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1. General· 

,'·,;,' 

U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (Scossj · 

. HSSCGG-IO-R~00022 
/ ' 

SC~DULE OF SERVICES 

This is a Task Order Request for Proposals (TORFP) issued under the Department of 
Homeland Security (DHS) Program Management,. Administrative, Clerical, and 
Technica.l ser-Vices Functional Category 2 contracts (PACTS FC2) with provisions for 
fixed unit price and labor hour Contract Line Item Numbers (CLINs). The contract 
period of performance shall be a base year of twelve months commencing on the date 
specified'in theA ward do~ument. Full·contract performance will not begin until 
satisfactory personnel employment suitability clearances have been received and 
successfully processed by the ·usCIS Security Office and a written Notice to Proceed is 
issued by the Contracting Officer. In a~dition, the contract contains three (3) option 

. periods of 12months each to· extend the period of performance. Ex~rcise of the option 
peri~ds is the sole prerogative of the Go,vemment. .· · ..... 

' ' 

Two task orders will be awarded from this solicitation. ·One will be for the Nebraska 
and Texas Service .Centers and the other will be for the California. and Vermont 
Service Cen,ters. Offerors may submit a proposal for _one or the other or may submit a 
proposal for both. Both awards will not be made to the same Offeror. Complete Group 
A CLINs if submitting a proposal for the NtJbrask~exas Service Center contract , 
Complete Group B CL/Ns if submitting a proposai fo.r the California/Vermont Service 
Center contfact If submitting a proposal for both contracts, please complete both .. 
GroupA and Group B CLINs. · · 

Please not~ that Group A (Nebraska and Texas)has a total of8 CLINS and Group B . 
(California and Vermont) has a total'of 10 CLINS. This is because Group B has two • 
additional t;lsks performed for the Fraud Detectiort and National Security (FDNS) 
Directorate ofUSCIS. . . 

2. Price Schedule 

1Jte Offeror shall provid~ pricipg in accordance with the instru~tions bel<?w. 
. ~ ' . 

DESCR.IPTION 

Provide Service Center Operations Support Services.(SCOSS) in accordance with the 
· Performanc~ Work Statenwnt to include file Operations Support, Data Collection 
S~ppol\ Fee Collection, and Mail operations Support. 

' TRANSITION IN (CLIN 0001) 

Perform Task Order Trarishion Services in accordance with.the PWS~ P~agraph 4.7. · 
'This Labor Hour priced CLIN will inc~ude all costs incurred by the offeror in the period 
betwee11 contract award and the.notice to proceed date of the initial task. order. It is . · 

·'t' 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

expected that this will not exceed 60 days. Performance of the work under this CLIN 
will be in accordance with the Performance Work Statement (PWS). 

PROGRAM MANAGEMENT CCLINs 0002. 1002. 2002 & 3002) 

Perform Program Management in accordance with the PWS, Paragraph 4.8. This fixed 
price per month CLIN includes all costs, by sub CLIN, incurred for the management of 
each service center, plus any program management services provided for USCIS 
Headquarters. Include all program management labor, office space, travel and other costs 
as appropriate. Performance of the work under this CLIN will be in accordance with the 
Performance Work Statement (PWS). · 

MAIL OPERATIONS SUPPORT CCLINs 0003. 1003.2003 & 3003) 

Perform Mail Operations Support in accordance with the PWS, Paragraph 4.1 & 4.2. 
Mail Operations Support shall be priced on a fixed unit price basis per piece of mail 
processed to include incoming and outgoing mail and incoming and outgoing files from 
Lockbox, other service centers, or any other sources external to the specific service center 
in question. The fixed unit price shall include all labor, indirect costs, other direct costs · 
and profit for performing Mail Operations Support in accordance with the PWS. 

DATA COLLECTION SUPPORT CCLINs 0004. 1004. 2004 & 3004) 

Perform Data Collection Support in accordance with the PWS, Paragraph 4.1 & 4.3. 
Data Collection Support shall be 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 Form Types per Tier). If the number of forms 
processed fits into the first range quantity, that particular rate will be paid for the total 
number of forms processed. If the number of forms processed exceeds the first range 
quantity and fits into the second range quantity, the rate paid will be that for the second 
range for the entire number of forms processed. The fixed unit price shall include all 
labor, indirect costs, other direct costs and profit for performing Data Collection Support 
in accordance with the PWS. The sub CLIN extended estimated price shall reflect Range 
1 (Expected Range) x 10 or 12 months, as appropriate. (For example: Group A­
Nebraska Service Center Range 1 Qty for Tier 1 is 1 - 30,000. Multiply 30,000 x the 
proposed rate. This is done for each Tier. Add all Tier amounts together and multiply x 
10 or 12 months, as appropriate). The total CLIN extended estimated price will reflect 
the addition of both sub CLIN totals for Range 1, Range 2, and Manual Rejects. · 

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

Perform Fee collection in accordance with the PWS, Paragraph 4.1 & 4.4. Fee Collection 
shall be priced on·a fixed unit price per fee instrument processed. The fixed unit price 
shall include all labor, indirect costs, other direct costs, and profit for performing Fee 
Collection in accordance with the PWS. 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

FILE OPERATIONS SUPPORT CCLINs 0006,1006.2006 & 3006) 

Perfonn File Operations Support in accordance with the PWS, paragraph 4.1 & 4.5. File 
Operations Support shall be priced on a Labor Hour basis in accordance with the labor 
rates in the underlying PACTS FC2 contract of the Offeror. The estimated costs 
proposed shall include all labor direct. and indirect costs. 

CENTER FOR FRAUD DETECTION OPERATION CCFDOl AND 
ADMINISTRATIVE SITE VISIT AND VERIFICATION PROGRAM CASVVP) 
DATA COLLECTION SUPPORT FOR THE FRAUD DETECTION AND 
NATIONAL SECURITY DIRECTORATE OF USCIS CCLINs 0007, 1007,2007 & 
3007 for CFDO and CLINs 0009. 1009. 2009 & 3009 for ASVVPl 

Perfonn CFDO and ASVVP data collection support in accordance with the PWS, Section 
4.6. Data collection support shall be priced on a fixed unit price basis per fonn 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 CCFDOl AND 
ADMINISTRATIVE SITE VISIT AND VERIFICATION PROGRAM (ASVVP) 
FILE OPERATIONS SUPPORT FOR THE FRAUD DETECTION AND 
NATIONAL SECURITY DIRECTORATE OF USCIS (CLINs 0008. 1008.2008. 
3008 for CFDO and CLINs 0010. 1010. 2010. & 3010 for ASVVPl 

Perfonn CFDO and ASVVP file operations support in accordance with the PWS, Section 
4.6. File operations support shall be priced on a Labor Hour basis in accordance with the 
labor rates in the underlying PACTS FC2 contract of the Offeror. The estimated costs 
proposed shall include all labor direct and indirect costs. 

TRANSmON OUT CCLIN 0009. 1009. 2009. 3009 for NE and TX- CLIN 0011. 
1011. 2011 3011 for CA and YTl 

Upon completion of the authorized period ofperfonnance 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 Perfonnance Work Statement and those required by 
FAR 52.237-3. 

Base Period: 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 and continue for 10 months. 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

GROUP A: Nebraska Service Center & Texas Service Center 

CLIN Descriotion 
EST. 
OTY 

EXTENDED 
ESLPRICE 

0001 Transition 

OOOlAA Nebraska Service Center 
Estimated Hours for 60 Days ___ _ 

EstilPated Priee 
PACTSFC2 Estimated PACfSFC2 (Est. Hours 1 

Labor Category Hours Rate Proposed Rate Proposed Rate) 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Total Hours (NTE) Total Estimated Price $ 

OOOlAB Texas Service Center 
Estimated Hours for 60 Days ___ _ 

Estimated Price 
PACTSFO Estimated PACTSFCl (Est. Hours x 

Labor Category Hours Rate Proposed Rate Prouosed Rate) 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Total Hours (NTE) Total Estimated Price $ 

OOOlAC Headquarters 
Estimated Hours for 60 Days ___ _ 

Estimated Priee 
PACTSFC2 Estimated PACfSFC2 (Est. Boars x 

Labor Category Hours Rate Proposed Rate - 'Rate) 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Total Hours (NTE) Total Estimated Price $ 

TOTAL CUN OOOIAA ESTIMATED PRICE $:....__ _____ _ 

TOTAL CUN OOOlAB ESTIMATED PRICE $ ______ _ 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

TOTAL CLIN OOOlAC ESTIMATED PRICE.$. ___ ___;_ __ _ 

TOTAL CLIN 0001 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska, Texas, ·and Corporate-Based) 

EST. 
CLIN Descriotion OTY ·UNIT PRICE . '• 

0002 PROGRAM MANAGE;MENT FOR NEBRASK!\, TEXt\,S,.~nd CORPORATE HEADQUARTERS 
• • ,•' ',. I I 

0002AA NEBRASKA SERVICE CENTER 10 MONTH . 

. . 0002AB TEXAS SERVICE CENTER 

0002AC HEADQUARTERS 

TOTAL CLIN 0002 ESTIMATED PRICE 
(Combined Nebraska, Texas & Headquarters) 

CLIN Description 

0003" MAIL OPERATIONS SUPPORT 
FOR NEBRASKA and TEXAS 

0003AA Nebraska Service Center 

Incoming Mail 
Outgoing Mai. 

Incoming Files 
Outgoing Files 

10 .MONTH 

10 MONTH' 
··.· 

EST. 
OTY 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

TOTAL CLIN 0003AA EXTENDED ESTIMATED PRICE 

0003AB · Texas Service ¢enter 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Fil~ 

1,200,000 
2,400,000_ 

1,000,000 
1,000,000 

TOTAL CLIN 0003AB ExTENDED ESTIMATED PRICE 

. TOTAL CLIN 0003 PRICE 
(Combined Nebraska & Texas) 

Page7 

$. ___ _ 

" $. ____ _ 

$. _______ _ 

UNIT EXTENDED 
PRICE EST. PRICE 

Per Piece 

$ $ 
: $ ' $ 

$ $ 
.c $ $ 

$ 

$, ___ _..;__ 
$. __ __;__ 

$. __ _ $. ___ _;__ 
$, ____ ., $, ____ _ 

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

HSSCCG-1 0-R-00022 

0004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

Dest.ription Tier Level & · PrieePerForm- Price Per Form • 
Fields Per Range 1 Rangel 
Form Qty Per Montb QtyPer 

Month 
0004AA Nebraska 1-30,000 30,001 - 60,000 

Service 
Center 

Tier l 
l-30 Fields $ $ 

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

Tier2 
Over30 $ $ 
Fields 

Nebraska 1-3,000 3,001-10,000 
Service 

1 

Center \ 
Manual 
Rejects, all $ $ 
Fonns 

CLIN 
0004AA 
Extended 
Estimated 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 1 
(Combined Nebraska & Texas) 

s ____ _ 

Page 8 

8 



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

· HSSCCG-1 0-R-00022 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 2 
(Combined Nebraska & Texas) 

$, ____ _ 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED MANUAL 
BEJECTS. ALL FORMS (Combined Nebraska & Texas) 

TOTAL CLIN 0004 PRICE 
(Combined Nebraska & Texas) 

CLIN Description 

0005 FEE COLLECTION 
SUPPORT 

OOOSAA Nebraska Service Center 

OOOSAB Texas Service Center 

EST. 
OTY 

Per Fee 
Instrument 

30,000/yr 

50,000/yr 

TOTAL CLIN 0005 EXTENDED ESTIMATED PRICE $ 
(Combined Nebraska & Texas) 

CLIN Description 

0006 FILE OPERATIONS SUPPORT 
NEBRASKA and TEXAS 

0006AA Nebraska Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

OTY UNIT 

10 Month 

Estimated PACTSFC2 
Hours Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Page9 

$. ____ _ 

$. ____ _ 

UNIT EXTENDED 
PRICE EST. PRICE 

$ $ 

$ $ 

PRICE PRICE 

Estimated Priee 
(EstHoursx 

Proposed Rate Prooosed Rate) 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 
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I Total Hours (NTE) 

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

HSSCCG-1 0-R-00022 

I Total Estimated Price 

0006AB Texas Service Center 
Hours per Month 

PACTSFC2 Estimated PACTSFC2 
Labor Category Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN -6AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0006 ESTIMATED PRICE $.~-----­
(Combined Nebraska & Texas) 

CLIN Description OTY UNIT PRICE 

0007 FDNS DATA COLLECTION SUPPORT for CFDO 

0007AA Deseriptioa Tier Level& Qty Per Month Priee 
Fields Per 
Form 

1-900 Priee Per Form 
Nebraska Tier2 
Service Over30 
Center Fields $ 

1-900 Extended Priee 
Nebraska Tier2 
Service Over30 
Center Fields $ 

r~ ~l~ m:- ·:1:~ ~ilf ·,~~ -~~ :f1W *i~ .ll F 1fff mE ;;!~ ~g ~~: i.~ I rilf ~~ 'iilf ~ di -r'~ r -~ r;r;#~ ':~~ ffl~ mr:~ i~ - ~ .1!--'lE ii~~ ~ ~:::- lW -~ ~~ 

0007AB Descriptio a Tier Level& Qty Per Month Priee 
Fields Per 
Form 

l-400 Priee Per Form 
Texas Tier2 
Service Over 30 

Page 10 

Is 

Estimated Price 

(Est. Hours 1 

Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 
$ 

$ 

$ 

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

HSSCCG-10-R-00022 

Center Fields $ 
1-400 Extended Price 

Texas Tier2 
Service Over30 
Center Fields 

~ , :"~ . " -~ , ='J~ ~ ~ :if ~t• :r11 ~ :;:;t: 1 I .,;i! 1 
t if! '

1
: 

7 i't" ~~Itt • ~ .~; ~~~· .:ijf\:~ ;~~~: : 11~ 
11 

:~~ : • illf • lffi 
1
• !J"ffi • ~ lr' , 

"" • , , , .Ia ml!, .I . iill.l ,,i, ' "" "' '' L. ' ilL ,., ' UJt' .. I ··lli. ill! • 1lJi Til, • •• 

TOTAL CLIN 0007 EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined Nebraska & Texas) 

0008 FDNS FILE OPERATIONS SUPPORT for CFDO 
NEBRASKA and TEXAS 

0008M Nebraska Service Center 
Hours per Month 

PACfSFCl 
Labor Category 

Estimated 
Hours 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

10 Month 

PACfSFCl 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

0008AB Texas Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Total Hours (NTE) 

Estimated PACfSFCl 
Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 
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Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

TOTAL CLIN 0008AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0008AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0008 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska & Texas) 

CLIN Description OlY 

0009 Transition Out 

Not Separately Priced Option 

EST. PRICE 

GROUP B: California Service Center & Vermont Service Center 

CLIN Description 

Transition 

OOOIAA California Service Center 

EST. 
OlY 

Estimated Hours for 60 Days ___ _ 

PACISFO &timated 
Labor Category Holll'S 

Total Hours (NTE) 

OOOIAB Vermont Service Center 
Estimated Hours for 60 Days ___ _ 

PAC'fSFO Estimated 
Labor Category Hours 

Total Hours (NTE) 

OOOIAC Headquarters 
Estimated Hours for 60 Days ___ _ 

PACTSFO Estimated 

PACISFCl 
Rate 

$ 

$ 

$ 

$ 

EXTENDED 
EST, PRICE 

Estimated Priee 

(Est. Boars x 
'Proposed Rate Rate) 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price $ 

Estimated Priee 
PACTSFC2 (Est. Hours lC 

Rate Proposed Rate Pi'OPOSed Rate) 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Total Estimated Price. $ 

PACISFCl Proposed Rate I Estimated i!1;J 
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Labor Category 

Total Hours (NTE) 

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

HSSCCG-1 0-R-00022 

Hours Rate 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

TOTAL CLIN OOOIAA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN OOOIAB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN OOOIAC ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0001 ESTIMATED PRICE $:------­
(Combined California, Vermont, and Headquarters) 

CLIN Deseription 
EST. 
OTY UNIT PRICE 

(Est. Hours x 
Proposed Rate} 

$ 

$ 

$ 

$ 

$ 

0002 PROGRAM MANAGEMENT FOR CALIFORNIA, VERMONT, and HEADQUARTERS 

0002AA California SeJVice Center lO Month $. ___ _ 

0002AB V ennont SeJVice Center 10 Month $. ___ _ 

0002AC Headquarters 10 Month $ ___ _ 

TOTAL CLIN 0002 ESTIMATED PRICE 
(Combined California, Vermont, and Headquarters) 

EST. UNIT 
CLIN Dessriotion OTY PRICE 

0003 MAIL OPERATIONS SUPPORT Per Piece 
FOR CALIFORNIA and VERMONT 

0003AA California Service Center 

Incoming Mail 1,200,000 $ 
Outgoing Mail 2,400,000 $ 

Incoming Files 1,000,000 $ 
Outgoing Files 1,000,000 $ 

TOTAL CLIN 0003AA EXTENDED ANNUAL ESTIMATED PRICE 
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$. ___ _ 

EXTENDED 
EST. PRICE 

$ 
$ 

$ 
$ 

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

HSSCCG-1 0-R-00022 

0003AB Vermont Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

$. __ _ 
$ __ _ 

$. ___ _ 
$. __ _ 

$:..._ __ _ 
$:..._ __ _ 

$ ____ _ 
$ ___ _ 

TOTAL CLIN 0003AB EXTENDED ESTIMATED PRICE $. ____ _ 

TOTAL CLIN 0003 PRICE 
(Combined California & Vermont) 

$~----

0004 DATA COLLECTION SUPPORT FOR CALIFORNIA and VERMONT 

Destriptioa TterLevel& Priee Per Form - Price Per Form-
Fields Per Rangel Rangel 
Form ·''.' Qty Per Month QtyPer 

~,. Month 
0004AA California 1-40,000 40,001 - 80,000 

Service 
Center 

Tier I 
1-30 Fields $ $ 

California l-20,000 20,001 - 40,000 
Service 
Center 

Tier2 
Over 30 $ $ 
Fields 

California 1-3,000 3,001 - 10,000 
Service 
Center 

Manual 
Rejects, all $ $ 
Forms 

CLIN 
0004AA 
Extended 
Estimated 
Price $ 

~ ~~ ·~! ~~ 1 ~ ~-~ ~~ ~~ ~~ ~ ~j F~~ ~ ~ :~ q~ ~ ~~ '-~ ~~ ~ri ~ l~ '* ~~ ~: ~ ~"'* :i :~ ~ ~ :~ ~ ~ "1(; ~ ~· f ·~~~I~- I~~ 
0004AB Vermont 1-40,000 40,001 - 80,000 

Service 
Center 

Tier I 
1-30 Fields $ $ 

Vermont l-20,000 20,001 - 40,000 
Service 
Center 

Tier2 
Over30 $ $ 
Fields 

Vermont 1-3,000 3,001-10,000 
Service 
Center 
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CLIN0004B 
Extended 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

Manual 
Rejects, all $ $ 
Fonns 

$ 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 1 
(Combined California & Vennont) 

$. ____ _ 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 2 
(Combined California & Vennont) 

$. ____ _ 

TOTAL CLIN 0004AA and CLIN 0004AB EXTENDED ESTIMATED PRICE FOR EXPECTED MANUAL 
REJECTS. ALL FORMS (Combined California & Vennont) 

TOTAL CLIN 0004 PRICE 
(Combined California & Vennont) 

CLIN Description 

0005 FEE COLLECTION 
SUPPORT 

0005AA California Service Center 

OOOSAB Vennont Service Center 

EST. 
OTY 

Per Fee 
Instnament 

400,000/yr 

400,000/yr 

TOTAL CLIN 0005 EXTENDED ESTIMATED PRICE 
(Combined California & Vennont) 

CLIN Descriotion 

0006 FILE OPERATIONS SUPPORT 
CALIFORNIA and VERMONT 

OTY UNIT 

10 Month 

Page 15 

$ ____ _ 

$. ____ _ 

UNIT EXTENDED 
PRICE EST. PRICE 

$ $ 

$ $ 

$ 

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

HSSCCG-1 0-R-00022 

0006AA California Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Estimated 
Hours 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACTSFC:Z 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

0006AB Vennont Service Center 
Hours per Month 

PACISFC:z 
Labor Category 

Estimated 
H0t1rs 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACfSFC2 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

.$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 0006AA ESTIMATED PRICE .. _______ _ 

TOTAL CLIN 0006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0006 ESTIMATED PRICE $. ______ _ 
(Combined'Califomia & Vennont) 

Page 16 

Estimated Prite 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Priu 
(Est. Hours x 
~Ra~ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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CLIN Description 

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

HSSCCG-1 0-R-00022 

OTY UNIT PRICE 

0007 FDNS DATA COLLECfiON SUPPORT FOR CFDO 

0007AA 

0007AB 

Deseriptioa 

California 
Service 
Center 

California 
Service 
Center 

Deseription 

Vennont 
Service 
Center 

Vennont 
Service 
Center 

Tier Level& 
Fields Per 
Fonn 

Tier2 
Over30 
Fields 

Tier2 
Over 30 
Fields 

Tier Level& 
FleldsPer ·.·· 
Fonn ·; 

Tier2 
Over 30 
Fields 

Tier2 
Over 30 
Fields 

Qty Per Month Price 

1-700 PrkePerFonn 

$ 
1-700 Annual 

Extended Prke 

$ 

Qty Per Month Price 

1-700 Priee Per Fonn 

S. 
1-700 Annual 

Extended Priee 

TOTAL CLIN 0007 EXTENDED ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined California & Vermont) 

0008 FDNS FILE OPERATIONS SUPPORT FOR CFDO 
CALIFORNIA AND VERMONT 

0008AA California Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Estimated 
Boars 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$. ______ _ 

10 Month 

PACTSFCl 
Rate Proposed Rate 

$ 

$ 

·$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 
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Estimated Priee 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

0008AB Vermont Service Center 
Hours per Month 

PACTSFO Estimated PACISFCl 
Labor Category Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 0008AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0008AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 0008 ESTIMATED PRICE $. ______ _ 
(Combined California & Vermont) 

