30390
30461
30462
30463
30491
30492
30493
30494
30495
30620

Carnival Equipment Operator

Carnival Equipment Repairer

Carnival Equpment Worker

Gate Attendant/Gate Tender

Lifeguard

Park Attendant (Aide)

Recreation Aide/Health Facility Attendant
Recreation Specialist

Sports Official

Swimming Pool Operator

Stevedoring/Longshoremen Occupational Services

Blocker And Bracer
Hatch Tender
Line Handler
Stevedore I
Stevedore II

Technical Occupations

Surface

30621
31000 -
31020
31030
31043
31260
31290
31310

Air Traffic Control Specialist, Center (HFO) (see 2)
Air Traffic Control Specialist, Station (HFO) (see 2)
Air Traffic Control Specialist, Terminal (HFO) (see 2)
Archeological Technician I

Archeological Technician II

Archeological Technician III

Cartographic Technician

Civil Engineering Technician

Drafter/CAD Operator I

Drafter/CAD Operator II

Drafter/CAD Operator III

Drafter/CAD Operator IV

Engineering Technician I

Engineering Technician II

Engineering Technician III

Engineering Technician IV

" Engineering Technician V

Engineering Technician VI

Environmental Technician

Laboratory Technician

Mathematical Technician .
Paralegal/Legal Assistant I
Paralegal/Legal Assistant II
Paralegal/Legal Assistant III
Paralegal/Legal Assistant IV
Photo~Optics Technician

Technical Writer I

Technical Writer II

Technical Writer III

Unexploded Ordnance (UX0) Technician I
Unexploded Ordnance (UXO) Technician II
Unexploded Ordnance (UXO) Technician III
Unexploded (UXO) Safety Escort
Unexploded (UXO) Sweep Personnel

Weather Observer, Combined Upper Air Or (see 2)
Programs .
Weather Observer, Senior : {see 2)

Transportation/Mobile Equipment Operation Occupations

Bus Aide

Bus Driver

Driver Courier

Parking and Lot Attendant
Shuttle Bus Driver

Taxi Driver
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11.24
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31361 - Truckdriver, Light . = - o : , o 13.44

31362 - Truckdriver, Medium . ) - : 14.10
31363 - Truckdriver, Heavy . : ‘ I e ©15.27
31364 - Truckdriver, Tractor-Trailer ' _ L 'q o 15.27
99000 - Miscellaneous Occupatlons : o
99030 - Cashier’ - ‘ \ o o N c ©9.43
99050 - Desk Clerk o - L 1 8.76
99095 ~ Embalmer ' o C _ : ‘ 27.90
99251 - Laboratory Animal Caretaker I ' S LT 10.90
99252 - Laboratory Animal Caretaker'II ' o 11.65
99310 - Mortician : . : o - : ' 27.90
99410 - Pest Controller ‘ ' T L 17.69
99510 - Photofinishing Worker SR ' S ‘ 12.92
99710 - Recycling Laborer " T - 14.78
99711 - Recycling Specialist - C S 17.06
99730 - Refuse Collector ‘ . . . 13.63
99810 -~ Sales Clerk : ] R L Co " 10.98
99820 - School Crossing Guard . LA o : , 12.83
99830 - Survey Party Chief . . . 1 S o 26.88
99831 - Surveying Aide L r . . o g 14.51
. 99832 - Surveying Technician , n § o o 17.85
99840 - Vending Machine Attéendant S L R . 15.40
99841 - Vending Machine Repairer - "~ B B ' . 17.51

99842 - Vending Machine Repairer Helper . S N o - 15.46

ALL OCCUPATIONS LISTED ABOVE RECEIVE THE FOLLOWING BENEFITS
HEALTH & WELFARE: $3 50- per hour or $140. 00 per week or $606 67 per month

VACATION: 1 week paid vacation after 1 year of service with a contractor or
successor; 2 weeks after 2 years; and 3 weeks after 10 years. Length of service
includes the whole span of continuous service with the present contractor or
successdr, wherever employed, and with the predecessor contractors in the

. performance of similar work at the same: Federal facrllty (Reg 29 CFR 4. 173)

HOLIDAYS: A mrnlmum of ten pald holldays per year, New Year's Day, Martin Luther
King Jr's Birthday, Washlngton s Birthday, Memorial Day, Independence Day, ' Labor
Day, Columbus Day, Veterans' Day, Thanksgiving Day, and Christmas Day. (A '
contractor may substitute for -any of the named holidays another day off with pay in
accordance with a plan communicated to the employees involved.) (See 29 CFR.4174)

