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CONTINUATION SHEET

NAME OF OFFEROR OR CONTRACTOR

SI INTERNATIONAL INC

REFERENCE NO. OF DOCUMENT BEING CONTINUED

HSSCCG-07-D-00006
202

ITEM NO. SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT
(A) (8)

Tax ID Number: 52-2127278
DUNS Number: 014387489+0000
Section 8

B.1 General

This is an Indefinite-Delivery,
Indefinite-Quantity (IDIQ) type contract, with
provisions for fixed unit price and
cost-reimbursement CLINs. See Section G,
paragraph G.4, Task Orders, Modifications, Change
Orders, Deviations. The contract period of
performance shall be a base year of twelve months
commencing on the date specified by the
Contracting Officer in the Notice to Proceed
directive. Full contract performance will not
begin until satisfacto~y 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 addition, the
contract contains two (2) options of 12 months
each to extend the term of performance of
services. Exercise of options is the sole
prerogative of the Government.

This is a single-award IDIQ contract for the
Nebraska and Texas Service Centers.

B.2 Minimum and Maximum QuantitiesiAmounts

The guaranteed minimum value for this contract is
SSM.

The total estimated maximum amount of this
contract shall not exceed S225M.

8.3 Price Schedule

Pricing is in accordance with the description
below.

DESCRIPTION
Provide Service Center Operations Support
Services (SCOSS) in accordance with the Section C
Performance Work Statement to include Mail
Operations Support, Data Collection Support, Fee
Collection, and File Operations Support. IBIS
Alias Search is an optional line item and mayor
may not be exercised at the sale discretion of
Continued ...

(C) (D) (E) (F}

NSN 7540-01-152-8067
OPTIONAL FORM 336 (4-86)
Sponsored by GSA
FAR C., CFR) 53.110 205
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NAME OF OFFEROR OR CONTRACTOR

SI INTERNATIONAL INC

REFERENCE NO . OF DOCUMENT BEING CONTINUED

HSSCCG-07-D-00006
202

ITEM NO . SUPPlIESlSERVICES QUANTITY UNIT UNIT PRICE AMOUNT(AI (B)

the Government.

MAIL OPERATIONS SUPPORT
Perform Mail Operations Support in accordance
with the Performance Work Statement (PWS),
Section C, Paragraph 4 .1 & 4 .2 . Mail Operations
Support is priced on a fixed unit price basis per
piece of mail processed to include incoming and
outgoing mail. The fixed unit price includes all
labor, program management support, indirect
costs, other d irect costs and profit for
performing Mail Operations Support in accordance
with the PWS.

DATA COLLECTION SUPPORT
Perform Data Collection Support in accordance
with the PWS, Section C, Paragraph 4.1 & 4.3.
Data Collection Support is priced on a fixed unit
price basis per Form Tier for specific ranges of
volume. The Tiers represent the number of fields
to be completed on the form (See PWS Atch 7 .6 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. Likewise, if
the number of forms processed exceeds the second
range quantity, the rate paid will be that for
the third range quantity for the total number of
forms processed. The fixed unit price includes
all labor, program management support, indirect
costs, other direct costs and profit for
performing Data Collection Support in accordance
with the PWS. The subCLIN extended annual
estimated price shall reflect Range 2 (Expected
Range - Expected Volume based on historical
workload) x 12 months.

FEE COLLECTION
Perform Fee collection in accordance with the
PWS, Section C, Paragraph 4.1 & 4.4. Fee
Collection is priced on a fixed unit price per
fee instrument processed. The fixed unit price
includes all labor, program management support,
indirect costs, other direct costs, and profit
for performing Fee Collection in accordance with
the PWS.
Continued . . .

{C) (D) (E) (F)

NSN 754O-Gt·1S2-8067
OPTION.\l FORM 33fi (4-116)
Sponsonrd by GSA
FAR (4a CFRJ~.110 206
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SI INTERNATIONAL INC
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HSSCCG-07-D-00006
202

IT£MNO.

(A)

SUPPLIES/SERVICES

(B)

FILE OPERATIONS SUPPORT
Perform File Operations Support in accordance
with the PWS, Section C, paragraph 4 .1 & 4.5.
File Operations Support is priced on a
Cost-Plus-Award-Fee basis. The estimated costs
proposed include all labor, program management
support, indirect costs and other direct costs.
Fee includes a base fee of "$0" and the Award Fee
pool for performing File Operations Support in
accordance with the PWS .

Optional Line Item - IBIS (or Successor System)
Alias Search
Perform IBIS Alias Search in accordance with the
PWS, Paragraph 4.5 .27. IBIS support is an
optional line item under File Operations Support
and is priced on a Cost-Plus- Award-Fee basis .
The optional line item mayor may not be
exercised at the sole discretion of the
government. The following estimated hours were
used to price the IBIS Alias Search Optional CLIN
(hours represent total clerical hours only, per
year) :

QUANTITY UNIT

(C) to)

UNIT PRICE

(E)

AMOUNT

(F)

NSC: 198,000
TSC: 199,000
Total: 397,000
FOB: Destination
Period of Performance: 12/01/2007 to 11/30/2008

(b)(4) OOOlAA Mail Operations Support - Nebraska Service cente r t 400000 PC

Perform Mail Operations Support in accordance
with the PWS, Section C Paragraph 4.1. & 4.2.
Obligated Amount: SO .OO

Accounting Info:
Funded: 0$0.00

I I

(b)(4) OOOlAB Mail Operations Support - Texas Service Center

Perform Mail Operations Support in accordance
with the PWS, Section C, Paragraph 4.1. & 4.2 .
Obligated Amount: SO.OO

Accounting Info:
Funded: SO. 00

E300000 PC I I

0002AA Data Collection Support - Nebraska Service Center
. Continued .. ,

NSN 754c)'{)1·tS2-8067

1 LO

OPTIONI\l FORM 3361~)

Sponscwd by GSA
fAA (46CFR) 53 .110 207
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(A)

(b)(4)
(b)(4)

(8)

II I . .,,~.L .... U.LlIl UC1 Ld .... V..l...l.l::ct~on Support in accordance
with the PWS, Section C, Paragraph Q.l. & 4.3 .

(C) (0) (E)

I

IF)

I

I

I
Tier 1 1 "I: .,.. ,

Range t

......._-------------~Tier 2 l?h_C:,J) ]:;';ol..-l~\·

Range 1
L----------------r---tTier 3 1r;1_1t;. t;'~~'..-l~\.

Range 11L- ~(b)(4)

(b)(4)

(b)(4)

Fje] ds) •Tier 4 F~+
range ]::J~- IRange 3

Obligated Amount: $0.00

Accounting Info:
Funded: $0.00

0002AB pat~ C91~eGtjgn (upport - Texas Service Center

~er;orm Data col: ection support in accordance
with the PWS, Section C, Paragraph 4.1. & 4 .3.

1 LO

I I

I

Tier 1 (1-15 Fields) :
Range 1.......------:-----------tTier 2 l?h_c,n ]:;';o1rl.,,\·

Range 11L-----------------r-(b)(4)

(b)(4)

I
Tier 3 (51-75 Fieldsl:
Range 11

......._-------------,~
(b)(4)

(b)(4)
Tier 4 (76+ Fieldsl'
foiiloliloillolil-J--"" ......1Range 3

Obligated Amount: $0.00

(b)(4) Accounting Info:
Funded: $0.00

(b)(4) 0003AA Fee Collection Support - Nebraska Service Center 260000 PC I I
Perform Fee Collection Support in accordance
with the PWS, Section C, Paragraph 4.1. & 4.4.
Obligated Amount: $0.00

Continued

NSN 7540-01.152·3067
OPTIONAL FORM 336 (~l
Sp0n501*! by GSA
FAR I'll CFR) &3.110 208
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(A) (B) (C) (0) IE) (F)

Accounting Info:
Funded: $0.00

(b)(4) 0003AB Fee Collection Support - Texas Service Center 1000000 PC I I
Perform Fee Collection Support in accordance
with the PWS, Section C, Paragraph 4.1. & 4.4.
Obligated Amount: $0.00

Accounting Info:
Funded: $0 .00

I12 MOr------......File Operations Support(b)(4) 0004AA

Perform File Oprations Support in accordance with
the PWS, Section C, Paragraph 4 .1. & 4.5. File
Operations is priced on a cost-plus-award-fee
basis. Fee includes a base fee of SO.

(b)(4)
Nebraska Service Center:

Est. cos tl Ith)
Extended 1.... _

(b)(4)

(b)(4)

Texas Service Center:

Est. cos tl tnthl
Extended 1...._-------
Total Estima~ I
Award Fee Po
Total Est. C
Obligated Am U""J""i...C-.-$!'I'O,.."'O'l"l'O.,.-.------------

I12 MO r
1.- ..,......

Accounting Info :
Funded: $0.00

(b)(4) 0004AB IBIS Alias Search (Optional CLIN)

Perform IBIS Alias Search in accordance with the
PWS, Paragraph 4.5.27. IBIS support is an
optional line item under File Operations . IBIS
Alias Search is priced on a cost-plus-award-fee
basis. The optional line item mayor may not be
exercised at the sole discretion of the
government. Fee includes a base fee of SO.

