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	Exhibit
	Title
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	1.4-001
	

	1.5-001
	


C.1  General Information  

Introduction 

[General information and summary of the products and services to be provided.]
Background

[History and background associated with NIH in general, the specific working environment of the products and services to be provided, and customers.]

1.1.1  Layout of Section C

1.1.1.1  Section C Contents

Section C of this PWS is structured as follows:

· C-1:  General Information

· C-2:  Acronyms and Definitions

· C-3:  Government-Furnished Property (GFP), Materials, and Services

· C-4:  Service Provider-Furnished Property and Services

· C-5:  Specific Work Requirements 

· C-6:  Publications And Forms

Paragraphs in Section C-1 all begin with the number “1”, paragraphs in Section C-2 all begin with the number “2,” and the pattern continues for the other sections.  

1.1.1.2  Functional Areas

Functional Areas are found in Section C-5, Specific Tasks. The Functional Areas are organized into the following broad work categories:

· 5.1
General Information
· 5.2
Functional Area 
· 5.3
Functional Area
· 5.4
Functional Area
1.1.1.3  Workload Data

[Summary information regarding workload presented throughout the PWS, with references to the PWS Technical Exhibit or Exhibits.]
1.1.1.4  Other Document Information

1.1.1.4.1  Technical Exhibits.  Technical Exhibits are used to provide supplementary information and can be in forms of text, tables, graphs, or maps. Technical Exhibits may be referenced from any part of the PWS. Technical Exhibits for Section C have a 5-digit number that links them to a designated PWS Section; e.g., Technical Exhibit 5.3-002 is the second Technical Exhibit referenced from Sub-Functional Area 5.3.

1.1.1.4.2  Pagination. Pagination for all parts of the document is sequential with prefixes designating the PWS Section. Section C begins with the letter “C.” Examples are C.1-12 for Section C.1 or C.5-40 in Section C.5. Technical Exhibits will have a page number such as TE 1.2-001-5, which would designate page 5 of Technical Exhibit 1.2-001.  

1.1.1.4.3  Reports and Data List (RDL). The Service Provider shall compile historical data, prepare required reports, and submit information as specified by RDL in this PWS. RDL may be referenced from any part of the PWS. RDL for Section C have a 3-digit number which links them to a designated PWS Section, e.g., RDL 503R001, is the first RDL referenced in Section C-5.3.   The RDL is located in Technical Exhibit 1.2-002

1.1.1.4.4  Bidder’s Technical Library (BTL).  [Information about the Bidder’s Technical Library, if one is created for the competition.  A Bidder’s Technical Library is a group of documents that are housed either in a physical location or in electronic media (e.g., on a Web site) that provide additional information regarding the functions to be bid.  They are often used for large or complex functions that require schematics, facility maps, diagrams, or other very large documents that are not easily included in a solicitation.] 

Service Provider Administration 

1.1.2  Phase-In and Phase-Out Periods

1.1.2.1  Phase-In Period

1.1.2.1.1  Phase-In Plan.  The Service Provider shall develop comprehensive procedures for phasing in Service Provider performance to the level prescribed and within the time allowed under the terms of this contract.  The Service Provider shall submit a Phase-In Plan for evaluation and approval by the Government as part of the proposal.  The Phase-In Plan shall include all actions that the Service Provider proposes to complete in order to ensure a smooth transition of the services required in this PWS.  The Service Provider shall provide the Contracting Officer (CO) copies of changes and revisions for review and approval prior to implementation (RDL 103R001).  

1.1.2.1.2  Phase-In Tasks.  [Description of the length and requirements of the phase-in period, including plans, hiring, equipment requirements, etc.]
1.1.2.2  Phase-Out Period

1.1.2.2.1  Phase-Out Plan.  [Description of the requirements for Phase-Out planning, including the Phase-Out Plan specifications.]
1.1.3  Service Provider Administration

1.1.3.1  Meetings, Conferences, and Briefings

[General information regarding meetings and briefings.  Do not include specifically required meetings and briefings in this section; those belong in section C.5.]