. THE OCCUPATIONS WHICH HAVE NUMBERED FOOTNOTES IN PARENTHESES RECEIVE THE FOLLOWING:

1) COMPUTER EMPLOYEES : Under the SCA at’ section 8(b), thlS wage determlnatlon does
not apply to any employee who! individually qualifies as a- bona flde executive,
- administrative, or professional employee as defined-in 29 C.F. R Part 541. Because
most Computer System Analysts and ‘Computer Programmers who are compensated at a rate
not less than $27.63 (or on a salary or fee basis at ‘a rate not less than $455 per
week) an hour would llkely qualify as exempt computer professlonals, (29 C.F. R. 541..
' 400) wage rates may not be listed on .this wage determination for-all occupatlons
within those job families. In addltlon, because this wage determination may not
list a wage rate for some or all occupations within those job families if the survey -
data indicates that the prevalllng wage rate for the-occupation equals or exceeds
$27.63 per hour conformances may be necessary for certain nonexempt employees. - For
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o

_example, if an individual employee is nonexempt but nevertheless performs duties
within the scope of one of the Computer Systems Analyst or Computer Programmer
occupations for which this wage. determlnatlon does not specify an SCA wage rate,
then the wage rate for that employee must be conformed in accordance with the
conformance procedures described in the conformance note 1ncluded on this wage
determination. -

Additionally, because job titles vary .widely and change quickly in the computer
industry, job titles are not determinative of the application of the computer
professional exemption. . Therefore, the exemption applles only to computer employees
who satlsfy the compensation’ requlrements and whose primary duty consists of:

(1) The application of systems analysis techniques -and procedures, including
consultlng with users, to determlne hardware, software or.system functional,
specxflcatlons, o ‘

(2) The design, development, documentatlon, analy51s, creatlon, testlng or
modification. of computer systems or programs, including prototypes, based on and
related to user or system design spec1f1cat10ns,

(3) The design, documentatlon, ‘testing, creation or modlflcatlon of ‘computer
programs related to machine operating systems; or : ‘

(4) A combination .of the aforementioned duties, the performance of which
requires the same level of skllls (29 C F.R. 541 .400) . .

2) AIR TRAFFIC CONTROLLERS'AND WEATHER OBSERVERS ~ NIGHT PAY & SUNDAY PAY: If you
work at night as part of a regular tour of duty, you will earn a night differential
and receive an additional 10%. of basic pay for any hours worked between 6épm and 6am.

If you are a full-time employed (40 hours a week) and Sunday is part of your
regularly scheduled workweek, you are paid at your rate of basic pay plus a Sunday
premium of 25% of your basmc rate for each hour of Sunday work 'which is not overtime
(i.e. occasional work on Sunday outside the normal tour of duty is considered
overtime work)

HAZARDOUS PAY. DIFFERENTIAL: An 8 percent differentiai is applicable to employees
employed in a position that represents a high degree of hazard when working with or
in close proximity to ordinance, explosives, and incendiary materials. This
includes work.such as screening, blending, dying, mixing, and pressing of sensitive
- -ordance, exp1051ves, and. pyrotechnic compositions such as lead azide, black powder .
and photoflash. powder. - All dry-house activities 1nvolv1ng propellants or explosives.
Demilitarization, modlflcatlon, renovation, demolition, and maintenance operatlons
on sensitive ordnance, explosives and incendiary materials. All operations
1nvolv1ng regradlng and, cleanlng of - artlllery ranges. ‘ o

A4 percent:dmfferentlal 1s'appl1cable to employees employed~in<a position that
‘represents.a low degree of hazard when working with, or in close proximity to
:ordance, (or employees possibly adjacent to) exp1031ves and incendiary materials
which 1nvolves -potential injury such as laceration' of hands, face, or arms of the
employee engaged in the operation, irritation of the skin, minor burns and the
like; minimal damage to immediate or adjacent work area or- equipment being- used.’

- All operations involving, unloading, storage, and hauling of ordance, explosive, and
* incendiary ordnance material other than small arms ammunition. These dlfferentlals
are only appllcable to work .that has been specifically de51gnated by the agency for
ordance, exp1051ves, and lncendlary material dlfferentlal pay-

** UNIFORM ALLOWANCE **

C1E employees are required to wear unlforms in the performance of this contract
(either’ by the, ‘terms of the Government contract, by the employer, by the state or
local law,. etc. ), the cost of furnishing such unlforms and malntalnlng (by
laundering or dry cleaning) such uniforms is an expense that may not be:.borne by an
employee where - such cost reduces the hourly rate below that requlred by the wage
determlnatlon The Department of Labor Wlll ~accept payment ih accordance with the
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following standards as compliance:

The contractor or subcontractor is required to furnlsh all employees with an
adequate number of unlforms without cost or to reimburse employees for the actual
cost .of the uniforms. In addition, where uniform cleaning and maintenance is made
the responsibility of the employee, all contractors and subcontractors subject to
this wage determination shall (in the absence of a bona fide collective bargalnlng '
agreement providing for a different amount, or the furnishing of contrary
affirmative proof as to the actual cost), reimburse all employees for such cleanlng
and maintenance at -a rate of $3.35 per week (or $.67 cents per day). However, in
those instances where the uniforms furnished are made of "wash and wear”

materials, may be routlnely washed and dried with other personal garments, and do °
not require any spec1al treatment- such as dry cleanlng, daily washing, or commercial
laundering in order to meet the cleanliness or appearance standards set by the terms
of the Government contract; by the.contractor, by law, or by the nature of the work,
there is no requlrement that employees be relmbursed for uniform maintenance costs

The duties of employees under job’titles listed are those described in the

"Service Contract Act Directory of Occupations”, Fifth Edition, April 2006,

unless otherwise indicated. Copies-of the Directory are available on the Internet. A
links to the Directory may be found on the WHD home page at http: / /www .dol ..
gov/esa/whd/ or through the Wage Determlnatlons ‘On-Line (WDOL) -‘Web smte at
http://wdol. gov/ .

REQUEST FOR AUTHORIZATION OF ADDITIONAL CLASSIFICATION AND WAGE RATE (Standard Form
1444 (SF 1444)}

Conformance Process: - ° g

The contracting officer shall requlre that any class of service employee which is
not listed herein and which is to be employed under the’ contract (i.e., the work to
be performed is not performed by any cla531flcat10n listed in the wage -
determination), be classified by the contractor so as to prov1de a reasonable -
relationship (i.e., appropriate, level of skill comparison) between such unlisted
.classifications and the classifications listed in the wage determination. Such
conformed classes of employees 'shall be paid the monetary wages and furnished the
fringe benefits as are determined.  Such conforming process shall be initiated by
the contractor prior to the performance of contract work by such unlisted class (es)
of employees. The conformed classification, wage rate, and/or .fringe benefits shall
be retroactive to the commenceément date of the contract. {See Section 4.6 (C)(vi)}
‘When multiple wage determinations are included in a contract, a separate.SF 1444

- should be prepared for each wage determination to which a class(es) 1s to be

- conformed. , .

The process for preparlng a conformance request 15 as follows

;1) When' preparlng the bid,’ the contractor- identifies the need for'a conformed
occupatlon(s) and computes a proposed rate(s)
2) After: contract award, the contractor prepares a written report llstlng in order
y proposed classification title(s), ‘a Federal grade equlvalency (FGE) for each,
.proposed classification(s), job description(s), and rationale for proposed wage
‘ rate(s),»lncludlng information regarding the agreement or dlsagreement of the
- authorized representative of the employees involved, or where there is no authorlzed
~ representative, the employees themselves. This report should be submitted to the .
- contracting officer no later than 30 days after such unlisted class(es) of employees
performs any contract work. :

3) The contractlng offlcer reviews the proposed action and promptly submits a report
of .the action, together with the agency's recommendatrons and pertlnent
information including the position:of the contractor and the employees, to_ the Wage

B3
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and Hour Division, Employment Standards Administration, U.S. Department of Labor,
for review. (See section 4.6(b)(2) of Regulations 29 CFR Part 4).

4) Within 30 days of receipt, the Wage and Hour Division approves, modifies, or
disapproves the action via transmittal to the agency contracting officer, or
notifies the contracting officer that additional time will be required to process
the request.

5) The contracting officer transmits the Wage and Hour decision to the contractor.
6) The contractor informs the affected employees.

Information required by the Regulations must be submitted on SF 1444 or bond paper.
When preparing a conformance request, the "Service Contract Act Directory of
Occupations" (the Directory) should be used to compare job definitions to insure
that duties requested are not performed by a classification already listed in the
wage determination. Remember, it is not the job title, but the required tasks that
determine whether a class is included in an established wage determination.