CALIFORNIA and VERMONT ONLY 

CLIN Description OTY 
0009 FDNS DATA COLLECTION 

SUPPORT FOR ASVVP 10 MO 

CLIN Deserintion UNIT 
0009AA Deserlptioa Tier Level&· 

Fields Per 
Form 

California Tier2 
Service Over30 
Center Fields 

California Tier2 
Service Over 30 
Center Fields 

OTY 
Qty Per Mondl 

l-1040 

1-1040 

PRICE 
Prite Per Form 

$ 
Extended 
Estimated Price 

s 
~~~~ F!W i 1~~;r,; ~:; m1~ ~ ·~ ~)!! ~m~ ~n& ~€ .;,; ;~~"·\.~ -~f ~~~ ~~-~r~~ ~ ~1~ :·: :; ~- ~~ ~~ ~ ~~ ~.~ ~~ !~ ~ ~~~~~ ; r~~ ;;;~~ -~~~ ~r~~~~~ 
0009AB Deseripfion Tier Level& Qty Per Mood! Price Pe.r Form 

JraeldsPer 
Form 

Vermont Tier2 l-1040 
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Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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Service 
Center 

Vermont 
Service 
Center 

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

HSSCCG-1 0-R-00022 

i 

Over 30 I 

Fields $ 
Extended 
Estimated Price 

Tier2 1-1040 
Over 30 
Fields 

i 
$ 

I 

TOTAL CLIN 0009AA and CLIN 0009AB EXTENDED ESTIMATED PRICE FOR EXPECTED QUANTITY 
PER MONTH RANGE , 
(Combined California & Vermont) 

i 

I 

$, ____ _ 

0010 FDNS FILE OPERATIONS SUPPORT FOR ASVVP 10 Montb 
CALIFORNIA AND VERMONT ; 

OOIOAA California Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Total Hours (NTE) 

OOIOAB Vermont Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Total Hours (NTE) 

Estimated 
Hours 

i 

I 

I 

I 

I 

' 

I 

I 

I 

i 

Estimated 
Boars 

i 

I 

I 

I 

I 

I 

I 

I 

I 

PACTSFCl 
Rate Proposed Rate 

s $ 

s s 
$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

PACTSFCl 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 
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Estimated Price 

(Est. HO'IIn x 
Prooosed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 

(EsLHoanx 
Prooosed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

TOTAL CLIN 0010AA ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 0010AB ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 0010 ESTIMATED PRICE $, ______ _ 
(Combined California & Vennont) 

CLIN Destription OTY 

0011 Transition Out 

Not Separately Prieed Option 

EST. PRICE 

TOTAL BASE YEAR$, ____ _ 

Ootion Year 1: The period of performance shall commence upon the date specified 
in the Modification Document signed by the Contracting Officer and continue for 12 
months. 

GROUP A: Nebraska Service Center & Texas Service Center 

CLIN Destription 

ANNUAL 
EST. 
OTX UN1T . PRICE 

1002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and HEADQUARTERS 

l002AA Nebraska Service Center 12 Month $. ___ _ 

1002AB Texas Service Center 12 Month $. ___ _ 

1002AC Headquarters 12 Month $. ___ _ 

TOTAL CLIN 1002 ANNUAL ESTIMATED PRICE 
(Combined Nebraska, Texas, and Headquarters) 

CLIN Dessription 

1003 MAIL OPERATIONS SUPPORT 
FOR NEBRASKA and TEXAS 

ANNUAL 
EST. 
OTX 

Page 20 

UNIT 
PRICE 

PerPieee 

$. ___ _ 

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

HSSCCG-1 0-R-00022 

1003AA 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 ANNUAL ESTIMATED PRICE 

1003AB 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 ANNUAL ESTIMATED PRICE 

TOTAL CLIN 1003 PRICE 
(Combined Nebraska & Texas) 

1004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

$. ____ _ 
$. ____ _ 

$. ____ _ 
$. ____ _ 

$. ____ _ 
$. ____ _ 

$. ____ _ 
$. ____ _ 

$. ____ _ 

$. ____ _ 

Deseription Tier Level & ; Price Per Form - Price Per Form-
Faelds Per ,,;~ Range 1 Rangel 
Form 

' ~~ · Qf1 Per Month QtyPer ·"; 
; '.·t-~· 

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

Service 
Center 

Tier 1 
1-30 Fields $ $ 

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

Tier2 
Over 30 . $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Fonns 

CLIN 
1004AA 
Extended 
Annual 
Estimated $. ___ _ 

Price 

Page 21 
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Sen ice 
Center 

Texas 
Sen ice 
Center 

Texas 
Sen ice 
Center 

CLIN 
1004AB 
Extended 
Annual 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

Tier l 
l-30 Fields $ $ 

1-30,000 30,001 -60,000 

Tier2 
Over 30 $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Forms 

$ 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 1 (Combined Nebraska & Texas) 

$. ____ _ 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Combined Nebraska & Texas) 

$. ____ _ 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL REJECTS, ALL FORMS (Combined Nebraska & Texas) 

TOTAL CLIN 1004 PRICE 
(Combined Nebraska & Texas) 

CLIN Description 

1005 FEE COLLECTION 
SUPPORT 

1005AA Nebraska Service Center 

IOOSAB Texas Service Center 

ANNUAL 
EST. 
OTY 

Per Fee 
Instrument 

30,000/yr 

50,000/yr 

Page 22 

$. ____ _ 

$. ____ _ 

UMT EXTENDED 
PRICE EST. PRICE 

$ $ 

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

HSSCCG-I 0-R-00022 

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

CLIN Description 

. 1006 FILE OPERATIONS SUPPORT 
NEBRASKA and TEXAS . 

I 006AA Nebraska Service Center 
Hours per Month 

PACI'SFC2 
Labor Category 

Total Hours (NTE) 

1006AB Texas Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Total Hours (NTE) 

OTY UNIT PRICE 

12 Month 

Estimated PACTSFC2 
Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

.. Total Estimated Price 

Estimated PACTSFC2 
Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

Page 23 

$. ____ _ 

PRICE 

Estimated Priee 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Priee 

(EstBonrsx 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

TOTAL CLIN 1006AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1006 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska & Texas) 

CLIN Descriotion OTY UNIT PRICE 

1007 FDNS DATA COLLECTION SUPPORT for CFDO 

1007AA Deseription TaerLevel& Qty Per Mouth Pritt 
F'tddsPer 
F•rm 

1-900 Price Per Form 
Nebraska Tier2 
Service Over 30 
Center Fields $ 

1-90.0 Annual 
Extended Price 

Nebraska Tier2 
Service Over 30 
Center Fields $ 

~: ~~ -- ~ :;.~ ~ i'~~ ~ -~ :!~ ~;:Eli~=~ !iE;.: ~ £~1: :HE~~ ~~ • ~ : "4' ~ .~ :.~ ~ :-:: ~~ !~ ,!1£ :li ~ ~ ~~ ~ ~_,. 
1007AB Destription Tier Level & . · Qty Per Month Priee 

F'aeldsPer ;· 

Ferm 
1-400 Price Per Form 

Texas Tier2 
Service Over30 
Center Fields $ 

1-400 Annual 
Extended Price 

Texas Tier2 
Service Over30 
Center Fields 

I :::11" -~ •:;::: = ::'llr.: " '"I~ m:: .;r.r :::r.: : 

: i' l :;~, :m: ~~- ~~ t :,:1 ~~- -~ ::. -. ~ '~ ~~ ;r.: .. ~ -: :; ! " ~ =' ~ = Jl;~~mtR~ 

TOTAL CLIN 1007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined Nebraska & Texas) 

CLIN Description OTY 

1008 FDNS FILE OPERATIONS SUPPORT for CFDO 
NEBRASKA and TEXAS 

1008AA Nebraska Service Center 
Hours per Month 

PACTSFCl Estimated 

UNIT 

12 

PACTSFC2 

Page24 

PRICE 

Month 

Proposed Rate I Estimated Price I 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

~-

Labor Category Hours Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

1008AB Texas Service Center 
Hours per Month 

PACI'SFC2 
Labor Category 

Estimated 
Boars 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACI'SFC2 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 1008AA ESTIMATED PRICE $ ______ _ 

TOTAL CLIN 1008AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1008 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska & Texas) 

(EstHoursx 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 
(EstHoursx 
Pri)~Ra~} 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

CLIN Description OIT EST. PRICE 

1009 Transition Out 

Not Separately Priced Option 
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25 



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

HSSCCG-1 0-R-00022 

GROUP B: California Service Center & Vermont Service Center 

CLIN Description 

ANNUAL 
EST. 
OTY UNIT PRICE 

1002 PROGRAM MANAGEMENT FOR CALIFORNIA, VERMONT, and HEADQUARTERS 

1002AA California Service Center 12 Month $. ___ _ 

1002AB Vennont Service Center 12 Month $. ___ _ 

l002AC Headquarters 12 Month $. ___ _ 

TOTAL CLIN 1002 ANNUAL ESTIMATED PRICE 
(Combined California, Vennont, and Headquarters) 

CLIN Description 

ANNUAL 
EST. 
OTY 

1003 MAIL OPERATIONS SUPPORT 
FOR CALIFORNIA and VERMONT 

l003AA California Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

UNIT 
PRICE 

Per Piece 

$. __ _ 
$. __ _ 

$. __ _ 
$. __ _ 

TOTAL CLIN 1003AA EXTENDED ANNUAL ESTIMATED PRICE 

1003AB Vennont Service Center 

Incoming Mail 1,200,000 $ 
Outgoing Mail 2,400,000 $ 

Incoming Files 1,000,000 $ 
Outgoing Files 1,000,000 $ 

TOTAL CLIN 1003AB EXTENDED ANNUAL ESTIMATED PRICE 

TOTAL CLIN 1003 PRICE 
(Combined California & Vermont) 

1004 DATA COLLECTION SUPPORT FOR CALIFORNIA and VERMONT 

$. ___ _ 

EXTENDED 
EST. PRICE 

$. ____ _ 
$. ____ _ 

$. ____ _ 
$. ____ _ 

$ 
$ 

$ 
$ 

$. ____ _ 

Deseriptioa TJerLevel& Priee Per Form - Priee Per Form -
Fields Per Range l Rangel 
Form Otv Per Month OtvPer 
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1004AA CaUfomia 
Service 
Center 

California 
Service 
Center 

CaUfomia 
Service 
Center 

CLIN 
1004AA 
Extended 
Annual 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

Month 
1-40,000 40,001 - 80,000 

Tier I 
1-30 Fields $ $ 

1-20,000 20,001 - 40,000 

Tier2 
Over 30 $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Fonns 

s 
. : ·: '! ,- In:: !I: i ~ ,;; I . ~ w '~ ; ' JJE ,, ~ . -~~2 Tit£ ~~~ " ' 

--.. ~ ' ~ --
,. 

-- ~~ -- .E _, ~~ , ='~ ~~ ' . :; 
,, 

'" -- : ~ ~~ ~~ 

1004AB Vermont 1-40,000 40,001 - 80,000 
Serviee 
Center 

Tier I 
1-30 Fields $ $ 

Vermont 1-20,000 20,001 - 40,000 
Serviee 
Center 

Tier2 
Over30 $ $ 
Fields 

Vermont 1-3,000 3,001 - 10,000 
Serviee 
Center 

Manual 
Rejec~ all $ $ 
Fonns 

CLIN 
1004AB 
Extended 
Annual 
Estimated s 
Price 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 1 (Combined California & Vennont) 

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

HSSCCG-10-R-00022 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Combined California & Vermont) 

s. ____ _ 

TOTAL CLIN 1004AA and CLIN 1004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL REJECTS, ALL FORMS (Combined California & Vermont) 

TOTAL CLIN 1004 PRICE 
(Combined California & Vermont) 

ANNUAL 
EST. 

CLIN Description OTX 

1005 FEE COLLECTION Per Fee 
SUPPORT Instrument 

1005AA California Service Center 400,000/yr 

1005AB Vermont Service Center 400,000/yr 

TOTAL CLIN 1005 EXTENDED ANNUAL ESTIMATED PRICE 
(Combined California & Vermont) 

CLIN Descriotion 

1006 FILE OPERATIONS SUPPORT 
CALIFORNIA and VERMONT 

I 006AA California Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

OTY UNIT 

12 Month 

Estimated PACTSFC2 
Hours Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

UNIT 
PRICE 

s. ____ _ 

$. ____ _ 

EXTENDED 
ESJ.PRICE 

$. __________ .$. _____ _ 

$. ________ ~$. ________ _ 

$. ____ _ 

PRICE PRICE 

Estimated Price 

(Est. Hours :1 

Proposed Rate Pronosed Rate\ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price $ 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

l006AB Vennont Service Center 
Hours per Month · 

PACTSFO 
Labor Category 

Total Hours (NTE) 

Estimated 
Hours 

PACTSFC2 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

TOTAL CLIN 1006AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1006 ESTIMATED PRICE $. ______ _ 
(Combined California & Vermont) 

CLIN Descrintion OTY .UNIT PRICE 

1007 FDNS DATA COLLECTION SUPPORT FOR CFDO 

1007AA Descriptioa Tter Level & : Qty Per Moatb Price 
FlddsPer 
Form 

1-700 Prite Per Form 
California _Tier2 
Service Over 30 
Center Fields $ 

1-700 Annual 
Extended Price 

California Tier2 
Service Over 30 
Center Fii:lds $ 

:lMt::i" ... ~-lill! ~.~",r _ ~r_, il .. ;r ~ ~~, .lil~ .: -·! ~r4. ~~r ~ ~~;. ~--~·F "-~~~~ ~~- ~r-~~~ : 'i~- -~~ ~~1 
1007AB Descriptioll Tier Level& Qty Per Moatb Price 

Fields Per 
Fomt 

1-700 Price Per Form 
Vermont Tier2 
Service Over30 
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Estimated Price 

(Est. Hours 1 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

Center Fields $ 

1-700 Annual 
Extended Price 

Vermont Tier2 
Service Over 30 
Center Fields 

~ ~ ~~~~~ <~E ,n~ J ~ ~~~~ 'i'~ ~~~ ;w ..!:~ mw J~~; ~m i ,n~F J![ rr ~f .. ~- ;w ':t i: ~~~ ~~~~ (~~~A~~~~ 
1

~ .It_~'*'.!!~ J.~ IIF' 

TOTAL CLIN 1007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined California & Vermont) 

$:...._ _____ _ 

CLIN Deserintion OTY UNIT PRICE 

1008 FDNS FILE OPERATIONS SUPPORT FOR CFDO 
CALIFORNIA AND VERMONT 

12 Month 

1008M California Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Total Hours (NTE) 

1008AB Vermont Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Estimated PACTSFC2 
Hou.rs Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

Estimated PACTSFC2 
Hou.rs Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 
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Estimated Price 

(Est. Hours x 
ProPOSed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

I Total Hours (NTE) 

TOTAL CLIN 1008AA ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 1008AB ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 1008 ESTIMATED PRICE $, ______ _ 

(Combined California & Vermont) 

CALIFORNIA and VERMONT ONLY 

CLIN Description OTX 
1009 FDNS DATA COLLECTION 

SUPPORT FOR ASVVP 12 MO 

CLIN Descrintion UNIT OTX PRICE 
1009AA 

lOO?AB 

Deseriptioa 

California 
Service 
Center 

California 
Service 
Center 

Deseription 

Vermont 
Service 
Center 

Vermont 
Service 
Center 

Taer Level & , Qty Per Mootb Price Per Form 
F'lddsPer 
Form 

Tier 2 1 - 1040 
Over 30 
Fields 

Tier2 
Over 30 
Fields 

Tier Level& 
Fields Per 
Form 

Tier2 
Over 30 
Fields 

Tier2 
Over 30 
Fields 

1·1040 

Qty Per Mootb 
.,. 

1-1040 

1-1040 

s 

Priee Per Form 

$ 
Extended 
ADDual 
Estimated Price 

s 

TOTAL CLIN 1009AA and CLIN 1009AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
QUANTITY PER MONTH RANGE 
(Combined California & Vermont) 

$ ____ _ 

CLIN Description OTX UNIT PRICE 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

1010 FDNS FILE OPERATIONS SUPPORT FOR ASVVP 
CALIFORNIA AND VERMONT 

IOIOAA California Service Center 
Hours per Month 

12 

PACTSFCl Estimated PACTSFC2 
Labor Category Hours Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Month 

Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

IOIOAB Vennont Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Estimated 
Holkt 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACTSFC2 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

. TOTAL CLIN 1010AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN IOIOAB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 1010 ESTIMATED PRICE $. ______ _ 
(Combined California & Vennont) 

Estimated Pritt 
(Est.Hounx 

PrOPosed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Pike 

(Est. Hoors x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

CLIN Description OTY EST. PRICE 

1011 Transition Out 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

Not Separately Priced Option 

TOTAL OmON YEAR ONE$. ____ _ 

(Option Year 2) The period of performance shall commence upon the completion of 
Option Year 1 and continue for 12 months. 

GROUP A: Nebraska Service Center & Texas Service Center 

CLIN Description 

ANNUAL 
EST. 
OTY UNIT PRICE 

2002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and HEADQUARTERS 

2002AA Nebraska Service Center 12 Month 

2002AB Texas Service Center 12 Month $ 

2002AC Headquarters 12 Month $ 

TOTAL CLIN 2002 ANNUAL ESTIMATED PRICE $. __ _ 

(Combined Nebraska, Texas, and Headquarters) 

ANNUAL 
EST. UNIT EXTENDED 

CLIN Description OTY PRICE EST. PRICE 

2003 MAIL OPERATIONS SUPPORT Per Piece 
FOR NEBRASKA and TEXAS 

2003AA Nebraska Service Center 

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

Incoming Files 1,000,000 $. __ _ 

Outgoing Files 1,000,000 $ __ _ 

TOTAL CUN 2003AA EXTENDED ANNUAL ESTIMATED PRICE $. ____ _ 

2003AB Texas Service Center 

Incoming Mail 
Outgoing Mail 

1,200,000 
2,400,000 
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$. ____ _ 
$. ____ _ 
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Incoming Files 
Outgoing Files 

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

HSSCCG-1 0-R-00022 

1,000,000 
1,000,000 

$. __ _ 
$ __ _ 

TOTAL CLIN 2003AB EXTENDED ANNUAL ESTIMATED PRICE 

TOTAL CLIN 2003 PRICE 
(Combined Nebraska & Texas) 

2004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

$. ____ _ 
$. ____ _ 

$. ____ _ 

$. ___ ...;..._ 

Description Tier Level.&, Priee Per Form - Priee Per Form -
FteldsPer Rstagel Range2 
Form Qty Per Month QtyPer 

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

Sen< ice 
Center 

Tier 1 
1-30 Fields $ $ 

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

Tier2 
Over 30 $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Forms 

CLIN 
2004AA 
Extended 
Annual 
Estimated $ 
Price 

~ . 1\ . ,, -· _, 1 ,!i!i ·,; !!: : n~ ,.._ • ~ ··= ,t 

"'"" ~~ 
~ ··: - •' 1 ~ 

"' £ T"l r•r ·n ~ " ~ ' " H.~ rn~ ~~ ,: ;.. l '.~ ~. ' . n:;; qE '" -;~ --
2004AB Texas 1-60,000 60,001 - 100,000 

Sen< ice 
Center 

Tier I 
1-30 Fields $ $ 

Texas 1-30,000 30,001-60,000 
Service 
Center 

Tier2 
Over 30 $ $ 
Fields 

Texas 1-3,000 3,001-10,000 
Sen< ice 
Center 

Manual 
Rejects, all $ $ 
Forms 

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

- HSSCCG~IO-R~00022 

2004AB ' .. 
c 

Extended 
Annual 
Estimated.· $ 
Price 

. TOTAL CLIN 2004AA and CLIN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR ExPECTED 
RANGE 1 (Combined Nebraskli 8i Texas) . 

. ',• 

$. ____ .....; 

·roT Ai CLIN 2004AA and CLIN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Cornbjned Nebraska~ Texas) ~ . 

$. ____ _ 

TOTAL CLIN 2004AA and CLIN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL BEJECTS. ~L F()RMS (Combined. Nebraska & Texas) . 

TOTAL CLIN 2004 PRICE 
(Combined Nebraska & Texas) 

CLIN Description 

2005 FEE COLLECTION 
SUPPORT. 

2005AA Nebraska Service Center 

2005AB · Texas Service Center · 

~~ ANNUAL. 
EST. 
OTY 
·;.· 

. PerFee 
'Instrument 

30,000/yr 

•50,000/yr 

TOTAL CLIN 2005 EXTENDED ANNUAL ESTIMATED PRICE 
(Com~ined Nebraska & Texas) · 

CLIN · . .Deseription 

2006 FILE OPERATIONS SUPPORT 
· NEBRASKA and TEXAS 

2006AA · Nebraska Service Center 
Hours per ~onth · 

... • 

·. i 

,,• 

OTY UNIT 

:12 M,ontb 
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UNIT.· 
PRICE 

$. ____ _ 

$. ____ _ 

EXTENDED 
EST. PRICE 

s,_· ____ s. ____ _ 

.$. ______ _ 

PRICE PRICE . 

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

HSSCCG-1 0-R-00022 

PACI'SFC2 Estimated PACI'SFCl 
Labor Category Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

2006AB Texas Service Center 
Hours per Month 

PACI'SFC2 
Labor Category 

Estimated 
Hours 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACI'SFCl 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 2006AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2006 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska & Texas) 

CLIN Description OTY UNIT PRICE 

2007 FDNS DATA COLLEen ON SUPPORT for CFDO 

12001AA I beseriptktn I Tier Level & I Qty Per Mi)Dtb I Price 
. Fields Per . . 
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Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 

(Est. Hours x 
Prooosed Rate) 

$ 

$ 

$ 

$ 

$ 

$ ' 

$ 

$ 

$ 

$ 
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Nebraska 
Service 
Center 

Nebraska 
Service 
Center 

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

HSSCCG-l 0-R-00022 

Form 
1-900 Priee Per Form 

Tier2 
Over 30 
Fields $ 

1-900 Annual 
Extended Priee 

Tier2 
Over 30 
Fields $ 

F IIlli "!~~. -~~~~ a~ Ill~ ll\~ -~!: -~t : Ill~ I ll~ 'r - l~ u~ If ~~ r~~ \f u~ ~~~ -
c~~ pTh '1, ,; ,,iJ; ·I!! ,/!' ;•E "''' 'I~~' ··; ' 1,: • .,,, I ~~ ~~~ - i -1' 110 ' [if !~ 

2007AB Deseription Tter Level & .· Qty Per Month Priee 
Fields Per 
Form 

1-400 PrieePerForm 
Texas Tier2 
Service Over 30 
Center Fields $ 

1-400 Annoal 
Extended Price 

Texas Tier2 
Service Over 30 
Center Fields 

TOTAL CLIN 2007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined Nebraska & Texas) 

CLIN Description OTY 

2008 FDNS mE OPERATIONS SUPPORT for CFDO 
NEBRASKA and TEXAS 

2008AA Nebraska Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Total Hours (NTE) 

Estimated 
Hours 

$ ______ _ 

UNIT PRICE 

12 Month 

PACTSFC2 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 
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Estimated Price 

(Est. Hours x 
Proposed Rate} 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

2008AB Texas Service Center 
Hours per Month 

PACTSFC2 Estimated PACTSFC2 

Estimated Price 

(Est Hours x 
Labor Category Hours Rate Proposed Rate Proposed Rate) 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

$ $ $ 

Total Hours (NTE) Total Estimated Price $ 

TOTAL CLIN 2008AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2008AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2008 ESTIMATED PRICE $. ______ _ 
(Combined Nebraska & Texas) 

CLIN Descriotion OTY EST. PRICE 

2009 Transition Out 

Not Separately Priced Option 

GROUP B: California Service Center & Vermont Service Center 

CLIN Description 

ANNUAL 
EST. 
OTX UNIT PRICE 

2002 PROGRAM MANAGEMENT FOR CALIFORNIA, VERMONT, and HEADQUARTERS 

2002AA California Service Center 12 Month $ ___ _ 

2002AB Vermont Service Center 12 Month $ ___ _ 

2002AC Headquarters 12 Month $ ___ _ 

TOTAL CLIN 2002 ANNUAL ESTIMATED PRICE 
(Combined California, Vermont, and Headquarters) 
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U.S. Citizenship and Immigration Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

CLIN Description 

ANNUAL 
EST. 
OTY 

2003 MAIL OPERATIONS SUPPORT 
FOR CALIFORNIA and VERMONT 

2003AA California Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

UNIT 
PRICE 

PerPieee 

$. __ _ 
$ __ _ 

TOTAL CLIN 2003AA EXTENDED ANNUAL ESTIMATED PRICE 

2003AB Vermont Service Center 

Incoming Mail 1,200,000 $ 
Outgoing Mail 2,400,000 $ 

Incoming Files 1,000,000 $ 
Outgoing Files 1,000,000 $ 

TOTAL CLIN 2003AB EXTENDED ANNUAL ESTIMATED PRICE 

TOTAL CLIN 2003 PRICE 
(Combined California & Vermont) 

2004 DATA COLLECTION SUPPORT FOR CALIFORNIA and VERMONT 

, fz.; :_ ~ 11 11:X:o I'!'!:::; l :?\X~ ~ 1 '1-:t\_.1'14 1''•0'11i --~ 1'1.(;:r...: 1 H3 lfrr) ,,, 
I 

,:jr::qll. \J ,t .. ~ L.t .. I ~<iJ T£' ;, 
t(rf't' ))!1' l'(•f \'~ullfi, ;~;:;\· ~-1~ 

~~ (1~1) ~~ 

2004AA Catifornia 1-40,000 40,001 - 80,000 
Service 
Center 

Tier I· 
1-30 Fields $ s 

California 1-20,000 20,001 - 40,000 
Service 
Center 

Tier2 
Over 30 $ $ 
Fields 

California l-3,000 3,001-10,000 
Service 
Center 

Manual 
Rejects, all $ $ 
Forms 

CLIN 

Page 39 

EXTENDED 
EST. PRICE 

$. ____ _ 
$. ____ _ 

$ ____ _ 
$. ____ _ 

$. ____ _ 

$ 
$ 

$. ____ _ 

$. ____ _ 

I 

,, 

. 
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2004AA 
Extended 
Annual 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

$ 

~ ~.: ~r; :.J: ~t n~ ~~ 'H ; L;. :l JJt ::.~ ·~ ~ 1'.:: J[~~ ~·E ~t !ills ~ :: ':·~~ ·~ ~l}i~ --~-:t:~ --~ ~r~ · ;_-~~ J: l~ -~~ "J rfE i .'l; =~~~ ~~t 1? m; ~ _,t.~ ~ ~: ~; ~'"E 
2004AB Vermont 1-40,000 40,001 - 80,000 

Service 
Center 

Tier 1 
1-30 Fields $ $ 

Vermont 1-20,000 20,001- 40,000 
Service 
Center 

Tier2 
Over30 $ $ 
Fields 

Vermont 1-3,000 3,001- 10,000 
Service 
Center 

Manual 
Rejects, all $ $ 
Forms 

CLIN 
2004AB 
Extended 
Annual 
Estimated $ 
Pric:e 

TOTAL CLIN 2004AA and CLIN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE I (Combined California & Vermont) 

s ____ _ 

TOTAL CLIN 2004AA and CUN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Combined California & Vermont) 

$. ____ _ 

TOTAL CLIN 2004AA and CLIN 2004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL REJECTS. ALL FORMS (Combined California & Vermont) 

TOTAL CLIN 2004 PRICE 
(Combined California & Vermont) 

ANNUAL 
EST. 

Page40 

$, ____ _ 

$, ____ _ 

UNIT EXTENDED 
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CLIN 

2005 

Description 

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

HSSCCG-1 0-R-00022 

OTY PRICE 

FEE COLLECTION Per Fee 
SUPPORT Instrument 

EST. PRICE 

2005AA California Service Center 400,000/yr $ ______________ ~$ ____________________ _ 

2005AB V ennont Service Center 400,000/yr 

TOTAL CLIN 2005 EXTENDED ANNUAL ESTIMATED PRICE 
(Combined California & Vennont) 

CLIN Description 

2006 FILE OPERATIONS SUPPORT 
CALIFORNIA and VERMONT 

2006AA California Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

OTY 

12 

Estimated 
Hours 

UNIT 

Month 

PAC'fSFCl 
Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ _________________ ~$ ____________________ _ 

$, ________ _ 

PRICE PRICE 

Estimated Priee 

(Est. Hours x 
Proposed Rate "' • Rate) 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price $ 

2006AB Vennont Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Estimated PACTSFCl 
Hours Rate 

$ 

$ 

$ 

$ 

$ 

$ 
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Estimated Priee 

(Est Hours x 
Proposed Rate Proposed Rate) 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

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

HSSCCG-10-R-00022 

$ $ 

$ $ 

$ $ 

Total HoW'S (NTE) Total Estimated Price 

TOTAL CLIN 2006AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2006 ESTIMATED PRICE $. ______ _ 
(Combined California & Vermont) 

CLIN Description OTY UNIT PRICE 

2007 FDNS DATA COLLECTION SUPPORT FOR CFDO 

l007AA 

2001AB 

Destriptioo Tier Level &t · Qty Per Mondl Pm 
Fields Per 

California 
Service 
Center 

California 
Service 
Center 

Descriptioo 

Vermont 
Service 
Center 

Vermont 
Service 
Center 

Form 

Tier2 
Over 30 
Fields 

Tier2 
Over 30 
Fields 

Tier Level &.t 
Faelds Per ~ ;;~ 
Form .;:'~~ 

Tier2 
Over 30 
Fields 

Tier2 
Over 30 
Fields 

1 - 700 Price Per Form 

$ 
1 - 700 Annual 

Extended Priee 

Qty Per Mootfl Price 

1-700 Priee Per Form 

$ 

1-700 Annual 
Extended Priee 

TOTAL CLIN 2007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined California & Vermont) 

$ ______ _ 

CLIN Description OTY UNIT PRICE 

2008 FDNS FILE OPERATIONS SUPPORT FOR CFDO 12 Month 
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$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

CALIFORNIA AND VERMONT 

2008AA California Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

' 

Estimated 
Hours 

PACTSFCl 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

2008AB Vennont Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Estimated 
Hours 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACfSFCl 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

s· 
$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 2008AA ESTIMATED PRICE $~------

TOTAL CLIN 2008AB ESTIMATED PRICE $ ______ _ 

TOTAL CLIN 2008 ESTIMATED PRICE $:,...__ _____ _ 

(Combined California & Vennont) 

CALIFORNIA and VERMONT ONLY 

CLIN Description OTY 
2009 FDNS DATA COLLECTION 

Page43 

Estimated Priee 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Prk:t 

(Est. Hours 1. 

Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

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

HSSCCG-1 0-R-00022 

SUPPORT FOR ASVVP 12 MO 

CLIN Descrintion UNIT OTY PRICE 
2009AA Descriptio a Tier~vel& Qty Per Month Price Per Form 

Fields Per 
Form 

California Tier2 1-1040 
Service Over 30 
Center Fields $ 

Extended 
Annual 
Estimated Price 

California Tier2 1-1040 
Service Over30 
Center Fields $ 

"" ·iii§' "' iml 
L\,7 .r: :c=<~ f; lil1: o;ij ~ ~ }J J .J ~ -~ ·- ~ . J~ • ~ ~~ :::~· ~·+: jill: ,. 

'" ~. -ij;- ~~ __ f. -~~;;; '~~ 

l009AB Deseriptioa TIU Level & Qty Per Month PM PerForm 
Fields Per 
Ferm 

Vermont Tier2 1-1040 
Service Over 30 
Center Fields $ 

Extended 
Annual 
Emmlted Prlee 

Vermont Tier2 1-1040 
Service Over30 
Center Fields $ 

TOTAL CLIN 2009AA and CLIN 2009AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
QUANTITY PER MONTH RANGE 
(Combined California & Vermont) 

CLIN Description OTY UNIT 

2010 FDNS FILE OPERATIONS SUPPORT FOR ASVVP 
CALIFORNIA AND VERMONT 

2010AA California Service Center 
Hours per Month 

12 

PACTSFC2 Estimated PACTSFC2 
Labor Category Hours Rate 

$ 

$ 

$ 

$ 

$ 

$ 
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$. ____ _ 

PRICE 

Month 

Estimated Price 

(Est. Hours 1 
PropoSed Rate Pronosed Rate) 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

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

HSSCCG~ 1 O~R-00022 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

2010AB Vennont Service Center 
Hours per Month 

PACI'SFCl 
Labor Category 

Estimated 
Hours 

PACI'SFCl 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

TOTAL CUN 2010AA ESTIMATED PRICE $. ______ _ 

TOTAL CUN 2010AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 2010 ESTIMATED PRICE $ ______ _ 
(Combined California & Vennont) 

$ 

$ 

$ 

$ 

Estimated Priee 
(Est. Hours x 

Prooosed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

CLIN Descriotion OTY EST. PRICE 

2011 Transition Out 

Not Separately Priced Option 

TOTAL OPTION YEAR 2 $ ____ _ 

(Option Year 3) The period of performance shall commence upon the completion of 
Option Year 2 and continue for 12 months. 

GROUP A: Nebraska Service Center & Texas Service Center 

ANNUAL 
EST. 
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CLIN DescriPtion 

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

HSSCCG-1 0-R-00022 

OTY UNIT PRICE 

3002 PROGRAM MANAGEMENT FOR NEBRASKA, TEXAS, and HEADQUARTERS 

3002AA Nebraska Service Center 12 Month 

3002AB Texas Service Center 12 Month 

3002AC Headquarters 12 Month $. ___ _ 

TOTAL CLIN 3002 ANNlJAL ESTIMATED PRICE 
(Combined Nebraska, Texas, and Headquarters) 

CLIN Description 

3003 MAIL OPERATIONS SUPPORT 
FOR NEBRASKA and TEXAS 

3003AA Nebraska Service Center 

Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

ANNlJAL 
EST. 
OTY 

1,200,000 
2,400,000 

1,000,000 
1,000,000 

UNIT 
PRICE 

PerPieee 

$ __ _ 
$ __ _ 

$ __ _ 
$ __ _ 

TOTAL CLIN 3003AA EXTENDED ANNlJAL ESTIMATED PRICE 

3003AB 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 3003AB EXTENDED ANNUAL ESTIMATED PRICE 

TOTAL CLIN 3003 PRICE 
(Combined Nebraska & Texas) 

3004 DATA COLLECTION SUPPORT FOR NEBRASKA and TEXAS 

EXTENDED 
EST. PRICE 

$ ____ _ 
$. ___ _ 

$ ____ _ 
$ ___ _ 

$. ____ _ 

$ ____ _ 
$ ___ _ 

$ ____ _ 

S:_ ___ _ 

DestriptioD Tier Level& Price Per Form - Price Per Form-
Fields Per Rnage 1 Rangel 
Form Qty Per Mouth QtyPer 

Month 
3004AA Nebraska 1-30000 30.001-60 000 
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Service 
Center 

Nebraska 
Service 
Center 

Nebraska 
Service 
Center 

CLIN 
3004AA 
Extended 
Annual 
Estimated 
Price 
.~I "j : i . -~.~ '~ . :~ 

- "' -·-
3004AB Texas 

Service 
Center 

Texas 
Service 
Center 

Texas 
Service 
Center 

CLIN3004B 
Extended 
Annual 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

Tier I 
1-30 Fields $ $ 

1-30,000 30,001 - 60,000 

Tier2 
Over 30 $ $ 
Fields 

1-3,000 3.001-10,000 

Manual 
Rejects, all $ $ 
Fonns 

' 
~ ,; ' t . ~ • .:: - ~ " ,. ,: : ~ ' ,, 

"' ~ : ~ . ' ~ . ~- - '~ ' -
1-60,000 60,001-100,000 

Tier 1 
1-30 Fields $ $ 

1-30,000 30,001 -60,000 

Tier2 
Over30 $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Fonns 

$ 

li ~- ' c f ~- § ., 

$ 

TOTAL CLIN 3004AA and CLIN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE I (Combined Nebraska & Texas) . 

$. ____ _ 

TOTAL CLIN 3004AA and CLIN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Combined Nebraska & Texas) 

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

HSSCCG-1 0-R-00022 

TOTAL CLIN 3004AA and CUN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL REJECTS. ALL FORMS (Combined Nebraska & Texas) 

TOTAL CLIN 3004 PRICE 
(Combined Nebraska & Texas) 

CLIN Description 

3005 FEE COLLECTION 
SUPPORT 

3005AA Nebraska Service Center 

3005AB Texas Service Center 

ANNUAL 
EST. UNIT 
OTY PRICE 

Per Fee 
Instrument 

30,000/yr $ 

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 
Homs per Month 

PACTSFC2 
Labor Category 

Total Homs (NTE) 

OTY UNIT PRICE 

12 Month 

Estimated PACTSFC2 
Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

Page48 

$. ____ _ 

$. ____ _ 

EXTENDED 
EST. PRICE 

$ 

$ 

$ 

PRICE 

Estimated Priee 

(Est. Hours x 
ProPOSed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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U.S. Citizenship and Immigration Services 
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HSSCCG-1 0-R-00022 

3006AB Texas Servi'ce Center 
Hours per Month 

PACTSFCl 
Labor Category 

Total Hours (NTE) 

Estimated 
Hours 

PACTSFCl 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

TOTAL CLIN 3006AA ESTIMATED PRICE S:....._ _____ _ 

TOTALCLIN3006ABESTIMATEDPRICES:....._ __________ __ 

TOTAL CLIN 3006 ESTIMATED PRICE S:....._ ______ _ 
(Combined Nebraska & Texas) 

CLIN DescriPtion OTY UNIT PRICE 

3007 FDNS DATA COLLECTION SUPPORT for CFDO 

3007AA DeseriptioD Tier Leve1 &l~ Qty Per Month Priee 
Faelcls Per .'~, 
Form ,: 

1-900 Price Per Fono 
Nebraska Tier2 
Service Over 30 
Center Fields $ 

1-900 Annual 
Extended Price 

Nebraska Tier2 
Service Over 30 
Center Fields $ 

'~_""~!''··ill:, ••;;J "' "IL~~<~.-''' J. ""'llli ""ill!!."\~][~ -} - ~L·' ~~L-''' £"" ~L"' ;L~ ~;:"'r,_""· !c·"=£i 
3007AB Descriptio a Tier Level & • Qty Per Month Price 

Fields Per !, 

Fono 
1-400 Price Per Form 

Texas Tier2 
Serviee Over30 
Center Fields $ 

1-400 Annual 
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Estimated Price 

(Est.Honnx 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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Extended Price 
Texas Tier2 
Service Over 30 
Center Fields 

~ ·:!Ii ~ 11 ~ :i:~ ~ ~~ ~ m~ ~ ~k~ :~~ ~ .lw_ ~~~ ilil~ ~'1~ ... :~; = ·~ ~--~- ~ ~ ~: ~1 b. ~f :!1~ :J ~~ -~f k ~~i :<It; :&~-t ~m: 

TOTAL CLIN 3007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined Nebraska & Texas) 

CLIN Description OTY 

3008 FDNS FILE OPERATIONS SUPPORT for CFDO 
NEBRASKA and TEXAS 

3008M Nebraska Service Center 
Hours per Month 

PACfSFCl 
Labor Category 

Total Hours (NTE) 

3008AB Texas Service Center 
Hours per Month 

PACTSFCl 
Labor Category 

Estimated 
Hours 

Estimated 
Boars 

$, ______ _ 

UNIT PRICE 

12 Month 

PACTSFCl 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

PACTSFC2 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 
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Estimated Priee 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Price 
(Est. Hours x 

Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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I Total Hours (NTE) 

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

HSSCCG-1 0-R-00022 

I Total Estimated Price 

TOTAL CLIN 0008AA ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 0008AB ESTIMATED PRICE $, ______ _ 

TOTAL CLIN 0008 ESTIMATED PRICE $, ______ _ 

(Combined Nebraska & Texas) 

Is 

CLIN Description OTY EST. PRICE 

3009 Transition Out 

Not Separately Priced Option 

GROUP B: California Service Center & Vermont Service Center 

CLIN Description 

ANNUAL 
EST. 
OTY UNIT PRICE 

3002 PROGRAM MANAGEMENT FOR CALIFORNIA, VERMONT, and HEADQUARTERS 

3002AA California Service Center 12 Month 

3002AB Vennont Service Center 12 Month $, ___ _ 

3002AC Headquarters 12 Month 

TOTAL CLIN 3002 ANNUAL ESTIMATED PRICE $ 
(Combined California, Vermont, and Headquarters) 

ANNUAL 
EST. UNIT EXTENDED 

CLIN Degription OTY PRICE EST. PRICE 

3003 MAIL OPERATIONS SUPPORT Per Piece 
FOR CALIFORNIA and VERMONT 

3003AA California Service Center 

Incoming Mail 1,200,000 $ $ 
Outgoing Mail 2,400,000 $ $ 

Incoming Files 1,000,000 $ $ 
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Outgoing Files '1,000,000 $. __ _ 

TOTAL CLIN 3003AA EXTENDED ANNUAL ESTIMATED PRICE 

3003AB Vennont Service Center 

. Incoming Mail 
Outgoing Mail 

Incoming Files 
Outgoing Files 

1,200,000 
2,400,000 

1,000,000 
1,000,000' 

TOTAL CLIN 3003AB EXTENDED ANNUAL ESTIMATED PRICE 

TOTAL CLIN 3003 PRICE 
(Combined California & Vennont) 

3004 DATA COLLECTION SUPPORT FOR CALIFORNIA and VERMONT 

$. ____ _ 

$ ____ _ 

$ ____ _ 

$. ____ _ 

Deseriptioa Tier Level&· Prke rer Form- Prite Per Form .. 
FieldsPer :·; Ra1ge 1 Raoge2 
Form Qty Per Month QtyPer 

. 

Month 
3004AA California 1-40,000 40,001 - 80,000 

Service 
Center 

Tier I 
1-30 Fields s s 

California 1-20,000 20,001-40,000 
Service 
Center 

Tier2 
Over 30 $ $ 
Fields 

California 1-3,000 3,001-10,000 
Service 
Center 

Manual 
Rejects, all $ $ 
Fonns 

CLIN 
3004AA 
Extended 
Annual 
Estimated s 
Price 

~~::~;tiT-~~~ 1 '4tl~ 1 ,r.~ilit ~ ~ i~ ~:;It-~~~~~~ -~ ~-~~~"-~I~: d~ ~"11:;~ ,~~-~ =~-:t ~ ~~1:;;;~~Uf0~; :pl:~mr ~ 1 '*:~: ;m~ =*~~' 
3004AB Vermont 1-40,000 40,001 - 80,000 

Service 
Center 

Tier 1 
1-30 Fields s $ 

Vermont 1-20,000 20,001 - 40,000 
Service 
Center 

Tier2 
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Vermont 
Service 
Center 

CLIN3004B 
Extended 
Annual 
Estimated 
Price 

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

HSSCCG-1 0-R-00022 

Over 30 $ $ 
Fields 

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

Manual 
Rejects, all $ $ 
Fonns 

$ 

TOTAL CLIN 3004AA and CLIN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 1 (Combined California & Vennont) 

$. ____ _ 

TOTAL CLIN 3004AA and CLIN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
RANGE 2 (Combined California & Vermont) 

$~----

TOTAL CLIN 3004AA and CLIN 3004AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
MANUAL RE.JECTS. ALL FORMS (Combined California & Vermont) 

TOTAL CLIN 3004 PRICE 
(Combined California & Vermont) 

CLIN Deseriotion 

3005 FEE COLLECTION 
SUPPORT 

3005AA California Service Center 

3005AB Vermont Service Center 

ANNUAL 
EST. 
QTY 

Per Fee 
Instrument 

400,000/yr 

400,000/yr 

TOTAL CLIN 3005 EXTENDED ANNUAL ESTIMATED PRICE 
(Combined California & Vermont) 
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UNIT 
PRICE 

$ ____ _ 

$ ____ _ 

EXTENDED 
EST. PRICE 

$. ______ $. ____ _ 

$. ____ _ 
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CLIN Deseription 

3006 FILE OPERATIONS SUPPORT 
CALIFORNIA and VERMONT 

3006AA California Service Center 
Hours per Month 

PACTSFC2 

OTY UNIT 

12 Month 

Estimated PACTSFC2 

PRICE 

Labor Category Hours Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Hours (NTE) Total Estimated Price 

3006AB Vermont Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Estimated 
Hours 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

PACTSFC2 
Rate Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

TOTAL CLIN 3006AA ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 3006AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 3006 ESTIMATED PRICE $. ______ _ 
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PRICE 

Estimated Priee 

(Est.Hoursx 
Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Priee 

(Est. Bonn 1 

Proposed Rate) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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HSSCCG-10-R-00022 

(Combined California & Vennont) 

CLIN Descriotion OTX UNIT PRICE 

3007 FDNS DATA COLLECTION SUPPORT FOR CFDO 

3007AA Description UerLevel& Qty Per Mouth Priee 
Fi4'JidsPer 
Form 

1-700 Priee Per Form 
California Tier2 
Sen' ice Over 30 
Center Fields $ 

1-700 Annual 
Extended Price 

California Tier2 
Sen' ice Over 30 
Center Fields $ 

; .1'3 ~: E ~~rl~~ -~a~:;~ 'l':t~; "~~ ·~ ~~:s ~~ ~~~- 'r~~;~~·~ !~ -,~ :,: ~~ ~~~ ~r. :F-.!£~~-~.: :L ur-:~: -,~ 3r~.:~~ :JL ~ ~~·r 

3007A8 Destriptioa Tier Levell/(\ 
Fkld$Per. ? 

Qty Per Moath Priee 

Form ·:c·" 

1-700 Priee Per Form 
Vermont Tier2 
Sen' ice Over30 
Center Fields $ 

1-700 Annual 
Extended Priee 

Vermont Tier2 
Sen'ice Over 30 
Center Fields 

e ''t- "':;·~ ~= ... ~- .:_: ; .;t lkr ~~;~~~:~HE r,: :JE!~ ~~~ q -~; .. '.E ~~~ .'r; ,,; y: = -~~ ,~; ri ·~ :~•: ,2 ~~ .i~ ~: ~ ~~ -!'5 ~t "';:- E ~t '-!~ 

TOTAL CLIN 3007 EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED RANGE 
(Combined California & Vennont) 

$. ______ _ 

CLIN Description OTY UNIT 

3008 FDNS FILE OPERATIONS SUPPORT FOR CFDO 
CALIFORNIA AND VERMONT 

12 

3008AA California Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Estimated PACTSFC2 
Boars Rate 

$ 

$ 

$ 

$ 
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PRICE 

Month 

Proposed Rate 

$ 

$ 

$ 

$ 

Estimated Price 

(Est. Hours x 
Proposed Rate) 

$ 

$ 

$ 

$ 
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Total Hours (NTE) 

3008AB Vennont Service Center 
Hours per Month 

PACTSFC2 
Labor Category 

Total Hours (NTE) 

Estimated 
Hou.rs 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

PACI'SFC2 
Rate Proposed Rate 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total Estimated Price 

TOTAL CLIN 3008AA ESTIMATED PRICE $. _____ ....;.._ 

TOTAL CLIN 3008AB ESTIMATED PRICE $. ______ _ 

TOTAL CLIN 3008 ESTIMATED PRICE $. ______ _ 
(Combined California & V!!nnont) 

CALIFORNIA and VERMONT ONLY 

CLIN Description QTY 
3009 FDNS DATA COLLECTION 

SUPPORT FOR ASVVP 12 MO 

CLIN Descriotion UNIT OTY PRICE 
3009AA Deseriptioa Trer Lent & Qty Per Month Priee Per Fonn 

Fields Per 
Fonn 

California Tier2 1-1040 
Service Over 30 
Center Fields $ 

Extended 
Anaual 
Estimated Prke 

?age 56 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Priee 

(Est.Hounx 
Rate} 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 
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California 
Service 
Center 
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Tier2 1-1040 
Over 30 
Fields $ 

511~ ~~ ru;~ mJ!, ill~ ~~ '-I. !M: .rm ~~ -J · ·:rn ~, ·~r .1.~ ~:i · ~~ ,~~t~, ~~ ~m~ 
~ -~ ~ ~ ... ~ .;:;!;~~ • \.:lt:l:: .!l!~ ~ .:;W;I; .~ .:¢':; ~ J ..:.· ...! : !l.t,t,- !!I= - ~ • :ill!: !!II: -!11!:: = It 

3009AB Desuiption Tier Level& Qty Per Month Price Per Form 
Fields Per 
Form 

Vermont Tier2 1-1040 
Service Over30 
Center Fields $ 

Extended 
Annaal 
Estimated Priee 

Vermont Tier2 1-1040 
Service Over 30 
Center Fields $ 

TOTAL CLIN 3009AA and CLIN 3009AB EXTENDED ANNUAL ESTIMATED PRICE FOR EXPECTED 
QUANTITY PER MONTH RANGE 
(Combined California & Vermont) 

3010 FDNS FILE OPERATIONS SUPPORT FOR ASVVP 
CALIFORNIA AND VERMONT 

3010AA California Service Center 
Hours per Month 

12 

PACI'SFC2 Estimated PACTSFC2 
Labor Category HoW'S Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

s ____ _ 

Month 

Proposed Rate 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Total Hours (NTE) Total Estimated Price 

3010AB Vermont Service Center 
Hours per Month 

PACI'SFC2 
Labor Category 

Estimated PACI'SFC2 
HoW'S Rate Proposed Rate 

$ $ 
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Estimated Priee 

(EstHoursx 
Proposed Rate} 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

Estimated Priee 

(EstHoursx 
Proposed Rate) 

$ 
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$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

$ $ 

Total HoW'S (NTE) Total Estimated Price 

TOTAL CLIN 3010AA ESTIMATED PRICE $ ______ _ 

TOTAL CLIN 3010AB ESTIMATED PRICE S:..._ _____ _ 

TOTAL CLIN 3010 ESTIMATED PRICE S:..._ _____ _ 
(Combined California & Vermont) 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

$ 

CLIN Description OTY EST. PRICE 

3011 Transition Out 

Not Separately Priced Option 

TOTAL OmON YEAR3 $ ____ _ 

SUMMARY TABLE 

'A 

!! 
1 Prtcel 

Price ITt 

10002 

I I P~ce) 

1P~ce) 
10009 

1001~ 1 Prtcel 
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i. 

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 the task orde.rs is 
to. provide comprehensive_records management services at;the four Service Centers in a manner ' 
that ensures· efficient and effective adjudicatipn, financial responsibility, and excellent customer 
service. USC IS is.the customer of services under these task orders. · · 

1'his Perfo~ance Work Statement (PWS) provides the requirements for. records. management 
services at the four USC IS Service Centers. The "primary purposes of these task orders include 
but are not liniited to file operations, data ·collection; fee collection, and mail operations.· Most of 
the workload formerly performed at the service centers in data collection and fee collection has 
been transitioned to lockbox operat.ions~ but some of these functions will continue for the 
foreseeable future. · ··· · 

USCIS is looking-for innovation and new ideas.that resolt in effiCient; accurate, and tim~ly 
performance of these services. Offerors are encouraged 'to propose alternative approaches to 
satisfy·_the performance requirements identified in this work statement. 

" . . 

The mission ofUSCIS is to sec~re America's promise as a nation of immigrants by providing 
accurate and useful information to our customers~ gra.riting immigration. and citizenship. benefits, 
promoting an awareness and understanding.of citizenship, and ensuring the ifltegrity of our 
immigratioq system. .· . . " ' . . 

2.0 BACKGROUND 

USC IS administers the Immigratio~ and NationalitY .laws oftlie United' States. USCIS 
operates District Offices throughout the United States ~din various foreign countries. In the 
past, aliens eligible to apply for beneftts. under the immigration and p~tionality laws would 