1.1.3.2  Federal Holidays

[Information regarding the performance of work on Federal holidays.]
1.1.3.3  Hours of Operation

1.1.3.3.1  [Information regarding normal hours of operation, requirements for differing levels of service depending on time of day, any continuous operational requirements, and emergency requirements, if any.]
1.1.4  Service Provider Interfaces

1.1.4.1  Support to Other Service Providers and Government Personnel

The Service Provider shall provide support services to other service providers and Government personnel as required by the Government.  Support includes any services or information included within the scope of this PWS.  The Service Provider shall provide the necessary coordination to ensure all work under this PWS does not interfere with the execution of work by others, and this work is not deterred or delayed due to the work of others.  The Service Provider shall immediately report to the Project Officer or designee circumstances of delays, scheduling conflicts, and interference in Service Provider work for quick and equitable resolution.  The Service Provider shall take all steps and corrective actions necessary to ensure the quality of services are provided.  Failure of the Service Provider to bring such interference to the attention of the Project Officer or designee shall result in the Government not being held liable for such interference, other circumstances not withstanding.

1.1.4.2  Disputes with Other Government Service Providers and Government Personnel

The Service Provider shall verbally notify the Project Officer of unresolved disputes when receiving support from, or providing support to, other service providers or Government personnel within two hours from the time the dispute occurs. The Service Provider shall provide a written report of the dispute if requested by the Project Officer. 

1.1.4.3  Inspection by Government Agencies

The Service Provider shall be subject to inspections, audits, and work interruptions by other Government agencies.  If a Government agency initiates an inspection, audit, or similar activity that is not already known by the Project Officer, the Service Provider shall notify the Project Officer or designee immediately.  The Service Provider shall provide access to Government-furnished facilities and Government-owned property, and further cooperate with visiting Government personnel conducting such activities.  Inspections, audits, and similar activities may be made by agencies including, but not limited to, OSHA, biomedical engineering inspections conducted by the Government, Government Accountability Office (GAO), Inspector General (IG), third party auditors, and law enforcement and investigative agencies.  Such inspections, audits, and work interruptions will not unreasonably delay the work.  Based upon availability, the Service Provider may request the presence of the Project Officer or designee during any inspection.

1.1.5  Data and Information

The Service Provider shall develop, prepare, and maintain management, operations, inspection, and investigation records and reports.  All records associated with this contract shall be stored and destroyed in accordance with NIH Manual Chapter 1743, Keeping and Destroying Records.  No records, reports, or any documents or submittals related to the PWS shall be disposed of or stored off-site without prior coordination with the Project Officer or designee.  

1.1.5.1  The Service Provider shall maintain records throughout the life of the PWS in a consistent, business like, and orderly fashion.  All records shall contain sufficient official supporting documentation to provide a complete audit trail.  The Service Provider’s records shall be maintained for one year after the PWS expiration or termination.  All records and copies of reports shall be turned over to the Project Officer within five calendar days after PWS termination or completion.  
1.1.5.2  Submittal of Reports and Information

The Service Provider shall compile data, prepare required reports, and submit information as specified by the Reports and Data List (RDL).

1.1.5.3  Forms & Reports

The Service Provider shall provide forms for reporting purposes.  The Service Provider shall maintain copies of all submitted reports and forms throughout the life of the PWS.  The Project Officer will be the approval authority for all reports and forms used by the Service Provider for work related to the functions covered by this contract.  Any proposed changes to forms shall be submitted to the Project Officer for consideration and approval.  Upon the Project Officer’s request, copies of any previously submitted reports and forms shall be provided to the Project Officer within one workday.

The Service Provider shall submit quarterly cost monitoring data, as well as information supporting the Government’s Quality Assurance program, using the formats and methods determined by the Government.  The Service Provider shall not change these documents and methods without the prior written approval of the Commercial Activities Review Team (CART).
1.1.5.4  Unscheduled Requirements

Upon notification by the Project Officer or designee, the Service Provider shall provide management and technical information within the timeframe directed by the Project Officer or designee. Typical ad hoc requests include, but are not limited to:  technical evaluation of suggestions; input for studies; fact sheets; audits; input for responses to congressional inquiries; one-time reports; recommendations for amending, revising, or originating Government regulations or policies within the scope of this PWS; and information requested by Government personnel performing official duties, to include monitoring PWS compliance.

1.1.5.5  Access to Data and Information

The Service Provider shall ensure that generated technical records, reports, files, and other documentation are made available to the Project Officer and other authorized Government representatives during the performance of this PWS. The Service Provider shall obtain Project Officer approval before releasing any stored, generated, or archived information related to the [functions under study] at the NIH, to news agencies, to the Service Provider’s corporate or other off-site offices, to other Government activities or agencies, to other service providers, or to private parties.  The Service Provider shall not release protocol information and research data to news agencies, to the Service Provider’s corporate or other off-site offices, to other Government activities or agencies, to other service providers, or to private parties without approval of the Principal Investigator at the NIH.

