
ORDER FOR SUPPLIES OR SERVICES I PAGE OF PAGES 
1 ., 216 

IMPORTANT. Mark all packages and papars with contract and/or order numbers. I 
t OA TE OF ORDER 2 CONTRACT NO. (II anyO 6. SHIP TO; 

HSHQDC·09-D-O 021 e. NAME OF CONSIGNEE 11/29/2010 

3.0RDERNO. ,4. REO!JISIT10NIREFERENCE NO. 
Department of Homeland 

HSSCCG-11-J-00015 SC0-11-008 
Security 

5. ISSUING OFFICE (AddreSII eotr'I1$POI'Idenr:e to} b. STREET ADDRESS 

USCIS Contracting Office U.S. Citizenship & Immigration Svcs 
Department of Homeland Security Service Center Operations 
70 Kimball Avenue 2G Massachusetts Avenue, NW, 2nd Fl 

South Burlington VT 05403 
c CITY ,d. STATE I: e, ZIP CODE 
Washington DC 20529 

7 TO I. SHIP VIA 

a NAMe OF CONTRACTOR 
vgTERANS ENTERPRISE TECHNOLOGY SOLUTIONS INC a TYPE OF ORDER 

b. COMPANY NAME' OaPURCHASE IKJ b. DEUVERV 

c STREET ADDRESS REFERENCE YOUR: 

367 TRIPLE C DRIVE Excapt far billing Instructions on the 
reverse, this delivery on1ar is IIUbjlld 

SUITE 100 10 instrudlons CQ!Ilailed on thiS side 

eMily otlllis 1o1m and is issued 

Pr-lumiellthe IOilOwlng an the tenns liUbJeciiD ll!e lenns end~ 
ancr conelilions l!PGciliell on II01h Bidea 01 ol the above-numllered cxmtract. 

CI.CITV I e STATE I J; ZIP COOE 
lhle ~and on 11\e ai18Ctled SlltiGI. ilfii1Y, 
indudilllJ CleltY8Iy as indlcaltld 

CLARKSVILLE VA 239272554 
9 ACCOUNTING AND APPROPRIATION DATA 10. REQUISITION1NG OFFICE 

See Schedule 
11. BUSINESS CLASSIFICATION ((;/ted( apprrtptial& IJox(es}) 12, F.O.B. POINT 

0 a SMALL 0 b OTHER THAN SMALL 0 c. DISADVANTAGED IZJ g. SERVICE· 
DISABLED 

Destination 
0 d. WOMEN-OWNED 0 e. HUBZ.onll 0 I EMERGING SMALl. VETERAN· 

BUSINESS OWNED 

11 PI.ACE OF 14. GOVERNMENT 811. NO. 15. DELIVER TO F O.B. POINT 16. DISCOUNT TERMS 
ON OR BEFORE (Date} 

a. INSPECTION Ill, ACCEPTANCE 
Destination Destination Net 30 

17, SCHEDULE 1$89 11JV111U fotft~ 

QUANTITY 
ITEM NO. SUPPLtES OR SERVICES (b)(4) ORDERED UNIT 

(a) (II) (c) (d) 

DUNS Numbed I 
This Task Order 1s 1ssuea unaer DHS PACTS 
IDIO Contract Specified in Block Number 2, 
Functional Category 2 - Administrative 
Services. 
Accounting Info: 
Continued ... 

18. SHIPPING POINT 19. GROSS. SHIPPING WEIGHT 

a. NAME' 

$EEfl/UJNG 
IIISTifiiCTIONS b STREET ADDRESS 

ON REVERSE (or P.O. Box) 

c CITY 

22, UNITED STATES OF 

AMERICA 8'1' (Si!p!BIUie} 

R AUTliO IZ£0 RlR ~OCAliW'RODIJCTION 
PReVIOUS EDmON NOT USAili.E 

21. MAIL INVOICE TO: 

SEE INVOICING INSTRUCTIONS 

ON PAGE 190. 

ld STATE 

~1/.HI-/~ Jf/11!# 

UNIT QUANTITY 
PRICE AMOUNT ACCEPTED 

(a) (I) (g) 

20. INVOICE NO, 17(h) 
OTAL 

(CQnl. 

~8} 

~ 

t7(i) - GRAND 
TOTAL 

e. ZIP CODE ~ 
I 

23. NAME (Tytl(lfl} 

Ned R. Ross 
TITLE: CONTRACTING/ORDERING OFFICER 

OPTIONALFOR!.U47C!bt­
-"tGIIM'M4Cl'Rfl321!11>1 

1 



ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE - CONTINUATION 

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

DATE OF ORDER !CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

(a) (b) 

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

0001 TRANSITION - Provide transition services 
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) 

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. 
Monthly 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: I ~ption Line Item) 
Anticipated Exerc1se 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: I JJption Line Item) 
Continued ... 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDmON NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

UNIT 
PRICE 

(e) 

PAGE NO 

2 

I
ORDERNO. 

HSSCCG-11-J-00015 

AMOUNT 

(f) 

QUANTITY 
ACCEPTED 

(g) 

OPTIONAL FORM 348 (RIIv. oll:lJQ6) 

~byGSAFM(<IIICFR)53.213(Q 

2 



ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE -CONTINUATION 

IMPORTANT· Mar11 all packages and papers with contract'ancl/or order numbers 

DATE OF ORDER I CONTRACT NO .. 

11/29/2010 IHSHQDC-09-D-00021. 

ITEM NO. 

(a) 

0002BC 
I 

SUPPLIES/SERVICES 

(b) 

~ticipated Exercise Date: 

Base Option Period- PROGRAM MANAGEMENT -. 
Provide services at Headquarters per 
section 4.8 in the Pws: Monthly break-out 
as described on oacre .20. 
!Amount: I ption Line Item) 
IAnticipar.ea ~:.xerc1se Date: 

0003 MAIL OPERATIONS SUPPORT - Provide Mail ' 
Operations Support per section 4.2 the PWS 
for the listed locations. Per piece 
pricing as provided in schedule on pages 20 
and 21. 
(Not Separately Priced) 

0003AA IMA,IL OPERATIONS SUPPORT ·- Nebraska Service 
Center. See Schedule on ·page 20. 

(b)(4). 

0003AB iMA,IL OPERATIONS SUPPORT - Texas Service . 
Center. See Schedule on pages 20 and ··21. 

0003BA Base'Option Period - MAIL OJ?ERATIONS 
SUPP9RT - Nebraska Service Center; ·see 

!Amount :I I( option· Line Item) 
Schedule on :a:e 21. , 

IAnticip,Eed X rbse Da'te: . 

000388 Base Option· Peri()d ·MAIL OPE;RATIONS 
SUPPORT - Texas Service Center. ·See 

Scheduli :: :::: :~ · · !Amo~n~: J'option. Line Item) 
IAnt·~Clp ,t e Date: . 

0004.. DATA COLLECTION SUPPORT Provide Data 
coilection Support Services per section 4.3 
in the PWS for 'the .listed locations. See 
schedule. on pages 21 and 22. 
(Not· Separat~fy Priced) 

0004AA DATA COLLECTION.· SUPPORT . .,.. t:Jebraska Service·. 
.. Center. See. Schedule on Pages 21 ahd 22: 

c, 

Continued 

.. 
:. 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPOOUCTION 
PREVIOUS EDITION NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

PAGE NO 

3 

I
ORDER NO. 

HSSCCG-11-J-00015 
UNIT . 

PRICE 
(e) 

AMOUNT 

(I) 

QUANTITY 
ACCEPTED 

(g) 

OPllONAL FORM 348 (ROY • .,._, 

"'-illod by GSA FAR (48 CFR153.213(~ 

3 
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ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE -CONTINUATION 

IMPORTANT· Marl( all pa~ages and papers with contract and/or order numbtiis 

DATE OF ORDER I CONTRACT NO. . . 

11/29/2010 IHSHQDC-09-D-00021~· 
ITEM NO. 

(a) 

0004AB 

SUPPLIES/SERVICES 

(b) 

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

0004BA Base Option Period - DATA COLLECTION 
SUPPORT -Nebraska Serviqe Center~· See 
Schedule on Pages 21 and i2~ 
~ountl loptlon Line 
Item) 
~ticipated Exercise Date: 

0004BB Base Option Period - DATA_ COLLECTION 
SUPPORT -Texas Service Center. See 
Schedule gp Pace 22 
IAmountl loption Line 
Item) 
~ticipated Exercise Date: (b)(4) 

0005 FEE COLLECTION SUPPORT - Provide Fee 
Collection Support per secdon 4.4 in the 
PWS for.the listed locations: 
(Not Separately Priced) 

0005AA FEE COLLECTION SUPPORT - Nebraska Service 
c;enter. See Schedule on page.24. 

' 
0005AB FEE COLLECTION .SUPPORT - Texas ·Service : .2 

0005BA 

Center. See Schedule on page 22. 

Base Option Period - FEE COLLECTION SUPPORT 
- Nebraska Service Center. See Schedule on .. 
~~ge ~ 
!Amount!_ ~ption Line. item) ·' 
Anticipat~d Exerc1se Date: 

OOOSBB ·Base Option Period- FEE COLLECTION .1 
SU~PORT - Texas Service Center ... See ~\· 

Schedule on :a:e 22. . • · · • 
Amo.~n~:l ~ptl.on ·Line Item) 
Ant1~1p cop :: _zcz~~ Date: · · . 

0006 FILE OPERATIONS SUPPORT - Provide File 
Operations Support per section 4.5 in the 
PWS·for. the.listed locations. 
Con~inued' .. : 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION • 
PREVIOUS EDmON NOT USABLE . 

QUANTITY UNIT 
ORDERED 

(c) ' (d). 

PAGE. NO 

4 

' I ORDER NO. ' 

jHSSCCG-11-J-00015 

UNIT 
PRICE 

(e) 

AMOUNT 

(I) 

· QUANTITY 
ACCEPTED 

(g) 

OPTIC?NAL FORM 348 (Rev. -412006) 

. Pnoocribodb~GSAFAR(4SCF)IIS3.213C~ , . .. ' 

4 .. 



ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE- CONTINUATION 

IMPORTANT· Mark all packages and papers with c:Ontract and/~r order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHsH6oc-o9-o-ooo21 
ITEM NO. SUPPLIES/SERVICES 

(Not Separately Prib~d) 

0006AA FILE OPERATIONS SUPPORT - ~ebraska Service 
Center. See Labdr Hour Schedule on page 23. 

0006AB FILE OPERATIONS SUPPORT , Texas Service 
Center. See Labor Hour Schedule on page 23. 

0006BA Base Option Period - FILE OPERATIONS 
SUPPORT - Nebraska Service Center; See 
Labor·Hour Schedule on page 23. 
Affiount .. l ____________ ~fption Line 
Item) • •• 
Anticipated Exercise Date:. 

'000688 Base Option Period - FILE OPERATIONS 
SUPPORT - Texas Service Center. See Labor 
Hour Schedule on ~a!le 23. 
Arnoun, lption Line 
Item) : 

(b)(4) Anticipated Exercise Date: ' 

0007 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. · 
(Not Separately Priced) 

0007AA FDNS· DATA COLLECTION SUPPORT FOR CFDO -

0007AB 

~ 

t:!ebqska Service .Center,:' See Schedule ·on 
page' 24. 

FD~S DATA COLLECTION SUPPORT FOR CFPO -
Texas Service Center. See Schedule on page 
24. 

0007BA. Base Option Period FDNS DATA COLLECTION 
SUPPORT FOR CFDO - Nebraska Service:Center~ 

t~~~t:::: E::f::EP~!~:,Line Item) 

Continued ... 

·. TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDmON NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

UNIT 
PRICE 

(e) 

PAGE NO 

5 

I
ORDERNO. . 

H~scc~~ll-J-00015 

AMOUNT 

(f) •, 

.QUANTITY 
ACCEPTED 

(g) 

OP110NAL FORM 348 (Rov. <12006) 

Pnoscnbld by GSA FAR (48 CFR)53.213(~ 

. i 

5 



ORDER FC?,R SUP~liES OR SERVICE~ 
SCHEDULE· CONTINUATION 

IMPORTANT- Marl< all packages and papers with contract and/or order numbers 

DATE OF ORDER I CONTRACT NO. ·. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. 

(a) 

0007BB 

0008 

SUPPLIES/SERVICES 

(b) 

Base Option Period.- FDN'S DATA COLLECTION· 
SUPPORT FOR CFDO - Texas Service Center. 
See Schedule on page 24. 
!Amount I pption 'Li,ne Item) 
!Anticipated f!xercJ.se Date: ·.· 

' FDNS FILE. OPERATIONS Sl,JPPORT FOR CFDO -
Provide · FDNS· File Operation's Support for 
CFDO per section 4. 6. 2 of the PWS for the·· 
listed locations. See Labor Hour Schedule 
on page 24. 

,, 

(Not Separately· Pric~d) · ' 

OOOBAA FDNS FILE OPERATIONS SUPPORT FOR CFDO -
Nebraska Service Center. S~e· Schedule on 
page 24. '· 

OOOBAB FDNS FILE OPERATIONS SUPPORT FOR CFDO -
Texas Service Center. See·:. Schedule on , page 
24. 

OOOBBA Base Option Period - FDNS FILE OPERATIONS 
SUPPORT FOR CFDO - Nebraska Service Cent~r. 
See Schedule on page 24.·, 
~ountl ~ption Line Item) 
!Anticipated Exercise· Date.: 

0008BB Base Option Period- FDNS·FILE OPERATIONS 
SUPPORT FOR CFDO - Texas Servic~ Center. 
See Scheduli on :•ge 24. 

· Amount J tption Line Item) 
Antici dl@d Ek@f 1 e Date: (~)(4) 

I 

0009 TRANSITION OUT - Upon completion of the 
autnorized period of performance for this 
task orde~ including ex~rci~ed option~, the 

. Contracting Office:r: may issue a· 
~edification to authorize, establish, 
price, and fund the transition activity of 
the ou~going Contractor ~nde~ thi~ CLIN,.:ii 
acco'rdance with FAR 52.237-3, "Continuity 
of Servi~es." The activities 'will include 
the requirements 'stated in the Performance· 
Continued . . . ., 

~ 

- ..... 

TOTAL CARRIED FORWARD T0' 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDITION NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) · (d) 

UNIT 
PRICE 
. (e) 

. ~ 
PAGE NO 

6 

I
ORDERNO. 

HSSCC.G-11-J-0.0015 

AMOUNT 

(f) 

QUANTITY 
ACCEPTED 

. (g) 

Ul' IIUNAI FORM 348 (Rov. 4120011) 

l'roloc:riboll by GSA FAR (411 CFR) 53.213(~ 

6 



ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE- CONTINUATION 

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

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

Work Statement and those required by FAR 
52.237-3. 
(Not Separately Priced) 

1002 OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services described in the PWS at 
section 4.8 at the listed locations. 
~ount~ption Line Item) 
~tici~ercise Date:10/31/2011 
(Not Separately Priced) 

1002AA OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services at the Nebraska Service 
Center per section 4.8 in the PWS. Monthly 
break-'jnt as describe~ on page 25. 
~ountl JOption Line 
Item) 
~ticipated Exercise Date: 

1002AB OPTION YEAR 1 PROGRAM MANAGEMENT -
Provide services at the Texas Service 
Center per section 4.8 in the PWS. Monthly 
~reak-out as described on page 25. 
~ount:l loption Line 
Item) (b)(4) 
~ticipated Exercise Date: 

1002AC OPTION YEAR 1 - PROGRAM MANAGEMENT -
Provide services at Headquarters per 
section 4.8 in the PWS. Monthly break-out 
as descrjhed on naae 2(. 
Amount:l.------------~pption 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. 
~ount:r-----1bption Line Item) 
~ticip~ercise Date:10/31/2011 
(Not Separately Priced) 

1003AA OPTION YEAR 1 - MAIL OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on 
page 25-p·-----.. 
Amount t I( option Line 
Continu~e~a~.-.-.------~ 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDmON NOT USABLE 

auANTITYtUNIT~~ 
ORDERED 

(C) l!d) 

PAGE NO 

7 

lORDERNO. 

HSSCCG-11-J-00015 

UNIT 
PRICE 

(e) 

AMOUNT QUANTITY 
ACCEPTED 

(g) 

OPllONAL FORM 348 (Rov. ~~ 

"'--hodbyGSAFAR(48CFR)53.213(" 

7 



. ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE~ CONTINUATION 

IMPORTANT Mark all pad<ages and papers w~h contract and/or order numbers 

DATE OF ORDER -~CONTRACT NO. 

i1/29/2010 jHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

(a) '.(b) 

Item) 
Anticipated Exercise Da,te:.· · 

1003AB OPTION YEAR 1 ,.. MAIL OPERATIONS :SUPPORT - -
T·exas Service Center. See Schedule on p. 

• • e 

25. 
Amountl ttion Line':,: 
Item) 
~ticipated 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. 
~ountl loption Line Item) 
~ticipated Exercise Date:I0/31/2011 
(Not Separ<!-tely Priced) 

1004AA OPTION YEAR 1 DATA COLLECTION SUPPORT -
!Nebraska Service Center. See'Schedule on· 
Pages )5 and 2 6 

!Amount 1 tption · Line 
Item) _ 
!Anticipated Exercise Date: 

(b)(4). 

1004AB OPTION YEAR 1 - DATA COLLECTION. SUPPORT -
Texas Service Centei; · 'See Schedule on 

·Pages 25 and 26. 
jAmoun.tl loption Line 
Item) 
!Anticipated Exercise Date: 

1005 · . OPTION YEAR 1 - FEE :coLLECTION ·sUPPORT -
Provide _Fee Collection Support per sectiorJ. 
4.4 in the PWS. See schedule on page 26. 
Amount: $0. OO·(Option Lirie ·Item) .. 
Anticipated Exercise Date: 10/31/2011 
(Not Separately Priced) 

' 1005AA OPTiON YEAR 1 - FEE COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on 

-page -~
6 

·· 
jAmoun tpt_ion Line Item) 

'IAnticJ.t· ------!1. Date: · 
• ~.1 

10Q5AB OPTION YEAR 1 - FEE. co'LLECTION SUPPORT -
Continued 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAl. REPOOUCTlON 
PREVIOUS E9mON NOT USABUE 

QUANTITY UNIT 
ORDERED 

(c), (d)' 

PAGE NO 

8. 

. I ORDER NO. 
'. HSSCCG-ri-J-00015 

UNIT 
PRICE. 

(e) 

AMOUNT 

(I) 

QUANTITY 
ACCEPTED 

(g) 

, OP110NAL FORM 348 fRw. v.2006l 

PmaibodbyGSAFAR(>IIICFR)53.213ffl 

8 



ORDER FOR SUPPLIES OR SERVICES 
. SCHEDULE- CONTINUATION. 

IMPORT ANT· Mark an paCkages and papers with contract and/or order numbers 

DATE OF ORDER ~CONTRACT NO. -

11/29/2010 IHSHQDC-09-D-00021 

· ITEMNO. SUPPLIES/SERVICES 

(a) (b) 

Texas Service Center. See Schedule on p~ 26 
~ountl pption Line Item) 
!Anticipated Exercise Date: 

1006 OPTION YEAR 1 - FILE OPERATIONS SUPPORT -
Provi~e File Operations ~upport p~t;section 
4.5 of the PWS for the listed locatio?s. 
See thor hour sch.edule on_ page 27. 
~ount ption Line Item) 
!Antici ercise Date: 10/31/2011. 
(Not Separately Priced) 

1006AA OPTION YEAR 1 - FILE OPERATIONS SUPPORT 
Nebraska Service Center. See Labor Hour 
Schedule on Page 27 
~ount:l tption Line 

~~:~ip'"a-te_d_E-xe_r_c-is_e...,.Date: (b)( 4) 

1006~ OPTION YEAR 1 - FILE OPERATIONS SUfPPRT -

1007 

Te~as Service Center. See Labor Hour 
Schedule pp page 27 

!Amount~ tption Line. 
Itemi ~----------~ 
!Anticipated Exercise Date: 

OPTION YEAR 1 - FDNS DATA COLLECTION 
SUPPORT .FOR CFDO - Provide· FDNS Data 

' 1007AA OPTION YEAR 1 ...; FDNS DATA COLLECTION 

'' " 

s~~PORT FOR CFbO·- Nebraska Service .Center. 

see scnb:::e on e•r· 28. ~ount :loption L~ne Item) . 
:Anticip .ExercHe Date: 

1007AB OPTION YEAR 1 :-. FDNS. DATA .COLLECTION 
SUPPORT FOR CFDO - TEi!xas Service Cente,;r. 
See Schedule on :aJe 28. 
Amount!~ption Line Item) 
Antici a~$6 Exer I e Date: 

Continued 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) · 
AUTHORIZED FOR LOCAL REPODUCTlON 

. PREVIOUS EDmON NOT USABUE 

QUANTITY UNIT 
'ORDERED 

(c) I (d) 

UNIT 
PRICE 

(e) 

PAGE NO 

9 

I
ORDER.NO. 

HSSCCG-11-J-00015 

I , AMOUNT 

(f) 

QUANTITY 
ACCEPTED 

(g) 

ORM 3411 (Roil. 412006) 

Pnoocrlbod bJ GSA FAR (48 CFR) 53.213(~ 

; -. 

9 



ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE- CONTINUATION 

IMPORTANT· Marl< all packages and papers with contract and/or order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 
ITEM NO. 

(a) 

1008 

SUPPLIES/SERVICES 

(b) 

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 sewn page 28. 
~ount Option Line Item) 
~tici ercise Date:10/31/2011 
(Not Separately Priced) 

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

See Sc[::::e :: ::Je 28. ~o~n~~ption.Line Item) 
~tlCl E I e Date. 

1008AB OPTION YEAR 1 - FDNS FILE OPERATIONS 
SUPPORT FOR CFDO - Texas Service Center. 

See ScJ~:::e :: :Jge 28. ~o~n~ :l~ption Line Item) 
~t1c1-·-~-~ z--z-~·se Date: (b)(4) 

1009 OPTION YEAR 1 - TRANSITION OUT - Upon 
completion of the authorized period of 
performance for this task order including 
exercised options, the Contracting Officer 
~ay 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 

requirjdtb: ;iP 52.237-3. 
~ount ption Line Item) 
~ticipa e xercise Date:10/31/2011 
(Not Separately Priced) 

2002 OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services per section 4.8 of the PW 
at theclocations. 
Amoun Option Line Item) 
Anticip xercise Date:10/31/2012 
(Not Separately Priced) 

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

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPOOUCTION 
PREVIOUS EDITION NOT USABLE 

I :ouANTITY~~~uNITI ORDERED 

'"' 

UNIT 
PRICE 

PAGE NO 

10 

I
ORDERNO. 

HSSCCG-11-J-00015 

I 
AMOUNT 

If\ I 
QUANTITY 
ACCEPTED 

(g) 

FORM 348 (Rov. 412006) 

-bodbyGSAFAR(48CFRI53.213(~ 

10 



ORDER FOR SU.PPLIES OR SERVICES 
SCHEDULE· CONTINUATION 

IMPORTANT· Mar11 all packages and papers with contract and/or order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. 

(a) 

SUPPLIES/SERVICES 

(b) 

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

2002AB OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services at the Texas Service 
Center per section 4.8 of the PWS. Monthly 
break-rut as desqjhe~ on.page.29. 
!Amount JOpt~on L~ne 
Item) 
~ticipated Exercise Date: (b)(4) 

2002AC OPTION YEAR 2 - PROGRAM MANAGEMENT -
Provide services at Headquarters per 
section 4.8 of the PWS. Monthly break-out 
as de]grjhed on page ?(· 
!Amounl .. _______ .. fption Line 
Item) • 
~ticipated Exercise Date: 

2003 OPTION YEAR 2 - MAIL OPERATIONS SUPPORT -
Provide Mail Operations Support per section 
4.2 of t:t See Schedule on page 29. 
!Amount: ption Line Item) 
~ticip rcise Date:10/31/2012 

2003AA OPTION YEAR 2 - MAIL OPERATIONS SUPPORT -
See Schedule on Nebraska Service Center. 

page 2(. 
!Amountl tption Line Item) .... _____ ..... 

~ticipated Exercise Date: 

2003AB OPTION YEAR 2 - MAIL OPERATIONS SUPPORT -
Texas Service Center. See Schedule on p. 
29. 
Amountl tption Line 
Item) 
Anticipated Exercise Date: 

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 ... 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDmON NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

> 

UNIT 
PRICE 

(e) 

PAGE NO 

i1 

I
ORDERNO. 

HSSCCG-11-J-00015 

AMOUNT 

(f) 

$0.00 

QUANTITY 
ACCEPTED 

(9) 

OPTIONAL FORM 343 (Rov. o4120011l 

Pnlsaibod by GSA FAR (ol8 CFR) 53.213(~ 
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ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE ·CONTINUATION 

IMPORTANT Marll all packages and papers with contrad and/or order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

(a) (b) 

Amountf tion Line Item) 
Antici~a~~u ~A~rcise Date:10/31/2012 

2004AA OPTION YEAR 2 - DATA COLLECTION SUPPORT -
See Schedule on Nebraska Service Center. 

page 3Q 
Amount~ ~ption Line 
Item) ~----------~ 
Anticipated Exercise Date: 

2004AB OPTION YEAR 2 - DATA COLLECTION SUPPORT -
Texas Service Center. See Schedule on p. 
30. 
~ountl ~ption Line 
Item) 
!Anticipated Exercise Date: (b)(4) 

2005 OPTION YEAR 2 - FEE COLLECTION SUPPORT -
Provide Fee Collection Support per section 
4.4 of c See schedule on page 31. 
Amount: ption Line Item) 
Anticipa e xercise Date:10/31/2012 

2005AA OPTION YEAR 2 - FEE COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on 
page 3\· 
Amount~ ~tion Line Item) 
Anticipated Exerc~se bate: 

2005AB OPTION YEAR 2 - FEE COLLECTION SUPPORT -
Texas Service Center. See Schedule on p. 3 
Amountl bption Line Item) 
Anticipated Exercise Date: 

2006 OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Provide File Operations Support per sectior 
4.5 of the PWS. See the labor hour 
schedulet:::fn a es 31 and 32. 
Amount: ption Line Item) 
~ticipa e xercise Date:10/31/2012 

2006AA OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on 
pages r and n 
~ount~ loption Line 
Item) ~----------~ 
Continued 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDITION NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

UNIT 
PRICE 

(e) 

PAGE NO 

12 

I
ORDERNO. 

HSSCCG-11-J-00015 

AMOUNT 

(I) 

QUANTITY 
ACCEPTED 

(g) 

OPTIONAL FORM 348 (RaY. <112006) 

Pnll<:ril>odbyGSAFAR(48CFR)S3.:113(~ 
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ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE· CONTINUATION 

IMPORT ANT· Ma!X all packages and papers with contrad and/or order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

(a) (b) 

Anticipated Exercise Date: 

2006AB OPTION YEAR 2 - FILE OPERATIONS SUPPORT -
Texas Service Center. See Schedule on pages 
31 and .-3;;.;;2•·----..... 
~ountJ loption Line 
Item) 
Anticipated Exercise Date: 

2007 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. 
~ount:l pption Line Item) 
~ticipafed Exercise Date:l0/31/2012 

2007AA OPTION YEAR 2 - FDNS DATA COLLECTION 
SUPPORT FOR CFDO - Nebraska Service Center. 
See Schedule on page 32. 
~ountt loption Line Item) 
~ticipated txerc1se Date: 

(b)(4) 
2007AB OPTION YEAR 2 - FDNS DATA COLLECTION 

SUPPORT FOR CFDO - Texas Service Center. 
See Schedule on :aJe 32. 
~ountjtption Line Item) 
~tici dl@d Ek@f I Date: 

2008 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. 
~oun~Option Line Item) 
~tici~ercise Date:l0/31/2012 

2008AA OPTION YEAR 2 - FDNS FILE OPERATIONS 
SUPPORT FOR CFDO - Nebraska Service Center. 
See Sc~a:!?:a an na~f 33. 
Amo~n~jpption Line Item) 
Ant1c1pa e txerc1se Date: 