submit their applicatiops and/or petitions to one of the Districts. In 1986, to introduce greater 
efficiencies aqd improved productivity, a Direct Mail Program was initiated and four Service 
Centers were established· in: - · .. 

•California Service Center (CSC), Laguna Niguel, California; :-
•Nebraska Service Center '(NSC), Lincolri~ Nebraska; · · 
•Texas _Service Center (TSC), Dallas, Texas;. and 
•Vermo11t Service Center (VSC), St. Albans, Vermont. 

The USCIS Service Centers were established to handle the data entry, fee collection, file, 
mail, and adjudication operations of most applications and/or petitions for immigration services 
and benefits: Those forms are now, forth~ most part, mailed to USCIS Lockboxes, and the 
processed appliqatiqns are forwarded to the Service Centers for adjudicating. Service Centers 
are not staffed to handle walk-in applications or answer qu~stions. While some Centers have -
sole jurisdiction dfspecific application types, currently malty applications are mailed based on 
geographical boundaries. · 

. The forms adjudicated ~y each Service Center are listed in Attachment 9.3 and are described 
in detail on the USCIS.GOV web site. The forms adju~icated by each Service Center are subject 
to change: 

' ... 
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Curr~ntly, USCIS processes approximately 5 million appli<~ations and ·petitionS: at the four 
Service Centers each year. Based on experience over the past few years, USCIS estimates that 
application/petition receipt levels could increase or decre.ase from 0.2 milfion to 2 million forms 
per year over the course of the task order period of performance .. It is possible the volume of 
receipt levels could increase by as much as 1,2 million forms per year. Workload in the Service 
Centers may incrc;!ase or decrease during these task orders based on a number of factors, 
including changes brought about by technological advances, USC IS reorganizations, . 
implementation of new laws and policies, changes.in United States.Government administration, 
and/or c.Jtanging global events. ' ' ' ' 

The Contractor duties are. broad and multi-faceted. Support is·rendered to a number of 
different dire~torates, offices, and projects. While the bulk of the duties are similar in n.afure, 
each Service Center has mherent operational' variances in how work is processed. For example, 
each directorate or office may have. a number of unique tasks that are performed only in the 
directorate or office. Most of the work is ·performed during the normal· hours of operation of 
6:00a.m. to 11:30 p.m., Monday through Friday, except Federal holidays. However, due to the 
nature of USC IS mission, some work is performed and muSt be supported outside of normal 
hours of operation and/or on weekends. Should the v<,>lume of receipts increase by 12 niillion 
forms it may be necessary to extend operating hours to as much as 24 hours per day. 

·.~ • ' 1 .. 
1 

•• ·.' ' 

3.0 GENERAL SCOPE OF -WORK 
' \ ; . 

The services in'this Pws: include administrative and technical functions in support of records 
management for-the US~IS Service Center·operations. ·1!1 the performance of these services the 
Contractor shall gather information and present facts to USCIS employees for review and 
decjsion. 'However, the Contractor shall not make official policy or decisions on· behalf of 
USC IS. While the Contrac~or employees may han.dle funding and accounting records, they may 
not make decisions that are inherently governmental in natUre nor.do they have USCIS signature 

. authority.· :· · · · · · 

Except for .items arid services specified in thi~ PWS as Government provided ·propertY or 
services, the Contractor shall provide all personpel; equipment, tools, materials, supervision, and. 
other items and services necessary to perform the require~ents of the task order. . · · . . . . . ' . ~ 

It is anticipated that the services and pmdu<;ts required under thes~ ~sk orders shall be 
provided primarily at each of the four Service Centers: · · · · · · 

I ' ' ~ 

•California Service Center (CSC), Laguna Niguel, California. Th!s Service Center is 
currently located m a single building: Note: Location subject to change within . 
surrounding area.. ' ' ' ' ' ' 

•Nebraska Se~ice·Center"{NSC), Lim~oln, NeQraska. 'Tiiis Service Center is currently 
located in two buildings within 5 mile~ of each ot~er in Lincoln, Nebraska. Note: 
LocationS ~ubject to change within surrounding area. · 

•Texas. Service Center(TSC), Dallas, Texas. This Service Ceritc:!r is currently located in 
three buildings. ·Two buildings are located together in Dallas and on~ building is· located · 
approxihtately 18 miles away. Note: Lo~ations subjeCt to change within surrounding 
area. 

• Vermont Service Center (VSC), St. Albans, Ve~ont. this Service Center is currently 
located in four buildings. Three buildings are within approximately Yz mile of each other 

Pa.ge62 
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in St.- Albans and one building is located approximately 25 miles from the others, in 
Essex Junction. Note: Locations subject to change within surrounding area. 

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

3.1 Lockbox Overview 

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

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

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

Form Number Fee Associated Originates from Scheduled to 
Transition to 
Lockboxes 

EOIR-29 Yes Public TBD 

1-129 Yes Public TBD 

I-129CW Yes Public TBD 

I-129S No Public TBD 

1-181 No Government Offices TBD 

1-191 Yes Public TBD 

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 
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1-751 MFAS Yes Public· 2nd quarter 20.1 .I 
.I_' ~ ~ ' ... .) 

... 

1-829 Yes Public • TBD 
1-864 (in IV Packet) No Government Offices TBD. 
1-865 No Public TBD 
1-881 Yes Public TBD 

1-89 No Government Offices · : TBD . 

1-907 Yes Public 2nd 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 2nd quarter 2011 
N-600 Yes· Public . ,-.. 2na quarter 2011 
N-600K. Yes Public 2nd quarter 2011 
N-644 .No Public' TBD 
DS-230 (N Packet) No ' · Government Offices- TBD 

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

3.2 Transformation Overview 

. Transformation will also have ~.impact on the service cent~rs''workload. S~nce 2006 USCIS 
has had an ongoing modernization of its business processes designated as "Transform~tion." 
Broadly defined, transformation involves moving the agency from the current business . 
processe~, which are largely based on paper files, forms, and docuritents, to' business processes 
that are generally conducted electronically. · ' · 

Many service center pusiness proc~sses are still completed using p~per. files, form~, and .. 
documents. As transformation moderriizes"these processes, the current workload will likely be 
impacted over the anticipated four year perjod·ofperforman~e of this task order~ Among the 
changes anticipated du~irig this period are: · ., 

Possible ending of depositing paper fee.instruments; 
Possible increase in· scanning' documents; 

. Probable continued reduction in manual data entry in all areas; 
I . 

Probable continued reduction in the use of paper files and increased use of electronic 
fi~s. · · 

3.3 Workload Balancing Overview 

· The requirements of USC IS may include the transfer of existing·files or re-direction of incoming 
, files or applications, froni one service centerto another or from the lockboxes to different service 

centers. This inay include transf~rs between centers in Group A to those in Group B or vice · 
. _versa. The overriding priority or'USCIS is maximizing customer service. Any. consequential net 

. . . . 
_, ... , 
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addition or net loss of workload at a particular center or pair of centers is a nonnal condition of 
USCIS operations. Offerors should be aware that future workloads may vary as a result. 

4.0 CONTRACTOR TASKS/REQUIREMENTS 

The requirements identified in this PWS will be perfonned in accordance with the USCIS 
Records Operations Handbook (ROH), and local and national policies and procedures. 

4.1 General Requirements 

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

4.1.2 The Contractor shall comply with USCIS policies, procedures, user guides, and 
regulations in effect during the perfonnance of the task order. 

4.1.3 The Contractor shall provide reports required in the task order or contained in 
service center policies and procedures. 

4.1.4 The Contractor shall immediately report suspected fraud, waste, and abuse to 
the COTR and CO. 

4.1.5 The Contractor shall require Contractor personnel to sign nondisclosure 
statements affmning that they will not disclose data they encounter in the 
perfonnance of the task order to any unauthorized entity .. 

4.1.6 The Contractor shall not make any unauthorized disclosures of Personal 
Identifiable Infonnation (PII). 

4.1.7 The Contractor shall maintain accounting of 45-day supply of consumables, or 
whatever period of supply is standard at a specific center, including mail 
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supplies available through the United States Postal Service (USPS) and courier 
companies, to meet all requirements of the task order .. The Coritractor.shall 
provide sufficient notice to the COTR of the· ne~d for ·additional consumables to 
enable timely replenishm'ent.. ' 

4.1.8 ·The Contractor shall operate and perform basic user mainttman·ce <;>n 
government provided equipment in accordance with Original Equipment 
Manufacturer (OEM)' and service center instructions and as directed by the 
COTR. This may include, but is not limited. to, making nece~saryadjustments 
to equipment to ·accommodate various size letters and co.iTespondence, clearing 
paper jams, and changing toner cartJ:idges, etc. 

4.1.9 The Contractor shall provide notification tothe COTRwithin o~e (1) hour 
(measured during .normal hours of operation) of g~>Vemment provided 
equipment malfunct~ons or failure .. 

4.f.IO . The Contractor shall obtain the written approval o(the COTR for work 
schedul!!s that are different from the normal hoilrs of·operation one (1) week 
prior to the commencement of the schedule. 

4.1.11 The Contractor shall actively manage its workforce to ntaintain operational 
flexibility to perform the requirements of.the task order at all times, regardless 
of variation of the workload at any specific processing areas within the records 
management lifecycle . 

. 4.1.12 The Contractor shall maintain the capability to accommod~te spikes in 
workload volumes that occur from time to time and that are predicted at least 45 
calendar days in advance of the antidpatei:t sudden increase in· workload ' . 
volumes. These spikes may be' attributable to the beginning of an application 
period, anticipated changes in fees to be charged, or other phenomena. 

4.1.13 The Contractorshall-maintain th.e._capability to accommodate surges in data 
collection volume of up to 25% above the· daily average received voluine for the 
previous 20 business days. In the event the data collection volume exceeds 
125% ofihe rolling daily average for the previous 20 business days, the 
Contractor is only held responsible. for rrieeti.itg the timeliness performance 
requirements for 125% of the rolling 4aily ·ave~age; the balance may be 
processed on the next business day and may be considered ~ for the purposes of 
surge managemeQ.t only - as part of the data collection for the next day. If the 
surge extends' beyond one day, then the Contractor shall continue to perform 
under the same rule for as long as the surge lasts, recalculating the rolling daily 
average data collection volum~-and the 125% volume each day based on the 
p~evious 20 business days. ' · · 

4.1.14 . On Mondays and the first 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 20 business 
days. In the event the data collection volume exceeds 150% of the rolling daily 
average for the pr~vious·20 business days, the Contractor is·only held, 
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4.1.15 

4.1.16 

~. ' ' 

·,..· .. 

·responsible for meeting the timeliness performance requirements for 150% of 
the rolling daily average; the balance rrtay be processed on the next business day 
and may be considered ....:-for· the purposes of surge mariagemenl only - as part 
ofthe data collection for the next day. · 

The Contractor shall be .familiar with Continuity of Operations :Plans (COOP) · 
and security plans applicable at the service ce~ters and shall adhere to the 
requirements to perform 'tontained within the.~e plans, · 

~.' I 

The Contractor 'shall report, and after r~lease, process all suspicious packages. 
·'. 

4.1.17 .. ·The Contractor shall pick up mail a minimum of o~ce .per day from each USPS 
facility serving the Service Center Monday through Friday (excluding federal 
'holidays), unJess otherwise directed by the COTR, using Contractor provided 
transportation. The COTR may require additional pickup~ on cer:tain days, as 

4.1.18 

4.1.19 
··: 

4.1.20 

deemed necessary. ' . 

The Contra~tor shall process all outgoing third. party courier mail in accordance 
with the courier's ~elivery system. · · 

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

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

4.1.21 The Corttractor shall create and maintain·~emporary h~lding areas within the 
service centers for files pending further action (e.g., receipt of payment, 

.. fingerprints, or evidence). . .. 

4.1.22 The Contractor shall submitseparate ·invoices for: FDNS work to the FDNS 
C:OTI;{which includes: ASVVP and CFDO ~ata <;ollection 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): 

Backgro~rid The Contractor shall perform all tasks necessary for, or incidental 
to~ the receiving, processing, securing, and del~ver.y of incoming 
and outgoing mail for.·all components in the Service Centers and 
=for the USCIS Regional Headquarters forth~ Western Region (co.: 
·located within the Federal Building housing the California Service 
Center in Laguna Nigu~l, ·CA). This function includes the proper 
handling, securing, .and ~eli very' of registered mail; which is. an ' 
authorized means of transmitting classified information at the 
Secret level. All personnel handling or transporting registered · 
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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 

4.2.2 The Contractor shall route, process, and account for all mail, including but not 
limited to USPS mail, courier service packages, etc., to and from sources external 
to the service center, in a manner that 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 pickup by presort 
Contractor. 

Measure Periodic Observation & Validated Customer Complaints 

4.2.4 The Contractor shall receive all mail delivered by the USPS, any approved third 
party couriers, and/or authorized government agencies during normal hours of 
operation. 

Standard Receive all mail delivered by the USPS, approved third party 
couriers, and/or authorized government agencies during 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 receipting within 
the same day. 

Measure Periodic Observation & Validated Customer Complaints 
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4.2.6 The Contractor shall log registered mail; cer:tified mail, and· any other mail that 
may be ~esignated by _the COTR. . 

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

·Measure P~riodic Observation. & Validated Customer Complaints 

4.2.7 The Contra~tor shall receive and account for PostOffice.Non-Delive~able 
Securities (PONDS) in a prepared daily manifest. · 

., 

Standard 4.2.7-1 PONDS mail is accurately proceSsed ., 
" 

Measure ' Periodic Observation & Validated Customer Complaints . 
Standard 4.2. 7.•2 'PONDS mail. is received and accounted for in a prepared daily 

manifest. 
Measure Periodic Observation & Validated Customer Complaints 

.• J, 

4.2.8 The Contractor shall correctly prepare, seal, and meter outgoing mail to USPS or 
designate~ third parties. . , · 

"~ .' 

Standard 4.2;8·1 · · , 

Measure 
Standard 4.2.8·2 

Measure 
Standard 4.2.8-3' 

Measure 
Standard. 4.2.8-4 
Measure 

Outgoing mail is metered by the daily scheduled time for the 
presort Contractor.. , · · · 
Random Sampling · · 
Outgoing mail has the appropriate affixe~ postage for the weight 
and class. · · · 
Random Sampling· ,, 
Outgoing mail is 'properly prepared for·mailing with accurate, 
complete, and visible delivery addresses and. billing infonnation. 
Random Sampling·; 
Outgoing mail includes inserts or fliers when required. 
Random Sampling · 

· 4.2.9 The Contractor ~h~ll deliver outgoing mail to USPS or designated third parties . 

Standard 
. . 

Outgoing mail is d~livered to USPS or. to designated third parties at ., a minimum of once per business day, Monday through Friday 
(excluding federal holidays), on the same date the mail was 
metered. 

Measure · .. Random Sampling 

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

I· Background · I The· accuracy of data collection is critical to the USCIS mission 
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and: includes, but is not limited to, k~ying,fiel~s such,-as A-file 
nuinber, date of birth, name and alias(es), social s~curity number, 
address, attorney name and address,' monetary amount, . 
corrections, updales to applicant/petitioner in.fonnation; ·and other 
pertinent infonnation. The C:ontractor is required to verify the 
accuracy of the infoi"I11:ation they enter into USCIS systems. 
Accurate data entry may tequire the Contractor to search for valid 
data within source documents when entering ~fonnation from 
specific fonns. Contractor should anticipate occasional IT system 
outages in order to direct work effort~ to Qther activities. 

Da~ Coilection Support does not include system ~pdates for 
previously existing·records. These updates include address 
changes, name changes, correcting errors, adding or changing an 
attorney of record, and recording incoming and outgoing 
correspondence such as Request for. Evidence, W,Sheets, and 
similar documents. · 

4.3J The Conpoactor shall accurately assemblefonns, to include supporting documents 
and other materials. · 

~; . 

. . 

Standard . The Contractor accurately assembles fo~s, to inclu~e supporting 
documents and other materials. . . 

Measure Random Sainpling 

4.3.2 The Contractor shall review applications/petitions and supporting documents for 
cc:>mpleteness, jurisdiction, signature,· and correct fee, and proce~s those compliant 
and n·on-compliant applications/petitions. . · · 

Standard 

Measure 

4.3.3 

The application/petition and supporting document is' correctly 
identified as compliant (acceptable) or non-compliant (rejeet); 
Periodic Observation and Validated Customer Complaints · 

·The Contractor shall coUect infolmation from fonns and sourc.e documents and 
correctly input data uitovariousfonnatted screens wiili,i~ established processing 
tiniefrarites. Accuracy is defined as no d~ta entry .errors ori the entire fonn or 
document. ' · ' " · 

Standard 4.3.3-1- Data coHection 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 . 
Standard 4.3.3-2 Data collection of any CLAIMS 4 fonn must be completed by 

close of the working day (11:30 p:m.) on the next busin~ss day .. .. afterbeing"received at the service center. . . . 
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Measure .. Random Sampling ·'·-

Standard 4.3.3-3 Data colhiction of non-fee related fonns must be completed by 
. ' close oftheworkingday (11:30 p.m.) on the hext business day 

after being received at the service center. 
.Measure·· Random Sampling ' ;;· 

Standard 4.3.3-4 Complete and accurate data collection of all fee and· non-fee 
related·.forrris and source documents completed accurately withi_n. 
established processing timeframes. 

Measure Random Sampling.· 

· 4.3.4 The Contractor shall appropriately and correctly p;epare and affix processing 
identifiers. . · · 

Standard Processing identifiers are appropriately and co.rrectly prepared and 
affixed to applications, petitions, processing·_workshe~ts, and file 
jackets. .. 

Measure Periodic Observation & Validated Customer Complliints . 

4-.3.5 The Contractor shall generate and interfile screen printS, as'required . 
.. 

Standard Screen prints specified in the fonns' Stan4ard Operating 
Procedure (SOP) are generated and interfiled. : 

i' 

Measure Periodic Qbservation & Validated Customer Complaints . .. 

4.3 .6 .The Contractor shall ac~urately scan materials. and, as required, perf orin cropping~ 
scaling, and adjusting of contrast and brightness n¢cessary to achieve an 
acceptable qu(\Hty image ~or document productipn. · 

Standard 4.3.6-1 Necessajy adjustment~ 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.~-2 Materials are scanned by the clo.se ofb1:1.siness two businessdays 

after the materials aie received at the serVice center or up_oll 
request from USCIS. . ' 

Measure Periodic Observation & Validated Customer Complaints 
' '.'I 

· · 4.3.7 The Contractor shall scan, process, and verify fingerprint cards (FD-258) for 
· submission tothe Federal Bureau of Investigation (FBI). 

Standard Fingerprint' su~missions are accurately scanned, processed, and 
4.3.7-1 verified: 
Measure Periodic Observation & Validated Customer Complaints 

•. 

Standard Non-orphan or non-adoption fmgerprints are submitted by close of the 
4.3.7-2 second business day following being received at the service center. 

' 
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Measure Periodic Observation & 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 teceived at the service 

center. · · · 
Measure Periodic Observation & Validated Customer Complaints 

4.3.8 ·The Contractor shall create files duri~g data collection. 
". 

Standard Fee-related forms requiri.ng anA-File, r:.FiJe,. or a receipt file (as· 
4.3.8-1 appropriate) shall have a file created by cl()se of working day (11:30 

p.ni..) on the day received at the service center. · 
Measure Periodic· Observation & Validated Custoine~· Complaints 
Standard • Non fee-related forms requiring either an A-File; T-File, or receipt file 
4.3.8-2 . (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. 

Measure Periodic Observation & Validated Customer Com_I)_laints. 
Standard No duplicate A-file records are created:· 
4.3.8-3 
Measure Periodic Observation & Validated Customer Complaints 
Standard The. appropriate .file types,· A-file, T .;file; or receipt files are accurately 
4~3.8-4 created. . . 

•. ? 

Measure Periodic Observation & Validated Customer Complaints 

4.3.9.. The Contractor shall schedule biometric appointments as required. 
;·I• , 1 • 

Standard 4.3.9-2 · Manually rejected applications/petitions are accurately reviewed to 
ensure that the incoming applicants request for b~nefits cannot be 

· processed. 
Measure Random SamplinJ;?; 
Standard 4.3.9-3 Manually rejected applications/petitions, and any received fees are 

accurately data collected into a formatted system. 
Measure ·Random Sampling 
Standard 4.3.9-4 - The manually rejected application/petition, reject letter, and any 

associated fees are returned to the applicant by·close of the third . 
business day following beinJ;?; received in the service center. · 

Measure Random Sampling 

4.4 Fee Collec.~on (Prlced under CLINs 0005,1005~ 2005 & 3005): · 

Background The .accuracy and timeliness of fee collection and deposit is 
instrumental to· the ~uccess of the USCIS missicm and includes, but 

· is not limited to, collecting, reviewing, endorsing, and depositing 
fees (negotiable' items). To complete this, the Contractor shall 
·collect fees~ review fees (negotiable instruments} for acceQtabill!Y, 
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. and process fees by accurately'prepanng.and timely depositing all 
fees on the next business:day after the fees are received in the. 
Serv'ice 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 accepta~ility ahdensure the fee is 
endorsed in accordance with the Treasury Financial ManUal. · ' 

' 
Standard Receipted fees are reviewed. for a~ceptability and endorsed ~-

accordance with the Treasury Financiill Manual. ., 

Measure Periodic Observation & Validated Customer Complaints 

~ . . 

4.4.2 The Contractor shall prepare a daiJy.deposit ticket accurately reflecting the total 
of all endorsed receipted fees. Th,e Contractor shall complete the daily deposit not 
later than:the scheduled depository pickup on the next business day after the fees 
were received at the service center: The .Contractor shall accurately complete and 
include in. each daily deposit packet any. supporting documentation (line-off 
sheets, void she~ts, etc;) used to.suppo~ the deposit amount. 

... 
·standard 4.4.2-1 The prepared deposit. ticket reflects an accurate total of the days' 

endorsed receipted fees. 
Meas~:~re Periodic Observation & Validated Customer Complaints 
Standard 4.4.2·2· . The daily deposit is completed-prior to the depository pick up 

time. ' · · 
Measure Periodic Observation:& Validated Customer Complaints 
Standard 4.4.2-3 All supporting documentation is completed accurately arid is 

included with the daily deposit packet. 
Measure Periodic Observation & Validated Customer Complaints 

.. 

4.4.3 The Contractor shall s~bmit a report showing indi~idual clerk and.individual 
system deposit totals to USCIS on.@ daily basis or as required. 

Standard All deposits are_accurately generated, prepared, reconciled, and 
reported daily. 

Measure Periodic ObserVation & Validated Customer Complaints 

4.4.4 . The Contractor shall monitor and safeguard all fees at all times while within the 
·contractor's c~stody. 

Standard " All fees are monitore4 and safeguarded at all times when in the 
custody of the Contractor. '· 

Measure Periodic Observation & Validated Customer Complaints 
. 
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4.5 File Operations Support (Priced under CLINs 0006, 1006, 20~6 & 3006): 

Background Successful performance of File Operations Support is critical to 
the suc'cess of this. task order and to the USCIS missiQn. The 
Cpntractor is required to receive, store; retrieve, maintain, and 
distribute files and internal mail in a tim.ely, complete, and 
accurate·manner. File content is dictated by documentation 
requirements imposed by law~ regulation, or public policy. Files 
may be in paper, electronic, or digitized formats. The Contract<?r 
is also required to update.USCIS·trackingsysteins, annotate · 
appropriate actions· on case processing worksheets,.manifest cases 

',and documents ~eing tran~ferred as required, perform and follow-
. up File J'rarisfer Requests (FTR), M~ual .Search Requests (MSR), 
· and perform file sorts and file pulls as requested. 

4.5.1 The Contractor shaltcreate all files when required during file operations: 
' ~ . . . . 

". 
'· Standard 4.5.1·1 Files required by USCIS are created by close of the next business 

day .following request from USCIS. ' · 
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 shaH accurateiy request required files from eXternal sources, such 
as other cente.rs, district offices, the National Records Cent~r {NR<:), etc. within 
established timeframes. ' . 

Standard 4.5.2-1 Contractor accurately requests required files from e~ternal · 
sources. 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.2·2 Required external file requests are. completed by close'of~e next 

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

4.5.3 . The Coiitra~tor shall fulfill internal (within the 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 timefra111es. · 

Standarc.t 4.5.3-1 Contractor responds to USCIS file requests by retrieving th~ · 
. cori'ect'file(s). 

Measure Periodic Observation & Validated Customer Complaints 
S~ndard 4.5.~-2 Files are delivered (mternalrequests) or mailed (external requests)· 

" . 
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by close of the next business day (or within other designated 
timeframes) following request. 

Measure Periodic Observation & Validated Customer Complaints 

4.5.4 The Contractor shall accurately perfonn file sorts. 

Standard Files are accurately segregated, filed, and routed. 
Measure Periodic Observation & Validated Customer Complaints 

4.5.5 The Contractor shall file andre-file records. 

Standard 4.5.5-1 Unless otherwise 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 close of the 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 in various USCIS systems (C3, C4, 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 Contractor shall reconcile and resolve issues identified through system 
generated error and recurring reports. 

Standard The Contractor reconciles and resolves issues identified through 
system generated error and recurring reports as required. 

Measure Periodic Observation & Validated Customer Complaints 
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4.5.8 The Cont~actor shall accurately consolidate .. files, physically, and electronically, 
within e~tablished timeframes. . · · · 

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

Measure : Periodic Observation & Validated Customer Complaints 
Standard 4.5.8~2 The consolidated'process is completed by close of the third 

working day followi.ng being received by the Contractor. ' 
Measure Periodic Obser;vation &-Validated Custoiner:Complaints · 

: ; ... 

4.5.9 The Contractor shall maintlin a tracking process for files held in temporary 
holding areas. The Contractor moves files maintained in the ~erriporary holding 
areas t~ the next stage of the proce·ss. · · 

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 Contr~ctormoves files maintained:i.n 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 intetfile, connect, and route all correspondence or 
Request for Evidence (RFE) with correspondirig file(s) and update systems within 
established timeframes: .· · · ·. · . , · · · . · 

·-- ... ~ ~ . -· 
Standard 4.5.10-1 . ·Evidence is connected by close'ofthe third business day following 

being received at the service· center . 
Measure . Periodic Observation & Validated Customer Complaints 
Standard 4.5.1 0-2 · Interfiling is completed by close of the fifth business day. 
Measure Periodic Observation & Validated Customer Complaints· ' 
Standard 4.5.to..a· Files are routed to the adjudicating officer by close of the next 

business day following requested evidence being connected_ to the 
,. file. 

. ' . 

Measure Periodic Obser-Vation.& Validated CustomerComplaints 
Standard 4.5.1 0-4 Interfiling/evidence are connected and affixed to the correct file. : 

Measure Periodic Observation & Validated'Customer Complaints· 
Standard 4.5.10-5 .Received evidence 'is 1:1pdated in USC IS systems on _the same day 

received in.the service center. : 

Measure Periodic Observation & Validated Customer Complaints. . 

· 4.5.11 The Contractor shall maintain files. 
I 

Standard File maintenance is performed. 
Measure Periodic ObserVation & Validated Customer Complaints ,. 
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4.5.12- The Co~tr~ctor shall review and prepare files for ~hip~ent to the ~ational 
·Records Center (NRC), or other location.s: Additionally, the Contractor shall 
verify tha~ closed files are noted as closed within the p~ysical file before 
preparing the file for storage. · · · 

Standard 4.5.12-1 Files are reviewed to ensure 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 closed are physically reviewed to ensure the file is 

rioted as closed. 
Measure Periodic Observation & Validated Customer Complaints 

' I 

4.5.13 'The Contractor shall accurately prepare, verify, and retain a copy of manifests 
going from the service center· and retain a copy of 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 verified to match manifest against. 

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

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

day ·to USCIS. . 
Measure Period.ic Observation· & Validated Customer Complaints 

1 • 1,' 

4.5.14 Tite Contractor.shall perform system queries and searches in.USCIS systems, and 
plac.~s a screen print(s) of the search result(s) in the file, when required. 

-
Standard 4.5.14-1 The.Contractoi' accurately performs all system queries and 

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 timeframe. . ' 
Measure PeriodiC Observation & Validated Customer Complaints 
Standard 4.5;14-3 Screen. prints shall. be attached in accordance with ·the centers SOP 

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

4.5.15 The·Contractor shall accurately scan materials and, as required, perform cropping, 
·scaling, and adju~ing of cpntrast and brightness necessary to achieve an 
acceptable quality. image for document production . 

.1' ' " 

',\ 
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Standard 4.5.15-1 N:ecessary 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 business day that the materials 

are received at the service center or request from·usCIS. 
Measur~ Periodic Observation & Validated Customer Complaints .. 

4.5.16 The Contractor shall correctly assemble E-filed applications a~d petitions into 
files. 

Standard 4.5.16-1 E-filed forms are accurately assembled. 
Measure Periodic Observation & Validated Customer Complaints·· ·. 

•' 

Standard 4.5.16-2 E-filed forms are assembled by the close of the nex~ b~siness day 
following the recejpt of the application/petition· by the Contractor. 

Measure }>eriodic·observation & Validated Customer Complaints 

.· 
' 

4.5.17 The Contractor shall ensure that files are "adjudication ready" when they are sent 
to an adjudiCation division withiri the service center. ~ .. :· · . ' . ) .., ', 

Standard. Files forwarde~ to an adjudication division. for adjudication are . 
compiete 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, arld deliver for internal· 
distribution printouts and' files between mail stops within the service center as 
'established by the 'COTR.· The Contracto·r picks up mail, printouts, and files no 
less than twice daily as scheduled by the COTR. :. · 

Standard 4.5.18·1 Scheduled internal mail is picked up .twice daily at each d~signated 
mail stop. ' ' ' 

Measure Periodic 'C)bservation & Validated Customer Complaints 
· Standard 4.5.18·2 Internal mail is 4elivered~to its designated mail stop no later than 

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

Measure Periodic Observation & Validated Customer Complaints 

. . 

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

Standard 4.5.19-1 Application and.petition-related documen~ ~e photocopied 

' accurately and completely. 
· Measure Periodic Observation & Validated Customer Complaints 

Standard 4.5.19-2 · Photocopies· are produced by the:Contractorwheit required. 
Measure Periodic.Observation & Validated·Customer Complaints: 

\i' 
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4.5~20 'rhe Contractor shall gen~rate required USCIS approved letters, notiCes, and 
· · messages~ including e:-mail, t_ext messages,- and fa.Xes. · · 

Standard I Generates required USC IS. approved letters, notices, and 
messa~es, includin~ e-mail, text messa~es, and faxes; . 

Measure Periodic Observation & Validated Customer Complaints 
.. 

. . 
4.5.21 The Contractor shall accuratelycreate 1-512 documents within eStablished 

timeframes. 

Standard 4.5.21·1 The Contractor accurately creates required.l-512 documents. 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.21-2 The Contractor creates required 1-512 documents by close of 

business the· next business day after .the 1-131 file ret_ums from 
adjudication. I 

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 Records received that do not require system relocation are 
processed by the close of the next business day after being 
received at the service center .. . ,.,-{· 

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.22-2 Records that require system relocation are processed by the close 

of the fifth business day after being received at the service center. 
Measure Periodic Observation & Validated Customer Complaints 
Standard 4.5.22-3 Documents, other that;t reco~ds, are processed by the close. of the 

third business day after being received at the service center. 
Measure Periodic Observation & Validated Customer Complaints 

., 

. 'A.5.23 The Con~ctor.shall complete araudit ofthe.physicallo~ation of each file in 
· accordance with:the Rec~rds operation Handbook (ROH} and accurately 

.. reconciles files to system ger:terated reports: · · · ~ · . . · · , . · 

Standard The Contractor .compl~tes. an audit of the physical location ~f each 
file in accordance with the ROHrequirement of one year .. ·' 

Me~sure 'Per results of anriuallNSITE audit. 

4.5.24 The Contractor shalltrack, secure, and be accountable forall.issued empty pre-
.. printed A-FilejacketS in their possession. · 
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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 Contractor shall timely identify and prepare materials for destruction when 
required in accordance with the ROH and /or as directed by the COTR 

Standard Materials needing to be destroyed are timely identified and 
prepared for USCIS review in accordance with the ROH and/or as 
directed by the COTR. 

Measure Periodic Observation & Validated Customer Complaints 

4.5.26 The Contractor shall schedule biometric appointments as required. 

Standard Biometrics appointments are scheduled as required. 
Measure Periodic Observation & Validated Customer Complaints 

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

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

Measure Periodic Observation & Validated Customer Complaints 
Standard 4.6.27-2 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 ICPS. 
Measure Periodic Observation & Validated Customer Complaints 

4.6 Fraud Detection and National Security: 

Page 80 

80 



Ba.ckground 

1', 

:, 

The Office of Fraud Detection and National SecuritY (FDNS) is a 
directorate within USCIS. · FDNS ~as created in 2004 to protect . 
national security and the iritegrity of the l~gal ilnmigration 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 inforniation 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 D~t~ction Branch '(FDB) is tasked with 
implementation and oversight of anti-fraud operations. This branch 
develops fr~lUd related policies that systematically identify possible 
fraudulent activity and indiCator~· 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 trafismitted to USCIS for update in FDNS-DS · 
(FDNS' case management system). · · 

·., 
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4.6.1 ASVVP and CFDO:Data Collection Support (Priced under CLINs 0007; 1007,2007 & · 
3007, as well as0009, 1009,2009 & 300?): - · 

' .,l 

. ) . 

Background - ASVVP data collection and entry into'FDNS-DS fs· performed at.the 
. , CSC and ~e·vsc. Specific pre and post adjudication forms for 

en:tployment based and religious worker petitions (i.e. 1-.129 and 1-
360) are randomly selected by the Center Fraud Detection Operations 

. . . (CFDO) Units from submitted petitions apd applications awaiting 
shipment to storage. · ' 

. . ' ,'- •' . . .. 

New records will be created in FDNS-DS. The Contractor shall be 
· required to eriter accur~te infomiatioit into FDNS-DS system. 

Accurate data;. entry may require the Contractor to search for valid 
· data within squrce. documents when entering information from 
specific forms. Contractor shall anticipate occasional IT system 
outages in order to direct work efforts to other activities. · 

. -~· . ' ' . 

-·The Contractor shall perform all data collection work during frrst .. 
--shift, from 6AM- 2:30PM. FDNs:.ns data colleCtion is described as 
.. the entry of any new 'record where a receipt number, petitioner, 
petitioner organizaticin,·attomey or beneficiary does not already exist 
in the system... · · 

The exact number of data entry fields is based on form type, number 
of forms and whether ihe entry is for a new r~cord or for updates, 
which are to b~ classified and worked as part of file .operations. 
ASVVP data entry will be splitevenly between CSC and VSC only . 

. 'NSC and TSC are not involved with the ASVVP Program. 

CFDO data collection operates at ·a.n four of the SCOPS operations 
centers. -CFDO is the recipientofpotentialleads and fraud case data 
that require data collection and entry into FDNS-DS aside _from 

. · information entered for ASVVP purposes. CFDo' receives leads in 
the .form, of consular retu~s, floor r~ferrals, tip letters, and attorney 
cases, to be data· entered into FDNS-DS ·at all four service centers. · · . ~ . ~ ' . . . . 

.,. 
lnput into.FDNS-DS.is significantly differ_ent than input into 
CLAIMS3. Atinie in motion study was performed on FDNS-DS 
from April to July-2009 to'determine.data input-speeds and the 

. amount of time requir~d to input new ,cases to the system. For 
ASVVP input, vendors should anticipate that 2-3 forms can be 
entered per hour on average into FDNS-DS at VSC and 1.5-2 forms 
. 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 
av~rage. . ' · · · · · · · · 
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: 4.6.1.1 The C~ntractor shall collect' information for the ASVVP requirement from forms, 
petitions and source documents and correctly inptit data into various formatted tabs and 
sub-tabs. Accuracy is defined as hQ data entry errors on the entire form or document. . . 

Standard 4.6.1.1-1 Complete and accurate data colJ.ection ofall forms and source 
documents into FDNS-DS System. ; 

Measure· Periodic Observation and Validated Customer Complaints 
Standard 4.6.1.1-2 Data collec.tion of all fonns 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 infonriation for the CFDO requirement from fonns, petitions 
and source documents and :correctly input data, into various formatted tabs and sub-tabs. 

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

Standard 4.6.1.2-1 Complete and accurate data co~lection 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 fonns arid source documents are completed 

within established timeframes or as designated by the COTR. 
Measure Periodic Observation and Validated Customer Complaints 
Standard 4.6.1.2-3 No duplicate records are created. .. 

Measure Periodic Observation and Validated Customer ComplaintS , 
~·, ' 

' . 
4.6.2ASVVP and CFDO File Operations Support (Priced under CLINs 0008, 100.8; 2008 & 

30~8, as well as0010, 1010, 2010 & 3010)~ ·. ·· ' ' 

Background ASVVP and CFDO file operations is described as updates of any 
fonns or source data to FDNS;.Ds where a record already exists. 
The Contractor.shall pe'tfonn record updat~s on records that already 
exist in FDNS-DS. Cases, Leads, RFA's, ,and BFA's/CR's) must 
be updated continuously to include, consular returns, tip/snitch 
letters, ICE RFA's, Fraud referrals from Exams and-Adjudications, 
Administrative Appeals Office (AAO) and HQ-Refugee Affairs~ . 
Also included are large ~onspiracy cases requiritfg multiple receipt 
inpu~, people, addresse~ and organizational fields in existing 
records. Prosecution cases, statement of fmdings inp\Jt and updates. 
File operation sha.ll comprise of.approximat~ly 50% of the work at · 
NSCandTSC . 

.. 
Periodic quality qhecks of Contractor work will be performed.by 
CFDO and/or USCIS personnel to assure accuracy .and timeliness 
of Contractor performance. Perfonnance will J>e measured by 
·periodic observation and validated customer complaints to assess 
adherence to standards. 
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4.6.2.1 The Contractor shall'lJ:pdftte ifif6m1ati6ri obfuiried frQm site visits into FDNS-DS 
system for immigration casework. . · · ' · 

. 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· compJeted within established timeframes or as 

designated by the COTR. . . 

Measure Periodic Observation and Validated Customer Complaints 

' 
4.6.2.2 The Contractor shall track and update .files n1 NFTS systems upon movement or 
· as requested by USCI~. The Contractor shall accurately update data in FDNS-

DS. . . 

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 up4ating functions are completed within established 

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

4. 7 . Task Order Transition (~»ric~· onder CLIN OOOl) ·· 
. ' ·~ 

The Contractor sh~ll c.omplete the transition from predece~sor contracts in 60 days. after the . 
. starting date of this task order. This ~sition in9ludes, but·is notlimitedto, the proce&.ses of: 

•. Hiring initial staff · 

• Executing ~plan fo~ retention of existing staff. 

• Relocating key management personnel 

• Rapid. creation iu:td submittal of security clearanc;:e packages . 

• Formalizing any subcon~acts 

• Establishing a temporary working site in close proximity to each service center for . 
condu~ting interviews and meeting's. · ' · 

Upon completion of the au~horized period of performance for. this task ord~r including exercised 
options, the Contracting Officer may issue. a modification to authorize, establish price and fund 