(b)(4)
Nebraska Service Center·

Est. cos tl Ih)
Extended 1-0_-------
Texas Service Center:
Continued '"

NSN 754()..(l1-152·8067 OPTIONAL FORM 3lfi (4-S6)
Spo~dbyGSA

FAR (.e8CFR) 53 .110 209
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HSSCCG-07 -D-00006
202NAME OF OFFEROR OR CONTRACTOR

5I INTERNATIONAL INC
ITEMNO. SUPPLIEs/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT

(A) (B) (C) (0) (E) (F)

th)

00.66

Est. Costl
Extended 1.....------_..
Total Estimatej IAward Fee Pool
Total Est. Cos

Obligated Amou ~e~.~~~~-----------------------

(b)(4)

(b)(4)

Accounting Info:
Funded: $0 .00

(b)(4) lOOlAA Mail Operations Support - Nebraska Service Centert400000 PC I I

(b)(4)

Perform Mail Operations Support in accordance
with tl~ pwS SectioQ f' Paragraph 4.1 . & 4.2.
Amount. pption Line Item)
11/01/2008

Accounting Info:
Funded: $0.00

(b)(4) lOOIAS Mail Operations Support - Texas Service Center E300000 PC I I
(b)(4)

Perform Mail Operations Support in accordance
with the PWS. Section C, Paragraph 4.1 . & 4.2.
Amountr ~ion Line Item)
11/0 1 / 2"'O~O~8~-------

Accounting Info:
Funded: $0.00

II
1 LO

I

I

I

Range 3

Amount:.1 Ition Line l t e m)
11/01/2"",,,e--~------"
Continued . . ,

Tier 3 (51-75 Fields):
Range 11"-----------------r..-.

Tier 1 (l-?11 J:'i01 rh:l •

Range 1 i
"----------------T"""Tier 2 (26-50 Fields):

Range 1"------------------,1'-'

n~~~ ~ .11 ~upport - Nebraska Service Center

l . S . d.c L.Ja ... a ... v ....... ect~on upport ~n accor ance
with the PWS, Section C, Paragraph 4.1. & 4.3.

1002]1-~

(b)(4)
(b)(4)

(b)(4)

(b)(4)

(b)(4)

(b)(4)
(b)(4)

NSN 7540-01 ·152 ·8067
OPTIONAl FORU 336 (U6)
sponsored by GSA
FAR loll! CFR) 53.110 210
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HSSCCG-07-D-00006
202NAME OF OFFEROR OR CONTRACTOR

SI INTERNATIONAL INC
ITEMNO. SUPPliEs/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT

(A) (8) eC) (D) (E) {F}

Accounting Info:
Funded: $0.00

(b)(4) l002A8 1 ::::o::J::::i::l::::::: :u::::: ::r::::r:::::r
(b)(4) with the PWS, Section C, Paragraph 4.1. & 4.3.

1 LO

I I

1
Tier 1 <1-11'., Fio:>lric:\·

Range 1L---------------T"'"(b)(4)

I

fimoun~1 IOption Line Item)
11/01/2008

Tier 2 1/6 50 F;clricd'

Range IL... ..-,r-'
Tier 3 (51-75 Fields):
Range 11·

L----------------fTier 4 17(;+ J;";l'>lri.d·

RanQe r lRange 3
I I

(b)(4)

(b)(4)

Accounting Info:
Funded: SO.OO

(b)(4) 1003AA Fee Collection Support - Nebraska Service Center ]260000 PC I I

(b)(4)

Perform Fee Collection Support in accordance
with the PWS, Section C, Paragraph 4.1. & 4.4 .
Amount:r ~tion Line Item)
11/01 / 2~""O"'l!!'8-----

Accounting Info:
Funded: $0.00

(b)(4) 1003AB Fee Collection Support - Texas Service Center 1000000 PC I I

(b)(4)

Perform Fee Collection Support in accordance
with th[ :W§ Section C PJragraPh 4.1. & 4.4.
Amount: Line Item)
11/01/2

Accounting Info:
Funded : $0.00

(b)(4) 1004AA File Operations Support 12 MO I
Perform File Operations Support in accordance
Continued ...

NSN 754().(l1 -15<!·8067
OPTIONAl FORM 336 (4-86)
Sporuoml by GSA
FAR (48 CFR) 53 110 211
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202NAMEOF OFFEROR OR CONTRACTOR

SI INTERNATIONAL INC
ITEM NO. SUPPLIEs/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT

(A) (B) (C) (D) (E) (F)
with the PWS, Section C, paragraph 4 .1. & 4.5.
File Operations Support is priced on a
cost-plus-award-fee basis. Fee includes a base
fee of SO.

Center-Nebraska lePTi ce
Est. Cost ~h)
Extended

---------
(b)(4)

(b)(4)
Texas Service Center:

Est. cos t l Inth)
Extended --------
Total Estimal
Award Fee Po I
Total 1st c;.t-p1J1S-Allard~Feel
Amount:IOPt~on ·I~1i-e-'~~----~
11/01/2008

I12 MO I
~--------.......

Accounting Info:
Funded: $0.00

(b)(4) 1004AB IBIS Alias Search (Optional CLIN)

Perform IBIS Alias Search in accordance with the
PWS, Section C, Paragraph 4.5.27. IBIS support
is an optional line item under File Operations
Support and .is priced on a cost-plus-award-fee
basis. The optional line item mayor may not be
exercised at the sole discretion of the
government.

(b)(4)
Nebraska Service Center:
Est. cost~ tonth)
Extended

~-----_....

(b)(4)

(b)(4)
(b)(4)

Texas Service Center:
Est. Cost $347,976.00 (Per Month)
Extended Cost 54,175,712.00

Total Estim.t~ 14.00
Award Fee poo4 '
Total Est. Cost-P!us-Award-Fee I--------------~I

Amount:J Iption Line Item)
11/01/2 DB

Accounting Info:
Funded: s0.00

Continued .. ,

NSN 7501Oo01.1S2·1Oll7
OPT IONAl FORM 336 (4~)

Spon~byGSA

FAR (48 Cf'R) 53 .110 212
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51 INTERNATIONAL INC
ITEM NO. SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT(A) (B) (e) (D) (E) (F)

)
2001AA Mail Operations Support - Nebraska Service Centert 400000 PC I r

Perform Mail Operations Support in accordance
with the PW5, Section C, Paragraph 4.1. s 4.2.

) Amount: I iption Line Item)
11/01/2009

Accounting Info:
Funded: $0.00

) 2001AB Mail Operations Support - Texas Service Center €300000 PC I I
Perform Mail Operations Support in accordance
with the pws, Sect jon C iparagraPh 4.1. & 4.2,

) Amount: $~ ion Line Item)
11 / 01/2 00

Accounting Info:
Funded: $0.00

2002AA n",t-", r,...,ll ...r-t";nn Support - Nebraska Service Center 1 LO

~
I I

r IPerform Data Collection Support in accordance
with the PWS, Section C, Paragraph 4.l. s 4.3.

Tier 1 (1 25 Fields} :

) Range 1 I I
Tier 2 (26-50 Fields) :

) Range 1 I I
Tier 3 151-75 F, ... lrh::\·

) Range ~

Tier 4 (76+ Fields) :

~
Range I I Range 3

I I

Amount: I tion Line Item)
11/01/2uu~

Accounting Info:
Funded: $0.00

2002AB Data cgllec t i ! Support - Texas Service Center 1 LO
) I
) Perform Data Collection Support in accordance r Iwith the PWS, Section C, Paragraph 4.l. .Ii 4.3.

Tier 1 (1-25 Fields):

)
Range 11 I
Continued ...

(b)(4
(b)(4

(b)(4

(b)(4

(b)(4

(b)(4

(b)(4

(b)(4

(b)(4

(b)(4

NSt<I 7S4()..01-152 ·8067
OPTIONAL FORM 336 (4oM)
Sponsored by GSA
FAR (4a CFRI53.110 213
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202
NAME OF OFFEROR OR CONTRACTOR

51 INTERNATIONAL INC
ITEM NO. SUPPLIEs/SERVICES

QUANTITY UNIT UNtTPRICE AMOUNTCA) (B)
(C) (D) (E) (F)

I
Tier 2 (26-50 Fields):
Range IfL-

--,r-'
(b)(4)

(b){4) I
I

Amount:f .ption Line Item)....------_..11/01/2009

Accounting Info:
Funded: $0.00

(b){4)

(b){4) 2003AA Fee Collection Support - Nebraska Service Center

Perform Fee Collection Support in accordancewith 'the PWS, Section C, Paragraph 4.1. & 4.4.Amount: r Ition Line Item)11/01/20bg

260000 PC I 1

Accounting Info:
Funded: $0.00

(b)(4) 2003AB

(b)(4)

Fee Collection Support - Texas Service Center

Perform Fee Collection Support in accordancewith the PWS. SeStigp C, Paragraph 4.1. & 4.4.Amount~ ~tion Line Item)11/01/2009

000000 PC I I

Accounting Info:
Funded: SO.OO

(b)(4) 2004AA File Operations Support
12 MO IPerform File Operations Support in accordancewith the PWS, Section C, Paragraph 4.1. & 4.5.File Operations Support is priced on acost-plus-award-fee basis. Fee includes a basefee of SO.