2008AB OPTION YEAR 2 - FDNS FILE OPERATIONS 
SUPPORT FOR CFDO - Texas Service Center. 

~~~!~)::::· :: :~t~!~ Line Item) 
~t1c1 E I se Date: 
Continued ... 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDITION NOT USABLE 

QUANTITY UNIT 
ORDERED 

(C) (d) 

PAGE NO 

13 

I ORDER NO. 

JHSSCCG-11-J-00015 

UNIT 
PRICE 

(e) 

AMOUNT 

(I) 

QUANTITY 
ACCEPTED 

(g) 

ORM 348 (Rev. 4I2006l 
"'-ibodbyGSAFAR(.OSCFR)53.213(Q 

13 



ORDER FOR SUPPLIE.S OR SERVICES 
SCHEDULE ·CONTINUATION 

IMPORTANT· Mark all paCkages and papers with contract and/or order numbers 

DATE OF ORDER jcoNTRACT NO. 

11/29/2010 jHSHQDC-09-D-00021 

ITEM NO. 

(a) 

SUPPLI~S/S.ERVICES · 

(b) 

2009 OPTION YEAR 2 - TRANSITIO~ OUT - Upon 
completion of the authorized perio.d of 
performance for this task order including 
exercised options, the Contracting ··oj5ficer 
jmay issue a modification to· authorize, 
establish, pric~, and f~nd the ~r~nsition 
activity of the outgoing Contractor under 
this CLIN, in accordance with FAR 52'. 237-3, 
"Continuity of Services." The activities 
will include the requir~ments stated in the 
Performance Work Statement and those· 

requiri:e:: :; 52.237-3. · · · !Amount ption Line Item) . · 
jAntici ercise Date: 10/31/2012 
(Not Separately Priced) · · · 

3002 OPTION YEAR 3- PROGRAM MANAGEMENT.­
Provide services per section 4~8 of the.PWS 
at the listed locations. 
jAmount~ption Line Item) .· 
IAnticip~ercise Date: 10/3.1/2013. 
(Not Separately Priced) (b)(4) 

3002AA OPTION YEAR 3 - PROGRAM MANAGEMENT -
Provide services at the Nebraska ·Service 
Center per section4.8 .of 'the PWS. Mo~thly 
break-out as described on· page 33 .· 
!Amount t tption Line 
Item) 
~ticipated Exercise Date: 

3002AB OPTION YEAR 3 - PROGRAM MANAGEMENT -
Provide service~ at the Texa~ ~er~i~e . 
Center per.sect1on 4.8 of the PWS .. Monthly. 
break-out as described on page 33 .. 
Amount 1 IOption Line 
Item) 
!Anticipated Exercise Date: 

3002AC OPTION YEAR. 3 .:,. PROGRAM MANAGEMENT 
Provide services atHeadquarters per 

) section 4.8 of the PWS. Monthly break-out 
as described. on page 33 '· · ·· · 

. !Amount t loption Line . 
Item) 
Continued 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAl REPODUCTION 
PREVIOUS EDITION NOT USABLE 

. 

'. 

QUANTITY UNIT 
ORDERED 

(C) (d) 

PAGE'NO 

14 

ORDER NO. 

H~SCCG-11-J-00015 

UNIT 
PRICE. 

(e) 

AMOUNT 

(I) 

.... ••., 

QUANTITY 
ACCEPTED 

(g) 

RM 348 (RoN. 4120011) 
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ORDER FOR SUPPLIES OR SERVICES 
SCHEDULE· CONTINUATION 

IMPORTANT· Mark all packages and papers with contrad and/or order numbers 

DATE OF ORDER I CONTRACT NO. 

11/29/2010 IHSHQDC-09-D-00021 

ITEM NO. SUPPLIES/SERVICES 

(a) (b) 

~ticipated Exercise Date: 

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

3003AA OPTION YEAR 3 - MAIL OPERATIONS SUPPORT -
Nebraska Service Center. See Schedule on 
page 34 r . .._ ____ .... 
~ount I ~ption Line 
Item) 
~ticipated Exercise Date: 

3003AB OPTION YEAR 3 - MAIL OPERATIONS SUPPORT -
Texas Service Center. See Schedule on p. 
34. 
~ountl fPtion Line 
Item) ..._ ___ __. (b)(

4
) 

~ticipated Exercise Date: 

3004 OPTION YEAR 3 - DATA COLLECTION SUPPORT 
Provide Data Collection Support Services 
~er section 4.3 of the PWS. See Schedule 
on paa~s 34 anj 3.~. 
~oun . _pt~on Line Item) 
~ticipated Exercise Date:l0/31/2013 

3004AA OPTION YEAR 3 - DATA COLLECTION SUPPORT -
Nebraska Service Center. See Schedule on 
pages 31 and 35 
Amounl ~ption Line 
Item) 
Anticipated Exercise Date: 

3004AB OPTION YEAR 3 - DATA COLLECTION SUPPORT -
Texas Service Center. See Schedule on 
pages ":!A and 35 
~ount:( lption Line 

3005 

Item) 
Anticipated Exercise Date: 

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 TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTION 
PREVIOUS EDmON NOT USABLE 

QUANTITY UNIT 
ORDERED 

(c) (d) 

UNIT 
PRICE 

(e) 

PAGE NO 

15 

I
ORDERNO. 

HSSCCG-11-J-00015 

AMOUNT 

(f) 

QUANTITY 
ACCEPTED 

(g) 

..,,. ''"'"" FORM 348 (Rev. 412006) 

-byGS>.FAR(48CFR)53.213(1) 
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ORDER FOR SUPPL,IES OR SERVICES 
SCHEDULE- CONTINUATION 

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

DATE OF ORDER CONTRACT NO. 

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

ITEM NO. SUPPLIES/SERVICES 

(a) (b) 

3005AA OPTION YEAR ·3 - FEE COLLECTION SUPPORT -

3005AB 

Service Center. See Schedule on p. 

loption ,Line Item) 
'-~"!"""!E!!'"x·e·r·c"'!'i.lse Date: -

- FEE COLLECTION SUPPORT ~ .. 
Texas Srry;\se Center. See, Schedu~e on p. 35 

aunt:_ _ • loption _Line Item) -
ticipate Exerc1se Date:_ -

3006 OPTION YEAR 3 - FILE OPERATIONS SUPPORT ~­
Provide File Operations Support per sectio 
4.5 of the PWS. See Schedule on pages 35 
and Jii---.."'1 

oun{ ~ption Line Item) 
ticipated Exercise pate:10/31/2013 

3006AA OPTION YEAR 3 - FILE OPERATIONS SUPPORT -
Service Center. See Schedule on 

ages f and 36 
aunt I( option Line, 

Item) 
ticipated Exercise Date: (b)(4) 

3006AB - FILE OPERATIONS SUPPORT -
Center. See Schedule~: o~ pages 

._ ______ .. ~ption- Line 

Exercise Date: 

·3007 OPTION YEAR 3 -. FDNS DATA COLLECTION 
SUPPORT FOR CFDO - Provid~ FDNS Data 
Collection Support-for CFDO pe~ section 
4.6.·1oWS. _ See Schedule oncpage 

oun Option Line Item) · · 
tici . er~ise ·Date:l0/31/2013 

3007AA - FDNS DATA COLLECTION 

36. 

SUPPORT FOR CFDO - Nebraska Service Center. 

_. Se~\l~~r::ule on paqjp!~~n Line Item) 
Cont1n -... 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHORIZED FOR LOCAL REPODUCTlON 
PREVIOUS EDmON NOT USABLE · 

-,_ 

PAGE NO 

16. 

QUANTITY 
ACCEPTED 

(g) 

348 (Rov. <ll2lm) 

-t>tGSAFAR(<8CFR)53.2t:l{l) 

16 



ORDER F.OR SUPPLIES OR SERVICES 
SCHEDULE· CONTINUATION 

IMPORTANT· Mark all packages and papars with contrad and/or order numbers 

DATE OF ORDER ~CONTRACT NO. 

11/29/2010 IHSHQDC-09~D-OOO?~ 
ITEM NO. SUPPLIES/SERVICES 

.. , 
(a) (b) 

Anticipated Exercise Date: 

3007AB OPTION YEAR 3 - FDNS DA';['A COLLECTION 
·SUPPORT FOR CFDO - Texas Service Center.See 

Schedule on :a:e 36. · 
. Amo~n~ r toption .tine Item) 
AntJ.CJ. aEed k fd e .Date.: · 

3008 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. 
!Amound lJption Line Item) · 
!Anticipated Exercise Date:10/31/2013 

3008AA OPTION YEAR 3 - FDNS FILE OPERATIONS 
1 SUPPORT FOR CFDO .:. Nebraska Service .Center. 

See Scl:::~e · :: ::~e 37. · · iAmo~n~tption· Line Item) 
iAntJ.CJ. E f _ Date: · 

3008AB OPTION YEAR 3 - FDNS FILE OPERATIONS 
SUPPORT FOR CFDO .- Texas Service ·center. 
See Schedule on page 37. 

3009 

~ountJ JOption Line Item) 
jAntici dl@d EkeiVse D!i~e: . , (b)(4) 

'r\• 

OPTION YEAR 3 - TRANSITION OUT - Upon 
completion of the authorized period of 
performance for this'task order ~nC:lud:l.ng 
exercised optiohs,-the Contra~tihg Of!icer 
~ay issue a modificati_on to authorize, 
establish, price, and fund 'the transition 
activity of the outg'oing Contractor. under 
this CLIN, in. accordance with FAR 52.237-3, 
"Coritinuity of Services." The ~ctivities 
will include .the. requirements stated in the 
Performance Work Statement and 'those 
required by F~ 52:237-3. ·· ·. 
!Amoun~ ~ption Line Item) · 

· ·IAnti~ipated Exercise Date:10/31/2013 
(Not Separ~tely ·pr~ced) ·· 

The total amount of award: $117,493,836.89. 
The oblig1tion fqr this award is shown in 
~ox 17 (i). · 

TOTAL CARRIED FORWARD TO 1ST PAGE (ITEM 17(H)) 
AUTHOR~O FOR LOCAl; REPOOUCTION 
PREVIOUS EDmON NOT USABLE 

'.:';• .. 
QUANTITY UNIT 
ORDERED 

(c)· ·(d) 

' ·,, 

PAGE NO 

17 

IORDERNO. . 

lHSSCCG-~1-J-00015 

AMOUNT 

(f) 

QUANTITY 
ACCEPTED 

(g) 

RM348(Rov.oll.2006) 

-byGSAFAR(48CFR)53211(~ 

17 ' 
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U.S. Citize.nship and Immigration Services 
Sel"iice Center Operations:support Services (SCOSS) 

HSSCCG-11-J-00015 

. SCHE.DULE OF.SERVICES 

. ' 

' ·: 

This Schedule of Services for Task Order HSSCCG-11-J-00015 under the Department 
of Homeland Security (DHS) Program Management, Administrative, Clerical, and 
Technical services Functional Category 2 contract (PACTS FC2) with Veterans · 
Enterprise Technology Solutions, Inc .. (VETS) describe's fixed unit price and lab'or hour 
Contract Line Item Numbers (CUNs). 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 (OS I) and a written 
Notice to Proceed is issued by the Contracting Officer. Exercise of the option periods is 
the. sole prerogative of the Government. · 

TRANSITION IN fCLIN 0001f 

Perform. Task OrderTransition ServiCes in aecordance 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 Contracting Officer. The Transition Period is 
not expected to exceed 60 days. · 

PROGRAM MANAGEMENT fCLINs 0002. 1002. 2002 & 3002). 

Peiform Program Management irraecordance with·the PWS, Paragraph 4.8 .. This fixed 
price per month ·cuN includes ali c:osts, by sub CLIN, incurred for the management of 
each service center; plus any program management services provided· for USCIS . 
Headquarters. . · · · ,.:_; 

.MAIL OPERATIONS SUPPORT fCLINs0003, 1003.2003 & 3003) 

. Perform Maii Operations Support in accordance with the PWS, Paragraph 4.1 & 4.2. 
Mail Operations Support is· priced on a fixed unit' price basis per piece of mail processed 

·to' include incoming and outgoing niail and incoming and outgoing files from Lockbox, 
other service centers, or any other sources external to the specific service center in 
question. . · . . · · · 

DATA COLLECTION SUPPORT.fCLINs 0004. 1oo4. 2004' & 3004) 

Perform Data· Collection Support in accordance with the PWS, Paragraph 4.1 & 4.3. 
Data Collection Support is priced on a fixed unit price. basis per Form Tier for specific 
ranges of volume. The Tiers represent the number of fields to be completed on the form 
(See PWS Attachment 9.4 for Fprm 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 

. appropriate.·. This is done for.Tier<1, Tier 2 and fy1anual Rejects .. The sub CLIN · 

''. 

18 of 216 

18" 



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. • 

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 lCFDOl FOR THE FRAUD 
DETECTION AND NATIONAL SECURITY DIRECTORATE (CLINs 0007.1007.2007 & 
3007) 

Perform CFDO and ASWP 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 lCFDOl FILE OPERATIONS 
SUPPORT FOR THE FRAUD DETECTION AND NATIONAL SECURITY 
DIRECTORATE lCLINs 0008.1008.2008. 3008) 

Perform CFDO and ASWP 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 of 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 

CLIN DESCRIPTION ·arv 

0001 Transition 

EXTENDED 
PRICE 

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

TOTAL CL!N 0001 ESTIMATED PRied I 
(Combined Nebraska, Texas, and Corporate-Based) 

TOTAL CL!N 0002 PRICE 
(Combined Nebraska, Texas & Headquarters) 

0003 MAIL OPERATIONS SUPPORT FOR NEBRASKA and TEXAS 

ESTIMATED 
0003AA Nebraska Service Center QTY6.5 MTHS Unit Price Price 

Incoming Mail 650,000 
Outgoing Mail 1,300,000 

Incoming Files 541,666.67 
Outgoing Files 541,666.67 

TOTAL CLIN 0003AA EXTENDED PRICE 

ESTIMATED 
0003AB Texas Service Center QTY6.5MTHS Unit Price Price 

Incoming Mail 650,000 
Outgoing Mail 1,300,000 

20 of216 

20 



U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

Incoming Files 
Outgoing Files 

TOTAL CLIN 0003A8 EXTENDED PRICE 

TOTAL CLIN 0003AA & 0003A8 PRICE 
(Combined Nebraska & Texas) 

00038A Nebraska Service Center 

Incoming Mail 
Outgoing Mai 

Incoming Files 
Outgoing Files 

541,666.67 
541,666.67 

ESTIMATED 
QTY4MTHS 

400,000 
800,000 

333,333.33 
333,333.33 

TOTAL CLIN 00038A EXTENDED ESTIMATED PRICE 

ESTIMATED 
000388 Texas Service Center QTY4MTHS 

Incoming Mail 400,000 
Outgoing Mail 800,000 

Incoming Files 333,333.33 
Outgoing Files 333,333.33 

TOTAL CLIN 000388 EXTENDED ESTIMATED PRICE 

TOTAL CLIN 00038A & 000388 PRICE 
(Combined Nebraska & Texas) 

TOTAL CLIN 00003 PRICE (10.6 Months) 

6.6 Months 

Unit Price Price 

Unit Price Price 

4Months 

0004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

Description Tier level& Price Per Form Price Per Form 
Fields Per Range 1 Range2 
Fonn Qty Per Month QtyPer 

Month 
0004AA Nebraska 1 ·30,000 30,001 • 60,000 
00048A Service 

Center 
Tier 1 I 
1-30 Fields 

Nebraska 1 ·30,000 30,001 • 60,000 
Service 
Center 

Tier2 
Over30 
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 I Center 
Manual 
Rejects, all 
Forms 

0004AA Extended Annual Estimated 
Price 6.5 Months 
00048A Extended Annual Estimated 
Price 4 Months 

f: ,:;f, -;~ ,~~~ ·ii!f !lli; ;: I ~~ llil- F i. ll 1 llf I; I I. ill. 1:; 
:.lttt ~n~ :mr .;m a1~ 1 illl~ r.!ti! !Itt *If 1 na; ~ *~ ~ Ill: :Ill: ;e 3M: 01~ 'iffi !til 

0004AB 
000488 

Texas 
Service 
Center 

Manual 
Rejects, all 
Forms 

0004A8 Extended Annual Estimated 
Price 6.5 Months 

CLIN Description 

0005 FEE COLLECTION 
SUPPORT 

0005AA Nebraska Service Center 

00058A Nebraska Service Center 

0005AB Texas Service Center 

000566 Texas Service Center 

1 -60,000 60,001 ·100,000 

1-3,000 3,001 -10,000 

EST. UNIT 
QTY PRICE 

Per Fee 
Instrument 

16,250/6.5 Months 

10,000/5 Months 

27,083.33/5.5 Months 

16,666.67/5 Months 

TOTAL CLIN 0005 EXTENDED ESTIMATED PRICE 10.5 ~ 

(b)(4) 

EXTENDED 
EST. PRICE 

(Combined Nebraska & Texas) ...._ _________ ..... 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

0006 FILE OPERATIONS SUPPORT 

0006AA and 0006 BA Nebraska Service Center 

Estimated 
PACTS FC2 Hours per 

L Month HourlY Rate 

0006AB and 0006BB Texas Service Center 

Estimated 
PACTSFC2 Hours per 

Labor Category Month Hourly Rate 

23 of216 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services {SCOSS) 

HSSCCG-11-J-00015 

0007 FDNS DATA COLLECTION SUPPORT for CFDO 

Description Tier Level & Qty Per Month Price 

Service 
Center 

Service 
Center 

Fields Per 

Tier2 
Over30 
Fields 

TOTAL CLIN 0007 EXTENDED ESTIMATED PRICE 

0008 FDNS FILE OPERATIONS SUPPORT for CFDO 

0008AA and 0008BA Nebraska Service Center 

Estimated 
PACTSFC2 Hours per 

Labor Category Month 

0008AB and 0008BB Texas Service Center 

Estimated 
PACTSFC2 Hours per 

I - Unnth 

24 of216 

10.6 Months 

Hourly 
Rate 

Hourly 
D,.t.,. 

(b)(4) 
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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 

1002AA Ne Service Center 12 

1002AB TX Service Center 12 

1002AC Headquarters 12 

TOTAL CLIN 1002 PRICE 
(Combined Nebraska, Texas & Headquarters) 

CLIN DESCRIPTION 

EST 
ANNUAL 

QTY 

UNIT PRICE 

Months 

Months 

Months 

PRICE 

1003 MAIL OPERATIONS SUPPORT 
FOR NEBRASKA and TEXAS 

Per Piece 

1 003AA Nebraska Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

TOTAL CLIN 1003AA EXTENDED ESTIMATED PRICE 

1 003AB Texas Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

TOTAL CLIN 1003AB EXTENDED ESTIMATED PRICE 

1004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

Description Tier Level & Price Per Fonn Price Per Fonn 
Fields Per Range 1 Range2 
Fonn Qty Per Month QtyPer 

Month 
1004AA Nebraska 1 -30,000 30,001 - 60,000 

Service 
Center 
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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 

Nebraska 
Service 
Center 

Tier2 
Over30 
Fields 

Nebraska 
Service 
Center 

Manual 
Rejects, all 
Forms 

1004AA Extended Annual Estimated 
Price -- -· .. ., " ~ : i' ' ' . . 

1004AB Texas 
Service 
Center 

Tier 1 
1-30 Fields 

Texas 
Service 
Center 

Tier2 
Over30 
Fields 

Texas 
Service 
Center 

Manual 
Rejects, all 
Forms 

1004AB Extended Annual Estimated 
Price 

CLIN Description 

1005 FEE COLLECTION 
SUPPORT 

1005AA Nebraska Service Center 

1005AB Texas Service Center 

1 ·30,000 

1. 3,000 

; ... ' 
1 ·60,000 

1-30,000 

1. :s,ooo 

QTY 

Per Fee 
Instrument 

30,000Nr 

50,000Nr 

30,001 • 60,000 

3,001 -10,000 

;n,;: • -. -~- - ~ ' 
: < • I :' 

60,001 -100,000 

30,001 -60,000 

:S,001 - 10,000 

PRICE 

TOTAL CLIN 1005 EXTENDED ESTIMATED ANNUAL PRICE 
(Combined Nebraska & Texas) 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

CLIN Description 

1006 FILE OPERATIONS SUPPORT 
NEBRASKA and TEXAS 

1 006AA Nebraska Service Center 

PACTSFC2 
Labor Category 

1 006AB Texas Service Center 

PACTSFC2 . .... 

QTY UNIT 

12 Month 

Estimated 
Hours per 

Month Hourly Rate 

Estimated 
Hours per .. ..;._ -
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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 

1008 FDNS FILE OPERATIONS SUPPORT for CFDO 
NEBRASKA and TEXAS 

1 OOBAA Nebraska Service Center 

Estimated 
PACTSFC2 Hours per 

Labor Cateaorv Month 

1008AB Texas Service Center 

Estimated 
PACTSFC2 Hours per 

I -L Mftnth 

Hourtv Rate 

u. ..a. n. 

1009 TRANSITION OUT- NOT SEPARATELY PRICED OPTION 
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U.S. Citizenship and.lmmigration Serviees · 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

OPTION YEAR 2:< 

2002 . PROGRAM MANAGEMENT FOR NEBRASKA,.TEXAS, and CORPORATE HEADQUARTERS 

CLIN Description: · QTY ·UNIT 

2002AA Ne Service Center 12 Months 

2002AB TX Service Center 12 Months 

· 2002AC Headquarters 12 ·Months 

TOTAL CLIN 2002 PRICE . 
(Combined Nebraska, Texas & Headquarters) . · 

2003 MAIL OPERATIONS SUPPORT 
FOR NEBRAS'KA and TEXAS 

CLIN Description 

·. 
··: 

2003AA Nebi'E!ska Service Center 

Incoming Mail 
Outgoing Mai 

Incoming Files · 
· Outgoing Files 

ESTIMATED 
ANNUAL. . UNIT 

QTY PRICE 

Per Piece 

TOTAL CLIN 2003AA EXTENDED ESTIMATED PRICE 
' I·'· 

2003AB Texas Service Center 

Incoming Mail 
Outgoing Mail'. 

Incoming Files. .; 
Outgoing Files 

TOTAL CLiN 2003AB EXTENDED E~TIMATED 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 

Service 
Center 

2004AB Extended Annual 
Price 

Manual 
Rejects, all (b)(4) 

Tier2 
Over30 
Fields 

Manual 
Rejects, all 

1-3,000 3,001 -10,000 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

CLIN DescriPtion QTY 

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 

2006 FILE OPERATIONS SUPPORT 
NEBRASKA and TEXAS 

2006AA Nebraska Service Center 

PACTSFC2 

QTY 

12 

PRICE 

UNIT 

Month 

Estimated 
Hours per 

EST. PRICE 

(b)(4) 

Labor Category Month Hourly Rate 
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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 
PACTSFC2 Hours per 

Labor Category Month Hourly Rate 

2007 FDNS DATA COLLECnON SUPPORT for CFDO 

2007AA Description Tter Level & Qty Per Month Price 

Nebraska 
Service 
Center 

Fields Per 
Form 

Tier2 
Over30 
Fields 

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

Texas 
Service 
Center 

Tier2 
Over30 
Fields 

2007 AB Extended Price (based on 
400/MTH for 12 Months 

1-900 Price Per Form 
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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 

PACTSFC2 
Labor Category 

2008AB Texas Service Center 

PACTS 

Estimated 
Hours Per 

Month 

Estimated 
Hours per 

Hourly Rate 

2009 TRANSITION OUT- NOT SEPARATELY PRICED OPTION 

OPTION YEAR 3: 

3002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and CORPORATE HEADQUARTERS 

CLIN pescrlption 

3002AA Ne Service Center 

3002AB TX Service Center 

3002AC Headquarters 

TOTAL CLIN 3002 PRICE 
(Combined Nebraska, Texas & Headquarters) 

QTY 

12 

12 

12 
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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 

CLIN Descriotion 

3003AA Nebraska Service Center 

Incoming Mail 
Outgoing Mai 

Incoming Files 
Outgoing Files 

ESTIMATED 
ANNUAL UNIT 

QTY PRICE 

Per Piece 

TOTAL CLIN 3003AA EXTENDED ESTIMATED PRICE 

3003AB Texas Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

TOTAL CLIN 3003AB EXTENDED ESTIMATED PRICE 

(b)(4) 

3004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

Description Tier Level& 
Fields Per j~' 
Fonn . \:: 

. ;7r:~ 

3004AA Nebraska 
Service 
Center 

Tier 1 
1-30 Fields 

Nebraska 
Service 
Center 

Tier2 
Over30 
Fields 

Nebraska 
Service 
Center 

Manual 
Rejects, all 
Forms 

3004AA Extended Annual Estimated 
Price 

3004AB Texas 
Service 
Center 

Price Per Fonn Price Per Fonn 
Range 1 Range2 
Qty Per Month QtyPer 

Month 
1 -30,000 30,001 • 60,000 

1 •.)U1UW .)U1W1 • OU1UW 

l • ,,uuu .-.,uv·• ··•u,uuu 

1 ·60,000 60,001 ·100,000 
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Texas 
Service 
Center 

Texas 
Service 
Center 

U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

Tier 1 
1-30 Fields 

1 • .Jv1vvv .Jv1vv 1 -vv,vvv 

Tier2 
Over30 
Fields 

I ".J,VVV .J1vv 1 • av,vvv 

Manual 
Rejects, all 
Forms 

3004AB Extended Annual Estimated 
Price 

ANNUAL 

I 

EST. UNIT (b)(4) 
CL!t:4 DE§CRIPTION QTY 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 

3006 FILE OPERATIONS SUPPORT 
NEBRASKA and TEXAS 

3006AA Nebraska Service Center 

PACTSFC2 
I 

12 
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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 
PACTSFC2 Hours per Hourly 

Mnnth RAtA-I .L 

CLIN Description 

3007 FDNS DATA COLLECTION SUPPORT for CFDO 

3007AA 

Nebraska 
Service 
Center 

Texas 
Service 
Center 

Tier Level & , Qty Per Month Price 
Fields Per , : 

Tier2 
Over30 
Fields 

on 
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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 
PACTSFC2 Monthly 

Labor Category Hours 

3008AB Texas Service Ce 

I Hours per Month 

Estimated 
PACTSFC2 Monthly 

LaborC Hours 

3009 TRANSITION OUT- NOT SEPARATELY PRICED OPTION 
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' . 

. . U.S. Citizenship and Immigration Services . 
Service Center Operations Support, Services (SCOSS) · 

' HSSCCG-11-J-00015 . 

Group A totals as shown below: . 

!!Jase Period Total 

Option Period 1 Total 

Option Period 2 Total 

Option Period 3 Total 

Total Task Order 

(b)(4) 

Time and Materials fT&Ml Price INTEl 

T&M Price for Base Period (NTE) 

T&M Price fpr Option Period 1 (NTE) 

T&M Price fo~ Option Peri~d 2 (NTE) 

. T&M Price for Op~on Period 3 (NTE) 

.. l ____ _.lcLINs 0006 & 
0008)' 

.. 1 .... ,,.UUIRUI'P) --~tLINs 1006 & 

... 
"""' ___ _,.~LINs 2006 & 
ZUUU) 

... """'.,.. _ __.ICLINs 3006 & 
3008) 

Total Task Order T&M Ceiling Price (f'l!TE) : .... 1 _ ____. 
·,,. 
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1.0 INTRODUCTION 

The U.S. Citizenship-and Immigration Services -(USCIS) needs to acquire 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 a manner that ensures efficient and effective adjudication, financial responsibility, 
and excellent customer servicf!. USCIS is· the customer of services under this task order. 

This Performance Work Statement (PWS) provides the requirements-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 fortheJoreseeable future. 

The mission ofUSCIS is to secure Am~-rica'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 understanding ofcitizenship, and ensuring the integrity of our 
immigration system. · · 

2.0 BACKGROUND 

USCIS administers)he Immigr:ation and Nationality laws of the United States. USCIS 
operates District Offices throughout the United States and in various foreigri countries: In the 
past, aliens eligible to apply for benefits under the immigration and nationality laws would 
s~bmit their applications and/or petitions to one of the District_s: In 1986, to introduce greater 
efficiencies and improved productivity,·a Direct Mail Program was initiated. and four Service 
Centers were established in: · ... · · · 

•California Service Center (CSC), Laguna-Nigtiel;Califomia; 
•Nebraska Service Center (NSC), Lincoln, Nebraska;-
•Texas Service Center (TSC), Dallas, Texas; and 
• Vermont Service Center (VSC), St. Albans, Vermont. 

. . 

The USCI~·Service Centers:were established to handle th~ d~~ entry, ·f~e coiiection, file, 
mail, 'and adjudication operations of most applications and/or petitions· for immigration services 

.. and benefits. Those foims are now, for the most part,. mailed toUSCIS Lockboxes,and the 
processed applications are forwarded to the Service Centers for !!djudicating. Service Centers 

·are not staffed to handle walk-in applications or answerquestions. While some Centers have 
sole juris4iction of specific application types, currently many applications are mailed based on 
geogre1phical boundaries. · · · · 

The forms adjudicated by each Service Center are listed in Attachment 9J and are described 
in detail on the USCIS._GOV web site:. Ttte forms adjudicated by each Service Center are subject 
to change. · · · · 

Clirrently, 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 

' ·applic~ti()nlpetition receipt_ levels could increase or decrease froiTl 0.2 million to 2 miliion forms 
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per year over the course of the task order period of perfonnance. 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 Uni~ed States Goverrurient.administration, 
and/or changing global events. 

The Contractor duties 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 1n nature, 
each Service Center has inherent operational variances in how work· is processed. For exaritple, 
each directorate or office may have a number of unique tasks that are perfonned only in the 
directorate or office. Most of the work is perfonned during the nonnal hours of operation of 
6:00a.m. to 11:30 p:m., Mot:tday-tliroughFriday, except Federal holidays. However, due to the 
nature of USC IS mission, some work is perfonned and must be supported outside of nonnal . 
hours of operation and/or on weekends. Should the volume of receipts increase by 12 million 
fonns it may be necessary to exte.nd operating hours to as much as 24 hours per day. 

· 3.0 GENERAL SCOPE OF WORK 

The services in this PWS include administrative an~l technical functions in.support of records 
management for the USCIS Service Center operations .. In the perfonnance of these services the 
Contractor shall gather infonnation 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 a.nd accounting records, they may 
not make decisions that are inherently governmental in nature nor do they have USCIS signature 
authority. ' · 

I 

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 necessa.cy to perfonn the requir~ments of the taskorde"r. 

It is anticipated that the se..Vices and products required. under this task order shall be provided 
primarily at each of the following Service Centers: -' 

•Nebraska'Service Center (NSC), Lincoln, Nebraska. This Service Center is currently 
. · located in two buildings within 5 miles.of each other in.Lincoln, Nebraska. Note: 

·· . ·.Locations subject to 'change within sufrounding area ... 
•Texas Service Center (TSC), Dallas, Texas. This Service Center is currently located in 

three buildings. Two buildings are located together in Dallas and one .building is located 
· . approximately 18 miles away. Note: Locations subject to .cliiinge within surrounding 

area. 
' '. . 'f! 

The Contractor is expected to accomplish fhe required tasks during normal hours of operation. 
Additional work requirements that arise ·may require specific iJover.nment-directed file 
operations outside normal hours of operation. All travel and training are the responsibility of the 
Contractor. · · 
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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 mn 
1~129 Yes Public mn 
1~129CW Yes Public TBD 

I-129S No Public mn 
1-181 No Government Offices TBD 

1-191 Yes Public mn 
1-192 Yes Public TBD 

1-193 Yes Public TBD 

1-212 Yes Public TBD 

I-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 

1-730 No Public TBD 

1-751 MFAS Yes Public 2nd quarter 20 ll 

1-829 Yes Public TBD 

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

1-865 No Public mo 
1-881 Yes Public TBD 

1-89 No Government Offices TBD 
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1-907 Yes Public 2°0 quarter 2011 ,, 

I-914&1-914A No ·Public TBD. 

I-918&1-918A No Public TBD 

1-929 Yes Public TBD 

N-400 (Military) No Public TBD 
'· 

N-565 Yes Public 2°0 quarter 20 11 
N-600 Yes Public 2°0_quarter 2011 
N-600K Yes Public . 2na quarter 2011 
N-644 No' · Public TBD 
DS-230 (N Packet) No Goveminent Offices "TBD 

However it is expected that sm·an numbers of forms normally receipted at the lockboxes will 
continue to be processed at the service centers for varying reasons. · · 

3.2 Transformation ~erview · 

Transformation will also have an impact on the service centers' workload·~ Since 2006 USCIS 
has had an ongoing modem~ation of its busiitess processes designated as "Transformation." 
Broadly defmed, transformation involves moving the agency from the current business · 
processes, which are largely based pn paper files, forms, and docuqtents, to business processes 

. 'that are generally conducted electroni~ally. · · 

Many service .center business processes are still ~complet~d usi~g paper files, forms, and 
documents. As transformation modernizes these processes, the current workload will likely ~ 
impacted over the anticipated four year period ofperformarice of this task order. Among the 
changes anticipated during this period are: . 

. ' 

- Possibie ending of depositing paper fee instruments; 
- Possible increase .in scanning documents; 
- Pr~ba~le continued reduction in manual data entry in all areas; . 

Probable continued reduction in the use of paper files arid increased. use of electronic 
files. · · · · 

3~3 Workload ·Balancing Overview 

The requirements of USC IS may include the transfer of existing files one-direction of incoming 
files or applications, from orie 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 c·ustomer service. Any consequential net · 
addition or net_loss of workload at·a particular center or pair ofcenters is a normal condition of 
USC IS operations. Offerors should be aware that future workload~ may vary as a result. 

4.0 CONTRACTORTASKSIREOUIREMENTS 

Therequirem:ents identified in this PWS.will be performed in accordance With the USCIS 
Re.cords Operations Handbook (ROH), and local and na.tional policies and procedures. 
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4.1 General Requirements 

Background The riomial hours of operation at the'Sef\'ice. 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 i~ may: be nec~ssary to extend operating hours to as much 
as 24 hours per day. However, due to the nature ofUSCIS 
mission, some file operations are performed and must be 
supported outside ofnorinal'hours of operation and/or on 
weekends. The Contractor shall obtain written approval of the 
COTR for work schedules different from the normal houi'S of 
operation one (I) week prior to the commencement of the 
schedule. The C.qritractor shall actively manage.its workforce to 
perform all the requirements of the task-order.: 

4.1.1 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 USCI~. ·In addition, the Contractor· 
shall keep the onsite· COTRs updat~d on operational status and plans. 

4.1.2 The Contractor shall comply with USCIS policies, procedures, user guides, and 
regulations in effect~uring the performanc.e of the task order/ . . 

4'.1.3 · . The C~ntractor shall provide rep~rtS required in the task order ot contained in. · 
service center policies and procedures. · 

4.1.4 The Contractor .shall imm~diately ·;eporfSuspe~ted fraud, waste, and abuse to . 

4.1.5 

J' /. 

4.1.6 

4.1.7 

,. 

the COTR and CO. . 
. ··:· 

The Contractor shall requireContractor personnel to sign nondisclosure 
statements affirming that they will not disClose data they encounter in the 

. performance of the ta~k order to any unauthorizeq ent~ty. 

The Contractor shall. not make'.any .unauthorized disclos~tes ofPe.rsonal 
Identifiable Information (PII). ; · ·. · : · 

The Contractor shall maintain accoimting Qf 45-day supply of consumables, or 
whatever period of supply is standard at a specific center, including mail ' I 

supplies available through·th,e United States P~stal Se.rvice (USPS) and courier 
companies, to meet all requirements of th'e task order". 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 maintenance on 
government provided equipment in·accordance with Original Equipment 
.Manufacturer (OEM) and service center instrUctions and as directed by the . 
COTR. This may if!clude, but is notiim!ted to, making necessary adjustments 
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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 to the COTRwithin one(l) hour 
(measured during normai hours of operation) ofgovernment provided 
.equipment. malfunctions or failure. · 

4.1.1 0 .: The Contractor shall obtain the written approval o(the COTR for work 
schedules that are different from· the no.rmal hours of operation one ( 1) week 
prior to the co.mmencement of the schedule. 

4.1.11 

4.1.12 

' 4.1.13 

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 specific pr9cessing areas within the records 
manageme:nt lifecycle. · 

The Contractor shall maintain the capability to accommodate spikes in 
workload volumes that occi.lr from time to time and. that are predicted at least 45 
calendar days in advance of the anticipated sudden incre~e in workload 

' . 

volumes. These spikes may be attributable to thebe,ginning of an application 
period, anticipated changes in fees to be charged, or other phenomena. 

The Contractor shall maintain the capability to accommodate surges in data 
collection volume of up to 2~% above the daily average received volume for the 
previous 20 business· days. In the event the data collecti()n volume exceeds 
125% of the rolling daily average for the previous 20 business days, the 
Contractor is only held responsible for meeting the timeljness performance 
requirements for 125% of the rolling daily average; the balance' may be 
processed on the next business day and inay be considered - for the 'purposes of 
surge m~agemeht 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 saine ride for as long as the surge lasts, recalculating the rolling daily 
average data collection volume.and theJ25% volume each day based on the 
previous 20 business .days. 

·• 4.1.14 · On Mondays and the first .business day after federal hol.idays, the Contractor 
shall maintain the capability to accommodate surges in data collection of up to 
50% above the daily average received volume for the previous 20 bus~ness 
days. In the event the~data collection. volume exceeds 150% of the rolling. daily 

· aven~ge·for the previ9us 20 business days, the Contractor is onlyheld 
responsible for meeting the timeliness performance requirements for 150% of 
the rolling daily average; the. ~alance rriay J:>e processed on the next business day . 
and may be considere~ :... for the purposes of surge management only ..:. as part 
of the data collection for the next day. 

· 4.1.15 The Contract9r shall .be, familiar with Continuity of Operations Plans (COOP) 
and security plans applicable at the service centers and shall adhere to the 

• requirements to ·perform contained· within these plans. · 
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4.1.16 The Contractor shaH report, and after release, process all suspicious packages. 

4.1.17 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 require additional pickups on certain days, as 
deemed necessary. 

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

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

4.1.20 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. 

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

4.1.22 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: Ill 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 incoming 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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4.2.2 . The·Contractor shall. route, process, and account for all mail, ircluding but not 
limited to USPS mail, .courier serVice pac:kages, etc., to and from sources external 
to the serVice center, in a manner'ihat optimizes proper file management and 

·.security, expedites data collection, maintains financial accountability, and 
maximizes throughput~ · · · 

·' 
Standard Route, process, and account for mail. 
Measure Periodic ObserVation & Validated Customer Complaints 

-

4.2.3 The Contractor shall stage and' maintain a:' daily ·COUnt of all mail for pickup by 
presort Contractor.·· 

Standard Stage and maintain a daily count of all mail for pic~p by presort 
Contractor. 

Measure Periodic ObserVation· & Validated Customer Complaints 

4.2.4 The Contractor shall receive all mail delivered by theUSPS, any approved third 
party. couriers, ru;tdlor authorized government agencies during normal hours of 
operation.· 

Standard Receive all mail delivered by the USP~, approved third party 
couriers, and/or authorized government agencies ~uring normal 
hours of operation. 

Measure Periodic Observation & Validated Customer Complaints 

.4.2.5 All mail (excluding certain exceptions) shall be opened, sorted, date stamped, 
properly.handled, and timely processed and routed by the Contractor, in the 
assigned mail area. · · 

Standard All mail. received is opened;·sorted, date stamped, properly 
handled, and routed in time for processing and receipti,ng within 
the same day. .. 

Measure Periodic Observation & Validated Customer Complaints 

· 4.2.6 ·The· Contractor shall log registered mail, certified rriail, and any other mail that 
may be designated' by the COTR. · 

J 

Standard. · Registered and certified mail is logged. All other mail designated 
- by the COTR.is logged. 

Measure Periodic Observation & Validated Customer Complaints 

. 4.2;7 . The Contractor shall receive and account for Post Office Non-Deliverable 
S~curities (PONDS) in a prepared daily manifest. · 
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Standard 4.2.7~1 PONDS mail is accurately processed , ·' 

Measure Periodic Observation & Validated Customer Complaints· 
Standard 4.2.7-2- PONDS mail is rece,ved and accounted f()r in a·prepared daily 

· · manifest. · ~ · · ' 
Measure Periodic Observation & Validated Customer Complaints 

4.2.8 The Contractor shall c"orrectly ~~epare, seal, and ~~ter outgo.lng mail t~ USPS or 
designated third parties~ · . 

Standard 4.2.8-1 Outgoing maif is metered by the d~~ly scheduled time for the 
presort Contractor.· ·, 

Measure Random Sampling ' .. 
Standard 4.2.8-2 Outgoing mail ha5 the_ apP.ropriate affixed postage for the weight 

and class .. ~ 

Measure. Random Sampling 
Standard 4.2.8-3 Outgoing mail-is properly prepared for mailing with accurate, 

complete, and visible delivery addresses and' billing information. 
Measure Random Sampling I 

Standard 4.2.8-4 Outgoing mail includes inserts or fliers when required. 
Measure. Random Sampling 

4.2.9 The Contractor shall deliver outgoing mail to USPS or designated third parties. 

Standard Outgoing mail is delivered to USPS or to designated third parties at. 
a minimum of once per business day, Monday thfougb Friday 
(excluding federal ·ha,iidays), on the same _date ~email was 
metered. 

Measure . Random Sampling .. , .. 

'·· . ,. 

· 4.3 Data c·ollection Support (Priced ·under CLINs 0004, 1004, 2004 &" 3004): 

Background 

' ' . . ~ 

The accuracy of data c()llection is critic'tf ~o th.e USCIS mission 
·and includes, but is not limited to, keying fields such as A-file 
number, date ofbirth,.name and alias(es), social security number, 
address, attorney name and address, monetary amount, 
corrections, updates to applicant/petitioner .information, and other 
pertinent information. · The Contractor is required to verify the . 
accuracy.ofthe mformationthey enter into USCIS systems. 
Accurate data entry may require th~ Contractor to search for valid ' 
data within source documents when entering information from 
specific forms~ Contr(lcto~ .should anticipat(.( occasional rr system . 
outages in orde~ to dir~ct workeff<?~S to other ~ctivities. · 

':. ,'• ,I 

·; 

Data Collection Support doe~ not include.system updates for· 
previously existing records.· These updates~ include address· 
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changes, name changes, correcting errors, adding or changing an· 
attorpey of record, and recording incoming and outgoing 
correspondence sucp ·as Request for Evidence, RAP Sheets, and 

· similar documents. · 

4.3.1 The Contnictor shall accurately as~emble. fonns, to include supp9rting documents 
and other materials. · : · 

Standard The Contractor accuratel~ assembles fonns, to.include sup~orting 
documents and other materials. 

Measure ·Random Samplin~ 

4.3.2 The Contractor shall review applicatioqs/petitions and S\lpporting documen~s for 
con:tpleteness,jurisdiction, signature,.and·correct fee, and process those compliant 
and non-compliant applications/p~titions: . . 

Standard The application/petition and supporting document is correctly 
identified as compliant (acceptable) or non-compliant (reject). 

Measure Periodic Observation and Validated Customer Complaints 

4.3.3 The Contractor shall collect inforqaation from fonns and source documents and 
correctly input data into various fonnatted Screens within established processing 
timeframes. Accuracy is defined as no data entry errors.on·the entire fonn or 
document. · 

Standard 4.3.3·1 Data collection of all fee-related fonns not in CLAIMS 4 must be 
completed by close of. the working day (11 :30 p.m.) on the day 

. received at the service center. 
Measure Random Sampling · . 
Stand~rd 4.3.3-2 nata collection ofany CLAIMS'. 4 fomi must be completed by· 

close of the workingday (11:30 p:m.) 011 the next business:day 
after being received at the ser:Vice center. 

Measure Random Sampling 
Standard 4.3.3-3 ·Data collection of non;. fee r~la~ed fonns must be completed by 

close of the W()rking day ( 11 :30 p.~.) On the next business day 
after being received at the service center. 

Measure Random Sampling '" 

Standard 4~3 .. 3-4 .Complete and acc\)rate data collection of all fee and non-fee 
related fo~s and source documents completed accurately within 
established processiilg, timeframes.· ·. 

. . 

Measure Random Sampling . 

4.3.4 · . The Contractor ~hall appropriately and correctly prepare and affix processing 
· identifiers. . · ' 
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Standard Processing .identifiers are appropriately and correctly prepared and 
affixed to applications, petitions, processing worksheets, and file 
jackets. 

Measure Periodic Observation & Validated Customer Complaints 
" 

4.3.5 The Conlractor shall.generate and interfile screen prints, as required. 

Standard Screen prints specified in the.fonns' Standard Operating 
Procedure (SOP) are generated and interfiled. . . . 

Measure Periodic Observation & Validated Customer Complaints 

4.3.6 The Contractor shall accurately scan materials and, as required,perfonn cropping, 
scaling~ and.adju~ing o( contrast and brightness necessary to achieve an 
acceptable quali~image for docum~nt 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 Material~ are scanned by_ the close of business two business days 

after the materials are r~ceived at the service 'center ~r upon 
request from USCIS. 

Measure Periodic Observation & .Validated Customer Complaints 

·.· 
4.3.7 The Contractorshall scan, process, and verify fingerpri~tcards (FD-258) for 

submission to the Federal Bureau of Investigation (FBI) .. 

Standard Fingerprint .s1.1bmissions are accurately scanned, processed, and 
4.3.7-1 verified. 
Measure Periodic Obsei'Vation & Validated Customer Complaints 
Standard Non-orphan or non-adoption fingerprints are submitted by close of the 
4.3.7-2 second business day following being received at the service center. 
Measure Periodic Obs-ervation& Validated Customer Complaints 
Standard Orphan and adoption cards are processed and submitted by close of . 
4.3.7-3 business the next business .day following being received at the service 

·center. . .· 

Measure Periodic ·Observation & Validated Customer Complaints · 

4.3.8 The Contractor shall create fil~s during data collection. 
'• 

'"!;• ,' ' .. 
Standa.rd Fee-related fonnsrequiring an A-File,T-File, or a receipt file (as· 
4.3.8-.1 appropriate) shall have a file created'by close of working day (11:30 

p.m.) on the day-received at the service center .. · 
Measure Periodic Observation & Validated Customer Complaints 
Standard Non fee-related fonns requiring either an A-File, T-File, or receipt file 
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4.3.8-2 

Measure 
·standard 
4.3.8-3 
Measure 
Standard 
4.3.8-4 

Measure 

-,; . 

<,··, 

(as appropriate) shall have a file created by close of working day·· 
(11:30 p.m.) on the next business day following being received at the .. 
. service center. ' • •' ' 
Periodic Observation & Validated Customer Complaints·. 
No duplicate A-file r~cords.are created. 

Periodic Observation & Validated Customer Complaints 
The appropriate file types, A-file,.T-file, or receipt files are accurately 
created. · · · 
Periodic Observation &.Validated Customer Complaints 

4.3.9. The Contractor shall accurately process manually rejected applications and petitions within 
established time frames. · · · · 

Standard 4.3.9-1 Manually rejected applications/petitions are accurately processed 
and ensure that any USCIS stamps appearing ·on the back of · . ·. · · 
incoming fees are voided, thatthe wording provided in the 
rejected lette'r documents the correct reason for rejection, and that 
processing employee. codes are noted ori all returned applications 
and petitions. 

Measure Random Sampling 
Standard 4.3.9-2 Random Sampling Manually rejected applications/petitions, and 

any received fees are accurately data colle<;ted into a format:ted 
system. 

Measure Random Sampling 
Standard 4.3.9-3 The manually rejected application/petition, reject leiter, and any 

associated fees are returned to the applicant by close ofthtHhird 
business day following being received in the service center. 

Measure Random Sampling . ' 

4.4 Fee Collectio~ (Priced underCLINs 0005,1005,2005 & 3005): . 

Background The accuracy and timeliness of fee collection and deposit is 
instrumental to the success of the USCIS mission arid includes, but 
is not ~imited to,.collecting,.reviewing, endorsing, and depositing 
fees (negotiable items): To complete this, the Contractor shall · 
collect fees, review fees (negotiable instruments) 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 
reconciling and'reporting deposits on a daily basis. ' 

4.4.1 The Contractor shall review receipted fees for a~ceptabillty and.ensure the fee i~ 
endorsed in accordance with the Treasury Financial Manual. · 

I Standard I 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 dajly depo~it ticket accurately reflecting the total 
of all endorsed receipted·fees. The Contractor shall compiete the daily deposit riot 
later than the scheduled de"pository pick up on the next business day after the fees . 
were received at the service center. The Contractor shall accurately complete and 
include in ea~h daily deposit packet any supporting documentation (line-off 
sheets, void sheets, etc.) used to support the deposit amount.' 

< 

Standard 4.4.2·1 The prepared deposit ticket reflects an a~curate total of the days' 
endorsed receipted fees; 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.4.2·2 The daily deposit is completed prior to the depo~itory pick up 

time. 
Measure Periodic Observation & Validated Customer. Complaints 
Standard 4.4.2-3 All supporting documentation is completed accurately and is 

mcJuded with the daily deposit packet. . . ' . 
Measure 'Penodic Observation & Validated Customer Complaints 

' 

4.4.3 The Contractor shall submit a report showing individual clerk and individual 
system depo~it totals to USCIS on a daily basis or as required. . . 

Standard ·All deposits ai:e accurately generated, prepared, reconciled, and · 
reported daily. · · · 

Measure Periodic Observation &Validated CuStomer Complaints .. 

· 4.4.4 The Contractor shal~ monitor and safeguard all fees at all times while within the 
Co~tractor's custody. · ' · 

Standard 
.. 

All fees are monitored a.nd safeguard.ed at all times when in the 
custody ofthe Contractor. , · 

;. . . ' 

Measure Periodic Observation & Validated Customer Complaints 

4.5 File Operations Support (Priced under CLINs 0006, 1006, 2006 & 3006): 

Background , Successful. performance of File Operations Support is critical to 
' the success of this task order and to the uscis mission. The . 

Contractor is requiTed to receive, store, retrieve, maintain, and 
:distribute files and internal mail in a timely·, complete, and 
accurate manner. File content is· dictated by documentation 
requirementsimposed by law, regulation, o~ public policy. Files 
may be in paper, electronic, or digitized formats. The Contractor 
is also required to update USCIS tracking systems, annotate 
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appropriate actions on case processing worksheets,. manifest cases 
and documents being transferred as· required, perform and follow­
up File Transfer Requests (FTR), Manual Search Requests {MSR), 
and perform file sorts and: file pulls as r~quested. . 

4.5.1 The Contractor shall create. al~ files when required during file operat_ions. 

Standard 4.5.1-1 Files required by USCIS are created by close of the next business 
day following request from' USC IS. 

.Measure Periodic Observation &Validated Customer Complaints 
Standard 4.5.1-2 No duplicate A-file records are created .. 
Measure Periodic Observation· & Validated Customer Complaints 
Standard 4.5.1-3 Files are accurately created: .. '· '· 

Measure Periodic Observation & Validated· Customer Complaints 

4.5.2 The Contractor shall·accurately requeSt required files from external sources, such 
as other centers, district offices, the National Records Center (NRC), etc. within 
established timeframes. ' 

Standard 4.5.2-1 Contractor accurately reCJuests required files from external 
sources. .. 

.I 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.2-2 Required ext~mal file:request.S are completed by clos~ of the next 

business day. following the request by USCIS. 
Measure Periodic Observation·& Validated Customer Complaints 

.. ., 

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

. identifying, locati11g, retrieving, and delivering the correct file(s)'within the · 
·established timeframes. · · · · · 

Standard 4.5.3·1 Contractor ~esponds to uscis· file requests by ~etrieving the 
correct file(s). 

_Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.3-2 Files are delivered (if:ttemalrequests) or mai~ed (external requests) 

... by c. lose ofth'e next business' day (or within other designated 
timeframes) following request. 

Measure Periodic 'Observation & Validated Customer Complaints 

4.5.4 · · The Contractor. ~hall accurately perform file sorts. 

-
Standard Files are accurate'ly segregated, filed, and.routed. · 
Measure Periodic Obse-rvation & Validated-Customer Complaints 

' . 
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4.5.5 The Contractor shall file and re.:.file records .. 

Standard 4.5.5·1 Unless o~erwise directed by the COTR, newly receipted 
applications and/or petitions are filed by close of the next business 
day following, receipting at the service center; 

Measure Periodic Observation & Validated.Customer Complaints " 

Standard 4.5.5·2 Other incoming files are·re-filed by closeofthe·next business 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~ various USCIS, sy~tems (C3, <;4, etc.); 

[.' . 
Standard 4.5.6-1 ·Files are correctly updated in USCIS systems. 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.6·2 Files are tracked in NFTS upon movement. .. 

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 4.5.6-4 Tracking and updating functions are completed within established 

timeframes or as designated by the COTR. 
Measure Periodic· Observation & Validated .Customer Complaints 

4.5.7 The Contra~tor shalFreconcile and resolve issues identified through system 
generated erro~ and rec~g reports; ·- · · · 

' . "' 
:'' .. 

Standard _The Contractor reconciles and resolves issues identified thrmi~h 
system generated error and recurring reports as required. 

Measure Periodic Qbseivation &Validated Customer Complaints . 
.. 

4.5.8 The Contractor shall accurately c~nsolidate files, physically, arid electronically, 
within established timefram~s. 

Standard 4.5.8·1 Files are accurately consoljdated, both physically and .. 
electronically. . . 

•' 

Measure Periodic Observation &:Validated Customer Complaints . 
Standard 4.5.8·2 The consolidated.process is'completed by close.ofthe third 

working day followmg b'eing received by the Contractor. · 
Measure · Periodic Observation &N ali dated Customer Coinplafnts . 

"' 

4.,5.9 ·The Contractor shall' maintain a _tracking process for flies h~ld in temporary 
holding areas. The Contractor moves files maintained in the temporary holding · 
areas tqthe 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 holding areas· 

to the next stage of the process when required .. 
Measure Periodic Observation & Validated Customer Complaints 

4.5.10 The Contractor shall accurately,interfiie, connect, and ro1.,1te·all correspondence or 
Request for Evidence (RFE) with corresponding file(s) and update systems within 
established timeframes. · ' · · 

Standard 4.5.1 0·1 Evidence is connected by close of the third business daifollowing 
being received at the service center. · 

Measure Periodic Observation·& Validated Customer Complaints. 
Standard 4.5.10·2 Interfiling is completed by close of the fifth business day. 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.1 0-3 Files are routed to the adjudicating oipcer by close of the ile~t 

business da~ following requested evidence being connected to the . 
file. . ·-; . ' 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.10-4 Interfili'rig!evidence are c.onnected arid affixed to the correct file. 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.1 0-5 Received evidence .is updated in USCIS systems on the same day 

received· in the service center. 
Measure Periodic Observation & Validated Customer Complaints. 

' 45.11 The Contractor shall maintain files:. 

Standard " File-maintenance is performed. 
Measure. Periodic ObserVation & Validated Customer Complaints 

4.5.12 The ~ontractorshall review ~d prepare filesfor'shfpment to the National 
Records Center. (NRC); or other locations. Additionally, the C.ontractor shall 
verify that closed files are noted as closed within the physical file before 
preparing the ·file for storage. · 

' .. 
Standard 4.5.12-1 Files are reviewed to· enstire that each file is properly prepared and 

. shipped to the NRC or other locations. 
Measure ' . Periodic Observation & Validated Customer Complaints 
Standard 4.5.12~2 Files noted as clqsed are physically revieyved to ensure the file is · 

noted as closed. . ' .. . . . 
Measure Periodic Observation & Validated Customer Complaints 
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4.5.13 The Contractor shall accurately prepare, :verifY, arid retain a copy of manifests 
going from the service center and retain a copy 6f all manifests received at the 
service center,. including E-filing reports. 

Standard 4.5.13-1 Outgoing manifests are accurately prepared and verified'to contain 
current supporting information. 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.13-2 Incoming manifests are yerified to match manifest against 