Service Provider Management And Personnel

1.1.6  Project Management

 [General project management and supervisory requirements, as well as specific requirements associated with management.]
1.1.7  Service Provider Responsiveness

[Required time frames for overall responsiveness, usually at the management or supervisory level.  May also include on-site requirements.]

1.1.8  Personnel

[General personnel requirements.]
1.1.8.1  Employee Roster

[Employee roster requirements, including information to be included and update frequencies.]
1.1.8.2  Key Personnel and Specific Personnel Requirements

[Identification of key personnel and requirements associated with key personnel.]  
1.1.8.2.1  Project Manager.  [Specific requirements for the project manager.]
1.1.8.2.2  [Specific requirements for other key personnel.] 

1.1.8.3  General Personnel Qualifications and Certifications

1.1.8.3.1  Personnel Qualifications.  [General and specific personnel requirements.  Make sure that all personnel requirements can be met by the incumbents who currently perform the work.  Include certifications, licenses, training, specific skills required, and citizenship requirements.  Avoid specifying the number of years of experience that are required, unless there is a regulatory or legal reason for doing so.]
1.1.9  Conduct of Personnel

The Service Provider shall be responsible for the performance and conduct of Service Provider and sub Service Provider personnel.  Personnel employed by the Service Provider in the performance of this PWS, or any representative of the Service Provider entering the NIH facilities, shall abide by the security regulations, policy letters, or directives listed in the PWS and shall be subject to inspections by the Government as deemed necessary. The Service Provider shall not employ, for performance under this PWS, any person(s) that would result in a conflict of interest or otherwise breach the Government’s standards of conduct. The Service Provider shall maintain liability including, but not limited to, lost or damaged Government property as a result of employee accident, negligence, or fraud. 

1.1.10  Uniform/Dress Code Requirements

[General and specific uniform requirements for the work to be performed.]
1.1.11  Employee Standards of Conduct

[Specifically required standards of conduct.]
1.1.12  Safety Requirements


[Safety requirements normally include OSHA, Occupational Safety and Health Standards, and other specific standards associated with the types of work to be performed.] 
1.1.12.1  On-Site Accidents

1.1.12.1.1  Initial Actions and Notification.  In the event of an on-site accident, Occupational Medical Services (OMS) will stabilize the injured employee and then transport them to a local hospital.  The Service Provider shall report any accidents resulting in personal injury, trauma, or death.      
1.1.12.1.2  Reporting.  The Service Provider shall provide all information to the Project Officer, reporting damages and injuries to the Government, Service Provider, personal property, and/or equipment by Service Provider employees.    The Service Provider shall comply with all applicable [insert specific requirements here], NIH, DHHS and other governmental authorities including but not limited to the Department of Labor Occupational Safety and Health Administration (OSHA) requirements for reporting accidents.
1.1.12.2  Physical Examinations

[Specific requirements for any physical examinations required for the work to be performed.]

1.1.13  Training

[Specific requirements for personnel training.]
Performance

1.1.14  Performance Standards

The Service Provider shall ensure that all work meets the specifications in the Performance Requirements Summary (PRS), Technical Exhibit 1-001.

1.1.15  Quality Control and Quality Assurance

The Service Provider shall be responsible for the quality of products and services provided under the terms of this document.  To ensure that the requirements of this PWS are met, the Service Provider shall implement an effective quality control program and abide by the Government’s quality assurance program.  

1.1.15.1  Quality Control Program

The Service Provider shall develop and implement a proactive program to achieve and maintain quality performance. The Service Provider’s program shall ensure PWS requirements are being accomplished in accordance with the specifications of this PWS and industry standards. A sustaining focus throughout the program shall be the attainment of continuous quality improvement.  The Program shall emphasize deficiency prevention over deficiency detection.  The Service Provider’s Quality Control Program and any services performed will be accepted by the Project Officer only when in full compliance with this PWS and the Federal Acquisition Regulation (FAR).      

1.1.15.1.1  Quality Control Plan.  The Service Provider shall develop and maintain a Quality Control Plan (QCP) describing actions and activities to take place in the Quality Control Program.  The Service Provider shall submit a QCP with the proposal to perform the work within the PWS (RDL105R001).  The Service Provider’s draft QCP submittal shall be provided to the Project Officer 10 calendar days prior to the Base Year Period of Performance start date based upon the Plan submitted with the Service Provider’s proposal. The QCP will be reviewed and comments provided to the Service Provider. The Service Provider shall make changes based on the comments and submit the final Quality Control Plan within 10 working days after receipt of the Government’s comments. The Service Provider shall implement the QCP upon receipt of Project Officer approval. The Service Provider shall update the QCP continuously as improvements are made in the Program, or as procedures and/or requirements change.  