(b){4)
Nebraska Service Center
Est. cos1 ~nth)Extended ~

~I

(b)(4)
Texas Service Center:
Est. Cos~ ~per Month)
ContinueJ .. ,

NSN 7540-01.152-8067

OPTIONAl FORM 336 (4-86)
Sponso<ed by GSA
FAR 1"8CFR) 53110 214
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ITEM NO. SUPPLIEs/SERVICES OUANTITY UNIT UNIT PRICE AMOUNT

(F)IE)(C) (D)

I
(B)

Extended costlL- ~

Total Estimatel 2
Award Fee pool. I
Total Est. Cos fJ !I5- 8 ea Pd-H!H $
Amount: r~------------.......ltion Li "lIe!'!!!!m!"lj-----....
11/01/2009

IA)

(b)(4)

(b)(4)

~g~~i~
Accounting Info:
Funded: SO. 00

I12 MO I....----..,..
IBIS Alias Search (Optional CLIN)(b)(4) 2004AB

Perform IBIS Alias Search in accordance with the
PWS, Paragraph 4.5.27. IBIS is an optional line
item under File Operations Support and is priced
on a cost-plus-award-fee basis. The optional
line item mayor may not be exercised at the sole
discretion of the government.

Nebraska Service Center:
Est. Cost $361,470 .00 (Per Month)
Extended Cost $4,337,640.00

Texas Service Center·

II(b)(4) Est. cos1
Extended

(b)(4) Total Estim~~ 1Award Fee Po
II"

I(b)(4) Total Est. Cost-Plus-Award-Fe~

(b)(4) Amount:! ~tion Line Item}
11/01/2 09

Accounting Info:
Funded: $0.00

(b)(4) The total amount of award: I lThe
obligation for this award is shown ~n box l~G.

/liS", 7540-01-'52-8067
OPTIONAl. FOAM 336 ,4.86)
sponsored by GSA
FAR 148CFR) 53 .110
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SECTION C - DESCRIPTION/SPECIFICATIONSIWORK STATEMENT

u.S. Citizenship and
Immigration Services

Service Center Operations Support Services
Performance Work Statement

u.s. Citizenship and Immigration Services
Service Center Operations

HSSCCG-07-0-00006

Performance Work Statement for
Service Center Operations Support Services

(SCOSS)

Contract Number: HSSCCG-07-D-00006
Group A - Nebraska & Texas Service Centers
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U. S. Citizenship and
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1.0 INTRODUCTION

Service Center Operations Support Services
Perfonnance Work Statement HSSCCG-Q7..[).()0006

The U.S. Citizenship and Immigration Services (USCIS) needs to acquire records management and
processing services for its Service Center Direct Mail Program. The objective of the contract is to
provide comprehensive records management services at the Service Centers in a manner that ensures
efficient and effective adjudication, financial responsibility, and excellent customer service. USCIS is
the customer of services under this contract.

This Performance Work Statement (PWS) provides the requirements for records management
services at the four USCI S Service Centers. The primary purposes of this contract include but are not
limited to, mail operations, data collection, fee collection and file operations. Over the next three years, it
is anticipated that most of the workload in data collection and fee collection will transition to lockbox
operations.

The USCIS is looking for innovation and new ideas that result in efficient, accurate, and timely
performance of these services. Offerors are encouraged to propose alternative approaches to satisfy the
performance requirements identified in this work statement.

The mission of USCIS is to secure America's promise as a nation of immigrants by providing
accurate and useful information to our customers, granting immigration and citizenship benefits,
promoting an awareness and understanding of citizenship, and ensuring the integrity of our immigration
system.

2.0 BACKGROUND

USCIS administers the Immigration and Nationality laws of the United States. USCIS operates
District Offices throughout the United States and in various foreign countries. In the past, aliens eligible
to apply for benefits under the immigration and nationality laws would submit their applications and/or
petitions to one of the Districts. In 1986, to introduce greater efficiencies and improved 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), Lincoln, Nebraska;
• Texas Service Center (TSC), Dallas, Texas; and
• Vermont Service Center (VSC), St. Albans, Vermont.

The USCIS Service Centers were established to handle the mail, data entry, fee collection, file, and
adjudication operations of most applications and/or petitions for immigration services and benefits. Those
forms are mailed to USCIS Service Centers. Service Centers are not staffed to handle walk-in
applications or answer questions. While some Centers have sole jurisdiction of specific application
types, currently many applications are mailed based on geographical boundaries. California, Nebraska
and Texas Service Centers have established form specific Post Office boxes to receive applications from
applicants and petitioners that are mailed to the Centers. The Vermont Service Center generally does not
have form specific Post Office boxes, which requires sorting within the mail operations activity.
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The forms processed by each Service Center are listed on the USCIS home page and are subject tochange, as are the special Post Office box numbers and zip codes by form type for the Service Centersusing them. The horne page is at USCIS.GOV.

Applicants and petitioners eligible to apply for certain benefits under the immigration and nationalitylaws, submit their forms directly to one of the four Service Centers.

Currently, the USCIS processes approximately 5 million applications and petitions at the four ServiceCenters each year. Based on experience over the past few years, USCIS estimates thatapplication/petition receipt levels could increase or decrease from 0.2 million to 2 million forms per yearover the next five years. It is possible the volume of receipt levels could increase by as much as 12million forms per year. Workload in the Service Centers may increase or decrease during this contractbased on a number of factors, including changes brought about by technological advances, USCISreorganizations, implementation of new laws and policies, changes in United States Governmentadministration, and/or changing global events.

The contractor duties are broad and multi-faceted. Support is rendered to a number ofdifferentdirectorates, offices, and projects. While the bulk of the duties are similar in nature, each Service Centerhas inherent operational variances in how work is processed. For example, each directorate or office mayhave a number of unique tasks that are performed only in the directorate or office. Most of the work isperformed during the normal hours ofoperation of 6:00 a.m. to 11:30 p.m., Monday through Friday,except Federal holidays. However, due to the nature of USCIS mission, some work is performed andmust be supported, outside of normal hours of operation and/or on weekends. Should the volume ofreceipts increase by the twelve million forms previously mentioned, it may be necessary to extendoperating hours to as much as 24 hours per day. In addition, the contractor shall provide the necessaryresources required to support urgent requirements whenever necessary.

USCIS is implementing a bi-specialization concept whereby specific forms and accompanyingworkload will be equally distributed between two designated Service Centers. This process will assist theService Centers in efficiently processing casework in a manner that ensures quality, consistency, andreduce cycle times of all forms. While "bi-specialization" can be defined as the sharing ofthe nationalworkload of a form type by a team of two Service Centers regardless ofjurisdiction, some form types willcontinue to be disbursed to all four Centers (e.g. Legalization). In addition, some Centers may retain solejurisdiction of certain form types (e.g, 1-360 Violence Against Women Act (VAWA) at the VSC). Table1 - which is subject to change - provides an overview of bi-specialization by form and shared ServiceCenter(s).
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Service Center Operations Support Services
Performance Work Statement HSSCCG-07-0-00006Table 1. Hi-Specialization by Form and SharedService Center

Summary of Future Filing Locations (projected 7/30/2007) for USCIS Form TypesThe information provided is current as of the date this document was prepared - 6/27/2007 - and is only intended to be a general summary, as
it may be subject to change.

dAfTQuick GI-A/S Adjustment of Status Jx JurisdictionCIS Change of Status Hi-Spec 3 or 4 Phase 3 or 4 of Bi-Specialization
HRIFA Haitian Refugee Immigrant Fairness Act Hi-Specialization Pairing of like workloads between 2 ServiceCenters.VAWA Violence Against Women Act

Form Filin2 Location CommentslNotes1-485, Employment-Based Filed with TSC (VSCrrSC Jx) N.t Certain concurrently filed, related applications are also accepted (all I-
AlS or NSC (CSCINSC Jx) 140s and certain 1-360s).depending on where

beneficiary lives.
1·485, Family Based AlS, All are filed with the Lock N.t For Lock Box filings, the NBC transfers interview waived family-based
Registry, and Certain Box. 485s to the CSC.Special Immigrants

N.2 At this time, no change is anticipated under hi-spec 3 or 4 for thisgrouping of 1-485s.1-485, Cuban A/S All are filed with the Lock N.t The NBC transfers to the TSC. TSC wants Lock Box to continueBox. accepting these applications.1-485, HRIFA dependents All are filed with the NSC. N.l At this time, no change anticipated under bi-spec 3 or 4.AlS
1-485, Refugee AlS All are filed with the NSC. N.t At this time, no change anticipated under hi-spec 3 or 4.1-485, Asylee AlS Filed with TSC rvsc/rsc Jx)

or NSC (CSC/NSC Jx)
depending on where
beneficiary lives.

1-526, Investor Filed with TSC.
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rv
rv
rv

1-129, Nonimmigrant Worker Filedwith VSC (VSCrrSC Jx) N.t Certain filing exceptions remain in effect. See 1-129 filing exceptionor csc (cselNSC Jx) chart below.
dependingon where the
beneficiaries temporary
employment will be.

I-129F, K-l Fiancefejs, K-3 K-ls filed with VSC
Spouses (VSCrrSC Jx) or esc

(CSCINSC Jx) depending on
where beneficiary livesor
where they last lived in the
US. K-3 filed with service
center that has 1-130petition.

(-140, Employment-Based Filed with TSC (VSCrrSe Jx)
ImmigrantPetition or NSC (CSC/NSCJx)

dependingon where
beneficiary lives.