contents. 
Measure Periodic Observation & Validated Customer. Complaints 
Standard 4.5.13-3 Electronic copies of manifests are properly maintained at the ', 

service center. . · 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.13-4 Report inconsistencies on incoming manifests within one business 

day to USCIS. '. 

Measure Periodic Observation & Va:tidated-Custoiner Complaints 

4.5.14 The Contractor-shall perform system·queries and searches in USCIS systems, and 
· places a screenprmt(s) of the search result(s) in the file, when required. 

Standard 4.5.14-1 The Contractor accurately performs all system queri~s and 
I searches. 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.14-2 Screen prints are printed and placed· in the corresponding file 

within the established timefraine. 
Measure Periodic Observation & Validated CIJstomer ComplaintS 
Standard 4;5.14~ Screen prints shall be attached. in ac:cordanc_e with the centers SOP 

for the form in question. 
Measure Periodic Observation & Validated CuStomer Complaints 

.-

' . 

. 4.5.15 The-Contractor shall acc~tely scan materials and, as required; perform cropping,· 
scaling, and adjusting of contrast aJt4:brightness necessary t9 achieye an 
acceptable quality image for doculllenrproductkm. · · 

Standard 4.5.15-1 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 4.5.15;.2, . Materials are scanned by close of busin~ss day that the materials 

are received at the s'ervice center or request from USCIS. · 
Measure 

•' 

Periodic Observation & Validated Customer Complaints 

4.5.16 The ~ontractor shall correctly assemble E-filed applications ~d-petitions.into 
· · . files. · · · · 

I 'Standard 4.5.16-1 I E-fi_I~d forms are accurately assembled. 
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Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.16-2 E-filed forms ar~ ass~nibled by the close Of the next business day 

following ihe receipt of the application/petition by the Contractor. 
Measure Periodic Observation & Validated Customer Complaints 

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

Standard Files. forward¢d to an adjudication division 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, printouts, and files no 
les~ than twice daily a5. scheduled by the COTR. 

·standard 4.5.18-1 Schedul~d internal mail is picked up nyice daily at each designated 
mail stop. · 

Measure Periodic Observation & Validated Customer Complaints· 
Standard 4.5.18~2 Internal mail is delivered to its designated mail stop no latt?r than· 

close of business on the· next business day. .. 

Measure Periodic Observation & Validated Customer Complaints 

4.5.19 The Contractor shall photocopy application and petition-related documents when 
required. 

Standard 4.5.19-1 Application and petition-related documents are· photocopied 
accurately and completely. 

Measure 
.. 

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

.... 

4.5.20 The Contractor shall generate required USCIS approved letters, notices, and 
messages, including e-mail, text m~ssag~s, and faxes. 

·standard . Gen~rates required USC IS approved·letters, notices, and. 
messages, including e-mail, text messages, and faxes. 

Measure Periodic Observation & Validated Customer Complaints 

, 4.5.21 The Contractor shall accurately create 1~512 documents within established 
timeframes. . · · 
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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 I -131 -file returns from 
adjudication. 

Measure Periodic Observation & Validated Customer Complaints 

\ 

4.5.22 The Contractor shall process documents received from district, port of entry, or 
consulate offices. 

Standard 4.5.22·1 

Measure 
Standard 4.5.22-2 

Measure 
Standard 4.5.22-3 · 

Measure 

Records received that do not require system relocation are 
processed bf the close of the next business day after 'being 
received at the service center. ' ' ' ' 
Perio<lic Observation & Validated Customer Complaints 
~ecords that require system relocation are processed by the close 
of the fifth business day after being received at the service center. 
Periodic Observation & Validated Customer Complaints · 
Docum~nts, other than recor~s, are processed by the close of the . 
third business day after being received at the service center. 
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 Records Operation Handbook (ROH)'and accurately . 
reconciies files to system generated reports. · · · 

... !o"'l; 

Standard The Contractor completes art audit ofthe physical location of each 
· file. in accordance with the ROH requirement of one year .. 

Measure · Per results of annual IN SITE audit.· . 
'' ,. 

4.5.24 The Contractor shall track, secure, and be accoun~ble for all issued empty pre-
printed A-File jackets in their possession;. , · 

Standard .. The Contractor tracks, secures, and is accountable for all issued 
empty pre-printed A-File jackets in their possession. 

Measure Periodic Observation & Validated Customer Complaints 

' . 

·'· 4;5.25 The Cont:t:actor shall timely identify and prepare materl.als. for destructi~n when 
required in accordance with the ROHand /or as directed by the COTR. 

Standard · Materials needing..to be destroyed are timely identified and _ 
prepar~d for USCIS review in accordance with the ROH and/or as 

'. directed by the COTR. 
Measure·· Periodic Observation & Validated Customer Complaints 
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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 (I CPS). 

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

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.27-2 The 1-797 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 4.5.27-4 Booklet is ready to be mailed no later than one business day after 

receiving it from !CPS. 
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 (FOB) 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 & ~007):_ 

Background ASVVP data collection and entry into FDNS-DS is performed at the 
esc and the vsc and is included here for inforn1atioi1 purposes only. 
Specific pre and post adjudication forms for employment based and 
religious ·worker petitions (i.e. I-129 and 1-360) are randomly selected 
by the Center Fraud DetectiQn Operations (CFDO) Units from 
submitted petitions and applications awaiting shipment to storage. 

· New records will be created iiJ FDNS-DS. ·The Contractor shall be 
required to enter accurate inforrriation into FDNS-DS system. 
Accurate data entry may require the Contractor to search for valid 
data' within source·d0c1;1ments when entering information from 
specific forms:·contractor shall anticipate occasionaUT system 
outages; in order to direct work efforts to other activities. 

. ·. . . •' 

The Contractor shall perfomi all data c~llection work during first 
shift, from 6AM . 2:30PM. FDNS-DS data c(;>llection is described as 
the entry of any new record where a receipt number, petitioner, 
petitioner organization, attomey.·or beneficiary does not already exist 
in the system. · · · · 

. The exact numbei· of data ~ntrY fields is oased on form. type, number 
of forms and whether the entry is for a new record or for updates, 
which ani to be classified and worked as part of file operations. 
ASVVP data· entry will be spiit evenly between CSCand VSC only. 

··:Nsc and TSC. ~e not involved with the AS.WP Program . 

. CFDO data collection operates at ali four of the SCOPS operations 
centets. · CFDO isthe recipient of potentialleads and fraud case data 
thatrequrr~ data collection and entry into FDNS-DS aside from 
information entered for ASVVP purposes. CFDO receives leads in 
the form of consul~ returns, floor referrals, tip letters, and attorney 
cases, to be data entered into FDNS-DS at all four service centers. 
'I''. I ' ' • ' " ' 

Input into FDNS-DS is significantly different than input into 
CLAIMS3. A tinJe in motion study was performed on FDNS-DS 
from April to)uiy 2009 to deiermine data inputspee~s and the. 
amount o(time·required·~o input riew cases to the system. For 
ASWP input, vendors should anticipate that 2~3 forms can be 
entere~ per hour on average into FDNS-DS at VSC and 1.5-2 fo'rms 
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 anticipate 5, forms per hour on 

" . ~ . 
average. 
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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 inpqt data into various formatted tabs and 
sub-tabs. Accuracy· is defined as no data entry errors on the entire form or document. 

Standard 4.6.1.1-1 Complete and accurate data collection of all fortns and source . . . ~ . 

documents into FDNS-DS System. 
Measure Periodic Observation and Validated Customer Complaints 
Standard 4.6.1.1-2 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 4.6.1.1-3 No duplicate records are created. 
Measure Periodic Observation and Validated Customer Complaints 

4.6.1.2 The Contractor shall collect information for the CFDO requirem~nt from forms, petitions 
and source documents and correctly input data into various.formaited'tabs and sub-tabs . 

. Accuracy is defined as qo data entry errors <ln.the entire form or document. 

Standard 4.6.1.2·1 Complete and accurate data collection of all' for:ms 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 tinieframes 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 Complaints 

4.6.2 ASVVP and CFDO File Operations Support (Priced underCLINs 0008, 1008, 2008 & 
~~= .. 

Backgroun~ ASVVP and CFDO file operations is described ·as updates of any 
forms or source data to FDNS-DS where a record already exists. 
The Contr:actor shall perform record updates on records that already 
exist in FDNS-DS. Cases, Leads, RFA's, and BFA's/CR's) m~st 
be updated continuoqsly to include, consular returris, tip/snitch' 
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 approximately 50% of the work at 
NSCandTSC. 

Periodic quality checks of (:ontractor work will be. performed by 
CFDO and/or USCIS personneho assure accuracy and timeliness 
of Contractor performance: Performance will be measured by 
periodic observation and validated customer complaints to assess 
adherence to standards. · 
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• I , 

4.6.2.1 The Contractor shall update info~~tiori obtained from site visJts into FDNS-DS 
system for im.migiation casework~ • .I 

"' 

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 

desigriated by the COTR. ! · . . · , · 

Measure Periodic Observation and Validated Custoriler·Complaints 
'. 

>I 

. . . . ·. . I . ··. . . ' . . I 

4.6.2.2 The Contractor shall track and.upldate files in NFTS·systems upon movement or 
as requested by USCIS. The·Co~tractor shall accurately up4ate data in FDNS-
DS. ,: ' . - . ~ I .:' '! ~ . 

I 

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 functions are completed within established 

timeframes or as designat~d by the COTR. · ' 
Measure Periodic Observation & Validated Customer Complaints . 

. . . ·. ; : . · ... 

4.7 Task Order Transition (Priced under CLIN 0001) 
. . . . ; . . . I I.· • 

· The Contractor shall complete the transit~ on from predecessor contracts in 60 days after the 
starting date of this task order. This transition mdudes, But is not limited to, the processes of: 

J . 
• Hiring initial staff : 

. I. 
• Executing a plan for retention of existihg staff . 

' I 
• I 

• Relocating key management personnel . · · :: . 
. . . . . I . . 

• ' I ~, ' ' 

• Rapid creation and submittal of security c_learance packages 
I . . . . 

. • Formalizing any subcontracts 1 

. I 

• Establishing. a tempqrary.working site"iri close proxi~ity't~_each service center for 
conducting interviews and meetings.: i · · . · , · 

Upo~ completi~n of the ai.Jthoriz~d period ofpetfonn~ce for this task order including exercised 
options, the ~ontracting Officer may issue a moaification to authorize, establ.ish price and fund . 
the transition activity of the o~tgoing Contractor through a "Task Order Expiration Transition 
Task" in accordance with FAR 52.237-3, "Continuity ofSetvices". The activities will include 

I • . . , 

the requirements above and those required by FAR 52.237-3. ··. · 
. I • 

4.8 Program Management (Priced under CLINs 0002, 1002,:i002 & 3002) 
• ' , > ' ' r ' ~ 

·<~ 
• • ·, I • • . • 

The Contractor Program Management staff pert;orming ·under this task order ~hall apply both to 
the Contractor's management of the ta*_order as a program as well as the Contractor's. , 
performance of projects t.o be performed as spe~ified. in the PWS .. During the period of 

I 

I . 
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I. 
I . 

I 
I 

performance ofthis ta.Skorder, the Government Will require the Contractor to conduct certain 
. . I , • . 

program management activiti~s needed to support SCOSS. . ·· .. 

USCIS ~xpects that the Contractor's program management acti~ities/proposal will include:. 
I • 

• A Project Manager and qualified key p~rso~el (i.e. Human Resources, Quality 
Control)· · · · ·I · - · · ·. . · · · 

' . I . . . 

, • Experienced, knowledgeable and capa~le points ~f contact for USCIS contract and task 
management. They shalJ be available fbr both ad hoc 'and regularly-scheduled meetings 
at the Governmen~ sit~, if necessary; · [ . · · ,; . · 

• Operational and task order-specific finbcial information as both sched:ul~d and ad-hoc . 

deli~erables;. . · . , .. . 
1

• · ·1 · . _ . . . · . · . -~ · . 

• Active pursmt of solutiOns to correct defictenctes; . · 
. I•.. . 

• All reports and other deliverables as d~talle4 in this ~W~;-

• · Cost of vehicles; ! . 
I 
I • Cost oftrav~l; 

... . ' ~·. .. ' i . ' ' " ' 

• Cost of office. space used outside the service centers; and 
• . I ..• 

• Any other direct costs required by the brogram management team; including IT 
. I ~. . 

I '' resources. i 

4.8.1 Quality Control . I . .. 

4.8.1.1 The Contractor shall_be respdnsible for exercising quillity ~o~trol of the 
processes called for in the pefrormance work statement.. 

4 .8.1.2 The Contractor shail. develop! maintain~ and manage all quality control 
measures to ensure compliance with t,he standf}rds of the performance 
requirements. ' · · I ' . . . · · 

• . . . I : . 

4.8.1.3 . The ContraCtor shall analyze :trends and identify cost.:saving approaches and 
product~vity improveme~ts t~ maintain performance while operating within 
budget constraints; 

·~ .. 

·s.O SECURITY -REQUIREMENTS 

· ·. 5.1 GENER-\L 
I 

. : ' 

i 

· U.S. Citii:~nship .&; Immigration Services (USCfS) has determi~ed that ~erformance of the task 
order requrres that the Contra,ctor, subcontractor(s), vendor(s), etc. (herem known as Contractor), 
have access to classified National Security Infottmition (~erein known as classified information).· 
Classified information is Gov'ernl11ent informatibn that requires protection in accordance with 
Executive ~der: 12958, Classified National S~~urity Information, and ~upplementi~g dir~ctives. 

. .. I . • ' 

The Contractor will abide by the requ_irerrients set forth in the DD Form 254, Contract Security 
· . Classification Specification, included· in tli~.tas~ order, and the National Industrial Security. 

'. 
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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 ofunescorted 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 (EO D) 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 (OS I). 

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: 

I. 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 provided by USCI~ at the time of award ofthe task order .. Only 
complete packages will be accepted by OSL Sp~cific instructions on submission of packages 
will be provided upon award of the task order. : 

· .. ~ . ' ' ' ' ·. . . . . ' i ' ' . . 

Be advised that unless an applicant requiring acdess to sensitive but unclassified infonriation has 
resided in the U.S. for three of the past five year~, OSI may not be able to complete a satisfactory 
background investigation. In such cases, USCIS retains the right to deem·an applicant as 
ineligible due to insufficiep.t background inform~tion. · · · . 

. . f. . 

The use of Non-U.S. citizens, including Lawful Perm~ent Residents (LPRs), is not permitted in 
the performance of the task order for any positiop that involves access to or development of any 
DHS IT system. USCIS will consider only U.S.!Citizens for employment on the task order. 
USCIS will not approve-LPRs for employment dn the task order in any position that r~quires the 
LPR to access or assist in the development~ oper~tion, management, or maintenance· ofDHS IT 
systems. By signing the task order, the Contrac~or agrees to this ·restriction. In those instances 
where other non-IT requirements contained in tile task order can be met by using LPRs, thQse 
requirements shall be cle.arly described. I · . . · . 

i 

5.4 EMPLOYMENT ELIGIBILITY i 

• I • . 

The Contractor must agree that each employee ~orking on the task order will have a Social 
Security Card issued and approved by the Sociai Security Administration. The Contractor shall 
be responsible to USCIS for acts and omissionsbfhis own employees and for any acts or 
omissions ofSubcontractor(s) and their employees, to include financialresponsibilityfor all 
damage or injury to persons or property. : · · . 

• I 

I , 

Subject to existing law, regulations, and/or other provisions of this task order, illegal or 
undocumented aliens will not be employed by tne Contractor or be employed under the task . 

' . I 

order. The Contractor will ensure that this provision is expressly incorporated into any and all 
. I . 

· Subcontracts or subordinate agreements issued in support of this task order. 
. . . .. . . . I 

5.5 CONTINUED. ELIGIBILITY.. I . 

' 

If a prospective employee is found to be irieligi~le for access to USCIS facilities or information, 
the COTR will advise the Contractor that-the employee shall not continue to work or to be 
. assigned to work under the task order. ~ : . . 

I 

·The Security Office may· require drug screening! forprobab~e cause at any time and/or when the 
Contractor independ~ntly 'dentifies circumstan~es where. probable caus~ exists. · · . · 

USCIS reserV~S the right and prerogative to dedy and/or restrict the facility and information 
access of any Contractor employee whose actio?s ar~ in conflict with t~e standards of ~~nduct, 5 
CFR 2635 and 5 .CFR 38Ql, or whom USCIS d~termmes to present a.rtsk ofcompromtsmg 
sensitive but unclassified information to which he or she would have access under the task order. 

The Contractor will report any adverse informa,ion coming. to their att~ntion concerning .contract 
employees under the task order to USC IS OS I. 1The subsequenttermination of employment of an . 

. I • 

I 
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I 

i 
I 
I 

employee does not obviate the requirement to submit this report. The report shall include the 
employee's name and social security number, at6ng with the adverse information being reported. 

. . . I . 
I 

OSI must be notified of all terminations/ resignafions within five daxs of occurren~e. The 
· Contractor will return any expired USCIS. issued, identification cards and building passes, or 
those oftermimited employees, to the COTR. If[an identification card qr building pass is not 
available to be returned, a report· must be submi~ed to the CO'fR referencing 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 appoint a senior offici~i to ·let as the Corporate Securi~ Officer. The 
individual will interface with the Security Officcl .through the COTR on all security matters, to 
include physical, personnel, and protection: of al(Govemment information and data accessed by 
the Contractor. I 

• I 

The COTR and the Security Office shall have thb. right to inspect the pro~edures, methods, and 
facilities utilized by the Contractor in cOmplying with the. security requirements under the task 
order. Should. the COTR determine that theCoritractor.is not comply"ing with the security 
requirements of the task order, the Contractor will be i11formed in writing by.the· Contracting 
Officer of the proper action to be taken in order ~o effect compliance with such requirements. 

I . 

5.7 COMPUTER AND TELECOMMUNICATiONS SECURITY REQUIREMENTS . -- I . . 
I 

5.7.1 Security Program Background . I · .·' 

i . . . 
The DHS has established a department wide IT security program based on the following 
Exe_cutive Orders (EO), public laws, and nation~l policy:_. . · ·. ,.· .· .. :· . ; · 

• Public Law 107-296, Homeland Security Act 9f2002.··. . . 
• Federal Information Security Managem.ent Ac~ (FISMf\) of2002, November 25,·2002. 
• Public Law 104-106, Clinger-Cohen Act o(19

1

96 [formerly, Information Tec~olo~ 
Management Reform Act (ITMRA)], Februar}' 10, 1996~ · · 

• I • 

• Privacy Ac~ of 1974, As Amended. 5 Unit~d ~~tes Code (U.S.C.) 552a, Public Law 93-579, 
Washin~on,'D.C., July ~4, 19.87. : . · :j . . · ... · . · : · 
• Executive Order 12829,Natl0nal Indus(rlal Secur1ty Program, January·6, 1993. · 
• Executive Order 12958, Classified National sJcurity Information, as ainended. 

·.• Executive Order 12968, Access to C/assifiedihjormation, August 2, 1995. . 
• Executive Order 13231, CriticalinfrastructurJ· Protection in the·Inform~tionAge, October 16, 
2001.• National Industrial Security.Program Operating Manual (NISPOM), February 2001. 

• . . • I 

D~S ~ensitive Systems Policy Publication 4300A.v2.1, July 26,2004 ... 
'DHS National Security $ystems Po_liey Publicatfon 4300B v2.l, July 26, 2004 
• Homeland Security Presidential Directive 7, Critical Infrastructure Identification, 

I • 

Prioritization, and Protection, December 17, 2003. · · · ·. . · · 
. . . .I . . , . 

• Office of Management and Budget (OMB) Crrcular A-130, Management ofFederr;JI 
.Information Resources. . i .• · . · • · 

.•.National Security Directive (NSD) 42, Nationql Policy for the SecuritY of National Security ·.· 
Telecommunications and Information Systems (V), July 5, 1990, CONFIDENTIAL. 

i '. 

I 
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·. . . . . . . I . . . . . . ... 

' . ' . . . . · .. 

• 5 Code of Federal Regulations.(CFR) §2635, Office ofGovemment.Ethics, Standards of 
Ethical Conductfor.Employees of the Executive Branch. · 
• DHS SCG OS-002 (IT}, National Security IT Systems Certification & Accreditation, March 
2oo4. · I . 

• Department of State 12 Foreign Affairs Manu a~ (f AM) 600, Information Security 
·Technology, June 22,2000. I ' • 

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

• , , I 

Telecommunications Functions, dated :April 3, 1 ~84; · · · · · 
~Presidential Decision Directive 67, Enduring C,onstitutional Government and Continuity. of 
Government Operations, dated October 21, 199$. . 
• FEMA Federal Preparedness Circular 65; Federal Executive Branch Continuity of Operations 
(COOP), dated July 26, 1999. . . I . . · . 

• FEMA Federal Prep~redness Circular 66, Test, !Training and Exercise (IT&E)for Continuity of· 
Operations (COOP), dated April30, 2001. . I . . . 

• FEMA Federal Preparedness Circular 67, Acqu'isition of Alternate Facilities for Contrnuity'of 
Operations, dated April30, 2001. · [ · . . . 
• Title 36 Code ofFed!;!ral Regulations 1236, M~ag~ment of Vital Records, revised as.of July 1, 
2ooo.. .. . . . 1 .. · .... 

• National Institute of Standards and Technology (NIST) Special Publications for computer 
security and FISMA compliance. I · 

5.7.2 GENERAL 
I 

. . • • • . I • . . 

Due to the sensitive nature ofUSCIS informatio~·, the Contractor is required to develop and 
maintain a comprehensive Computer and Telecolnmunications Security Program to address the 
integrity, confidentiality, and availability of sensitive but unclassified (SBU) information during 

' I 

collection, storage, transmission, and disposaL The Contractor's security program shall adhere 
to the requirements set forth. in the DHS Manag~ment Directive 4300 IT Systems Security Pub 
Volume 1 Part A and DHS Management Directiye 4300 IT Systems Security Pub Volume I Part 

. B. This shall include conformance with the DHS Sensitive Systems Handbook, DHS 
Management Directive 11042 Safeguarding Senkitive but Unchlssified (For Official Use Only) 
Information and other DHS or USC IS guideline$ and directives regarding information security 
requirements. The Contractor shall establish a working relationship with the USCIS IT Security 

. . . • I 

Office, headed by the Information Systems Sec~rity Program Manager (ISSM). . 

,5.7 .3 IT SYSTEMS SECURITY 
I 

, •' I • •• ' 

In accordance with DHS Management Directive;4300.1 "Information Technology Systems 
Security", USCIS Contractors shall ensure that all employees with access to USCIS IT Systems 
are in compliance·with the requirement of this Management Directive. Specifically, all · 

I , 

Contractor employees with access to USCIS IT ~ystems meet the requirement for successfully 
completing the annual "Computer Security Awareness Training (CSAT).".All Contractor . 
employees are required to complete· th·e training !within 60-days from the date of entrY on duty 
(EOD) and are required to·corilplete the training: yearly thereafter. · · . · . 

CSAT can be accessed at the following: http://dtcd.uscis.dhs.gov/EDvantage.Defaultasp or Via' 
remote access froni ·~CD which ~an be obtaine~ by contacting· uscisitsecurity~dhs.gov. 
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' , • , I • , • 

5.7.4 IT SECURITY IN THE SYSTEMS DK\{'ELOPMENT LIFE C~CLE (SDLC) 
'i· \ 

The USCIS SDLC Manual documents all systerq activities required for the development, 
operation, and disposition of IT security systems:. Required systems analysis, deliverables, and 
security activities are identified in the SDLCmaimal by Iifecycle phase. The Contractor shall 
assist the appropriate USCIS ISSO with d~veloptnent and completion of all SDLC activities and 
deliverables contained in the SDLC. The SDLCI is supplemented with information from DHS 
and USCIS Policies and procedures a_s well ~s.th~ National Institute of Standards Special . · 
Procedures related to computer security and FISMA compliance. These activities include 
development of the following documents: ... · ·J · · . . 

I ' ' 

' 

• Sensitive System Security Plan (SSSP):This is the primary reference that describes 
system sensitivity, criticality, security controls, policies, and procedures. The SSSP shall 
be based upon the completion of the DH$ 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 ~r Release Definiti9n Process in the SDLC and shall not be waived 
or tailored. . 'j · · · · , . 

• Privacy Impact Assessment (PIA) and System of Records Notification (SORN). For each 
new development activity, each·incremerhalsystem update, or system recertification, a 
PIA and SORN shall be evaluated. Ifth¢ system (or·modification) triggers a PIA the 
Contractor shall support the development of PIA and SORN as (equired. The Privacy 
Act of 1974 requires the PIA and shall be part of the SDLC process performed at either 

• • I . . 
System or Release Defimtlon. .: : · · . · . . 

• Contingency Plan (CP): This plan descri~es the steps to be taken to ensure that an 
automated system or facility can be recovered from seryice disruptions in the event of 
emergencies and/or disasters. The'Contr~ctor shall support annual contingency plan 
testing and shall provide ~ Contingency Plan Test Results Report. 

I 

• Security Test and Evaluation (ST&E): This document evaluates each security control and 
countermeasure to verify operation· in th~ 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 CiS part ofthe certification process. The 
. Contractpr shall support this process. .: f · · · · · . · 

• Risk Assessment. (RA): This document identifies threats and vulnerabilities, assesses the 
impacts of the threats, evaluates in-place'countermeasures, and identifies additional 
countermeasures necessary to ensure an *cceptable 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 
• I. . . 

·{POA&M) ~the USCIS Trusted Agent fiSMA (TAF) tool.· Each POA&M entry shall 
identify the cost of mitigating the weakness arid the~ schedule for mitigating the weakness, 
as well as a POC for the mitigation efforts. .· · · · . 

• Certification andAccreditatio~ (C&A): irhis program-establishes the extent to which a . 
particular design and implementation ~fan automated system and the facilities housing 
that system meet a specified set of security requirements, based on the RA of security 
features and other techniciilrequir~ments (certification), and the management 

. ~uthorization and approval of a system .fq process sen~itive but unclassified information 
(accreditation). As appropriate the Con~actor shall be granted access to the USCIS T AF 
and Risk Management System·(RMS) tools to support C&A and its ann1,1al assessment 

i 
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r~quirements. Annual assessment activities shall include.completion of the NIST 800-26 
Self Assessment in TAF, annual review dfuser accounts, and annual review of the FIPS 
categorization. C&A stat\,ls shall be reviewed for each incremental. system update and a 

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

s.7.SSECURITY AssuRANcEs · ·· ·I . ·· · ·· , . · 
. . . 'i. ·,·. '·. '· .. 

DHS Management Directives.4300 requires compliance' with ·standards serforth by NIST, for 
evaluating computer systems used for processing Sensitive but Unclassified (SBU) information. 
The Contractor shall ensure that requirements are allocated in the functional requirements and 
system design documents to security requiremen~s are based on the DHS policy, NIST standards 
and applicable legislation and regulatory requirements. Systems shall offer the following visible 
security features: . · . · ! . ·. · 

I 

• User Identification and Authentication (I&A)- I&A is the·process of telling a system the 
identity of a subject (for example, a user) (I) and providi~g that t~e subject is who it 
claims to be (A). Systems shall be.desigqed so .that the identity of each user shall be 

. I ' . , 

established prior to authorizing system access, .each system user,shaU· have his/her own 
user ID and password, and each user is authenticated before access is permitted. All 

I 

system and database administrative users, shall have strong authentication,.with 
passwords that shall conform to established DHS standards. All USCIS Identification 

• • . , • • . I . . 

and Authent1cat1on shall be done usmg t~e Password Issuance Control System (PICS) or 
its successor. Under no circumstances will Identification and Authentication be 

I • 

performed by other than the USC IS· s~~ard system in use at the time of a systems 
development. · · · . ~. j . · . , . . 

• Discretionary Access ContrQI (DAC)- DAC is a DHS acc.ess policy that restricts access 
· to system .objects (for example, fil~s, dir~ctories, devices) based on the identity of the 

users and/or groups to which they belonl All syst~m files shall be. protected by a 
'secondar:r access control me~sure. · I. . . 

• Object Reuse- Object Reuse is the reassignment to a subject (for'example, user) of~ 
medium that previously contained an obj~ct (for example, flle). Systems that use 
memory to temporarily store user I&A ~formation and any other S~U information shall 

' be cleared before reallocation. r ' . . ' 
• Audit- DH~ systems shall provide facilities. for transaction auditing, which. is th~ 

examir).ation of a !)et ~f chronological recprds that provide evidence of system and user 
activity. Evidence of active review of a~dit logs shall be provided to theUSCISIT 
Security Office on a monthly basis, id~n~fying all security find!ngs including failed log 

. in attempts, attempts to a~cess restrict.ed information, and password change activity . 
• I ' . . 

• Bqnner Pages- DHS· systems shall provide appropriate security banners at start up 
identifying the system or application as ~eing a Government aSset and subject to 
government laws and regulations. This, requirement d~es not apply to public facing 
internet pages, btit shall apply to intranet!applications. · · · 

'• . •, ' 0 I ' .. ~ • 

'. 

5~7.6 DATA SECURITY , 

I , 

SBU systems shall be protected from unauthorized access, modification, and denial o( service. 
The Contractor ·shall ensure that all aspects ofldata security requirements (i.e., confidentiality, 
integrity, and availability) are included in the functional requirements and system design, and 

, • . • • . I ~. . . • . 

I 

I 
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· ensure that they meet the ~inimum r~quiremJnts as set. forth. i~ the DHS 'Sensitive Systems. 
Handbook and USCIS policies arid procedures. ifhese requiremen~s include: . . . 

. ~ ; ' 

• Integrity- The computer systems used for processing SB.U shall have< da~ integrity . 
controls to ensure that data Is not modifi~d (intentionally or J.miQtentionally) or repudia~ed 
by either the sender or the receiver of the' informatiol}. A risk analysis and vulnerability 
assessment shall be performed to determ~ne what type of.data inte~ity controls (e.g., 
cyclical redundancy checks, message authentication codes, security hash functions, and 
digital signatures, etc.)shall be used: ! : · . ··· . · • 

• Confidentiality- Controls shall be included 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 qetermine ifthreats.to the SBU exist. 
If it exists, data encryption shall be used to mitigate such thrt;ats. . · 

• Availability- Controls shall be included 
1

to ensure that the system is continuously 
working and all services are fully availatile within a timefhime commensurate with the 
availability needs of the user community: and the criticality of the information processed. 

• Data Labeling. -The Contractor shall ensure that documents and media are labeled 
consistent with the DHS ·Sensitive Systems Handbook: 

. . . . I . 
. • I 

Safeguarding Classified Information Within Industry · · 
. .. I 

(a) Executive Ord~r 12829, January ·6, 1993 (58[FR 3479, ~anuary's, 1993), entitled ''National . 
Industrial Security Program" (NISP), establishes a program to safeguard Federal Government · 
·classified information that is released to Contradtors, licensees, and grantees of the United States 
Government. Executive Order 12829 amends E~ecutive·order 10865, February 20, 1960 
(25 FR 1583, February 25, 1960), entitled "Safeguarding Classified Information Within 
Industry," as amended by Executi~e Order 1090'9, January 17, 1961 (26 FR 508, 
January 20, 1961). · · .·. . .-j . ..· . . 

(b) The National Industrial Security Program Operating Manual (NISPOM) iQcorporates the 
requirements of these Executive orders. The Se~retary 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 Director of Central Intelligence, is responsible for 

I ' • 

issuance and maintenance of this Manual. The following DoD publications implement the 
program: · · ! •.. · 

. . I . . . 

(1) National Industrial Security Program Operating Manual (NISPOM) (DoD.5220.22-M). 
(2) Industrial Security Regulation (ISR) (DoD 5:220:22-R). . . . " .. 
(c) Procedures for the .protection of information 1relating to foreign classified contracts awarded 
to U.S. industry, and instructions for the protect~on "Of U.S. information relating to classified 
contracts awarded to .foreign firms, are prescribed in Chapter 10 of the NISPOM. 
(d) Part 27-Patents, Data, and CopyrightS, contains policy and procedures for safeguarding 
• • . • I 

chtssified information in patent applications an~'patents. 

5.8 U~CIS-ISSUED CREDENTIALS 
.. I .. 

• • , •. • I , • • • 

All Contract Employees performing u'il'der this Task Order will require USCIS-issued . . 
credentials. Work may not be performed by Contract Employees until credentials aie issued . 

. 5.8.1 Credential' Criteria and u.se 

I 

12 ot 21s · 
I 

I 
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) . 

Credentials will be issued only to Contract Employees wh.o will be performing under this Task 
Order and who are Qfficially authorized by USCIS. These credentials ~emain Government 
property and are not transferable; Credentials shall not be. photocopied, altered, or modified in 
anyway. 

5.8.2 Credentials Accountability Report 

The Contractor shall submit an initial credentials accountability 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 credt(ntials 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 ~.hould' be noted and sent to the COTR on 
a monthly basis. The COTR, at any time, may require a complete written account of the status of 
all credentials issued. · . · 

5.8.3 Control/Security 

. 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 I hour of the Contractor's discovery. Anyone whp 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., Sec~ions 499,50, and·701. 

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 foreseeable 
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 with the recovery of credentiills by Federal~ 'state, or local law enforcement 
agencies. · '· 

5.8.5 Return Procedure 

RetumedUSCIS credentials sbalr'be a~cepted in only one of two ways: either hand-deliver~d by 
Contractor personnel or shipped by Registered and/or Certified United States Postal Service 
Mail, United States P~stal Service Express Mail, or an equivalent service approved by USCIS. 
All mailed credential Packages are t? be signed by the recipient. · 

If ~redentials are .pulled from Contractor persollJlel for ~y rea~on, the personnel cannot. perfoim 
any work under this Task Order. When Contract Employees are removed or suspended from the 
Taskprder, the Contractor mustbe in possession of all credentials within five days. 
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Should the Contractor be uriable 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 tqreturri the credentials or those c~rcumstances which prevent the 

· return of the credentials impossible. This notice shall include a description of all efforts made by 
the Contractor to recover the credenti~ds from the personnel and to return the credentials to the 
Government, and should incl~de the full name, credential number, current and/or.last kn9wn 
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 infot:mation which the Contractor in 
good faith believes may f~cilitate the recovery of the credentials, 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 reimbursing the Government $105 
per set of lost or un-returnable credentials .. 

6.0 DELIVERABLES · 

6.1Headquarters Deliverables · · 
. . 

6.1.1 The Monthly Records Operations Workload Activity Report·(G-23) . 
This report, generated in the Performance Analysis System (PAS), is used for preservation of the 
agency's historical records, management of electronic files, life cycle of paper files, data entries, 
fee and mail processing, oversight and evaluation of contracted services, certific,ation of reco.rds 
and verification of information from those. record~. ~AS is the official reporting system for the . 
USCIS. · · · . 

. • ' • ' < .. • 

. The G-23 Report captures figures and data from both government and Contractor operations. ,All 
· feported data must be performed-in accordance with Department of Treasury guidelines, Ute 
'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 consolldated 
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 business day'ofthe following month. 

~ ' '' 
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G23 Report for: Vermont ~ l 
I I I ! 

·t I I ! ! ! '" ! I 
ISITE:"Y .. - > I OC:t-·1-lo.c.- Mart F~l·-~1 April' 'I ...,, ....... ,, 

~ A)IPst ............ I Flsal YTD i 

(d) R«ti¥«1 0; 88,0'191 

~· J 

-~~~~ofp-.;; ... ----h~ ----- : : : ·~··- __ _:_ ""----t- ""-~~~ 
tdJ R .. ..,... -- 1 456.133 o: . oi oj O\ 456.133! 

m .. Recjiii!StS • Routm" 
(>) P•odiog Bo¢min9 of Ptriod 

(l>)Coa>plctt<l 120,1121 

I c) Pttdiwj Ea4 of Ptriod 0 

(d)R«ti¥«1 120.s:ll 

m. R4HpiKts • ElpN!ted 

l•l~~ofPtriod Oj 
(I>) Coalplttt<l 2,11& I 
(c) l'udioo9 Ea4 of Ptriod. I I 
(d)R«ti¥«1 i 2,11& 0 0 "Oj . oi oj O! 
6.U llltOHactioo with FRC j 

i 
i ! 
! i 

(c) P<a<llog Ea4 ol Ptriod ! o! 
(d) R«•iYtd o! .0 oi 0 

Recjiii!!R a Rt!tired m .. 

! I 
I "" ! 

0; ol ·0 

(>) Pcodiog Bo¢min9 of Ptriod 

.......... _ .............. m ... f.- .. ------·+---+""·""-· .. ·-+·: .... -... , ...... + .. ·-·--··f-··-·· .. ·-. -o·l---·--+--.. -" ....... 1--.......... --o+!·- ----~i 
~I 

(o)l'udioo9 Btgiooiog of Ptriod ·0 0 
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~}~•<l___, ________ j ____ ~ --·---~ 
(c)PtlldiogEadofPtriod ! 0 
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'· ~ . 

;..· 1", 

6.1.2Daily Workload Activity Report 
The Daily Activity Report, referred to as the DAAG shall in~lude the same infonriation as what 
is contained in a G-23; and be in the forqtat shown in figure b~low .. The report shall be 
submitted electronically to the COTR and the COTRs' designees_no later than. close of business 
on the next business day following the· reported day. 

A DAAG Glossary is provided that defines the requirements for each line of the DAAG (see 
Attachment 9.5). · · · · · · c • 

Daily (Weekly or Monthly) Report for: 
' . . ' 

'· 
'Beginning ·Pending Current Oldest 

Process/Form · Pending Reeeived Processed Adjust Pending Pending 

Mail Operations ,. 

Incoming Mail - Regular Handling 
Incoming Mail - Special Handling 
Incoming Files - Regula'r Handling '' 

.. 

Incoming Files - Special Handlina ; 

Incoming Mail - Administrative 
Incoming Other Mail - Case Related I 

Outgoing Mail - Regular Handling 
Outgoing Mail - Special Handling 
Outaoina Files - Regular Handlina . : 

Outaoina Files - Soecial Handlina 
.. 

Mail Operations Total ! 

Informational Counts 
Returned Undeliverable -All non-PONDS' mail · I 

.. 
' 

Returned PONDS - 1-766 cards 
Returned PONDS- 1-551 cards 
Returned PONDS -I-512L Advance Parole. 
Returned PONDS - Re-entry Permit· ·. ·; 

Returned PONDS - Refuaee Travel Document ' ,_' 

Data Collection Operations. 1 ',' 

Biometrics Fee '· 

EOIR-29 '• 

FD-258 ' '. ' 
1-102 

" 

1-129 (All Other) 
1-129 (i-t1B CAP) 
1-129 (H1 BMaster CAP) ,~: : 

1-907/1-129 (Premium) 
1-907/1-129 (Premium H1B CAP) 
1-907/1-129 (Premium H1B Master CAP) l' 

1-129 SubTotal 
1-129CW " : 

1-129F ", 

1-1298 .. 
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Daily (Weekly or Monthly) Report for: 
; -

: 

1-130 ·y 

1-131 ·. 

1-140 
1-907/1-140 (Premium) 
1-181 
1-191 

' .. 
1-192 

' . 

1-193 
1-212 
1-2908 
1-290C 
1-360· 
1-90711-360 {Premium) 
1-407 
1-485 : 

1-485 (EOIR) 
1-526 '• '•"' 

1-539 
1-589 ' 

,. 

1-589 (EOIR) 
1-601 ·, 

1-612 . ' 

1-687 ' . ,' 

1-690 
: 

1-694 \ 

1-698 
1-730 
1-751 (C3 GUI) 

.. 
.. 

1-751 (MFAS) ' 
; 

1-765 ' . 
. 1-817 
1-821 
1-824 < . 
1-829 (C3 GUI) 
1-829 MFAS .. ' " 

1-864 ' 
.. -~ . 

' 

1-865 
'1~881 

1-90 
1-905 '. 

. ' 
:~ .. 

. 1-907 (1-129 Upgrade) 
1-907 (1-140 Upgrade) .. 
1-907 (1-360 Upgrade) 
1-914 •'. 

1~914A 
., 

1-918 
1-918A 
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Daily (Weekly or Monthly) Report for: 

1-929 
N-400 

/, ' ·~. '. 

N-400 (Military) . ·l .. 
N-470 •'. 

N-565 
N-600 ,. 

N-600K ' '· 

N-644 
; 

DS-230 ·" 

Scanning 1-89 Biometrics " 
Scanning 1-765 Biometrics · r 

Data Collection Total 
Informational Counts 
Rejects, System ; 

Rejects Manual 
A-File Creates 1-140 ' ' 
A-File Creates 1-360 '· 

A-File Creates 1-485 
A-File Creates 1-589 

,. 

A-File Creates 1-730 
A-File Creates 1-881 
A-File Creates Immigrant Visa Packets ' 

" 

A-File Creates Other ... 
. ·,·,.' 

File Operations 
Address Changes - Returned Mail 
Address Changes- AR-11 
Address Changes - SRMT Svstem 
Address.Chanaes- All Other Sources :.· 

Address Changes SubTotal ., 

A-File Creates 1-129F-
A-File Creates 1·130 ·'· 

A-File Creates 1-140 
A-File Creates 1-360 "· [o "• 

A-File Creates 1-485 
·A-File Creates Refugee & Asvlee Visa Packets 
A-File Creates DS-156 · ', .... 

A~File Creates Other •_;: I 

A-File Creates SubTotal · · ,. 

Booklet Support . 
•' 

·CIS Corrections 
·Connects - FD-258 ldents (Rap Sheets). 
Connects: 1-72 Request for Evidence '-

" ,. 

Connects - .1-89 : 
."• : 

Connects- Withdrawal Request Letters 
Consolidations 
Consulate Returns ,j 

...,..:.. __ ____;;..._..,....... ____ --,-__;_ ___ ...;_ ________________ . ;"; 

. ; 
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Daily (Weekly or Monthly) Report for: 

Duplicate Notices 
'. 

' 
E-Filed 1-129 
E-Filed 1-12911-907 Premium ' 

E-Filed 1-131 .: 

E-Filed 1-140 
E-Filed 1-14011-907 Premium 
E-Filed 1-539 '' 

E-Filed 1-765 ,, 

E-Filed 1-821 
E-Filed 1-907/1-129 Uporade 

.. 

E-Filed 1-907/1-140 Upgrade '' 

E-Filed 1-907/1-360 Upgrade 
E-Fillngs SubTotal· 

Files Audited 
Files Prepared for NVC Shipment 
Files Reauested From FRC ! ' 

Files Retired to FRC . 
File Transfer Request - A-Files i 

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 

· I-512L production I 

IBIS " 

lnterfiling 
Internal File Reauests - Expedited 

. ' 

.. 
Internal File Requests - Routine 
Maintain File Jackets 
Photocopies . ' 

Reflies I ·. 

· Report Reconciliations . '' 

Scan & Email, or Fax, Miscellaneous · 
. ' 

Screen prints 
Searches- Lost File Circu.lar 
Searches - Manual Search Requests " 

Searches- Routine ' 

Shelf Re-Oroanization · · .. ' 

SNAP Scheduling ., 

Special File Pulls 
Special File Sorts '• 

T-File Creates 
Transferred-AfT File(FTI)(NFTS) - Expedited 

,. 

Transferred-AfT 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·sam~ infonnation and samefonnat as the daily 
reports. The report will include a summary narrative to explain weekly trends, progress, 
backlogs, accomplishments, issues/problems, proposed/implemented solutions, nuni.ber 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 designee 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 infonnation and same fonnat a8 the daily and 
weekly reports. The report will include a summary mirrative 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 designee 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 infonnation in the same fonnat 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 ~ctivit)r Reports to inclu4e the same 
infonnation in the same fonnat 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 fiscai year and task order year. One report shall be for the twelve-month task order 
-year and the other report for the Gove~ent'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 staffmg chart for each cen~r 
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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 reports 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 entering a code 9r are automatically 
produced depending on which USICS system·is being accessed. System generated reports need 
to be reconciled and monitored in accordance with USCIS guidance for each individual system 
to ensure accuracy of electronic recQrds. Thes~ reports may require the.Contractor to provide 
subsequent documentation. Systerp g~nerated reports can be categorized as one of the following: 

- Informational - Reports generated when needed to ver\fy da~ get c_ounts or monitor a process. 

- Recurring- Reports generated on a daily~ weekly, or ~onthly'basis and require reconciliation 
to ensure the accuracy of systein datii. Most recurring reports will-grow in size when not 
reconciled since these reports are cumulative. . . 

- Error- Reports usually generated automatically or by the Office ofinformation 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 processingthese:repo_rts 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 Svstem Report# 
i NFTS (; r. r. ~ I 

Informational File Ustin!:l by Section or RPC Report NFTS 060 
Informational File Ustina bv Status Code Report NFTS 100 

Recurring Unaud~ed Files Report NFTS 170 

Recurring A & T Report NFTS 160 
Recurrin~ Active Duplicate Files Report NFTS 150 
Recurring Duplicate FRC/Active Files Report NFTS 140 
Recurrina Pendin11 Files Report NFTS 190 
Recurring Files in Transit Report NFTS 200 

Recurring Search CIS Missing Files Report (Matched Missin!l Report)(Automated A-file Circular Report) NFTS 220 
Error Report CIS. Transfer Confirmation Delete Error Report NFTS 340 

Error Report CIS..Records Rejected by CIS NFTS 350 
Error Report CIS Error Report NFTS 

NFTS 

Recurring CIS Pending Request Report NFTS 230 
Recurrin!l Outstandin!l Pendin!l Report NFTS NIA 

Error Report CIS- Unsucessful Transfer Reaues1 Process NFTS 330 
Error Report CIS - CIS Mismatch Report NFTS NIA 

Recurrina Pull Tickets NFTS NIA 
Informational Pending File Requests Report NFTS R006 

i as 
Error Report CIS Batch File Transfer Error Report I CIS RNPCIARE 

I ct 
Error Report Adjustment of Status Pendina Data CIPBEVPR 
Error Report Claims 4.0 CIS/Claims Mismatch Report C4 NIA 

Recurrina Picklists NIA 
I RHACS 

Error Report Claims Upload Records Reiec1ed by RNACS I RNACS RNCLMERR 
i SEVIS 

Error Report Claims Upload Records Reiected bv SEVIS ISEVIS 
l FAX 

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 
toCPAU. 
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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 voi~ed the next day due to fee issues that require 
adjustments to the daily deposit. · 

.Oerk · 
full 

', 

. ~ . ' 

-I' .. 

"· .. ,. 

I ' ~. ' ,.,. ·, 

! ;.>' ,' 

· o . . · h · .• .. · . !'•: ~::r. ; :: · 'r/ .. :' ', :;:. ; · • · .1 · • · ·· . · • , ~. . 

' '• ,;;~, '.",! , ... o~:''·!:. : .. •tf ··:;,~·· ;· ' .;' '' ·•'",: ; !',: ' <· : ·. ' ' ; ' 
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Deposit Log-- Log of the different daily deposits. 
Quantity I Form Type ! DoUiu Amount System I 

'.-. ~ IP HI j. .. 

59,250.00 l 11/1712009 . . · . 321 i ACWIAsj 422,250.00 CLAIMS 3 363,000.00 
·. 85i EOIR29si· 9,350.00 CLAIMS 3 242 791 

l H-1Bs! CLAIMS 3 
17! 1-.1 02s! 5,440.00 CLAIMS 3 I 

700 1-129! ". •224,000.00 'CLAIMS 3 l 
145! 1·.129F.si 65,975.00 "" CLAIMS 3 LF LG 

3701 I-129FFsl ' 178,700.00 CLAIMS 3 176,000.00 2.1oo.oo I 
257! I-129PPI 257,000.00 ·CLAIMS 3 352 lSi 

I 1·1298s! CLAIMS 3 I 
1 I-130si 355.00 CLAIMS 3 I 
0 1-131 s! CLAIMS 3 
0 l-140sl .. •CLAIMS 3 I 

Oi . 1-1921 CLAIMS 3 I 
I I 0 l-212sl ' CLAIMS 3 I 

I-290Asj ' CLAIMS 3 .......L 
62i · I-290Bs! 36,270.00 CLAIMS3 I 

I 

29i l-485s! 25,320.00 CLAIMS 3 3,000.00 22,320.00 
1 o, l-360si 3,750.00 CLAIMS 3 5 24 
2i l-526sl 2,870.00 . ~..,.,.. . CLAIMS 3 

323! l-539s! 96,900.00 CLAIMS 3 I 

21 l-601si 1,090.00 CLAIMS 3 
O! l-612sl CLAIMS 3 
0! l-690s! CLAIMS3 
01. l-694s: CLAIMS 3 

I l-698s! CLAIMS 3 l 
I 

: 437i l-765sj· 148,580.00 CLAIMS 3 
·-·- -~-l-l.-:.: __ ~~-~-!7s_l __ 31080J!Q_ · CLAIMS 3 

... -----... 
. 0! . l-821s! · · .·----.-·clAIMS J 

74! l-924s! " 25,160.00 CLAIMS 3 
Oi I-90S! CLAIMS 3 

241 IFRs! 1,920.00 ·CLAIMS 3 
•. MOTICl CLAIMS 3 

·--···--··--.. -··--
MOJICi 

·-·-·-~~~~___._,-.~-· ____ .. _6u\1Ms3· _._ .... _ ... _ __ .. _____ 
I· 

0 N470S! CLAIMS 3 ' ' 
0: N565si . : CLAIMS3 ! 

i 

l. ; CLAIMS3 
' CLAIMS 3 ! 

1-690! . ., .... cLAIMEfJ"" --·-··-·· .... "''"~~ 

·! l-698s! : CLAIMS 3 
01 . ·' l-694sl CLAIMS 3 I• 

OT I-90As! CLAIMS 3 ·roraJs-· - .... .. i ·:: 4UOO.UU .,-- . : ·--------;~·r--·;:..._1;50·8;(J10:QQ' -·-··---- ·····-··-----·----·-····--··- -·---......... ----- ......... ________ 

., ! :1-589! " RAPS 
51__ 1-881! 1425.00 CLAIMS 4. i 

. ' Ol N-400! ·.CLAIMS 4 .' 
.. 

. 5! IFRI 400.00 . CLAIMS 4 
L 211 i 6,485.00 .. MANUAL FD-258 1-751 ; 

16171 1-751 sl. 435,820;00. NATIONALS 65,680.00 370,140.00 

1 i . .. 1-829! . 2;850.00 NATIONALS 821 796 
1649! I ·. 446,980.0~ ! 

I 

Total 1,954,990.00 1 I 

., I 
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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. 
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liti~ W'l:~- -~"~"'~:I . .. . . - . 
IAl B C • F G H J K M N 0 .. 

I .,......_ - T<lllll T<ltiiFee 
FARES CLAIMS 3 ctAIMS4 limuhpod •~r-rolil!l \ln.W...m\ Ptdltm Fee - ,.,_, •~1;1.$Pendilg I i 

,.. lteyolilllo llllllllmetllll\klll"dil!ll~-~~1 '" 
Deposit Deposit Deposit ~ 1 .........., , a.n.4 a.n.4 kll!"dll lteyolll 

I ~-• NSC NSC 

~ :1SPM 
$4, 

$3,0 
,125.00 $6,E 0 

. 

. · 
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, .. 

1!. 

c-. ... I$ S.SIUIU5 $ MUI $ S.SXJI!U5 
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Incoming Mail Log- Log of the number of piece of mail received for the day. 

INCOMING MAIL LOG 
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Mail Meter Log- Log of mail meter totals at the beginning and end of each day. 
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Expedite Mail Log - Log of expedited or express mail each day. 

Special Package Request ... ,_ Exp~dite .. Classified M~tefial ... Requested 

EXPEDiTEi. 

Arrived via: 

Fed Ex DHL ·ups USPS 
' ' 

T~c~ng# __________________________________ ___ 

EACorA# ______ ~--~~--------~-------------

AHn: __________ ~----~----------------------

Deliver to=------------~ 

M•ilroom Received .. · date'..,----- .Stgnat~re ______ _ 

Co.,.rler Pick Up· .date'--_,;_-- Signat~Rt.:-· ------

POC·ReceJved (DE for processing) date . ._. ____ Signature ____ _ 
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Certified Mail Log- Log of certified mail received by day with tracking numbers. 

!@ e;1o t<il :i)ow il>slort fgom.ot Jpols ~ ~ l:loiP TYI>'•~I«IIoli> • _ fJ X 

i D rJ _Iii! @o 11.::1: tr:l.ll{.a i'i!>-~~"!..:~:!!_1~-~-· ~~-~J :~.i_....;;.... __ ,~_!_l __ ~ ~- i JI;-~-~Jii,J~J!I. E:,i ~-~.:A-_:_1 
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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 Lim Name First Name Date a! Cuun1!yof Caunl!yol Sex Alaseil Mother'8 Father'll Empioyee'll s~ 
Ooened Dilth 8irlh ci~i2er~Smp Name Name lritial8 lni1ials 

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

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. 

94of216 

93 



I 

6.2.7.1 Texas Service Center Specific Reports and Databases 

·Work Ordertrackim! System (WOTS) Report was ·created to enable Adjudications 
management and the Contractor to manage the work orders submitted to be.filed and . 
delivered. The WOTS is an Excel spread~heet 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. sp~Cial instructions. (b)(6) ' 

9/21121109 

Form II Fll sent 
Email f03/llll 1-481) ""''"" i 09104109 1r, Email 1-485 Nov. I·UilS i 

I 
'4-781 

Email !I~UPS . 4-781 
Email mdlir >ick ust Fl 1-ss.616 
Email PO! Bundlina e~;~~~1 Email 
Email 114/C ·565's 650 1/17/09 

{',', 

r· '', 

• " r 

·. ' 
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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 eacfl type. 

3rd Ptef. Ttia has been 
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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. 

·..-rcr-pm::lkloiM,..,.Iflll 
~bl~m~BIAinlhr.U.O ... mt'­

-CIITII .......... tf\1........, 

tMil011-IIISAo 

'c:O'*rf•mm 

floq BfaginoAfea 

H1Ml012- 1ft: 
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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 1-485's with NFTS locations, which are 
ready to be sent to Adjudications. CHAMPS also produces a list ofl-485 with underlying 
petitions such as 1-140 and the status of the underlying petitions. 

Sub-categories· 

My CHAMPS: 
•• Uodate my profile 
... Emplovee Locator 