the transition activity of the outgoing Contt:actor through a "Task Order Expiration Transition 
Task" iri accon!ance with FAR 52.237-3, "Continuity ofSei'Vices"; The activities will include . 
the requirements above and those required by FAR 52.237-3. :. 

, 4.8 Program Management ·(Priced under CLINs 0002, ·1002, 2002 &·3002) .. 

The Contractor Program Management s~ff performing under this task order shall· apply both to 
the Contractor's management of the task. order as a· progiam as well as the Contractor's 
performance of projects .to be performed as specified: in the PWS. During the period of 
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performance of this task order, the Government will require the Contractor to conduct certain 
program management activities needed to support SCOSS. 

USCIS expects that the Contractor's program management activities/proposal will include: 

• A Project Manager and qualified key personnel (i.e. Human Resources, Quality 
Control); 

• Experienced, knowledgeable and capable points of contact for USCIS contract and task 
management. They shall be available for both ad hoc and regularly-scheduled meetings 
at the Government site, if necessary; 

• Operational and task order-specific financial information as both scheduled and ad-hoc 
deliverables; 

• Active pursuit of solutions to correct deficiencies; 

• All reports and other deliverables as detailed in this PWS; 

• Cost of vehicles; 

• Cost of travel; 

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

• Any other direct costs required by the program management team, including IT 

resources. 

4.8.1 Quality Control 

4.8.1.1 The Contractor shall be responsible for exercising quality control of the 
processes called for in the performance work statement. 

4.8.1.2 The Contractor shall develop, maintain, and manage all quality control 
measures to ensure compliance with the standards of the performance 
requirements. 

4.8.1.3 The Contractor shall analyze trends and identify cost-saving approaches and 
productivity improvements to maintain performance while operating within 
budget constraints. 

5.0 SECURITY REQUIREMENTS 

5.1GENERAL 

U.S. Citizenship & Immigration Services (USCIS) has determined that performance of the task 
order requires that the Contractor, subcontractor(s), vendor(s), etc. (herein known as Contractor), 

·have access to classified National Security Information (herein known as classified information). 
Classified information is Government information that requires protection in accordance with 
Executive Order 12958, Classified National Security Information, and supplementing directives. 

The Contractor will abide by the requirements set forth in the DD Form 254, Contract Security 
Classification Specification, included in the task order, and the National Industrial Security 

Page85 

85 



Program Operating Manual (NISPOM) for the protection of classified information at its Cleared 
· facility, if applicable, as directed by the Defense Security Service~ Ifthe Contractor has access 

to classified information at a USC.IS or other Government Facility, it will abide by the 
requirements set forth by the agency: · · · · 

. . 

5.2 S{j]:TABILITY DETE~ATION. 

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 inforiilation,, based upon the results· of a background 
investigation. USCIS may, as it deems appropriate, "authorize and make a favorable entry on 
duty (EOD) decision based.on preliminary security checks. The favorable EOD decision would 
allow the employees to commence work. temporarily prior to.the completion of the full 
investigation. The granting of a favorable EOD deci~ion 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 su.itability determination shall in no way prevent, 
preclude, or bar the withdrawal or termination of any such access by USC IS 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 favo~able·EOD decision or suitability determination by the 
Office of Security & Integ~ty .(OSI). ~ ·, · · · . · · · · , · . · ·. . 

''.,. 

5.3 BACKGROUND INVESTIGATIONS 

Contract employee~ (to in~lude applicantS, temporaries, part-time, and r~pla<;ement 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 (POD) for 
Contractor Personnel, that each individual will perforrri on the task order. The results of the 
position sensitivity analysis shali identify·the appropriate background investigation to be · 
conducted. All background· investigations will be processed through OS I. Prospective · 
Contractor employees shall submit the following completed forms to OSI through the COTR no 
less than·30 days before the starting date ofthetask order or 30 days,prior to entry on duty of 
any employees, whether ~-replacement •. ad4ition, subcontr~ctor employee, or vendor: . · 

1. 

2. 

I 

3. 

4. 

5. 

6. 

Standard Form S5P, "Questionnaire for Public Trust Positions" 

. DHS Form 11000-6, ~'Conditional Access to Sensitive But Unclassified 
Information Non-Disclosure Agreement"· · · 

' ' 

. FD Form 258, "Fingerprint Card" (2 copies) 

Form DHS-1 f000-9, "Disclosure and AuthorizationPertaining to Consumer' 
Reports ~rsu~t to the Fair Credit Reponing Act~'" ~- · · 

Position Designation Determination for Contract Per~onnel Form 

Forei~ National Relatives or Associates Stateme~t 
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Required forms will be provided by USCIS at the time of award of the task order. Only 
· complete packages will be accepted by OS I. Specific iristrtictions on submission of packages 

will be provided uport award ofthetask order. 
·, ' 

Be advised that unless an applicant requiring access to sensitive but unclassified information has 
resided in the U.S. for three of the past five years, OSI may· not be. able to complete a satisfactory 
background investigation. In such cases, USCIS retains the right to deem an applicant as 
ineligible due to insufficientbackground information. ' 

The use ofNon-U.S. citizens, including Lawful Permanent Residents (LPRs), is not permitted in 
the performance of the task order for any position that involves access to or devel6pment of any 
DHS IT system. USC IS will consider only U.S. Citizens for employment on the task order. 
usqs ';Vill not approve LPRs for employment on the task ord~r in any position that requires the 
LPR to access or assist in the development, ·operat.ion, management, or maintenance of DHS IT 
systems. By signing .the task order, the Contractor agl-ees to this restriction: In those instances. 
where other non-IT requirements contained in the task order can be· met by using LPRs, those 
requirements shall be Clearly described. 

5.4 EMPLOYMENT ELIGffilLITY 

The Contractor must agree that each employee working on the task 'ord~r will have a Social 
Security Card issued and approved by the Social.Security:Administration. The Contractor shall 
be responsible to USCIS for acts and om-issions of his own·employees and for any acts or · 
omissions ofSubcontractor(s) and their employees, to include financial responsibility for·an 
damage or injury to persons or property.· · · 

Subject to existing law, regulations, and/or other provisions of this task order, illegal or 
undocumented aliens will not be employed by the Contractor or be employed under the task 
order. The Contractor will ensure 'that this provision is expressly incorpo-rated .into any and all 
Subcontracts or subordinate agreements issued in support of this task order. 

. . ' . 

5.5 CONTINUED ELIGffiiLITY 

If a prospective employee is found to be ineligible.for access to USCJ~ facilities or information, 
the COTR will advise the Contractor that the employee shall· not continue to work pr to be 
assigned to work under the task order.· 

The Sec~ritY Office may req'uire drug screening for probable cause· at any time and/or when the . 
. Contractor independently identifies circumstances where probable cause exists. · · 

USCIS reserves the right anfprerogative-to depy and/or restrict the facility and information 
access of any Contractor employee whose action,s are in conflict· ~ith the standards of conduct, ~ 
CFR 2635 and 5 CFR 3801, or whom USCIS determines to present a risk of compromising' 
sensitive but unclassified information to which ~e or ·she would have acc~ss under the task order. 

. . . 

The Contractor will report any advers~ information coming to their attention concerning contract 
employees under the task order to USC IS OS I. The ~ubsequent ~ermination of employment of an 
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' . 
employee does not obviate the requirement to submit this report. The report shall include the 
employee's name and sociaf security number, along with the adverse information being reported. 

OSI must be notified of all terminations/ resignations whhin ~five days of occurrence. The 
Contractor will return any expired USCIS issued identification cards and building passes, or 
those of terminated employees, to the COTR. If an identification card or building pass is not 
available to be returned, a report must be submitted to the COTR referencing the pass or card 
number, narite of individual to whom issued, and the last known location and disposition of the 
pass or sard. ' ' ' ' 

The Contractor shall appoint a senior official to act as the Corporate Security Officer. The 
individual will interface with the Security Office through the COTR on all security matters, to 
include physical, personnel, and protection of all Government information and data accessed by 
the Contractor. · · 

' ' ' 

The COTR and the Security Offic~ shall have the right to ~inspect the p~ocedures, methods, and 
facilities utilized by the Contractm: in complying witH the securit)' requirements under the task 
order. Should the COTR determine that the Contractor is not complying with the security 
requirements of the task order, the Contractor will be info~ed in writing by the Contracting 
Officer of the proper action ~o be taken in order to effect compli?-Dce witl'l ·such requirements: 

5.7 COMPUTER AND TELECOMMUNICATIONS. SECURITY REQlrrREMENTS 

5.7.1 Security Program Background 
' ' . 

The DHS has established a departinent wi.de IT security program based on the following 
Executive Orders (EO), public laws; and nati~nal policy: 

· • Public Law 107-296, Homeland Security Act of2002. . 
• Federal Information Security Management Act (FISMA) of2002, November 25, 2002. 
• Public Law 104-106, Clinger-Cohen Act of 1996 [formeriy, Information Technology 
Management Reform Act (ITMRA)], February 10,. 1996. · 
• Privacy Act of 19.74,As A.nlended. 5 United States Code. (U.S.C.) 5S2a, Public Law 93-579; 
Washington, D.C., July 14, 1987. .· . · · 
• Executive Orde.r 12829, National Industrial security Program, January 6, 1993. 
•Ex~cutive Order 12958, Classified National Security Information, as amended. 

1 

• Executive Order 12968, Access to Classified Information, August 2, 1995. · 
• Executive Order 13231; Critical Infrastructure Pr~leciion in the .Information Age, October 16, 
2001;• National Industrial Security Program Operating M~mm11 (NISPOM), Fepruary 2001. · 
DHS Sensitive Systems Policy Publication 4300A ,v2.1, July 26, ~004 
DHS National Security Systems Policy Publication 4300B v2.1, July 26, 2004 
• Homeland Security Presidential Directive ?,"Critical infrastructure Identification, 
Prioritization, and Protection; December 17, 2003. · 
• Office of Management and Budget (OMB) Circular A-130,'ManagementofFederal 
Information Resources. . ·, · · 
• National Security Directive (N,SD) 42, National Policy/or the Securfty.ofNationa/ Security 
Telecommunications arid Inj(Jrmation Systems (U), July 5, 1990, CONFIDENTIAL. 
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' ·, 

• 5 Code of Federal Regulations (CFR) §2635, Office of,Gove~ment Ethics, Standards of 
Ethical Conduct for Employees of the Executive Branch. · · · 
• DHS SGG OS-002 (IT), National Security IT Systems Certification & Accreditation, March 
.2004. ' ' ' " 
• Department of State 12 Foreigh Affairs Manual (FAM) 600,/nformaiionSecurity 
Te~hnology, June 22, 2000. · 

. • Department ofState 12 FAM 500, Information Security, October 1,_ 1999. 
• Executive Order 124 72, Assignment of National Security. and Emergency Preparedness 
Tele~ommunicatiorzs functions, dated April·3, 1984. · 
• Presidential Decision Directive 67, Enduring Constitutional Government and ContinuitY of 
Government Operations, dated October 21, 1998. · . _ · 
• FEMA Federal Preparedness Circular 65~· Federal Executive Branch Continr,~ity of Operations 
(COOP), dated July 26,. 1999. . . .. . ,, . . . 

. • FEMA Federal Preparedness 'circular 66, Test, Training and Exercise (1T &E) for Continuity of 
Operations (COOP), dated April30, 2001. 
·• FEMA Federal Preparedness Circular 67, Acquisition of Alternate Facilities for Continuity of 
Operations, dated April 30, 2001. · 
• Titie 36 Code of Federal 'Regulations 1236;·.ManagementofViU!l Records, 'revised as of July 1, 
2000. ' . . 
• National Institute of Sutndatds and Technoiogy (NISI) Special·Publicati.ons for computer 
security ~d FISMA compliance. · ' . , .. 

•. I' 

5.7.2 GENERAL 

Due to the sensitive nature ofUSCIS information, the Contractor is required to develop and 
maintain a comprehensive Coniputer and Telecommunications Security Program 'to address the 
integrity, confidentiality, and availability of sensitive but unclassified·(SBU) information during 
collection, storage, transmission, and'disposal. The Contractor's sec~ritY program. shall adhere 
to the requirements set forth in the DHS Management Directive 4300 JT Systems Security Pub 
Volume 1 Part A and DHS Management Directive 4300 IT Systems Security Pub Volume I Part 
B. This shall include conformance with the DHS Sensitive Systems Handbook, DHS · 
Management Directive 11042 Safegtiarding Sensitive but Unclassified (For Official Use Only) . 
Information and other DHS or USCIS guidelines and directives regarding information security · 
requirements. The Contractor shall estilbljsh a working relationship with the USCIS IT Security 
Of!tce, headed by the Information Systems Security Program Manager (ISSM)._ . · 

5.7.3 IT SYSTEMS SECURITY 

In accordance with DHS Manageme11t Directive 4300.1 "Information Technology. Systems 
Security", USCIS Contractors· shall ensure that all employees with access to U~CIS IT Systems 
are in compliance with the requirement of this Management Directive. Specifically, all 
Contractor employees with access to USCIS ITSystems meet the requirement for successfully 
completing the annual ''Computer Security Awareness Training (CSAT)." All Contractor 
employees are required to complete the training within 60-days from the' date of entry on duty 
(E<;lD) and are required to complete the training yearly thereafter. 

CSATcan be accessed at the following: httJ>://otcd.uscis.dhs.gov/EDvantage.Default.asp or Via 
remote access fr?m a CD which can ~e ·obtained by contact~ng uscisitsecurity@dhs.gov. · 
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5.7.4 IT SECURITY IN THE SYSTEMSDEVELOPMENT LIFE CYCLE (SDLC) 
~. ' ' . 

The USCIS SDLC Manual documents ali system activities required for the development, 
operation, and disposition ofiT security systems. Required systems analysis, deli:verables, and 
security activities are identified in the SDLC inanual by lifecycle phase. The Contractor shall 
assist the appropriate USC IS ISSO with development and completion of all SDLC activities and 
deliverables contained in the SDLC. The SQLC is supplemented with information from DHS 
and USC IS Policies and procedures as well as the National Institute of Standards Special 
Procedures related to computer security and FISMA compliance. These activities include 
development of the following documents: · 

• 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 DHS FIPS 199 workbook to categorize the system · 
of application and completion of the R¥S Questionnaire. The SSSP shall be completed 
as part of the System or Release Definition Process in the SDLC and shall not be waived 
or tailored. 

• Privacy Impact Assessment (PIA) and System of Records Notification (SORN). For each 
new development activity, each incremental system update, or system recertification, a 
PIA and SORN shall be evaluated. If the system (or modification)triggers a PIA the 
Contractor shall support ~he development of PIA and SORN as required. The Privacy 
Act of 1974 requires the PIA and shall be part of the SPLC process performed at either · 
System or Release Defmition.-

• Contingency Plan (CP): This plan des¢ribes the steps to be taken to ensure that an 
automated system or facilitY can be recovered from service disruptions in the event of 
emergencies and/or disasters. The Contractor shall support a.nrlual contingency plan 
testing and shall provide a Contingency Plan Test Results Report .. 

• Security Test and Evaluation (ST&E): This document evaluates each security controJ and 
countermeasure to verify operation in the manner iritended. Test parameters are 
established based on results of the RA. ·An ST &E shall be conducted for each Major 
Application and each General Support SyStem as part of the certification process. The 
Contractor shall support this process. 

• Risk Assessment (RA): This document identifies threats and vulnerabilities, assesses the 
impacts of the threats, evaluates in-place countermeasures, and identifies additional 
countermeaspres necessary to ensure an acceptable level of security. The RA shall be 
completed after completing the NISI 800-:-53 evaluation, Contingency Plan Testing, and 
the ST &E. Identified weakness shall be documented in a Plan of Action and Milestone 

. (POA&M) in the USCIS TrustedAgentFISMA (TAF) tool. Each POA&M entry shall 
identify the cost of mitigating the weakness and the schedule for mitigating the weakness, 
as well a~ a POC for the mitigation efforts. 

• Certification and Accreditation(C&A): This program establishes the extent to which a 
. particular design and implementation of an automated system and the facilities housing 

that system meet a.specified set of security requirements; based'on the RA of security 
features and other technical requirements (certification), and the management 
authorization and approval of a system to process sensitive but unclassified information 
(accreditation). As appropriate _the Contractor shall be granted access to .the USCIS T AF 
and Risk Management System (RMS) tools to support C&A and its annual assessment · 
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requirements. Annual assessmen.tactivities shall inClude completion of the NIST 800-26 
Self Assessment in TAF, annual review of user accounts, and annual review ofthe FIPS 
categorization. C&A status shall be reviewed for each incremental system update and a 
new full C&A process completed when a major system revision is anticipated. : 

. . ' . ' . 

5.7.5 SECURITY ASSURANCES 

· DHS Manag~ment Directives 4300 requires compliance with s~dards set forth byNIST, for 
evaluating computer systems used for processing Sensitive but Unclassified (SBU) information. 
The Contractor shall ensure that requiJ~ments are allocated in the functional requirements and 
system design documents to security requirements are based on the DHS policy, NIST standards 
and applicable legislation and regulatory requirements,· Systems shall of(er the following visiple . 
security features: ,, '· · 

.' ' . . \ . ' . '· .~. . ~ 
· • User Identificaiion and Authentication (/&A)- I&A is the process of telling a system the 

identity of a subject (for example, a user) (I) and pr~:>Viding that the subject is who it 
claims to be (A). Systems shall be. designed so that the identity of each user shall be 
established prior to authorizing system access, each system user shall have his/her own 
user ID and password, and e~ch user is authenticated before access is permitted. All 
system and database. administrative users shall have strong authentication, with . 
passwords that shall conform to established DHS standards.· All USCI$ lde11tification 
and Authentication shall be done using the-Password Issuance Control System (PICS) or 
its successor. Under no circumstances will Identification and Authentication be · 
performed by other than the USC IS standatd syste~· in use at the tffite of a systems ·. 
development.". . ' · . . · ·· . . · · . -

• Discretionary Access Control (DAC) - DA~ is a DHS access policy that restricts acc.ess 
to system objects.(for example, files,' directories, devices) based bn the identitY of the 
users and/or groups to whicti they belong. All system files shall ~e protected by a 
secondary access control measure. . . . . 

• Object Reuse,... Object Reuse is the reassignment to a subject '(for example, user) ofa 
medium that.previously contained an object (for example, file). Systems that use 
memory to temporarily store ~ser I&A in_fo~ation and any other ~BU information shall 
be cleared before reallocation. · · · 

• Audit- DHS systems shall provide facilities for transaction auditing, which is the 
examination of a: set of clironological records that provide evidence of system and user 
activity. Evidence of active review of audit logs shall be provided to the USCIS IT 
Security Office on a monthly basis, identifying all security fi~dingsincluding failed log 
in attempts, attempts to access restricted information, and password 'change activity. 

• Banner Pages- DHS systems shall provid~ appropriate security banners at start up 
identifying the system or application as being a Government asset and subject to, 
government laws and regulations .. This requirement does 'not apply to public facmg : 
internet' pages,_ but shall apply to inti-anet applications. 

5.7iDATA SECURITY .. 

SBU systems shall be· protected from unauthorize~ access, modification, and denial of service. 
The Contractor shall ensure thai all aspects· ofdata·.~security requirements (i.e., confidentiality; 
integrity, and availability) are inchided ih the functional requirements and system· design, and 

. ' . ' \\ ' . 
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e~sure that they meet th~ minimum requirements as set. forth in the DHS ~ensitive Systems 
Handbook and USCIS policies _and procedures.' These requirements include: . 

• Integrity The computer systems used for processing SBU shall have data integrity 
controls to ensure that data is. not modified (intentionally or unintentionally) or repudiated 
by either the sender or the receiver of the information. A risk analysis and vulnerability 
as~essment shall be ·perfomwd. to determine what type of data integrity controls (e.g., 
cyclical redundancy checks, message authentication codes, security hash functions, and 

. digilal, 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 determine if threats to the SBU exist. 
If it exists; data encryption shall be used to mitigate such threats.· 

• Availability- Controls shall be included to ensure that the system is continuously 
working and all servic~s are fully available within a timeframe commensurate with the 
availability needs ,of the us~r community and the criticality of the information processed. 

• Data Labeling.- The·Contract()r shall ensure that documentS and media are labeled 
consistent with the DHSSensitive Systems. Handbook. · 

Safeguarding Classified Information Within Indus-try . 

(a) Executive Order 12829, Jan~ary 6, 1993 (58 FR 347~, January 8, 1993), entitled ''National 
Industrial Security Program" (NISP), establishes a program t6 safeguard Federal Government 
classified information that is rel~ased. to Contractors, licensees, and. grantees of the United States 
Government. Executive Order 12829 amends Executive Order 10S65, February 20, i 960 
(25 FR 1583,- February" 25, 1960), entitled ."Safeguarding Cl~sified Information Within 
Industry," as amended by Executive Order 109.09, January 17, 1961(26 FR 50S,, 
January 20, 1961 ). · · · ·. 
(b) The National Industrial Security Program Operating.Manmil (NISPOM) incorporates the 
requirements of these Executive orders. The Secretary :of Defense, in consultation with all 
affected agencies and with the concurrence ofthe Secretary ofEnergy, the Chairman of the 
Nuclear Regulatory Commission, and the Directorof Central Intelligence, is responsible for 

·.issuance and maintenance of this Manual. The following DoD' publications impl~ment the 
· program: , 

(I) National Industrial Security Prograrri Operating M~ual (NIS~OM) (DoD 5220.22-M); 
(2) Industrial Security Regulation (ISR) (DoD 5220.22-R). · ' · 
(c) Procedures for the protection of inforin(ltion relating 'to foreign classified contracts awarded 
to U.S. industry, and i~stru'ctioris.Jor the protection 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 
classified information in patent applic.ations and patents: · · 

' ' ' :. ' I 

5.8 USCIS,.ISSUED CIUDENTIALS 
... . ~.' 

All Contract Employees performing under this Task Order will require USCIS-issued 
credentials. Work may not be per(ormed by Contract Employees.until credentials are issued. 

• ~ t;' . • 

. 5.8.1 Credential Criteria and Use· 
. '. 
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Creden~ials will be issued on I~ to Contract E~ployees who wi~l be perfonning under this Task 
Order and who are officially authorized by USCIS. These credentials remain Government 
property and are·not transferabl~. Credentials shall not be photocopied,. altered, or modified in 
any,way.' . · · 

5.8.2 Credenti~ls Accountability Report 

The Contractor shall submit an initi~l cr~dentials accountability report to the COTR. This report 
shall account for each ~redential issued up to that po.int by USCI~. 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 ail Contract Employees who have 
tenn.inated their work under the Task Order (including disposition/location of their credentials if 
not yet sent to USCIS) should also be included in the report. The Contractor shall update this 
infonnation monthly, and any changes to this initial list should be noted and sem 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 <;>r theft ofcredentials shall be reported 
within 1 hour of discovery to the COTR. The Contractor shall report any other inability to 
account for credentials of Contract Empl()yees (e.g~, as a result of a Contract Employee's . 
unexplained absence, death, deployment overseas with the military, etc.), whether temporary or 
pennanent within 1· hour of the Contractor's discovery. Anyone who· falsely makes, forges, 
counterfeits, alters, reproduces, or tampers with a USCIS·credential is subject to possible 
criminal sanctions, in accordance with Title 18, U.S.C.A., Sections 4?9, 50, and 701. 

5.8.4 Liability . '· .. 
'. 

· The Contractor is liable for any and all injury of any kind whi~h.results from the misuse of 
credentials by the Contractor; its he~, successors and assigns, the Contractor's employees, sub­
Contractors, consultants, or others whose possession of the credentials is reasonably· foreseeable 
to the Cpntr;:tctor. 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 credentials by Federa(state, or local law enforcement 

• • !, 

agencies .. 

5.8.5 Return Procedure 

Returned USCIS credentials shall be accepted in only one of two ways: either hand-deiivered by 
Contractor persomiel or shipped by Registered aJ1dlor .Certified United States Postal Service 
Mail, United States Postal Service Express.Mail, or an.equ~valrnt service approved byUSCIS. 
All mailed credential ~ackages are to be signed by the recipient. · ·: .. . · · 

If credentials are pulled from Contractor personnel for any reason, the personnel cannot petfonn 
. any work under this )'ask Order. When Contract Employees are removed or suspended from the 
Task Order, the Contractor must be in possession of all credentials within five days. 
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Should the Contractor be unable to return credentials within s· days the Contractor shall 
immediately notify the COTR in writing of the circumstances preventing the return of the 
credentials in the specified timeframe and shall describe in writing when the Contractor 
reasonably expects to be able to return the credentials or those circumstances which prevent the 
return of the credentials impossible. This notice shall include a description of all efforts made by 
the Contractor to recover the credentials from the personnel and to return the credentials to the 
Government, and should include the full name, credential number, current and/or last known 
address and telephone number of the Contract Employee whose credentials are at issue, and any 
other information which is requested by COTR, as well as information which the Contractor in 
good faith believes may facilitate the recovery of the 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, certification of records 
and verification of information from those records. PAS is the official reporting system for the 
USCIS. 

The G-23 Report captures figures and data from both government and Contractor operations. All 
reported data must be performed in accordance with Department of Treasury guidelines, the 
ROH, and USCIS policies and procedures. The Contractor shall develop procedures to 
consolidate the G-23 data from the service centers and report the results on a consolidated 
monthly report to the COTR. The Contractor shall provide one G-23 for each of the two centers 
on the task order and a consolidated G-23 covering both of the centers no later than close of 
business on the tenth business day of the following month. 
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6.1.2 Daily W()rkload Activity Report 
The Daily Acti~ity Report, referred to as the DAAG.shall include the same information as what 
is contained in a G-23, and be in the format shown in figure below. The "report shall be 
submitted electronically to the COTR and the CO_TRs' 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 ~fthe DAAG (see 
Attachment 9.5).· ,, · 

Daily (Weekly or Monthly) Report for: 

Beginning Pending Current Oldest 
Process/Form Pending Received Processed Adjust Pending Pending 

Mail Operations 
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- RegularHandling 
Outgoing Mail - Special Handling 
Outgoing Files - Regular Handling "' 

' ' Outgoing Files - Special Handling 
Mail Operations Total 

Informational Counts· 
Returned Undeliverable - All non-PONDS mail 
Returned PONDS -1-766 cards 
Returned PONDS -1-551 cards 
Returned PONDS -I-512L Advance Parole 
Returned PONDS - Re-entry Permit "' 

Returned PONDS - Refugee Travel Document 
'· " . 

Data Collection Operations !: 
" ' 

Biometrics Fee 
'" EOIR-29 .. 

FD-258 
1-102 .. 

1-129 (All Other} ' 
.. 

1-129 (H1B CAP) 
1-129 (H1 B Master CAP) 
1-907/1-129 (Premium) 
1-90711~129 (Premium H1B CAP} 
1-907/1-129 (Premium H1 B Master CAP) 

1-129 SubTotal 
I-129CW . · 
1-129F ' 

I-129S 
1-130 
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Daily (Weekly or Monthly) Report for: 

1-131 
1-140 
1-90711-140 (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 
I-918A 
1-929 
N-400 
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Daily (Weekly or Monthly) Report for: 
" 

N-400 (Military) 
N-470 
N-565 
N-600 
N-600K 
N-644 
DS-230 
Scanning 1-89 Biometrics. 
Scanning 1-765 Biometrics 

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 System 
Address Chanaes - All Other Sources 

•, 

Address Changes SubTotal 
A-File Creates I-129F ., 

A-File Creates 1-130 
A-File Creates 1-140 
A-File Creates 1-360 
A-File Creates 1-485 

' 

A-File Creates Refuaee & Asvlee Visa Packets ., 
; ' 

A-File Creates DS-156 " 

A-File Creates Other 
A-File Creates SubTotal 

Booklet Support 
,. 

CIS Corrections 
Connects - FD-258 ldents (Rap Sheets) 

. 
Connects - 1-72 Request for Evidence 
Connects - 1-a9 •·"'"• .. ' 

Connects- Withdrawal Request Letters 
Consolidations · ... •, 

Consulate Returns 
Duplicate Notices 
E-Filed 1-129 
E-Filed 1-12911-907 Premium '•I 
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Daily (Weekly or Monthly) Report for: 

E-Filed 1-131 
E-Filed 1-140 
E-Filed 1-140/1-907 Premium 
E-Filed 1-539 
E-Filed 1-765 
E-Filed 1-821 
E-Filed 1-907/1-129 Upgrade 
E-Filed 1-907/1-140 Upgrade 
E-Filed 1-907/1-360 Uoarade 

E-FIIIngs SubTotal 
Files Audited 
Files Prepared for NVC Shipment i 

Files Reauested From FRC ... 
Files Retired to FRC 
File Transfer Request - A~Files 
File Transfer Request - R-Files 
FTCs Received . ' : 

G-28 Individually Filed 
G-639 FOIA requests 
G-639 FOIA request pages 
Hold Shelf-HBG R-files 
Hold Shelf-NRC A-files 
I-512L production ' 

IBIS 
' . 

lnterfiling 
Internal File Requests - Expedited 
Internal File Requests - Routine 
Maintain File Jackets 
Photocopies ,. 

Refiles 
Report Reconciliations 
Scan & Email or Fax, Miscellaneous 
Screen prints " 
Searches - Lost File Circular ' 
Searches - Manual Search Requests .. 

Searches - Routine 
Shelf Re-Organization 

. ' 

SNAP Scheduling 
Soecial File Pulls 
Special File Sorts· 
T-File Creates ' 

Transferred-ArT File(FTI)(NFTS) - Expedited 
Transferred-AIT File(FTI)(NFTS) - Routine· 
Transferred-R File(NFTS) - Expedited 
Transferred-R File(NFTS) - Routine 

File Operations Total 
Total Pending Value 
Total Funds Deposited '.· ' 

: ' I\ 

., 

: 
lj'\ 

. ' 

.. .: 

.. 

' 
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6.1.3 Weekly Workload Activity Report· . . . 
The Weetdy Activity Report shall include the sam~ information and same. format as the daily 
reports. The report will include a summaiy nru,nltive to explain.weekly trends, progress,. · 
ba~klogs, accomplishments, issues/problems, proposed/implemented solutions, number of full 
time employees (FTEs) althe end of the week, continuous impr<rvement, and upcoming plans. 
The report shall be submitted electronically to the COTR and die COTR's designee no later than 
close of business on the first business day of each week. 

' • ·• ~ I, ' 

6.1.4 Monthly Workload Activity.Report · 
The Monthly .Activity Report shall include same info~a~ionand same format as the daily and .. 

. weekly reports. 'The report will'include a sunm1ary narrative to explain mon~ly trends, progress, 
.backlogs, accomplishments, issues/problems, proposed/imphmiented solutions, continuous 
improvement, ~d upcoming plans. The report shall be submitted ~Iectronically to the COTR 
and the COTR's designee no later than close of. business on the third ,business day of the 
fo~lowing month. · · 

··~·. 
6.1.5 Quarterly Workload Activity Report:: . 

· The Quarterly Activity Report shall include the·simte information in the same.format a5 the daily 
weekly, and monthly reports. The report will include a summary narrative to explain quarterly 
trends, progress, backlogs, accomplishments, issues/pr9blems, 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 follow.ing month. · 

6.1.6 Annual Workload· Activity Report' ·· T • • 

The Contractor shall provide t:wo Annual Workload Activity Reports to. iticlude the s~e 
information in the same format as the daily, weekly, monthly, and quarterly reports. The 
Contractorshall include a summarfnarrative to explain annual trends, ·progress, backlogs, 
accomplishments~ issues/prQblems, and proposed/implemented solutions, coqtmuous. · 
improvement and upcoming plans. .The reports shall be submitted electronically to the COTR 
and the COTRs designee no later than clos~ of business on Jhe tenth business day of the 
following fiscal year and task order year. One report shalf be for the twelve-month task order 
year and the other report for the Government's fiscal year. 

6.1. 7 Monthly Sta:tus Report . 
The Contractor shall prepare and submit a Contractor's Progress, Status, and Management 
Repor:t electronically to the CO, COTR, ~d the COTRs designee .. This report shall be required 
monthly and shall discuss, at a minimum; the following items: 

-Current staffing chart for each center · 
'r ... 

-Task Orde~ expendi~es 
-Problems i~ delivery of services 

-Corrective actions 

-Any new procedures being considered 
. . . '. A summary of ~e ongoing support that' shall include: 
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-Statistical data on volume of mail, applications and records processed, and any difficulty 
or delays in meeting milestones. 

-The Contractor's analysis of the success of the overall management of the program. 

• Problems in delivery of services. 

-Recommendations to refme the program. 

·The report shall be submitted electronically to the Contracting Officer and the COTR. 

Standard Reports are submitted within 1 0 business days following the end of the 
required reporting period. 

Measure Contractor submits in fonnat specified with transmittal letter 

6.1.8 Continuity of Operations (COOP) plan 
A COOP plan is due 45 days after award, and will adhere to and be in compliance with the 
governments plan. See Attachment 9.7 for detailed COOP plan requirements. 

6.1.9 Quality Control Plan 
A quality control plan will be incorporated into the task order award. See Instructions Section for 
the Proposal Preparation. 

6.1.10 Work Breakdown Structure (WBS) 
A WBS will be incorporated into the task order award. See Instructions Section for the Proposal 
Preparation. The WBS shall be broken down by each center and the program office. It shall be 
updated by the Contractor as needed by government request. 

6.2 Service Center Deliverables 

6.2.1 Report of Accident, Theft, or Robbery 
The Contractor shall report each incident as soon as discovered to the COTR and provide a 
written report to the COTR and CO no later than the close of business on the next business day. 
Continuous status of the incident from inception through resolution shall be provided upon the 
request of the COTR. 

6.2.2 Postage Transaction Report 
The Contractor shall notify the Service Center COTR of the need to replenish postage meters 
whenever the balance falls below $25,000. All postage meter transactions shall be reported to 
the Service Center COTR on the first business day of each month for the previous month. 

6.2.3 Overnight Courier Report 
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 or are automatically 
produced depending on which USICS system is being accessed. System .generated reports need 
to be reconqiled and monitored in accordance with USCISguidance· for each individual system 

· to ensure accuracy of electronic·. records. These reports may require the Contractor to provide 
subsequent docum~ntation. System generated reports can be. ca~egof¥ed as one of the following: 

. ' ' . . ' 

- Informational - Reports genera~ed when needed to verify data, get counts or monitor a process. 
. ~ . . 

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

. ., ,' . 

- Error -·Reports usually generated automatically or by the Office ofl~forrnation Technology 
(OIT) when two USCIS systems try to interface a11d 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. 

'r• • 

Guidance abo~t processing these reports can be found in the NFTS/CIS user's manuals, the 
ROH, and local SOPs. 

·' ' 
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epo u R rts G ld e 

Report Type Report Name System Reuort # 

i NFTS (;' 
.. 

E r. ~ 
Informational File Ustin!l bv Section or RPC Report NFTS 060 
Informational File Usting bv Status Code Report NFTS 100 

Recurrina Unaudrted Files Report NFTS 170 

Recurrina A & T Report NFTS 160 
Recurrina Active Duplicate Files Report NFTS 150 
RecurriM Duplicate FRC/Active Files Report NFTS 140 
Recurring Pending Files Report NFTS 190 
Recurrin!l Files in Transrt Report NFTS 200 

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

Error Report CIS-Records Rejected bv CIS NFTS 350 
Error Reoort CIS Error Report NFTS 

I NFTS 

Recurring CIS Pending Request Report NFTS 230 
Recurrina Outstandina Pendina Report NFTS NIA 

Error Report CIS- Unsucessful Transfer Request Process NFTS 330 
Error Report CIS • CIS Mismatch Report NFTS NIA 

Recurring Pull Tickets NFTS N/A 
Informational Pendina File Reauests Report NFTS R006 

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

I CA .• 

Error Report Adiustment of Status Pendinu Data CIPBEVPR 
Error Report Claims 4.0 CIS/Claims Mismatch Report C4 NIA 

Recurrina Picklists NIA 
I RNACS lv 

Error Report Claims Upload Records Rejected bv RNACS I RNACS I RNCLMERR 
I SEVIS 

Error Report Claims Upload Records Rejected bv SEVIS SEVIS I 
I FAX %' 

Recurrina HBG Shippina 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. 

~Codi:NGUI 
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llllGI REGWII PAY loU) ,..,.Yo.noN t.SO 

Reject Log- Log all manually reject applications and petitions. Centers use both Access 
database and Excel spreadsheets to maintain this information. 
~ ................................ ~~~ 

;::JIJiil .-..l!IIJ!Ir tiM,........- I$ICIII .-- tr,...•~i'l>~c::b ~ .. lx 
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Void Log- Log all receipts that" are voided the next day due to fee issues that require 
adjustments to the daily deposit. 

._ --~,r~:Y/:_-:;~::);r~;:_ : .... , ·> :~~-~:;.~~~~-·;,:':- ,_:_·:~tii:·· .~-~ .:.::_'·:: "' •• ,. 
~";~-~:·~·~::·' ·.:· ' . .1~/;:j·.·,.:...·:·· --· -:-:r;• .. .. :· ·:. .. \ .•. 

. ~) c3:.Cl-tiail:V L6~_ot·"Ne~~;D~\FRejectea/V:aia~d" :.--.:- , · ··_.· 
:J .. ::·'"·Rc~-~n~·; ___ .. :·: ~·:_;_:":"_'~:~i);'~'~!-~t'. ~~(;~,J:j~-~·;\.~;t~~~~.:._. :·· ~;.;~.:·:'::(;'·,~{~j~l)\~;:};;~\·:~~~~--'.·.· .:;··: .. ,. 
:,~ :)_::r ~:-~ -~ ·- · :~ acrk.Nanu:_,.;:\).i\;; 1 ~-::_:.·-$~~~;:~;r:·:~l;:,;}~r::/iwi~'i1\·}_:-: • ;~-~;::. J~~~s ~~i •..• >_ •• Rea$~-~;,~ 
::·:/ ':-.~ .•. · • .· · -~ <:'.!. :;·-~· ';;;~· :,. 4: ~r ~ ):'.-~<- ·.- ·. ; ··. _:· ~;.". n"-•;_···:, '"} '' · ··· _ . 

.. , ~. · · :•-. · :: ::I}'\ . :. ,:.:~ '·, ... ;.:~ ., .. ?"¢>··: ·' . ·" ·· ·' : ' >;-~: I>" •' · · 
:'_;' ';:, . . . . .. . . ·;,: •• ~~- ~")~ _.,_,, ;-:' =·· . .. . I< ·,):· : .. 

~-~~-;· ->····_. : _:·:. __ .•.. ,' :.·. < . :<· ··i>' ;.: :' ·:·.;~~:.:< _;.:;-: ·. ::---
·'<''·: : .:• _-· \· ' ' ·:_:.:. ,. . ::,:·: _, .. :, ' ,_ ... .i. ··_::·~.,.. . _,-, ..• ' 

. ·,:, h_..;,_.;;,.-.,.4,..~" .. :..._ ~-.~ «i'~-~~y;;;+:."'"'; ,;...;, ... ....; .. '"""_. ...;.' .~.,;,,'?~-·;::.;.c-.,,·""'·:g~;::::;::.:...:, .1>~~--~-_h-,,:.....;:;,4:1~_;:4;'; ·""'"···;.;.;, :,.,:_--:+· .:;,;..~-..,..,. ,....;;..· 4_ ~:_;_--,--,'--l 
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Deposit Log - Log of the different daily dep~sits. 
Quantity I Form Type i Dollar Amount system 

I : ... IP, HI 
----,1:-::1·-:-:/1~712:'::'::0"-::::0-:=c9!---'--~3:2=11 ACWIAsi 422,250.00 ,_. CLAIMS 3 363,000.00 59,250.00 

85! EOIR29s! 9,350.00 CLAIMS 3. 242 79! 

I H-1Bs! CLAIMS 3 
171 1-1 02s! 5,440.00 CLAIMS 3 

.700 i 1-129! 224,000.00 CLAIMS 3 
. ""145i ., I-129Fs! 65,975.00 CLAIMS 3 LF LG 

370, I-129FFs! 178,700.00 ~CLAIMS 3 176,000.00 2.700.00 
: ,257 i • I-129PP i 257;000.00 CLAIMS 3 352 18' 
. - I , I-.129Ss!. CLAIMS 3 

11 l-130s! .355.00 ' CLAIMS 3 
.. 0! l-131si CLAIMS3 

0! l-140s! CLAIMS 3 
Oi 1-192! CLAIMS 3 
o: ~ l-212sl' CLAIMS3 

! I-290Asi CLAIMS 3 
·62! I-290Bsi 36,270.00, CLAIMS 3 
29i l-485si 25,320.00 C~IMS 3 3,000.00 . 22,320.00 
10! I-360si 3,750.00 · · CLAIMS 3 5 24 
2i · l-526s! 2,870.00 CLAIMS 3 

. 3231 1-539si 96,900.00 ·. CLAIMS 3 
2! 1-601 s:· 1 ,090.00, CLAIMS 3 
0! l-612si :: . CLAIMS 3 
Oi l-690sl . CLAIMS 3 
01 · I-694Si • ' CLAIMS 3 

' ! l-698s I . •· CLAIMS 3 
. . .. ' 437 i · l-765s! · 148,580.00 .,, CLAIMS 3 

· · · · .· 7! l-817s! . . 3,080.00 · ·. CLAIMS 3 --.. ---··------.. ···- .. --;-----·--·----,--'1fl ---------r.:ifi1"s1-······-··--···--··-.-:~·-:-· -·-~·---·-c!JijMs3f-:-·---.... ---
741 · l-824si 25;160.00 CLAIMS 3 
0 i I-90s! CLAIMS 3 

24; IFRsi 1,920.00 CLAIMS 3 
i MOTIC! . . CLAIMS 3 • ----·---- _ .... _ .. --;--~-r----·--j---·---·-....... --------.... ----· -----+---+ 

. ·· i MOJIC; · CLAIMS 3 ; . . 
01 N470si CLAIMS 3 
0 I . N565s i CLAIMS 3 
: .. N600si CLAIMS 3 

i 1-698s! CLAIMS 3 
Oi l-694s! CLAIMS·3 

Tora~s·--. 
01 I-90As! . . , ,, CL:AIMS 3 , 

• :1 ! ·1~-soa;o-1t:oo·l--· .. --'-.. --------.. --+--.. --·--·-.. -·-+----+: 
! 1--5891 RAPS ! 

. .51 . 1-881 i 1425.00 CLAIMS 4 
Ol N--400! 

---'---+----.....:.1~5~1-, .. -.-- ··IFR! 400.00 
CLAIMS 4 

.'·CLAIMS 4 --
211 -· i 6,485.00' MANUAL F0-258 1-751 

16171 1-751 s I 435,820.00 NATIONALS 65,sao.oo 370,140.00 
1! 1-8291 2,850.00 NATIONALS 821 796 

16491 446,980.00 
Total ,1,954,99o;oo, 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. 

l 'i!l "" tea i'leW Insert l'grraal !ads 
~ 

g,ta ~ ~ lypea'll-...t'onfortoO!p • • f!J X 

i Cl fi:Hi1 ~ filclJ ~~~ii!t·i, ·iS. E. HliHI Ja,~~-- ·;? __ ·fB r Jiiiii:[!l:m:n;ls "'.l•lrn·&·ll.· I 
1 fi)SIIaolt fit !llf<ldow ·I c ·i·nf ___ ·~······ · ~ 

I A I B I c 
0 •• 

G H J K L M N ~ - ,.. - - 111111 = I'" I FM~ CJ.AJAIJS3 ctAIMS4 ...,.~ - 1: 
lreJoi/IM 
~ lreJol~ I,__ Td:i$P..m, 

Deposit Deposit Deposit """""""' la.tnsl ,, a.tns4 - ~~~~ k"J'fdlll 

I• IISC IISC 

$0 12:551'11 I~ 
$2,975 ;,8(16.00 101'11 I· 
$6,350 1,110.00 1:551'11 It 

S4 !)SO.OO 151'11 
1,235.00 $4) 1~.()0 ji)PII 

~- 101'11 
tl1, .1170.00 

•,700.00 
I S3,C JM(l.OO ~ 

$6,1 1,COO.OO 0 
l3ti6.00 5 

. 

. 
I' . 

. 

. 

. 

. ,, 

.. l 

. 
- ! 

i ~ -~·-. ,., .. I s 5.534•.15 111tfl 131M .ll 55 , 1 11117 1311111 'I"" 

•noilv ~ 23 0 510 i ! 

?G · ho "'" 1roto until i I i 11f, 11<1 4 • If llll. ll09. 1'41 I 