1-360, VAWA - Battered or Filed with the VSC. N.t Concurrent 1-360/1-485 filings received at lockboxare bundled and forwardedAbused Spouseor Child. to VSC for all processing.1-360, Int'I Broadcasters Filed with the VSC. N.t No concurrent1-485 filing allowed.1-360, Int'l Organization Filed with the NSC. N.l Concurrent filing with 1-485 allowedEmployees (0-45)
(-360, Widow/ers Solo filings filed with VSC. N.l May also be filed overseas.

Concurrentfilings go to lock
box.

1-360 Religious Workers Filed with the esc. N.I No concurrent 1-485 filing allowed.

1·360 Amerasians, Special Shouldnot be accepted by not
Immigrant Juveniles filed with service centers.

1-360 Afghan and Iraqi Filed with the NSC. N.1. No concurrent 1-485 filing allowed.Translators
1~360 Other Special Filed with VSC (VSC/TSCJx) N.! No concurrent1-485 filing allowed(Armed Forces Member may fileImmigrants including Armed or CSC (CSCINSC Jx) concurrentlyonly with Chicago Lock Box).Forces Member, Panama, dependingon where
Special Immigrant Physician beneficiary lives.
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I\J
I\J
VJ

1-539, COS or EOS See filing chart below.

1-131, Re-Entry Permit or Filed with the NSC.Refugee Travel Document

1-I31, Advance Parole If 1-485 filed previously at a N.t Advance parole filed for pending 1-485 at a SC does not have to be filedSC or if advance parole filed where the I~485 is pending.concurrently with an 1-485 N.2 Advance parole filed in locations other than lock box and service centers.filed at a SC file with TSC
rvsc/rsc Jx) or NSC
(CSCINSC Jx) depending on
where beneficiary lives. If the
underlying 1-485 is filed with
the lock box, the 1-131 is also
filed with the lock box.1-102, Replacement 1-94 If filed to replace a lost 1-94 N.t At this time, no change anticipated under bi-spec 3 or 4.issued by a service center or to
correct an error on an 1-94
issued by a service center, the
1-102 is filed with the service
center that issued the 1-94.1-730, Derivative Asylees Filed with the NSC (if in the
NSC or CSC jx) or the TSC (if
in the TSC or VSC jx).1-765, EADs See attached Filing Chart
below.

1-751, Remove Conditions on Currently filed at all 4 centers N.t Under bi-spec g, the 751 will be filed with the CSC (if in the esc or NSC jx)
LPR Status (family) based on the center having jx or the VSC (if in the VSC or TSC jx).over the applicant's residence.1-829, Remove Conditions on Filed at the TSC. ConcurrentLPR Status (Immigrant 1-526 and 1.485 filings notInvestors) accepted.
1-821, IPS Currently filed at the Lock

Box and forwarded to the
VSC.

1-817, FamilyUnity IMMACT 90 family unity N.t Under bi-spec g, IMMACT 90 1-817s will be filed with the CSC (if in theapplications are filed at a114 esc or NSC jx) or the VSC (if in the VSC or TSC jx).
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centers based on the center
No2o At this time, it is anticipated that "LIFE" famify unity applications willhaving jx over the applicant's
continue to be filed with the lock box.

residence. LIFE Act family
unity applications are filed
with the lock box.

[-824, Duplicate
Currently, Form 1-824 is filed

Not There are no plans to bi-specialize this form.Notice/Consular Notification with the service center that
No2o Many of the 1-824s for follow tojoins (Option C on the form) are filed withtook the last action. Also filed
the lockbox and adjudicated by Field Operations.

with lockbox if district office
took fast action.

N-400, Natz (Non-MiJitary) Currently, Form N-400 is filed
Not At this time, no change is anticipated under bi-spec 3. Possible bi-with aJl 4 centers based on the
specialization of the N·400 workload TBD under phase 4.center having jx over the

applicant's residence.
N-400, Natz (Military) N-400 for military natz is filed

N.l At this time, no change is anticipated under bi-spec 3 or 4 for military natz orat the NSC, unless it is for posthumous military natz.
posthumous military na12,
which is filed at the esc.

N-565, Replacement of Na12. Currently, Form N-565 is filed
N.t At this time, no further change is anticipated under bi-spec 3 or 4.Cert

with the NSC (if in the NSC or
esc jx) or the TSC (if in the
TSC or vsejx).

1-90 Replacement ARC Filed with the Los Angeles
Lock Box.

1-90 Renewals Filed with the Los Angeles
Lock Box.

1-90, bs and ds CurrentJy, filed with the
Not At this time, no change anticipated under bi-spec 3 or 4.service center that took the last

action.
1-914 for T Status (Victim of Currently, Form 1-9I4 is filed

N.l At this time, no further change is anticipated under hi-spec 3 or 4.Traffickin..z) with the vse.

I\J
I\J
~
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Form 1.129, Application for Nonimmigrant Worker, filing exceptions.
Form 1~129 Filed for Temporary Employment or Training in More Than One Location: When the temporary employment or training

will be in different locations, the state where your company or organization is located will determine to which Service Center you should send
your Form 1-129 package. For example, if the beneficiary will work in Arizona and Texas. and your company is located in New York, file Form 1_
129 with the Vermont Service Center.

H-1C Classification for Nurses: Mail the 1-129 package to the Vermont Service Center, regardless of where the temporary H-1C nurse
will be employed.

R Classification for Temporary Religious Workers: Mail the 1-129 package to the California Service Center, regardless of where the
temporary religious worker will be employed.

Major League Sports: Mail the 1-129 package to the Vermont Service Center, regardless of place of temporary employment. This covers
major league athletes, minor league sports and any affiliates associated with the major leagues in baseball, hockey, soccer. basketball, and
football. Support personnel includes coaches, trainers, broadcasters. referees, linesmen, umpires, and interpreters.

Change of Status or Extension of Stay Under Certain Free Trade Agreements: Mail Form 1-129 to the Vermont Service Center.
regardless of the place of temporary employment, if Form 1-129 is filed to request a change of status or extension of stay under one of the Free
Trade Agreements listed below.

o Change of Status to TN or TN Extension under Trade NAFTA for Nationals of Canada or Mexico.

o Change of Status to H-181 or Extension of H~1B1 Stay for Nationals of Singapore and Chile.

o Change of Status to E-3 or Extension of E-3 Stay for Nationals of Australia.

§ Initial Classification Under Certain Free Trade Agreements: DO NOT use Form 1-129 to apply for initial classification under one of the
Free Trade Agreements listed below.

o Initial TN Classification for Nationals of Mexico (outside the United States): To obtain more information on the application process for
initial TN classification. please visit the U.S. Department of State's TN Visa website. A link to the Department of State's website can be found
under "Related Links" on the upper right section of this page.

o Initial TN Classification for Nationals of Canada (outside the United States: Please see 8 CFR 214.6 for information on applying for
initial TN admission at a U.S. port of entry. A link to Title 8 of the Code of Federal RegUlations can be found under "Related links."

o Initial H-181 Classification Under the Singapore/Chile Free Trade Agreement: To obtain more information on applying for initial H-
181 classification, please visit the U.S. Department of State's website.

o Initial E-3 Classification Under the Australian Free Trade Agreement: To obtain more information on applying for initial E-3
classification, please visit the U.S. Department of State's website.
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Service Center Operations Support Services
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Form 1-539. Application for Change of Statusor ExtensIon of Stay
Effective April 2, 2007
Thischart provides the direct filing addresses for Form 1-539, which become effective April 2.2007. Please note the filing addresses below and the filing exceptions for
certain classifications.

I\J
I\J
en

IF

You are a dependent
spouseor child applying
for change of status as a
dependent to E-1, E-2,
H-4, L-2, 0-3, P-4, or for
an extension of your
dependent E-1, E-2,H-4,
L-2. 0-3, P-4, or TO status

you are in any other
nonimmigrant status
(and !!2tlisted in the
exceptions) applying for
changeof statusor
extensionof stay

And

you are filing Form 1-539 at
the same time as the
principal,

the principal's petition and
change of status request are
pending

the principal's petition and
change of status request are
approved

you live in:

Alaska, Arizona, California,
Colorado. Guam, Hawaii. Idaho,
Nevada, Illinois, Indiana, Iowa.
Kansas. Michigan, Minnesota,
Missouri, Montana, Nebraska.
North Dakota, Ohio. Oregon, South
Dakota. Utah,Washington,
Wisconsin orWy~mi~
Alabama, Arkansas, Connecticut,
Delaware, Florida, Georgia,
Kentucky, louisiana, Maine,
Maryland, Massachusetts,
Mississippi, NewHampshire. New
Jersey, New Mexico, New York.
NorthCarolina, Oklahoma,
Pennsylvania, Puerto Rico, Rhode
Island, SouthCarolina, Tennessee.
Texas, Vermont, Virginia, U.S.
Virgin Islands. West Virginia, or the
District of Columbia

Mail 1-539 to:

together with the principal's Form 1-129 as part of the same package, send the
entire 1-129/1-539 package to the 1-129 filing location, according to the instructions
on the 1-129 filing chart.

to the same Service Center where Form 1-129 filed for the principal is pending.
Include a copy of the filing receipt (or transfer notice) for the principal's Form 1-129
showing the current pending location.

to the same Service Center that approved the principal's 1-129 and change of
status or extension application. Include a copy of the principal's approval notice.