Conformances may not be used to artificially split, combine, or subdivide
classifications listed in the wage determination.
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REGISTER OF WAGE DETERMINATIONS UNDER E _U:S. DEPARTMENT: OF LABOR
THE SERVICE CONTRACT ACT - . * ' EMPLOYMENT STANDARDS ADMINISTRATION

By direction of the Secretary of Labor . - WAGE AND HOUR DIVISION
. WASHINGTON D.C. . 20210

L s .| wage Determ1nat1on No. 2005-2509
shirley F. Ebbesen - Division of _ ‘Revision No.: 11
Director . wage-Determinations| - pate of Rev1s1on 09/09/2010

State: Texas

Area: Texas Counties of Co111n Cooke Da11as, De1ta, Denton, E11is, Fannin,
Grayson, Henderson, Hopkins, Hunt Kaufman Lamar, Navarro,. Ra1ns Rockwa11,
smith, van zandt, WOOd

**Fringe Benef1ts Requ1red Follow the 0ccupat1ona1 L1st1ng**
OCCUPATION CODE - TITLE * - FOOTNOTE
01000 - Administrative SUﬂport And Clerical 0ccupat10ns :

01011 - Accounting Cler '
01Q12 - Accounting Clerk II
01013 - Accounting Clerk III

01020 - Administrative Assistant
01040 ~ Court Reporter g
01051 - pata Entry Operator I
01052 - Data Entry Operator II
01060 - Dispatcher, Motor Vehicle
. 01070 - Document Preparation Clerk
01090 - puplicating Machine Operator
01111 - General Clerk I . =
01112 - General Clerk II .
01113 - General Clerk III
01120 - Housing Referral Ass1stant
01141 - Messenger Courier, - ~ o Lo
01191 - order Clerk I o Co Y
01192 - order Clerk II ' - .
01261 - Personnel Assistant (Employment) I .
01262 - Personnel Assistant (Employment) IT .=

01263 - Personnel Assistant- (EmE1oyment) IIT
01270 - Production Control Cler

01280 - Receptionist
01290 - Rental Clerk
01300 - Scheduler, Maintenance
- 01311 - Secretary’'I - -
* . 01312 - secretary II
01313 - Secretary III- i
' 01320 - Service Order D1spatcher
01410 - Supply Technician . -
01420 - Survey Worker
01531 - Travel Clerk I
01532 - Travel Clerk II
01533 - Travel Clerk I1II
01611 - word Processor:-I
- 01612 - word .Processor II
01613 - word Processor III

05000 - Automotive Serv1ce10ccupat1ons
05005 ~ Automobile Body Repairer, Fiberglass
05010 - Automotive Electrician
05040 - Automotive Glass Installer
05070 - Automotive Worker

[
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05110
05130
-05160
05190
05220
05250
05280
05310
05340
05370
05400
07000 -
07010
07041
07042
07070
07130
07210
07260
09000 -
09010
09040
09080
09090
09110
09130
11000 -
11030
11060
11090
11122
11150
11210
11240
11260
11270
11330
11360
12000 -
12010
12011
12012
12015

12020.

12025
12030
12035
12040
12071
12072
12073
12100
12130
12160
12190
12195
12210
12221
12222
12223
12224
12235
12236

TX 05-2509. txt
Mobile Equipment Servicer
Motor Equipment Metal Mechanic
Motor Equipment Metal worker
Motor Vehicle Mechanic
Motor Vehicle Mechanic Helper
Motor Vehicle Upholstery Worker
Motor vehicle wrecker
Painter, Automotive
Radiator Repair Specialist
Tire Repairer ) o
Transmission Repair Specialist

Food Preparation And Service Occupations

Baker

Cook I

Cook II

Dishwasher

Food Service wWorker
Meat Cutter
waiter/waitress

Furniture Maintenance And Repair Occupations

| I R N A |

Electrostatic Spray Painter
Furniture Handler

Furniture Refinisher
Furniture Refinisher Helper
Furniture Repairer, Minor
Upholsterer

General Services And Support Occupations

Cleaner, Vehicles
Elevator Operator
Gardener .
Housekeeping Aide
Janitor

Laborer, Grounds Maintenance
Maid or Houseman

Pruner

Tractor Operator

Trail Maintenance Worker
window Cleaner

Health Occupations

-
-

Ambulance Driver
Breath Alcohol Technician
Certified Occupational Therapist Assistant
Certified Physical Therapist Assistant
Dental Assistant
Dental Hygienist
EKG Technician
Electroneurodiagnostic Technologist
Emergency Medical Technician
Licensed Practical Nurse I
Licensed Practical Nurse II
Licensed Practical Nurse III
Medical Assistant
Medical Laboratory Technician
Medical Record Clerk
Medical Record Technician
Medical Transcriptionist
Nuclear Medicine Technologist
Nursing Assistant I -
Nursing Assistant II
Nursing Assistant III
Nursing Assistant IV
Optical Dispenser
optical Technician