1.1.15.1.2  The Service Provider shall submit any changes in the QCP to the Project Officer for approval prior to implementation.  At a minimum, the Service Provider shall review, update, and submit a revised QCP to the Project Officer for approval 14 calendar days prior to the start of an option period.  The Service Provider shall use the most current Project Officer approved QCP (RDL105R002).  
1.1.15.1.3  [Insert quality control requirements specific to the work to be performed.]

1.1.15.2  Government Quality Assurance

The performance and quality of work performed by the Service Provider is subject to inspection by Government. The Project Officer will perform surveillance of the contract personally or through Project Officer designated and Contracting Officer approved personnel. The Project Officer or designee will inspect for compliance with PWS terms throughout the performance period. The Service Provider’s performance will be evaluated monthly by the Project Officer, a third party auditor under a separate agreement, or by Government Quality Assurance Evaluators (QAE) in accordance with the Government’s Quality Assurance Surveillance Plan. The Government will monitor the Service Provider’s performance under this PWS by performing checks as contained in quality assurance surveillance plans and as outlined in the FAR. The Government may choose to inspect all work without the presence of the Service Provider, or call in an independent inspector.

1.1.15.2.1  Inspections by the Government.  The CO, Project Officer, and Government QAE will inspect the Service Provider for compliance with contract terms throughout the contract period.  Evaluation will be based on the Service Provider’s compliance with the requirements set forth in the PRS.  The Government will monitor the Service Provider’s performance under this contract by performing checks as contained in the QASP and as outlined in FAR 52.246-5.  Typical procedures include random sampling, planned sampling, scheduled inspections, incidental inspections, and validated customer complaints.

1.1.15.2.2  Inspection Reports.  The Government will conduct and record surveillance inspections and provide copies of the Contract Discrepancy Report (CDR) [see Exhibit C-9 for a copy of a CDR] to the Service Provider’s Project Manager.  The Project Manager shall indicate receipt of the report by signing the CDR. When a CDR is issued, the Service Provider shall reply in writing within 10 workdays from the date of the CDR, giving the reasons for the unsatisfactory performance, corrective action taken, and procedures to preclude recurrence (RDL105R003).  

Security

1.1.16  Security Background Checks

[Insert specific security requirements.]
1.1.17  Access

1.1.17.1  NIH Parking 
[Insert function and location-specific parking information.]
1.1.17.2  NIH Identification Badges
The ID badge shall be readily displayed by each employee while in any NIH facility.  When Service Provider personnel are terminated or leave for other reasons, security checkout procedures require that NIH ID badge and any keys or card-keys assigned to the individual be immediately returned to the Project Officer or representative designee.  [Insert specific requirements for special ID badges, if any.]
1.1.17.3  Separation Paperwork

[Insert requirements for Service Provider employees who leave employment with the Service Provider.]
1.1.18  Service Provider Employee Key Control

The Service Provider shall establish a control system to ensure that no keys issued to the Service Provider by the Government are lost, misplaced, or used by unauthorized persons.  No keys issued to the Service Provider shall be duplicated, unless authorized by the Project Officer.  

C.2  Acronyms And Definitions

General

As used throughout this PWS, the following terms and acronyms shall have the meaning set forth below.

Acronyms

[Listing of all acronyms used in the PWS.]
	Acronym
	Meaning

	EA
	Example Acronym

	
	

	
	


Definitions

[Definitions associated with the work to be performed as well as the general contractual terms used in the document.]
Term:  Definition

C.3  Government Furnished Property, Materials, and Services

The Government will provide the facilities, utilities, equipment, and materials described herein as Government-Furnished Property (GFP).  GFP may consist of Government-Furnished Facilities (GFF), Government-Furnished Equipment (GFE), and Government-furnished utilities placed in the Service Provider’s custody.  The Government will also provide certain services to the Service Provider.  At the completion of the PWS, the GFP shall be returned to the Government in the same condition as received, except for reasonable wear and tear.  Notwithstanding any other provision of this PWS, while GFP is in the possession of the Service Provider, title and other ownership interests in such GFP nonetheless remains vested in the Government.  GFP may be used only for official Government purposes related to the execution of work under this PWS.  
Government-Furnished Facilities

The Government will furnish or make available to the Service Provider appropriate facilities at the work location or portions of those facilities for performance of this PWS.  The Service Provider shall not make any alterations to Government-furnished space except as specifically approved in writing by the Project Officer or designee.  The Service Provider shall share some facilities with the Government.  The Service Provider shall coordinate with the Project Officer or designee for maintenance or repair requests.  