(Reedy -
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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 m~ 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~dlte ""' Classlfi~_d Materi•! ... Requested 

EXPEDITE!. 

Arrived via: 

Fed Ex· DHL ·ups USPS 

Tracking:#. ______ ~-------------

EACorA# __________________________________ ___ 

AHn: ______________________________________ __ 

DeiJverto: ____________ _ 

Mailroom Received date.,.--___ .Sfgnatute. ____ _ 

Courle~: Pick Up d~te:.....-___ Sipature. ____ _ 

POC Re~ved ·(DE for proeessing) date. ____ Signature ____ _ 
---- --------··-·--
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Certified Mail Log - Log of certified mail received by day with tracking numbers. 
EJ Mrcroso(t l;Hcel- Ce1trfied Mrullof} Z009 >-:Is- q ~;"';'l.. " :~ 

TI'IIO•~t<'l'hoip • • f!l X 

·~ ,;..-::..::::o.-~ ... :.-.~~ .. .::: ......... ~:_,~~-.. ~-~.:::-~:.~: . .....lil:!-.---,"-""'-.\-"'~: ... :: ....... ~r ........ :Y:: .. :I..: -=::::...::•::....:•:...:~~..:....1 •_!._~~-· .. ~_: ~ ~_I 

'RINidy 

ijj!ht] J Jl§l'llnsoftf>«ee~Cio!rli.oi ·e;,·~ 
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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-HUmber Date file IJJslName FlmtNal!la Dale of Clluntryof Coull1Jyof Sex Ali8setl Molhef'8 Fcdher's fmp!QJee's Supetvisor'!l 
IODened Birth Bil1h cili21mimP Name Name lnitial8 Initials 

•·· 

. 

Shred Log- Per the ROH, Log of the volume of document destroye4 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. 
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(b)(6) 

.,. 

· 6.2.7.1 Texas Service Center Specific Reports and Databases 

Work Order Tracking System (WOTS) Report was created to enable Adjudications 
management and the Contractor to manage the work orders submitted to be filed imd 
delivered. The WOTS is an Excel spreadsheet or multiple Excel spreadsheets that requires 
the Contractor to maintain current status for each request of type of form requested, Control 
Number, Work Order Source, date of the request, number of files requested, requestor name, 
frequency of delivery, accurate and current delivery information to inClude the location and 
NFTS ·code and any special iflstructions. 

Wor- Ordel T.-na SYI1am I Last Update; 81111120011 
Poa1adiD S..co-lleport Page: 9121/21119 

Control I WO<k Ofdel Sourca Reauesto DIIIIIR_. FonnType • Fllesltequeslod II Flies sent Date FOes Sent Comments/Destination 
1109-01 Email 09103109 1-485 Oct. Call-uPS All Available 674 09104109 CU0027 4-781 
1109-02 Email 09/03JD9 1-485 Nov. Call-ups All Available 96 09104109 CU0027 4-781 
1109-03 Email 09108109 1-485 Asylum Calklps All Available 173 09109109 CU0027 4-781 
1109-04 Email 09/10109 Bundling Pick Ust 19 09/10109 FD721 7-!iS-616 
1109-05 Email 09/14109 Post Bundlin!l All Available 492 09/15109 800001 7-.§N-561 
tiQ9.06 Email 09/14109 Post Bundlioo All Available 532 09/15109 AD1035 Bldg 7 
1109-07 Email 09/14109 N-565'9 650 650 09/17109 N-565/Cierical Area 
#09-08 
1109-09 
1109-10 " 
1109-11 
1109-12 

~·. . ' 
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Work Distribution·UnitJWDU) Report was creat~9;to ;enable~l,\djpdications:managemer~tto ,;·· 
'view pending fite.~o!J~t~ .~m~.tb_e;tii_e;r,oorp;~ti~Iy~~-.Qn ~~ weeldy basis.{I;he \VI)Utt:eRortXS. ~ ·. 
:E_xcel sp~ads~~et!IJ.attequi_res(theJ:iootta¢tox;tolli1a.intain,desqiptions~ofwh~t type:·o(.forlns ~·, . 
ate curr,ently Q~j~~~sh~l~e~;;th~ cutrenti~o~nt-.offiles and·the·date~()f:the olqesfpen~ing·file' 
for eac,ij'cypf?;'i':; !·" .~; ·., .:. ~. ., ... ; ~~ ~·;' ' ' '. 

(b)(6). 
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6.2.7.2 California Service Center Specific Reports and Databases 

1-129 HIB crus (CAP Receipt Infonnation System) Database was designed to aid the 
California Service Center (CSC) in the tracking and processing ofHIB CAP cases. The 
crus database is an Access database that requires the Contractor to input the random number 
generator (RNG) number and/or receipt number of the respective HlB CAP case and input 
the HIB cap case data infonnation such as petitioner, attorney and beneficiary name, address, 
DOB, COB, employee identification number (EIN) and reason for rejection when rejecting 
the HIB cap cases. crus infonnation is also used to respond to inquiries from petitioners and 
their attorneys. The database has a search capability to search for a HIB cap case by CAP 
number, petitioner/beneficiary's name, and box number etc. The database has the capability 
to produce reject and/or acknowledgement letters. 
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Just in Time (JIT) Report was created to enable Adjudications management to view pending 
file counts on the file room shelves on a weekly or daily basis. The nT report is an Access 
database that requires the Contractor to maintain RPC code descriptions of what is currently 
on the shelves and staging areas in the file room. The database will group RPC codes with 
like descriptions and produce a count. 

JIT Report 
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~·8011:/tl. .U8 

101 l9 0 2!1 AU 
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(b)(6) 

Duplicate Receipt Notices database was created to enable the Contractor to print duplicate 
notices upon request. When Adjudications or Records receives a request for a duplicate 
notice, the receipt number is updated on a designated spreadsheet on the·common drive. Each 
evening on second shift, the Contractor will run the duplicate receipt notice database which 
will access the receipt numbers in the spreadsheet, query the number against CLAIMS 3 and 
generate the notices. Once all the receipt notices have been printed and verified, the receipt 
numbers on the spreadsheet on the common drive can be deleted. Receipt notices that are not 
generated through claims will need to be keyed manually using the templates in the database 

Page 120 

118 



Closed File Verification Report was created to enable the identification of open cases prior to 
them being shipped to file storage facilities. The CFV report is an Access database that 
requires the Contractor to maintain RPC code descriptions (referred to as "box" codes) for 
boxes of adjudicated files that have been prepared for shipment. The database will identify 
open cases within each "box code" so that they may be removed and properly updated prior 
to shipment. 

IU ANUMBERS 

0 RECEIPT _NUMBER 

0 EXIT 
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Backlog Reduction Fact Worksheet was created to enable the Contractor to accurately 
estimate the amount of time and number of resources needed to reduce their backlogs. This 
report is an Excel spreadsheet that requires the Contractor to accurately account for their 
pending backlog counts, oldest processing dates, anticipated incoming volumes, and number 
of available resources. In addition to this, targeted completion dates for bringing these areas 
into compliance are provided. 

~ 
• - If' 

ConsiJalnts/Romarb/St.IIIIS 
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Semi-Annual Audit Plan Report was created to enable the Contractor to plan their file audits 
and track their progress. This report requires the Contractor to maintain an audit record for 
each RPC in their areas of responsibility. The progress of their "rolling" audit is projected in 
order to calculate a date of completion. 
!':'3 Microsoft [xccl Aud11 Sialu~ 
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1-130 Upfront RFE Process The Contractor has an automated system for generating/printing 
RFE notices for I-130s. The report is run through Access. The receipt numbers for these 
cases are run through a database which pulls data from CLAIMS. The database then 
produces the RFE notice, which is then prepared for mailing. 

Microsoft Access 

\. 
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I -129 Auto Revocation/Withdrawal Process was created to enable the Contractor to generate 
Auto Revocation and Withdrawal notices in batches. the report is an Access database that 
requires the Contractor to input receipt numbers related to Auto Revocations or Withdrawals 
into the database, which are then compared to the data in CLAIMS. The Contractor also 
notifies local IT of the receipt numbers being prepared so that CLAIMS can be updated as 
well. After receiving confirmation from local IT that CLAIMS has been updated, the 
Contractor prints the notices and prepares them for mailing. 

1-111 BBYOCAIION 
I.BIIBB GBNBBAIOB 

I-- 11. Enter Receipts! -I 
2. Get Bene/Atty Irfo 

I . 3. ~Reports 

I 4. Export Reports 

1 s. Prill: Letters 
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6.2.7.3 Nebraska Service Center Specific Reports and Databases 

G-254 Manifest A spr~adsheet that documents all the unclaimed money and undeliverable 
returns received by the Contractor. 
E:J ~rnoc;ol~ (xod Cony ('II G254 :"1.mrh~!it~l5 ""'''!iL 
I ;1!!.'1 fila f;dt :till¥ f/!lert f!lmi!t )'pols Qola ~ tlellt !ypeo<IIJil;:IJonfor~ .·-Iii ,x 

1

l Q e:J lli1 ~ ~-! el \A I~ IU I l' ~ ~ • :, I "' • ~ • l!. .:t. • tl U I 0 4:lt~.j .t~_) 
L~ ·.to :•.JB r ii~B·'i!IJJJ·s 'lo • '!;g~iilf$18·&·A_:l . - . -- .. ·- -~r" ......................... ---·-- ... --· .. -----· ----~· -~- -·- -- -------- -

8241 , .. 
Jill a 

·~Jf 
G H J K ~ 

~~ ~ 
COMPANY NAME LAWYER i 

-~-! 'I 31 
:TIER - ' 31 IRC 034 

I 
. i 

11485 ·i lii'J ~ 11485 I 
TER J 
fER 

~ 
fER 

~ 
,....,.-

LV tVlCH '--'· 
:AND 

~ 
OGRE ICRU IRCCI 

ii7S5 II LUKE IRCCI (~ 

HAN LETTER 
IE MICKEY LEl fER 

~·· 

[2-QJ 
12441 
12~1 
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I . 

•• 
~1.1 • 

"'" 

1'4 ~···;_r~ "'! 
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File Pull Log- A spreadsheet listing file pulls the Contractor receives either from Records or 
exams. This log contains a description of the pull, the number offiles, 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 
duplicates and any missing data. 

:Ne6rasl{,a Servir-e Cet~ter.., J t Vi .. 
.rAmP oymen Isa,.-., 

i 

l Enter one record per receipt number. For Familys enter: one line tor each 485A. one line tor each 
' 140. 360 or notice and one lina for each dapendant raceipt. Each racord raquires the Principal 

anumber to link au the receipts tor family members. 

Receipt Number Principal Anumber Dependent Anumber Form Part 2 Type 

................................................ , I ____ ......... Elr:EI .... _El 
Pending Pending -No Pending No Date DOBDat9 

r=ETI ...... ____ a L. _ _ ___ , 
Country Birth aass Pref. Priority Dat9 Labor Cert Dat9 Receipt Date 

L. . .... __ B L. ___ ElL __ i L ........................... J 
Cross Charge Receipt Cross Charge COB 

L ............. ~ ......................... JI_. ______ , ______ .. _ .... EI 

--Ia- panwneleo1 ca.n of f'lh:jpob And LJm-Olio-

- 9u!rt -C":"1J I .. . E1 L . : l£1 
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DART Board- To provide CIS personnel with the number of live cases coming into and leaving 
Work Distribution, by fonn-type. This report also lets CIS personnel know the date of the oldest 
case (by fonn-type) currently in WD and the number of files waiting to be recycled. 

DART Board • A..49.4.$.t1.~~.2Q.Q$. live Cases -Work Distribution Recycles 

BUSINESS LINE HFTS 1ft¥ In Out Today Old Date Today Old ! 
Date 

140A KT 410 15 425 .41.410.8. 
140 8 KU 316 14 10 320 .3123/.0.9 2 .11.810.9. 
140 c KV 1135 51 1186 .31.1.8/.0.9 
140 D KW 1773 92 1865 .61410.9. 4 .71.210.7. 
140 E KY 996 56 1052 .61.210.9 61 .41.25/.0.6 
140 G JV 96 3 50 49 .1.0/2.31.06 10 .1.213/.0.7. 
1 4 0 I Q'll!W,§) KZ 1127 12 1139 .91.2 31.0.8 3 .91.2 61.0. 7. 
140 Schedule A KX 43 10 53 .61.231.0.8 

ASYLEE/REFUGEE LINE liFTS ltJJ¥ In Out Today Old Date Today Old 
Date 

130 4th Preference VIS 61551 36 500 61087 .411.12.0.0 1 
130 Yemen vvsaooos 42 42 .1.01112000 
130 Haiti VVS9000s 2811 2811 .71.1.12.0.01 

485 ASVLUM (ADJ Ready) OS 99 114 213 .1.1.12.0106 
Pre-Adjudicated AS 298 298 NIA 
Pre-WD RD 529 39 114 454 NIA 
Roof LA 115 115 NIA 

485 ASYLUM/730 CON AO 3 11 14 N/A 
485 REFUGEE (ADJ Ready) DR 2001 26 180 1847 .6J.1.10.9. 2 .311.31.0.8 

Pre-Adjudicated AY 160 3 157 NIA 
Pre-WD Z8 6077 177 6254 NIA 
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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1-192 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 name 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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6.2.7.4 Vermont Service Center Specific Reports and Databases 

HID CAP report- A spreadsheet maintained by the Contractor to record the daily received and 
production figures during the annual HIB CAP filing season beginning on Aprill. Submitted to 
the VSC COTR each day. This spreadsheet is also maintained at CSC. 
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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 serV-ice centers. These 
requirements and their associated performance standards defme the work to be performed, 
although these may change over time. The USCIS established these performance requirements 
and associated standards after careful analysis of current operations based on~ historical 
performances against similar established standards. The USCIS will be using monetary 
deductions in certain cases when Contractor performance does not meet the established 
minimum performance as established in the performance requirements. · 

USCIS requires the ~cintractor to conduct ongoing quality and process control and to 
effectively monitor perfol'l'qance continually.· USCIS will measure performance against the 
published 'requirements and standards on an ongoing basis and will report the summariZed 
results monthly. 

If the Contractor fails to.achieve the minimum quality standard for certain performance 
requiremfmts, USCIS shall provide the Contractor with amoneta.rY deduction (see section 8). 

I '. ' .', ' 

The performance requirements are summarized be!o~ as well as in the Performance Work 
Statement · 

7.2 Quality Assurance Surveillance Procetlures-. 
. , 

The Quality SurVeillance Procedures involve ~ll plarined and'systematic actions necessa.rY to 
provide adequate confidence. that the serliices.'and resulilng product from the Contractor will 
satisfy the requirements. This program involves making sure that quality standards are met and 
includes a continuing evaluation of adequacy and effectiveness with a. view t()Ward the USe of 
timely corrective. and preventive measure~ where necessary. · · 

. . . '. 

QualitY Assurance Surveillance is the activity the goyemment .. utilizes to monitor the in-process 
product quality based upon the outcome of attribute inspection of product units. Quality 
Assurance Surveillance is primarily conducted by the Contract Performance Analysis Unit 
(CPAU), an organization staffed by functionally qualified and trained personnel who are 
involved in the ongoing mo,nitoring of the Contra~tor's produ.cfqu~lity. ·; 

Quality Assurance Surveillance will be performed on all performance req~irements to some 
extent. Documented r~sults will be provided to the Contractor at least once per month. 
Section 8.0, Schedule of Monetary Deductions, provides a listing of the performance 
requirements that will result in specific monetary changes noted on the invqices. 

7.3 Performanc~.Require~ents Summary (PRS) 
I 'i 

PRS outlines the performance standards (i.e., selected service hutputs of the task order}to be 
monitored and evaluated by USCIS to en~ure that in-pr~cess product quality remains fully 
acceptable. The standard for each performance require~ent is theminimum.acceptable quality 
levd (AQL) ofperforman9e required. If the stand!li'd for any performance requirement is 
reache~, the Contractor is considered to have met that performance requirement. _There may be 
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multiple work standards under each requirement. Standards are divided to measure both quality 
and timeliness separately. · 

General Requirements: 

Requirement sow Measurement 
Section 

4.1.1 The Contractor shall provide onsite management and implement 4.1 Ongoing 
appropriate management systems to assure the quality, reliability; · . '• Monitoring 
accuracy, and timeliness of all services andproducts provided toUSCIS. 
The Contractor shall keep the sei'Vice center COTRs 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 iri the task order o~ 4.1 Ongoing. 
contained in service center policies arid procedtires~ · · r. Monitoring : ' 

4.1.4 The Contractor shall immediately report SUspected fraud, waste, and 4.1. 'Ongoing 
abuse to the COTR and Contracting Officer. · '' Monitorim~ . 
4.1.5 The Contractor shall re.quire Contractor personnel to sign ' 4.1 Ongoing 
nondisclosure statemerits affirming that they will not d,is,close data they .. Monitoring 
encounter in the performance ofeither of these task orders to any 
unauthorized entity. ·' '' 

I 

4.1.6 The Contractor shall not ma.Ke any unauthorized disclosures ofPII. 4.1 Ongoing 
.. Monitoring 

4.1.7 The Contractor shall maintain accounting of 4?-day supply of 4.1 Ongoing 
consumables, or whatever period of supply is stand8.rd at a specifiq 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 con.Sumables to 
enable timely replenishment. . 
4.1.8 The Contractor shall ope~te 'and perform basic user maintenance on 4.1 Ongoing 
government provided equipment in accordan~ with Original Equipment Monitoring . 
Manufacturer (OEM) and service ce~ter instructions and as directed by the 
COTR. This may include, but is.not limited to, making necessary · :." 

adjustments .to equipment' to accommodate, viuious size letters arid' ·:'' 
correspondence clearing paper jams~ and changing toner cartridges, etc. 
4.1.9'The Contractor shall provide notification within one (1) hour 4.1 Ongoing 

· . (measured during normai hours of operation) of government provided· .. Monito~g 
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 hours one ( 1) .week prior to Monitoring 
the commencement of the schedule .. · 
4.1.11 The Contractor shall actively manage its workforc.e to maintain 4.1 Ongoing 
oper;itional flexib,ility to perform the' requirements of these task orders, at Monitoring 
all.times, regardless of variation of the workload at any _specific processing ,· j 

, areas within the records management lifecycle. 
f 

;. '· 

4.1.12 The Contractor shall maintain the''capability to accommodate spikes 4.1 ' Ongoing 
in workload volumes that occur from time to time and that are predicted at Monitoring 
least 45 calendar days in advance of the anticipated sudden; increase in 
workload volumes. These spikes may be attributable to the beginning of 
an application period,,anti~ipated changes in fees to be charged, or other'' ' . 
·phenomena. · ·' 
·4.1.13 The Contractor shall maintain the:capability to accommodate surges 4.1 . Ongoing 
in data collection volume of up to 25% above the daily average received 

,, 
Monitoring 

Page Page 133 

131 



. sow Rcq 1memen t I\lcasu rem en t 
Section 

volume for the previous twenty business days.· In the event the data 
collection volume exceeds 125% of the rolling daily average for the 
previous twenty business days, the Contractor is only held'responsible.for 
meeting the timeliness perfoimance requirements for 125% of the rolling 
daily average; the balance may be processed ·on the n~xt business day and 
may be considered - for th~ purposes of surge management orily - as pait 
of the data collection for the next day. If the silrge extends beyond one 
day, then the Contractor shall' continue to perform under the same rule for 
as long as the surge lasts, recalculating the rolling daily average data 
collection volume and the .1.~5% volunle each day based on the previous ~, 
twenty business days. · 
4.1.14 On Mondays and the first business day.after federal holidays, the 
Contractor shall maintain the capability to· ~ccommodate surges in data 
collection of up to 50% above the daily average rece~:ved 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 Con~ctor is only held responsible for meeting the timeliness 
performance requirements for 150% ofthe rolling daily average; the' 
baiance 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 centers and adhere to the requirements to perform . 
contained within these_plans. 
4.1.16 The Contractor shall report, and after release, process all suspicious 
packae;es. · · ' · 
4.1.17 The Contractor shall pick up mail a minimum of once a day from 
each USPS facility serving the .Service Center Monday through Friday 
(excluding federal holidays). urlJess' 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 alJ 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 reqQestor within four hours ofthe emergency request dtiling- ·· 
business and non-business hours. · · 
4.1.21 The Contractor shall create-and maintain temporary hol<;lirig·areas 
within the service centers for files pending.further action (e.g.; receipt of 
pjiyment,fmgerprints · or evidence). · · · 
4.1.22 The Contractor shall submit sepa!ate invoices for FDNS work to· the 
FDNS COTR which includes: ASVVP and CFDO .data collection and file 
operations 'work'to the following address: lll.Massachuse~s Ave NW; 
Mail Stop 2274;Washington, DC 20529 , 
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'~· 

Mail Operations Support: 

4.2.1 The Contractor shall endorse 4.2 . Incoming fe~s are No more Periodic 
incoming fees immediateiy upon immediately endorsed than 25 fees Observation & 
opening the envelope. upon opening .the are Validated 

envelope. '!Jilendorsed Customer· 
in the mail Complaints 
room 

4.2.2 The Contractor shall route, 4.2 Route, process, and Nom.ore Periodic 
process, and account for mail- account for mail. than5 Observation & 
including but not be limited to pieces of Validated 
USPS mail, courier service mail are Customer 
packages, etc., to and fr~m sources unaccounted Complaints 
external to the service center, in a for. 
manner that optimizes proper file 
management and security, 
expedites data collection, 
maintains financial accountability, 
and maximizes 
4.2.3 The Contractor shall stage 4.2 Stage and maintain a 100.00% 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· 

4.2.4 The .Contractor shall receive: 4.2. Receive.all mail 100.00% Periodic 
all mail delivered by the USPS, delivered by th~ USPS, Observation & 
any third party couriers, and/or approved third party Validated 
authorized government agencies couiiers, and/or Customer 
during normal hours of operation. authoriZed government 

agencies during normal 
ComP.laints 

hours of 
· 4.2.5 All mail ( excludiitg certain 4.2 All mail received is 100.00% Periodic 
exceptions) shaH be opened, · opened, sorted, date '• Observation & 
sorted, date stamped, properly . stamped, properly ·Validated 
handled, and timely processed and handled, processed, and· Customer 
routed by the Contractor, ~ th~ routed in time for Complaints 
assigped mail ,area. processing and·: 

receipting withih the 
same day. 

4.2.6 The Contractor ~hall log 4.2 Registered and certified 100.00% Periodic 
registered mail, certified mail, and mail is logged. ·Other Observation & · 
any other mail that may be mail designated by the 

I 

Validated 
designated bY. the COTR. COTRis logged .. Customer 

4.2. 7 The Contractor shall receive 4.2 PONDS mail is 100:00% . Periodic 
. and account for PONDS in a accurately pro.cessed. · Observati.on & 

manifest. Validated 
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PONDS mail is 100.00% Customer 
received and accounted Complaints 

·for in, a prep~ed daily 
manifest. 

4.2.8 The Contractor shall 42 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. 

Outgo~g mail has the 
appropriate affixed 
postage for the weight 
and class. 

Outgoing mail is 
properly prepared for 
mailing with accurate, 
complete apd visible 
delivery addresses and 
billing information. 

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 p~es 

at a minimum of once ' 
per business day 
Monday through .Friday 
(excluding federal 

~. holidays) on the same 
date mail was metered. 

•, ' 
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Data Collection Support: 

4.3.1 The Contractor shall 
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 defmed as no data entry errors 
on the entire form or document. 

4.3 

4.3 

4.3 

.. 

The Contractor 
·acctirat~ly assembles 
forms, to include 
supporting documents, 
ahd other materials. 
The 
and supporting 
document is correctly · 
identified as compliant 

· (acceptable) or non-
compliant (reject). -

Data collection of all 
·fee-related forms not in 
. CLAIMS 4 rriust 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 workirig day 
{ll :30 p.m.) on the next 
business day after being 
received at the service . 
center. 

Data collection of non-
fee related forms mli;St 
be completed by close 
of the_ workihg day 
( 11 :30 p.m:) on the next· 
business day after being 
received at the service 
center. 

Complete arid accurate 
data collection of all fee 
and non-fee related 
forms and source 
documents completed 
accurately within 
·established processing ·. 
timeframes. 
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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, ~d file 

4.3.5 The Contractor shall 4.3 Screen prints specified . 97.50%'· Periodi~ 

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 qropping, data equipment to Validated 
scaling, and adjusting of contrast achieve an acceptable Customer 
and brightness necessary ~o quality image for Complaints 
achieve an acceptable quality document pr<;>duction. 
image for document production. 

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

4.3.7 The Contractor shall scan, 4.3' Fingerprint submissions . 99.00% Periodic 
process, and verify fingerprint · are accurately scanned, Observation & 
cards (FD-258) for submission to processed, ·lllld ·verified. Validated 
the FBL Customer 

·Non orphan or non Complaints 
, a4option fingerprints ., 

are submitted by close 
ofthe second. business 
day following being 
received at the service · 
center. 

Orphan and adoption 
cards are processed and 
submitted by close of 
business the next 
business day following 
being received at the 
service center. 

4.3.8 The Contractor shall create Fee-related forms Periodic 
files dUring data collection. requiring an A-File, T- Observation & 

File, or a receipt file (as Validated. 
appropriate) shallhave Customer 
a file created close of 
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99.00%Random Sampling9 
Fee Collection: 

Requirement 

4.4.1 The Contractor shall 
review receipted fees for 

. acceptability and ensure the fee 
is endorsed in accordan~e with 
the Treasury Financial Manual. 

4.4.2 The Contractor shall 
prepare a daily deposit ticket 
accurately reflecting the total of 

. all ~ndorsed receipted fees. The 
Contractor shall. complete the 
daily deposit not later than the 
scheduled depo~itory pick up 
time on the next business day 
after the fees were received at 
the service center. The 
Contractor shall accurately 
complete and include in each' v 

sow 
Section 

4.4 

4.4 

;. 

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 (I 1 :30 

·p.m.) on the second 
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. 

Quality Standard 

· Receipted fees are 
reviewed .for 
acceptability and 
endorsed in 
accordal1;ce with the 
Treasury Financial 
Manual. 
The prepared deposit 
ticket reflects an . ' 

accurate total of the · 
days' endorsed 
receipted fees. 

•, 

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

All suooortimz 

Page Page 139 

Monthly 
Acceptable 

Quality LeHI 
(AQL) 

100.00% .. 

100.00% 

d 

' 

iHeasurcmcnt 

Periodic 
Observation & 
Validated 
Customer· 
Complaints. 

Periodic 
Observation & 
Validated 

'·Customer 
Complaints 

: 

.. 

. ' 

13) .. 



SOW Qualit) Standard i\lonthl~· 

Requirement Section Acceptabll' Measurement 
Quality Le\'el 

(AQL) 

daily deposit packet any documentation is 
supporting docunientatiori (line- completed accurately 
off sheets, void sheets, etc.) and is included with 
used to support the deposit the daily deposit 
amount. ' 

packet. 
4.4.3 The Contractor shall · 4.4 All deposits are 100.00% ·Periodic 
submit a report showing_ accurately generated, .. Observation & 
individual clerk and individual prepared, reconciled, Validated 
system deposit totals to USC IS, and reported daily. Customer 
on a daily basis or as required. Complaints 
4.4.4 The Contractor shall 4.4 All fees are monitored 100.00%' ' Periodic 
monitor and safeguard all fees and safeguarded at all Observation & 
at all times while within the ·. times when in the· Validated 
Contractor's custody. custody of the 

'' 
Customer 

Contractor. Complaints 

File Operations_ ~upport: 

SO\\' Quality Standard Month I~ 

Requirement Section Acceptable Measurement 
Qualit~· Lc\CI 

(AQL) 
4.5.1 The Contractor shall 4.5 Files required by 99.00% Periodic 
create files when requested USC IS are created by . Observation & 
during file operations. 'Close of the next Validated 

business,day following Customer 
request from USCIS. Complaints 

' No duplicate A-file 
Co~plaints 

' records are created. 

Files are accurately 
created. 

4.5.2 The Contractor shall 4.5 Contractor accurately 99;00% Periodic 
accurately request required requests required files Observation & 
files from _external sources from external sources. Validated 
such as other centers, district Customer 
offices, the NRC, etc. w;thin Required external til~ Complaints 
established timeframes. ·requests are completed 

by close of the next 
business day. 

4.5.3 The Contractor shall 4.5 Contractor responds to 9750% Periodic 
fulfill internal (within the USCIS file requests by Observation & 
service center) and external retrieving the correct Validated 
(originating from other 

i 
file(s) .. I Customer 

centers, district offices, the· · 
Files are delivered 

Complaints 
NRC, etc.) file requests for· 
information by identifying, (internal requests) or 

locating, retrieving and mailed (external •'. 
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sow Quality Standard Month I~ 

Requirement Section Acc(•ptahle Measurement 
Qua lit~ LeHI 

(AQL) 
delivering the correct file(s) requests) by close of 
within the established the next business day 
timeframes. (or within other 

designated 
timeframes) following 
request. 

4.5.4 The Contractor shall 4.5 Files are accurately 99.00% Periodic 
accurately perform file sorts. segregated, filed, and Observation & 

routed. Validated 
Customer 
Complaints 

4.5.5 The Contractor shall file 4.5 Unless otherwise 97.50% Periodic 
and re-file records. directed by the COTR, Observation & 

newly receipted Customer 
applications and/or Complaints. 
petitions are filed by 
close of the next 
business day following 
receipting at the 
service center. 

Other incoming files 
are re-filed by close of 
the next business day 
following being 
received at the service 
center. 

4.5.6 The Contractor shall 4.5 Files are correctly 99.00% Periodic 
track and update files in NFTS updated in USCIS Observation & 
upon movement or as systems. Validated 
requested by USCIS. The Customer 
Contractor shall accurately Files are tracked in Complaints 
update data in various USCIS NFTS, upon 

systems (C3, C4, etc.). movement. 

Data is accurately 
updated in USCIS 
systems. 

Tracking and updating 
functions are 
completed within 
established timeframes 
or as designated by the 
COTR. 

4.5. 7 The Contractor shall 4.5 The Contractor 97.50% Periodic 
reconcile and resolve issues reconciles and Observation & 
identified through system resolvesissues Validated 
generated error and recurring identified through Customer 
reports. system generated error Complaints 

and recurring reports 
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SOW Quality Standard 1\'lonthl~ 

Req u i rem en t Section Acceptable Measurement 
Qualit~ LeHI 

(AQL) 
as reauired. ',• 

4.5.8 The Contract9r shall 4.5 Files are accurately 99.00% Periodic 
accurately consolidate files consolidated, both Observation & 
physically and electronically physically and Validated 
within estaj:>lishedtimeframes. electronica~ly. Customer ·, 

'" ' Complaints ;. 
" 

The consolidated 
process is completed 
by close of the third .. 
working day following 
being received by,~e ., 

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 ili:at accurately "< Validated 
holding areaS. The Contractor identifies the Customer 
moves files maintained in the expiration of files held Complaints 
temporary holding areas to the. in.temporary holding 
next stage of the process, areas. ,. 

when required. ,, •,''• 

: ' The Contractor m~ves : 

files maintained in 
( tempofliry holding 

' 
areas to the ne~.stag"e ., 

' ·~fthe-processwhen 
•' required. '. 

4.5.1 0 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. 

Files a:re routed to the., '· 

I adjudicating office by 
close of the next . ·;. 
busines~ day fol~owing 

\ 

· the requested evidence 
being ,connected to the '··-
file. ' , ... 

Connect and afflx .. 

interfiling/evldence to . 
: the correct file. .. 

; 

: 
Received evidence is: · 
uodated in USCIS 

.. 
... 
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sow Quality Standard Monthly 

Requirement Section Acceptable Measu rem en t 
Qua lit~ Lc\ cl 

(AQL) 
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 Files are reviewed to 97.50% Periodic 
review and prepare files for ensure that each file is Observation & 
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 
accurately prepare, verify, and accurately prepared Observation & 
retain a copy of manifests and verified to contain Validated 
going from the service center current supporting Customer 
and retain a copy of all information. Complaints 
manifests received at the 
service center, including E- Incoming manifests 
filing reports. are verified to match 

manifest against 
contents. 

Electronic copies of 
manifests are properly 
maintained at the 
service center. 

Report inconsistencies 
on incoming manifests 
within one business 
day to USCIS. 

4.5.14 The Contractor shall 4.5 The Contractor 99.00% Periodic 
perform system queries and accurately performs all Observation & 
searches in USCIS systems, system queries and Validated 
and places a screen print(s) of searches. Customer 
the search result(s) in the file, Complaints 
when required. Screen prints are 

printed and placed in 
the corresponding file 
within the established 
timefrarne. 

Screen prints shall be 
attached in accordance 
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SOW Qualit~· Standard Monthly 

Requirement Section Acceptable Measurement 
Qualit.' Lcnl 

(AQL) 
with the centers SOP 
for the fonn in 
question. 

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, perfonn cropping, data equipment to Validated· 
scaling, and adjusting of achieve an acceptable Customer 
contrast and brightness quality image for Complaints 
necessary to achieve an · document production. 
acceptable quality image for " 

: 

document production. Materials are scanned 
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 fonns are 99.00% Periodic 
correctly assemble E-filed acc~tely assembled: Observation & 
applications and petitions into Validated' 
files. E-filed fonns are Customer 

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 fo~ in , . 
question. 

·4.5.18 The Contractor shall 4.5 .Scheduled internal 97.50% Periodic 
pick up, continuously 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 ' delivered to its' 
up mail, printouts; and files no. de~ignated 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 application and petition-relateq Observation 
petition-related documents · documents are and Validated 
when required. accurately and . ' Customer 

completely Complaints 
photocopied .. .. · 
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sow Quality Standard Monthly 

Requirement Section Acceptable Measurement 
Quality Le\CI 

(AQL) 
,. Photocopies are . ' 

., 

produced by. the 
Contractor when 
required. 

4.5.20 The Contractor shall 4.5 ·Generates required 99.00% Periodic 
generate required USCIS USCIS approved Observation & 
approved letters, notices, and letters, notices, and · Validated 
messages (including e-mail, p1essages including e- Customer 
text messages, and fa:Xes). mail, text messages, Complaints 

and faxes. 
4.5.21 The Contractor shall 4.5 The Contractor 100.00% Periodic. 
accurately create I-512 accurately creates Observation & 
documents within esta}?lished required 1~512 . Validated 
timeframes. documents. Customer 

Complaints 
The Contractor creates 
required 1-512 

• documents by close of 
business, the next 
business day after the 
1-131 file returns'from 
adjudication. 

4.5.22 The Contractor shall 4.5 Records that do not ' 99.00% Periodic 
process documents received require system Observation & 
form district, port of entry, or relocation are ' Valipated 
consulate offices. processed by the close Customer 

of the next business Complaints . 
. day after bemg 
received at the service 

• 
center. 

Records that require 
system relocation are 
processed by the close 
of the fifth business : 

' 
day after bemg 

I , received at the se..Vice .. 
center. '· 

.. Documents, other than 
' records, are proc~ssed 

•/ y by the close of tHe ' 
. I 

third business day after -' I· c 

being received at the 
service center. 

4.5.23 The Contractor shall '4,5 The Contractor 99.00% Per results of 
complete an audit of the completes an audit of annual INSITE 
physical location ·of each file the physical location audit. 
in accordance with the ROH of each file in 
and accurately reconciles.files accordance with the 
to system generated reportS. ROH reauirement of 
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SOW Quality Standard 1\lonthl~ 

Rcq uircmcnt Section Acceptable Measurement 
Qualit~ LeHI 

(AQL) 
one year. 

4.5.24 The Contractor shall 4.5 The Contractor tracks, 100.00% Periodic 
track, secure, and be secures, and is Observation & 
accountable for all issued acCountable for all Validated 
empty pre-printed A-File issued empty pre- . Customer 
jackets in their possession; printed A-File jackets Complaints 

in their possession. 
4.5.25 The Contractor shall 4.5' · Materials needing to . 99.00% Periodic 
timely identify and prepare be destroyed are . ., Observation & 
materials for destruction whelr timely identified alld Validated 
required in accordance with prepared for USCIS Customer 
the ROH and/or as directed by review in accordance Complaints 
theCOTR. 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 NebrasJca. consulates have the Observation & 
Service Center. The · . applicant's foreign . Validated 
Contractor shall provide the address affixed to the Customer 
necessary support needed to .. I-797 Approval Complaints 
process Re-Entry Permit Notice. 
(REP) and Refugee Travel 
Document {RTD) booklets The 1-797 Approval ,. 

within one business day of .. Notice is wrapped 
receiving the booklets to around. the booklet and 
ICPS. . secured with staples . 

. . . 

' Data on each booklet ... 
(name, COB, DOB, 

' ' 
.. etc.) is compared .to 

the data from the '· 
~pplication. If any 
discrepancies are .. 
noted, the. booklet is 
retilmed to USCIS. 

Booklet is ready to be 
·: mailed no later than · 

.. 

one business day of 
., 

.. 

receiving it _from ~CPS. 
; 
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FDNS: 

sow Quality Standard Monthly 

Requirement Sed ion Acceptable Measurement 
Qua lit~ Le' el 

(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 timefrarnes 
or as designated by the 
COTR. 

No duplicate records 
are created. 

4.6.1.2 The Contractor shall 4.6 Complete and accurate 97.50% Periodic 
collect information for the data collection of all Observation & 
CFDO requirement from forms, forms and source Validated 
petitions and source 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 timefrarnes 
or as designated by the 
COTR. 

No duplicate records 
are created. 

4.6.2.1 The Contractor shall 4.6 Information obtained 99.00% Periodic 
accurately update information from site visits is Observation & 
obtained from site visits into accurately updated in Validated 
FDNS-DS system for FDNS-DS. Customer 
immigration casework. Complaints 

Updates are completed 
within established 
timefrarnes 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 updated in FDNS-DS. Observation & 
systems upon movement or as Validated 
requested by USCIS. The Files are tracked in Customer 

Page Page 147 

145 



SOW Quality Standard Monthl~ 

Requirement Section Acceptable Measurement 

Contractor shall accurately 
update data in FDNS-DS. 

NFTS upon 
movement. 

Tracking arid updating 
functions are 
completed within 
esta~lished timeframes 
or as designated by the 
COTR. . 
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8.0 SCHEDULE OF MONETARY DEDUCTIONS 

Sec:tion 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 defmed Data collection of 
as no data entry any CLAIMS 4 form 
errors on the entire must be completed 
form or document. by close of the 

working day (11 :30 
p.m.) on the next 
business day after 
being received at the 
service center. 

Data collection of 
non-fee related 
forms must be 
completed by close 
of the working day · 
(11 :30 p.m.) on the 
next business day 
after being received 
at the service center. 

Complete and 
accurate data 
collection of all fee 
and non-fee related 
forms and source 
documents 
completed 
accurately within 
established 
processing 
timeframes. 

Fee 4.4.2 The Contractor shall The prepared 100.00% Periodic First Infraction each 
Collection prepare a daily deposit ticket Observati month ... $500 per 

deposit ticket reflects an accurate on& Service Center 
accurately reflecting total of the day's Validated 
the total of all endorsed receipted Customer Second Infraction each 
endorsed receipted fees. Complai month ... $ 1,000 per 
fees. The Contractor nts Service Center 
shall complete the 
daily deposit not later The daily deposit is Each infraction 
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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, ofmonth ...... $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 Defmitions 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 
change in accordance with statute, regulations, and agency policy. 

Accuracy Data entered in an automated system match the source 
documentation (see Correctness) and are logically valid (e.g., 
February 30 may be a "Correct" date if it matches the source 
document, but is not an "Accurate" date, since it is invalid). 

Action Stamp A facsimile stamp that is used when action is completed on a piece 
of loose material and then sent to another unit or office to file. 
The document is stamped or annotated in the lower right-hand 
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 
time frames. 

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-lB employers to ensure there are no technical 

violations or fraud in the H-1 B 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 ofUSCIS 
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· Ail individual req~esting an Immigration benefit: 
Application A form submitted by an individual requesting an Immigration 

benefit. 
Application Support Center '· (ASC) Some USCIS applications/petitions require the USCIS to 

conduct a FBI fingerprint·background check on the applicant. 
... . Most applicants that require a background check will be scheduled 

to appear at a specific ASC or Designated Law Enforcement 
Agency (DLEA)'for fingerprintihg. Fingerprints, photographs, 
and signatures of people seeking benefits are collected at the 
ASCs. '· 

Assembly; I , . Production of file screen prints, request and consolidation of A-
' · files, processing ofE-file applications and petitions into a file, and 

' validation of fmgerprint results arid name checks. 
Automated Biometric (IDENT) An automated system that allows USCIS officers to 
Identification System identify individua.Js quickly and accurately. IDENT captures the 

index fingerprints and a photo and enables sear~hes 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 Requrrements 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 eleciroriic 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. Citiz~n, 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. · 

B i-Specialization Process by SCOPS to split and distribute the incoming workload 
. between two Service Centers .. Current plan teams the Nebraska 
and Texas Se_rvice 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 fmgeiJ'rint (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 he~ appeals of deCisions mad~ 

. ' by the Service. : 
Border Crossing Identification Documents ·of identity bearing that designation issued to an alien 
Cards who is lawfully admitted for p~rmanent residence or to an alien 

who is a resident in foreign contiguous territory by con5ular officer 
or immigration officer for the purpose of crossing over borders 
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Term Definition ·-

between the U.S. and foreign contiguous territories. 
.Bucket 

., A section of shelf space (approximately I linear foot in length) in a 