Page 2
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18.52
22.16
20.93
22.99
17.27
19.82
20.93
24.22
20.93
12.44
22.16

11.26
10.33
11.69
8.38
9.61
13.34
9.03

15.32
10.24
15.32
12.02
13.78
16.53

10.82
9.70
13.58
9.70
9.70
10.39
8.47
11.58
12.58
11.07
11.12

15.87
19.80
28.62
27.35
19.08
36.14
28.89
28.89
15.87
18.42
20.60
22.96
15.37
19.22
15.45
17.26
17.87
33.52
10.43
11.72
12.80
14.36
15.48
13.78
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12250 - Pharmacy Technician-

12280 - Phlebotomist

12305 - Radiologic Techno1og1st

12311 - Registered Nurse I

12312 - Registered Nurse II -

12313 - Registered Nurse II, Specialist
12314 - Registered Nurse IIT

12315 - Reg1stered Nurse III, Anesthet1st ‘
12316 - g1stered Nurse IV

12317 - eduler (brug and A1coh01 Test1ng)

113000 - Informat1on And Arts 0ccupat1ons

-13011 - Exhibits specialist I'
13012 - Exhibits Specialist II
13013 - Exhibits Specialist III
13041 - 1llustrator I . .
13042 - 1llustrator II .
13043 - ITlustrator II1
13047 - Librarian :
13050 - Library A1de/c1erk '
13054 - Library Informat1on Techno1ogy Systems
Administrator _ .
13058 - Library Techn1c1an
13061 - Media Specialist I =~ .. .
13062 - Media Specialist II BRTNY
13063 - Media Specialist III
13071 - Photographer I
13072 - photographer II -
13073 - photographer III
13074 - photographer IV
13075 - photographer v
13110 - video Teleconference Techn1c1an
14000 - Information Technology 0ccupat1ons
- 14041 - cComputer Operator I
14042 - Computer Operator II
14043 - Computer Operator III ,
14044 - Computer Operator IV . .- oef
14045 '~ Computer Operator V' '
14071 - Computer Programmer T . . . '
14072 - Computer Programmer II '
14073 - Computer Programmer III -
14074 - Computer Programmer IV :
14101 - Computer Systenms Analyst I’
14102 - computer Systems Analyst II ‘
14103 - Computer Systems Analyst III =
14150 - peripheral Equipment Operator -
14160 - Personal Computer Support Techn1c1an

© 15000 - Instructional Occupations

15010 - Aircrew Training Devices Instructor (Non- Rated)

15020.f,A1rcrew Tra1n1ng Devices Instructor (Rated)

15030 - Air Crew Training Devices Instructor- (Pilot)
15050 - Computer Based Training Specialist / Instructor
15060 - Educational Technologist .
15070 - Flight Instructor (P110t)
15080 - Graphic Artist
15090 - .Technical Instructor
15095 - Technical Instructor/Course Deve1oper
15110 - Test 'Proctor .
15120, - Tutor -

T 05-2509. txt’

(see
- (see' 1

(see

(see-

(see

"~ (see

(see

1)

16000 < Laundry, Dry- clean1ng, Press1ng And Re]ated 0ccupat1ons

16010 -

Assembler

16030 - Counter Attendant
+.16040 - Dry Cleaner:
16070 - F1n1sher F1atwork Mach1ne

Page 3
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15.18
14.36
25.82
25.82

-31.58
- 31.58
- 38.19

38.19
45.78
24.53

20.65
25.58
31.28

24.95

30.91
36.18
31.56
14.33
27.42

16.29 -

19.78
22.13

24.67

16.50
18.46
22.87
27.97
33.85
21.59

15.91
17.80
20.78
24.67
27.31

© 15.91

24.67

35.04
21.90

© 46.09

35.04

30.46
46.09

22.70

22.61
27.44

18.16

7 18.16

9.32
9.32

11.86
9,32
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16090
16110
16130
16160
16190
16220
16250
19000 -
19010
19040
21000 -
21020
21030
21040
21050
21071
21080
21110
21130
21140
21150
21210
21410
23000 -
23010
23021
23022
23023
23040
23050
23060
23080
23110
23120
23125
23130
23140
23160
23181
23182
23183
23260
23290
23310
23311
23312
23370
23380
23381
23382
23391
23392
23393
23410

Mechanic

-

TX 05-2509.txt
Presser, Hand
Presser, Machine, Drycleaning
Presser, Machine, Shirts
Presser, Machine, wearing Apparel, Laundry
Sewing Machine Operator
Tailor
washer, Machine