USCIS California Service Center
P.O. Box 10539
Laguna Niguel. CA 92607-1053

USCIS Vermont Service Center
75 Lower Welden Street
St. Albans, VT 05479-0001
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you are an F..1 or M-1
student applying for re­
instatement

Service Center Operations Support Services
Perfonnance Work Statement HSSCCG-07.0-o0006----

USCIS California Service Center
P.O. Box 10539
Laguna Niguel, CA 92607-1053

Youreducational institution is
locatedin: Alabama, Arkansas,
Connecticut, Delaware, Florida.
Georgia. Kentucky. Louisiana,
Maine.Maryland, Massachusetts,
Mississippi, New Hampshire. New
Jersey, NewMexico. NewYork,
NorthCarolina, Oklahoma,
Pennsylvania, PuertoRico. Rhode
Island, SouthCarolina, Tennessee,
Texas.Vermont, Virginia, U.S.
Virgin Islands, West Virginia, or the
Districtof Columbia

R-2Religious Worker Dependents:

USCIS Vermont Service Center
75 lower Welden Street
St. Albans, VT 05479-0001

Exceptions

:~:

I\.)
I\.)
'"'-oJ

FileForm 1-539 with the CaliforniaServiceCenter, regardless of where the principal is/will be employed.

H-1 C Nurses dependents:

File Form 1~539 with the Vermont ServiceCenter, regardless of where the principal is/willbe employed.
TO dependents of TN principals (Free Trade - Canada and Mexico), H-4 dependents of H-181 principals (Free Trade _ Singapore

and Chile), and E-3 dependents of E-3 principals (Free Trade - Australia) applying for a change of status or extension of stay:
FileForm 1-539 with the Vermont ServiceCenter, regardless of where the principal is/will be employed.

Dependents of Major League Sports Athletes or Support Personnel:

Filewith the Vermont ServiceCenter. This covers major leagueathletes, minor leaguesports and any affiliatesassociated with the major
leagues in baseball, hockey, soccer, basketball, and football. Supportpersonnel includes: coaches, trainers, broadcasters, referees, linesmen,
umpires, and interpreters.

A,G, and NATO:

For change of status requests to AG. or NATOclassification for employment with an embassy, international organization, or NATO, mail Form 1_
539 throu~_your embassy, international organization. or NATOto: Department of State, Office of Protocol, 3507 International Place, N. W., I
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Service Center Operations Support Services
Performance Work Statement HSSCCG-G7-0·00006

For changeof status requests to G classification for employmentwith a foreign government's mission to the United Nations or with the United
NationsSecretariat, mail Form 1-539 through the foreign government's mission or the UN Secretariat to: U.S. Mission to the United Nations, 799
UnitedNationsPlaza, New York, NY 10017.

For a dependentspouse or child requestinga change of status to a NATO classification based on the principal's classification as a NATO
nonimmigrant, mail Form 1-539 to: NATO/HQ SAeT Legal Affairs, 7857 Blandy Road, Suite 100, Norfolk. VA 23551. If you or the principal
NATO nonimmigrant through whom you derive your status are posted at a national component or as an exchange officer, please submit form 1_
539 to your embassy for proper filing through official diplomatic channels.

For.a change of status from A, G, or NATO classifications to another nonimmigrantclassification, file Form 1-539 with the USCIS Service Center
designated to handle the new nonimmigrantclassificationsought. You must submit with Form 1-539 an endorsement by the Department of
State Visa office, or a USUN official at Part 7 on the Form 1-566 (interagency Record of Request-A, G, or NATO Dependent Employment
Authorization or Change/Adjustmentto Extend/Changenonimmigrant Status).

For extensionsof stay for A-3, G-5, or NATO-7 nonimmigrants, submit your application through your embassy or international organization, or
NATO commandfor proper filing through official diplomatic channels.

V Nonimmigrants:

Followthe filing instructionson Form 1-539 supplement A, Filing Instructions for V Nonimmigrants

Form 1-765, Application for Employment Authorization

Effective July 30,2007

I\.)
I\.)
00

Eligibility
Category
Number

274a.12(a)

(1)

(3)

Category Description

Lawful Permanent Resident

Refugee

Filing Location

Separate EAD not required. Use Form 1-551 (Permanent
Residence Card)

USCIS

Nebraska Service Center
P.O. Box 87765
Lincoln. NE 68501-7765
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U.S.Citizenship and
Immigration Services-

For privatecourier (non-USPS) deliveries:

USCIS

Nebraska Service Center
850 S. Street
Lincoln, NE68508-1225
USCIS
Nebraska ServiceCenter
P.O. Box 87765
Lincoln, NE 68501-7765

(4) Paroled Refugee For privatecourier (non-USPS) deliveries:

users
Nebraska Service Center
850 S. Street
Lincoln, NE68508-1225
USCIS
Nebraska Service Center
P.O. Box 87765
Lincoln, NE 68501-7765

(5) Asylee For privatecourier (non-USPS) deliveries:

USCIS
Nebraska Service Center
850 S. Street
Lincoln, NE68508-1225

(6) Fiance(e) ServiceCenterwith jurisdiction over your residence (see.Service
CenterFilinQ Chart below).

(7) N-8 or N-9 users
Nebraska Service Center
P.O. Box 87765
Lincoln. NE 68501-7765
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Service Center Operations Support Services
Perfonnance Work Statement

u S. Citizenship and
Immigration Services-

For private courier (non-USPS) deliveries:

USCIS
Nebraska Service Center
850 S. Street
Lincoln , NE 68508-1225
USCIS
Nebraska Service Center
P.O. Box 87765
Lincoln, NE 68501-7765

(8) Micronesia/Marshall Is. For private courier (non-USPS) deliveries:

USCIS
Nebraska Service Center
850 S. Street

lincoln. NE 68508-1225
(9) LIFE K3/4

If you live in Alabama, Arkansas, Colorado, Connecticut,
Delaware, the District of Columbia, Florida, Georgia, Louisiana,
Maine, Maryland, Massachusetts, Mississippi, New Hampshire,
New Jersey, New Mexico, New York, North Carolina, Oklahoma,
Pennsylvania, Puerto Rico, Rhode Island, South Carolina,
Tennessee, Texas, Utah, the U.S. Virgin Islands. Vermont,
Virginia, West Virginia or Wyoming, send your application to
(this address may be used for both US Postal Service and
private courier deliveries}:

USCIS
Vermont Service Center
Attn: 1-765
75 Lower Welden St.

Page 14 of 103
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f\.)
VJ
--'-

St. Albans, VT 05479-0001

If you live in Alaska, Arizona, California. the Commonwealth of
Guam, Hawaii, Idaho, Illinois, Indiana, Iowa, Kansas, Kentucky,
Michigan, Minnesota. Missouri, Montana, Nebraska. Nevada,
North Dakota, Oregon, Ohio, South Dakota, Washington or
Wisconsin, mail your application to:

USCIS
California Service Center
P.O. Box 10765
Laguna Niguel, CA 92607-1076

For private courier (non-USPS) deliveries:

USCIS
California Service Center
24000 Avila Road
2nd Floor, Room 2312
Laguna Niguel, CA 92677
USCIS

(10) Withholding P.O. Box 805887
Chicago, IL 60680-4120

(11) ExtendedVoluntary Departure Service Center with jurisdiction over your residence (see Service
Center Filing Chart below).

(12)
Temporary Protected Status See instructions in the Federal Register notice for your country'sre-registration or initial filing. TPS designation.

Temporary Protected Status - replacementfor valid This address may be used for both US Postal Service andlost, stolen or mutilated EAD. private courier deliveries:
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I\J
VJ
I\J

USCIS
Vermont Service Center
75 Lower Welden St.
81. Albans, VT 05479-0001

(13) Family Unity - replacement of lost, stolen or mutilated
Service Center with jurisdiction over your residence (see ServiceEAD.
Center Filing Chart below) .
users(14) LIFE legalization P.O. Box 7219
Chicago, IL 60680-7219
users

(15) V nonimmigrants P.O. Box 7216
Chicago, IL 60680-7216

This address may be used for both US Postal Service and
private courier deliveries:

(16) T principal renewals USCIS
Vermont Service Center
75 Lower Welden 5t.
51. Albans, VT 05479-0001
SelVice Center with jurisdiction over your residence (see Service(17) Espouses Center Filing Chart below).

Service Center with jurisdiction over your residence (see Service(18) l spouses Center Filing Chart below).

Eligibility
Category Category Description
Number

Filing Location

274a.12(c)

(1) Spouse/Dependent of foreign government official Department of State (who certifies and forwards to Nebraska
Service Center)
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Service Center with jurisdiction over your residence (see Service

(2) Spouse/Dependent of Coord. Council NA Affairs Center Filing Chart below) .

Service Center with jurisdiction over your residence (see Service

(3)(i) F-1 Opt PT Center Filing Chart below).

Service Center with jurisdiction over your residence (see Service

(3)(ii) F-1 International Org. Act Center Filing Chart below) .

Service Center with jurisdiction over your residence (see Service

(3)(iii) F-1 Hardship Center Filing Chart below) .