. Service Center file room, with width artd depth suitable to hold 

letter-size manila folders (Receipt Files and A-Files). Buckets 
hold up to about 50 files grouped by application type, field office, 
and/or date application was received by USCIS. 

Business Day A business day is considered to be between the hours of 8:00 a.m. 
and 5:00p.m., Monday through Fri4ay; 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 USC IS and is under the jurisdiction of an FCO. A 
CCO may receive arid 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 litformation 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 managem~nt system that collects and 
distributes automated biographical information on aliens. The 
, sysiem 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 processin2 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, MF AS, FOIAIP A arid 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 that 
Information and Management currently supports r:eceipting, adjudication, and notification 
System 3 J')rocesses for most applications and petition types. 
Computer Linked Application (CLAIMS 4 or C4) USCIS automated GUI Windows-based . 
Information ~d Management system that currently s~pports receipting and notification 

. System 4. .processes for N-400, A~plication to File for Naturali~tion, and 1-
· 88l,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 
USC IS 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 
customer that was found inside or outside of an audit. This form is 
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Term Definition 
used by USCIS to communicate unsatisfactory concerns with 
contracted performance to the contractor and to capture contractor 
responses to these noted concerns. The number of validated CFFs 
and their associated errors are entered, tracked, and reported to the 
contractor by USCIS personnel. 

Data Change Altering information in automated systems without affecting the 
status of the case. 

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, 
ASQ Press). 
Or: 
Non-fulfillment of an intended usage requirement or reasonable 
expectation, including one concerned with the inability ofUSCIS 
to further process work [ISO 8402 as modified]. 

Defective Service A service output that does not meet the associated standard of 
performance in the Performance Requirements Summary. 

Defective Unit A unit of product that contains one or more defects and must be 
rejected as unfit for further processing. 

Denial A decision by USCIS, to deny, terminate, revoke, or rescind a 
benefit. 

Department of Homeland (DHS) Department of Homeland Security 
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 USCIS to take fingerprints ofUSCIS customers. 
Direct Mail The process whereby a petitioner or applicant mails an application 

or petition directly to the Service Center for adjudication, rather 
than to a lockbox. Direct Mail can also include cases in which 
fees were received by another USCIS office. 

District Office (DO) Geographic areas into which the U.S. and its territories are 
divided for the USCIS field operations or one of three overseas 
offices located in Rome, Bangkok, and Mexico City. Each DO has 
a specific service area that may include part of a state, an entire 
state, or many states. DO's are where most USCIS field staff are 
located. DO's are responsible for providing certain immigration 
services and benefits to people resident in their service area, and 
for enforcing immigration laws in that jurisdiction. Certain 
applications are filed directly with DO's, many kinds of interviews 
are conducted at the offices, and USCIS staff is available to 
answer questions, provide forms etc. 

Document Recorcled 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 guard mail, applications, or fees. 

£-filed E-file is the accepted term for electronic filing of forms over the 
internet. 

Employment Authorization (EAD) A document issued by the USCIS as evidence that the 
Documentation holder is authorized to work in the United States. 
Enforce Alien Removal Module (EARM) Application that is accessed from inside of the Enforce 

application. EARM replaced DACS in August 2008. 
Enforcement Case Tracking (ENFORCE) A case management system that integrates and 
System supports functions including subject processing, biometric 

identification, allegations and charges, preparation and printing of 
appropriate forms, data repository, and interface with the national 
database of enforcement events. 

Error Transmittal Sheet {ETS) A form used to ensure the transmittal, correction, and tracking of 
non-critical errors and flaws found during a review 

Executive Office of Immigration (EOIR) An organization within DOJ comprised oflmmigration 
Review Judges and the Board oflmmigration Appeals who have 

responsibility for hearing cases in Immigration 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 fmgerprint card (FD-258) The form that is used to record an applicant's 
fmgerprints for submission to the FBI. 

FBI Fingerprint Query An automated USCIS database that tracks fmgerprint results. 
Federal Bureau oflnvestigation (FBI) DOJ agency that maintains fingerprint records in automated 

form. USCIS submits fingerprint forms to the FBI to verify the 
applicant's identity and to 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 
Administration (NARA). 

Fee Amount of money charged for the filing of a particular type of 
application/petition. Fees must be submitted for exact amount (US 
Funds), in form of check or money order. 

Fee Exempt Fee is not required for action. 
Fee Infraction A fee instrument or group of instruments not controlled by the 

contractor in accordance with USCIS policies and procedures. 
Fee Receipted Elsewhere (FRE) Applications and/or petitions that were processed at another 

USCIS location where the fee was removed and deposited before 
being forwarded to a Service Center. 

Fee Waived Although a fee is normally charged, the USCIS may make the 
determination (based on criteria) not to require a fee for an 
application and/or petition submitted to the Service Center. 

Fees and 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 corresponding A-File. 
File Control Office (FCO) Any service center, asylum center, or field office-either a 

District Office (including USCIS overseas offices) or a sub office 
of that district-where alien case files are maintained and 
controlled. 

File Maintenance The periodic updating of master files. 
File Transfer Confirmation (FTC) A CIS transaction (9503) which confirms the receipt of an 

A-File by the reauesting 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 reauesting FCO to another. 
Filed A case is filed when it is deposited on or in a shelf, box, cabinet or 

other holding device waiting for the next action to be imposed 
upon it. 

Fingerprint Masthead and (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 scheduline: notices in 2-D barcode. 

Fiscal Quarter (FQ) A 3-month period during the Fiscal Year ( 151 FQ: October 1-
December 31; 2nd FQ: January 1-March 31; 3rd FQ: April 1-June 
30; 4th FO: Julv 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 determined by 
calendar year in which it ends. 

Field A specific section of an application or petition that requires data 
entry (e.g. name, street address, country of birth,) A field may 
consist of any number or combination of keystrokes. 

Form An application and/or petition provided through the mail, 
electronically, or by the agency to have data entered from specific 
fields on the form. The form may contain any number of fields 
that reauire keving and mav 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 
determinations involving benefit fraud, criminal activity, public 
safety and national security concerns. 

Fraud Detection Unit (FDU) A unit within the Service Center that reviews applications 
and/or petitions for suspected applicant fraud. 

Freedom of Information (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 FOIAIPA 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, ooo-up menus. etc. 

Green Card Alien Registration Receipt Card (Form 1-151 or Form 1-551). 
Haitian Refugee Immigration (HRIFA) Signed into law on October 21, 1998, it provided 
Fairness Act of 1998 immigration benefits and relief from deportation to certain Haitian 

nationals. 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 of folder, barcodes, address and human readable 
labels, stickers, and required date stamps on applications/petitions. 

Immigrant Any person not a citizen of the U.S. who is residing in the U.S. 
under legally recognized and lawfully recorded permanent 
residence as an immigrant. Also known as "Green Card Holder" 
or "Lawful Permanent Resident." 

Immigrant Visa Packet Packet containing a Department of State (DOS) approved DS-230, 
personal identification such as birth certificate, marriage certificate 
and the originating paperwork presented to DOS for visa issuance 
such as the 1-130. 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 ofthe 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 (IN SITE) A program used by USCIS to audit regulatory 
and Evaluation compliance with agency policies and procedures. 
Interagency Border Inspection (ffiiS) 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. ffiiS 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 (ICPS) The hardware and associated software used to manufacture 
System USCIS cards and Laser Visas for the Department of State, located 

in Corbin, KY and the Nebraska Service Center. 
Intent to Deny A notice sent by USCIS to an applicant or petitioner advising of 

possible adverse· action to be taken on an application or petition for 
a benefit. 

Interfile The act of identifying and placing loose material, or a set of 
related documents, into the appropriate file. 

Just In Time {nT) 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: (l) 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 Z1.4-2003 
standard) 
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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 
ofFD-258 Fingerprint Cards to and from the FBI. 

Mail Individually metered or franked envelopes or packages of any kind 
which are incoming to the service center or outgoing from the 
service center. 

Mailstop Any location within the service center where the contractor 
delivers or picks up mail, including individual workstations. 

Manifest A listing of the contents of a shipment, 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 USCIS automated 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 Naturalization. 

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 not meet a specification requirement. When 
a quality characteristic or a product or service is "evaluated" in 
terms of conformance to specification or performance 
requirements, the use of the term nonconformity is appropriate. 
(Glossary and Tables for Statistics- ASO press) 

Non-Immigrant An alien who seeks temporary entry to the U.S. for a specific 
purpose. The alien must have a permanent residence abroad and 
qualify for the non-immigrant classification sought. Non-
immigrants include: foreign government officials, officials and 
employees of international organizations, visitors for business and 
pleasure, crewmen, students, trainees and temporary workers of 
distinguished merit and ability or who perform services because 
U.S. workers are unavailable in the U.S. 

Normal hours of operation Normal hours of operation at a Service Center are between 6:00 
a.m. to 11:30 p.m. on Monday through Friday, except for U.S. 
Government holidays. 

Notice of Action A document sent to respondent describing intended action on an 
application/petition. 

Notice To Appear {NT A) The "96 Act" requires that one charging document be used 
to begin removal proceedings for inadmissible and deportable 
aliens. The previous documents, Order to Show Cause and the I-
122, were combined into a single charging document, the Notice 
To Appear. 

Office of Security Investigations (OSI) USCIS Law Enforcement Agency 
Ongoing Monitoring Monitoring processes over time to ensure ongoing compliance to 

performance requirements, and the quality and timeliness of 
services and deliverables 

Open Database Connectivity (ODBC) A standard application programming interface for 
accessing a database. 

Other Mail - Case Related Mail that is not administrative mail or an application/petition. 
This mail consists mostly of interfiling, correspondence, and cards 
sent by other offices for destruction. 

Peak Period The time(s) when the volume of work increases in direct response 
to changes brought about by technological advances, USCIS 
reorganizations, implementation of new laws and policies, changes 
in United States Government administration, or changing global 
events. 

Performance Requirement Key service outputs of the task order that will be evaluated by the 
USCIS to ensure adeQuate contractor compliance. 

Periodic Observation Periodic observations are planned assessment visits to a work area 
intended to allow for verification that processes are properly 
implemented and carried out, that all relevant documents and 
procedures are available and correct and that the contractor's 
management team is implementing effective corrective and 
preventive action in the event of significant non-conformance 
conditions. 

Permanent Resident Card (PRC) A card that provides permanent documentation of residence 
to an alien and allows the alien to work and reside in the United 
States; also known as a "Green Card". 
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Term Definition 
Petition A form filed by an individual or organization seeking to classify 

an alien for the issuance of a nonimmigrant or immigrant visa. 
Petitioner One who files a petition on behalf of an alien. 
Portable Barcode Reader . (PBCR) A hand-held device that uses laser technology to read 

specially formatted identification labels affixed to file folders, 
documents, and shelves. 

Portable Document Format (PDF) Computer format ofUSCIS forms available on the USCIS 
web site. 

Post Office Non-Deliverable (PONDS) Secured documents (e.g., EAD cards) returned to the 
Security Service Center by the US Postal Service as non-deliverable. The 

USCIS stores the document securely for up to 120 days. If the 
applicant provides a new address, the Service Center mails the 
document again. Otherwise, the Service Center destroys and 
accounts for the document sometime after 120 davs. 

Premium Processing A service that provides American businesses with the opportunity 
to obtain faster processing of a petition or application to meet their 
needs for a foreign worker. Specifically, USCIS provides 15-
calendar day processing to those who choose to use this service or 
USCIS will refund the Premium Processing fee and the relating 
case will continue to receive expeditious service. 

Prep/Prepping Preparing a work item for the next processing step. An example 
would be prepping work for imaging may include removing 
staples, straightening comers of documents, taping paper rips, and 
inserting patch sheets, or verifying a completed action file against 
the database record in preparation for archiving. 

Pre-sort Contractor A finn which has contracted with the Government to sort mail by 
zip codes prior to delivery of the outgoing mail to the USPS. 

Preventive Action Action taken to eliminate the root cause(s) of a potential 
nonconformity, defect, or other undesirable condition to prevent 
occurrence. The preventive actions may involve changes, such as 
procedures and methods of Quality Management Systems, to 
achieve quality improvement at any stage of the quality loop. [ISO 
84021 

Program Manager Responsible for managing records support services at the four 
Service Centers located in California, Nebraska, Texas, and 
Vermont. 

Quality Assurance All the planned and systematic actions necessary to provide 
adequate confidence that a product or service will satisfy given 
stated or implied needs. 

Quality Assurance Surveillance The sum of all activities performed by the USCIS in the ongoing 
monitoring of product quality, to confirm that reviewed product 
meets or exceeds the stated reQuirements and needs. 

Quality Assurance Surveillance A plan document prepared by the USCIS describing the roles and 
Plan responsibilities, types of work to be performed, surveillance 

methods and activities used and basic guidance to the Quality 
Assurance Surveillance Personnel for the assessment and 
documentation of contractor 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 quality of product or service that will satisfy 
given needs. The goal of Quality Control is to provide quality that 
is acceptable and satisfactory, (e.g., safe, adequate, dependable and 
economical). QC is performed by and the responsibility of the 
Contractor. 

Quality Management The totality of functions involved in the determination and 
achievement of quality. Quality management is part of overall 
management and includes Quality Control. 

Quality Control Plan A formal document, prepared by the contractor and approved by 
USCIS HQ, defining how, and in what areas, the contractor will 
perform quality control of the services provided to USCIS at the 
service centers. 

Random Sample A set of product or service output units that are selected in such a 
manner that all combinations of units under consideration have an 
equal chance of being selected as the sample. 

RAP Sheet Police Record of Arrest and Prosecution 
Receipt File Hard copy file created by the Service Center to hold an 

application/petition, and all supporting documents for a particular 
applicant. 

Receipt Notice A document confirming receipt of application and/or petition by 
USCIS. 

Receipt Number An alphanumeric 13-character designator assigned by CLAIMS to 
each case accepted for USCIS processing. 

Receipted The process of accepting the application/petition and fee in data 
collection. 

Received When the Government or contractor takes possession. This can be 
of a physical object (mail, files, reports) or nonphysical (requests, 
inquiries). 

Record A record consists of fields entered from a form. The record is the 
electronic version of the form. Some forms will contain more than 
one record. 

Records Operation Handbook (ROH) The USC IS Office of Records policy manual that provides 
service-wide guidance and procedures to be used in administering 
the USCIS Records Program. 

Records Retirement Center (RRC) Managed by NARA. 
Reengineered Naturalization (RNACS) A USCIS centralized database system that supports the 
Application Casework System processing of naturalization and nationality cases. RNACS 

provides identification and background information on active 
cases and tracks case status. 

Refugee Any person who is outside his/her country of nationality and who 
is unable or unwilling to return to that country because of 
persecution or a well founded fear of persecution. 
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Term Definition 
Refugee Asylum and Parole (RAPS) A USCIS automated system which provides asylum case 
System tracking and reporting. RAPS is used by USCIS Asylum offices to 

record biographical and asylum-related data for any alien applying 
for asylum. Service centers data collect 1-589 and 1-881 forms into 
RAPS. 

Refugee and Asylum Visa Packet Packet containing a Department of State (DOS) approved refugee 
visa, personal identification such as birth certificate, marriage 
certificate and the originating paperwork presented to DOS for 
visa issuance. This packet will be receipted and used for initial 
Employment Authorization Card production. Required documents 
may vary (e.g. 1-765,1-590,1-512, DS-Form 2053/2054, DS-
3024/3030, DS-3026, DS-3025, 1-730,1-589, G-325C, ... ) 

.Region Any one of the four areas of the U.S. among which the USCIS 
offices are divided for administrative purposes only-Northeast, 
Southeast, Central and Western Regions. 

Regular Work Hours See 'Normal Hours of Operation' 
Rejected Application An application or petition that is not accepted by the USC IS. 
Remote File Maintenance Facility (RFMF) A file storage facility located in Harrisonburg, VA that 

houses completed receipt files. · 
Remoted Case A case sent to another USCIS office for adjudication. 
Resident Alien Applies to non-U.S. citizens currently residing in the U.S. 
Responsible Party Code (RPC) The code location address for files in NFTS. 
Responsible Party Filing System (RPFS) A random storage and retrieval method that allows the 

storage of A-Files in available shelf space and that uses NFTS to 
track shelf location. 

Representative A person who is entitled to represent another as provided in 
USCIS regulations (i.e. attorney). 

Request For Evidence (RFE) A request that is sent to either an applicant or petitioner to 
submit evidence to overcome any deficiencies in the record of 
proceedings. Normally sent on an 1-72 form. 

Resubmitted Case A case previously rejected which has been returned to the 
applicant/petitioner for additional information and is now 
resubmitted to USCIS for action. 

Rework Performance of services that were found to be defective as a result 
of task order surveillance or other validated sources. 

Sample One or more work requirements drawn from a population. 
Sample Size The number of work requirements selected for evaluation is the 

sample size. 
Sampling Guide A written procedure that states what will be checked, the standard 

of performance, and how the checkine: will be done. 
Sampling Plan A plan that indicates the performance requirement, the number of 

units from each lot/batch that are to be inspected (sample size and 
the criteria for determining the acceptability or rejection), used to 
develop the sampling guide. 

Sensitive data Sensitive data includes privacy, proprietary, and personal data. 
Separation of Duties The concept of requiring more than one person to complete a task 
Service A job which calls directly for a contractor's time and effort and 

Attachment 9.1 - Definitions and Acronyms 
Page 166 

164 



Term Definition 
must be perfonned to the standard and within the perfonnance 
requirement before the perfonnance can be considered acceptable. 

Service Center (SC) Four offices established to handle the filing, data entry, and 
adjudication of certain applications for immigration services and 
benefits. Service Centers are not staffed to receive walk-in 
applications or questions. 

Service Center Operations (SCOPS) The USCIS organization that oversees management of 
the Service Centers. 

Special Search Conducted locally in an attempt to fmd missing files and/or 
documents. 

Spike A predictable rapid increase in the volume of fonn receipts at one 
or more centers. Spikes result from some stimulus (e.g., first date 
fonns for a particular time-sensitive benefit can be accepted, 
period immediately preceding a fee increase, announced end of a 
filing period for a particular benefit, etc.), and they can be 
predicted at least 45 days before they occur. They are often 
limited to a specific filing type (e.g., Fonn 1-129 for a new H-1 B 
non-immigrant worker, etc.). 

Standard An acknowledged measure of comparison. 
Start-up Backlog Contractor backlog that the contractor inherits from the outgoing 

contractor that must be addressed in the Start-up. 
Student Entry Visa lnfonnation (SEVIS) A web-based system for maintaining infonnation on 
System international students and exchange visitors in the United States. 

SEVIS is administered by the Student and Exchange Visitor 
Program, a division ofiCE. 

Sub offices Offices found in some Districts that service a portion of the 
District's jurisdiction. A Sub office provides many services and 
enforcement functions. Their locations are determined, in part, to 
increase convenience to USCIS customers. 

Supporting Documents Documents accompanying an application or petition that are 
included in the file creation process. 

Surge An increase in the daily volume of data collection of more than 
25% above the average daily data collection volumes for the 
previous 20 business days. 

Surge Report A report, containing built in fonnulas where daily processed 
volume totals from the Activity Report are posted. The surge 
report is used to calculate and track the daily volume of more than 
25% above the average daily received volumes for the previous 20 
business days. On days where the volume exceeds 25% above the 
calculated average daily received volumes the contractor is 
relieved from timeliness standards for affected perfonnance 
requirements. 

Surveillance Process of monitoring contractor perfonnance by direct evaluation, 
observation or other infonnation source. 

System Inquiry A query of various computer databases used by USCIS. 
System Update The addition and/or change to infonnation in the various computer 

systems. 
Temporary File (T-File) A file opened when the original A-File cannot be located 
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Term Definition 
or pending receipt of the A-File from another office. 

Temporary Protected Status (TPS) Establishes a legislative basis for allowing a group of 
people temporary refuge in the U.S. Under a provision of the 
Immigration Act of 1990, the Attorney General may designate 
nationals of a foreign state to be eligible for TPS with a fmding 
that conditions in that country pose a danger to personal safety due 
to an ongoing armed conflict or an environmental disaster. 

Terminal Digit Order {TDO) A manual process of arranging A-Files on open file 
shelving; the files are prefixed with the letter "A" followed by 
either 7 or 8 digits; odd numbers are placed on the left tab of the 
ftle jacket, and even numbers on the right tab; files are grouped by 
the 3 terminal digits, then by the first 5 digits, for example, all files 
with the last 3 digits ''726" are placed ··- and sorted (b)J6) 

· · "· · hv the frrst 5 digits; i.~ tould prece e 
lnd follow A 18 249 IL.fl J. 

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 me when it enters a Service Center, for 
batch process for an IBIS hit. If the batch produces a hit, the me is 
sent to either an adjudicator or a Triage Unit (depending on which 
Center it's in), where it is determined if the IBIS hit was a match 
for the applicant/petitioner/beneficiary. If the hit is a match, the 
Triage Unit will resolve it and send the me back to adjudications 
for a decision. 

Undeliverable Mail Mail that is returned to the sending service center stamped non-
deliverable by the United States Postal Service (USPS). PONDS 
are a subset of all non-deliverable mail. 

U.S. Citizenship and Immigration (USCIS) On March I, 2003, service and benefit functions of the 
Services U.S. Immigration and Naturalization Service transitioned into the 

Department of Homeland Security (DHS). The USCIS is 
responsible for the administration oflmmigration and 
Naturalization adjudication functions and establishing immigration 
services policies and priorities. Functions include adjudication of 
immigration visa petitions, naturalization petitions, asylum and 
refugee applications, and other benefit applications and petitions. 

US Customs and Border (CBP) The unified border agency within the Department of 
Protection Homeland Security (DHS). CBP combined the inspectional 

workforces and broad border authorities of U.S. Customs, U.S. 
Immigration, Animal and Plant Health Inspection Service, and the 
U.S. Border Patrol. 

US Immigration and Customs (ICE) ICE is one component that completes Border 
Enforcement Transportation Security, which is under the Department of 

Homeland Security. The mission is to secure the nation's air, land, 
and sea borders. The largest investigative arm of the DHS, ICE is 
responsible for identifying and shutting down vulnerabilities in the 
nations' border, economic, transportation and infrastructure 
security. 

Validated Customer Complaint A derogatory report, issued by the customer (any USCIS recipient 
ofthe contractor's products/services), which after investigation has 
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Term Definition 
been corroborated or supported on a sound authoritative basis and 
recognized as a legitimate report of a contractor-caused or 
contractor-responsible undesirable condition. 

Validation Confirmation by examination and provision of objective evidence 
that the particular requirements for a specific intended use are 
fulfilled. 1180 84021 

Variance An allowed deviation from a requirement that is approved by the 
Contracting Officer (CO). The Onsite COTRs will notify the HQ 
COTR of any emergency situation that could potentially affect the 
outcome of contractual performance. 

Verification Confirmation by examination and provision of objective evidence 
that the specified requirements have been fulfilled. [ISO 8402] 

www.USCIS.gov Official web site for USCIS. 
Waiver An application submitted by an alien to overcome a ground of 

ineligibility for a benefit. 
Work Distribution Unit (WDU) An ordering system designed to house files pending 

Work Folder 

Working Day 

adjudication until the adjudicators are ready to process them; this 
system provides an organized method of housing files, tracking 
pending counts, and assigning work. 
A file housing only non-record copies of correspondence or other 
material; all such files are conspicuously annotated "Work 
Folder". 
The period of time that service centers are open for contractor 
performance, 6:00AM until II :30 PM Monday through Friday. 
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Acronyms 

Acronym 
AAO 
A-File 
AM 
AFM 
AQL 
AR-11 
ASC 
ASVVP 
BIA 
C&A 
CBP 
ceo 
CDR 
CFDO 
CFV (Report) 
CHAMPS 

CIPS 
CIS 
CLAIMS 

co 
COOP 
COTR 
CP 
CPAU 
CRIS 
CRU 
DAAG 
DAC 
DACS 
DLEA 
DHS 
DO 
DOJ 
EAD 
EIN 
ENFORCE 
EOIR 
FARES 

Definition 
Administrative Appeals Office 
Alien File 
Administrative Manual 
Adjudicators Field Manual 
Acceptable Quality Level 
Change of Address 
Application Support Center 
Administrative Site Visit and Verification Program 
Board of Immigration Appeals 
Certification and Accreditation 
Customs and Border Protection 
Case Control Office 
Contract Discrepancy Report 
Center for Fraud Detection Operation 
Closed File Verification Report 
Correspondence Handling and Management Planning 
System 
Centers Information Processing System 
Central Index System 
Computer Linked Application Information and 
Management System 
Contracting Officer 
Continuity of Operations Plan 
Contracting Officer's Technical Representative 
Contingency Plan 
Contract Performance Analysis Unit 
CAP Receipt Information System (Database) 
Case Resolution Unit 
Daily Activity Report 
Discretionary Access Control 
Deportable Alien Control System 
Designated Law Enforcement Agency 
Department of Homeland Security 
District Office 
Department of Justice 
Employment Authorization Document 
Employee Identification Number 
Enforcement Case Tracking System 
Executive Office of Immigration Review 
Fees and Application and Entry System 
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Acronym 
FBI 
FCO 
FDU 
FIPS 
FISMA 

FMNS 
FRC 
FRE 
FTC 
FTE 
FTI 
FTM 
FOIA/PA 
FQ 
FTR 
FY 
GUI 
HBGFSF 
HRIFA 
I& A 
ffiiS 
ICE 
ICPS 
!DENT 
INA 
!RCA 
ISSM 
LPR 
nr 
MADR 
MFAS 
MRD 
MSR 
NARA 
NCIC 
NDIP 
NFTS 
NIST 
NQP 
NRC 
NTA 

Definition 
Federal Bureau of Investigation 
File Control Office 
Fraud Detection Unit 
Freedom of Information/Privacy Act System 
Federal Information Security Management Act of2002, 
November 25, 2002 
Fingerprint Masthead and Notification System 
Federal Records Center 
Fee Receipted Elsewhere 
File Transfer Confrrmation 
Full Time Employee 
File Transfer Indication 
File Transfer Maintenance 
Freedom oflnformation/Privacy Act 
Fiscal Quarter 
File Transfer Request 
Fiscal Year 
Graphical User Interface 
Harrisonburg File Storage Facility 
Haitian Refugee Immigration Fairness Act of 1998 
User Identification and Authentication 
Interagency Border Inspection System 
Immigration and Customs Enforcement 
Integrated Card Production System 
Automated Biometric Identification System 
Immigration and Nationality Act 
Immigration Reform and Control Act 
Information Systems Security Program Manager 
Lawful Permanent Resident 
Just in Time 
Maximum Allowable Defect Rate 
Marriage Fraud Amendment System 
Machine Readable Data 
Manual Search Request 
National Archives and Records Administration 
National Crime Information Center 
Naturalization Data Integrity Project 
National File Transfer System 
National Institute of Standards and Technology 
Naturalization Quality Procedures. 
National Records Center 
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 
TDO 

Definition 
National Visa Center 
Office of Chief Information Officer 
Open Database Connectivity 
Office of Information Technology 
Performance Analysis System 
Portable Barcode Reader 
Portable Document Format 
Privacy Impact Assessment 
Password Issuance Control System 
Personal Identifiable Information 
Plan of Action and Milestone 
Port of Entry 
Post Office Non-Deliverable Security 
Permanent Resident Card 
Performance Work Statement 
Quality Acceptance Surveillance Plan 
Quality Control 
Risk Assessment 
Receipt and Alien File Accountability and Control System 
Refugee Asylum and Parole System 
Request for Evidence 
Risk Management System 
Re-engineered Naturalization Application Casework 
System 
Random Number Generator 
Records Operation Handbook 
Responsible Party Code 
Responsible Party Filing System 
Records Retirement Center 
Sensitive but Unclassified 
Service Center- (CSC-Califomia; NSC-Nebraska; TSC-
Texas; and VSC-Vermont) 
Service Center Operations 
IT Security in the Systems Development Life Cycle 
Student Entry Visa Information System 
Scheduling, Notification of Applicants for Processing 
Standard Operating Procedures 
System of Records Notification 
Sensitive System Security Plan 
Security Test and Evaluation 
Trusted Agent FISMA 
Terminal Digit Order 
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Acronym 
TDPS 
TECS 
TPS 
T-File 
US CIS 
USPS 
WBS 
WDU 
WOTS 

Definition 
I-512L Travel Document Production System 
Treasury Enforcement Communications System 
Temporary Protective Status 
Temporary File 
US Citizenship and Immigration Services 
US Postal Service 
Work Breakdown Structure 
Work Distribution Unit 
Work Order Tracking System 
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Attachment 9.2 - Government Provided Property 

The Government will provide onsite contractor personnel with office workstations, 
computers, peripherals, and office supplies. The government shall not provide computer 
equipment, items, or supplies supporting contractor efforts not in support of either of 
these task orders. Contractor provided IT equipment shall not be connected to any 
USCIS network, system, or equipment without the written authorization ofthe COTR and 
shall conform with the DHS Information Security requirements set forth in DHS 4300. 

The Contractor shall require onsite personnel to utilize USCIS electronic mail (e­
mail), the telephone system, and other networks to communicate within the Service 
Center, between USCIS operations, and with USCIS SCOPS Headquarters. All these 
systems are Government provided and subject to audits and monitoring by the 
Government. The contractor shall notify its personnel that there shall be no expectation 
of privacy on any USC IS systems. 

The contractor shall operate Government provided equipment in accordance with 
USCIS procedures and manufacturer's specifications. 

The contractor shall initiate and track maintenance calls and/or service requests for 
Government provided IT equipment to the DHS help-desk. Contractor shall notify the 
COTR of any repair needs and/or problems with maintenance/service contractor activities 
within 4 hours of each occurrence. 

The contractor shall initiate and track maintenance calls and/or service requests for 
Government provided (non IT) equipment according to the manufacturer's recommended 
schedule, if one is available. The contractor shall initiate and track repair requests and 
ensure that all repairs performed are complete and that the equipment is operating as 
required. Contractor shall notify the COTR of any repair needs and/or problems with 
maintenance/service contractor activities within 4 hours of each occurrence. 

The Government provides computer workstations and software in various hardware 
configurations, and reserves the right to upgrade, add, delete, or replace equipment and 
software. Current equipment and software in use includes, but is not limited to the 
following table: 

TYPE 
CPU 

Hardware/Software 
• Dell Optiplex GX 1 
• Dell Optiplex GXllO 
• Dell Optiplex GX150 
• Dell Optiplex GX240 
• Dell Optiplex GX260 
• Dell Optiplex GX270 
• Dell Optiplex 620 
• Dell Optiplex 745 
• Dell Optiplex 755 . 
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TYPE 

Monitors 

Printers 

Scanners 

Hardware/Software 
• Dell Optiplex 760 
• Dell Optiplex 780 

• Dell700FP 
• Dell 1900FP 
• Dell 2007WFPB 
• Deli2009WFP 
• Dell 2409WFP 
• Dell D 1 028L 
• Dell M781P 
• Dell M782 
• Dell Pl130 

• Datamax DMX 1-4206 Barcode Printer 
• Datamax DMX 1-4208 Barcode Printer 
• Hewlett Packard Laser Printer HP1100 
• Hewlett Packard Laser Printer HP1200/1220 
• Hewlett Packard Laser Printer HP4000 
• Hewlett Packard Laser Printer HP41 00 
• Hewlett Packard Laser Printer HP4050 
• Hewlett Packard Laser Printer HP4550 
• Hewlett Packard Laser Printer HP4600 
• Hewlett Packard Laser Printer HP8000 
• Hewlett Packard Laser Printer HP81 00 
• Hewlett Packard Laser Printer HP8150 
• Hewlett Packard Notice Printer HP-M/800/4050DN 
• Hewlett Packard Laser Jet Printer/Scanner HP3020 
• Hewlett Packard Laser Jet 8000DN 
• Hewlett Packard Laser Jet 9050N 
• Dell 171 ON/1720N Printer 
• Dell 2330N Printer 
• Dell 3130CN Printer 
• Dell 51 OON Color Printer 
• Dell 511 OCN Printer 
• Dell 53 ION Printer 
• Dell 5330DN Printer 
• Xerox 7760 DN Printer 
• Lexmart C935DN 
• DBM-810 Check Franker 
• CBM-820 Check Franker Printer 
• Hewlett Packard HP3020 
• Hewlett Packard HP6300C 
• Hewlett Packard HP7400C 
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TYPE Hardware/Software 
• Hewlett Packard HP8250 
• Hewlett Packard Scan jet 5590 
• Fujitsu Scansnap S 1500 
• Welch Allyn 2380 Barcode Wand 
• Hand Held Products Dolphin Barcode Scanner 
• Hand Held Products Dolphin 7850 Barcode Readers 
• Hand Held Products Laser Barcode Scanner 
• Symbol 2D Laser Barcode Scanner 
• Dolphin 7200 portable scanner 

Fax Machines • Kyocera LDC 870 
• Brother Intellifax 4750E 
• Hewlett Packard 910 
• Canon Model710 
• Canon Model LC3170 
• Canon LASER CLASS 510 
• XeroxM151 

Mailroom Equipment • Pitney Bowes Mail Machine 

Software 

• UF570 Mail Machine 
• Paragon Mail Machine 
• Pallet Jack 
• Omation Machine 
• Taper Machine 
• Pitney Bowes Opener 
• Pitney Bowes Postal Scale 
• Postal Meters 
• Automated Folders 
• Third Party Courier Machine 
• Automated Signature Machine 
• Martin Yale 400 Jogger 
• Hasler Mail Machine with Postage Meter 
• Formax Folder 
• Folder/Stuffer with Postage Meter 
• Omation Letter Opener 
• Inserter 
• Folder/Inserter 
• Stacker/Conveyer 

• Adobe Acrobat 5.0 
• Adobe Acrobat 6.0 Professional 
• Adobe Acrobat 8.0 Professional 
• Adobe Acrobat Reader 9.0 
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TYPE Hardware/Software 
• Adobe Acrobat Reader 9 .1.2 
• McAfee Anti Virus 8.5 I 
• Arcserve 7.0 McAfee 
• Microsoft Internet Explorer 6.0 
• Microsoft Office 97 
• Microsoft Office 2000 
• Microsoft Office 2003 
• Microsoft Windows 95 
• Microsoft Windows 2000 
• Microsoft Windows NT 4.0 
• Microsoft Windows XP 
• WINZip 10 
• SNAGIT7.0 
• Novell4.11 Teleview (A2B) 3.31 

Copiers • Lanier Model LD265 
• Canon Imagerunner 5000 
• Ricoh AFICIO MP5500 
• Ricoh MP6000 
• Ricoh 2051 

Miscellaneous • Check Endorser Printer 

The Government provides access to various computer 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 connected to any USCIS network, system, 
or equipment without the written authorization of the COTR and shall conform with the 
DHS Information Security requirements set forth in DHS 4300. Current software in use 
includes, but is not limited to the following table: 

Systems • Address Request (AR-11) 
• Central Index System (CIS) 
• Computer Linked Application Information Systems 

(CLAIMS3-LAN) 
• Computer Linked Application Information Systems 

(CLAIMS4) 
• Computer Linked Application Information Systems 

(CLAIMS Mainframe) 
• ENFORCEIIDENT 5.4 
• Fees and Applications Receipt and Entry System 

(FARES) 
• Federal Bureau oflnvestigations (FBO Fingerprint 
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Query FD-258 Tracking System 
• Interagency Border Inspection System (IBISffECS) 
• I-512L Travel Document Production System (TDPS) 
• Image Storage and Retrieval System (ISRS) 
• Freedom of Information Act/Privacy Act (FOIAIP A) 

Case Tracking (FIPS) 
• Marriage Fraud Amendment System (MF AS) 
• National File Tracking System (NFTS) 
• Refugee Asylum and Parole System (RAPS) 
• Scheduling, Notification of Applicants for Processing 

(SNAP) 
• Student Entry Visa Information System (SEVIS) 
• E-filing 
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Attachment 9.3 - Currently Required Screen Prints 

As noted throughout the Performance Work 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 sorts, depending on the Center and the 
form type, the screen prints are done in the mail room, data entry, and/or the file room task areas. 

Examples of the various screen prints requirements include: 

For I-130s, the California Service Center requires up to 5 different screen prints; the Nebraska 
Service Center requires up to 13 different screen prints, and Vermont Service Center requires up 
to 8 different screen prints. 

For I-589s, the California, Texas and Vermont Service Center requires up to 5 different screen 
prints; and, the Nebraska Service Center requires up to 3 screen prints. 

The following pages contain screen print requirement charts by form for each of the four centers. 
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Attachment 9.4 -Data Entry Fields for Applications/Petitions Performed in Data Collection 

Tierl Forms Avera2e Fields Tier2Forms Average Fields 

1-907 * 5 1-2908 31 

Biometrics Fee 7 1-751 GUI (CRI-89) 31 

1407 8 1-829 GUI (CRI-89} 31 

1-485 (EOIR) 13 1-589 32 

1-589 (EOIR) 13 l-129F 32 

Scanning 1-89 13 EOIR-29 32 

Scanning 1-765 13 1-539 32 

G-28 ** 13 1-824 33 

N-600K 13 DS-230 34 

1-881 14 1-360 34 

1-193 15 1-129 34 

N470 15 1-129CW 35 

N-600 15 1485 35 

1-192 16 1-131 37 

1-905 16 1-817 38 

N-565 17 1-765 39 

1-191 17 1-140 39 

1-612 18 1-130 41 

1-601 19 1-751 (MFAS) 43 

1-687 19 1-829 (MF AS) 44 

1-865 19 1-914 59 

1-212 19 1-918 59 

1-730 20 1-929 64 

FD-258 21 N400 108 

1-864 23 

1-690 23 * 1-907 This process when done concurrently 

1-102 24 during data collection of the underlying form is 

1-694 24 
not separately counted or compensated per 
unit. The additional data entry required should 

1-698 24 be included with the data entry required for the 
l-914A 24 underlying form to arrive at the complete work 

1·918A 24 
requirement for the combination of the two. 

1-526 25 **G-28 This process when done during data 
1-90 25 collection of the underlying form is not 

1-821 28 separately counted or compensated per unit. 

I-290C 28 
The additional data entry required should be 
included with the data entry required for the 

I-129S 28 underlying form to arrive at the complete work 

1-181 29 
requirement for the combination of the two. 
When performed for individually filed G-28s 
the data entry required updates existing records 

N-644 30 as a file operation. 
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. Commonly Performed File Operations Requiring Data Entry 

Procedures •., ·.· Aven2~ Fitffb . 
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 process when done during data collection of 
the un4erlying fonn is not separately compensated per unit. The ad~itional data entry required 
should be included with the data entry required for the underlying form to arrive at the .complete 
work req~irement for the combination of the two. 
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Attachment 9.5 - SCOPS -Daily Activity Report Glossary 

Process/Fonn 
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. FedEx, UPS, DHL, etc.). 

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 
i 

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. 

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, 1-512L 
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 1-512L 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) 

1-907/t-129 
(Premium H1 B 
CAP) 

1-90711-129 
(Premium H 1 B 
Master CAP) 

1-129 Total 

I-129CW 

I-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 all l-129s listed above CSCandVSC 

Petition for a Nonimmigrant Worker from the CSC only. Expected to begin late 2010. 
Commonwealth of the Northern Marianas Islands 
Petition for Alien Fiance( e) CSCandVSC 