Machine Tool Operation And Repair Occupations

-

Machine-Tool Operator (Tool Room)
Tool And Die Maker

Materials Handling And Packing Occupations

Mechanics And Maintenance And Repair Occupations

-
-
-

Forklift Operator
Material Coordinator
Material Expediter
Material Handling Laborer
order Filler

Production Line wWorker (Food Processing)
shipping Packer
shipping/Receiving Clerk -
Store Worker I

stock Clerk

Tools And Parts Attendant
warehouse Specialist

Aerospace Structural welder

Aircraft Mechanic I

Aircraft Mechanic II

Aircraft Mechanic III

Aircraft Mechanic Helper

Aircraft, Painter

Aircraft Servicer

Aircraft worker

Appliance Mechanic

B1c¥c1e Repairer

Cable splicer

Carpenter, Maintenance

Carpet Layer

Electrician, Maintenance

Electronics Technician Maintenance I
Electronics Technician Maintenance II
Electronics Techmician Maintenance III
Fabric worker

Fire Alarm System Mechanic

Fire Extinguisher Repairer

Fuel Distribution System Mechanic

Fuel Distribution System Operator
General Maintenance worker

Ground Support Equipment Mechanic
Ground Support Equipment Servicer
Ground Support Equipment Worker
Gunsmith I

Gunsmith 1II

Gunsmith III

Heating, ventilation And Air-Conditioning

23411 - Heating, Ventilation And Air Contditioning
Mechanic (Research Facility)

23430
23440
23460
23465
23470
23510

-

Heavy Equipment Mechanic
Heavy Equipment Operator
Instrument Mechanic
Laboratory/shelter Mechanic
Laborer
Locksmith

Page 4
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Machinery Maintenance Mechan1c

23550 - Machinist, Maintenance -

23580 - Maintenance Trades He]per

23591 - Metrology Technician I .

23592 - Metrology Technician IXI
23593 - Metro1og% Technician III

23640 - Millwrig t

23710 - office Appliance Repa1rer

23760 - Painter, Maintenance -

23790 - P1pef1tter Maintenance

23810 - Plumber, Maintenance '
23820 - Pneudraulic Systems, Mechan1c
23850 - Rigger . ‘

23870 - Scale Mechanic ) :
23890 --Sheet-Metal Worker, Ma1ntenance
23910 - small Engine Mechanic:

23931 - Telecommunications Mechanic ‘T
23932 - Telecommunications ‘Mechanic I
23950 - Telephone Lineman : :
23960 - welder, Combination, Ma1ntenance
23965 - well Driller

* 23970 - woodcraft worker

. 23980 - woodworker ' :

24000 - Personal Needs 0ccupat1ons
24570 - child Care Attendant ..

24580 - child care center.Clerk
24610 - chore Aide

. 24620 - Family Read1ness And Support Serv1ces‘
Coordinator , o0
24630 - Homemaker. s

25000 - Plant_And System 0perat1ons Occupat1ons '
25010 - Boiler Tender ,
25040 - sewage Plant Operator
25070 - stationary Engineer -

25190 - ventilation Equipment Tender
25210 - water Treatment Plant Operator

27000 - Protective Service’ occupat1ons
27004 - Alarm Monitor

27007 - Baggage Inspector
27008 - cCorrections officer .-

27010 - Court Security Officer’
. 27030. - petection Dog Handler
- 27040 - petention officer -
. 27070 - Firefighter -
27101 - Guard I
27102 - Guard II ‘
27131 - police Officer 1-
- 27132 - Police officer II.

28000. - Recreation Occupations - :
28041 - carnival Equipment Operator
28042 - carnival Equipment Repairer
28043 - carnival Equpment worker
28210 - Gate Attenﬂant/Gate Tender
28310 - Lifeguard =
28350 - park Attendant (A1de) -
28510 - Recreation Aide/Health Fac111ty Attendant

28515 - Recreation Specialist

- 28630 - sports official
. 28690 - Swimming Pool Operator :
29000 - stevedoring/Longshoremen 0ccupat1ona1 Serv1ces
29010 - Blocker And Bracer .
- 29020 - Hatch Tender
29030 - Line Handler -
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29042 - Stevedore II -

99730

30000 - Technical Occupations . X
30010 - Air Traffic Control Spec1a11st -Center (HFO) (see 2)
30011 - Air Traffic Control Specialist, Station, (HFO) (see 2). .
30012 - Air Traffic Control Specialist, Term1na1 (HFO) (see 2)
30021 - Archeological Technician I
30022 - Archeological Technician II
30023 - Archeological Technician III
30030 - cartographic Technician
30040 - Civil Engineering Technician
30061 - prafter/CAD Operator I
30062 - Drafter/CAD Operator II
30063 - Drafter/CAD Operator III
30064 - prafter/CAD Operator IV
30081 - Engineering Technician I
30082 - Engineering Technician II
30083 - Engineering Technician III *

30084 - Engineering Technician IV

30085 - Engineering Technician V

30086 - Engineering Technician VI

30090 - Environmental Technician

30210 - Laboratory Technician

30240 - mathematical Technician .