~~~~~ --------------------~ 
"" ··-- . . 

Enter the Principal or Oerivallve A-number·to retrieve the record(s) from th"' database . 

Enter the P~ or Derivative A-nurnber.here: U._ _ __ .... -· -----·· _____ _! 

Oth_er Uhl<s: I TexaS Se!llice Center ,1 ~· 1 &cesslbi!11V I f!J.Y.!!::.Inl I 

CHAMPS Version 02.00; 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. 
E3 :"11uo,.oftl )o(Ccl ~Copy of liZS 1 ."1an1fest ;<\i ·. ,;;~, ··-

1 'i!l "" tct lleW 1/l!<lt l'!lnn« IPds 12<11a ltl)'dow 1:1!1P: i)'lll>. QW5Iion for holp • - IJ ,x 

[i a t?HJ i2> ,s 1 eo iA 1 ~ li.lll' ~ ~ • 1' 1., ·('I • 1 & ~; • ~~u 10 .e,~J:~ <@ 1 
r~Ari.J ~,~OdB I g'(iiluamls% '~tii-~I$·&·..A·I 

8241 i· fl.! 
j,&j, . i!l· D E F G H J K :: 
11~ , Date! A Number !COMPANY NAME LAWYER ,. 

IM11' '!All ;']A ISMIT 

:~ 
31 IRC'Ill34 

ISMY 'H .R ~~- ~ 
IRC 034 

0159003 :: 
W11 

lcL rrv 
I JESUS 11485 ',' 

lml !SANTA 
1ER' 

12331 I BUNNY 

~ 
_';-

I 
I NICK 

I MONARCH CRU 
CE :--r, 

:1 

1: 
:....;, 

SOl! ~ 

t.10USE, !MICKEY 

! 

I 
,, 
X 

_•: 
! . .\. 
: 't 

I 
_·: 
:~· 

•; 

1'2541 
12551 
l:lfilll 
1257.1 
114 •. 111\MI 1:• '"'"'""""'"' . ~- ./f~ 
iRe.dr I'D 
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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 Pl:lll, the number of files, and where the files 
need to go. 
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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 · 
duplic~tes and any missing data. 

!i +I'# fill!M~-- ~:fSoi!rdiRe<Mls I)CiwlQol'lhl>eiAR.mber I ClwlQo~AR.mber D~ooeunert :50p<n-ot~oni'IDI7""' rypea~Forhelp • 

·l • 1)1$0 o~-

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 dependent receipt Each record requires the Principal 

anumber to link all the receipts for family members. 

Relationship Receipt Number Principal Anumber Dependent Anumber Form Part 2 Type 

EJ L.·---·--- --· ....... __ L _______ , ___ ! L .... _ ...................... 1 I ....................... .BCBCEI 
Pending Pending -No Pending No Date DOB Date 

L. .ElL...... ..B L ........... : . I _ ---·· 
CountJy Blrm aass Pref. Priority Date Labor Cert Date Receipt Date 

L ...... -. ····- ...... El L _______ EL ................. ..i !. ..................... : 
Cross Charge Receipt Cross Charge COB 

L_______ ... :L. ___ ~ _______ fJ 
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DART Board- To provide CIS personnel with the number of live cases coming 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 - A.~9.~.$.t1.$.l.~Q.Q~ Live Cases -Work Distribution Recycles 

BUSINESS LINE liFTS uw: In Out Today Old Date Today 
~001 

Date 
140A KT 410 15 425 .4/.410.8. 
140 8 KU 316 14 10 320 .3123/.0.9 2 .11.810.9. 
140 c KV 1135 51 1186 .3/.1.81.0.9 
140 D KW 1773 92 1865 .61.410.9. 4 .71.2/0I 
140 E KV 996 56 1052 .61.2109 61 .4/.251.0.6 
140 G JV 96 3 50 49 .1.012.31.06 10 .1.2131.0.7. 
1 4 0 I <l:lJ.!¥Y,a) KZ 1127 12 1139 .91231.08 3 .9/.261.0.7. 
140 Schedule A 10( 43 10 53 .6123/0.a 

ASYLEE/REFUGEE LINE lifTS ~ In Out Today Old Date Today Old 
Date 

130 4th Preference ws 81551 36 500 61087 .4/.1.12.0.01 
130Yemen wsaooos 42 42 .1.01112000 
130 Haiti WS9000s 2811 2811 .711.12.0.01 

485 ASYLUM (ADJ Ready) BS 99 114 213 .1.1.12.01.0 6 
Pre-Adjudicated AS 298 298 NJA 
Pre-WD RD 529 39 114 454 N/A 
Roof LA 115 115 N/A 

485 ASYLUM/730 CON AO 3 11 14 NJA 
485 REFUGEE (ADJ Ready) BR 2001 26 180 1847 .61.1.10.9. 2 .311.3/.o.a 

Pre-Adjudicated AY 160 3 157 NIA 
Pre-WD ze 6077 177 6254 NJA 
Roof LA 753 57 810 N/A 

485 REFUGEE/730 CON AO 0 24 24 N/A 
485 Refugee Uberian Hold LP 1056 1056 N/A 
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I -192 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 1-192 and 
submitted via e-mail, the Contractor checks the spreadsheet to see if the name has already been 
submitted. If the nlll1le has not been submitted, the information is then updated on the 1-192 
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. 
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7.0 PERFORMANCE STANDARDS 

· 7.1 Overview 

The USCIS has specified performance 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 establishe.d these perfomiance 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 ongoingbasis and will report the summarized 
results monthly. · · ·' 

If the Contractor fails to achieve the minimum quality standard for ce$in performance 
·requirements, USCIS shall.provide the Contractor with a monetary deduction (see section 8). 

• ! • 

The performance req4irements are summarized below as well.as in 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 sei'Vices and resulting product from the Contractor will 
satisfy the· requirements. 'ntis.ptogram involves making sure that' quality standards are met and 
includes a continuing evaluation of adequ'acy and e'ffectivenesswith a view toward the use of 
timely corrective and preventive measures where necessary. 

Quality Assuran~;e Surveillance is the activity the .government utilizes to monitor the in-process . 
product quality based upon the outcome of attribute inspection of prOduct units. Quality 
Assurance Surveill~ce is primarily conducted by the Contract Performance ~alysis Unit 
(CPAU), an organization staffed by functionally qualified arid trained personnel who are 
involved Jn the ongoing monitoring of the Contracto~;'s.productquality' .. 

Quality :Assurance Stirveillance 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 o(the performance 
requireme'nts that will result in specific monetary ·ch~nges noted on the invoices. 

7.3 .. Performance Requirements Summary (PRS) 

PRS outlines the' performance standards (i.e.:· selected service outputs of the task ord~r) to be 
monitored and evaluated by USCIS'to ensure that in~process product qual!ty remains fully 

. acceptable. The standard for each performance requirement is the minimum acceptable quality 
level (AQL) of performance required. If the standard for any performance requirement is· 
re~ched, the Contractor is considered t.o have met that performance ~equirement There may be 

104of216. 

''t 

103 



multiple work standards un~er each requirement. Standards are divided to measure both quality 
and timeliness separately. 

General Requirements: 

Requirement SOW i\'leasu rem en t 
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 service~ and products provided.to USCIS. 
The Contractor shall keep the service center COTR.s updated on 
operational status and plans. 
4.1.2 The Contractor shall comply with USCIS policies,. procedures, and 4.1 Ongoing 
regulations in effect during the performance of the task order. Monitoring 
4.1.3 The Contractor shall provide reports required in the task order or 4.1. Ongoing 
contained in service center policies and procedures. Monitoring 
4.1.4 The Contractor shall immediately report suspeCted fraud, waste; and 4.1 . Ongoing 
abuse to the COTR and Contracting Officer. Monitoring 
4.1.5 The Contractor shall require Contractor pers~nnel to sign 4.1 Ongoing 
nondisclosure statements affirming that they will not disclose data they Monitoring 
encounter in the performance of either of these task orders to. ~y 
unauthorized entity. 
4.1.6 The Contractor shall not make any unauth~rized disclosures ofPII. 4.1 Ongoing 

Monitoring 
4.1.7 The Contractor shall maintain accounting of 45-day supply of 4.1 Ongoing : 

consumables, or whatever period of supply is standard at a specific center, Monitoring . 
inCluding mail supplies available through USPS and courier companies, to 
meet all requirements of these task orders. The Contractor shall provide 
sufficient notice to the COTR of the need for additional consumables io 
enable timely replenishment. 
4.1.8 The Contractor shall operate and perform basiC user maintenance on .4.1 Ongoing 
govermilent provided equipment in accordance with Original Equipment Monitoring 
Manufacturer (OEM) and service center instructions and as directed by the 
COTR. ·This may include, but is not limited to, making necessary . 
adjustments to eql:lipment to accoinmodate variou.S size .letters and 
correspondence, clearing paper jams, and changing toner.cartridges, etc. 
4~1.9 The Contractor shall provide rtotification within one (1) hour 4.1 Ongoing 
(measured during normal hours of operation) of government provided Monitoring 
equipment malfunctions or failure to the COTR. 
4.1.10 The Contractor shall obtain written approval of the COTR for work 4.1· ' Ongoing 
schedules different from. the normal operating horirs one ( 1) week prior to' , Monitoring 
the commencement of the schedule. 
4.1.11 The Contractor shall actiyely manage its' workforce to maintain 4.1 Ongoing 
operational flexibility to perform the requirements of these task orders, at 
all times, regardless of variation of the workload at any specific processing 

Monitoring . 

areas within the records management lifecycle. 
4.t.t2 The Contractor shall maintain the capability to accommodate spikes 4.1 Ongoing 

·in workload volumes that occur· from time to time and that are predicted at Monitoring 
least 45.calendar days in advance ofthe'anticipated sudden increase in· 
workload volumes .. These spikes may be attributable to the beginnmg of· 
an application period, anticipated changes in fees to be charged, or other 
phenomena .. 
4.1.13 Th.e Contractor shall maintain the ~apability to.accommodate surges 4.1 Ongoing 
in data collection volume of up· to 25% above the daily_ average received Monitoring · 

·IU;} Ul &.10 
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. sow Requtrement S . Measurement 
ectton 

volume for the previous twenty business days. In the event the data 
collection volume exceeds l25%ofthe rolling daily average for the 
previous twenty business days, the Contractor is only hel4 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 orily --:.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.~~jly average data 
collection volume and the 125% volume each day based on the pr~yious 
twenty business days. 
4.1.14 On Mondays and the ftist business day after federal holidays, the 
Contractor shall maintain the capability to accommodate surges in data 
collection of up to 50% above the daily average received volume for the . 
previous twenty business days. In the event .the data collection 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 Security plans 
applicable at the service cent~rs and adhere to the requirements to perform 
contained within these plans. · : 
4.1.16 The Contractor shall report, and after release, process all suspicious 
packages. , · ' 
4.1.17 The Contractor shall pick. up mail a minimum of once a day from 
each USPS facility serving the Service Center ,~onday through Friday 
(excluding federal holidays) unless otherwise contracted~ or directed:by the 
COTR using Contractor provided transportation. The COTR may require 
additional pickups on certain days, as deemed necessary. · · · 
4.1.18 The Contractor shall process all outgoing third party coUrier mail in 
accordance with the courier's delivery system. 
4.1.19 The Contract_or shall return non-conforming mail to USCIS for . 
guidance or disposition within two business days. 
4.1.20The 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. . , · · · 
4.1.21 The Contractor shall create 'and maintaiD temporary holding areas . -
within the service centers for files pending further action (e.g., receipt of 
payment, fingerprints, or evid(mce ). · · · 

· 4.1.-22 .The Contractor shall submit separate invoices for FDNS work to the 
FDNS COTR which inCludes: ASVVP arid CFDO data collection and file. 
operations work to the following address: Ill Massachusetts Ave NW; 
Mail Stop 2274;Washington,DC 205i9 · · 

106 of 216 

·' 

4.1 

4.1 

4.1 

4.1 

4.1 

4.1 

4.1 
: 

4.1 

4.1 

Ongoing 
Monitoring 

Ongoing 
Monitoring 

Ongoing 
MonitorinJ?; 
Ongoing 
Monitoring 

Ongoing 
Monitoring 
Ongoing 
Monitoring 
Ongoing 
Monitoring 

Ongoing 
Monitoring 

Ongoing 
Monitoring 

105 



Mail Operations Support: 

4.2.1 Th~ Contractor shall endorse 4.~ Incoming fees are No more Periodic 
incoming fees immediately upon il'llritediately ~ndorsed than 25 fees Observation & 
opening the envelope. upon opening the are Validateq 

envelope. · unendorsed Customer 
in the mail Complaints 
room 

4.2.2 The Contractor shall 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 pie~s of Validated 
USPS 1,11ail, courier service mail are Customer 
packages, etc., to and from so"urces unaccounted CoJl'!plaints · 
external to the service center, in a 
manner that optimizes proper file ' fo~. 

management and security, .. ,...!:~ • 

expedites data collection, 
maintains financial. accountability, 
and maximizes 
4.2.3 The Contractor shall stage 4.2 Stage ~d maintain a . Periodic 
and maintain a daily count of all . daily count of all mail Observation & 
mail for pickup by presort for pickup by presort Validated 
Contractor .. Contractor. · Customer 

'• I 

4.2.4 The Contractor shall receive 4.2 Receive all mail 100.00%. Periodic 
_all mail delivered by the USPS, delivered by the USP~, Observation & 
any third party couriers, and/or ' approved third party. . Validated 
authorized government agem;ies couners, and/or Customer 
during normal hours of operation. authorized goveminent Complaints 

agencies during normal . 
hours of 

. 4.2.5 All mail (excluding certain 4.2 All mail received is 100.00% Periodic 
exceptions)shallbe opened, opened, sorted, date Observation & 
sorted, date stamped, properly stamped, proper,ly Validated 
handled,· and tiniely processed and handled, p~ocessed; and Customer 
routed by the Contractor, in the routed in time for Complaints 
assigned mai.l area. processing-and. 

rec'eipting within the 
same day. 

·;:'. 

4.2.6 The Contractor shall log . 4.2 ~egistered and cert!fied 100.00% Periodic 
registered mail, certified m~l. and : . mail is logged. · Other Observation & ·. 
any other mail that may be rriail designated by the Validated 
designated by the COTR. COTR is logged. C\Jstomer 

4.2.7 Contractor shall receive 4.2 \ PONDS mail is 100.00% Periodic 
and account for PONDS in a .· accurately processed. Observation & · 

manifest. Validated· 
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-.: 

-... 

received and accounted · 
.. for in a prepared daiiy : 

manif~st. 

4.2.8 The Contractor shall 4.2 Outgoing mail. is 99.00% Random 
correctly prepare, seal, and meter metered by the daily Sampling 
outgoing mail to USPS or · scheduled time for the 
designated third parties. presort Contractor. 

. '· . . 
'-" 

Outgoing mail has the . 
appropri(!.te affixed · 
postage.for the weight 
and class. 

Outgoing maii is 
proper~y prepared for 
mailing with accurat<r, . 

•' 
complete and visible 
delivery addresses and 
~illing infoimation. 

~ 
Outgoing mail includes . 
·inserts or fliers when 

4.2.9 The Contractor shall deliver 4".2 Outgoing mail is 99.00% Random 
outgoing mail to USPS or delivered to USPS, or Sampling 
designated third parties. designated third parties 

at a minimum of once 
'• · per business day ~-

Monday through Friday 
(excluding feCleral 
holidays) on tlle same 
'date mail wa5 

., 

... 

~· .. 
' 

, . 
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Data Collection Support: 

accurately assemble forms, to 
include supporting documents, and 
other materials. 

4.3.2 The Contractor shall review 
applications/petitions and 
supporting documents for 
completeness, jurisdiction~ 
signature, and correct fee, and 
process those compliant and non­
compliant applications/petitions. 

4.3.3 The Contractor shall collect 
information from forms and 
source.documents and accurately 
input data into various formatted 
screens within established 
processing timeframes. Acctiracy 
is defined as no data entry. errors 
on the entire form or document. 

4.3 

4.3 

The Contractor 
accurately assembles 
forms, to include· 
supporting documents, 
·and other 
The application/petition 
and supporting 
document is correctly 
identified as compliant 
(acceptable) or non· 
compliant (reject). 

Data collection of all 
fee-related forms not in 
CLAIMS 4 must be 
completed by close of 
the working day (11 :30 
p.m.) on the day 
received at the service 
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 processing 

99.00% 

97.50% 

Periodic 
Observation 
and Validated 
Customer 
Complaints 

Random 
Sampling 
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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 

4.3.5 The Contractor shall 4.3 Screen prints 97.50%. Periodic 
generate and interfile screen prints in the form's SOP are Observation & 
as required generated and interfiled. Validated 

. . ' 

Customer 

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 accepta):)le '' Customer 
and brightness necessary to quality ~age for C?mplaints 
achieve an acceptable quality document production. 
image for document production. 

Materials are scanned 
~y the close of~usiness 
two business days after · · 
the materials are 
received at the service 
center or upon request ; 
from USCIS. 

4.3.7 The Contractorshall scan, 4.3 Fingerprint submissions 99.00%. Periodic 
process, and verify fingerprint are accurately scanned, · Observation & 
cards (FD-258) for submission to processed, and verifie4. Validated 
the FBI. Customer 

Non orphan or non Complaints 
adoption fingeq,rints · 
are submitted by close 
of the second business 
day following being 
received at the service 
center. 

' ·' 

Orph~ ;md adoption 
cards are processed and 
submitted by close of 
business the next 
·business day following 
being received at the 
service center. 

4.3.8 The Contractor shall create . Fee-related forms 97.50% Periodic 
·~Ies during data collection~ · •. :l requiring an A-File, T- Observation & 

File, or a receipt file (as Validated 
appropriate). shall have Customer 
a file created close of 
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4.3.9 The Contractor shall · 
accurately process manually­
rejected applications and 
petitions within established 
timeframes·~ 

4.34.3 

., ' 

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. 
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 
·records are created. · 

'· The "appropriate ·file 
types, A-file, T-file, or 
receipt files are 

created. 
ly rejected 

applications/petitions 
are accurately 
processed and ensure · 
that any USCIS · 
stamps app~aring 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 
n~~ed on all returned 
applicat~ons and 
petitions. 

Manually rejected 
applications/petitions, 
and any received fees / 

aie accurately data 
collected into a 
formatted 
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Fee Collection: 

sow 
Requirement Section 

4.4.1 The Contractor shall 4.4 
review receipted fees for · 
acceptability and ensure the fee 
is endorsed in accordance with 
the Treasury Financial Manual. 

'4.4.2 The Contractor shall 4.4 
prepare a daily deposit ticket 
accurately reflecting the total of 
all endorsed receipted fees. The 
Contractor s)lail complete t.he '. 

daily deposit not later than the 
scheduled depository pick up 
time on the next btisiness 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; void sheets, etc.) 
used to support th~ depo~it . 
amount. 
4.4.3 The Contractor shall 4.4 
submit a report showing 
individual clerk and individual 
system deposit totals to USCIS, 
on a daily basis or as required. 

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. 

Qualit~· Standard Monthly 
Acceptable 

Quality Lenl 
(AQL) 

Receipted fees are 100.00%. 
reviewed for 
acceptability and 
endorsed in 
accordance with the 
Treasury Financial 
Manual. 
The prepared deposit 100.00% 
ticket reflects an 
accurate total ofthe 
days' endorsed 
receipted fees. 

The daily deposit is " 
completed prior to the 
depository pick up 
time. 

All supj>orting 
documentation is 
completed accurately 
and is included with 
the daily deposit 
packet. 
All deposits are 100.00% 
accurately generated, 
prepared, reconciled, 
and reported daily. 
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SOW Qualit~· Standard Monthly 
Requirement Section Acceptable Measurement 

4.4.4 The Contractor shall 
monitor and safeguard all fees 
at all times while within the 
Contractor's custody. 

File Operations Supporf: 

Requirement 

4.5.1 The Contractor shall 
create files when requested 
during file operations. 

4.5.2 The Contractor shall 
accurately request required . 
files from external sources 
such as other centers, district 
offices, the NRC, etc. wimin 
established timeframes. 

4.5.3 The Contractor shall 
fulfill internal (within the 
service center) and external. 
(originating from other 
centers, district offices, the 
NRC, etc.) file requests for 
information by identifying, 
locating, retrieving and 
delivering the correct file(s) 
within the established 
timeframes. 

4.5.4 The Contractor shall 
accurately perform file sorts. 

Quality Le\'el 
(~QL) 

4.4 · All fees are monitored . 100.00% 
and safeguarded at all · 
times when in the 
custody of the 

. Contractor. ·. 

sow Quality Standard 1\lonthly 

Section Acceptable 
Qua lit~ Le\ el 

(AQL) 
4.5 Files required by ,. 99.00~ 

USCIS are created by. 
close of the next . 
business·day following 
request fr<?m USCIS .. ., 

No duplicate A-file 
records are created. 

Files are accurately 
created. 

. 4.5 Contra~tor accurately 99.00% 
requests required files · 
from external sources. 

Required external file 
requests are·completed 

· by close of the next 
business day. 

4.5 Contractor responds to 97.50% 
USCIS file requests by 
retrieving the correct 
file(s). ., 

•' 

Files are delivered ' . 
(internal requests) or 
mailed (external · ' 
requests) by close of 
the next business day 
.(or within other 
designated 
timeframes) following · 
request. 