3.1.1  [Insert facility-specific requirements and information here.]

Government-Furnished Equipment 

The Government will furnish the equipment currently used by the incumbent Service Provider for the performance of work required by this PWS.  The Service Provider shall replace, at no expense to the Government, GFE that is damaged beyond economical repair due to Service Provider misuse or negligence, as determined by the CO.  
3.1.2  [Insert equipment-specific requirements and information here.]

Government-Furnished Supplies

The Government will also furnish basic office supplies and supplies used in support of current operations including toner cartridges and copy paper.  
3.1.3  [Insert supply-specific requirements and information here.]

Government-Furnished Services

The Government will furnish the following services for purposes of this PWS: utilities, facility maintenance, custodial services, fire protection [ for on-campus functions only], and telephone services.  These services shall not be used for any other purpose outside the scope of this PWS.  The Service Provider shall coordinate with the Project Officer or designee to find the appropriate office for the provision of these services as necessary.

3.1.4  [Insert Information Technology services-specific requirements and information here.]

3.1.5  [Insert other services-specific requirements and information here.]

C.4  Service Provider-Furnished Property and Services

General

[General requirements for Service-Provider Furnished Property.]
Specific Requirements

[Specific requirements for Service-Provider Furnished Property.]

C.5  Specific Work Requirements

[Insert a summary of the specific work requirements.]
General Information

5.1.1  Work Management and Control

[Insert requirements associated with receipt, assignment, and management of work requests.]

5.1.2  General [Function] Requirements

5.1.2.1  [Specific Requirement]
[Insert general requirements not specifically associated with an area of work.  This may include management reports, inspections, overall maintenance requirements, or other requirements that are associated with multiple areas.  Do not include the following items:

· Personnel requirements.  (Include these in Section C-1.)

· Hours of operation.  (Include these in Section C-1.)

· Security requirements.  (Include these in Section C-1.)

· Safety requirements.  (Include these in Section C-1.)

· Maintaining facilities used in completing the work to be performed.  (Include these in Section C-3.)  

· Requisitioning, purchasing, receiving, or maintaining supplies and equipment associated with completing the work to be performed.  Include such items in Sections C-3 and C-4.]
Functional Area
[Summarize functional requirements here.  Do not include specific work requirements (4th level paragraphs), performance measures (the PRS), or workload (workload technical exhibits).]
5.1.3  Sub-Functional Area
[Summarize sub-functional area requirements here.  Do not include specific work requirements (4th level paragraphs), performance measures (the PRS), or workload (workload technical exhibits)]
5.1.3.1  Requirement
[State the requirement in terms of the outcome provided to the customer.  Do not specify intermediate steps unless government action is required at an intermediate step.  If such an action is required, do not make the intermediate steps separate requirements.  For example, the following should be stated as a SINGLE requirement:
· Prepare document outline and submit to the Project Officer for review

· Revise document outline based on Project Officer comments

· Prepare draft document and submit to the Project Officer for review

· Revise draft document based on Project Officer comments

· Prepare final document and submit to the Project Officer for review

· Make final changes based on Project Officer comments, if required

· Submit revised final document to the Project Officer, if required

Ensure that each requirement has measurable workloads.  Include these in the workload technical exhibits.  Ensure that each requirement has a measurable performance standard.  Include these in the PRS.]

5.1.3.2  Requirement 2
Same as above.
5.1.3.3  Etc.
Etc.
C.6  Publications and Forms

Publications and forms applicable to this document are contained herein.  The Service Provider is obligated to comply with these publications and use these forms.  The Service Provider shall accomplish the tasks set forth in this document in accordance with the references listed.

The Service Provider shall establish and update, as required, a file of all required publications listed in this section as well as those cited throughout the document.  Supplements or amendments to listed publications may be issued during the life of the performance.

The Service Provider shall ensure that all publications are up-to-date.  Upon completion of the requirements, the Service Provider shall return to the Government all issued publications.  

Publications

	Publication / Web Site
	Title
	Date
	Mandatory (M) or Advisory (A)


Forms

	Publication
	Title
	Date

	
	
	


                                          TECHNICAL EXHIBIT 1.2-002

                              REports and Data LIST (RDL)

	RDL Number
	Name
	Frequency

	103R001
	Phase-In Plan
	Initial and Updates

	103R002
	Phase-Out Plan
	Initial and Updates

	105R001
	Quality Control Plan
	Initial for Proposal

	105R002
	Quality Control Plan
	Updates following Award

	105R003
	Etc.
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