30361 - Paralegal/Legal. Assistant I

30362 - Paralegal/Legal Assistant II

30363 - paralegal/Legal Assistant III

30364 - Paralegal/Legal Assistant IV

30390 - Photo-Optics Technician

30461 - Technical writer I

30462 - Technical writer II . , ‘ _ S

30463 - Technical writer III . ‘

30491 - unexploded ordnance (UX0) Techn1c1an I ’ o

30492 - unexploded ordnance (Ux0) Technician II

30493 - unexploded Ordnance (UX0) Techn1c1an Ir .

30494 - unexploded (ux0) Safety Escort - V

30495 - unexploded (UXO) Sweep Personnel P

30620 - weather Observer, _Com ined Upper A1r or . (see 2)

surface Programs. .

30621 - weather Observer, Senjor - . (see 2) :
. 31000 - Transportat1on/Mob11e Equ1pment 0perat1on 0ccupat1ons o

31020 - Bus Aide: :

31030 - Bus Driver

., 31043 - Driver Courier ‘

31260 - parking -and Lot Attendant

- 31290 - shuttle Bus Dr1ver
31310 - Taxi Driver . L
31361 - Truckdriver, L1ght S
31362 - Truckdriver, Medium ~
31363 - Truckdriver, Heavy
31364 - Truckdr1ver, Tractor-Trailer

99000 - Miscellaneous Occupations ‘

99030 - cashier ; o
99050 - pesk Clerk- ' 0
© 99095 - Embalmer:

© 99251 .- Laboratory An1ma1 Caretaker I :
99252 - Laboratory. Animal Caretaker II ‘

- 99310 - -Mortician T

:99410 - Pest Controller - .
99510 - Photofinishing worker
99710 - Recycling Laborer

*99711 - Recycling Spec1a11st

- Refuse CO11ector
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sales Clerk ' L 13.65

99810 - _

99820 - school Crossing Guard - . , 9.97
99830 - Survey Party Chief -~ - = = _ S 23.31
99831 - surveying Aide. ' T : . 13.96
99832 - surveying Technician P ,; " , 17.89 .
99840 - vending Machine Attendant : : ‘ ' ' - 14,09
3324% - vending Machine Repairer : S . 17.03

42 -

vending Machine Repairer Helper - . _ ‘ 14.05

ALL OCCUPATIONS LISTED ABOVE RECEIVE THE FOLLOWING‘BENEF;fS:
HEALTH & WELFARE: $3.50 per hour-or $140.00 per week or“$606.671per month

VACATION: 2 weeks paid vacation after 1 year of service with a contractor or
successor; 3 weeks after 5 years, 'and 4 weeks after 15 years. Length of service
includes the whole span of continuous service with the present contractor or
successor, wherever employed, and with the predecessor contractors in the
performance of similar work at the same Federal facility. (Reg. 29 CFR 4.173)

HOLIDAYS: A minimum of ten paid holidays per year, New Year's Day, Martin Luther
King Jr's Birthday, washington's Birthday, Memorial Day, Independence Day, Labor
pay, Columbus pay, Veterans' Day, Thanksgiving Da¥, and Christmas Day. " (A
contractor may substitute for any of the named holidays another day off with pay in
accordance with a plan communicated to the employees involved.) (See 29 CFR 4174)

e N
¥

" THE OCCUPATIONS WHICH HAVE NUMBERED FOOTNOTES IN PARENTHESES RECEIVE THE FOLLOWING:

1) COMPUTER EMPLOYEES: Under the SCA at section 8(b), this wage determination does
not apply to any employee who individually qualifies as a bona fide executive,
- administrative, or professional employee as defined in 29 C.F.R. Part 541. Because
most Computer System Analysts and Computer Programmers who are compensated at a rate
not less than $27.63 (or on a salary or fee basis at a rate not less than $455 per
week) an hour would 1ikely qualify as exempt computer professionals, (29 C.F.R. 541.
400) wage rates may not be Tisted on this wage determination for all occupations
within those job families. 1In addition, because this wage determination maz not
Tist a wage rate for some or all occupations within those job families if the survey
" data indicates that the prevai]ing wage rate for the occupation equals or exceeds
$27.63 per hour conformances may be necessary for certain nonexempt employees. For
example, if an individual,emﬁ1oyee is nonexempt but nevertheless performs duties
~ within the scope of one of the Computer Systems Analyst or Computer Programmer
occupations for which this wage determination does not- specify an SCA wage rate,
then the wage rate for that employee must be conformed in accordance with the :
conformance procedures ‘described in the conformance note included on this wage
determination. : : " - ‘ ‘ -