Nonimmigrant Petition Ba~ed on Blanket L Petition. Sometimes data collected but more often interfiled only 
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1.0 
0 

- .~ 

1-130 

1.;131 

1-140 
1-907/1-140 
(Premium} 

... ,1.;181 

1-191 
,_ 

1.;192 

,_ >11-193 
:1-212 

1'"2908 
I-290C 

1-360 
1-:907/1-360 
(Premium) 

'1-407 
l-'485; 

1-4~5 (EOIR} 

1-526 
1-:-539 

Petition for Alien Relative. 

Application for Travel Document 

Immigrant Petition for Alien Worker. 
Expedited with form 1-907 & fee for USC IS assigned, · 
petitions. This is when the 1-907 and 1-140 were filed 
~ogether. ' · 

Memorandum of Creation of Record of Lawful Permanent · 
Residence. · . , , 

Application for Advance Permiss.ion to Return to 
. Unrelinquished Domicile. · 
Application for Advance Permission· to enter as. 
Nonimmigrant. _ 
Application for Waiver of Passport' and/or Visa. 
Application for Permission to Reapply for Admission into 
the United States After Deportation or Removal. 
Notice of Appeal or Motion . 

Used to-apply ~or an Advance Parole Document, Re-entry 
P~rmit, or Refugee Travel Document. · 
NSC·andTSC 

Update _systems after Lawful Permanent Residence has 
been approved. This process is only for cases that cannot 
be sent through other card producing processes. Only Copy . 
3 ofthis form should be Data Collected. 

Notice of Certification. . -lssuedJ?Y Service Cen~~r Directo~s. Notifies petitioner they· 
may submit a final written statement. · 

Petition for Amerasian, Widow(er}, or Special lmmigr,ant. c' 

Expedited with form 1:-907 8t fee for USCIS assigned 
· ·.1 petitions._ This is when the_l-907 and 1-360 are filed 

together. · · · ~ 

Abandonment of Resident Status. 
Application to Register Permanent Residence or Adjust 
Status. -

Immigration Court authorizes forms of various t)'pes to be 
accepted by USCIS. These are all data collected as an 1-
485 to schedule biometrics and background check. 
Immigrant Petition by Alien Entrepreneur. 
Application to Extend/Change Nonimmigrant Status. 

TSC only 

TSC only. The Executive Office for Immigration Review .. 

CSConly 
CSCandVSC 
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1.0 
...... 

.. . -:~:: 

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 

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. - . 
!4-pplication for Waiver of Grounds of Inadmissibility Under esc andTSC 

., 

' Sections 245A or 210. ·- --

Notice of Appeal of Decision Under Section·s 245A or 21 0. esc andTSC 
Appli!=ation to Adjust Status from TemP.orary to Permanent· --
Resident Under Section 245A of Public:Law 99.,603. esc andl'sc ' 

Refugee/Asylee Relative Petition; NSC andTSC_ · ~- ·< 

Petition to Remove Conditions on Residence. "' VSC·and CSC. This is the Biometrics module process of the. 
., ·- ··J-751 for the principal arid ~~ch derivative requiring 

~ 
Biometrics capture. CLAIMS3 reeeipts as a CRI.:.89 

Petition to Remove Conditions on Residence. VSC and CSC. This is the data collection into the MFAS 
system . 

Application for Employment·Authorizatipn. 
Application for Family Unity Benefits. , ' 

Application for Temporary Protected Status. -. -. . .. 

Application for Action on an Approved Application or .. 
' Petition. 

Petition by Entrepreneur to Remove <;;onditions. CSC only. This is the Biometrics module process of the 1-

- .. ._, 829 for the principal and each derivative re_quiring Biometrics 
capture. CLAIMS3 receipts as a CRI-89. 

Petition by Entrepreneur 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 D5-230 
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 (JYii,litary) 

·N-470 

N-565 

N-600 
N-600K 

·f 

Application for Suspension Qf Deportation or Special Rule 
· Cancellation of Removal. (NACARA) 
· Application to Replace Permanent Residence Card. 

Application for Authorization to Issue Certification for 
Health Care Workers. · · 
Request for Premium Processing Service 

Request for Premiu~ Processing Service 

Request for Premium Processing Service 

Application forT Nonimmigrant ·status 

._ 

Supplemental A, Application for Immediate Family 
Member of T-1' rec;:ipient. . 

Petition for U .Nonimmigrant Status 

·Supplemental A, Petition for Qualifying Family Member of 
U-1 Recipient. 
Petition for Qualifying Family Member of a U-1' 
Nonimmigrant. · 
Application for Naturalization. 
Application for Naturalization from Military Person!'l~l and 
eligible spouses . 
Application to Preserve Residence for Naturalization~ 
Purposes .. · ' ' 

Application for Replacement of Naturalization Citizenst:lip 
Document. ,. · 
Application for Certificate of Citizenship. 
Application for Certificate of Citizenship and Issuance. of 
Certificate Under Section 222. 

CSC and VSC. Fee deposit in CLAIMS 4. Data collected in 
RAPS. 
NSC Only 
NSC Only 

VSC and esc. Count here if 1-907 comes in to upgrade a 
previously filed 1-129 application · · · 
TSC and NSC. Counthere if l..o907 comes in to· upgrade a 
previously filed 1-140 application,.· 
Count here if 1-907 comes in to upgrade a previously filed 1-
360 application · 
VSC only. Data collected in JYIS.,.Access database. Includes·· 
data colle~ion of Supplement B . 

VSC only. Data collected·in MS-Access database 

VSC only. Data collected in MS-Access database. Includes 
data collectic;m of Supplement B. . 
VSC only. Data collected in MS-Access database. 

VSC only: Data collecte9 in MS-Access datab~se. 

NSc_ on.ly 
~- ~ . 

---
.. · 

t -

TSCand NSC 

For a child who.regularly resides abroad to claim U.S. 
citizenship based on parentage. 
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N-644 
DS-230 

Scanning 1-89 
Biometrics 

Scanning 1-765 
Biometrics 

Data Collection 
SubTotal 

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 
signature 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 reject~d receipt permanent USCIS 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 USCIS 
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 USCIS 
completed in USCIS systems. systems from AR-11. Multiple records may be updated from 

oneAR-11. 
Number of completed address changes in USCIS This count is the number of records updated in USCIS 
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 · .. 

A-File Create 1-130 
' . 

" 

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 . 

Action associated with creating a new A-File in CIS and 
NFTS utilizing pre-numbered folders provided by USCIS. 

This count is the number of 1-129F A-File Creates. Count as 1 

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 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 C_ollection. 
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 Qf 1.,-140 A-File Creates. Countas 
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 . compl~ted. Done when ~ot required during Data Collection. 
no A nu!Tlber, a pre-numbered A file folder will be .• . . . 

e. 
. . 

assigned. Requires physical and systemidentification~ .. 
-· 

Action cassociated with creating a new A-File in CIS and This count is the number of I-360'A-File Creates. Count as 
NFTS utilizing pre-numbered folders provided by USCIS. completed only after all the eiectronic creation has been 
Once the subject has.been searcheQ in CIS, and there is completed. Done when not required during Data Collection. 
no A number, a pre-numbered A fjle folder will be 

. assigned. R~quires physica~ and_ system identification. 

Action associated with creating a new·A-FHe in CIS and .This count is the number of 1-485 A~File Creates. Count as · .. · 
NFTS utilizing pre-numbered folders provided by USCIS. completed only after all the el~ctronic creation has been 
Once tlie SIJ_bject has been se~rched in CIS, and there is·· comJ)Ieted. Done When not required during Data Collection. 
no A number, a pre-numbered A file folder will be . ' 

· assigned. Requires physical and system identification. '> c 

·Action associated with creating a riew A-File in CIS and This count is the number of·A-File Creat~s for Refugee and 
NFTS utilizing pr~numbered folders provided by USCIS. Asylee Visa Packets. Count as compl~ted only after all the 
Once the subject has been searched in CIS, and there is electronic creation has been completed. Done when not . 

. ·- no 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 oount is the number of A-File Creates for DS-156 K-2 or 
NFTS utilizing pre-numbered folders provided by USC IS. 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 -l-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 cor:npleted. 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 not required Durin_g Data Collection.- · .. 
ass~gned. Requires physical and system identification. 

.• .. 

Total of all the above done in File .Operations. . . 

Action associated with issuing travel booklet. . NSC only. Count is the number of booklets mailed. .. 
Action associate~ 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 syster:n is updated and the screen 
the request of USCIS. printed and file is routed back to a designated location or 

officer. , . 

Action associated with securing FD-258 ldent sheet and/or This c9unt i.s the number of 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 respons~ato 
the necessary sy~tems, and routing the file to appropriate ldent (I.e. Rap Sheets, Shells, Prelims, etc.). Count as . 
responsible party, FCO, or the FRC. This includes completed after the FD-258 ldent sheet and/or RAP sheet is 

·inquiring for the file location, and placing_ the FD-258 I dent . placed in the file or forwarded to another FCO for lnte_rfiling. 
sheet and/or RAP sheet into file. 

Action associ~ted with securing RFE related ~o a Service This count is the number of responses ·to an 1-72 letter 
file within the file, updating_ the necessary systems, and : . requesffor evidence. Complete when the RFE is connected 
routing the file to appropriate responsible party. This· to ttie file and forwarded to adjudications. " 

inci~:Jdes inquiring for the file location, and placing the RFE .. 
into_ file. 

A~ion 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 
the FRC. This includes inquiring for the file location, and 

- file or forwarded to another FCO for lnterfiling . 

placing the 1-89 i~to fi,e. · 
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Connects-
Withdrawal Request 
Letters · 

-

Consolidations 

. ' ... 
-' - . 

Consul~te Returns 

Duplicate Notices 

E-Filed 1-129 

E-Filed 1-129/1-907 
Premium 

E-Filed 1-131 

E-Filed 1-140 
-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 · 
r~lease 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 a~propria~e responsible party or FCO. 

,. 

This is the physical consolidation or merging of related This 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 p~rforming the necessary · fil_es-have been united into a single file and the secondary 
electronic transactions to record and complete the file folder(s) have been dispos~~ lAW local procedures. 
process. 

'• ' 
.,. 

_Application or Petition returnedto USCIS from a DOS This count is the number of co_nsulate returns completed .• 
Consulate. Sometimes requires a Data Collection Cou!"lt as completed after the all the steps required in the 
procedure that will in effect create-a new USCIS record: center specific SOP. have been completed. If a separate 
Follow local SOP for specific guidance .. ·· Data Collection of the record is required count that 

separately under Data Collections. · 

G_enerate duplicate notices manually using notice This count is the number of duplicate notices generated 
-templates or automated system manually or using a databas~. 
'Petition for a nonimmigrant worker: types include: . > 
H,L,Q,P,Q,R,W, filecj electronically. · 
Expedited with form 1-907 & fee for USCIS assigned · 

... 
' petitions, This is when the 1-907 and 1-129 were filed · 

.. -f.. 
together, filed electronically. 

< 

Application 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 USC IS assigned · 
petitions. This is when the 1.:.907 and 1-140 were filed ·- .. 

together, filed electronically . 

Application tq extend/change nonimmigrant status, filed 
electronically. ·. 

.., 
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E-Filed 1-765 

E-Filed 1-821 

E-Filed 1•907 11-129 
Vpgrade 

·· :e-Filed 1-90711-140 
Upgrade 
E.,.Filed ~1-907/1-360 
Upgrad~ 

E-FIIIngs Total 

Files Audited 

Application for employment authorization, filed 
electronically. 
Application fc;>r temporary protected status, filed 
ele~ronically. 

Premium processing form, Count here if 1-907 comes in· 
.alone E-filed, for a previously filed 1-129 petition. 
Premium processing form. Count here·if 1-907 comes in E­
filed alone for a previously filed 1-140 petition. 
.Premium processing form. Count here ifl-907 comes in E­
filed alone for a_previously filed 1-360 petition. 
Total number of all the e-filings above . 

Action associated with aceounting for the files housed in 
the Service Center by scanning the barcodes of the 
responsible party' locations and the files locate~ inside it 

Files Prepared for ' ·1 Action_s associated with preparing and shipping files to· 
NVC Shipment National Visa Center · · : . . -
Files Requested 
from FRC 

Files Retired to 
FRC 

File Transfer 
Request - A-Files 

Action ass9ciated with requesting a file that has been 
retired to the Federal Records Center.·~ • : . ' 

Action associated with identifying, staging, and preparing 
·files that require no further Service.action for retirement to 
the Federal Rec6rds Center. · · · .. 
Action associated with requesting an A-File from another 
FCO through CIS. . 

Currently. not in use. 

vsc and esc 

TSCand NSC 

esc Only 

This is the count of files audited within an·RPC. Files 
moying between RPCs should be counted as Reflies~ Count 
as completed after the file has been scanned and the data 
from the scanner has bee~ entered into NFTS. · 

This count is the number of document_s shipped to NVC. 

This count is the number of previously retired files returned 
from the_FRC. Count as completed only after. the requested 
file has been received from the FRC and the file has been 
staged_for pick-up or delivery. · 

This count is the number of files electronically forwarded to 
the FRC. Count as completed oniy after the FRC: · 
acknowledges receipt, and performs the electronic 
transactions to relocate the files to the FRC. 

This count is the number of A-Files being requested through 
CIS. Count as completed after the request has been verified 
in CIS. 
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1.0 

File Transfer 
Request - R-Files 

~ ., ,., 

FTCs Received 

G-28 Individually 
Filed 

G-639 FOIA 
requests 

G.,.S39 FOIA 
request pages . ' . 

Hold Shelf-HBG 
R-files 

_Hold .Shelf-NRC 
A-files 

I-:-512L production 

Action associated ~th requesting a Receipt file from HBG 
or the National Visa Center. 

Action associated with receiving files into the Service 
Center-and routing to requestor. Includes searching for 
related files or actions. 

'. 

Notice of Appearance by an attorney or other accredited 
representative, allowing them to inquire, receive 

· information about the status of the case or represent ori _ 
·_behalf of a person involved in a matter before users.< 
Action associated with responding to a Freedom of 

·Information Act (FOIA) request.· This includes scanning 
. the request letter, and all documents that-relate-to the 
req~~ . . 

Action associated with responding to a Freedom of 
Information Act (FOIA) request. This includes scanning · 
the request letter, and all documents that relate to the 
re~~. - . -

Action's associated with preparing and shipping files to 
Harrisonburg. · 

This count is the number of Receipt Files being requested 
manually from HBG or the National Visa Center. Count as 
completed after the request has been sent, either through 
email or fax. 

This count is the· number of files received at the Service 
Center. Count as completed when all systems have been 
checked & updated and the file has been routed 
appropriately. 

Count each record updated with G-~8 information. Connect 
G-28 to file when finished with system upd~tes. 

This count is the number ofFOIA.requests completed. 
Count as completed after all the information requested has 
been scanned into the FIPS system.· 

This court is the number of pages scanned for the FOIA 
.. , ·requests completed. Count as completed after all the 

information requested tias been scanned into the FIPS 
.. , system. 

This count is the number of files shipped to HBG. NOTE: 
Files· will be counted as Refiles .when. they are placed on the 
hold-shelf and counted as completed when they are · 
shipped. The oldest pending date is the completion date of 
.the oldef3t files· waiting to be shipped .. _. . 

Acti_ons associated ~th preparing and shipping files to the I T~is t:o.unt is the number of file~ shipped to NRC. NOTE: . 
National Records Center. · F1les Will be counted as Refiles when they_ are placed on the -

hold shelf and counted as completed when they are · 
shipped. The oldest pending· date is the completion date of:, 
the ol~est files waiting to be shipped. 

Actions associated with production of an Advance Parole I Count when scanning, printing, ~ail preparation, connection 
document. of one copy to the underlying 1-131 file and all systems 

updates are complete. 

Attachment 9.5 - SCOPS~ DAAG Glossary 
Page 201 



N. 
0 
0 

IBIS 
-. 

lnterfiling 

.-

Internal File· 
Requests .... . 
Expedited 

·Internal File 
Requests .: Routine 

Maintain File 
Jackets 

-

Photocopies 

Reflies 

- . 

Actions associate~ 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 wh!!n 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 docume-ntation related to a Service file within the · folders. Count as completed after the piece of material is 
file, updating the necessary systems,· and routing the. file to inserted into the file, transferred to another FCO for 
appropriate responsible party, FCO, or the FRC. This interfiling, or rejected back to sender for "action completed" 
includes sorting the loose materiais, inquiring for the file stamp or other required action. NOTE: Includes all interfilirig 
location; a':"d securing the loose materials into file. . - except that captured above in the 5 Conllects categ~ries 

· and below in the_Screenprints category. 

· Action associated with responding to expedited file This cou-nt is the number of expedited file requests by Fax, · 
transfer requests. This includes all operations involved in - · e-m;ail, 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 r!'lquestor or when the 
tickets or work orders, retrieving the files, to perform!ng the proper update procedures.have been performed-in the 
appropriate eleCtronic transactions. - system if the file can riot be sent. 

ACtion associated with responding to routine file transfer This count is the number of routine file requests by Fax, e-
requests. This includes all operations involved in mail, sticker pull, phone, or in person. Count as completed 
processing .the request from printing and reviewing the pull when the file has been ro_uted to the requestor or when the 
tickets or work orders, retrieving the files, to performing the proper update procedures have been performed in the 
appropriate ·electronic transactions. system if the file _cannot be sent. . 

.~, ... , 
; 

Action associated with repairing or replacing damaged file This count is the number of file jackets maintained. Count 
jackets and barcode labels. Includes-covering barcodes to· as completed when the file maintenance has been 
allow reusing file folders. completed and the file has been moved to an area for re-. 

. - filing or transfer to another FCO. 

Action associated with photocopying file contents for This count is the number of photocopies produced. This 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 RPC. Count as completed when the file has been physically 
appropriate file room shelf in NFTS. placed or moved and the system is updated. 
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Report Action associated with reviewing and working system This count is the number of reports reconciled. Count as 
Reconciliations 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, etc.). Information reports should not be 

Sc;an & Email, or 
F~x, Miscellaneous 
Screen prints 

Sear~hes - Lost File 
-Circular 

Searches - Manual 
Search Requests 
'. 

-. 

Searches -"Routine .. 
-- .-

···," 

· ShelfRe-
organization 

SNAP (Scheduling) 

- · cou~ted (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. 
Actiqn associated with 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. , -. " . 

Action as~ociated with searching electronic databases a·nd. This ceunt is the number of files on the Lost File Circular 
physical locations to locat~ files that appear on the Lost ~hat 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 Fil~ Circular Search and after the 
-

,. .. ~ appropriate electronic transactions have been completed. 

Action associated with creating a Manual Search 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 th~ 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. completed whether the·file(s) 
but cannot be located through normal se~rch procedures. · has been found or not and after the appropriate electronic 

'. transactions have been completed .. 
.. 

-
• Action associated with USCIS requests to physically This count is the number offiles r:noved/re-shelved. -

. relocate files in file room. This function does not indude· ...... 
-' 

re-files. ., . '• 
Use to r~rd SNAP scheduling of an appointment at an . This work can come from returned mail _or email requests. 
ASC. 

Attachment 9.5- SCOPS _ DAAG Glossary 
Page203 

.. 



N 
0 
N 

Special File Pull~ .. 

Special File Sorts 

. T -File Creates · 
; 

Transferred-AfT 
File(FTI)(NFTS)-
Expedited· 

Transferred;.Aff 
File(FTI)(NFTS} -
Routine 

r 

. 
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 speci~l file pulls for one time projects or 
requests.· 

Action associated with re-sorting files as requested by This count is the number of files sorted. .• 

USCIS. Normally requested for a special USCIS pr~ject. 
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 d~cuments 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 r~quired during Oat~ Ccille.ction. 
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 requests. This includes all operations involved in in response to a FT~ or other' request. Count as completed 

: processing the request from printing and:re~iewing the pull when all. the electronic transactions are completed and the 
tickets or work orders, retrieving the files,·to performing the files tiave been staged for delivery and/qr pick-up. 
appropriate electronic transacti9ns. This fine iS USed tq 
track the N-400 Pick List files that tiave 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 F"T:R or other request. Count as completed 
processing the request from printing and reviewing the pull when all the electronic transactions are completed arid the 

_ tickets or work orders, retrieving the files to performing the files have been ~taged 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 requests. 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 transactions ar~ completed and the 
tickets or work orders, 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(NFl"~)-:-
Routine · . - .. 

-· 

' 

File <;?peratlons 
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 transaction~~ 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 USCIS. 
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- Policies and Procedures (on CD-Available upon request) 

USCIS Policies and Procedures 

USCIS Policies and Procedures are either published in Executive Department publications or 
USCIS documents. These publications and documents will be provided in electronic form upon 
request. 

The following categories of information are provided on the CD: 

• Standard Operating Procedures for all centers 
• Monthly Records Operations Workload Activity Report (G-23) for all centers 
• Daily Workload Activity Report for all centers 
• Weekly Workload Activity Report for all centers 
• Monthly Workload Activity Report for all centers 
• Annual Workload Activity Report for all centers 
• Fee Register for all centers 
• Service Center Fee Deposit Report 
• Lockbox Expansion Release Schedule v3.6 
• 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- Classified National Security Information, National Industrial 
Security Program Operating Manual (http://www.dss.mil/isp/odaa/documents/nispom2006-
5220.pdt) 

• USCIS Adjudicator's Field Manual (AFM)- Perform a Google search to locate USCIS 
AFM. The result will be an extensive link 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) 

• Treasury Finance Manual (TFM) Volume 1 Part 5 (see http://www.fins.treas.gov/tfrn) 
o Chapter 2000, Checks and Cash Received Collections 
o Chapter 8000, Cash Management 
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ATTACHMENT 9.7. 

CONTINUITY OF CRITICAL CONTRACTOR DELIVERABLES [SERVICES . 
and/or SUPPLIES] IN THE EVENT OF AN ·EMERGENCY (October 2009) 

I. The contractor sh~ill submit to the contracting officer a contingency plan (the "Plan") 
for providing uninterrupted mission critical contract deliverables [for services, or for 
the delivery of supplies] in the event ofanHINl epidemic or other emergency . 

. a. · Th~:contracting officer has identified all of the contract deliverables under this 
contract as critical contract ~eliverables in support of mission criticai 
functions. · . · . 

b. The CQntractor shall formulate the proposed Plah prior to the award of this· 
contiict, or at the time of incorporation of this clause irito a contract by 
modification, for continuing the p~rformanc~ of critical contract deliverables. 

i: The contractor shall identify in the Plan provisions made for the 
acquisition of necessary personnel, resources and/or supplies, if 
·necessary, for continuity of operations for tip to thirty (30) days or 
. until normal operations can be resumed; .. 

ii. The Plan must, at a minimum, address and identify-
· . I. Challenges associated with maintaining contractor critical 

deliverables [services/supplies] during an extended emergency 
event, such as a pandemic that rriay occur in repetitious waves; 

2. Any time lapse associat~d with the initiation of the acquisition 
of necessary personnel, resources and/or supplies and their 
actual availability Qn site; ' 

3. The components, processes, and requirements for the 
identification, training, ~d prepared.ness of co11tractor 

· personnel who are capable of relocating to .alternative facilities 
or. pe~orming work from home; 

4. ·Any established alert and notification procedures fot 
mobilizing .identified "critical contractor service personnel"; 

5. The approach for communicating expectatiOilS to contractor 
employees regarding their roles and responsibilities during an . 
emergency. r . 

6. Ariy associat~d chru:tges needed to the contractor's information 
technology (IT) infrastructure to support the contract in an 
emergency; and · · 

7. Any costs associated .with implementing the Plan, if applicable. · 
. 2. The. contractor recognizes that the co11trac,t deliverables [services/supplies] under this 

contract are vJtalto the Goveinm¢11t and must b~ continued without interruption, In 
. the event the contrac~or anticipat~s not h~ing able to perform due to any of the causes. 
enumerated in the excusable delay clause of this co.ntract, the contractor' shall notify 
the contracti,ng officer o.r other designated representatiye as expeditiously as possible 

. . and use its best efforts to cooperate with the Government in the Government's efforts 
t<;> m~in1fiin the c~ntinuity of ~perations. · · · 
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3. The Government reserves the right in such emergency situations to use F ederat· 
· employees of other agencies or contract support from other contractors or to enter into 
new contracts for critical~ontractor deliverables [services/supplies]. Any ne\Y 
contracting efforts would be conducted in accordance with OFPP letter, "Emergency 
Acquisitions" May 2007 and FAR Subpart IS and HSAM 3018 respectively or any 
other subsequent emergency guidance issued. . ' . ' 

4. Any propos~d costs associated with implementing the Plan will be evaluated by the 
contracting officer as part of the initial competition, or at the time they are submitted 
as proposed costs under a contract modification which·incorporates this clause. The 
Plan is exercisable as an pption ·in the event of an emergency at the amounts specified 
in or reasonably determinable from the terms of the basic. contract, o~ 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 iri subcontracts for the critical deliverables [services/ 
sJJppl.ies] .. · · · 

•' .. , 

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

. HSSCCG·IO-R-00022 

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) 

52.216-27 SINGLE OR MULTIPLE AWARDS OCT 1995 

52.222-4 CONTRACT WORK HOURS AND SAFETY STANDARDS ACT-
OVERTIME COMPENSATION JUL 2005 

52.222-24 PRE-AWARD ON-SITE EQUAL OPPORTUNITY COMPLIANCE 
REVIEW FEB 1999 

52.222-46 EVALUATION OF COMPENSATION FOR PROFESSIONAL 
EMPLOYEES FEB 1993 

52.222-54 EMPLOYMENT ELIGffiiLITY VERIFICATION 

52.232-38 SUBMISSION OF ELECTRONIC FUNDS TRANSFER 
INFORMATION WITH OFFER 

52.237-1 SITE VISIT 

52.243-7 NOTIFICATION OF CHANGES 

52.245-1 GOVERNMENT PROPERTY 

52.245-9 USE AND CHARGES 

52.249-6 TERMINATION (COST REIMBURSEMENT) 
ALTV 

52.252-6 AUTHORIZED DEVIATIONS IN CLAUSES 
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.. 
U.S.'Citizenship and Immigration Services 

Service Center Operations Support Services (SCOSS)' 
HSSCCG-1 0-R-00022 

FAR CLAUSES INCORPORATED IN FULL TEXT:. 
' . 

52.217-5. EVALUATION OF OPTIONS JUL 1990 

Except when it is determined in a~cordance with FAR 17 .206(b) not to be in the 
Government's best' interests, ~e. Goyernment will. evaluate offers for award purposes by 
adding the total price for aU options to the total price for the basic requirement. 
Evaluation of opt~ons will not ?bligate the Government to exercise the option(s). 

Note: This includes the option entertained by F_AR 52.217-8. 

_(End ofProvision) 
...... 

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 of Labor. The option 
provision may be exercised more than once, but" the total extension of performance 
hereunder shall not exceed 6 months. The ContraCting Officer may exer~ise the option by 
written notice.tothe.,Contract9r within.30 days prior. to the expiration of performance 
period. · ·· · · · 

. (End. of ~l~mse) 

NOTE: An extension of the task order-~ah occur subsequGnt to the_ base or any option period. If 
. the task order is extended, the rates, terms, and conditions applicabl~. to 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 ~~rm of this contract by_ written notice to the 
Contractor withiri 30 days before expiration of the period ofperfolmance; provided that 
the Government gives the contra~tor 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 Government exercises this optipn, the extended contract shall be considered to 
include this option clause.· 

(c) The total duration of this contract, including the exercise of any. options under this 
clause, shall not ex9eed four (4) years: · 

. . . 

(End of clause) 
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U.S. Citizenship andirlunigrntion Services 
Service Center Operations Support Services (SCOSS) 

HSSCCG-1 0-R-00022 

52.222-42 . Statement of Equivalent Rates for Federal Hires MAY 1989 

In compliance with the Service Contract Act of 1965, as amended, and the regulations of the 
Secretary of Labor (29 CFR part 4), this clause identifies the classes of service employees 

· expected to be employed under the COI)tract and States the wages and fringe benefits payable to 
each if they were employed.by the contracting agency subject to the provisions of5 U.S.C. 5341 
or5332 · · 

THIS STATEMENT IS FOR INFORMATION ONLY: IT IS NOT A WAGE 
DETERMINATION .. 

Employee class Monetarv wage - Fringe Benefits 

Key Entry Operator (Supervisoiy)- GS-326':'6 
" 

Dallas TX . $19.45 36.25% 
Lagun~ Niguel CA ~ · $20.49 . 36.25% 
St. Albans VT & Lin,coln NB · . $18.40, 36.25% 

. -·:. 
Key Entry Operator- GS;,326-4 

DallasTX $15.59 36.25% 
. Laguna Niguel CA $16.43 . '36.25% . 
St. Albans VT & Lincoln. NB $14.75 36.25% . 

Mail/File Clerk (Supervisory) - GS-305"'6 
Dallas TX . $19.45 36.25% 

. Laguna Niguel CA $20:49 . 36.25% 
St. Albans VT & Lincoln NB $18.40' 36.25%. 

Mail/File Clerk- GS-305-4 
Dallas TX ' $15.59 36.25% 
Lagt1na Niguel-CA $1~.4,3 36.25% 

~ St. Albans VT & Lincoln NB $14.75 36.25%. 
,,4· 

· Secretary - GS-318-5 
Dallas.TX $17.45 ·36.25% 
Laguna Niguel CA $18.38 36:25%' 
St. Albans Vt& Lincoln NB $16.50 36.25% . 

· · Driver/Messenger .: GS-305-4 
Dallas TX $15;59 .. 36.25%. 
Laguna Niguel CA $16.43 '-36.25% 

' .. 
St. Albans VT& Lincoln NB $14.75 3625% 

., 

Qu~lity Control Inspector '(Supervisory) - GS-343-11 
· ·oallas TX $31.98 36.25% 

Page 211 

. ' 

' 209 



'\ 

. U.S. Citizenship and Immigration Services 
Service Center Operations Supi>ort .Services (SCOSS) 

HSSCCG-IO·R-00022 .. , 

Laguna Niguel CA . . $33.70 
·st. Albans VT & Lincoln NB $30.26 

' 

36.25% ' 
36.25% 

Quality Control Inspector- GS-343-9 · · 
Dallas. TX . . 
Laguna Niguel CA 
St. Albans VT & Lincoln .. NB· 

$26:43 
$27.86 
$25.01 

3~.25% 
36.25% 
36.25% 

Lead Accounting Technician -. GS-525-8:. 
·, $23 .. 93 Dallas TX · 

Laguna Niguel CA 
· St. Albans VT & Lincoln NB 

- . ; 

$25.22 
$22.64 ' 

i.-·. 

36.25% 
36.25% 
36.25% 

Accounting Technician -yS;.525-6 · :. ·· · .. 
Dallas TX 

. Laguna Niguel CA · · 
St. Albans VT & -Lincoln NB 

' 

$19.45'-. 
$20.49 
$18.40' 

36.25% 
. 36.25% 
• 36.25% 

HOMELAND SECURITY ACQUISITION REGULATION CHSARl CLAUSES 
IN CORPORA TED BY REFERENCE: .·· . 

The full text ofHSAR clauses may be acqessed electronically at the following address: 

http://farsite.hill.af.miiNFHSARJ .HTM . 

3052.242-71 DISSEMINATION OF CONTRACT INFORMATION 

3052.245-70 GOVERNMENT-PROPERTY. REPORTS 

DEC2003 

AUG2008 
[Deviation] 

,. 

HSAR CLAUSES INCORPORATED IN FULL TEXT: 

3052.204-70' SECURITY REQUIREMENTS FOR UNCLASSIFIED INFOR.:MA TION 
TECHNOLOGY RESOURCES , JUN 2006 

(a) The Contractor shall be responsible for Information Technology (IT} security for all 
systems corui~cted to a DHS. network or operated. by the-Contractor for DHS, regardless 
of location. This clause applies to all or any part ofthe contract that includes information 
technology reSOI!rces or services for which the Contractor must have physical or 
electronic access to sensitive information contained in DHS unclassified systems that 
directly support the agency's mission. ' 

(b) The Contractor shall provide, implement, and maintain an IT Security Plan. This plan 
shall describe the processes arid procedures ~hat will be foil owed to ensure appropriate' 
security of IT resources that are developed, pr<?Cessed, or used u~der this c?ntract. 
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U.S. Citize~hip ~d Immigration Services .. · 
Service Center Operations Support Services (SCOSS) 

. · HSSCCG-10-R-00022 · 

(i) Within 30 days after contra~taward, the contractor shall sub~ it for approval 
its iT Security Plan,. which shall be consistent with.~and further detail the approach · 
contained in the offeror's proposal. The plan, as approved by the Contracting 
Officer, shall be incorporated into the contract as a compliance document. . . . 

. . I . . . 

(2) The Contractor's IT SecuritY }>Ian sh11ll comply with·Federallaws that include, 
but are not limited to, the Computer s·ecurity Act ofl 987 ( 40 U .S.C. 1441 et 
seq.); the Government Information Security Reform Act of2000; and the Federal 
Information Security Management Act of2002; and with Federal policies and 

. procedures that include, ~uf are not liniited·to, OMB CircularA~l30 .. 

(3) The security plan shall specifically include instructions regarding handling and 
protecting sensitive information at the CQntractor's site (including any 
information st()red,' proces~ed, or transmitted ·using the Contractor's computer 
systems), Cllld the secure management, op~ration,.maintenance, programming, and 
system administration of computer systems, networks, and telec~mmunications 

' systems: · · · · 

.(c) Examples of tasks that require security provisions include--

( I) Acquisition, transmission. or analysis of data owned by DHS with significant 
replacement cost should.the contractor's copy be corrupted; and . 

. ~-· 

(2) Access to DHS netwoik~ or computers a~ a level ·beyond.that granted the 
general public ( e:g., such as bypassing a firewal~). . · · 

(d) At the expk~tion. ()fthe ~ontract, ~e contraciot ~hall're~rn alf sensitiv~ DHS. 
. information and IT resources provided to the contractor during the contract, and certify 
tha~ all non-public DHS information has been purged from any contractor-owned system. 
Components shall conduct-reviews to ensure that the security requirements in the contract 
are implemented and enforced. · · · 

(e) Within 6 moiiths after contractaward, the contractt>r shall· submit Written proof of IT 
· Security accreditation to DHS for approval by th:e DHS Contracting Officer. 
. Accreditat.ion will proceed according to the criteria ofthe DHS Sensitive System Policy 

Pu}:llication; 4300A (Version 2.1, July· 26, 2004) or any replacement publication, which 
the Contracting Officer will provide upon request. This accreditation will include a final 
security plan, risk assessment, secufity test and evaluation, and disaster recovery 

. · plan/continuity of~perations plan. This accre4!ta~ion, when accepted by the Contracting . · 
Officer, shall be incorporated into the contract asa compliance document. The con.tractor 
shall comply with the approved accre,ditation docuQteritation. 
. . .. ' .. 

(End of clause) 

3052.204-71 'CONTRACTOR EMPLOYEE ACCESS .:. 
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· U.S. CitizeJ'!Ship and Immigration Services 
· · Service Center Operations Support Services (SCOSS) 

. HSSCCG-10-R-00022 
. ' 

". ' 

(a) Sensitive Information, as used in this Chapter, ·means any information, the loss, 
misuse, disclosure, or unauthorized access to or modification of which could adversely 
affect the national or homeland security interest, or the conduct ofFederal programs, or 
the privacy to which individuals are· entitled under section 552a oftitle 5, United States 
Code (the Privacy Act), but which has not been specifically authorized under criteria 
established by an Exeicu~ive Order or an Act of Co.ng~ess to be kept secret in the interest 
of national defense, homeland security orJoreign policy. This definition includes the 
following categories of information: · 

( 1) Protected Critical Infrastructure Information {PCII) as set out in the Critical 
Infrastructure Information Acfof2002 (Titleii, Subtitle B~ of the Homeland Security 
Act, Public Law 107-296, 196 Stat 2135), as amended, the implementing regulations 
_thereto (Title 6, Code of Federal Regulations, Part 29) as amended, the applicable PCII 
Procedures Manual, as amended, and any. supplementary' guidance officially 
communicated by an authorized official of the Departnient.ofHomeland Security 
(including the PCTI Program ~anager or his/her designee); · · · 

(2) Sensitive Security Information (SSI), as defmed in Title 49, Code of Federal 
Regulations, Part 1520, a5 amended, "Policies and Procedures of Safeguarding and · 
Control of SSI," as amended, and any supplementary guidance officially communicated 
by an authorized official of the Department of Homeland Security (including the 
Assistant Secretary for the 'J'ransportation Security Administration or his/her designee); 

(3) Informatimi .designated. as "For Official u·~e Only/' which is unclassified 
information of a sensitive nature and the unauthorized disclosure of which could 
adversely impact a person'~ privacy or welfare, the conduct. of Federal programs, or other 
programs or operations essential to the natio~al or homeland sec.urity interest; and · · 

. . ', . ', . . -

· (4) Any information that is designated "sensitive" or subje9t to other ~ontrols, 
safeguards or protections in accordance with subsequently adopted homeland security 

· ·· information handling procedures. · · 

(b) "Information Technology Resources" inclu~e, but are not limited to, computer 
equipment, networking equipment, telecorn.niunications equipment, cabling, network 
drives, c,omputer drives, netwo~Jc software, computer software, software programs, 
intranet sites, and inte~et ~ites. · 

(c) Contractor employees working on this contractmust_complete such forms as may be 
necessary for security or other.rea.Sons, including th.e conduct of background 
investigations to determine· suitability; Co~pleted forms shall be submitted as directed by 
the Contracting Officer. Upon the Contracting Officer's request, the Contractor's .. 
employees shall be firigerprint~d, or ·subject to other investigations as required: All 
contractor employees requirin·g recuiting access to Gov~rnment facilities or access to 

· .s_ensitive information or IT resources are required to. have a favorably adjudicated 
background investigation prior to commencing work ·on this contract unless this' 
requirement is waived under Departm~ntal procedures. . · 
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U.S. Citizenship and Imniigration Services 
Service Center Operatio~s Supp<irt SerVices (SCOSS) 

HSSCCG-10-R-00022 . 

(ci) The Contracting Officer may require the contr~ctor to prohibit"individuals from 
working on the contract if the government deems their initial or continued employment 
contrary to the public interest for any reasori, i~cluding, .but not-limited to, carelessness, 
insubordination, inc<?mpetence, or. se~urity concerns. · 

(e) Work under this contract may invol~e a~cess to sensitive information. Therefore, the 
Contractor shall not disclose, orally or in writing, any·sensitive information to any person 
unless authorized in writing l;>y the Contracting Officer. For those contractor employees 
authqrized access to sensitive information, the contractor shall ensure that these persons 
receive training concerning the protection and disclosure of sensitive information both 
during and after c~ntra~t performance. 

. . 

. -(f) The Contractor shall inClude the substailce of this _clause ir:t all subcontracts at any tier 
where the subcontractorniay have access to Govel'11rilentfacilities, sensitive infomiation, ' 

. .· ' '... . 

or resources. · 
. (End pf clause) '·" 

ALTERNATE I· JUN2006 

When the contract will requife contractor employ~~s to. have access to Information Technology 
(1'-ry resources, add the fqllowing paragraphs: · · · 

'·'' 

(g) Before receiving access to IT.resources under this contract the individual must receive 
a security briefmg, which the Contracting Officer's Technical Representative (COTR) 
will arrange, and complete any nondisclosure agree~ent furnished by DHS. 

(j) Contractor ~ccess will be terminated for u~authprized use. The contractor agrees to 
hold and save DHS harmless froin any unauthorized use· and agree~ n,ot-to request -
additional time or money under the contract for any delays resultirig from unauthorized . . ' ... ', ' 

use or access .. 
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(k) Non-U.S. citizens shall not be authorized to.access or assist in -the development, 
operation, management o~ maintenance of Department IT systems under the contract, 
uri less a waiver has been granted by the Head of the Component or designee, with the 
concurrence of both the Department's Chief Security Officer (CSO) and the Chief ,· 
Information Officer (CIO) or their designees. Within DHS ·Headquarters, the waiver may 
be granted only with the approval ofQoth the CSO and th~ CIO'or their designees. In 
order for a waiver t<? be.granted: · . ' . · · . 

1 
· · · 

(1) The individual must be a legal permanent resident of the U.S. or a citizen of 
. Ireland, Israel, the Republic of the Philippines, or any nation on the Allied 

Nations List maintained by the' Depiutlitent Of State; · · _ 
(2) There must be a compelling reason for using this individual as opposed to aU. 
S".·citizen; and . ' ' . 
(3) The wa.ver_must be in th~ best interest of the Government.· 

' ' ' 

·' ' 

(l) Contractors shall identify in their quotations the nrin}es and citizenship of all non;.U.S. 
citizens proposed to work under the contract. Any additions or deletions o(non-U.S. 
citizens after BPA award .shall also be reported to the contracting officer: · . ' :' . . . . 

(End or'clause) 

3052.215-70 ·KEY PERSONNEL OR FACILITIES DEC2003 

(a), The perso~el or facilities.specifidd belo~ are considered esstmtial to the work being 
performed under this ~ontract and.may, with the consent oftpe contractirig.parties, be· 
changed from time to time during the course of the contract by adding or deleting 
personnel or facilities, as appropriat_e. '· · 

. (b) Before removing or replacing any of the Specified ~dividuals or facilities~ the 
Contrac~or shall notify·the Contra~ting Officer, in writing, before the change becomes 