(4) Spouse/Dependent of G-1, 3,4 Dept. of State/United Nations (alien's sponsoring organization)
who certifies and forwards to Nebraska Service Center
Service Center with jurisdiction over your residence (see Service

(5) J-1 dependent Center Filing Chart below).

Service Center with jurisdiction over your residence (see Service

(6) M-1 PT Center Filing Chart below).

(7) NATO dependent
NATO, who certifies and forwards to Nebraska Service Center

Asylum applicant Service Center with jurisdiction over your residence (see Service
Center Filing Chart below).

(8)
Asylum applicant under special ABC filing instructions
and you are filing your asylum and EAD applications Mail to office where you are filing your asylum application.

together.

(9) 1-485 pending
Please see page 7 of the form instructions for more information.

(10) 244 Suspension See form for filing location instructions.

1<It .. \ D"kl:". • ·n . users
...-.-". ~~L ..... """'.~~

I\J
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N
VJ
~

P.O. Box 805887
Chicago, IL 60680-4120

(12) Not in use
(13) Not in use

USCIS
Deferred Action (also see exception below) P.O. Box 805887

Chicago,Il60680-4120

(14)
This address may be used for both US Postal Service and

Exception: If deferred action was based on an private courier deliveries:

approved Form 1-360 petition filed for a battered or
USCISabused spouse or child.
Vermont Service Center
75 Lower Welden St.

(15) Not in use

USCIS
(16) Sec 249 Creation of Record P.O. Box 805887

Chicago, IL 60680-4120

(17)(i) B-1 Domestic of Nonimmigrant
Service Center with jurisdiction over your residence (see Service
Center Filing Chart below).

(17)(ii) B-1 Domestic of Certain USCS ·
Service Center with jurisdiction over your residence (see Service
Center Filing Chart below).

(17)(iii) Employee Foreign Airline
Service Center with jurisdiction over your residence (see Service
Center Filing Chart below).

USCIS

(18) Order of Supervision P.O. Box 805887
Chicago, IL 60680-4120

(19) Temporary Protected Status See instructions in the Federal Register notice for your country's
TPS deskmatlon,

(20) Sec 210 Legalization Service Center with jurisdiction over your residence (see
addresses below).
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(21) 5 Nonimmigrant

Don't use Form 1-765.See USCIS Contact.

Sec 245A Legalization: If you have a pending 1-687(Legalization Application) based on an approved"Front Desk Questionnaire"
(22)

If you filed a completed legalization applicationpursuant to Section 245A of the Act (and Section245(a) 8 Code of Federal Regulations).

USCIS
Texas Service Center
P.O. Box 851041
Mesquite, TX 75185-1041

For private courier (non-USPS) deliveries:

USC,S
Texas Service Center
4141 North St. Augustine Road
Dallas, TX 75227

Service Center with jurisdiction over your residence (seeaddresses below).

(23)

(24)

(25)

Irish Peace Process

LIFE Legalization

T dependents

Do not use Form 1-765. 1-94 used.
USCIS
P.O. Box 7219
Chicago, IL 60680-7219

This address may be used for both US Postal Service andprivate courier deliveries:

USCIS
Vermont Service Center
75 Lower Welden 8t.
51. Albans, VT 05479-0001Service Center Filing Chart

If you live in:
Connecticut, Delaware, D.C., Maine, Maryland, Massachusetts, New Hampshire,New Jersev, New York, Pennsylvania, Puerto Rico, Rhode Island, Vermont,

Mail your application to:

rv
w
(]l
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Arkansas, Alabama, Georgia, Florida, Louisiana, Kentucky, Mississippi. New
Mexico, NorthCarolina, Oklahoma, South Carolina, Tennessee, Texas

Arizona, California, Guam, Hawaii, Nevada

Alaska, Colorado, Idaho, Illinois, Indiana, Iowa, Kansas, Michigan, Minnesota,
Missouri, Montana, Nebraska, North Dakota, Ohio, Oregon, South Dakota, Utah,
Washington. Wisconsin, Wyoming

uscis
Vermont Service Center
Attn: 1-765

75 Lower Welden Street
St. Albans, VT 05479-0001
USCIS

Texas Service Center

P.O. Box 851041
Mesquite, TX 75185-1041

Or for private courier (non-USPS)deliveries to the Texas
Service Center:

USCIS Texas Service Center
4141 North St. Augustine Road
Dallas, TX 75227
USCIS

California Service Center
P.O. Box 10765

Laguna Niguel, CA 92607-1076

Or for private courier (non-USPS) deliveries to the California
Service Center:

USCIS

California Service Center
24000 Avila Road
2nd Floor, Room 2312
Laguna Niguel, CA 92677
USC'S

Nebraska Service Center
P.O. Box 87765
Lincoln, NE 68501-7765

I\.)
VJ
0">
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"l Or for private courier (non-USPS) deliveries to the Nebraska
Service Center:

USC,S

Nebraska Service Center
850 S. St.

lincoln, NE 68508·1225

I\J
VJ
'-J
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3.0 GENERAL SCOPE OF WORK

The services in this PWS include administrative and technical functions in support of recordsmanagement for the USCIS Service Center operations. In the performance of these services thecontractor shall gather information, exercise judgment and present facts to USCIS employees for reviewand decision. However, the contractor shall not make official policy or decisions on behalf of USCIS.While the contractor employees may handle funding and accounting records, they may not makedecisions that are inherently governmental in nature nor do they have USCIS signature authority.
Contractor shall provide all personnel and supervision necessary to perform the requirements of thecontract . USCIS will provide property and services listed later in this PWS. Contractor shall useGovernment provided equipment and shall not introduce Contractor owned production equipment withinthe Service Center facilities. Contractor is required to provide transportation for mail pick-up and filetransport between buildings at the same center. Contractor will be allowed to install and pay for DSLcapabilities within the administrative area provided to the Contractor.

It is anticipated that the services and products required under this contract shall be provided primarilyat each of the four Service Centers:

• California Service Center (CSC), Laguna Niguel, California. This Service Center is currentlylocated in a single building. Note: Location subject to change within surrounding area. .• Nebraska Service Center (NSC), Lincoln, Nebraska. This Service Center is currently located inthree buildings within 5 miles ofeach other in Lincoln, Nebraska. Note: Locations subject tochange within surrounding area.
• Texas Service Center (TSC), Dallas, Texas. This Service Center is currently located in threebuildings. Two buildings are located together in Dallas and one building is located approximately18 miles away. Note: Locations subject to change within surrounding area.• Vermont Service Center (VSC), St. Albans, Vermont. This Service Center is currently located infive buildings. Four buildings are within approximately 'h mile of each other in St. Albans andone building is located approximately 30 miles from the others, in Essex Junction. Note:Locations subject to change within surrounding area.

The contractor is expected to accomplish the required tasks in each functional category during normalhours of operation. Additional work requirements that arise may require specific Government-directedfile operations outside normal hours of operation. All travel and training are the responsibility of thecontractor.

Page 22 of 103

238



U. S. Citizenship and
Immigration Services

Service Center Operations Support Services
Performance Work Statement HSSCCG-07-0-00006

4.0 CONTRACTOR TASKSfREQUIREMENTS

4.1 General Requirements

4.1.1 The contractor shall provide on-site management and implement appropriate managementsystems to assure the quality, reliability) accuracy, and timeliness of all services and productsprovided to USCIS. In addition the contractor shall keep the onsite COTRs updated on
operational status and plans.

4.1.2 The contractor shall comply with all USCIS policies, procedures, and regulations in effect duringthe performance of the contract.

4.1.3 The contractor shall provide all reports required in this contract in accordance with paragraph 6.0Deliverables.

4.1.4 The contractor shall immediately report suspected fraud, waste and abuse to the COTR andContracting Officer.

4.1.5 The contractor shall require all contractor personnel to sign nondisclosure statements affirmingthat they will not disclose data they encounter in the performance of this contract to anyunauthorized entity.

4.1.6 The contractor shall maintain accounting of a 45-day supply of all consumables, including mailsupplies available through the United States Postal Service (USPS) and courier companies, to. meet all requirements of this contract. The contractor shall provide sufficient notice to the COTRof the need for additional consumables to enable timely replenishment.

4.1.7 The contractor shall perform a 1000/0 audit of file holdings semi-annually to include all ServiceCenter operating units to ensure physical location of the files is properly recorded in the electronictracking systems in accordance with USCIS policies and procedures.

4.1.8 The contractor shall track and secure blank pre-printed A-File jackets in the contractor'spossession in accordance with USCIS policies and procedures.

4.1.9 The contractor shall prepare packing manifests in accordance with Service Center procedures.

4.1.10 The contractor shall generate USCIS pre-approved letters, notices, messages (including E-mail).

4.1.11 The contractor shaH expedite special file operations requests within the timeframes designated byUSCIS policies and procedures. (See 4.5.2).

4.1.12 The contractor shall carry out document destruction when necessary in accordance with USCISpolicies and procedures as directed by the COTR.

4.1.13 The contractor shall conduct system searches when requested in accordance with USCIS policiesand procedures, and/or by the COTR. (See 4.5.S) .
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4.1.15 The contractor shall operate and perform basic user maintenance on government providedequipment in accordance with Original Equipment Manufacturer (OEM) and Service Centerinstructions and as directed by the COTR. This may include, but is not limited to making
necessary adjustments to equipment to accommodate various size letters and correspondence,clearing paper jams, changing toner cartridges, etc.