Additionally, because job titles vary widely and chan?e quickly in the computer
industry, job titles are not determinative of the application of the computer
professional exemption. Therefore, the exemption.applies only to computer employees
who satisfy the compensation requirements.and whose primary duty consists of:
(1) The apg]ication of systems analysis techniques and procedures, including
consulting with users, to determine hardware, software or system functional :
specifications; o - T : .

_(2) The design, development, documentation, analysis, creation, testing or
modification of computer systems or programs, including prototypes, based on and
related to user.or system design specifications; . - . oL -

. (3) The design, documentation, testing, creation or modification of computer
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programs related to machine operating systems; or )
(4) A combination of the aforementioned duties, the performance of which
requires the same level of skills. (29 C.F.R. 541.400).

2) AIR TRAFFIC CONTROLLERS AND WEATHER OBSERVERS - NIGHT PAY & SUNDAY PAY: If you
work at night as part of a regular tour of duty, you will earn a night differential
and receive an additional 10% of basic pay for any hours worked between 6pm and 6am.
If you are a full-time employed (40 hours a weekg and sunday is part of your
regularly scheduled workweek, you are paid at your rate of basic pax plus a Sunday
premium of 25% of your basic rate for each hour of Sunday work which is not overtime
(i.e. occasional work on Sunday outside the normal tour of duty is considered
overtime work). ,

HAZARDOUS PAY DIFFERENTIAL: An 8 percent differential is applicable to employees
employed in a position that represents a high degree of hazard when working with or
in close proximity to ordinance, explosives, and incendiary materials. This
includes work sucx as screening, blending, dying, mixing, and pressing of sensitive
ordance, explosives, and {rotechnic compositions such as lead azide, black powder
and photoflash powder. All dry-house activities involving propellants or
explosives.

Demilitarization, modification, renovation, demolition, and maintenance operations
on sensitive ordnance, exq1osives and incendiary materials. All operations
involving regrading and cleaning of artillery ranges.

A 4 percent differential is applicable to employees employed in a position that
represents a low degree of hazard when working with, or in close proximity to
ordance, (or employees qossib]y adjacent to) explosives and incendiary materials
which involves potential injury such as laceration of hands, face, or arms of the
emﬁioyee engaged in the operation, irritation of the skin, minor burns and the
1ike; minimal damage to immediate or adjacent work area or equipment being used.

A1l operations involving, unloading, storage, and hauling of ordance, explosive, and
incendiary ordnance material other than small arms ammunition. These differentials
are only applicable to work that has been sqecifica11y designated by the agency for
ordance, explosives, and incendiary material differential pay.

*% UNIFORM ALLOWANCE **

If employees are required to wear uniforms in the performance of this contract
(either by the terms of the Government contract, by the employer, by the state or
Tocal law, etc.), the cost of furnishing such uniforms and maintaining (by
laundering or dry cleaning) such uniforms is an expense that may not be borne by an
employee where such cost reduces the hour1¥ rate below that required by the wage
determination. The Department of Labor will accept payment in accordance with the

following standards as compliance:

The contractor or subcontractor is required to furnish all employees with an
adequate number of uniforms without cost or to reimburse employees for the actual
cost of the uniforms. 1In addition, where uniform cleaning and maintepance is made
the responsibility of the emq]oyee, all contractors and subcontractors subject to
this wage determination shall (in the absence of a bona fide collective bargaining
agreement providing for a different amount, or the furnishing of contrary
affirmative proof as to the actual cost), reimburse all employees for such cleaning
and maintenance at a rate of $3.35 per week (or $.67 cents per day). However, in
those instances where the uniforms furnished are made of "wash and wear"

materials, may be routinely washed and dried with other personal garments, and do
not require any special treatment such as dry cleaning, daily washing, or commercial
Taundering in order to meet the cleanliness or appearance standards set by the terms
of the Government contract, by the contractor, by law, or by the nature of the work,
there is no requirement that employees be reimbursed for uniform maintenance costs.

The duties of employees under job titles listed are those described in the
"Service Contract Act Directory of Occupations", Fifth Edition, April 2006,
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