4.5 Files are accurately' 99.00% 
segregated, filed, and 
rout.ed. 

'. 
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Requirement 

4.5.5 The Contractor shall file 
and re·file records. 

4.5.6 The Contractor shall 
track and update files in NFTS 
upon movement or as 
requested by USCIS. The 
Contractor shall accurately 
update data in various USCIS 
systems (C3, C4, etc.). 

4.5. 7 The Contractor shall 
reconcile and resolve issues 
identified through system 
generated error and recUrring 
reports. 

4.5.8 The Contractor shall 
accurately consolidate files 
physically and electronically 
within established timeframes. 

sow 
Section 

4.5 

4.5 

4.5 

4.5 

QualitY Standard Month I~· 
Acceptable iVIeasurement 

Quality Level 
(AQL) 

Com taints 
Unless otherwise 97.50% Periodic 
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. 
Files are correctly 99.00% Periodic 
updated in USCIS Observation & 
systems. Validated 

Customer 
Files are tracked in Complaints 
NFTS, upon 
movement. 

Data is accurately 
updated in USCIS 
systems. 

Tracking and updating 
functions are 
completed within 
established timeframes 
or as designated by the 
COTR. 
The Contractor 97.50% Periodic 
reconciles and Observation & 
resolvesissues Validated 
identified through Custolller 
system generated error Complaints 
and recurring reports 
as 
Files are accurately 99.00% Periodic 
consolidated, both Observation & 
physically and Validated 
electronically. Customer 

Complaints 

The consolidated 
process is completed 

close of the third 
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sow Quality Standard Monthly 

Requirement Section Acceptable i\'lcasuremcnt 
Qua lit~ LeHI 

(AQL) 
working day following 

•,. being received by the 
Contractor. 

4.5.9 The Contractor 4.5 The Contractor 97.50%. : 

Periodic 
maintains a tracking process .maintains a tracking Observation & 
for files held in temporary process that accurately Validated· 
holding areas. The Contractor identifies the · · · Customer 
moves files maintained i~ the expir~tioQ _of files held Complair)ts 
temporary holding areas to the ih temporary holding 
next stage of the process, areas. 
when required. 

The Contractor moves 
files maintained in 
temporary holding 
· are.as' to the next stage 
of the process when 
·reauired. 

4.5.10 The Contractor shall 4.5 Evidence is connected 99.00% Periodic 
accurately interfile, connect, by close of the third Observation & 
and route correspondence or business day following Validated 

'' 

RFE with corresponding being received at the· Customer 
file(s) and update systems service center. Complaints 
within established timeframes. 

Interfiling is 
completed by close of 
the fifth business day. : 

'. 

· Fiies are routed to .the 
adjudicating o~ce by 
close of the next \ ' 

\ 

business day following 
,. the requested evidence . 

being connected to the 
'• file. 

Connect and aff"tx 
. I interfiling/evidence to ·: 

the correct file. 

' Received evidence is ., 
•' 

. updated in USCIS 

" 
systems on the same 

. '' day received in the 
:"' service center. 

4.5.11 The Contractor shall 4.5 File maintenance is 99.00% 
' 
Periodic 

maintain files. performed. ·Observation & 
' Validated 

Customer· 
? Complaints 

4.5.12 The Contractor shall 4.5 Fjles are reviewed to 97.50% Periodic 
review and prepare files for ensure that each file is Observation & 
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sow Quality Standard Month I~· 

Requirement Section Acceptable Measurement 
Qualit~ LeHI 

(AQL) 

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 
within the physical file before Files noted as closed 
preparing the file for storage. are physically 

reviewed to ensure 'that 
file is noted as closed. . 

4.5.13 The Contractor shall 4.5 Outgoing manifests are 99.00% Periodic 
accurateiy prepare, verifY, and accurately prepared Observation & 
retain a copy of manifests· and verified to contain Validated 
going from the service center currenisupporting 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 agailJ.St 
contents. 

Electronic copies of : 

. manifests are properly : 

maintained at the 
service center. " .. 

Report inconsistencies.· 
·on incoming manifests 
within one business 
.day to USCIS. 

.4.5.14 The Con1J11.ctor shall 4.5 The ContraCtor 99.00% Periodic 
perform system queries and '·. accuratelY. performs all ·Observation & 
searches in U.SCIS sy~tems, "system queries and Validated 
and places a screen print( s) of ·- searches. Customer 
the search result(s) in the file, . . ' 

Complaints 
when required. Screen prints are 

printed and placed in 
.. the corresponding file 

' " within the established 
timeframe: 

Screen prints shall be 
attached in accordance 

I with the centers SOP 
for the form in 

. question. ' 
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sow Qualih Standard Month I~· 

Requirement Section Acceptable Measurement 
Qua lit~ Le' el 

(AQL) 
4.5.15 The Contractor shall 4 . .5 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 
'' 

cu.Stomer 
contrast and brightness quality image for _Complaints 
necessary to achieve an document production .. 
acceptable quality image for 

Materials are scanned document production. 
by close of business 

'' day that materials are 
received at the service 
center or requested '' 

,, from USCIS. . : 

4.5.16 The Contractor shall 4.5 E-filed forms are 99.~0% Periodic 
correctly assemble E-filed accurately assembled. Observation & 
applications and petitions into : Validated 
files. E-filed forms are Customer 

I 
assembled by:close of Complaints 
the next business day ., 
the application/petition 
is received by the 
Contractor. 

4.5.17 The Contractor shall 4.5 Files forwarded to an 99.00% Periodic 
ensure that files are adjudication division .. 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 forin in 

question. 
4.5.18 The Contractor shall 4.5 Scheduled internal 97.50% Periodic 
pick up, contiimously sort, and mail is picked up twice· Observation & 
deliver for internal distribution daily at each Validated 
printouts and files between designated mail stop. Customer 
mail stops within the service Complaints 
center as established. by the Internal mail is 
COTR. The Contractor picks deiivered 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 

business day. 
4.5.19 The Contractor shall 4.5 Application and 97.50% Periodic 
photocopy appli'cation and petiti~n-related . ' Observation 
petition-related documents. · documents are and Validated l •. 

wheri required:. · accurately and Customer 
completely Complaints 
photocopied. 

Photocopies are 
prod':'ced by the 
Contractor when 

llf OT:.l:lti 
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Rcq uircmcnt 

4.5.20 The Contractor shall 
generate required USCIS 
approved letters, notices, and 
messages (including e-mail, 
text messages, and faxes). 

4.5.21 The Contractor shall 
accurately create I -512 
documents within established 
timeframes. 

4.5.22 The Contractor shall 
process documents received 
form district, port of entry, or 
consulate offices. 

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. 

sow 
Section 

4.5 

4.5 

4.5 

4.5 

Quality Standard Monthly 
Acceptable Measurement 

Quality Level 
(AQL) 

re uired. 
Generates required 99.00% Periodic 
USCIS approved Observation & 
letters, notices, and Validated 
messages including e- Customer 
mail, text messages, Complaints 
and faxes. 
The Contractor 100.00% Periodic 
accurately creates Observation & 
required 1-512 Validated 
documents. Customer 

Complaints 
The Contractor creates 
required 1-512 
documents by close of 
business the next 
business day after the 
I -131 file returns from 

Records that do not 99.00% Periodic 
require system Observation & 
relocation are Validated 
processed by the close Customer 
of the next business Complaints 
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. 
The Contractor 99.00% Per results of 
completes an audit of annual INSITE 
the physical location audit. 
of each file in 
accordance with the 
ROH requirement of 
one year. 
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sow Qua lit~' Standard Month I~ 

Requirement Section Acceptable Measurement 
Qualit~ Level 

(AQL) 

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 

in their possession~ 
Complaints 

4.5.25 The Contractor shall '4.5. Materials needing to 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<;OTR. 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 
·' Complaints 

4.5.27. This task currently 4.5,, ,. . Booklets going to 99.00% Periodic 
only applies to the Nebraska consulates have the 

. . 
Observation & 

Service Center. The applicant's foreign Validated 
Contractor shall provide the ,. address affixed to the "' Customer 
necessary support needed to 1-797 Approval Complaints 

r 

process Re-Entry Permit Notice. 
(REP) and Refugee Travel .. 

Document (RID) 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, .. 

·~tc.) 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 
one business day of 

'·' 
receiving it from I CPS. 

~ 
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FDNS: · 

sow Quality Standard Month I~ 

Requirement Section Acccptahlc l\leasurement 
Quality Lcnl 

(AQL) 

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 
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 duplicate records 
. . 

are· create& 
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 .. , documents jnto Customer I 

documents and correctly input FDNS-DS System. Complaints 
data into various formatted tabs 
and sub-tabs. Accuracy is ' Data collection of all 

•· 

defined as no data entry errorS forms and source 
on the entire form or doc.ument. d9cuments are 

completed within ·' 

established timeframes 
•' ' ~r as designated ~y the 

,• COTR. I,' ' 

Nq duplicate records· 
are created. ; 

4.6.2.1 The Contractor shall 4.6 Information obtained 99;00% .. Periodic 
. acctirately upd~te information , from site visits is Observation & 
obtained from site visits into accurately updated ~~ Validated 
FDNS-DS system for FDNS-DS. Customer 
irnniigratjon casework. t. 

Complaipts 
·-l!pdates are completed 
within established .·· 

: 
timeframes or:as •. 

' designated by the . .. 
'·COTR. .. 

4;6.2.2 The Contractor shall 4.6 Files are correctly 99.00% Periodic 
track and update files in NFTS 

• , • • L 

Observation & updated in FD]'lS-DS . 
. systems upon movement or a.S ' Validated. 

i 

requested by USC IS. The Files are tracked in· . · Customer' 
Contractor shall accurately ·NFTS upon Complaints 
update data in FDNS-DS. movement. 
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SOW Quality Standard i\'lonthl~ 

Requirement Section Acceptable Measurement 

·. 

'' 

Tracking and updating 
functions are · 
completed within 
established time~es 
or as designated by the 
COTR. . 
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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 4.3.3 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% ...... $ 7,500 
data into various close of the working <95 .50% ...... $1 0,000 
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 
(I l :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 
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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 forwarded to 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 sent to 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 .. 
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9.0 ATTACHMENTS 

The following attachments will be provided with the PWS. 

9.1 Definitions and Acronyms 

9.2 Government Provided Property 

9.3 Currently Required Screen Prints 

9.4 Data Entry Fields for Applications and Petitions 

9.5 SCOPS- DAAG Glossary 

9.6 Policies and Procedures 

9.7 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 
chan2e 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 
comer 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-1 B employers to ensure there are no technical 

violations or fraud in the H-lB employer-employee relationship or 
H-1 B 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 concerning 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 
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Term Definition 
by a higher authority, Administrative Appeals Office (AAO), or 
Board oflmmigration 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. 
Ap~lication 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 ofE-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 Documents of identity bearing that designation issued to an alien 
Cards 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 
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Term Definition 
borders between the U.S. and foreign contiguous territories. 

Bucket A section of shelf sp.ace (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 SO 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 5:00p.m., Monday through Friday; except for U.S. 
Government holidays. Close of business day is 5:00p.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 (CIPS) An automated system providing electronic processing of 
System 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 (CLAIMS 3 or C3) USCIS automated GUIIDOS-based system 
Information and Management that currently supports receipting, adjudication, and notification 
System 3 processes for most applications and petition types. 
Computer Linked Application (CLAIMS 4 or C4) USCIS automated GUI Windows-based 
Information and Management system that currently supports receipting and notification 
System4 processes for N-400, Application to File for Naturalization, and 1-

881, Application for Suspension of Deportation or Special Rule 
Cancellation or Removal. 

Computer Linked Application (CLAIMS Mainframe) USCIS automated systems that handle the 
Information and Management receipt, adjudication, and notification processes for petitions and 
System Mainframe applications for immigration and naturalization benefits. 
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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" ofT -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 (CPAU) A unit within the Service Center Records program that is 
Unit 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 (COTR) USCIS employee designated by the CO to assure 
Representative 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 ·. ,;:·, Definition 
·.i·· . , ,. 

'··.:· . ; ,•,' 

I customer that was found inside or outside of an audit. 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 .art;: entered, tracked, and reported to the· 
contractor by USCIS personnel. 

Data Change Altering information in automa!ed.systems without affecting the 
. status of the case. 

Defect (See also 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 requirements.(Glossary and Tables for Statistics, 
ASQPress). 
Or: 
Non-fulfillment of an intended tisage requirement or reasonable 
expectation, i.Ocluding one concerned with the inability ofUSCIS 
to further process work [ISO 8402 as modifiedl. 

Defective Service A service output that does not, ~eet the associated standard of . 
·performance in ihe.Performance Requirements Summary. 

Defective Unit A u.itit of product that contains one or more defects and must be 
rejected as unfit for further processing. 

Denial A decision by USCIS, to deny, tenn.inate, revoke, or rescind a 
. benefit. 

Department of Homeland. Security (DHS)Department ofHomeland 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· ''(OLEA) Local law enforcement agency (e.g., state police or 
Agency county sheriff) which enters into an independent agreement with 

the USC IS to take fmgerprints 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. Oirect 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 S<frYice area that may include pari of a state, an . ' eil.tire state, or~ many states. DO's are where most USCIS field 

" staff are located. ·oo•s are responsible for providing certain 
ip:unigration .services arid benefits to people resident in their 
service area, and for enforcfug immigration laws in that 
jurisdiction. Certain applications are filed directly with DO's, 

.. many kinds of interviews are 90nducted at the offices, and USC IS 
. staff is available to answer questions, pro :vide forms, etc. 

· DQcument Recorded information, regardless of physical form or 
characteristics and is often used interchangeably with "Record~'. 
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Term "• Definition:';\:. ; 
. <' ·. 

Dual Control A security procedure requiring two people to be present to gain 
authorized access to a system resource (data, files, devices) or to 
safe £uard mail, applications, or fees, 

E-filed " E-file is the accepted term for electronic filing of forms over the 
internet. . "' 

Employment Authori~ation (EAD) A document issued by the USCIS as evidence that the 
Documentation holder is authorized to work in ihe United States. 
Enforce Alien Removal-Module (EARM) Application that is accessed from inside ofthe Enforce 

application. EARM replaced DACS in Aueust 2008. 
Enforcement Case Tra~king (ENFORCE) A case management system that integrates and 
System supports functions including subject processing, biometric 

ide~tification, 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 trnnsmittal, correction, and tracking of 
. non-critical errors and flaws found durine a review 

Executive Office of Immigration "(EOIR) An organization within DOJ comprised·oflmmigration 
Review Judges and the B~?ard oflmmigration Appeals who have 

· responsibility for hearing cases in Immif!ration matters. 
Express 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 cru:d (FD-258) .·The form that is used to record an applicant's 

fmgeroriilts for submission to· the FBI. 
FBI Fingerprint Query An automated USCIS database that tracks fingerprint results. 
Federal Bureau of Investigation (FBI) ·ooJ agency that maintains fingerprint records in automated 

form: USCIS submits fmgerprint forms to the FBI to verify the 
applicant's identitY and to determine if the applicant has a criminal 
record. 

Federal Records Center (FRC) Locations where federal records are stored. These centers 
are under the control of the National Archives and Records I 

Administration (NARA). 
Fee : Amount or" money charged for the filing of a particul~ tjpe of 

", 
application/petition. Fees must be submitted for exact amount (US 

) Funds), in form of check or inoney order. · . 
Fee Exempt · ;. Fee is not required for action. 
Fee Itifracti9n A fee ins~ent or group, of il}stniments not controlled by the 

"· contractor in accordance with USC IS policies and procedures. 
Fee Receipted Elsewhere (FRE) Applications and/or petitions th.at were processed at another 

•" 
USCIS location where the fee was removed and deposited before 
being forwarded to a Service Center. 

Fee Waived Although"3: fee is normally charged, the USCIS may 111ake the 
determination (based on criteria) not to require a fee for an 
application and/or petition submitted to the Service Center. · 

.Fees and Applications 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 corresoondim~ 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 (FTI) A CIS transaction (9502) which indicates the status of a file 

which has been reauested 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 (950 1) 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 
uoonit. 

Fingerprint Masthead and (FMNS) A software package utilized to complete the FD-258 
Notification System 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 (1st FQ: October 1-
December 31; 2nd FQ: January 1-March 31; 3nl FQ: April 1-June 
30· 4th FO: July 1-Seotember 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 detennined 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. 

Fonn 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 (FDNS-DS) Case management system case management system 
Security - Data System used to record, track, and manage immigration inquiries, 

investigative referrals, law enforcement requests, and case 
detenninations 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 (FOIAIPA) 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 (FOIAIPA) Case FOIAIP A 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 (Fonn 1-151 or Form I-551). 
Haitian Refugee Immigration (HRIF A) Signed into law on October 21, 1998, it provided 
Fairness Act of 1998 immigration benefits and relief from deportation to certain Haitian 

nationals. HRIF A 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. 

1-551 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 offolder, 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 Public law passed in order to deter immigration-related marriage 
Amendments of 1986 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 (IRCA) Public law passed in order to control and deter illegal 
Act of 1986 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 (INSITE) A program used by USCIS to audit regulatory 
and Evaluation compliance with agency policies and procedures. 
Interagency Border Inspection (IBIS) IBIS resides on the Treasury Enforcement 
System 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 {I CPS) The hardware and associated software used to manufacture 
System USC IS 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 (TIT) System that is used to shelve files by category and received 
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Term Definition 
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. (ANSIIASQ Zl.4-2003 
standard) 

Attachment 9.1 -Definitions and Acronyms 
134 of 216 

133 



Term Definition 
Machine Readable Data (MRD) 2D barcode infonnation scanned from the FD-258 

Fingerprint Card created by the FMNS to transmit FD-258 
masthead infonnation 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 metere9 or franked envelopes or packages of any kind 
which are incoming to the service center ?r outgoing from the 
service center. 

Mail stop Any location within the service center where the contractor 
delivers or picks up mail, including individual workstations. 

Manifest A listing ofthe contents of a shipment, nonnally by package. 
Nonnally, 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 (MF AS) A USCIS automated database system for tracking and 
System processing applications to tenninate 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 (NARA) The agency which manages the RRC and the FRC. 
Administration 
National File Transfer System (NFTS} An USCISautomated system that supports national file 

tracking (replacement for RAF ACS). 
National Records Center (NRC) A USCIS facility that serves as the central repository for 

storage of active and inactive USC IS files. The NRC is located in 
Lee's Summit, MO. 

National Visa Center (NV C) 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 Naturali;zation. 

NewFonns Any application, petition, or other fonn.that requires keying and 
has not been included in this task order. 

Non-confonnance/ The departure of a quality characteristic from its intended level or 
Nonconfonnity state that occurs with a severity sufficient to cause an associated 
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Term Definition 
product or service to ~ot meet a specification requirement. When 
a quality characteri~ti p or a product or service is "evaluated" in 
terms of conformanc( to specification or performance 
requirements, the use of the term nonconformity is appropriate. 
(Glossary and Tables !for Statistics - ASQ press) 

Non-Immigrant An alien who seeks t( mporary entry to the U.S. for a specific 
purpose. The alien ~ust have a permanent residence abroad and 
qualify for the non-i migrant classification sought. Non-
immigrants include: oreign government officials, officials and 
employees of intema ional organizations, visitors for business and 
pleasure, crewmen, s udents, trainees and temporary workers of 
distinguished merit ru ~d ability or who perform services because 
U.S. workers are una ailable in the U.S. 

Normal hours of operation Normal hours of ope !ation at a Service Center are between 6:00 
a.m. to 11 :30 p.m. on Monday through Friday, except for U.S. 
Government holiday5. 

Notice of Action A document sent to 1'1 spondent describing intended action on an 
application/petition~ 

Notice To Appear {NT A) The "96 Act" requires that one charging document be used 
to begin removal pro eedings for inadmissible and deportable 
aliens. The previous documents, Order to Show Cause and the 1-
122, were combined fnto a single charging document, the Notice 
To Appear. 

Office of Security Investigations (OSI) USCIS Law E forcement Agency 
Ongoing Monitoring Monitoring processe over time to ensure ongoing compliance to 

performance requirer oents, and the quality and timeliness of 
services and delivera bles 

Open Database Connectivity (ODBC) A standard pplication programming interface for 
accessing a database 

Other Mail - Case Related Mail that is not admi :tistrative mail or an application/petition. 
This mail consists m stly of interfiling, correspondence, and cards 
sent by other offices ror destruction. 

Peak Period The time(s) when thE volume of work increases in direct response 
to changes brought a pout by technological advances, USCIS 
reorganizations, imp ementation of new laws and policies, changes 
in United States Gov ernment administration, or changing global 

I 

events. 
Performance Requirement Key service outputs >fthe task order that will be evaluated by the 

USCIS to ensure ade quate contractor compliance. 
Periodic Observation Periodic observation are plrunned assessment visits to a work area 

intended to allow for verification that processes are properly 
implemented and cw ried out, that all relevant documents and 
procedures are avaih ble and correct and that the contractor's 
management tewn js implementing effective corrective and 
preventive action in he event of significant non-conformance 
conditions. 

·Permanent Resident Card (PRC) A card that pr ovides permanent documentation of residence 
to an alien and allo:w s the alien to work and reside in the United 
States; also known 1a a "Green Card". 
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Term Definition 
Petition A form filed by an in~ividual or organization seeking to classify 

an alien for the issuarjce 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 

I 

specially formatted i1entification labels affixed to file folders, 
documents and shelves. 

Portable Document Format (PDF) Computer fo,at of USCIS forms available on the USC IS 
web site. 

Post Office Non-Deliverable (PONDS) Secured dqcuments (e.g., EAD cards) returned to the 
Security Service Center by the US Postal Service as non-deliverable. The 

USCIS stores the docpment securely for up to 120 days. If the 
applicant provides a ~ew address, the Service Center mails the 
document again. Otherwise, the Service Center destroys and 
accounts for the docWnent sometime after 120 days. 

Premium Processing A service that provides American businesses with the opportunity 
to obtain faster proceksing of a petition or application to meet their 
needs for a foreign w~rker. Specifically, USCIS provides 15-
calendar day processing to those who choose to use this service or 
USCIS will refund ilie Premium Processing fee and the relating 
case will continue to ~eceive expeditious service. 

Prep/Prepping Preparing a work itet for the next processing step. An example 
would be prepping work for imaging may include removing 
staples, straightening: comers of documents, taping paper rips, and 
inserting patch shee~, or verifying a completed action file against 
the database record iD preparation for archiving. 

Pre-sort Contractor A finn which has cor)tracted with the Government to sort mail by 
zip codes prior to deijvery of the outgoing mail to the USPS. 

Preventive Action Action taken to elim~ate the root cause(s) of a potential 
nonconformity, defe t, or other undesirable condition to prevent 
occurrence. The preventive actions may involve changes, such as 
procedures and methpds of Quality Management Systems, to 
achieve quality improvement at any stage of the quality loop. [ISO 
8402] i 

Program Manager Responsible for man11ging records support services at the four 
Service Centers located in California, Nebraska, Texas, and 
Vermont. i 

Quality Assurance All the planned and ~ystematic actions necessary to provide 
adequate confidence!that a product or service will satisfy given 
stated or implied ne~ds. 

Quality Assurance Surveillance The sum of all activities performed by the USC IS in the ongoing 
monitoring of produtt quality, to confirm that reviewed product 
meets or exceeds th~ stated requirements and needs. 

Quality Assurance Surveillance A plan document prepared by the USCIS describing the roles and 
Plan responsibilities, typcl, of work to be performed, surveillance 

methods and activi± used and basic guidance to the Quality 
Assurance Surveill ce Personnel for the assessment and 
documentation of co. tractor product quality performance. 
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Term Definition 
Quality Control (QC) The operational! techniques and activities (and the use of 

them) that sustain a ;::ality of product or service that will satisfy 
given needs. The go I of Quality Control is to provide quality that 
is acceptable and sati~factory, (e.g., safe, adequate, dependable and 
economical). QC is ~erformed by and the responsibility of the 
Contractor. I 

I 

Quality Management The totality offunct~ins involved in the determination and 
achievement of quali1;Y. Quality management is part of overall 
management and incl~des Quality Control. 

Quality Control Plan A formal document, J?repared by the contractor and approved by 
USCIS HQ, defining how, and in what areas, the contractor will 
perf?rm quality conjl of the services provided to USCIS at the 
service centers. 

Random Sample A set of product or s~rvice output units that are selected in such a 
manner that all comb~nations of units under consideration have an 
equal chance of being selected as the sample. . 

RAP Sheet Police Record of Arr~st and Prosecution 
Receipt File Hard copy file created by the Service Center to hold an 

application/petition, kd all supporting documents for a particular 
applicant. I 

Receipt Notice A document confirmfg receipt of application and/or petition by 
USCIS. 

Receipt Number An alphanumeric l3..!character designator assigned by CLAIMS to 
each case accepted fQr USCIS processing. 

Receipted The process of accepting the application/petition and fee in data 
collection. I 

Received When the Governmeht or contractor takes possession. This can be 
of a physical object (htail, files, reports) or nonphysical (requests, 
. . . ;). I mqumes. 1 

Record A record consists of fields entered from a form. The record is the 
electronic version offthe form. Some forms will contain more than 
one record. 

Records Operation Handbook (ROH) The USC IS ¢>ffice of Records policy manual that provides 
service-wide guidan~c and procedures to be used in administering 
the USCIS Records ogram. 

Records Retirement Center (RRC) Managed by :NARA. 
Reengineered Naturalization (RNACS) A USCISI centralized database system that supports the 
Application Casework System processing of naturalization and nationality cases. RNACS 

provides identificatiJn and background information on active 
cases and tracks casd status. 

Refugee Any person who is o~tside his/her country of nationality and who 
is unable or unwillin~ to return to that country because of 
persecution or a wei~ founded fear of persecution. 
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Term Definition 
Refugee Asylum and Parole (RAPS) A USCIS automated system which provides asylum case 
System tracking and reportin$. RAPS is used by USCIS Asylum offices 

to record biographica~ and asylum-related data for any alien 
applying for asylum. Service centers data collect 1-589 and 1-881 
forms into RAPS. I 

Refugee and Asylum Visa Packet Packet containing a Qepartment of State (DOS) approved refugee 
visa, personal identification such as birth certificate, marriage 
certificate and the ori~inating paperwork presented to DOS for 
visa issuance. This phcket will be receipted and used for initial 
Employment Authorl1.ation Card production. Required documents 
may vary (e.g. I-765,ii-590, 1-512, DS-Form 2053/2054, DS-
3024/3030, DS-3026J DS-3025, 1-730,1-589, G-325C, ... ) 

Region Any one oftqe four areas of the U.S. among which the USCIS 
offices are divided for administrative purposes only-Northeast, 
Southeast, Central a.rili Western Re~dons. 

Regular Work Hours See 'Normal Hours ~fOperation' 
Rejected Application An application or pe~tion that is not accepted by the USCIS. 
Remote File Maintenance Facility (RFMF) A file storage facility located in Harrisonburg, VA that 

houses completed receipt files. 
Remoted Case A case sent to anoth~ USCIS office for adjudication. 
Resident Alien Applies to non-U.S. ¢itizens currently residing in the U.S. 
Responsible Party Code (RPC) The code location address for files in NFTS. 
Responsible Party Filing System (RPFS) A random storage and retrieval method that allows the 

I 

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 orercome any deficiencies in the record of 
proceedings. Normally sent on an 1-72 form. 

Resubmitted Case · A case previously rejected which has been returned to the 
applicant/petitioner:~r additional information and is now 
resubmitted to USCI for action. 

Rework Performance of serv(ces that were found to be defective as a result 
of task order surveillbce or other validated sources. 

Sample One or more work rdquirements drawn from a population. 
Sample Size The number of work! requirements selected for evaluation is the 

sample size. I 

Sampling Guide A written procedure that states what will be checked, the standard 
I 

of performance, and how the checking will be done. 
Sampling Plan A plan that indicates: the performance requirement, the number of 

units from each lotfbb.tch that are to be inspected (sample size and 
the criteria for detent.ining 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 requipng more than one person to complete a task 
Service A job which calls di ~ectly for a contractor's time and effort and 
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Term '· Definition. I "\ . " 
must be performed toJthe standard and within the performance 
·requirement before th~ performance can be considered acceptable. 

Service Center (SC) Four offices established to handle the. filing; data entry, and 
adjudication of certai~ applications for immigration services and 
benefits. Service Centers are not staffed to receive walk-in 
ippl' . · q1 ;I a Jcat10ns or uestipns. · 

Service Center Operations · . (SCOPS) The USCI~ organization. that oversees management of 
· the Service Centers.. · 

Special Search Conducted locally in an attempt to find missing files and/or 
documents; · 1. · . 

Spike. · A predictable rapid ittcrease in the volum~ of form receipts at one 
or more centers. Spiles result from some stimulus (e.g., first date 

... forms for a particul~ time•sensitive benefit can be accepted, 
~riod immediately lfe.ceding a fee increase, announced end of a 

·. 
filing peri9d for a parjticular benefit, etc.), and they can be 
predicted at least 45 9ays before they occur. They are often 

. limited to a specific 'ling type (e.g., Form 1-129 for a new: H-l.B 
non-immigrant worker etc.). · · 

Standard An acknowledged m~asure of comparison. 
Start-up Backlog Contractor backlog t~at the contractor inherits· from the outgoing 

contractor that must be addressed in the Start-up. 
Student Entry Visa Information (SEVIS) Aweb-basJd system for (paintaining information on 
System international studen and exchange visitors in the United States. 

SEVIS ·is adrriinisterJd by the Student and Exchange Visitor 
Program, a division dfiCE. . . · 

Sub offices Offices found in soi Districts that service a portion of the 
District's jurisdictio· : A Sub office provides many services and 
enforcement functio . Their locations are determined, in part, to 
inc~ase conveniencrl to USCIS customers. 

Supporting Documents Documents aecompahying an application or petition that are 
included in the file cteation process. · 

Surge An increase in the ddily volume of data collection of more than· 
25% above the avenke daily data collection volumes for the 

·• previous 20 businesslctays. · · · 
Surge Report A report, containing ~uilt in fo~ulas where daily processed 

volume totals from 1e Activity Report are posted. The surge 
report is used·to calc late and track the daily volume of more than 

; 25% above the averJge daily received volumes for the previous 20 
~usiness days. On :trs where the vollime exceeds 25% above the 
calculated average 'ly received volumes the contractor is 

• I .. · relieved from timeliiess standards for affected performance · 
. ·,··.; ,, requirements. . · 

Surveillance , Process of monitori~g contractor performance by direct 
. evaluation; observation, or other information source. 

System Inquiry A query of various computer databases used by USCIS. 
System Update ·. The a~dition and/or fhaitge.to information in the various com_puter 

systems. . ·. · 
Temporary File .... (T-File) A lile openFd when the original A-File cannot be located 

I ,. . ' 
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Term Definition 
or pending receipt of the A-File from another office. 

Temporary Protected Status (TPS) Establishes a lFgislative basis for allowing a group of 
people temporary ref\lge in the U.S. Under a provision of the 
Immigration Act of 1 r.90, the Attorney General may designate 
nationals of a foreign1state to be eligible for TPS with a finding 
that conditions in that country pose a danger to personal safety due 
to an ongoing armed . onflict or an environmental disaster. 

Terminal Digit Order (TDO) A manual process of arranging A-Files on open file 
shelving; the files arc!refixed with the letter "A" followed by 
either 7 or 8 digits; o d numbers are placed on the left tab of the 
file jacket, and even ~umbers 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 1'726" are placed together and sorted 
numerically by the fit>t 5 digits; i.e.J ~ould precede (b)(6) 

I tmd foltow 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 ~BIS hit. If the batch produces a hit, the file is 
sent to either an adju~icator or a Triage Unit (depending on which 
Center it's in), wheret is determined if the IBIS hit was a match 
for the applicant/peti ionerlbeneficiary. 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 Udited States Postal Service (USPS). PONDS 
are a subset of all noh-deliverable mail. 

U.S. Citizenship and Immigration (USCIS) On March :1,2003, service and benefit functions ofthe 
Services U.S. Immigration an~ Naturalization Service transitioned into the 

Department of Homeland Security (DHS). The USCIS is 
responsible for the administration of Immigration and 
Naturalization adjudication functions and establishing immigration 
services policies and! priorities. Functions include adjudication of 
immigration visa petitions, naturalization petitions, asylum and 
refugee applications I and other benefit applications and petitions. 

US Customs and Border (CBP} The unified ~order agency within the Department of 
Protection Homeland Security (pHS). 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. I 

US Immigration and Customs (ICE) ICE is one component that completes Border 
Enforcement Transportation Secw4ty, which is under the Department of 

Homeland Security~ The mission is to secure the nation's air, 
land, and sea borde . The largest investigative arm of the DHS, 
ICE is responsible fi r identifying and shutting down 
vulnerabilities in the nations' border, economic, transportation and 
infrastructure securi \'y, 

Validated Customer Complaint A derogatory report, issued by the customer (any USCIS recipient 
of the contractor's products/services), which after investigation 
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Term Definition 
has been corroborated or supported on a sound authoritative basis 
and recognized as a ldgitimate report of a contractor-caused or 
contractor-responsibl¢ undesirable condition. 

Validation Confirmation by exarbination and provision of objective evidence 
that the particular req ~irements 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 emergebcy situation that could potentially affect the 
outcome of contractJ.t performance. 

Verification Confirmation by exarp,ination and provision of objective evidence 
that the specified reqijirements have been fulfilled. nso 84021 

www.USCIS.gov Official web site for lj.JSCIS. 
Waiver An application submi~ed 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 theiadjudicators are ready to process them; this 
system provides an o ganized method of housing files, tracking 
pending counts, and ~signing work. 

Work Folder A file housing only nbn-record copies of correspondence or other 
material; all such file~ are conspicuously annotated "Work 
Folder''. I 

Working Day The period of time that service centers are open for contractor 
performance, 6:00AM until 11:30 PM Monday through Friday. 
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Acron:xms 

Acronym 
.. . 

Definition l 
.. ' 

,-:, 

AAO Administrative Appeals Office · 
A-File . Alien.File ··-

AM Administrative Maqual 
AFM Adjudicators Field Manual 
AQL Acceptable Quality !Le:vel 
AR-11 Change of Address 
ASC Application Support Center 
ASVVP Administrative Site Visit and Verification Program 
BIA Board of Immigrati pn Appeals . ' 

C&A Certification and A~creditation· 
CBP Customs and Border Protection ; 

ceo Case Control Officq 
CDR Contract Discrepancy Report 
CFDO Center for Fraud .D~tection Operation 
CFV (Report) Closed File Verifid~tion Report 
CHAMPS _ Correspondence Handling and Management Planning 

System I · ' 

CIPS Centers Informatioq Processing System · 
CIS 

' . 
Central Index SystePt 

CLAIMS Computer Linked Application Information and 
I .·• . 

Management System . . 
co Contracting Office~ _ · '' 

COOP Continuity of Oper~tions Plan 
·COTR. Contracting Office~'s-Technical Representative 
CP Contingency· Plan . ,• . · .. 
CPAU . Contract Performarice Analysis Unit 
CRIS CAP Receipt Inforr1tation System (Databas~) 
CRU . Case Resolution Unit . ,• 

.DAAG.• Daily Activity Rep~rt 
DAC Discretionary Acce s Control 
DACS. Deportable Alien Qontrol System 
DLEA -.. Designated Law Er 1fotcement Agency · 
DHS Department ofHon · eland Security 
DO ' .District Office 
DOJ ' Department ofJust'ce . 
EAD Employment Authc rization Document 

. ;, 
EIN Employee Identification Number 
ENFORCE Enforcement Case tracking Systeni '' 

EOIR ., ·Executive Office of Immigration Review 
FARES -·· Fees and Applicati~n and Entry System 
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Acronym Definition 
FBI Federal Bureau ofl ~vestigation 
FCO File Control Office 
FDU Fraud Detection U~it 
FIPS Freedom oflnform~tion!Privacy Act System 
FISMA Federal Informatioq Security Management Act of2002, 

November 25, 200~ 
FMNS Fingerprint Masthe*d and Notification System 
FRC Federal Records Cepter 
FRE Fee Receipted Elselvhere 
FTC File Transfer Confitmation 
FTE Full Time Employ~ 
FTI File Transfer lndic*ion 
FTM File Transfer Main~enance 
FOIAIPA Freedom of Information/Privacy Act 
FQ Fiscal Quarter I 

I 

FTR File Transfer Requ¢st 
FY Fiscal Year 
Gill Graphical User Int~rface 
HBGFSF Harrisonburg File Storage Facility 
HRIFA Haitian Refugee InimigrationFairness Act of 1998 
I&A User Identification !and Authentication 
IBIS Interagency Borde~ Inspection System 
ICE Immigration and C~stoms Enforcement 
ICPS Integrated Card Production System 
IDENT Automated Biometfic Identification System 
INA Immigration and N~!tionality Act 
IRCA Immigration Refor1n and Control Act 
ISSM Information Systen!ts Security Program Manager 
LPR Lawful Permanent !Resident 
nT Just in Time 
MADR Maximum Allowa le Defect Rate 
MFAS Marriage Fraud Aqtendment System 
MRD Machine Readable ,Data 
MSR Manual Search Request 
NARA National Archives and Records Administration 
NCIC National Crime In(ormation Center 
NDIP Naturalization Da~ Integrity Project 
NFTS National File Tran fer System 
NIST National Institute c f Standards and Technology 
NQP Naturalization Qm 11ity Procedures 
NRC National Records ( ~'enter 
NTA Notice to Appear 
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Acronym 

NVC 
OCIO 
ODBC 

·oiT 
PAS 
PBCR 
PDF 
PIA 
PICS 
PII 
POA&M 
POE 
PONDS 
PRC 
PWS 
QASP 
QC 
RA 
RAFACS 
RAPS 
RFE 
RMS 
RNACS 

RNG 
ROH 
RPC 
RPFS 
RRC 
SBU 
sc 

SCOPS 
SDLC 
SEVIS 
SNAP 
SOP 
SORN 
SSSP 
ST&E 
TAF 
TOO 

' 

Definition 
National Visa Centqr 
Office ofChieflnfdrmation Officer 
Open Database Connectivity 
Office of Information Technology 
Performance Analy~is System 
Portable Barcode R~ader 
Portable Document Format 
Privacy Impact Ass~ssment 
Password Issuance Control System 
Personal Identifiable Information 
Plan of Action and Milestone 
Port of Entry I 

Post Office Non-D~1iverable Security 
Permanent Residen~ Card 
Performance WorkjStatement 
Quality Acceptanc~ Surveillance Plan 
Quality Control 
Risk Assessment 
Receipt and Alien lfile Accountability and Control System 
Refugee Asylum at)d Parole System 
Request for Eviden,be 
Risk Management System 
Re-engineered Na~ralization Application Casework 
System I 

Random Number Qenerator 
Records Operation;Handbook 
Responsible Party ~ode 
Responsible Party filing System 
Records Retiremer# Center 
Sensitive but Uncl:4sified 
Service Center- ~4SC-Califomia; NSC-Nebraska; TSC-
Texas; and VSC-V~rmont) 
Service Center Op~rations 
IT Security in the $ystems Development Life Cycle 
Student Entry Visal Information System 
Scheduling, Notifi~ation of Applicants for Processing 
Standard Operating Procedures 
System of Record~ Notification 
Sensitive System 5 ecurity Plan 
Security Test and ~'valuation 

Trusted Agent FIS MA 
Terminal Digit Order 

Attachment 9.1 - Definitions a1d Acronyms 
145 of216 

1 

i 

I 

144 



Acronym Definition 
TOPS I-512L Travel Docuiment Production System 
TECS Treasury Enforcemtfnt Communications System 
TPS Temporary Protectite Status 
T-File Temporary File 

I 

: 

USC IS US Citizenship and Immigration Services 
USPS US Postal Service i 

WBS Work Breakdown S~cture 
WDU Work Distribution (Jnit 
WOTS Work Order Tracking System 

1 

• 
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Attachment 9.2 - Government Provided Property I 
I 

I 

The Government will provide onsite contractor per~onnel with office workstations, 
computers, peripherals, and office supplies. The government shall not provide computer 
equipment, items, or supplies supporting contractor eff+rts not in support of either of 
these task orders. Contractor provided IT equipment snail not be connected to any 
USC IS network, system, or equipment without the wri~en authorization of the COTR and 
shall conform with the DHS Information Security requ~rements set forth in DHS 4300. 