4. 1.16 The contractor shall provide notification within one (1) hour (measured during normal hours ofoperation) of government provided equipment malfunctions or failure to the COTR.

4.].] 7 Operational Flexibility

Background The normal hours of operation at the Service Centers are 6:00 a.m.
- ] I :30 p.m., Monday through Friday, excluding Federal holidays,
or at the direction of the Service Center Director. Should the
volume of receipts increase by the twelve million forms previously
mentioned in Section 1.0, it may benecessary to extend operating
hours to as much as 24 hours per day. However, due to the nature
of USCIS mission, some file operations are performed and must
be supported, outside of normal hours of operation and/or on
weekends.

4.1.17.1 The contractor shall obtain written approval of the COTR for work schedules different
from the normal hours of operation one (l ) week prior to the commencement of the
schedule.

4.1.17.2 The contractor shall actively manage its workforce to maintain operational flexibility to
perform all the requirements of this contract, at all times, regardless ofvariation of the
workload at any specific processing areas within the records management lifecycle.

4. I. 18 The contractor shall maintain the capability to accommodate spikes in receipt volumesthat occur from time to time and that are predicted at least 45 calendar days in advance
of the anticipated sudden increase in receipt volumes. These spikes may be attributable
to the beginning of an application period, anticipated changes in fees to be charged, or
other phenomena.

4.1.19 The contractor shall maintain the capability to accommodate surges in volume receipts
of up to 200/0 above the daily average receipt volume for the previous twenty business
days. In the event the receipt volume exceeds 120% of the rolling daily average for the
previous twenty business days, the contractor shall only be held responsible for meetingthe timeliness performance requirements for 1200/0 of the rolling daily average; the
balance may be processed on the next business day and may be considered - for the
purposes of surge management only - as part of the receipts for the next day. If the
surge extends beyond one day, then the contractor will continue to perform under the
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same rule for as long as the surge lasts, recalculating the rolling daily average receipt
volume and the 120% volume each day based on the previous twenty business days.

4.2 Mail Operations Support:

4.2.1 The contractor shall perform all tasks necessary for, or incidental to, the receipt, processing, and
delivery of incoming and outgoing mail for all components in the Service Centers and for the
USCIS Regional Headquarters for the Western Region (co-located within the Federal Building
housing the California Service Center in Laguna Niguel, CA). This includes the handling of
registered mail which is an authorized means of transmitting classified information at the Secret
level. All personnel handling or transporting registered mail must possess a security clearance at
the Secret level (see PWS Paragraph 5 and DD Form 254).

4.2.2 The contractor shall route, process, and account for all mail- to include but not be 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. The contractor shall process suspicious
packages in accordance with USCIS policies and procedures. See also 4.5.19

4.2.3 The contractor shall stage and maintain a count of mail for pickup by presort contractor in
accordance with the USCIS policies and procedures.

4.2.4 Fun adherence to applicable USCIS security policies and procedures is required for all handling
of mail and fee instruments.

4.2.5 Collect, Process, and Deliver Mail

4.2.5.1 The contractor shall pick up mail from the USPS facilities serving the Service Center, in a
timely manner, using contractor provided transportation. The contractor shall also receive
mail delivered by the USPS, any third party couriers, and/or authorized Government
agencies during normal hours of operation.

Standard The contractor picks up mail from each USPS facility serving the
Service Center at a minimum of two times every business day -
except at VSC where the requirement shall be once every business
day - (Monday through Friday - except Federal holidays) and all
such mail is received during regular work hours.

Measure Validated customer complaints

4.2.5.2 All incoming mail, including undeliverable or returned mail, shall be opened (excluding
certain exceptions), sorted, date stamped, properly handled and routed to the appropriate
area, in a timely manner, in accordance with local policies and procedures. Registered
mail shall be properly handled and secured in accordance with USCIS policies and
procedures.
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Standard 1 No more than 10 pieces of mail per day received before 12:00
noon are not opened, sorted, date stamped, and routed to
appropriate areas no later than close of the same business day the
mail is received in the Service Center in accordance with USCIS
policies and procedures.

Measure Periodic observation and Validated customer complaints
Standard 2 All registered mail is properly handled, secured, and delivered in

accordance with USCIS policies and procedures.
Measure Periodic observation and Validated customer complaints

4.2.5.3 The contractor shall log registered and certified mail.

Standard
Measure

All re istered and certified mail is accurately 10 ed.
Periodic observation

4.2.5.4 The contractor shall process outgoing third party courier mail by utilizing the courier's
computer-based system.

Standard The contractor utilizes the third party courier's tracking and
delivery verification system for third party courier mail in all
cases.

Measure Validated customer complaints

4.2.5.5 The contractor shall receive Post Office Non-Deliverable Securities (PONDS) and prepare
a manifest ofthem in accordance with Service Center procedures.

Standard
Measure

All PONDS mail is accounted for in the manifest r month.
Validated customer com laints

4.2.5.6 The contractor shall correctly process all outgoing mail in a timely manner and all
uncorrectabJe nonconforming mail shall be returned to USCIS for disposition guidance.

Standard 1 All outgoing mail is metered no later than the scheduled time for
the presort contractor.

Measure Validated customer complaints
Standard 2 All outgoing mail has the appropriate postage for the weight and

class affixed.
Measure Validated customer complaints
Standard 3 All outgoing mail is properly prepared for mailing with complete

and visible delivery addresses in accordance with Service Center
procedures. Any uncorrectable nonconforming mail shall be
returned to USCIS for disposition guidance.

Measure Validated customer complaints
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4.2.5.7 The contractor shall deliver sealed and metered outgoing mail on a regular basis to the
USPS or to designated third parties on the same date it was metered.

Standard All outgoing mail is delivered to USPS, or to designated third
parties, a minimum of once per business day (Monday through
Friday, excluding Federal holidays) on the same date mail was
metered.

Measure Validated customer complaints

4.3 Data Collection Support:

Background The accuracy ofdata collection is critical to the USCIS mission
and includes, but is not limited to, keying fields such as A-file
number, date of birth, name and alias(es), address, attorney name
and address, monetary amount, corrections, updates to
applicant/petitioner information, and other pertinent information.
The contractor is required to verify the accuracy of the information
entered into USCIS systems. Accurate data entry may require the
contractor to search for valid data within source documents when
entering information from specific forms. Contractor should
anticipate occasional IT system outages in order to direct work
efforts to other activities. Data Collection Support does not
include system updates for incoming and outgoing correspondence
such as Request for Evidence, RAP Sheets, and similar
documents.

4.3.1 The contractor shall assemble forms and other materials in accordance with USCIS policies andprocedures.

Standard The contractor assembles forms and other materials in accordance
with USCIS policies and procedures.

Measure Periodic observation & Validated customer complaints

4.3.2 The contractor shall review applications and/or petitions for completeness, jurisdiction, signature,and correct fee, and process those compliant and non-compliant applications/petitions inaccordance with USCIS policies and procedures.

Standard 1 The contractor correctly identifies and rejects 98% of unacceptable
forms.

Measure Random sampling
Standard 2 The contractor correctly logs 98% of manually rejected forms.Measure Random sampling
Standard 3 980/0 of rejected forms (and fees, as appropriate) are mailed to the
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applicant/petitioner no later than close of business the day
following rejection.

Measure Random sampling
Standard 4 20/0 or less of acceptable applications and petitions are rejected.
Measure Random sampling

4.3.3 The contractor shall collect information from source documents and input data into various
formatted screens in accordance with USCIS policies and procedures. Accurate data entry of all
fee-bearing forms with the exception of the N-400 must be completed no later than close of
working day (11:30 p.m.) on the day received in the service center. Accurate data entry of the N­
400 form must be completed no later than close ofworking day (1 I :30 p.m.) on the next business
day following being received in the service center. Accurate data entry of nonfee-bearing forms
must be completed no later than close of working day (11 :30 p.m.) on the 2nd business day
following being received in the service center.

Standard 1 Accurate data entry of all fee-related forms other than the N-400
must be completed no later than close of the working day (11:30
p.m.) on the day received at the service center.

Measure Random sampling
Standard 2 Accurate data entry of the N-400 must be completed no later than

close of the working day (11:30 p.m.) on the next business day
after being received at the service center.

Measure Random sampling
Standard 3 Accurate data entry ofall non-fee related forms must be completed

no later than close of the working day (11:30 p.rn) on the 2nd

business day after being received at the service center.
Measure Random sampling

4.3.4 The contractor shall appropriately and correctly prepare and affix barcode labels and other
identifiers.

Standard All Identifiers, including barcode labels, are appropriately and
correctly prepared and affixed to all applications, petitions, and
file jackets in accordance with USCIS policies and procedures.

Measure Validated customer complaints

4.3.5 The contractor shall generate screen printouts in conjunction with data entry in accordance with
USCIS policies and procedures. See Attachment 7.5 for examples of the form types that require
screen prints.

Standard All screen prints are generated in accordance with USCIS policies
and procedures.

Measure Periodic observation & Validated customer complaints
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Standard All biometric information is scanned from documents as required,
and cropping, scaling and adjusting ofcontract and brightness are
performed as necessary to achieve an acceptable quality image for
document production.