effective .. The Contractor shall submit sufficient information to support the proposed 

· . action and to enable the Contracting Officer to evaluate the potential inipact:ofthe 
'change on this <;:ontract. The Contract<.fr shall riot remove or replace personnel or facilities 
until the Contracting Officer approv.es'the change.' ' · · · · · 

· (Contract~r to specifvlcey pe~;onnel and po~itions in their proPosal) 

(End of clause) r •·· 

3052.242-72 CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE 
DEC2003. 

' ;,"'• 

(a) The Contra~ting Officer may designate Gove~ent p~rsqnnel to aclas the Contracting · 
Officer's Technical Representative (COTR) to perform functions under the contract such as 
review or inspection and acceptance of suppj_ies, services, including construction; and other 
functions ofa technical nature. The Con~actmg Officer wili provide a writte~ notice of such 
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designation to the Contractor within five working days after contract award or for construction, · 
not less than five working days prior to giving the contractor the notice to 'proceed. The 
designation letter will set forth the authorities and limitations of the COTR under the contract. 

(b) The Contracting Officer cannot authoriZe the COTR or any o!Jler representative to sign 
documents such as contracts, contract modifications, etc., that req:uire the signature of the. 
Contracting Officer.· · .·, · · 

(En~ of clause) 

Reports and Deliverables . ' ' 

Reports and deliverables provided under these task orders shall be· clear)y.marked as' the work 
product of the Contractor. They shall be·~ound in standar~ commercial format, marked with the 
applicable task order number, and delivered to the respective Contracting Officer's TecQ.nical 
Representative (COTR) and Contracting Officer (CO). All reports and deliverables under the 
resulting task order awards shall be the property of the U~ited.~tat~s Government. 

Contract Administration 

Contracting Office 

Department of Homeland Security (DHS) 
U.S. Citizenship & Imniigration 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 
.. ,. 

Fw.tdi~g and appropriation data for task orders awarded from this .sOlicitation will be sp~cified on 
· each individual task order. ' · · 

Invoicing 'lnstructimis 

·· · (a) Task orders shall be .invoiced on a monthly ba~is. Tlte invoice shall be sentJn duplicate to 
· the COTR and the Contracting ~fficer. The paymerit office address is as folloyvs: · 

Dallas Finance Center · .. 
PO Box 561547 
Dallas, TX 75J56:-1547 

!(b) To ·constitUte a proper- invoice, the invoice must in~lude the following information and/or 
attached documentation: · •. 
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(1) Name and address of the Contractor; 
(2) Invoice. date and number; .. 
(3) Task order number and task order line item i:n!inber; . 

·(4) Description, q~antity; unit of measure, unit ~rice.andexte~ded price of the items 
delivered; · · · 

(5) Shipping-number and date of shipment, including the bill oflading'mimber and weight of 
shipment if shipped on Government bill of lading; 

(6) Terms of any discount for prompt payment·offered; 
(7) Name and address of official to whom payment is to be sent; 
(8) Name, title, and phone number of person to be notified in event of defective invoice; and 

/" . ' ' . 
(9) Taxpayer Identification Nilmber(TIN). The Contractor shall includ~ its TIN on the 

invoice o~ly if required elsewhere in this task order. 

(1 0) Electronic funds_ transfer (EF:T)-banldng inforin~tion. 

(A) The Contractor shall include EFT banking information ~n the invoice only if· 
. ·required elsewhere in thisJask order. · · 

• o I ~ 

(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 with the applicable solicitation provision, task 
order clause (e.g., 52.232-33, Payment by Electronic Funds Tnifisfer~entral 
Contractor Registration, or 52.232~~4, Payment by Electronic Funds Transfer­
Other Than Central Contractor Registr~~ion), or applicable agency procedures. • 

. ~ : . \,. ' . . . . 

(C) EFT banking information-is not required if the Government waived the requirement · 
. to pay by.EFT... . . . . 

(c) Invoices will be handled in accordance with the Prompt Payment Act (31 U.S.C. 3Q03) and 
· Office ofManag(!inent and Budget (OMB) pr01:npt payment regulations-at 5 CFR 1315. · 

. ( 

(d) Format for the invoice back-up informatio,n: 

• Invoices .shall be submitted separately for each service center, by ca,lendar month, for 
each ContraCt Line Item under the task order awards. 

• Mail Operations: The contractor shalt"maintaiQ.a count, .by seryice center, 'ofcompleted 
mail operations to 'include a breakdown of all of the incor.ning ~d outgoing mail and file 
categories as shown on theDaily Activity Report. These9ounts shall be subject to 
Government verification. "t · · · 

• Data Collection: The invoice shall contain a breakdpwn ofal,_ofthe c~tegoriesofdata 
collection as shown on the. Daily Activity Repoit, with summaries for the ~otal volume of . · 
tiers ·1 and 2 and manual rejects volume. _ · · · 

~. . 
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• Fee Collection: The ~olume invoiced shall indicate the total volume of fee instruments 
deposited during the mphth, whether pick~d up by courier or electronically deposited. 

. ' .. ' ' . 
. . 

• . File Operations: the contractor shall supply sufficient information to .validate labor 
hours in support of the File Operations Contract Line Item. This is subject to government 
verification. . . . 

• Program Management: The amount invoiced per month sliall 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 is~ue orders under this task order 
are identified as USCIS Contracting Office-Contracting Officers. 

(b) The Contracting Officer retains the sole right to. issue modifi~ations and. change orders. In 
no event shall any understandiitg or agreement, task order~ modification, change order, or other 
matter in deviation from the terms of this task order bet)veen the Contractor and a person other 
than the ContraCting Office'be effective or binding upon USCIS. All such actions must be 
formalized by a proper contractual document executed by _the Contracting ,Officer. 

(c) The Contracting Officer may issue orders by. mail, facsimile or by electronic commerce 
methods. · · · · 

Final Payment: 
. t .. 

As a condition precedent to final payment, a release discharging the Government, its officers, 
agents and employees of and from allliabjlities, obligations, and claims arising o:ut or under the 
·respective task order shall be completed .. A release of claims will be forwarded to the contractor 
at the end of each performance period for contractor. completion as ~on thereafter as practicable. 

Departm.ent of Labor Wage Determination . 
' . . . '.-. 

1 
·r.• 

. The Service Contract Act (SCA) applies to this task order~ A list ~fthe current Departrnent.of 
Labor wage determinations can be found a{ Appendix c, Wage:detem1inations are hereby 
incorporated into and made a part ofthe~e.task orders. : 

Insurance 

The Contractor shall procure and maintafu adequate insurance af the Contractor's expen~e during 
. the term of the respective task order,. and any extensions~ Before starting work under the 

respective task order, the Contractor shall provide to the Co,ntracting Officer evidence .in the 
form of certificates ofinsurance as·evidence of the existence .of insunmce coverage in ainounts 
·not less than the miniinumamounts specified by FAR 28J07-2(a); (b), & (c).· 

. ,, 
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Advertisements, Publicizing ;Awards; and News Releases , .. · 

. All press releases or announcements about agency programs, projects, and task order awards . 
need to be cleared py 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 of either of these task orders in any publicity 
news release or commercial advertising without first obtaining e~plicit 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 services. 

. " 

Performance Reporting 

For active task orders valued in·excess of simplified acquisiti()n threshold, the Federal 
Acquisition Regulation (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 C<;mtracting Officer may be .completed as 
·necessary. The contractor h~ 30-days to reply with' CQmments, rebutting statement, or additional 
information that will be made part of the, offiCial record. . 

Organizational Conflict of Interest 

(a) The contractor warrants that; to the best ofthe contractor's knowledge and belief, there are no 
relevant facts or circumstances which could give rise to ari organizational conflict of interest, as 
de.fined 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 knowledge and ·belief, no actual or potential conflict of interest exists or to . 
identify to the CO any a9tual or potential conflict of interest the.firm may have. In emergency 

. situations, however, work may begin .but notification .shall be·made within five (5) working days. 

(c) The contractor' agrees that if an actual or potential organizational conflict of rnterest.'is 
identified dtiring performance, the contractqr 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 proposes to tak~, after consultation with the CO, to avoid, mitigate, or neutralize the actual or 
. potential conflict oflnterest .. The contractor shall continue performance until notified by the CO 
or any .contrary action to be taken. , . 

(d) Remedies - USCIS may terminate this 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 ofa potential organizational conflict of interest prfor to award or. discovered an actual' 
or potential conflict after awar~ an4 did nQt disclose .it or misrepresented iel~vant information to 

' . ,.,. 
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the CO, the Government 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. 
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INSTRUCTIONS TO OFFERORS 

(a) Definitions. As used in 't~is provision .;. 
\ . . . 

"Discussions" are negotiations· that occur after e~tablishment ofthe competitive range that may, 
at the Contracting Officer's discretion, result in the offeror being allowed to revise. its proposal." 

"In writing," ''writing," or ''written" means any. worded or numbered expression which can.be 
read, reproduced, and later communicated, and includes electronically transmitted and stored 
information. · · 

"Proposal modification" is a change made to a proposal before the solicitation's closing date and. 
time, or made in response to an amendment, or made to correct a mis~e ai anY time before 
award. ~ 

I ' ' 

' 
"Proposal revision" is a change to a proposal made after the solieitation'closing da.te, at the 
request of or as allowed by a Contracting 0fficer as ~e result of negotiations. 

''Time," if stated a5 a number of days, is calculated using calendar days~ unless otherwise 
specified, and will include Saturdays, Sundays, and legal holidays.-However, if the last day falls 

· on a Satu'rday, Sunday, orlegal holiday, then the period shall incl~de the next working day. 

· (b) Amendments to solicitttioris. If this ~ol~itation is amended; alrterms and ~onditionsthat ~e 
not amended remain unchanged. Offerors shall acknowledge· receipt.ofany amendment to this 
solicitation by the.~ate and ti01e specified in the·amendment(s). · 

(c) S~bmis~ion,.modiflcation, revision, and withdrawai of proposal~: 
' . 

. . . . . . ' ., '' .. · ; . . . . 

·(1) Unless other methods (e.g.~ electronic commerce or facsimile) are permitted in the 
soliCitation; proposals arid modificatipns to proposais shall be submitted in paper media 

· in sealed envelopes or packa~es · · · · 

(i) ad4ressed to the office specified in the solicitation, and . 

. (ii) showing the time and date specified for receipt, the solicitation number, and 
··the name and address of the offeror. Offerors using commercial carriers should· 

· . ·. ensure that the proposal Is marked on the outermost wrapper with the information · 
in paragraphs (c)(l)(i) anq (c)(l)(ii) of this provision. · · 

1, r ' 
. . . 

(2) The frrst.p~ge of the proposal must show--. 

· (i) The solicitation number; 
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(ii) The name, address; and telephone and facsimile numbers cifthe offeror (and 
electronic address if available); 

(iii) A stat~ment specifying the extent-of ag~:eeiner.tt with ~11 terms, conditions, and 
provisions included in the solicitation and agreement to furnish ahy or all items 
upon which prices are offered at the' price set opposite each item; . 

(iv) Na.nles, titles, and telephone and '(acsifl!ile numbers (and electronic addresses 
if available) ofpersons authorized to negotiat~ on the offeror's behalfwith the 
Governlnent in connection with this soliCitation; and · ·. 

(v) Name, title, and signatUre of person authorized to sign the proposal. Proposals 
signed by an agentshall be accompanied by evi~ence of that agent's authority, 
unless that evidence has been p~eviously furnished to the issuing office. 

(3) ~ubmission, modification, revision, and withdrawal?fproposals: 

' ' 

(i) Offero·rs are responsible for subm'itttDg proposals,. and any modification, or 
revisions, so as to reach the Government office desigt}ated in the solicitation by 
the time specified in the solicitation. If no time is specified in the solicitation, the 
time for receipt is 4:30 p.m., local time, for the designated Go,vernment office on 
th~ date that proposal. or revis.ion is due. ·., ... 

(iJ) 

·.1 

. , (A)-Any proposal, modification; or revision received at the.Government 
office designated in the solicitation after the exact·time specified for . 
receipt o'foffers, is "late" and will not be considered unless it is received 

. before award is made; the .CQntracting Officer determines that accepting .· 
· the .htte offer would not unduly delay the ~cquisition; and ~ , 

( 1) If it w,as transmitted through @ el~ctronic commerce method 
authorized by the solicitation, it was received at the initial point of 

·entry to theGovernm.ent.in:frastructure hot later than 5:00p.m. one 
working day prior to the ·date specified for receipt of proposals; or · 

(2)There is acceptable evidence·to establish that it was received at 
the Government installati~n. designated for receipt of offers and 
was under the Government's coritrolpr~or to the time set for , 
receipt of offers; or · · 

. (J) It is the only proposal re~eived.·,. 

(B) However, a late modification of an otherwise successful. proposal that 
makes its terms more favorable' to th.e Government, will be considered at 
anytimeitis received and may be accept~d;:. · 
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(iii) Acceptable .evidence to establish the time of receipt at the Government 
installation includes the time/date _stamp of that instillation on the. proposal 
wrapper' other documentary evidence 'of receipt maintained by. the installation, or 
onil testimony or statements of Government perspnnel. · 

. . . 

. (iv) If an eniergency or unanticipated event interrupts normal Government 
proce'sses so that proposals cannot be received at the office designated for receipt ' 
ofproposals by the exacttime specified in the soliCitation, and urgent · 
Government requirements preClude amendment ofthe solicitation, the time . 
specified for receipt ofprop~Sals will be deemed to be extended to the sarrie time 
of day specified in the solicitation on the first work day' on .which. normal 
Government processes r~sume. · · 

(v) ~oposals may be withdrawn by_written notice received' at any time before 
award. Oral proposals in response to oral solicitations may be withdrawn orally. If 
the solicitation authorizes facsimile proposals, proposals may be withdrawn via 
facsimile received at artY time before.award. Proposals may be withdraWn in 

. pt;:rson by an offeror or an ·authorized representative, ifthe identity of the person 
requesting withdrawal is established and the person signs a receipt for the 
proposal,befo~e awat~. . . 

.·, 

(4) Unless otherwise specified in the sa licitation, the offeror fuay pmpose to provide any 
item or combination of items. · 

·{5) Offerors shall submit proposals ~n response to this solicitation in English, un~ess 
otherwise permitted by the solicitatiQn, and in u.s. dollars. 

(6) Offerors may submi~ modifications to· their proposals at any time before the 
solicitation closing date and time; and may submit modifications in r~~ponse to an 
arriendment, or to correct a mistake at aity time before award:· . ·. 

• (7) Offerors niay submit revised proposals only if requested or allowed by th~ · 
Contracting Officer. 

.· . 

. (8) Proposals may be .withdrawn at any time·before award. Withdrawals are effective 
upon receipt of notice by the Contracting Officer. · · • 

I 

•' (d) Offer expiration date. Proposals in response to· this solicitatiqn will b.e valid 'for the number of 
days~ spec;:jfied qn the solicitation cover ~beer (unless a different p~riod is proposed by the 

· ·offemr). · · · · 

(e) Restriction on disclosure and use ofdata. Offerors that include m tliei~ proposals data that 
they do not want disclosed to the public for any purpose, or. used by the.Gov~rnment except for · 

. e~aluation purposes; shall-- ·,_ · · : . ·. ·· . · · . 

:(1) Mark thetide page with the following legend: .. 
(' 

... · i 
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This proposal includes data that shall not be disclosed outside the Government 
and shall not be duplicated, used, or disclosed -- in whole or in part -- for any 
purpose other than to evaluate this proposal. If, however, a task order is awarded 
to this offeror as a result of-- or in connection with-- the submission of this data, 
the Government shall have the right to duplicate, use, or disclose the data to the 
extent provided in the resulting task order. This restriction does not limit the 
Government's right to use information contained in this data if it is obtained from 
another source without restriction. The data subject to this restriction are 
contained in sheets [insert numbers or other identification of sheets]; and 

(2) Mark each sheet of data it wishes to restrict with the following legend: 

Use or disclosure of data contained on this sheet is subject to the restriction on the 
title page of this proposal. 

(f) Task Order award. 

(1) The Government intends to award two task orders from this solicitation to the 
responsible offerors whose proposal(s) represents the best value in accordance with the 
factors and subfactors in the solicitation. 

(2) The Government may reject any or all proposals if such action is in the Government's 
interest. 

(3) The Government may waive informalities and minor irregularities in proposals 
received. 

(4) The Government intends to evaluate proposals and award the task orders without 
discussions with offerors (except clarifications as described in FAR 15.306(a)). 
Therefore, the offerors' initial proposal should contain the offerors' best terms from a 
cost or price and technical standpoint. The Government reserves the right to conduct 
discussions if the Contracting Officer later determines them to be necessary. If the 
Contracting Officer determines that the number of proposals that would otherwise be in 
the competitive range exceeds the number at which an efficient competition can be 
conducted, the Contracting Officer may limit the number of proposals in the competitive 
range to the greatest number that will permit an efficient competition among the most 
highly rated proposals. 

(5) The Government reserves the right to make an award on any item for a quantity less 
than the quantity offered, at the unit cost or prices offered, unless the offeror specifies 
otherwise in the proposal. 

(6) Exchanges with offerors after receipt of a proposal do not constitute a rejection or 
counteroffer by the Government. 
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(7) The Government may determine that a proposal is unacceptable if the prices proposed 
·are materially unbalanced between line items or sub-line items. Unbalanced pricing exists 
when, despite an acceptable total evaluated price, the price of one or more contract line 
items ·is significantly' overstated or understated as indicated by the application o'r cost or · 

. price analysis techniques. A proposal may be·rejected if the Contracting Officer 
determines that the lack of balance p~ses an unacceptable.risk to the Go~ernment. 

(8) A written award or acceptance of proposal.m~iled or otherwise furnished to the 
successful offeror within the time specified in the proposal shall result in a binding task 
order without further action by either party. . ' · 

(9) If a post-award debriefmg is given to requesting offerors, the Government shall 
disclose the following informatior), ·if applicable: 

(i) The agency's evaluation of the significant weak or deficient factors in the 
debriefed offeror's offer. \ 

(ii) The overall evaluated cost or price and techitical rating·ofthe successful and 
the debriefed offeror and past performance information on the debriefed offeror. 

(iii) The overall ranking of all offerors, when any rankirtg ~as developed by the 
... agericy during source selection: · · · · 

(iv) A summarY of the rationale for award. 
.., 

~ ."'· '· .·.,' 

(v)" Reasonable responses to relevant questio11s po~ed by the debriefed offeror as 
to whether source-selection, procedures set forth in. the ·solicitation, applicable 
regulations, ando~er.applicable authorities were followed.by the agency. 

· · · II. Specific Instructions 

1. Background: . . . .. i' · . . . 

The Department of Homeland SecuritY (DHS),u.s: ·citizenship & Immigration Services 
· (USCIS)has a.requirement for the following administrative support services (PACTS) 
Functional Category 2 (FC2), to be performed at the four USCIS Seryice Centets, which are 
located m. Nebras_ka, Texas, California, and Vermont: . . 

1) File Operations ·support 
2) Data Collection · 
3) Fee Collection 
4) Mail Operations Support 

. The Government iqtends to award two hy~rid labor hour and fmn~fixed-unit-price task orders; 
011e that will encompass the Nebraska and Texas Service Centers{ Group A) and a second that 

o' I • < \ ' 
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will encompass the California and Venri:ont Service Centers (Group B), for a base period of 
twelve months, with three twelve-month option p~riods. , · · 

· 2. Requirements: 
Submit one Business proposal (Volume I) and one Technical proposal (Volume II) in Microsoft 
Office 2003 format via email to ralph.koehring@dhs.gov and leann.thomson@dhs.gov no later 
than close of business on July 27.2010. NO FAXED PROPOSALS WILL BE ACCEPTED. 

• Proposal Number shall be clearly_ marked on all pages of the proposal 
• Proposals shall identify Dun & Bradstreet Number(s) and appiicahle.PACTS FC2 

Contract' Number · 

3. Pre-proposal Conference: . 
. . . 

The Government will conduct a pre-proposal conference on July 1,2010. Offerors are limited to 
three attendees per company .and shall pre-register with the Contracting Office by submitting the 
names of corporate attendees, in writing, by cl,ose'ofbusiness June 24,2010. Registration shall 
be accomplished on company Jett~rhea~ by fax ~o (802) 951 ~6455' or email to· 
ralph.Koehring@dhs.gov and leann.thomson@dhs.gov. Spepific instructions (time, rules of 
conduct, directions,. etc.) for the pre-proposal conference will be provided to the registrants. The 
pre-proposal conference will take place at the Tomich Center, located at Ill Mass Ave. in · 
Washington, D.C. Please note that there is absolutely no food or drink allowed inside the 
facility. There will aiso be a call-in numb~r for listening purposes ortly. . ' . 

- l • .,, 

During this conference USCIS will present information about the Service Center Operations 
Support Services requirement and··answer some of the previously received Offeror questions. No 
questions about the solicitatiort, other than. those received. prior to the pre-proposal conference, 
will be entertained at the confe~ence. It is the intention Of'USCIS to have a representative from . 
the Department of Labor (DOL) discuss issues relating to the Service Contract Act and 
Collective Bargaining Agreements .. Questions relating to that part oft~e meeting will be fielded 
at the discretion of the D<?L representative. · ·· · 

4. Offerors are cautioned .to review the Task'Order Request for Proposals (TORFP) and ensure 
that the proposal submitted complies with.all the requirements. Each proposal shail clearly 
demonstrate the offeror understands the overall and specific·techriical requirements of the 
solicitation. Clarity and completeness of~he proposal is of the utmost importance. The.proposal 
must be written in a practical, clear, and concise mann~r. Proposals must be legible, single-
spaced, and computer-printed copy (on. one side only)!·:·- .. 

5. Proposal. Submission Org~ilization and Page Limits: 

The Technical Proposal'and the Business Proposal shall be submitted separately and be clearly 
marked as to·the'contents. Proposals may be deliveredby email toralph.koehring@dhs.gov and· " 
leann.thomson@dhs.gov. -If proposals are submitted in hard copy, ihenelectronic versiorts must· 
accompany them on a CD. Facsimile proposals are not acceptable. Lengthy, elaborate · . 
proposals are neither required nor encourageq. The Technical portion of the proposal shall not 

· · exceed 50 pages. Statements of Qualification for Key Pers.onriel are excluded ~om the_page 
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limitation; however, they shall be limited to two (2) pages each. 'fhe Past Performance. 
information sh~ll not ·exceed 10 pages.· The QueStionnaires· are to be faxed or emailed directly 
from the Offeror's client to the Contracting Officer and are not part of the Past Performance page 
limitation. There is no page limitation on the Business volume. I(offers are submitted for both 
Service Center combinations (Groups A & B), ~o Separate and clearly marked Technical and 
Business volumes are required. · · · · · 

., 

Volume I: Business Proposal· 
.: 

-Section 1: Price Information Unlimited· . 
'' 

-Section II: Past Performance I 10 pages.(excludes questionnaires) 
Volume ll: Technical Proposal Page Limitation 
Technical Factor: 50 Pages (excludes cover page, table of 

a. Operational Approach contents, lists ofexhibits, compliance 
b.~anagementApproach matrix, acronym list and tabs. Executive 
c. Corporate Capability . · summaries are. considered part of the page 

count). .-

' 
Proposal Limitations: The c~~tents of the volumes shall be within the required page limits 
specified in the table abo,ve. Page limitations shaH be treated as maximums! IF PAGE 
LIMITATIONS ARE EXCEEDED. THE ADDITIONAL PAGES WILL NOT BE 
CONSIDERED IN PROPOSAL EVALUATION~ 

·. Proposals must b(! submitted using ~icros0ij Office 2003 including Word (.DOC), Excel. 
(.XLS), and Pow,erPoint (PPT or PPS). Disable macros on all fil~s. · . 
Proposals must be legible and single-spaced. 
For hard copy submissions, proposal information may be double-sided. 
Except for the reproduced sections of the solicitation document, the ~ext font will be 
Times New Roman and text size no less th~ 12-point proportional. For tables, charts, 
graphs; figures, illustrations or flow .charts, 8 pt font or higher may be used .. 
Page size shall be 8.5by 11.0 ~ches. · ,· .. 
Use at least l-inch margins :from the page edge to the main.text on the top and bottom 
and l-inch side margins. · . . . . · 
Tables, charts, graphs, appendices, and attachments may be used wherev~r practical. 
These pages will be in,cluded as part of the page limitation. They shou,ld be used to . 
illustrate items such'as organ,ization structures, systems and layout, implementation 
schedules~ or plans. These displays· shall b'e uncomplicated, legible and shall not exceed 
8.5 by ll.O inches. Cover page, table of contents, lists of exhibits, compliance matrix, 
and tabs are not in~lud~d in the page count. . . 

' ·~ ' 
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Cal Business Proposal <Vol~me D 

Section 1: Price Information 
(1) Cover Letter shall include: 

• Solicitation Number; 
• Name.and address ofCoritractor;· 

• Point of contact tel~phone number,' fa{{ number and email address (primary 
POC for this proposal); · 

• Subcontractors name arid business size; 

• Data Univers~I_ N~mbering System (DuNS) for prime an.~ sub-co~tractors. 
(2) Completed and signed SF 1447; · 
(3) Acknowledgement of all amendments; ·· 
(4) Completion of pricing schedule; 
(S) Copy of contractor's PACTS FC2 pricing schedule; 
( 6) Identification and description of each labor category proposed; ·. 
(7) Other than cost or pricing data to fuclude a pricing breakdown and mirrative 
discussion of all price components to allow for a comprehensive breakdown. For those 
CLINs that are firm-fixed-unit-price, the fixed unit price· shall be inclusive of all 
associated costs (unburdened direct labor rates, indirect rates and other dir~ct costs) 
required to p~rform t~e requirements Qfthe PWS base period and option periods. For the 
Program Management CLIN, Offerors will specify the amount allocated for ad-hoc 
reporting. For those CLINs that are la!x>r hour, provide detailep.information to support 
the labor categories selected, number of labor hours, and labor rates for each hibor 
category proposed. The offeror is permitted to propose labor rates lower than those 
originally proposed and established in the Section BCLIN Rate Table of the applicable 
PACTS FC2 contract. ·The offeror shall fully explain the basis for any proposed labor 
rates that differ from those listed in their PACTS FC2 contract. The offeror shall assume 
all costs associated with preparation of proposals for task ~rd~r awards under the fair 
opportunity process as an indirect charge. The Government will not reimburse awardees 
for fair opportunity proposals·as a direct charge ... · . . . . . .. . 
(8) Provide staffing le.vels and. labor categoriesby C~IN o~ sub-CLIN; 
(9) The Offeror must.clearly indicate the percentage and type o(proposed work to be 
performed bY. the PACTSFC2 Prime Contracto~ and each Team member; 
(10) Submit evidehce ofFacility Cle~~ce and level.ofFacilityClearance with 
Cognizant Security Office Point ofContact.Information ahd date of clearance .. Please 
note, that ·the security requiiemerits ·of the solicitat~on require Secret Level Facility . 

· . · Clearance. A ward. will not be made to any Offeror· that does not have a minimum of 
·Secret Level Facility Clearance in accordance with the attached draft DD-254 '(Appendix:. 
F). ·USC IS will not. sp~msor any Offerors for ih~ receipt of thi~ clearance. 
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Section IT: Past Performance 
The offeror shall provide relevant past perfonnance infonnation for a minimum of (3) but not 
more than (5) references in the following order: 

• Past perfonnance on previous PACTS task orders; 

• Past perfonnance on other USCIS and/or DHS contracts/task orders; 

• If no past perfonnance exists on PACTS or other USCIS and/or DHS contracts/task 
orders, past perfonnance on contracts with other agencies and non-government 
companies. 

In addition, the offeror shall submit a minimum of (3) but not more than (5) references for 
those subcontractors who are expected to perform 10% or more of the overall task order 
value. To be considered, past performance data may not be older than 3 years from the date 
of the proposal, and may include active contracts/task orders. For each reference, provide: 

• Reference Name (Government Entity or Company) 

• Program Title 

• Contracting Agency 

• Contract number/task order number (if applicable) 

• Brief description of the contract/task order effort, including results and successes 

• Type of contract/task order 

• Period of Performance 

• Original contract/task order dollar value and current or actual dollar value 

• Actual completion date 

• Contract/task order names, addresses, telephone numbers, fax numbers and e-mail 
addresses of current, or last (if contract completed) Contracting Officer's Technical 
Representative (COTR), Program Director/Manager and /or Contract Manager. 

The offeror shall also be responsible for ensuring that each of the customer references 
receives and completes the Past Performance Questionnaire (Appendix A) which shall be 
emailed to ralph.koehring@dhs.gov and leann.thomson@dhs.gov by the time and date the 
proposals are due. 

In addition to customer references, the Government will use past performance information 
obtained from sources other than those identified by the offeror, to include publicly available 
reports and Government wide databases. 

This information for all references shall not exceed ten (10) pages total. Pages in excess of 
ten (I 0) will not be considered. This is exclusive of the questionnaires received directly from 
references. 
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Cb) Technical Proposal <voiume ID · 

Cover Letter shall include:.. ' 

• Solicitation Number 

• Name and address of Contractor 

• Point of donta~t teJephone n~rilber; fax nu.mber and email address (primary 
POC for this proposal) .. 

• Subcontractors ·and .business size , 

• Data Univers~INumbering System (DUNS) for prime and sub-contractors 

The Offeror will ensure that the ·page limitations noted above are strictly adhered to and that 
the Technical Proposal contains all.necessary information to allow for a full and complete 
evaluation of the proposed technical 'solution. The technical factor will assess the ability of 
the Offeror to demonstrate the innovation, knowledge, un~erstanding, and technical ability to 
meet the requirements of the PWS. The·Offe~ors:must reference the TORFP in ~eir response 
and demonstrate its proficiency in' the requirements listed in ~ccordance with the PWS and 
DHS PACTS FC2 IDIQ Contract.· The technical proposal shall include a compliance matrix 
indicating where in the proposal.each PWS requirement Is add~essed. · · 

. . 
. . 

A draft quality control plan (not to exceed 15 pages) shall be included. in ~e technical . 
proposal. The quality control plan is an approved.attachment and does not count against the 
page limit of the technical proposal. The plan will provide an.overview of how quality · 
control will be coordinated with a breakdown oftJ.te number of personnel devoted to quality 
control, their labor categorie~, and the shift they will cover. This Information must be · · . 
detailed. for eac:h center. The plan will provide the estimated number of audits that will be 
performed for each area of operations: fit¢ operations, fee. collectio~;. data colJection; and 
mail. · · · · · · · · · · - · 

. . . ·- . I . . . ' . ' . ·. 

A draft Work Breakdown·Structure (WBS) shall be provided with the proposaL The WBS is 
an approved attachment and does not count against the page limit of the technical proposal. ; 
The WBS shall be brpken down by each center and .the 'program office. It shall be updated 

. by the Contractor as needed by goveriuitent request. · 

. Offerors must submit a Statement of Qualification for each proposed key personnel. The 
StatementS ofQualification are approved attachme~ts and do not count againstthe page limit 
ofthe-~ecluiical proposal. The. statements should inch;tdeall'necessary information regarding 
the Offeror's rationale for choosing the individ'4al and the·qualifications of the individual to 
fill the·pr_oposed key· personnel po~ition. The Statement of Qualification will not exceed 2 
pages·. ·' · · ; 

Offerors must. submit. a proposed Staffing Plan with the technical Proposal. S~ffing Plan~ 
are approv_ed attachments an~ do notcount against' the page limit. ofthe technical proposal. 

'"•I 
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PROPOSAL EVALUATION 

Evaluations will be conducted and selection will be made in accordance with the guidelines 
provided in the Federal Acquisition Regulation (F J\R) Part 16, DHS A~qui.sition Regulation 
(HSAR) and the DHS PACTS, IDIQContracts. . . . 

Two task orders, one for the Nebraska and Texas Service (:enters (Gr~up A) and one for the 
·. Vermont and California Service Centers (Group B), will b'e made to the Contr8:ctors whose 

proposals represent the greatest overall value to the Government, considering technical 
capability, price,_ and past perfo.rmance. ' 

Basis of Award 

The Source Selection Authority (S.SA) will make the source selection decisioh utilizing a trade­
off analysis. The differences (strengths; weaknesses, and ri~ks) in· the value of the non-price . 
factors will be compared with the differences in the prices propose.d: · In making this comparison, 
the Goverrurient is more concerned with obtaining performance capability superiority rather than . 
the lowest overall.price. However, the Government will not issue an award to a contractor who . 
presents a significantly higher overall price to achieve only slightly superior performance . . 
·capabilities. rhe G.overnment will mal\~ this assessment through the developm~nt of a trade-off. 
analysis. ··. · · ·· · 

Evaluation Factors/Cr:iteria 

Each proposal shall be evaluated against thefo.llowing criteria: Technical Capabi.lity, Price, and 
Past Performance. Technical Capability is slightly. more iinp6rtant than Price, ·and Price is 
significantly more important than Past Perfo~ance. · · 

., 
I ' 

Each proposal shall be evaluated against the following criteria listed· in descending order of 
importance: · · · · 

• Techni~al Capability· ·· 
• Price · · 
• Pa.St Perfonrian.ce 

The Technical t;lpability Factor will ha~e· the following sub-fac~rs, listed in descending order 
. of importance: operatio~al approach, management appr~ach; and corporate capability . 

. (a) Technical Capability Factor 

The Technical Capability factor will assess the ability, of the Offeror to demonstrate the 
· · innovation, knowledge,· understariding, and ~echni.cal ability to meet the requirements of the 

·Performance Work Statement(PWS). · · 
. ~ ; 
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The following subfactors will be evaluaterl;to ·ascertain the Offeror's ability' to meet USCIS 
technical requirements and to demonstrate a full and c'omplete understanding·ofthe PWS 
requirements: . · · · .; · . · 

' ' 

Subfactor #1: Operation~l Approacb 

Offerors ~ust clearly and concisely de~crlbe the ~oncept ~f operations; how.normai work flow, 
spikes, and surge requirements will be accomplished; why the· proposed approach is workable 

·and realistic; and how the work will be prioritized under normal and surge. conditions. The 
proposal must demonstrate ~e offeror's understanding of~e variations in operations at the 
centers and how those.variati~ns·a:remanaged: . · 

Discuss and justify what levels of staffmg will be required for each function.· Offeror should 
include a proposed management structure. The proposal must demonstrate why .proposed 
staffing is sufficient and appropriate to fulfill.PW~ requirements: · 

Also address how performance requirement. quality standards will be achieved and maintained. 
The proposal must demonstrate the offeror's understanding ofand··ability to establish and 
maintain Quality Management (QM) program operations to include ·effective quality control, cost 
control, productivity measurement, problem identification and resolution, adequate QM program 
staffing, QM implementation during start-up and fQll performance, quality standards, and 
continuous quality improvement in a project of this 'scale. ·The draftWBS and draft OCP 
submitted with the technical proposal ~.ill.be u~ed in the evaluati.on of this subfactor. 

Subfactor #2: Management,Approacb 

Offerors must clearly describe the interface with USC IS at. all.lt:vels, the line's of authority and 
span of control. The proposal must show how the contractor will recruit to meet the staffing plan 
required for operations. The proposal must show how training of staff will be accomplished ·and 
how transitioning from the time of task order award to.performance of the work will be 
accomplished within 60 days. · · 

The personnel comprising the. program management of each ceriter and any headq'!Jarters office 
must be identified and their roles, clearly defmed. The proposal must demonstrate and discuss the 
capability to provide and retain experienced and qualified personnel and discuss the quality of 

. key personnel and their capability to manage and .Perform key aspects of work under this task 
order. Statements of Qualification will be utilized to confirm the appropriateness of proposed 
personnel regarding credentials, experience, availability, roles, and responsibilities. All key 
personnel are assumed to be mem~ers ofth'e Program Managemel)t,but not all members of 
Program Management need be key personnel. · 

The Offeror must identify its team mer:nbers; w~y those team members were selected; what role 
those team members will play in meeting the requirements of the PWS; and the management 
approach of the prir:ne contiactor'towar~ the subcontractors. . . . . 

, '• 

~-.. 
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Subfactor #3: Corporate Capability 

The proposal shall describe the practical capabilities of the proposed team (including all 
subcontractors) in managing and performing ail effort of similar magnitude, complexity, and 
scope. The proposal shall demonstrate experience in: managing operations over multiple 
locations; managing surges· and spikes; providing services in mail operations, data input, fee 
receipting and file operations-; and in providing customer service. Offeror's shall demonstrate 
experience and ability in satisfying demanding standards, in meeting deadlines, and in · · 
responding to changing processes. Include all teaming members in the proposal. 

(b) Price Factor. 

The Business Evaluation will evaluate the proposed price and other business aspects of the 
business proposal. The price evaluation will assess th~ reasonabltm~ss ofthe proposed price, 
including all options, in accordance with one or more price analysis techniques as identified in 
FAR .15.404. Any proposal that .is unreasonable or materially unbalanced as to price for base or 
option line items inay be rejected .. An unbalanced proposal is one that incorporates prices that 
are significtintly understated or overstat~ as indicated by price analysis techniques. · 

The offers will be evaluated by summing the total price of the base period with the total price of 
each option period as well as_the option entertained by FAR_ 52.217-8~ 

Prior to conducting the price analysis, each price proposed will be examined for aritliili~tic . 
accuracy and consistency of the. information presented in the pricing schedule. . 

The Business Evaluation will insure that the proposals comply with the TORFP instructions. 
~. . . 

' 
(c) Past Performance Factor 

Past Performance wili be evaluated .on the. basis of performance risk. While good past 
performance does not always assure.good·prospectiv.e performance and vice versa, past 
performance is nonetheless an i~~icator of future performance. 

A risk assessment will be made of an offeror's potential performance ba.Sed on the offeror's and 
major subcontractors' ( 10% of overall c.ontract value) past perfol1Jlance. Past perforrriance 
evaluation will consider whether· the offeror's (and major subcontractors') past performance is 
relevant to this acquisition (work performed is similar to the services in the PWS~ scope is 
similar in complexity to the required services, and contract value is similar, whether the reports 
show a pattern of c<;msistency in past perfonrtance, timeliness of deliveries·or performance, 
quality of performance, cost control, and contractor responsibility. 

The evaluation will include data provided through the Past Perfqrmance Information Retrie~al 
System (PP~RS). . . 

. . '· . 

This eval~ation criterion will be rated.using the following desciipt~rs: Un~cceptable!High Risk, 
Good/Medium Risk, Outstanding/Low Ris~ or~eutral. An· offeror without a record of relevant 
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past performance or for whom information on past performance is not available will be rated 
Neutral Risk. A Neutral rating does not advantage or disadvantage an offeror. 

Recent past performance is defined as within the past three years. If some of the offeror's (and 
major subcontractors') past performance is relevant and the rest is not, only the relevant past 
performance will be evaluated for purposes of past performance. 

Offeror's (and major sub-contractors') performance information order of preference is as 
follows: 

1. Previous or current relevant task orders past performance information under 
offeror's corresponding DHS PACTS IDIQ contract; 

2. Past performance information on other DHS contracts/task orders and other 
government (federal, state) agency contracts/task orders; 

3. Commercial customer contract past performance information. 

If the offeror has no relevant past performance, the offeror shall submit a certification to the CO 
indicating the offeror has no relevant past performance. 
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