I 

The Contractor shall require onsite personnel to utilize USCIS electronic mail ( e-
mail), the telephone system, and other networks to communicate within the Service 

I 

Center, between USCIS operations, and with USCIS SfOPS 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 USC IS systems. I 

The contractor shall operate Government provided bquipment in accordance with 
USCIS procedures and manufacturer's specifications. 

The contractor shall initiate and track maintenance 
1

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 initi*te and track repair requests and 
ensure that all repairs performed are complete and that! the equipment is operating as 
required. Contractor shall notify the COTR of any repair needs and/or problems with 

I 

maintenance/service contractor activities within ONE poUR of each occurrence. 
I 

The Government provides computer workstations and software in various hardware 
configurations, and reserves the right to upgrade, add, tlelete, or replace equipment and 
software. Current equipment and software in use inct4des, but is not limited to the 
following table: I 

I 

TYPE 
CPU 

' 

Hardware/Software 
• Dell Optiplex GX 
• Dell Optiplex GX 10 
• Dell Optiplex GX 50 
• Dell Optiplex GX240 

Dell Optiplex G~60 • 
I 

• Dell Optiplex GX270 
• Dell Optiplex 620i 
• Dell Optiplex 745 
• Dell Optiplex 7551 
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TYPE 

Monitors 

Printers 

Scanners 

Hardware/Software 
• Dell Optiplex 760 
• Dell Optiplex 780 

• Deli700FP 
• Dell 1900FP 
• Dell 2007WFPB 
• Dell 2009WFP 
• Dell 2409WFP 
• Dell D 1 028L 
• Dell M781P 
• Dell M782 
• Dell P1130 

• Datamax DMX 14206 Barcode Printer 
• Datamax DMX 1-4208 Barcode Printer 
• Hewlett Packard L~er Printer HPIIOO 
• Hewlett Packard L~ser Printer HP1200/1220 
• Hewlett Packard ~ser Printer HP4000 
• Hewlett Packard lliser Printer HP41 00 
• Hewlett Packard r1ser Printer HP4050 
• Hewlett Packard Uaser Printer HP4550 
• Hewlett Packard I1ser Printer HP4600 
• Hewlett Packard ~aser Printer HP8000 
• Hewlett Packard Laser Printer HP8100 
• Hewlett Packard Uaser Printer HP8150 

I 

• Hewlett Packard ~otice Printer HP-M/800/4050DN 
• Hewlett Packard I.JaserJet Printer/Scanner HP3020 
• Hewlett Packard ~aserJet 8000DN 
• Hewlett Packard IJaserJet 9050N 

I 

• Dell 171 ON/1 ?20~ Printer 
• Dell 2330N Printer 
• Dell 3130CN Printer 
• Deli5.100N ColoriPrinter 
• Dell 511 OCN Printer 
• Dell 531 ON Printe~ 
• Dell 5330DN Prinfer 
• xerox 776o DN Printer 
• Lexmart C935DN 
• DBM-810 Check ranker . 
• CBM-820 Check ·ranker Printer 
• · Hewlett Packard HP3020 
• Hewlett Packard HP6300C 
• Hewlett Packard lfl>7400C 
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TYPE Hardware/Software ! 

• Hewlett Packard ij.P8250 
I 

• Hewlett Packard Scan jet 5590 
• Fujitsu Scansnap ~1500 
• Welch Allyn 238Q Barcode Wand 
• Hand Held Prod~cts Dolphin Barcode Scanner 
• Hand Held Products Dolphin 7850 Barcode Readers 
• Hand Held Produbts Laser Barcode Scanner 
• Symbol 2D Laser! Barcode Scanner 
• Dolphin 7200 porble scanner 

Fax Machines • Kyocera LDC 870 j 
• Brother Intellifax 4750E 

I 

• Hewlett Packard 9~0 
• Canon Model 710 j 

• Canon Model LC3
1

I70 
• Canon LASER CUASS 510 
• XeroxM151 

I 
Mailroom Equipment • Pitney Bowes Mai~ Machine 

• UF570 Mail Mach~ne 
• Paragon Mail Macrine 
• Pallet Jack 
• Omation Machine~· 
• Taper Machine 
• Pitney Bowes Ope er 
• Pitney Bowes Postal Scale 
• Postal Meters [ 
• Automated Folders 
• Third Party CouriJr Machine 
• Automated Signa~re Machine 
• Martin Yale 400 J?gger 

• Hasler Mail Mach~ne with Postage Meter 
• Formax Folder 
• Folder/Stuffer wit· Postage Meter 
• Omation Letter OJ' ener 
• Inserter 
• Folder/Inserter 
• Stacker/Conveyer 

Software • Adobe Acrobat 5 .( 
• Adobe Acrobat 6.0 Professional 
• Adobe Acrobat 8.0 Professional 
• Adobe Acrobat Rclader 9.0 
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TYPE Hardware/Software 

• Adobe Acrobat Re~der 9.1.2 
• McAfee Anti Viru~ 8.5 I 
• Arcserve 7.0 McAfee 

• Microsoft Internet !Explorer 6.0 
I 

• Microsoft Office 917 

• Microsoft Office 2poo 

• Microsoft Office 2p03 

• Microsoft Windows 95 

• Microsoft Windo~s 2000 

• Microsoft Windows NT 4.0 

• Microsoft WindoJs XP 

• WINZip 10 
• SNAGIT7.0 
• Novell4.11 Telev1ew (A2B) 3.31 

I 
Copiers • Lanier Model LDl65 

• Canon Imagerunn r 5000 
I 

• Ricoh AFICIO MJ?5500 
• Ricoh MP6000 
• Ricoh 2051 

Miscellaneous • Check Endorser 1inter 

I 

The Government provides access to various comp~ter systems, when needed in the 
performance of duties, and reserves the right to upgrade, add, delete, or replace access. 
Contractor provided IT equipment shall not be connec~ed to any USCIS network, system, 
or equipment without the written authorization of the (];OTR and shall conform with the 

I 

DHS Information Security requirements set forth in DHS 4300. Current software in use 
includes, but is not limited to the following table: I 

I 

I 
Systems • Address Request <¥·11) 

• Central Index Systfm (CIS) 
• · Computer Linked !pplication Information Systems 

(CLAIMS3-LAN) I 
• Computer Linked !pplication Information Systems 

(CLAIMS4) 
• Computer Linked I pplication Information Systems 

(CLAIMS Mainfrap1e) 
• ENFORCEIIDENl 5.4 
• Fees and Applicatir

1 

ns Receipt and Entry System 
(FARES) 

• Federal Bureau oflnvestigations (FBI) Fingerprint 
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Query FD-258 Tracking System 
• Interagency Border ~nspection System (IBIS!fECS) 
• I-512L Travel Document Production System (TDPS) 

I 

• Image Storage and ~etrieval System (ISRS) 
• Freedom oflnform~tion Act/Privacy Act (FOIAIPA) 

Case Tracking (FIPf) 
• Marriage Fraud Anlendment System (MF AS) 
• National File Tracking System (NFTS) 
• Refugee Asylum a~d Parole System (RAPS) 
• Scheduling, Notification of Applicants for Processing 

(SNAP) 
• Student Entry Visa ):nformation System (SEVIS) 
• E-filing 
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Attachment 9.3 - CurrentlyRequired Screen Prints 
. . 

As noted throughout the Perfonnance Wo~k Statement, the contractor duties :within the Service 
Centers are broad and multi-faceted. In supporting the Adjudications program and the· · 
processing of applications and/or petitions for benefits, the/ contractor is responsible for printing _ 
screens from various USCIS automated systems. As with ~orts, depending on the Center and the 
form type, the screen prints are dotie in th~ mail roonl, da~ enlr)<, ami/or ~e file room task ·areas. 

Examples of the various screen prints requirements includJ · . . 

For I-130s, the California Service Center requires up to 5 ifferent screen prints; the Nebraska 
Service Center requires up to 13 different screen prints; an Vennont se·~ice Center requires up 
. to 8 different screen prints. · 

For I-589s, the California, Texas and Vennont ~ervice Ce~ter requir~s up to 5 different screen 
prints; and, the Nebraska Service Center requires up to 3 screen prints. . · 

The following pages contain .icre_en print tequirement ~~ by fo~ for each of the four centers . 

. ,. 

~. ' 
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_ Screen_ Print Requirement 
Callfomia-CSC ... ·- :2 -~ ~ c.- J:ic; ... ~ ~ ~ ~ j u: ~- ~ ~ =» a § ~r ~r 

~ -,U), ... 0 ·-o 0 u .. 0 .... .... .-o _o;·- ..,- -- o.- .... N N :::3 u.. 0 .l! ~ '3 C) GJ fj W. ci:. -. - :1 ~ o .. Q) gc:n '0 c:n . c:n en c:n c:n CT E 
,., 0 

U) 
1;; & s= ... ., 

s=c 
U) U) 

0 u.. c( 0 !2 1- c( U) c:nGJ U) U) 
lC 

c U) U) U) c :::3 :E :3: U) u.. 
0 1:>- 0 0 j_~ ·- 0 0 0 - c :E a:: GJ 

'0 Ill -s. :5 :5 Q i5 0 a.. E 
U) ·- .... GJ c :f§ C§ a~ '. E GJ.c· :::3 1 :i w u.. ca z 

GJ> ., :!~ .e 0 0 z 
O:::o c U) :: 

1:S 
Ill .!§ ,., a:: ~ .... Ill '0 

0·- .s c U) 0 i5 :!".: I. ·--- :::3 10 :E c:nca 0 :: ,., w. ·-• c :5 U) ·- ,., U) 
N' U) ~ -D) o·c 0 CD ·:IE - 0 0 (J 

0 c:n ;; N ··:s U) 
c:n -.. '""-::: ...... 

%~~'-~*-·· .. 0 U) U) -0 I I . I I I I I ; 

Form Type 0 0 v' ... . -

l"-102- - X ··-'x I 1 I I I IX IX 

1-130 X X X X 
-. 

X -. -.. 
I-131 .. 

X X -X X ·X X I I lx 
I-140 X X X X X X X 1 1 jx 
I-191 X X X X X 

1-192 -x X X X. X 

l-485 ·x X x· X X I - I I I I I I I I I I . I X I X .j X 

I-360 I· -
-X X X X 

. l-526 X X X X .- X 

- . l-5_89' X X X I I I I I lx I I lx 
1-612 X X X X X 

I-539 X X X X I I I I. I I I I lx lx 
I-129F : 

X X .X X· X ' 
I-129 - X X I lx lx 
I-751 : . -

X X X 
. - - I . I . I I I I I I -I I 

I-765 X X X X X 

I-765 (C-8) X -X ... I IX 

I-765 (C-9) X X X 

l-_765 (C-u)) x· X 

l-_z_65c(C-3) ' x- X X X· I I I I lx 
I-76.'i (A-17. A-18) X X X .X X X 1 l ·1 1 lx 
I-817 X X X X . X .- X 

1-824 X X X X . - x X X 

I-829 X X X X X I lx I lx 
- I-88i X X ·X X X lx I I lx 
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Attachment 9.4 -Data Entry Fields for Applications/Pet,tions Performed in Data Collection 

r-------.-----...1 
Tier 1 Average 
Forms Fields 

1-907 * 5 

Biometrics 
Fee 7 

1-407 8 

1-485 (EOIR) 13 
1-589 (EOIR) 13 
Scanning 1-
89 13 
Scanning I-
765 13 

G-28 ** 13 

N-600K 13 

1-881 14 

1-193 15 

N-470 15 

N-600 15 

1-192 16 

1-905 16 

N-565 17 

1-191 17 
1-612 18 

1-601 19 

1-687 19 

1-865 19 

1-212 19 

1-730 20 
FD-258 21 
1-864 23 

1-690 23 
1-102 24 

1-694 24 

1-698 24 

I-914A 24 

I-918A 24 

1-526 25 

1-90 25 

1-821 28 

I-290C 28 

I-129S 28 

1-181 29 

N-644 30 

Tier 2 Average 
1 

* 1-907 This process when 
.,_F_o_rm~s -----li--...;Fi-·_el.-ds,__-1~ done concurrently during data 

I-2908 31 collection of the underlying 
~-o=-==;;,._--+---=-=;..._--li form is not separately 

1-589 

1-129F 

EOIR-29 

I-539*** 

1-824 

DS-230 

1-360 

1-129*** 

I-129CW*** 

1-485 

1-131 

1-817 

1-765 

1-140 

1-914 

1-918 

1-929 

N-400 

31 

31 

32 

32 

32 

32 

33 

34 

34 

34 

35 

35 

37 

38 

39 

39 
41 

43 

44 

59 

59 

64 

108 

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. 

**G-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-129CWand 1-539 
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 Averat:e 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 pro?.ess when done during data collection 
of the underlying form is not separately compensated peru "t. The additional data entry required 
should be included with the data entry required for the unde lying 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 

Process/Form 
Incoming Mail-Regular Handling 

Incoming Mail-Special Handling 

Incoming Files-Regular Handling 

Incoming Files-Special Handling 

Incoming Mail-Administrative 

Incoming Other Mail-Case Related 

Outgoing Mail-Regular Handling 

Mail Operations 
Definition 

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. 

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. 
Action associated with accepting, screening, sorting, and 
forwarding incoming files delivered by, or picked up at, the 
US Postal Service. 

Action associated with accepting, screening, sorting, and 
forwarding incoming Special Handling files, delivered by 

_bonded carriers__(i.e. fedE~ UPS, DHL_._etQJ. 

Personal, administrative, EEO and other "restrictive mail"; it 
can include congressional mail; does not include mail with 
petitions/applications. 

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. 

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. 

Attachment 9.5 -SCOPS_ DAAG Glossary 
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Comments 
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 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 are A-files, T-files, receipt files or any other 
USCIS file. Each file is counted as one piece. 

Incoming Files are A-files, T-files, receipt files or any other 
USCIS file. Each file is counted as one piece. 

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. 

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. 

Each separately sealed and franked envelope or package 
is counted as one piece of Outgoing Mail. 
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Outgoing Mail-Special Handling 

Outgoing Files-Regular Handling 

Outgoing Files-Special Handling 

Action associated with preparing, metering/stamping, and 
wrapping outgoing 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. 

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. 

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. 
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Each separately sealed and franked envelope or package 
is counted as one piece of Outgoing Mail. 

I 

Outgoing 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 are A-files, T-files, receipt files or any other 
USCIS file. Each file is counted as one piece. 
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Mall Operations SubTotal 

Informational Counts 

Returned Undeliverable- All non-
PONDS mail 
Returned PONDS, 1-766 cards 

Returned PONDS, 1-551 cards 

Returned PONDS, I-512L 
Authorization for Parole of an Alien 
into the United States 

Returned PONDS, Re-entry 
permits 

Returned PONDS, Refugee Travel 
Document 

Total of all rows above 

The number of returned mail pieces that do not include 
documents listed below. 
The number of 1-766 cards received via return mail or Post 
Office Non Deliverables. 

The number of 1-551 cards received via return mail or Post 
Office Non Deliverables. 

The number of I-512L documents received via return mail 
or Post Office Non Deliverables. 

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 
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These quantities are already included in the Incoming Mail 
count. 
This count when added to the counts below will equal the 
total of returned mail. 
This count is the number of 1-766 cards. Count as 
completed only after all documents are manifested and 
processed. 
This count is the number of 1-551 cards. Count as 
completed only after all documents are manifested and 
processed. 
This count is the number of I-512L documents for Advance 
Parole. Count as completed only after all documents are 
manifested and processed. 

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. 

-
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Process/Form 
Biometrics Fee 

EOIR-29 

FD-258 
1-102 

1-129 

1-129 (H1B CAP) 

1-129 (H1B Master 
CAP) 
1-90711-129 
(Premium) 

1-90711-129 
(Premium H1B 
CAP) 

1-90711-129 
(Premium H1B 
Master CAP) 

1-129 Total 

I-129CW 

1-129F 

1-129S 
------

Data Collection 
Definition Data Entry Comments 

Biometric Fees, submitted alone for certain petitions that These are most often fees sent in response to USCIS 
were initially accepted without payment. requests. Do not include fees included with an original 

petition filing. 

Notice of Appeal to the Board of Immigration Appeals to Filed to appeal a denied 1-130 or 1-360 Widow(er) 
Decision of Director. 
Fingerprint cards received without another filing. IAFIS scanning and collection of data fields. 
Application for replacement/initial nonimmigrant 
arrival/departure record. 
Petition for a Nonimmigrant worker: types include: Includes all categories not enumerated below 
H,L,O,P,Q,R,W. 
Application for nonimmigrant worker for temporary worker Subject to an annual CAP limit, currently set at 65,000 for 
or training. FY2011 
Application for nonimmigrant worker for temporary worker Subject to an annual CAP limit, currently set at 20,000 for 
or training FY2011 
Expedited with form 1-907 & fee for USCIS assigned 
petitions. This is when the 1-907 and 1-129 were filed 
together. 

Expedited with form 1-907 & fee for USCIS assigned Included in the 65,000 CAP -
petitions. This is when the 1-907 and 1-129 were filed 
together. 

Expedited with form 1-907 & fee for USCIS assigned Included in the 20,000 CAP 
petitions. This is when the 1-907 and 1-129 were filed 
together. 

This is a total of alll-129s listed above esc andVSC 

Petition for a Nonimmigrant Worker from the CSC only. Expected to begin late 201 0. 
Commonwealth of the Northern Marianas Islands 
Petition for Alien Fiance( e) esc andVSC 

Nonimmigrant Petition Based on Blanket L Petition. Sometimes data collected but more often interfiled only 
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1-130 

1-131 

1-140 
1-907/1-140 . 
(Premium) _ 

1-181 

1-191 

1~19~ 

1-193. -
1-212. 

1-2908 
1.,.29oc· .. 
1-360 

. 1-907/1-360 
(Premium) 

-1-407 
1-485 

1-485 (EOIR) -

1-526 
1-539 

Petition for Alien Relative. 

Application for Travel Document Used to apply for an Advance Parole Document, Re-entry 
Permit, or Refugee Travel Document. 

lmmigrantPetition for Alien Worker. NSCandTSC 
Expedited with fo~m 1-907 & fee for USCIS assigned 
petitions. This is when the 1-907 and 1-140 were filed 
together. 

. 

Memorandum of Creation of Record of Lawful Permanent Update systems after Lawful Permanent Residence has 
Residence. been approved. This process is only for cases that cannot 

be sent through other card producing processes. Only Copy 
3 of this foim should be Data Collected. 

Application for'Advance Permission to. Return to -
· Unrelinquished Domicile: 

Application for Advance Permission to enter as 
Nonimmigrant. -

Application for Waiver of Passport and/or Vis_a. 
Application for Permission to Reapply for Admission into 
the United States After Deportation or Removal. • .. 

Notice of Appeal or Motion. -· 

Notice of Certification. Issued by Service Center Directors.. Notifies petitioner they 
may submit a final written statement. 

Petition for Amerasian, Widow(er), or Special Immigrant. 
Expedited with form 1-907 & fee for USCIS assigned 
petitions. This is when the 1-907 and 1-360 are filed 
together. 
Abandonment of Resident Status. TSC only -
Application to Register Permanent Residence or Adjust 
Status. 
Immigration Court authorizes forms of various types to be· TSC only . .The Executive Office for Immigration Review. 
accepted by USCIS. These are all data collected as an 1-
485 to schedule biometrics and background check. . 

. Immigrant Petition by Alien Entrepreneur. esc only 
Application to Extend/Change Nonimmigrant Status. esc andVSC' 
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1-589 

1-:589 (EOIR) 

1-601 
1-612 

_, 

1-687 . , 

-·-
1-690 

. -

1-694:'-
1-698 --

- --·. 

1-730 
1-751 (C3 GUI) 

1:-7~1 (MFAS) 

-1-765 
1-817 
1-821 
1-824 

J-829 (C3 Gljl). _ 

1-829 (MFAS) 

1-864 ·-
1-865 

--
Application for Asylum and for Withholding of Removal Utilizing the RAPS system. A separate A-file should be 

created for the spouse and each child on the 1-589 if they 
-, have no pre-existing A-file. 

Application for Asylum and for Withholding of Removal NSC Only. This is the Defensive Asylum Application with 
Immigration Court. · · 

-Application for Waiver of Grounds of Excludability. 
Application For Waiver of the Foreign Residence_ esc is currently receipting all publicly filed cases. VSC 
Requirement. processes cases sent directly by the United States 

- Information Agency (USIA). 
· Application for.Status as a Temporary Resident Under· esc andTSC ~ 

--
Section 245A. >! 

.Application for Waiver of Groun<;ls of Inadmissibility Under CSCandTSC --

Sections 245A or 21 0. ., - ' 

Notice of Appeal of Decision-Under Sections ~~5A or 21 0. -· esc andTSC - ' V> 

Application to Adjust Status from Temporary to Permanent ;· '. 

~esident Under Section 245A of Public Law 99-60~. esc andTSC r .. --

Refugee/Asylee Relative Petition. -. . - NSC_andTSC ~. • r 
r 

Petition 'to Remove Conditions_ on Residente. - VSC and CSC. This is the Biometrics module process ofthe 
.- -1-751 for the principal and each derivative requiring 

•· Biometrics capture. CLAIMS3 receipts· as a CRI-89. 
Petition to Remove Conditions on Resid~nce; ·. VSC and CSC. This !s the data collection into tlie MFAS 

system._-
Appli~tion for.Employment Authorization. 
Application for Family Unity Benefits. ·-
Application for Temporary Protected Status. ·- . . 

Application for Action on an Approved Application or 
Petition. 
Petition by Entrepreneur to Remove Gonditions CSC only. This_ is the Biome,rics module process of the 1-

829 for the-principal and each derivative requiring-Biometrics 
capture. CLAIMS3-receipts as a CRI-89 

Petition by Entrepreneu~ to Remove Conditions esc only. This is the data collection into the MFAS system. 

Affidavit of Support Under Section 213A -Predominantly .at TSC and esc concurrently with a DS-230 
Sponsor's Notice of Change of Address 
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1-881 

1-90 
1-905 

1-907 (1-129 
Upgrade) 
1.,907 (1-140 
Upgrade) 
1,.907 (1-360 
Upgrade) 
1-914 

. .. 

I-914A 

1-918 

1-918A 
' 

1-929 
. . 

N-400 . 
N-400 (Military) . 

.. 
· N-470 

N-565 · 

N-600 . . 

N-600K. 

Application for Suspension of Deportation .or Special Rule CSC and VSC. Fee deposit in CLAIMS 4. Data collected in 
Cancellation of Removal. (NACARA) RAPS. 

· Application to Replace Permanent Residence Card. NSC Only 
Application for Authorization to Issue Certification for NSC Only 
Health Care Workers. 
Request for Premium Processing Service VSC and esc. Count here if 1-907 comes in to upgrade a 

previously filed 1-129 application 
Request for Premium Processing Service . TSC and NSC. Count here if 1-907 comes. in to upgrade a 

; 

previously filed 1-140 application. · .. 
Request for Premium Processing .Service Count here if 1-907 comes in to upgrade.·a previously filed 1-: · 

360 application ·'. 

Appli~tion for T Nonimmigrant Stat~s. VSC ohly. Data collected in.MS-Access database~ Includes 
data collecti_on of Supplement B . . . 

' 
Supplemental A,. Application for lmmediat~ Family . VSC Qnly .. Data collected in MS-Access database 

·Member of T-1 recipient. 
Petition for U Nonifllmigrant Status VSC only. Data collected in MS-Access database. Includes 

.-. data collection· of Supplement B . 
Supplemental A, Petition for Qualifying Family Member of 
U-1 Recipient: . • . 

VSC only. Data collected in MS-Access database. 

Petition for Qualifying Family Mer:nber, .. of a U-1 VSC only~ Data collected in MS-Access database. 
Nonimmigrant. ,. . . . 

Application for Na~uralization.: 
. . 

Application for Naturalization from Military Personnel and · NSC only -. 
eligible spouses . 

. Application to Preserve Residence for Naturalization 
Purposes. 
Application for Replacement of Naturalization Citizenship TSC and NSC 
Document. 
Application for Certificate of Citizenship . 
Application for Certificate of Citizenship and Issuance of ·For a child wbo regularly resides abroad to claim U.S. 
Certificate Under Section 222. citizenship based on parentage. 
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N-644 
DS-230 

Scanning 1-89 
Biometrics 

Scanning 1-765 
Biometrics 

Data Collection 
Sub Total 

Informational 
Counts 

Rejects, System 

Rejects, Manual 

A-File Create 1-140 

A-File Create 1-360 

Application for Posthumous Citizenship. esc only 
Application for Immigrant Visa and Alien Registration. CSC & TSC Only. Department of State form. Included in 

Immigrant Visa Package. 
Card Data Collection Form Prepared by DHS agencies and sent to service centers for 

card production. Includes Scanning of Photograph, index 
fingerprint and signature and data collection of 1-89 data 
fields 

Application for Employment Authorization. Scanning of Photograph and/or index fingerprint and/or 
sij:Jnature accompanying an 1-765 
All Data Collection Totals Above 

Rejected & returned applications, petitions, or other Before counting as a reject make sure that the 
documents, that are processed in CLAIMS 3 and returned application/petition has also been counted as a particular 
back to filing party due to fee or signature issues. The form processed in Data Collection. This is because a 
applications or petitions will be issued a rejected receipt permanent users record has been created. 
number by CLAIMS 3. 
Rejected & returned applications, petitions, or other These are processed back to filing party before any systems 
documents, that are processed manually and returned data collection activity with pre-printed form letters. A 
back to filing party due various issues. Manual rejects will permanent USCIS record has not been created, but a 
contain generic reject notices and be logged for tracking temporary database record will be retained to document the 
purposes. rejection. 

A-File created for an Alien Worker Petition Performed during Data Collection 

A-File created for a Special Immigrant Petition Performed during Data Collection 
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A-File Create 1-485 

A-File Create 1-589 

A-File Create 1-730 

A-File Create 1-881 

A-File Create 
Immigrant Visa 
Packet 

A-File Create Other 

File Operations 
Address Changes -
Returned Mail 

Address Changes -
AR11 

Address Changes -
SRMTSystem 

Address Changes -
All Other Sources 

Address Changes 
Total 

A-File created for a Permanent Resident Adjustment Performed during Data Collection 

A-File Created for Principal, Spouse or child on an 1-589 One data collection in RAPS for the 1-589 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 1-589 in 
RAPS 

A-File Created for a Relative of a Refugee or Asylee Performed during Data Collection 

A-File Created for an Applicant to Suspend Deportation Performed during Data Collection 

A-File Created for an Immigrant Visa Packet Performed during Data Collection of the DS-230 

A-File Created for any other form Performed during Data Collection for any other form · 
requiring this as a Standard Operating Procedure. 

Definition Comments 
Number of completed address changes in USCIS This count is the number of records updated in USC IS 
systems. systems from returned mail. Multiple records may be 

updated from one returned mail. 
Number of address changes on AR-11 Form that are This count is the number of records updated in USC IS 
completed in USCIS systems. systems from AR-11. Multiple records may be updated from 

one AR-11. 
Number of completed address changes in USC IS This count is the number of records updated in USC IS 
systems. systems from SMRT. Multiple records may be updated from 

one SRMT. 
Address changes from correspondence and other sources This count is the number of records updated in USIS 
than USPS. systems from correspondence. Multiple records may be 

updated from one correspondence. 
Total of all address changes above. 
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.A-File Create 1-
129F 
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A-File Create 1-130 
.. 

' 
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A-File Create 1-140 

A-File Create 1-360 

A""File Create 1-485 

.-' ., 

A-File Create 
Refugee & Asylee 
Visa Packets 

A-File Create OS-
156 

···.:t. 

Action associated with creating a new A-File in CIS and This count is the number of 1-129F A-File Creates. Count as 
NFTS utilizing pre-numbered folders provided by USCIS. completed only after all the electronic creation has been 
Once the subject has been searched in CIS, and there is completed. Done when not required during Data Collection. 
no A number, a pre-numbered A file folder will be 
assigned. Requires physical and system identification. 

Action associated with creating a new A-File in CIS and This count is the number of 1-130 A-File Creates. Count as 
NFTS utilizing pre-numbered folders providedby USCIS. completed only after all the electronic creation has been 
Once the subject has been searched in CIS, and there is completed~. Done when not required during Data Collection. 
no A number, a pre-numbered A file folder will be ,• 

assigned. Requires physical-and system identification. "-·:-

-
Action associated with creating a new A-File in CIS and This count is the number of 1-140 A-File Creates; Count as 
NFTS utilizing pre-numbered folders provided by USCIS. completed only after all the electronic creation has been 
Once the subject has been searched in CIS, and there is completed. Done when not required during Data Collection. 
no A number, a pre-numbered A file folder will be 
~ssigned. Requires physical and system identifiCation. ,. 

Action associated with creating a new A-File in CIS and This count is the number of 1-360 A-File Creates. Count as 
NFTS utilizing pre-numbered folders provided by USCIS. completed only after all the electronic creation has been 
Once the subject has been searched in CIS, and there is completed. Done when not requir~d during Data Collection. 
no A number, a pre-numbered A file folder will be 
assigned. Requires physical and system identification.· 

·. 
Action associated with creating a·new A-File in CIS and This· count is the number of 1-485 A-File Creates. Count as . 
NFT~ utilizing pre-:numbered folders provided by USCIS. completed only after all the electronic creation has been 
Once the subject has been searched.in CIS, arid there is · completed. Done when not required during Data Collection. 
no A number, a pre-numbered A file folder will be · ·· : 

assigned: Requires physical and system identification. . . . 

Action associated with creating a new A-File in CIS and This count is the number of A-File Creates for Refugee and 
NFTS utilizing pre-numbered folders provided by USCIS. Asylee Visa Packets. Count as .completed only after all the 
Once the subject has been searched .in CIS, and there is electr:onic creation has been completed. Done when not 
f!O A number, a pre-numbered A file folder will be required during Data Collection. 
assigned. Requires physical and system identification . 

. Action associated with creating a· new A..:File in CIS and . This count is the number of A-File Creates for DS-156 K-2 or 
· NFTS utilizing pre-numbered folders provided by USCIS. K-4 visa holders, who are derivatives of a foreign spouse or 
Once the subject has been searched in CIS, and there is fiance. Done at TSC and esc. Count as completed only 
no A number, a pre-numbered A file folder will be . after all the electronic creation has been completed. Done 
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A-File Create Other 
-. ., 

A-File Create Total 
Booklet Support 

CIS Corrections ; 

Connects - FD-258 
!dents (Rap Sheets) 

--. 

Connects - 1-72 
· Request for 
Evidence Response: 

·Connects - 1-89 .:·-

assigned. Requires physical and system identification. when not required during Data Collection. 

Action associated with creating a new A-File in CIS and This count is the number of A-File creates that does not fit 
NFTS utilizing pre-numbered folders provided by USCIS. one of the above categories. Count as completed only after 
Once the subject has been searched in CIS, and there is all the electronic creation has been completed. Done when 
no A number, a pre-numbered A.file folder will be 
assigned. Requ-ires physical and system identification. 

not required During Data Collection. 

Total of all the above done in File Operations. 
Action associated with is~uing travel booklet. ·: NSC only. Count is the number of booklets mailed. 

. -
Action associated with changing or updating A-file data This count is the number of updated files. Count as 
that currently exists in the Central Index System (CIS) at - completed when the system is updated and the screen 
the request of USCIS. prjnted and file is routed ~ack to a designated location or 

offi~er. ' 
Action associated with secu"ring FD-258 !dent sheet and/or This count is the number cif.FD-258 ldents that come in· to 
RAP sheet related to a Service file within the file, updating be .interfiled into a file; This would include any response to 
. the necessary systems, and routing the file to appropriate !dent (I.e. Rap Sheets, Shells, Prelims, etc.). Count as 
responsible party, FCO, or the FRC. This includes completed after the FD-258 !dent sheet and/or RAP sheet is 
inquiring· for the file location, and placing the FD-258 !dent . placed" in the file or forwarded to another FCO for lnterfiling._ 
sheet and/or RAP sheet into file. 

Action ~ssociated with securing RFE·related to a Service This count is the number of responses· to an 1-72 letter 
file within the file, updating the necessary SY.Stems, and request for evidence. Complete when the RFE is connected 
routing the file to appropriate responsible party. This to the file and forwarded to adjudications. 
in_cludes inquiring for the file location,. and placing the RFE 

.. · 

into·file .. 

Action associated with securing 1-89 related to a Service This count is the number l-89s that come in to be interfiled 
file within the file, updating the necessary-systems, and · into a file. Count as completed after the 1-89 is placed in the 
routing the file to appropriate responsible party, FCO, or file or forwarded to another FCO forlnterfiling. 
the FRC. This includes inquiring for the file location, and 
placing the 1-89 into file. 
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Connects-
Withdrawal Request 
Letters 

< 

·-· 

Consolidations 

Consulate Returns 

Duplicate Notices 
. ' 

E-Filed 1::129 

E-Filed 1-129/1-907 
Premium 

E.:.Filed 1-131 

E-Filed 1-1!40: -
E-Filed 1-14011-907 
Premium 

E-Filed 1-539 

Action associated with securing the letter requesting a The count is the number of withdrawal request letters 
-release from an approved USCIS application or petition connected to the underlying file. Complete when the letter is 
within the file, updating the necessary systems, and connected to the file and forwarded to adjudications. 
routing the file to appropriate responsible party or FCO. 

. 

This is the physical consolidation or merging of related Thi!; count is the number of "secondary" files merged into 
files into a single, or primary, file jacket, destroying the the primary file. Count as-completed after all of the related -
secondary file jackets, and performing the necessary · files have been united into a sing_le file and the secondary 
electronic-transactions to record and cqmplete the ·file folder(s) have been disposed lAW local procedures. 
process. 

. Application or Petition returned to USC IS from a DOS 
consulate. Sometimes requires a Data Collection 

This eount is the number of consulate returns completed . 
Count as completed after the all the steps required in the · ... 

procedure that will iri effect,create a new USCIS record. center specific SOP have been completed. If a separate 
Follov/local SOP for specific guidance. - · . ·. Oata Collection of the record is required count th~~ 

.. separately under Data Collections. . · ·- ' 
,, 

Generate duplicate notices manually usjng notice This count is the number of duplicate notices generated 
temi'Jiates or automated system '' manually· or using a database._ · 

Petition for a nonimmigrant worker: types include: 
.,· t 

H,L·;O,P,Q,R;W, filed electronically. 
Expedited with form 1 .. 907.& fee for USCIS assigneQ ·• -,. 

petitions. This is when the 1-907 and 1-129 were filed : 

together, filed electronica~ly. -
Applic~tion for an USCIS Travel Document, reentry_permit. .. -.. 
refugee travel document. or. advance parole, filed ··-· '• -· 
electronically. ·' 
Immigrant petition for alien worker, filed electronically 
Expedited with form 1-907 & fee. for USCIS assigned 
petitions. This is when the 1-907 and 1-140 were filed 
together, filed electronically. •, 

Application to extend/change nonimmigrant status, filed 
electronically. · -
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E-Filed ·1-765 

E-filed 1-821 
. - ;. 

E-Filed 1-90711-129 . 
Upgrade 
E-Filed 1-90711-140 
Upgrade 
E-Filed 1-::907/1-360 
Upgrade 

E-Fillngs Total 
.• 

Files Audited . . .. 

. . 
Files Prepared for 
NVC·Shipment, 
Files Requested 
frqm FRC 

Files Retired to 
FRC 

File Transfer 
Request - A-Files 

Application for employment authorization, filed 
. electronically. 
Application for temporary protected status, filed Currently not in use. 
electronical(y . 
Premium proc~ssing form, Count here if 1-907 comes in vsc and esc 
alone E-filed, for a previously filed 1-129 petition. 
Premium processing form. Count here if 1-907 comes in E- TSC andNSC 
filed alone for a previously filed 1..,140 petition. 
Premium processing form. Count her~ if 1-907 comes in E-
filed alone for a previously fil~d .1-360 petition. . 

esc Only 

Total number of all the a-filings above. · '.. 

. - .. 
. . 

-
'• .· 

. .. 

Action associated with accounting for the files housed in This is the count offiles .audited within an RPC. Files 
· the Service ·center by scanning the. barcodes of the ~· . moving between RPCs should be counted as Refiles. Count 
·responsible party locations and the files located inside' it. as completed after the file has been scanned and the data 

from the scanner has been entered into NFTS . 

Actions associated ~th preparing·and shipping files to This count is the number of documents shipped to NVC. 
National Visa Center: 
Action associated wi~h.requesting a file that has been . This count is the number of previously retired files returned 
retired to the Federal Records Center. from the FRC. Count as completed only after the requested 

•. 
file has been received from the FRC and the file has been 

- .• 
~taged for pick-up or delivery.· 

Action associated with identifying, staging, and preparing This eount is the number of files electronically forwarded to 
files that require no further Service action for retirement to the FRC. Count as completed only after the FRC 
the Federal Records Center. acknowledges receipt, and performs the electronic 

' transactions to relocate the files to the FRC. 

Action associated with requ~sting· an A-File from another . This count is the number of A-Files being requested through 
FCO through CIS. CIS. Count as completed after the request has been verified 

in CIS. 
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File Transfer 
. Request - R:-Files 

FTCs R~ceiv~d 

G-28 .Individually 
Filed 

"' 
G-639 FOIA 
requ~sts 

G-639 FOIA 
. request pages 

-
Hold Shelf-HBG 
·R-files 

/ 

Hold Shelf-NRC 
A-files . . 

1-"512L production 
.. 

Action associated with requesting a Receipt file from HBG This count is the number of Receipt Files being requested 
or the National Visa Center. manually from HBG or the National Visa Center. Count as 

completed after the request has been sent, either through 
email or fax. 

Action associated with receiving files into the Service · This count is the number of files received at the Service 
Center and routing to requestor. Includes searching for Center. Count as completed when all systems have. been 
related files or actions. checked & updated and the file has been routed 

appropriately. 

. Notice of Appearance by an attorney or other accredited· · ·count each record updated with G-28 information. Connect · 
representative, allowing them to inquire, receive G-2~ to file when finished with system updates. · 
information about the status of the case or represent on .. 

be~alf :of a person involved in a matter before USCIS. 

Action associated wit!J respond~ng to a Freedom of. This count is the number of FOIA req~.lests completed. 
.Information Act (FOIA)request. This includes· scanning Count as completed after all the information requested has · 
the· request letter, .and all documen•s that relate to the 

·· request_. .. · · , · · . 
b~en scanned into the FIPS system. 

Action associated with responding to a Freedom of This count is the number of pages scanned for the FOIA 
Information Act (FOIA) request. This includes scanning requests completed. Count as completed after all the 
the request letter, and all documents that relate to the information requested has been scanned into the FIPS 
request. · system.· 

Actions associated with preparing and shipping files to Jhis count is the number of files· shipped to HBG. NOTE: 
Harrisonburg. Files will be counted as Refiles when they are placed on the 

hold shelfand counte~ as completed when they are 
.,; '.~ 

.. 
shipped. The oldest pending date is the completion. date of 
the oldest files waiting to be shipped, 

Actions associated with preparing and shipping files·to the This count is the number of files shipped to NRC. NOTE: 
National Records Center . . Files will be counted as Reflies 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 
the oldest files waitiQg to be shipped. 

Actions associated with production of an Advance Parole Count when scanning, printing, mail preparation, connection 
document. of one copy to the underlying 1-131 file and all systems 

. updates are complete. 
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·lnterfiling 
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.. 

Internal File 
Requests-
Expedited: , ... 
.. 

Internal File 
Requests - Routine 

Maintain File .. ' 

Jackets 
·-

" 
Photocopies 

.. 
" 

·Refiles 

.. 