Measure Periodic observation & Validated customer complaints

4.3.7 The contractor shall scan, process, and verify fingerprint submissions for submission to theFederal Bureau of Investigation (FBI).

Standard All fingerprint submissions are scanned,
processed accurately and submitted to the
FBI no later than close of the third business
day following being received in the Service
Center (exception: Orphan and adoption
cards are processed and submitted no later
than close of the next business day).

Measure Validated customer complaints

4.3.8 The contractor shall create files during data collection in accordance with USCIS policies andprocedures. Fee-bearing forms and premium applications and/or petitions requiring either an A­file, or T-file or a receipt file (as appropriate) shall have a file created no later than close ofworking day (11:30 p.m.) on the day received in the service center. The non fee-bearing formswill be created no later than close of working day (11:30 p.m.) on the 2nd business day followingbeing received in the service center. The 1-485 A-file, when needed, shall have the A-file createdno later than close of working day (11:30 p.m.) on the 3rd business day following being receivedin the center.

Standard 1 All fee-bearing forms and premium
applications and/or petitions requiring either
an A-File, T-File or a receipt file (as
appropriate) shall have a file created no later
than close of working day (II :30 p.m.) on the
day received in the service center.

Measure Validated customer complaints
Standard 2 All non fee-bearing forms requiring either an

A-File, T-File or receipt file (as appropriate)
shall have a file created no later than close of
working day (11:30 p.m) on the 2nd business
day following being received in the service
center .

Measure Validated customer complaints
Standard 3 All 1-485 A-Files, when needed shall have
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the A-File created no later than close of
working day (11:30 p.m.) on the 3rd business
day following being received in the center.

Measure Validated customer complaints
Standard 4 No duplicate A-file records are created.
Measure Validated customer complaints

4.3.9 The contractor shall schedule biometric appointment in accordance with USCIS policies and
procedures.

Standard All biometrics appointments are scheduled in
accordance with USCIS policies and
procedures.

Measure Validated customer complaints

4.4 Fee Collection:

The contractor shall collect and process fees in accordance with the Department of Treasury Financial
Manual and in accordance with USCIS policies and procedures regarding safeguarding and accounting of
financial instruments (cash, checks, and money orders).

4.4.1 The contractor shall endorse fees and prepare them for depository pick up on the next business
day after the fees were received in the Service Center.

Standard 1 All fees are prepared for deposit in accordance with USCIS
policies and procedures.

Measure Random sampling
Standard 2 Contractor endorses and deposits all fees not later than the

depository pick up on the next business day after the fees were
received in the Service Center.

Measure 100% audits and Validated customer complaints

4.4.2 The contractor shall accurately generate, prepare, reconcile, and report daily deposits in
accordance with USCIS policies and procedures.

Standard All deposits are accurately generated, prepared, reconciled, and
reported daily.

Measure Periodic observation and Validated customer complaints

4.4.3 The contractor shall monitor and safeguard fees at all times while within the contractor's custody
in accordance with USCIS policies and procedures.

'--- 1 All fees are monitored and safeguarded at all times when in theI Standard
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4.5 File Operations Support:

HSSCCG-G7·0-00006

Background Successful performance of File Operations Support is critical to
the success of this contract and to the USCIS mission. The
contractor is required to receive, store, retrieve, maintain and
distribute files and internal mail in a timely, complete, and
accurate manner, consistent with applicable USCIS guidance and
policies and procedures. File content is dictated by documentation
requirements imposed by law, regulation, or public policy. Files
may be in paper, electronic, or digitized formats.

The contractor is required to update USCIS tracking systems,
annotate appropriate actions on case processing worksheets,
manifest cases and accountable documents being transferred as
required, perform and follow-up File Transfer Requests (FTR),
Manual Search Requests (MSR), perform file sorts, and file pulls
as requested.

4.5.1 The contractor shall create files during file operations in accordance with USCIS policies andprocedures.

Standard 1 All files for which an A-file or a receipt file is required by USCIS
has an A-file or a receipt file created no later than close of the next
business day following request from USCIS.

Measure Validated customer complaints
Standard 2 No duplicate A-file records are created.
Measure Validated customer complaints

4.5.2 The contractor shall, at any time (including outside normal hours of operation), accuratelyidentify, locate and retrieve files requested by the COTR in a timely manner, in accordance withUSCIS policies and procedures.

Standard All files are accurately identified, located and retrieved within four
(4) hours when requested by the COTR.

Measure Periodic observation

4.5.3 The contractor shall request files from external sources in accordance with USCIS policies andprocedures.

Standard Contractor makes all system file requests no later than close of the
next business da followin re uest from USeIS or awareness of
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4.5.4 The contractor shall fulfill internal and external requests for files in a timely manner and inaccordance with USCIS policies and procedures.

Standard Contractor responds to 98% of requests, by correctly retrieving
and delivering files no later than the close of the next business day
(or within other designated timeframes) following request from
USCIS.

Measure Random sampling

4.5.5 During normal hours of operation, the Contractor shall fulfill customer requests for informationlocated in Service Center files in the requested media.

Standard Contractor provides requested information to customer within four
(4) normal operating hours.

Measure Validated customer complaints

4.5.6 The contractor shall perform file sorts in accordance with USCIS policies and procedures.

Standard All files are segregated, stored, and routed in accordance with
USCIS policies and procedures.

Measure Validated customer complaints

4.5.7 The contractor shall file and re-file records in a timely manner and in accordance with USCISpolicies and procedures.

Standard 1 Unless otherwise directed by the COTR all new applications
and/or petitions are filed no later than close of the 2nd business
day following data entry .

Measure Periodic observation
Standard 2 Other incoming files and re-files are filed no later than close of the

next business day following being received in the Service Center.Measure Periodic observation

4.5.8 The contractor shall update appropriate records in USCIS systems (e.g., Receipt and Alien FileAccountability Control System (RAFACS), National File Tracking System (NFTS), Central IndexSystem (CIS), etc.) for files.

Standard 1 When files are moved all systems are correctly updated and
located in USCIS trackin s stems.
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Standard 2 The contractor reconciles and resolves 990/0 of issues identified
through system-generated reports in accordance with USCIS
policies and procedures.

Measure Random Sampling

4.5.9 The contractor shall identify, consolidate, and merge all files related to a beneficiary of anapplication or petition and update all USeIS systems to accurately reflect the consolidation ormerger in accordance with USCIS policies and procedures.

Standard The contractor consolidates all files, physically and electronically,
no later than close of the third business day following being
received in the Service Center or identified in the Service Center,
and prior to file movement.

Measure Validated customer complaints

4.5.10 The contractor shall create and maintain temporary holding areas within the Service Centers forfiles that are on hold pending further actions (i.e. receipt of payment, fingerprints, or evidence).

Standard 1 The contractor maintains a tracking tickler-filing process that
accurately identifies the expiration of all files held in the
temporary holding areas.

Measure Validated customer complaints
Standard 2 The contractor moves temporary holdings to the next stage of the

appropriate process when required.
Measure Validated customer complaints

4.5.1] The contractor shall scan, interfile, and connect correspondence or Request for Evidence (RFE)with corresponding file(s) and update systems in a timely manner and in accordance with USCISpolicies and procedures.

Standard 1 All Requests for Evidence (RFE) are connected no later than close
of the third business day following being received in the Service
Center.

Measure Validated customer complaints
Standard 2 All correspondence is interfiled no later than close of the fifth

business day following being received in the Service Center.Measure Validated customer complaints
Standard 3 The contractor moves all files to the adjudicator no later than close

of the next business day following the requested evidence being
connected to the file.

Measure Validated customer complaints
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4.5.12 The contractor shall maintain files in accordance with USCIS policies and procedures.
Standard 1 All file maintenance is performed in accordance with USCISpolicies and procedures.Measure Validated customer complaintsStandard 2 All files are in suitable jackets at all times in accordance withUSCIS policies and procedures.Measure Validated customer complaintsStandard 3 All barcodes are readable at all times.Measure Validated customer complaints

4.5.13 The contractor shall electronically transfer in USCIS systems and prepare files for shipment to theNational Records Center (NRC), Harrisonburg File Storage Facility (HBG FSF), or otherlocations as directed in accordance with USCIS policies and procedures.
Standard All files are properly prepared and shipped to the NRC, HBG FSF,or other locations as directed.Measure Periodic observation and Validated customer complaints

4.5.14 The contractor shall perform system queries and searches and generate associated screen prints ina timely manner, in accordance with USC IS policies and procedures, and as directed by theCOTR.

Standard The contractor performs all system queries and searches, andgenerates all associated screen prints within the requiredtimeframes.
Measure Validated customer complaints

4.5.15 The contractor shall scan materials accurately.

Standard 1 The contractor makes all necessary adjustments to the system datathat scanning equipment read incorrectly.Measure Periodic observation and Validated customer complaintsStandard 2 No scanned material is rejected due to contractor error.Measure Periodic observation and Validated customer complaints
4.5.16 The contractor shall assemble e..Filed and Lockbox applications and/or petitions and othermaterials in accordance with the USCIS policies and procedures.
Standard 1 The contractor assembles all e-filed and lockbox PremiumProcessing forms no later than close of the same business day theapplication/petition is received.Measure Periodic observation and Validated customer complaintsStandard 2 The contractor assembles all Lockbox and e-Filed non-PremiumProcessing forms no later than close of the next business day
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