Actions associated with working the IBIS "Hit Lists", · This count is the number of cases processed on the hit list. 
including system searches, screen prints, interfiling, and Count as complete when all searches and screen prints for 
file pulls. one hit are completed . 
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 
approp'riate responsible party, FCO, or the FRC. This interfiling, or rejected back to sender for "action completed" 

··includes sorting the loose materials, inquiring for the file . stamp or otherrequired action, NOTE: Includes all interfiling 
l.ocation, and securing the loose materials into file. except that captured above in the 5 Conn·ects categories 

and below in the Screenprints category . 

Action associated with responding to expedited file 
transfer requests .. This includes all operations involved in 

This count is the number of expedited file requests by Fax, . 
e-mail, sticker pull, phone, or in person. Count as completed 

. processing the request from printing and reviewing the pull when the file has been routed to the requestor or when the 
ti~kets orvvork orders, retrieving the files,·to performing the·· proper update procedures have been performed iri the 
appropriate electr~:mic tran~actions; system ifthe.file cannot be sent..:· 

Action associated with responding to routine file transfer This count is the number of routine file reques.ts by Fax, e,-
requests: This includes all operations· involved in mail, sticker pull, phone, or in person. Counfas completed 
processing the request from printing and reviewing the pu!l when the file has been routed to ttie requestor or when the 
tickets or work orders, retrieving the files; to performing the proper update procedures have been performed in the 
appropria~e electronic t!C!nsactions .. system if the file cannot be sent. · 

Action associated with repairing or replacing damaged flle This count is the number of file jackets maintained. Count 
jackets and barcode labels. Includes covering barcodes to as eompleted 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. 

. Action associated with photocopying file contents for Thi~ count is the number of photocopies produced. T!'lis is 
special requests. the count of the· files that the copies are placed in; not the 

number of sheets photocopied . '. 

Action associated with physically moving files from staging This count is the number of files moved to a file room shelf 
areas or other locations within the Service Center to the ~PC. Count as completed when the file has been physicaliy 
appropriate file room shelf in NFTS. 

. . placed or moved and the system is updated . 

Attachment 9.5 -SCOPS_ DAAG Glossary 
175 of216 



...... 
'--1 
lTl 

-;:( .J 

Report 
Reconciliations 

Scan & Email, or -
Fax, Miscellaneous 
Scr:eenprints 

. '· 

Searches - Lost File 
_Circular 

S.earches - Manual 
. Search Requests 

Searches - Routine 

•. 
0< 

Shelf Re-
organization ·· 

SNAP (Scheduling) 

Action associated with reviewing and working system This count is the number of reports reconciled. Count as · 
generated error reports (i.e. NFTS/CIS Interface report, completed the number of reports reconciled after all 
etc ... ) and recurring reports (i.e. Missing A-file circular, erroneous records in the report have been corrected. 
multiple A&T-file, et~.). Information reports should not be ~ , 
.co(!nted (i.e. file listing by RPC). .. . ' 

Scan, then email, or fax if requested, pages of files to This count is the number of pages scanned, then emailed, or 
other CIS offices or elsewhere, as directed. .. ·faxed. '· 
Action associated witt'l screen printing from any database This count is the number of pages printed and interfiled. 
.required per the form SOP and interfiling the prints to ', 

.. 
' . .. 

· ·make the file adjudication ready. .r: .• t~ 

.. 

Action associated with searching electronic databases and This count is the number of files on the Lost File Circular 
physical locations. to locate files that appear on the Lost that were found during the related search, not the total listed. 
File Circular-Report. '- · · . 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. 

• :,. r : 

Action associated with creating a Manual S~arch Request This count is the number of files requested. Count as 
(MSR) through emailing a completed form to CIS manual completed after the MSR screen print has been placed in 
search team. A MSR is required when the A-file cannot be the Receipt\T-file with the supporting application. 
located in CIS and the series of A#s ·is below A26000000 
to A34000000. 

Action associated with searching electronic databases and 'This count is the number of-files searched for,. whether they 
physical locations to locate files that are pending actions were found or not. Count as complete_d whether the. file{s) 
but cannot be located through normal search procedures. · has been found or not and after the appropriate electronic 

; transactions have been completed; 
•' 

.. .. 
Act_ion associated With USC IS requests to physically This count is the number of files moved/re.,shelved. 
relocate files in fil_e room. This function 'does not include 
re-files. 
Use to record SNAP scheduling of an appointment at an This work can come from returned mail or email requests. 
ASC. 

~ 
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,special ~ile P.ulls 
·• 

Speciai.File Sorts-
-

T -File Creates 

Transferred-AfT . 
File(FTI)(NFTS)-
Expedited 
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Transferred-AfT 
File{FTI)(NFTS) -
Routine ·. 

Transferred-R 
File(NFTS) - -
Expedited 

Action.associated with fulfilling file requests that are not This count is the number of files pulled. 
part of regularly scheduled work orders or JIT orders. 
.These are special file pulls for one time projects or -
requests. 

. Action associated !Vith re-sorting files as requested by This count is the number of files sorted . 
USCIS. Normally-requested fora speciai·USCIS project. 
This function does not include re-files. 

Action associated with creating a Temporary File when an ·This count is the number ofT -files created. Count as 
existing A-File is at a different location and documents completed after the file has been routed for pick-up or 
need to be placed into a file temporarily until the A.,.file is. delivery. Done when not required during Data Collection. 
requested and received. Requires physical and system 
identification. · 

Action associated with responding to expedited file This count is the number of Expedited A or T File transfers 
transfer request~. This includes all operations involved in in response to-a FTR or other request. ·count CIS cOmpleted 
processing the request from printing and reviewing the pull when all the electronic transactions are completed and the 
tickets or work orders, retrieving the files, to performing the files have been ~taged for delivery and/or pick-up. 
appropriate electronic transactions. This line is used to .. 

track the N-400 Pick List files that have been transferred '-

out.· 

Action associated with responding to routine file transfer This count is the· number of Routine A or T File transfers in 
requests. This includes all operations involved in response to a FTRor other request. Count as completed 
processing the request from printing and reviewing. the pull when all the electronic transactions are completed and the. 
tickets or work orders, retrieving the files to performing the files have been staged for delivery and/or pick-up. NOTE: · 
appropriate electronic transactions. Files that are part of a mass shipment to NRC are captured 

in Hold Shelf -NRC. 
,. .. 

Action associated with responding to expedited file This count is the number of Expedited Receipt File transfers 
transfer request~. This includes all operations involved in in response to an external request. Count as completed _ 
processing the request from printing and reviewing the pull when all the electronic transactiqns are completed and the · 
tickets or work ord~rs, retrieving the files, to performing the files have been staged .for delivery and/or pick-up. 
appropriate electronic transactions. 
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Transferred-R 
File(NFTS)-
Routine 

File Operations 
Total 

Total Pending 
Value 

Total Funds 
Deposited 

Action associated with responding to routine file transfer These are Routine Receipt File transfers in response to an 
requests. This includes all operations involved in external request. Count as completed when all the electronic 
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. 

Total of all above file operations 

Total value of fees in the contractor's possession Count value of all fees not receipted but in contractor's 
unreceipted at the end of the working day. possession at end of working day. Do not include any fees 

in possession of USC IS. 
Total amount of deposit picked up by courier or deposited Do not include fees receipted and being held for courier 
electronically that day. pickup or electronic depositing the next business day. 
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Attachment 9.6- Pol.icies and Proced~res (on CD) 

USCIS Policies and Procedures 

USCIS Policies and ·Procedur~s are either published in Executive Department publications or 
USCIS documents. These publications and documents will be provided in electronic form upon 
request. · · 

The foilowing categories of information are provided. on the CD: 

• Standard Operating Prqcedures for all c.enters , , . 
• Monthly Records Operations Workload Activity Report (G-23) for all centers . 
• Daily Workload Activity Report for all centers · I 

• Weekly Workload Activity Report for all centers 
'• Monthly Workload Activity R.eport for all centers , . , . 
• Annual Workload Activity Report'. for all centers 
• Fee Register· for all centers, 
• Service Center Fee Deposit Report 
• Lockbox Expansion Relea.se·Schedulev3.6 
• Sample Customer Feedback Form 
• Records Operations Handbook. 
• User Guide for FDNS-DS. 

The following documents and publications can be found on the Internet as shown: 

• Executive Order 12958'.: Ciassified.Nati~nal Security Information; National Industrial 
Security Program Operating Manu.al (http://w\\rwJiss.mil/isp/odaa/documents/nispom2006:. 
5220.pdt) ' : . 

• USC IS Adjudicator's Fiel~ Manual (AFM) -Perform a Google search to locate USC IS · 
AFM .. The result will be an extensive 'ink to. the USCIS website containing the manual. 

• Privacy Act of 1974 · ·~ .. · . 
o 5 USC 552a (see http://www.usdoj.gov/oip/privstat.htm) 

· o . 8 CFR 103.20 et seq. (see http://www.access:gpo.gov/nara/cfr/index.html) 
· o 28 CFR 16.40 et seq. (see http://www.access.gpo.gov/nara/cfr/index.html) 

• TreastirY Finance Manual (TFM) Volume 1 Part 5 (see httJ)://wwwJins.treas.gov/tfin) 
o Chapter 2000,' Checks and Cash Received Collections · . · 
o . · · Chapter 8000, Cash Management 

' .. 
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ATTACHMENT 9.7'·. . 
. . . . . I . . . . . . 

CONTINUITY OF CRITICAL CONTRACTOR DELIVERABLES [SERVICES' 
and/or SUPPLIES] IN THE EVENT OF AN EMERGENCY (October 2009) 

L The ~ntractor shall su~nlit tothe coDtracting 
1
lfficer a contingency plan (the "Plan") 

for providing uninterrupted mission critical cqntr~ct deliverables [for services, or for 
"the del~very of supplies] in the event of an Hli.Nl epidemic or other emergency. 

a .. The contractirtg officer has identified ~II of the contract deliverables under this 
contract as critical contract delivera,blcls in support of mission critical ' 
functions. . · . j · · · . · ·· 

b. The contractor shall forritulate the proposed Plan prior to the award of this 
contract, or at the time ofincorporatioh of this clause into a contract by 
modification, for continuing the perfohnance'of critical contract deliverables. 

· i. The contractor shall identify in the Plan provisions made for the 
acquisition of necessary persorlnel, resources and/or supplies, if 
necessary, for. continuity of op~rations for up to thirty (30) days or 
until normal operations cari be !resumed; . · 

ii. The Plan must, ata- miriimum, address and identify -
l. · Challenges associated-~ith maintaining contractor critical. 

·. deliverables [ services/s~pplies] during an extended emergency 
event; such as a panderltic that may occur in repetitious waves; 

2~· AnY tim~ lapse associated with the initiation of the acquisition 
of necessary personnelJ resources and!, or supplies and their 

. actual availability on site; . · .. · . . · 
· J. : The components, proc~Sses, and requiremeots for the . 
. ; · identification, training, land prepai'~dness of contractor. 

personnel who ar~ capable of relocating to alternative facilities 
0~ performing work frdm home; ' ·, ' ' 

4. Any established alert ahd notification procedures for 
. , mobi_lizing)dent~fied "tritical contractor service personnel"; 

> ·s. The approach for comrltunicating expectations to contractor 
' employees regarding tHeir roles ~d responsibilities during an 

, · · emergency. · . . I : ·· · .. 

6: Any associated changes neededJo the contractor's information 
. . · technology (IT) infrasttucture to· support the contract in an 

· · . · ·eitterg~ncy; and. I. . . . . · .. .. . 
. · · ·, 7. Any costs associated "11th 1mpl~mentmg the Plan, 'tf apphcable. 

· · · 2 ... The contractor recognizes that the contract deliverables [services/supplies] under this . 
· contract are vital to the Governmen.t and must be continued without futerruption. In 
the event the contractor anticipates not being ~ble to perform due to any of the causes 
enumerated in the excusable delay clause of this contract, the contractor shall notify 
the contracting o.ffi~er.or other designate~re~rese~tative as expediti?usly as possible 
and use. its. best efforts to cooperate with the Government in the Government's efforts 

.. to ni'aintain· the ~?ntinuity· of operations. · · .. · 

Attachment 9. 7'- Continuity of Operations ·Pia·n Requirements 
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3. 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. 

4. Any proposed costs associated with implementing the Plan will be evaluated by the 
contracting officer as part ofthe 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. 

5. 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. 

6. 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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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 reference, 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 .acguisition.gov/far or http://www.amet.gov/far/ 

(End of clause) 

52.204-4 SECURITY REQUIREMENTS AUG 1996 

52.204-10 REPORTING EXECUTIVE COMPENSA,TION AND FIRST-TIER 
SUBCONTRACT AWARDS JUL2010 

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 I FEB 1999 

52.222-46 EVALUATION OF COMPENSATION FOR PROFESSIONAL 
EMPLOYEES FEB 1993 

52.222-54 EMPLOYMENT ELIGffiiLITY VERIFICATION JAN2009 

52.232-38 SUBMISSION OF ELECTRONIC FtnWS TRANSFER 
INFORMATION Wim OFFER MAY 1999 

52.243-7 NOTIFICATION OF CHANGES APR1984 

52.245-1 GOVERNMENT PROPERTY AUG2010 

52.245-9 USE AND CHARGES AUG2010 

52.249-6 TERMINATION (COST REIMBURSEMENT) MAY2004 
ALTV SEP 1996 
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52.252-6 

. U.S. Citizenship and Iinmigration Services· 
· Service Center Operations Support Services (SCOSS) 

. .· ·.. HSSCC~-11-~-000151. . . 

AUTHORIZED DEVIATIONS IN CL~USES ·APR 1984 

FAR CLAUSES IN CORPORA TED IN FULL TEXT: 

52.217-8 OPTION TO EXTEND SERVICES · NOV 1999 

The Government may require continued .performance of any services within the limits · 
and at the rates specified in the contract. These rates may be adjusted only as a result of 
revisions to prevailing labor rates provided by the Secretary ofLabor. The option. 
provision may be exercised-more than once, but the total extension of performance 
hereunder shall riot exceeg 6 months. l)le Contracting Officer may ~xercise the option by 
written notice to the Contractor within 30 days prior to the expiration of performance 
period. ·· 

. (End of clause) 

NOTE: An extension of the task order can occur subsequent io.the base or any option period. If 
the task order is extended, the rates, terms, and conditions· applicable tQ the extension remain the 
same as the period that is extended. ' 

52.217-9 OPTION TO EXTEND THE TERM OF THE CONTRACT·. MAR 2000 

(a) The Government may extend the term of this contract by written notice to the 
Contractor within 30 days before expiration. 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 notice does not commit the 
Government to an extension. · · , . ,. . .. '. . . . 

(b) If the Governmeritexer~ise~~this option, the extended contrad shall be considered· to 
include this option: clause: .-.. · · · \i 

(c) T~e.total duration ofthis contract, including the exercise of any options under this 
· clause; shalln9t exceed four <4>.years. 

(End of clause) ·. 

··52.222-42 Statement of Equivale~t R.ates for Fedf?ral Hires MAY 1989 

· In compliance with the Service Contract Act· of 1965, as amended, and the regulations of the . 
s'ecretrry ~fLabor (29 CFR part 4), this clause identifies the claSses ofsei"Vi~e employees 

· expect~ci to be.employed tinder'the contract and states the wages and fringe benefits payable to 
each if they were employed by the COJ1traCtirtg agency 'sutiject to the provisions of 5 U.~.C. 5341-

. or 5332. · · · 
. J 
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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 
Laguna Niguel CA $20.49 
St. Albans VT & Lincoln NB $18.40 

Key Entry Operator- GS-326-4 
Dallas TX $15.59 
Laguna Niguel CA $16.43 
St. Albans VT & Lincoln NB $14.75 

Mail/File Clerk (Supervisory) - GS-305-6 
Dallas TX $19.45 
Laguna Niguel CA $20.49 
St. Albans VT & Lincoln NB $18.40 

Mail/File Clerk- GS-305-4 
Dallas TX $15.59 
Laguna Niguel CA $16.43 
St. Albans VT & Lincoln NB $14.75 

Secretary- GS-318-5 
Dallas TX $17.45 
Laguna Niguel CA $18.38 
St. Albans VT & Lincoln NB $16.50 

Driver/Messenger- GS-305-4 
Dallas TX $15.59 
Laguna Niguel CA $16.43 
St. Albans VT & Lincoln NB $14.75 

Quality Control Inspector (Supervisory) - GS-343-11 
Dallas TX 
Laguna Niguel CA 
St. Albans VT & Lincoln NB 

Quality Control Inspector- GS-343-9 
Dallas TX 
Laguna Niguel CA 
St. Albans VT & Lincoln NB 

Lead Accounting Technician - GS-525-8 

$31.98 
$33.70 
$30.26 

$26.43 
$27.86 
$25.01 

184 of216 
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36.25% 
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Dallas TX 
Laguna Niguel CA 
St. Albans VT.& Lincoln NB 

Accounting Technician - GS~525-6 
Dallas TX 
Laguna Niguel CA · .. . 
St. Albans VT & Lincoln NB 

$23'.93 
$25.22 
$22.~4 

$19.45 
$20.49 
$18.4.0 

36.25% 
,,3625% 

36.25% 

36.25% 
36.25% 
36.25% 

HOMELAND SECURITY ACOUISITION REGULATION <HSAR) CLAUSES 
IN CORPORA TED BY REFERENCE: 

The full text of HSAR clauses may be accessed electronically at the following address: . . ' . . ( .. . . . . . ~ 

· hit.p://farsite.hill.af.milNFHSARI.HTM ·. 

3052.242-71 DISSEMINATION OF CONTRACT INFORMATION .DEC2003 
'· . . ' . . 

3052.245-70 . GOVERNMENT.PROPE~:fv REPORTS' 
[Deviation] 

HSAR CLAUSES INCORPORATED IN FULL TEXT: . 

AUG2008 

; ·. 

3052.204-70 SECURITY REQUIREMENTS FOR UNCLASSIFIED INFORMATION 
TECHNOLOGY RESOURCES . JUN 2006 

(a) The Contractor shall be responsible for Information Technology On security for all 
systems connected to a DHS network or operated by the Contractor for DHS, regardless 
of location. This clause applies 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 io sensitive information contained in DHS unclassified systems that 
directly support the ~gency' s mission. · ' .· ·. · · 

(b) The Contractor-shall provide, implement; and maintain an IT Security Plan. This plan 
shall describe the processes and procedures that will .be followed to· ensure appropriate 

· security ofiT resources that are developed, processed, or used under.this contract. 
/ 

.( 1) Within· 30 days ·after contract award; the contractor .shall submit for .approval 
· i~s IT Security Plan, which shall be consistent with and futther detail the approach 
contained in the offeror's proposal. The plan, as approved by the Contracting 

· Officer, shall be incorporated into the ·contract a5 a compliance document. · 

(2) The Contr~ctor's IT.Securlty Plan shall comply with Federal laws that include, 
but are not limited to, the Computer Security Act of1987 ( 40 U .S.C. 1441 et 

. seq.); .the Qovernment Information Security Reform Act of200~; and the Federal 
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Infonnation Security Management Act of2002; and with Federal policies and 
procedures thai ~nclude, but are not limited to, OMB Circular A-130. 

'· 

(3) The sequrity plan shall specifically include _instructions regarding handling and 
protecting sensitive infonnation at the Contractor's site (including any 
infonnation stored, processed, or transmitted using the Contractor's computer 
systems}, and the secure qtanag'ement, operation, maintenance, programming, and · 
·system administration of computer systems; networks, and telecommunications 
systems. · · ·· · 

(c) Examples of tasks that req~ire security provisions inClude-- ~...: 

( 1) Acqu(sition, transmission or analysis of data owned by. DHS with significant 
replacement cost should the contractor's copy be corrupted; and ·-

(2) Access ~o DHS.networks or computers·at a level beyond that granted the 
general public (e.g., such as· bypassing a firewall). 

' . . . ' 

(d) At the expirati~n of the contra~t, the contractor shall return ail sensit~ve DHS 
infonnation and IT resources provided to the contractor ~uring the contract, and certify 
that all non-public DHS infonnation has been purged from any contractor-oWned syStem. 
Components shail conduct reviews to ensure that the secun'ty requirements in the contract 
are implement~d and enforced. ' 

(e) Within 6 months after contract award, the.contractor shall submit written proof ofiT 
Security accre~itation io 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 ~pon request. This accreditation will include a final 
security plan, risk as·sessment, secutjty test and evaluation, and disaster recovery . 
plan/continuity. of operations·ptan. This accreditation, when accepted by the Contracting 

~ ·Officer, shall be incorporated into the contract as a compliance document. The contractor 
· , shall comply with the approved accreditation documentation-. 

··./ 

(End of dause) . 
J )·. 

3052.~04~71 CONTRACTOR EMPLOYEE,ACCESS JUN2006 

. -~· 

· (a) Semsitiv~ Infonnation, as.used in this Chapter, means any infonnation, the loss, 
.. misuse, ·disclosur~, or unauthorized access to or rrtodification of which could adversely . 

affect the national or homeland security interest, or the conduct ofF eder:al programs, or 
the privacy to which individuals are ehtitled'under section 552a of titleS, United States 
Code (the Privacy Act),. but which.~as notbeen specifically authorized under criteria 

.. ·established by an Executive Order or an Act qf Congress to be kept seq ret in the interest 
. of national defense, homeland .security or foreign policy. Thi~ definition includes the • .. 

. following categories of irifoimatioh:· · · · · 
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( 1) Protected Criticallnfrastruct:ure Information (PCII)as set out in the Critical 
Infrastructure. Information Act of2002. (Title II, Subtitle B, Of the· Homeland Security 
Act, Public Law 1 07-296,_ 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 Security 
(including the PCII Program Manager or his/her designee~; · 

(2) Sensitive Security Information (SSI), as defined in TitleA9, Code of Federal 
Regulations, Part 1520, as amended, "Policies and Procedures of Safeguarding and 
Control of SSI," as am'(mded; and any supplementary guidance officially communicated 
by an authorized official of the, Department ofHQmeland Security (including the 
Assistant Secretary for the Transpo_rtation ~ecurity Administration or his/her designee); 

(3) Information desiWtated as'"For Official Use Only," which is unclassified 
information of a sensitive nature and the unauthorized disclosure of which could 
adversely impact a person's pnvacy or welfare, the conduct of Federal programs, or other 
programs or openitioris essential to the natiomil or homeland security interest; and ' ' 

· (4) Any information that is designated "sensitive" or subject to other controls, 
safeguards or protections in accordance w'ith subsequently adopted homeland security 
information han~ling procedures. - · 

(b) "Irlformation Technology Resotirces" include, but are not limited to, co~puter 
equipment, networking equipment, telecommunications equipment, cabling, network 
drives, computer drives, netWork software, computer software, software programs, 
intranet sites, and internet sites~ · 

· . (c) Contractor employees working on this contract must complete such forms 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 Contr~ctor's 
. employees shall be fingerprinted, or subject to other investigations as required. 'All 
contractor employees requiring recUrring access to Government facilities·or access to 
sensitive information oriT·resources are required to have a favorably adjudicated · 

· : background ~nvestigation prior to commencing work on this contract unless this 
requirement is waived under Departmental procedures. 

(d) The Contracting Officer rnay require the contractorto prohibit individuals from 
' working on the contract if$e government deems their initial or continued employment 

contrary to the public interest for any reason, including, but not limited to, carelessness, 
insubordination, incompetence, otsecu~ity concerns. 

,, 

(e) Work under this con~ct may involve access to sensitive information. Therefore; the 
·:contractor shall.notdisclose, orally or in writing, any sensitive information to any person 
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unless authoriZed in writing by the Contracting Officer;·For those contractor employees 
authorized access to sensitive information, the contractor shall ensure that these persons 
receive training concerning the protection and disclosure of sensitive infonriation both 
during and after contract performance. · 

(f) The Contractor shall incl~de the substance of this clause in all'subcontracts at ~Y ti'er 
. where the subcontractor m~y have access to Government facilities, sensitive information, 
or resources. 

(End ofclause) 

ALTERNATE I JUN2006 

When the contract ~ill require 'contractor employees to have access to Info~ation Technology 
(IT) resources, add the following paragraph~: ' 

(g) Before receiv~g access to IT resources under this contract the individual must receive 
a security briefing, which the Contracting Officer's Technical Representative (COTR) 
will arrange, and complete any nondisclosure agreement furni'shed by DHS. ' · · 

(h) The contractor shall have access only to those areas ofDHS·inform'ation technology 
resources explicitly stated in this contract or approved by the COTR in writing as 
necessary for performance of the work under this contract. Any attempts by contractor 
personnel to gain access to ariy inforn'lation technology resources ·not expressly · 
authorized by the statement of work, other terms and conditions in.this contract, oras 
approved in writing by the COTR, is strictly prohibite~. In the event of violation 'of this 
provision, DHS will take appropriate actions with regard to the'contract and the 
individual(s) involved., . . .. ' · 

(i) Contractor access to DHS networkS from a remote location is a temporary privilege 
_for mutual convenience while the contractor performs business for the DHS Component. · 
It is not a right; a guara11tee of access, a condition of the contract, or Governni.ent 
Furnished Equipment (GFE). · . -

. '· 

(j) Contractor access ~ill be terminated for unauthorized use .. The contractor agrees to 
hold and save DHS barmless from any unauthorized ~se and agrees not to request · · 
additional time or money.under the contract for any delays resulting from unauthorized 

' . . 
. use or access. · 

· '(k) Non:u.s. citizens shall not be authorized to ac'cess or assist in the development,. 
operation, ~anagement or maintenance of Department ITsystems·under the contract, 
unless a waiver has been granted by the Head of the Comporient or designee, with the · 
concurrence of both the Department's Chief Security Officer (CSO}and the Chief · 
Info_nriation Officer(CIO) or their-designees. Within DHS Headquarters, th·e waiver may 
be granted only with the approval ofboth the CSO and.the CIO or their designees. In 

.. order for a waiver to be granted: ' 
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(1) The individual must be a legal permaJ;~tmt resident ofthe U.S. o~ a citizen of 
Ireland, Israel, the Republic of the Philippines, or any nation on the Allied 
Nations List maintained by the Department of State; . 
(2) There must be· a compelling reason for using this individual as opposed to aU. 
S. citizen; and . · · 
(3) The waiver must be in the best interest of the Government. . 

(I) Contractors shall identify in their quotations the n~es and citizenship of all non-U.S. 
citiz~ns proposed to work under'the contract. Any additions or deletions of non-U.S. 
citizens after BPA award sha:ll also be reported toth.e contracting officer. 

(End of dause) 

3052.215-70 KEY PERSONNEL OR FACILITIES' DEC2003 
... 

('l) The personnel or facilities specified below are considered essential to the work being 
performed under this contract and may, with the consent ofthe cpntracting parties, be 
changed from time to time during the course of the contractby.adding or deleting 

(b)(4) 

(b)(6) 

personnel or facilities, as appropriate. · 

(b) Before removing or replacing any of the specified individuals or facilities, the 
Contractor shal11,1otify the Contracting Qfficer, in writing,' before the change becomes 
effective. The Contractor shall submit sufficient· information to support ti1e proposed 
a,ction and to enable the Contracting Officer to evaluate the potential impact. of the 
. change on this contract. The Contractor shall QOt remove or replace personnel or facilities 
until the Contracting Offi,cer approves the cti~ge. · · 

(End of clause) 

3052.242-72. CON'I'RACTING OFFICER'S TECHNICAL REPRESENTATIVE 
· DEC2003 

(a) Th~ Contracting Officer may designate Government personnel to act as the Contracting 
Officer's Techniqal Representative (COTR) to perform functions under the contract such as 

· review ·or inspection ·and acceptance ofsupplies, serv'ices, including .construction, and other · · 
functions ofa techriical 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 ~d 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 A venue 
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) Description, quantity, unit of measure, unit price and extended price of the items 
delivered; · ·. . 

(5) Shipping number and date·ofshipment, including the bill oflading number and weight of 
shipment if shipped ~n Government bill of lading; · 

(6) Terms of any discount for prompt payment offered; 
(7) N arne and address of official to whom payment is to be sent; 
(8) Name, title, and phone number of person to be notified in event of defective invoice; and 

(9) Taxpayer Identification Number (TIN). The Contractor shall include its TIN on the 
invoice only if required elsewhere i~ this task order. . · · · 

(1 0) Electronic funds transfer (EfT) banking·information. 

(A) The Contractor shall include EFT banking information on the invoice only if 
required elsewhere in this task order. 

(B) If EFT banking information is not required to be on the invoice, in order for the · 
invoice to be a proper invoice, the Contractor shall have submitted correct EFT 
banking information in accordance w~th the applicable solicitation provision, task 
order clause (e.g., 52.232-33, Payment by Electronic Funds Transfer-Central 
Contractor Registration, or 52.232-34, Payment by Electronic Funds Transfer­
Other Than Central Contractor Registration), or applicable agency_procedures. 

(C) .EFT banking information is not required if the Govemmel)t waived the requirement 
to pay by EFT. . . 

(c) Invoices will be handled in accordance with the Prompt Payment A,ct (31 U$.C. 3903) and 
Office ofManagement and Budget (OMB) prompt payment regulations at 5 CF~ 1315. 

(d) Format for the invoice back-up informat,ion: · 

• IQvoices shall be submitted 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 file 

categories as shown on the Daily ActivitY Report. These counts shall be subject to · 
Government verification. 

· • Data Collection: The ipvoice shall contain a breakdown of all <?f the categories of data 
collection as showp. on the Daily Activity Report, with summaries for the total volume of 
tiers l and 2 and manual rejects volume. 

• Fee Collection: The· volume invoiced shall indicate the total volume of fee instruments 
deposited during the month, w'hether picked up by courier or electroniCally deposited . 

. · •." File Operations: Th.e contractor shall supply sufficient informaiion to validate labor 
hours in suppoh of the File operations Contract Line Item. This is subject to-government 
verification. · · · 
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•· Program Management: The amount invoiced per month shall reflect the amount shown in · 
the Business Proposal. 

Task Orders, Modifications, Change Orders, Deviations 
(a) The contractor shall be authorized to commence task order performance only following 
issuance of a written task. order. The individuals authorized to issue orders under this task order 
are identified as USCIS Contracting Office:-Contracting Officers. The period of performan~e 
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. In 
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 USGIS. All such actions must be 
formalized by a proper contractual document executed by the Contracting Officer. 
(c) The Contracting Officer may issue or4ers by mail, facsimile or by electronic commerce 
methods. · · 

Final Payment 
As a condition precedent to final payment, a release discharging the Gov~mment, its officers, 
agents and employees of and from all liabilities, of:> ligations, arid claims aris.ing out or under. the 
respective task order shaH be complete4: A release of claims will be forwarded to the contractor· · 
at the end of each performance period for contractor·(!ompletion as soon ther~after as practicable. 

USCIS.Privacy Awareness Training . . . . 
· ·The performance of this contract has· been determin~d to have the potential of allowing access, 

by Contractor employees, to Personally Identifiable Information (PII), which. is protected under 
the Privacy Act of1974, as amended at s·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 shall1,1se the 
web-based training titled "A Culture of Privacy Awareness" which is available through the 
USCIS EdVantage trainin·g 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 provided to both the COTR and CO. 

' . 
Department of Labor Wage Determination 
The Service Contract Act (SCA) applies to this task order. A list ofthe current Department of. 
Labor wage determ:inations ~an be found at Appendix:B. Wage determinations are hereby. 
incorporated into and made a part ofthis'task order. ' .. . ' 

Insurance 
. The Contractor shall proc.ure ~d main~in adequate .insuranc~ at the Contractor's expense during 
:.the term '<;>fthe respective task.oider, and any ext~nsions. Befqre·starting work under the 

respective task order, the Contractor shall provide to the Contracting Officer· ev~dence in the 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-11-J-00015 

form of certificates of insurance as. evidence of the existence of insurance coverage in amounts 
not less than the minimum amounts specified by FAR 28307-2(a), (b), & (c). 

Advertisements, Publicizing Awards; and News Releases .. 
All press releases or announcements about agency programs, projects, and task order ~ 

awards need to be cleated by the Program Office and the Contracting Officer. Under no 
circumstances shall the Contractor, or anyone acting on behalf of the Contractor, refer to the 
supplies, services, or equipment furnished pursuant to the provisions ofeither 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 imply 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 servic~s. 

Performance Reporting 
For active task orders valued in excess of simplified acquisition threshold, the Federal 
Acquisition Reguliition(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 Contracting Officer may be completed as· 
necessary. The contractor has 30-days to _reply with comments, rebuttiJ.tg ~tement, or additional 
information that will be made part of the official .record. · 

Organizational Conflict of Interest . 
(a) The contractor warrants that, to the besfofthe contractor's knowledge and belief, there are no 
relevant facts or circumstances which could give ·rise to an organizational conflict of interest, as 
defmed in FAR Subpart 9.5 Organizational and Consultant Conflicts of Interest, or that the 
contractor has disclosed all such relevant information. . , 
(b) Prior to commencement of any work, the contractor agrees to notify the CO immediately that 
to the best of its know ledge aJ1d belief,· no actual or potential conflict of interest exists or to 
identify to the CO any actual 6r potential conflict of interest the firm inay 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 ~terestis · . 
identified during performance, the contractor shall immediately make a :full disclosure in writing ' 
to the CO. This disclosure shall include a description of actions which the contractor has taken 
or propos~s tp take, after consultation with the CO, to avoid, mitigate, <?t neutralize. the actual or 

· potential conflict of interest. The contractor shall contmue performance until notified by the CO 
or any contrary action to be taken. . . . 
(d) Remedies...:. USCIS may terminate ~is task order for convenience, in whole or in 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 pot~ntial conflictafter award:~d did not disclose it or misrepresented relevant information to 
. the CO, the Governtnent may terminate the· task order for default, debar the contractor from 
.Government contracting, or pursue such other remedies, as may be permitted_by law or this task 
order. · · ~ · · · · · ·· 

(End of Additional Terrris and Conditions) 
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APPENDIXB 

WD 05-2323 (Rev.-11) was first.posted on www.wdol.gov on 07/06/201.0 · 
************************~~~******~·~···~i***********~******~****************~******* 
REGISTER _OF WAGE DETERMINATIONS UNDER 

THE SERVICE CONTRACT ACT 
I 
I 

By direction of the Secretary' of Lab~r I 

Shirley F. Ebbesen 
Director 

Di vi.sion of 

I 
I. 
I 
I 
I 
I 

Wage Determinations! . . . I 

U.S. DEPARTMENT-OF LABOR 
EMPLOYMENT STANDARDS ADMINISTRATION 

WAGE AND HOUR'DIVISION 
, WASHINGTON D.C~ 20210 

wa~e· Dete~inination No. : 2005-2323 
.Revision No.: 11 

. Date Of Re~ision: 06/28/2010 

State: Nebraska -,.-----------------------------------------

Area: Nebraska Counties of Adams, Antelope, Arthur, Blaine, Boone, Boyd, Brown, 
Buffalo, Chase, Cherry, Clay, Custer, Dawson,· Dundy, Fillmore, Franklin, 

Frontier, Furnas, Garfield, Gosper, Grant, Greeley, ·Hall, Ham.i,lton, Harlan,· 
Hayes, Hitchcock, Holt, Hooker,- Howard, jefferson, Kearney, Keith, Keya Paha, 
Knox, Lincoln, Logan, Loup, McPh~rson, Merrick, Nan6e, Nri~koll~, Perkins, 
Phelps, Platte, Polk·, Red Willow, Rock, Saline, Seward, Sherman, Thayer, 
Thomas, Valley, Webster, Wheeler,. York · ·· · 

**Fringe Benefits Required Follow the' Occupational· Listing** 
OCCUPATION CODE - TITLE . F001NOTE 
01000 - Administrative Support And Clerical Occupations 

01011 - Accounting Clerk I 
01012 Accounting Clerk II 
01013 Accounting Clerk' III 
01020 Administrative Assistant 
010~0 Court Reporte; \.. 
01051- Data Entry.Op~rator I 
01052 Data Entry Operator II 
01060 - Dispatcher, Motor·Yehicle 
01070 Document Preparation Clerk 

\. 

01090 puplicating Machine Operator 
01111 General Clerk I. 
01112 -· General Cler~ II 
01113 - General Clerk III 
01120 Housing Referral·Assistant 
01i41 - Messenger Courier 
01i91 - brder Clerk I 
01192 -·order Clerk II·· 
01261- Personnel.Assistant (Empl'oyment) I 
01262 - Personnel Assistant '(Empl,oyment) II 
01263. - Personnel· Assistant (Employment) III 
01270 ~.Production\Control Clerk. . · 
012!0. . Receptionist · 
01290 - Rental Clerk 
01300 - Schedule·r, Maintenance 
01311 Secretary I 
01312 ~ Secretary II 
01313 - Secretary· III 
01320 - Service brder bispatcher 
01410 - Supply Technicia~ 
01420 - SU;rvey Worker 
01531 Travel Clerk I 
01532 - Travel Clerk II 
01533 - Travel Clerk iii 
01611 Word Processor:! 
01612 Word Processor II 
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RATE 

12.61 
14.40 
16.11 
19.65 
15.75 
10.70 
12.72 
15.75 
12.04 
12.04 
11.45 
12.59 
14.02 
17.77 
:).0.46 
10.41 ' 
12.04 
13.53 
15.75 
16.91 
17.94 
13.41 
13.20 
14.24 
14.24 
15.93 
17.77 
14.36 ' 
19.65 
15.75 
12.17 
12.94 
13.73 
12.04 
13.38 
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01613 - Word Processor III 
05000 - Automotive Service Occupations 

05005 - Automobile Body Repairer, Fiberglass 
05010 Automotive Electrician 
05040 - Automotive Glass Installer 
05070 - Automotive Worker 
05110 - Mobile Equipment Servicer 
05130 - Motor Equipment Metal Mechanic 
05160 - Motor Equipment Metal Worker 
05190 - Motor Vehicle Mechanic 
05220 - Motor Vehicle Mechanic Helper 
05250 - Motor Vehicle Upholstery Worker 
05280 - Motor Vehicle Wrecker 
05310 - Painter, Automotive 
05340 - Radiator Repair Specialist 
05370 - Tire Repairer 
05400 - Transmission Repair Specialist 

07000 - Food Preparation And Service Occupations 
07010 - Baker 
07041 - Cook I 
07042 - Cook II 
07070 - Dishwasher 
07130 - Food Service Worker 
07210 - Meat Cutter 
07260 - Waiter/Waitress 

09000 - Furniture Maintenance And Repair Occupations 
09010 - Electrostatic Spray Painter 
09040 - Furniture Handler 
09080 - Furniture Refinisher 
09090 - Furniture Refinisher Helper 
09110 - Furniture Repairer, Minor 
09130 - Upholsterer 

11000 - General Services And Support Occupations 
11030 - Cleaner, Vehicles 
11060 - Elevator Operator 
11090 - Gardener 
11122 - Housekeeping Aide 
11150 - Janitor 
11210 - Laborer, Grounds Maintenance 
11240 - Maid or Houseman 
11260 - Pruner 
11270 -.Tractor Operator 
11330 - Trail Maintenance Worker 
11360 - Window Cleaner 

12000 - Health Occupations 
12010 - Ambulance Driver 
12011 - Breath Alcohol Technician 
12012 - Certified Occupational Therapist Assistant 
12015 - Certified Physical Therapist Assistant 
12020 - Dental Assistant 
12025 - Dental Hygienist 
12030 - EKG Technician 
12035 - Electroneurodiagnostic Technologist 
12040 - Emergency Medical Technician 
12071 - Licensed Practical Nurse I 
12072 - Licensed Practical Nurse II 
12073 - Licensed Practical Nurse III 
12100 - Medical Assistant 
12130 - Medical Laboratory Technician 
12160 - Medical Record Clerk 
12190 - 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 

8.39 
8.85 

12.79 
8.81 

14.52 
10.39 
14.52 
11.92 
13.46 
14.40 

9.57 
10.89 
14.73 
11.55 
11.55 
12.28 

8.57 
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 - Medical Transcriptionist 
12210 - Nuclear Medicine Technologist 
12221 - Nursing Assistant I 
12222 - Nursing Assistant II 
12223 - Nursing Assistant III 
12224 - Nursing Assistant IV 
12235 - Optical Dispenser 
12236 - Optical Technician 
12250 - Pharmacy Technician 
12280 - Phlebotomist 
12305 - Radiologic Technologist 
12311 - Registered Nurse I 
12312 - Registered Nurse II 
12313 - Registered Nurse II, Specialist 
12314 - Registered Nurse III 
12315 - Registered Nurse III, Anesthetist 
12316 - Registered Nurse IV 
12317 - Scheduler (Drug and Alcohol Testing) 

13000 - Information And Arts Occupations 
13011 - Exhibits Specialist I 
13012 - Exhibits Specialist II 
13013 - Exhibits Specialist III 
13041 - Illustrator I 
13042 - Illustrator II 
13043 - Illustrator III 
13047 - Librarian 
13050 - Library Aide/Clerk 
13054 - Library Information Technology Systems 
Administrator 
13058 - Library Technician 
13061 - Media Specialist I 
13062 - Media Specialist II 
13063 - Media Specialist III 
13071 - Photographer I 
13072 Photographer II 
13073 Photographer III 
13074 - Photographer IV 
13075 Photographer V 
13110 - Video Teleconference Technician 

14000 - Information Technology Occupations 
14041 - Computer Operator I 
14042 - Computer Operator II 
14043 - Computer Operator III 
14044 - Computer Operator IV 
14045 - Computer Operator v 
14071 - Computer Programmer I 
14072 - Computer Programmer II 
14073 - Computer Programmer III 
14074 - Computer Programmer IV 
14101 ·computer Systems Analyst I 
14102 - Computer Systems Analyst II 
14103 Computer Systems Analyst III 
14150 Peripheral Equipment Operator 
14160 Personal Computer Support Technician 

15000 - Instructional Occupations 
15010 - Aircrew Training Devices Instructor (Non-Rated) 
15020 - Aircrew Training Devices Instructbr iRated) 
15030 - Air Crew Training Devices Instructor (Pilot) 
15050 - Computer Based Training Specialist I Instructor 
15060 - Educational Technologist 
15070 Flight Instructor (Pilot) 
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15.75 
26.60 

9.82 
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 
11.71 
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 

11/29/2010 
198 



15080 - Graphic Artist ' 
15090 Technical Ins'trud.:or 
15095 - Tech·nica1 Instn.ictor/course DeveloP,_er 
15110 Test Proctor 
15120 - Tutor 

16000 - Laundry,· Dry-Cleaning, Pressing And Related Occupations 
16010 - Assembler 
16030 Counter Attenda~t 
16040 - Dry Cleaner 
16070 Finisher, Flatwor~, Machine 
16090 ~resser, Hand 
16110 - Presser, M~chine, Diycleaning , , 
16130 - Presser, Machine, Shirts .. 
16160 - Presser, Machine,. wearing Appa:J;"el, +..aund·ry 
16190 - Sewing Machine Operator · 
16220 - TailOJ;" . , 
16250 - Washer, Machine . 

19000 -Machine Tool Operation And.Repair Occupations 
19010 - Machine-Tool Operator (Tool Room) · 
19040 - Tool And Die Maker ' 

21000 -Materials Handling·And Packing Occupations_ 
21020 Forklift Oper~tor 
21030 - Material Coordinator 
21040 - Material Expediter 
21050 - Material Handlin~ L'borer, 
21071 O~der Filler : · 
21080 - Production Line Worker (Food Processing) 
21110 - Shipping P'acker 
21130 - Shipping/Receiving Clerk 
21140 - Store Worker I , 
21150 - Stock Cler~ 
21210 - Tools And Parts Attendant 
21410 - Warehouse Specialist . 

23000- Mechanics And Maintenance-And Repair Occupations 

., 

23010- Aerospace Structural Welder e. 

23021 Aircraft Mechanic I · 
2302i - Aircraft Mechanic II 
23023 - Aircraft Mechanic III 
23040 Aircraft Mechanic Helper 
23050 Airc~~ft, Paint~~ 
23060 - Aircraft Servicer 
23080 - Aircraft· Worker . 
23110 Appliance 'Mechimi'c·· 
23120 - Bicycle Rep_airer 

· 23125 - Cable Splicer 
23130 - tarpenter, ·~aintenanc~ 
23140 Carpet Layer 
23160 - Electrician,·· Maintenance 
23181 - Electronit~ Technician Maintenan6~ I 

· 23182 Electronics Technician Maintenance II 
23183 Electronics Te.chnician Maintenance III 
23260 Fabric Workerc 

· 23290 - .Fire Alarm system Mechanic 
2331p;~ Fiie·Extinguisher Repairer 
23311 - Fuel: Distribution. System Mechanic 
233l2 -·Fuel Distribution Systemoperator 
23370 - Gener~i Maintenance Worker 

·23380 -. Ground Supp.ort Equipment Mecha.nic 
23381 -·Ground Support Equipment Servicer 
23382 - .. Ground Support Equfpxherit Worker 
23391·- ·Gunsmith I 
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19.22 
17.81 
21.78 
14.37· 

. 14.37 

9.03 
9.03 

10.82 
9.03 
9.03 
9.03 
9.03 
9. 03 . 

11.44 
12.11 

9. 68· 

19.30 
22.14 

. 13 ."82 
19.10 
19.10 
10.83 
~1.67 

13.82 
11.67 
11.67 
11.77 
14.98 
13.82 
13.82 

19.80 
18.95 
19.80 
20.42 
14.48 
18.24 
16.35 
17.30 
17.16 
11.41 
20.63 
18.18. 
17.28 
'19.13 
19.71 
22.43 
22.53 
],6.31 
20 .. 56 
15.34 
18.95 
15:34 
17.35 
18.95 
16.35 

.. 17.30 
15.:34 
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23392 - Gunsmith II 
23393 - Gunsmith III. 

... 

23410 - Heating~ Ventilation ~nd Air-Conditioning 
M.echanic 
23411 - Heating, Venti-lation And Air Contditioning 
Mechanic (Research Facility) 
23430 - Heavy Equipment Mechanic 
23440 Heavy Equipment Operator 
23460 Instrument Mechanic 
23465 Laboratory/Shelter Mechanic 
23470 Laborer 
23S10 Locksmith '· 
23530 -.Machinery Maintenance Mechani6 
23550 Machinist~ Maintenahde 
23580 - Maintenance Trades Helper 
23591 Metrology Technician I 
23592 Metrology Technician II 
23593 Metrology Technician III 
23640 Millwright 
23710 Office.Applianca Repairei 
23760 Painter, Maintenance 
23790 Pipefitter, Maintenance 
23810 Plumber, Maintenanc;e 
23820 Pneudraulic Systems Mechanic 
23850 Rigger 
23870 Scale Mechanic 
23890 Sheet-Metal Worker, Maintenance. 
23910 Small Engine Mechanic 
23931 Telecommunications Mechanic I 
23932 - Telecommunications Mechanic II 
23950 - Telephone Lineman 
23960 - Welder, Combination, Maintenance· 
23965 Well Driller 
23970 - Woodcraft Worker 
23980 - Woodworker 

24000 - Personal Needs Occupa):ions 
24570 Child Care Attendant 
24580 - Child Care Centei Clerk 
24610 Chore Aide 
24620- Family Readiness And.Support Services 
Coordin~tor · 
24630 - Homemaker 

25000 .-'Plant And. System Operations Occupations 
25010 Boiler lende~ 
25040 Sewage Plant Operator 

· 25070 Stationary Engineer~ . 
25190 Ventilation Equipment Tender 
25210 - Mater Treatment· Pl~nt bperatoi 

. 27000 - Protective Service Occupations 
27004 Alarm Mo~itor 
27007 - Bagg~ge Irispector 
27008 - Corrections Officer 
27016 - Court.Security Officer 
27030 ~Detection-Dog Handler 
27040 - Detention .Officer.· 
·27o7o Firefighter 
27101 - Guard I 
27102 - Guard II 

'2713i - Police Officer I 
271~2 - Police Office~ II 

28000 - Recreation Occupations. 
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17.28 
18.95 
20.71 

21.64 

20.48 
16.78 
18.95 
18.20 
11.91 
18.20 
20;67 
17.07 
15.96 
18.95 
19.80 
20.42 
18.95 
16.94 
17.75 
21.17 
20.48 
18.95 
18.69 
17.28 

. 20.47 
16.86 
22.06 
23.05 
20.56 

,16.49 
18.95 
1,8.95 
15 .. 34 

9. 77 
11.85 
10.37 

·12.02 

14.49 

17.77 
18.93 

·17;77 
14:92 
18.93 

16.41 
12.45 
16.38 
16.75 
13.93 
16.38 
16.75 
12.82 
14.34 
18.67 
20.72 
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28041 - Carnival Equipment Operator 
28042 - Carnival Equipment Repairer 
28043 - Carnival Equpment Worker 
28210 - Gate Attendant/Gate Tender 
28310 - Lifeguard 
28350 - Park Attendant (Aide) 
28510 - Recreation Aide/Health Facility Attendant 
28515 - Recreation Specialist 
28630 - Sports Official 
28690 - Swimming Pool Operator 

29000 - Stevedoring/Longshoremen Occupational Services 
29010 - Blocker And Bracer 
29020 - Hatch Tender 
29030 - Line Handler 
29041 - Stevedore I 
29042 - Stevedore II 

30000 - Technical Occupations 
30010 - Air Traffic Control Specialist, Center (HFO) (see 2) 
30011 - Air Traffic Control Specialist, Station (HFO) (see 2) 
30012 - Air Traffic Control Specialist, Terminal (HFO) (see 2) 
30021 - Archeological Technician I 
30022 - Archeological Technician II 
30023 - Archeological Technician III 
30030 - Cartographic Technician 
30040 - Civil Engineering Technician 
30061 - Drafter/CAD Operator I 
30062 - Drafter/CAD Operator II 
30063 - Drafter/CAD Operator III 
30064 - Drafter/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 
30463 - Technical Writer III 
30491 - Unexploded Ordnance (UXO) Technician I 
30492 - Unexploded Ordnance (UXO) Technician II 
30493 - Unexploded Ordnance (UXO) Technician III 
30494 - Unexploded (UXO) Safety Escort 
30495 - Unexploded (UXO) Sweep Personnel 
30620 - Weather Observer, Combined Upper Air Or (see 2) 
Surface Programs 
30621 - Weather Observer, Senior (see 2) 

31000 - Transportation/Mobile Equipment Operation Occupations 
31020 - Bus Aide 
31030 - Bus Driver 
31043 - Driver Courier 
31260 - Parking and Lot Attendant 
31290 - Shuttle Bus Driver 
31310 - Taxi Driver 
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11.24 
11.87 

9.21 
13.00 
11.34 
14.54 
10.62 
17.03 
11.59 
17.35 

19.82 
19.82 
19.82 
18.71 
20.87 

35.77 
24.66 
27.16 
17.06 
19.40 
24.05 
24.05 
19.37 
17.06 
19.40 
21.64 
26.17 
14.27 
16.16 
18.06 
22.38 
27.37 
32.87 
21.02 
17.33 
23.64 
18.03 
22.35 
25.03 
27.70 
23.64 
20.71 
25.33 
30.65 
22.74 
27.51 
32.97 
22.74 
22.74 
21.64 

23.64 

10.13 
14.33 
13.07 

8.88 
13.44 
10.49 

11129/2010 
201 



31361 - Truckdriver, Light 
31362 Truckdriver, Medfum 
31363 Truckdriver,· Heavy : 
31364 - Truckdriver, TraGtOr-Trailer 

99000 Miscellaneous Occupations 
99030 - Cashier· · · · 
99050 - Desk Clerk 
99095 Embalmer 
99251- Laboratoiy Anim~l Car~tak~r 1,. 
99252 - Laboratory Animal Caretaker II 
99310 - Mortician 
99410 - Pest Controller 
99510 - Photofinishing Worker 
99710 - Recycli~g Laborer 
99711 Recycling Specialist 
99730 - Refuse Collector: 
99810 - Sales Clerk 
99820 School Crossing· Guar·d. 
99830 Survey Party Chief 
99831 Surveying Aide . 
99832 - Surveying Technician _ 
99840 Vending Machine Attendant 
99841 - Vending Machine Repairer 
99842 - Vending Machine Repai:r:er Helper . 

.. · 

ALL OCCUPATIONS LISTED ~BOVE RECEIVE THE.FOLLOWING BENEFITS: 
.. 

·,. 

HEALTH & WELFARE: $3.50 per hour or $140.00 per week 'or $606.67 per month 

Page7 ~no 

13.44 
14.10 
15.27 
15.27 

9.43 
8.76 

27.90 
10.90 
11.65 
27.90 
17.69 
12.92 
14.78 
17.06 
13.63 
10.98 
12.83 
26.88 
14.51 
17.85 
15.40 
17.51 
15.46 

VACATION:· 1. week paid vacation after 1' year of service with a contractor or 
successor; 2 weeks af~er 2 y~ars; and 3 weeks aft~r 10 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 sameFederal facility .. (Reg. 29,CFR 4.173) 

HOLIDAYS: A .minimum of ten paid hol'idays· per year, New Year's Day, Martin Luther 
King Jr's Birthday, Washington's Birthday; Memori~l ·Day, Independence Day, ·Labor 
Day, Columbu~ Day, Veterans' Day, Thanksgiving Day, and Christmas Day. (A 
contrqctor may sub~titute for·any of the named holidays another day off with pay in 
.accordance with a plan communicated to the 7mployee~ involved.) (SeE:! 2 9 CFR 417 4) 

THE OCCUPATIONS WHICH .. HAVE NUMBERED· FOOTNOTES· IN PARENTHESES RECEIVE THE FOLLOWING: 

1) COMPUTER EMPLOYEES: Unde~ the SCA at section 8(b)i this wage determination does 
not apply to any emploJ:ee who. individually qualifies·' as a ·bona fide executive, 
administrative, oi '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_sala~y or fee basii a~ a rate not l~ss than $455. per · 
week) an hour would 'lik~lyqualify as exempt computer professionals, (29 C.F.R .. 541.· 
400) wage rates may not. be listed on .this wage det~rminati'on for· all occupations 
within those job families; Ip 'addition, 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 prevailing wage rate for the-occupation equals or exceeds 
$27.63_per hou~ conforman~es·may be necessa~y for certain nonexempt employees. For 
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example, if an individual. employee is nonexempt but. nevertheless perform$ 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 ~n the conformance note included on this wage 
determination. 

Additionally, because job titles. var,y .widely and change 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'piimary duty consists of: 

(1). The application of systems analysis techniques and procedures, including 
consulti'ng with users, to determine hardware, software or system functional. 
specifications; · 

(2) The design, development, doc{uuentation', analysis, creat:lon, testing or 
modification of computer systems or programs, including prototypes, based on and 
related to user or system design specifications; 

(3) The design, documentation, testing, creation or modific~tion of computer 
programs related to machine operating systems; or 

(4) A coinbination .of the aforementioned duties, the performance of which 
requires the same levi;il .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 rec.eive an additional· 10%. of b.asic pay for any hours worke~ between 6pm and 6am. 
If you are a full-time employed (40 hours a week) and Sun~ay is part of your 

regularly scheduled workweek, you are· paid .at· your rate of basic pay' plus a Sunday 
premium of 2_5% ,of your bas'~c rate for each hour of s'unday 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 difterentiai is ~ppLicable to employees 
employed in a position that represents a high degree of hazard wtien working with or 
in clo::;e proximity to ordinance, explosives, and incendiary materials. This 
includes work .such as scr·eenincj', blending, dying, mixing, and pressing of sensitive 

-- ordance, explosives, and. pyrotechnic compositions such as l~ad azide, black powder. 
and photoflash.powder. All dry-house activities involving propellants or explosives. 

Demilitarization, modification, renovation, demolition, and maintenance operations 
on sensitive ordnance, explosives and incendiary materials.· All operations 
involving regrading arid cleaning of·artillery. ranges. 

' • .•• ' t , ' I 

A 4 percent differential is applicable to erriployees 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) explosives and incendiary materials 
'wti~ch'.involves 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; mi'nimal damage to immediate or adjacent work, area or. equipment being used.' 
All operations involviri.g, 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 specifically designated by the agency fo~ 
ordance, explosives, and incendiary;material differential pay~ 

** UNIFORM ALLOWANCE ** 

If. employees are required to wear uniforms ip the performance of this contract 
(eithei" by the.:terms qf t_he Government contract;· by the employer, by the state or 
local law,. et'c. )_,··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 ~uch cost reduces the hourly rate belpw ttiat,required by the wage 
determination. The Department of .. Labor. will. accept payment ih accordance with the 
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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 empioyees 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 bargaining 
agreement providing for a different amount, or the furnishlng of contrary . 
affirmative proof as to the actual·cost), reimpurse all employees for such cleaning 
and maintenance at ·a rate of $3·. 35 per week (or $,. 67 cents p_er day). However, in 
those instances where the uniforms furnished are made of "wash and wear" 
materials, may be routinely washed and dried ~ith other personal garments, an9 qo 
not require any special treatment-such as.dry cleaning, daily washing, or commercial 
laundering ih 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 ofthe work, 
there is no requirement that eltlployees 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, 
unless otherwise indicated. Copies of the Directory are available on the Internet. A 
links to the Directory may be found on the WHO home pa.ge at· http://www.dol.. 
gov/esa/whd/ or through the Wage Determ.ina.tions Ori-Line (WOOL) ·Web site at 
http://wdol.gov/. 

REQUEST FOR AUTHORIZATI~N OF ADDITIONAL CLASSIFICATION AND WAGE RATE {Standard Form 
1444 (SF 1444)} 

Conformance Process: 

The contracting officer shall require 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 classification listed-in the wage 
determination), be classified by the contractor so 'a~ to provide 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 initi~ted by 
the contractor prior to tne p~rformance. of contract work by such unlisted class(es) 
of employees. The conformed classification, wage rate, and/or.fringe benefits shall 
be retroactive to the commencement date of the contract. {See Section 4.6 (C) (vi)} 
When multiple wage determinations are included in a contract, a separate. SF 144·4 
should be prepared for each. wage determination to which a class(es) is to be . 
conformed. 

The process for preparing· a conformance 'reqtiest is as follows: 

. 1) When preparing the bid, the contractor identifies :the need for ··a conformed 
occupation (s) and COmputes a proposed rate (S) ·• 

2). After· contract award, th:e contractor· prepares· a written report listing in order 
proposed classification title (s), ·a Federal grade equivalency (FGE) for each 
proposed classificad.on(s), job description(s), and rationale for proposed wage 
rate (s), .·.includip.g inf~rmation :r;egarding the agreement or disagreement of the 
authorized representative of the employe~s involved, or where there is'no authoriz~d 
representative, the employees themselves. This report should be submitted to the. 
contra<:;ting officer no later than 30. days after such unlJsted class (es) of employees 
performs any contract work." · · 

3) The contracting officer reviews the proposed action and promptly submits a report 
oi. the action, together with th'e agenqy' s recommendations and pertinent 
information including the positio~.of the contractor and the employees, to the_ Wage 
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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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. TX 05-i509.txt 
WD 05-2509 (Rev.-11) was first posted on www.Y.(dol.gov on 09/14/2010 
************************************************************************************ 
REGISTER OF WAGE DETERMINATIONS UNDER I 

THE SERVICE CONTRACT ACT · ' ·.' I 
By direction of the Secretary of Labor I 

I 
I 
I 
I 

. . .I 
Shirley F. Ebbesen Division of· I 
Director wage· Determinatic;ms I 

. . U; S. DEPARTMENT OF LABOR· 
EMPLOYMENT STANDARDS ADMINISTRATION 

. WAGE AND HOUR DIVISION 
W~SHINGTON D.C. 20210 

wage Determination No.: 2005-2509 
· Revi s ion' No. : 11 

Date Of Revision: 09/09/2010 
----~----------------~~---·--1·--------~--~--~--~-------------State: Texas 

Area: Texas counties of Collin; Cooke, Dallas, Delta, Denton,· Ellis,· Fannin, 
Grayson, Henderson, Hopkins, Hunt; Kaufman, 'Lamar, Navarr:o, Rains, Rockwall, 
Smith, van z~ndt, wood: · 

**Fringe Benefits Required Follow the Occupa~ional Listing** 
OCCUPATION CODE -·TITLE . . . · FOOTNOTE 
01000 - Administrative support And clerical occupations 

01011 - Accounting Clerk I 
01Q12 - Accounting Clerk II 
01013 - Accounting Clerk III · 
01020 - Administrative Assistant 
01040 - court Reporter 
01051 - Data Entry Operator I 
01052 - Data Entry operator II 
01060 - Dispatcher, Motor Vehicle 
01070 - Document Preparation Clerk 
01090 - Duplicating Machine operator 
01111 - General clerk I . 
01112 - General clerk II . 
01113 - General clerk IIt , 
01120 - Housing Referral Assistant 
01141 - Messenger .courier. · · 
01191 - Order clerk I · 
01192- Order Clerk.II . 
01261 - Personnel Assistant (Employment) 1 
012.62 - Personnel Assistant (Employment) H 
01263- Personnel Assistant ·(Employmen~) III· 
01270 ~ Production control clerk · 
01280 - Receptionist 
01290 - Rental ·clerk 
01300 - Scheduler; Maintenance 
01311 .~ secretary·! · 
01312 - s.ecr:-etary II . 
01313 - secretary III · 
01320 - Service order Dispatcher 
01410 -:Supply Technician · 
01420 ~ s~rvey worker . 
01531 - Travel clerk I 
01532 -.Travel clerk II 
01533 - Travel clerk III 
01611 - word Processor I 
01612 - Word .Processor II 
01613 - word Process.or· 'III 

05000- Automotiv~ service10ccupati~ns. 
05005 - Automobile Body Repai'rer, Fiberglass 
05010 - Automotive Electrician 
05040 - Automotive Glass Installer · 
05070 - Automotive worker 
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14.36 
16.13 
18.03 
26.46 
17.29 

. 13.20 
14.41 
21.36 
14.24 
14.24 
11.32 
12.79 
15.78 
2L60 
11.86 
13.66 
14.91 
16.75 
18.73 
20.88 

. 21.36 
13.60 
15.30 
17.32 
17 .. 32 
19.38 
21.60 
17.47 
25.99 
17.29 
13.07 
14.04 
15.06 
12.80 
15.30 

. 17.29 

20.00 
23.04 
20.93 
22.02 
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05110 - Mobile Equipment servicer 
05130 - Motor Equipment Metal Mechanic 
05160 - Motor Equipment Metal worker 
05190 - Motor vehicle Mechanic 
05220 - Motor vehicle Mechanic Helper 
05250 - Motor vehicle upholstery worker 
05280 - Motor Vehicle wrecker 
05310 - Painter, Automotive 
05340 - Radiator Repair Specialist 
05370 - Tire Repairer 
05400 -Transmission Repair specialist 

07000 - Food Preparation And service occupations 
07010 - Baker 
07041 - cook I 
07042 - Cook II 
07070 - Dishwasher 
07130 - Food Service Worker 
07210 - Meat Cutter 
07260 - waiter/Waitress 

09000 - Furniture Maintenance And Repair occupations 
09010 - Electrostatic spray Painter 
09040 - Furniture Handler 
09080 - Furniture Refinisher 
09090 - Furniture Refinisher Helper 
09110 - Furniture Repairer, Minor 
09130 - Upholsterer 

11000 - General services And support occupations 
11030 - cleaner, vehicles 
11060 - Elevator operator 
11090 - Gardener 
11122 - Housekeeping Aide 
11150 - Janitor 
11210 - Laborer, Grounds Maintenance 
11240 - Maid or Houseman 
11260 - Pruner 
11270 - Tractor Operator 
11330 - Trail Maintenance worker 
11360 - window cleaner 

12000 - Health occupations 
12010 - Ambulance Driver 
12011 - Breath Alcohol Technician 
12012 - certified occupational Therapist Assistant 
12015 - certified Physical Therapist Assistant 
12020.- Dental Assistant 
12025 - Dental Hygienist 
12030 - EKG Techn1cian 
12035 - Electroneurodiagnostic Technologist 
12040 - Emergency Medical Technician 
12071 - Licensed Practical Nurse I 
12072 - Licensed Practical Nurse II 
12073 - Licensed Practical Nurse III 
12100 - Medical Assistant 
12130 - Medical Laboratory Technician 
12160 - Medical Record Clerk 
12190 - Medical Record Technician 
12195 - Medical Transcriptionist 
12210 - Nuclear Medicine Technologist 
12221 - Nursing Assistant I · 
12222 - Nursing Assistant II 
12223 - Nursing Assistant III 
12224 - Nursing Assistant IV 
12235 - Optical Dispenser 
12236 - Optical Technician 
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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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12305 - Radiologic Technologist 
12311 - Registered Nurse t · 
12 312 - Registered Nurse II · . 
12313 - Registered Nurs~ IIr. Specialist 
12314 - Registered Nurse III · . , , . 
12315 - Registered Nurse III, Anesthetist 
12316 - Registered Nurse IV · . ·· 
12317 - scheduler (Drug and Alcohol Testing) 

13000 - Information And Arts occupations · .. 
13011 - Exhibits speCialist I· · , . 
13012 - Exhibits specialist II 
13013- Exhibits specialist III.,· 
13041 - Illustrator I . . ·. , 
13042 - Illustrator II 
13043 - Illustrator III 
13047 - Librarian 
13050 - Library Aide/Clerk . 
13054 - Library Information Technology Systems 
Administrator . · · . · · · 
13058 - Library Technician 
13061·- Media Spedalist I . 
13062 - Media specialist II 
13063 - Media Specialist III 
13071 - Photographer I 
13072 - Photographer II 
13073 - Photographer III 
13074 - Photographer 'IV 

:. \ 

13075 - Photographer v . 
13110 - Video Teleconference Technician 

14000 - Information Technol,ogy Occupations 
14041 - computer Operator I 
14042 - Conipute·r operator II 
14043 - computer Operator III 
14044 - Computer Operator IV 
14045 ·- Computer Operator v 
14071 - computer Programmer I 
14072 - computer Programmer II 
14073 - Computer Programmer III . 
14074 - computer Programmer IV . 
14101- computer systems Analyst I' 
14102 - Computer Systems Analyst II 
14103 ~ computer systems Analyst III 

(see 1) 
(see 1) 
(see 1) 
(see· 1) 
(see 1) 

· · (see 1) 

14150- Peripheral Equipment operator· . 
14160 - Personal Computer Support Technician 

15000 - Instructional occupations · 
15010 - Aircrew Training Devices Instructor (Non-Rated) 
15020. -. Ai rcrew Trainir1g Devices Instructor (Rated) 
15030- Air crew Training Devites Instru~to~·(Pilot) 
15050 - Computer Based Training Specialist I Instructor 
15060 - Educational Technolo9ist · 
15070 - Flight I~structo~ (Pllot) · 
15080 - Graphic Artist ·· 
15090 -.Technical Instructor · 
15095 - Technical Instructor/course Developer 
15110 - Test ·proctor · · · 

(see 1) 

15120. - Tutor 
16000 .;. Laundry, Dry-Cleaning, Presst'ng And Rela~ed occupations 

16010 .- Assembler 
16030 - counter Attendant 
16040 - Dry .cleaner 
16070 .- Finisher, Flatwork, Machine·\ . 
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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 
41.90 
46.09 
35.04 
30:46 
46.09 
22.70 
22.61 
27.44 
18.16 
18.16 

9.32 
9.32 

11.86 
9.32. 
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16090 - Presser, Hand 
16110 - Presser, Machine, Drycleaning 
16130 - Presser, Machine, Shirts 
16160- Presser, Machine, wearing Apparel, Laundry 
16190 - sewing Machine Operator 
16220 - Tailor 
16250 - washer, Machine 

19000 - Machine Tool Operation And Repair occupations 
19010 - Machine-Tool Operator (Tool Room) 
19040 - Tool And Die Maker 

21000 - Materials Handling And Packing occupations 
21020 - Forklift Operator 
21030 - Material coordinator 
21040 - Material Expediter 
21050 - Material Handling Laborer 
21071 - order Filler 
21080 - Production Line worker (Food Processing) 
21110 - shipping Packer 
21130 - shipping/Receiving clerk · 
21140 - Store Worker I 
21150 - stock clerk 
21210 - Tools And Parts Attendant 
21410 - warehouse Specialist 

23000 - Mechanics And Maintenance And Repair Occupations 
23010 - Aerospace Structural welder 
23021 - Aircraft Mechanic I 
23022 -Aircraft Mechanic II 
23023 - Aircraft Mechanic III 
23040 - Aircraft Mechanic Helper 
23050 - Aircraft, Painter 
23060 - Aircraft servicer 
23080 - Aircraft worker 
23110 - Appliance Mechanic 
23120 - Bicycle Repairer 
23125 - cable splicer 
23130 - carpenter, Maintenance 
23140 - carpet Layer 
23160 - Electrician, Maintenance 
23181 - Electronics Technician Maintenance I 
23182 - Electronics Technician Maintenance II 
23183 - Electronics Technician Maintenance III· 
23260 - Fabric worker 
23290 - Fire Alarm System Mechanic 
23310 - Fire Extin9uisher Repairer 
23311 - Fuel Distr1bution system Mechanic 
23312 - Fuel Distribution system operator 
23370 - General Maintenance worker 
23380 - Ground Support Equipment Mechanic 
23381 - Ground support Equipment servicer 
23382 - Ground support Equipment worker 
23391 - Gunsmith I 
23392 - Gunsmith II 
23393 - Gunsmith III 
23410 - Heating, ventilation And Air-conditioning 
Mechanic · 
23411 - Heating, ventilation And Air contditioning 
Mechanic (Research Facility) 
23430 - Heavy Equipment Mechanic 
23440 - Heavy Equipment Operator 
23460 - Instrument Mechanic 
23465 - Laboratory/Shelter Mechanic 
23470 - Laborer 
23510 - Locksmith 
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9.32 
9.32 
9.32 
9.32 

12.50 
13.33 
10.19 

19.18 
22.87 

15.02 
19.45 
19.45 
12.80 
13.57 
15.02 
13.52 
13.52 
11.85 
15.94 
15.02 
15.02 

30.47 
29.07 
30.47 
31.89 
19.71 
25.93 
22.61 
23.90 
17.18 
12.44. 
19.60 
17.25 
16.43 
20.94 
25.82 
27.21 
29.34 
16.68 
19.04 
15.48 
19.28 
16.29 
17.70 
29.07 
22.61 
23.90 
15.48 
17.79 
19.76 
19.50 

20.44 

19.71 
16.87 
22.51 
18.74 
12.10 
18.99 
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23530- Machinery Maintenanci Mechanic. 
23550 - Machinist, Maintenance ·· · 
23580 - Maintenance Trades Helper 
23591- Metrology Technician·! · 
23592 - Metrology Technician II , . 
23593- M~trol9gy Jechnician_~II 
23640 - M1llwr1ght · . 
23710 -.office Appliance Repairer 1 · 
23760 - Painter, Maintenance · 
23790 - Pipefitter, Maintenance 
23810 - Plumber, Maintenance · c 

23820- Pneudraulic Systems. Mechanic· 
23850 - Rigger ,. 
23870 - Scale Mechanic ,. 
23890 --sheet-Metal worker, Maintenancf:! 
23910 - small Engine Mechanic··. . · 
23931 - Telecommunications Mechanic I 
23932 - Telecommunications· Mechanic II 
23950 - Telephone Lineman 
23960 - Welder; Combination, Maintenanc.e· 
23965 - well Driller 
23970 - woodcraft .worker 

, 23980 - woodworker . . 
24000 - Personal Needs Occupations. 

24570 - child care'Attendant 
24580 - child care center,clerk 
24610 - chore Aide 
24620 - Family Readiness And support services 
Coordinator · . . i. . : ·' 

24630 - Homemaker. . · , . , 
25000 - Plant And Systell! Oper~tions Occupations 
' 25010 - Boiler Tender· . ·.·. · 

25040 - sewa~e Plant operator 
25070 - Stat1onary Engineer 
25190 - ventilation Equipment Tender 
25210 - water Treatment Plant Operator 

27000 --Protective service occupations 
27004 - Alarm Monitor . · 
27007 - Baggage Inspector 
27008 - Corrections Officer . 
~7010 - court security offic~r 
27030·.- Detection Dog Handler 
27040 - Detention officer · · 

. 27070 - Fi refi ghte r · 

. 27101 - Guard ~. 
27102 - Guard II . 
2 7131 - Po 1 i ce OffiCer 'I 

· 27132 - Police officer II. 
28000- - Recreadon occupations · 

28041 -:- carnival Equipment Operator 
28042 - Carnival Equipment Repairer 
28043 - Carnival. Equpment Worker 
28210 - Gate Attendant/Gate Tender 
28310 ~-Lifeguard · .· · ' 
28350 ~ Park Attendant (Aide) . 
28510 - Recreation Aide/Health' Facility Attendant 
28515 - lecreation Spe~ialist 
28630 ,. sp9rt~. official . . · , , 

: 28690 - Sw1mm1ng Pool ·operator : . 
. 29000 ;.. Stevedoring/Longshoremen occupation a 1 services 

29010 - Blocker And Bracer ·,. · · 
29020 - Hatch lender · 

. 29030 - Line Handler · 
Page 5 
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21.04 
17.89' 
13.22 
22.51 
23.59 
24.69 
22.28 
18.30 
16.85 
22.46 
21.38 
19.76 
21.28 
17.79 

.. ''•.' 
18.28 
17.03 
23.56 
24.66 
21.40 
17.75 
20.07 
19.71 
14.17 

10;73 
13.39 
8.60 

13.70 

17.11 

22.92 
17.52 
22.92 
15.57 
17.52 

,'' 

17.51 
14.10 

·, 18.17 
23.5,0 
16.92 
19.99 

. ' 22.87 
14.10 
16.92 
27.08 
30 .. 10 

12.31 
13.07 
9.50 

14.18 
11.19 

' ' 15.86 
11.57 

'18.00 
12.63 
21.99 

18.83 
,'/ ' 18.83 

18.83 
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29041 - Stevedore I 
29042 - Stevedore II 
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30000 - Technical Occupations 
30010 - Air Traffic control specialist, center (HFO) (see 2) 
30011 - Air Traffic Contra 1 Speci a 1 i st, Station .. (HFO) (see 2) 
30012 - Air Traffic control specialist, Terminal (HFO) (see 2) 
30021- Archeological .Technician I 
30022 - Archeological Technician II 
30023 - Archeological Technician III 
30030 - cartographic Techniciart 
30040 - Civil Engineering Technician 
30061 - Drafter/CAD operator I· 
30062 - Drafter/CAD Operator II 
30063 - Drafter/CAD operator III. 
30064 - Drafter/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 Assist~nt II 
30363 - Paralegal/Legal Assistant III · 
30364 - Paralegal/Legal Assistant IV 
30390 - Photo-Optics Technician · 
30461 - Technical writer I 
30462 - Technical Writer II . 
30463- Technical writer-III . . 
30491 - Unexploded Ordnance (UXO) Technician I 
30492 - unexp 1 oded ordnance · (uxo) rech!'li ci an ·II 
30493 - unexploded ordnance (UXO) Technician III· 
30494 - unexploded (uxo) safety Escort . · 
30495 - .unexploded (UXO) sweep Personnel 
30620 - Weather Observer, c::ombined Upper Air or (see 2) 
surface Programs· . · · · · · · · 
30621 - weather' observer, senior : · . . (see 2) 

31000 -: Transportation/Mobile Equ·ipmef'lt Operation ·occupations 
.31020 - BUS Ai~e- . . · . . . . . 
31030 - Bus Dr1ver 
31043 - Driver courier 
31260 - Parking· ·and Lot Attendant 
31290 ~:shuttle Bus Driver · 
31310 - Taxi Driver .. 
31361 ·- Truckdriver, ·Light . 
31362 -: Truckdriver, Medium -
31363 -::-Truckdriver, Heavy 
31364·~ Truckdriver, Tractor-Trailer 

99000 - Miscellaneous occupations 
· 99030 - cashier · · 

99050 - Desk clerk' 
99095 - Embalmer'. 
99251-- Laboratory 'Animal caretaker I 
99252 - Laboratory. Animal c~retaker II 
99310 - Mortician. · .. ·. 

:99410- Pest controller 
99510. -· Photofi ni shi ng worker 
99710 - Recycling Laborer . 

·99711 - R~cycling spec;:ialist 
.99730- Refuse Collector~· 
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16.91 
18.79 

37.81 
26.07 
28.72 
19.29 
22.30 
27.75 
27.75 
23.51 
20.07 

'22.40 
. 24.97 

30.73 
17.56 
19.70 
22.03 
27.30 
33.40 
40.41 
.24.73 
22.28 
27.75 
18.92 
23.44 
28.67 
34.70 
27.75 
25.09 
30.68 
37.13 
24.03 
29.08 
34.85 
24.03 
24.03 
24.97 

25.23 

10.18 
14.88 
16.55 

' 8:87 
18.09 
9.76 

18.09 
19 .. 69 
21.04' 
21.04 

9.76 
9. 75. 

22.34 
'10.86 

.' 11.87 
' 22.94 

18.98. 
14.89 
15.88 
19.54 
14.05 
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sales clerk 99810 -

99820 -
99830 -
99831 -
99832 
99840 
99841 
99842 

school crossing .Guard 
survey Party chief · · 
surveying Aide. 
surveying Technician 

- vending Machine Att~ndant 
- vending Mac; hi ne Rep a i re r . 
- vending Machine Repairer Helper 

ALL OCCUPATIONS LISTEI) ABOVE RECEIVE THE FOLLOWING BENEFITS:· 

13.65 
9.97 

23.31 
13.96 
17.89. 
14.09 
17.03 
14.05 

HEALTH & WELFARE: $3.50 per hour or $140~oo per week or '$6p6.67 per month 

VACATION: 2 weeks paid vacation afte~ 1 year of service~itt1·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 often paid holidays per year, New Year's Day, Martin Luther 
King J r' s Birthday, washington's Birthday, Meniori a 1 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 plancommunicat~d to th~ employees involved.) (See 29 CFR 4174) 

. . ' 

THE OCCUPATIONS WHICH HAVE NUMBERED. FOOTNOTES IN PARENTHESES R~CEIVE 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 sala~y or fee·basis at a rate not less than $455 per 
week) an hour would likely qualify as exempt computer profe.ssionals, (29 C.F.R. 541. 
400) wage rates may not be listed_on this wage determination for all occupations 
within those job families. In addition, 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 prevailing 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 employee is nonexempt but neverthe.less 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 t-Itles vary widely and change quickly in· the computer 
industry_, job titles are not determinative of the application of t~e computer 
professional exemption. Therefore-; the exemption.applies only to· computer employees 
who satisfy the compensation· requirements,and whose primary duty consists of: 

(1) The application of systems analysis techniq~es and procedures, including ·-
consulting with users, to determine hardware, software or system functional . · 
speci fi cations; . · · · · . . 

. (2) 'The design, development, documentation, analysis, creation, testing or 
modification of computer systems or proQrams, including prototypes, based on and 
related to user or sys_tem desiQn ·specif1cations; . ·. . . 

. (3) The· design,· documentat1on, testing, creation or modification of computer 
· ·Page 7 · 
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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 Gam. 
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 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 workinQ with or 
in close proximity to ordinance, explosives, and incendiary materials. Th1s 
includes work such as screening, blending, dying, mixing, and pressing of sensitive 
ordance, explosives, and pyrotechnic 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, explosives 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 possibly adjacent to) explosives and incendiary materials 
which involves 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 haulinQ of ordance, explosive, and 
incendiary ordnance material other than small arms ammun1tion. These differentials 
are only applicable to work that has been specifically 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 
local 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 hourly 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. 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 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 
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 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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