
 

NSWC IHD
.
SEE LINE ITEMS
INDIAN HEAD MD 20640
TEL:           FAX:   

REQUEST FOR QUOTATIONS
(THIS IS NOT AN ORDER) 1

PAGE      OF  PAGES

34

1. REQUEST NO. 2. DATE ISSUED RATING

N0017422Q0073 16-Jun-2022
5a. ISSUED BY

8. TO: NAME AND ADDRESS, INCLUDING ZIP CODE

IMPORTANT: This is a request for information, and quotations furnished are not offers.  If you are unable to quote, please so indicate on this form and return

it to the address in Block 5a.  This request does not commit the Government to pay any costs incurred in the preparation of the submission of this quotation or to

contract for supplies or services.  Supplies are of domestic origin unless otherwise indicated by quoter.  Any representations and/or certifications attached to this

Request for Quotations must be completed by the quoter.

11. SCHEDULE (Include applicable Federal, State, and local taxes)

ITEM NO.
(a)

SUPPLIES/ SERVICES
(b)

QUANTITY
(c)

UNIT
(d)

UNIT PRICE
(e) (f)

SEE SCHEDULE

% %

AMOUNT

% No. %

NOTE:  Additional provisions and representations [   ] are  [   ] are not attached.

13. NAME AND ADDRESS OF QUOTER  (Street, City, County, State, and
ZIP Code)

14. SIGNATURE OF PERSON AUTHORIZED TO
SIGN QUOTATION

15. DATE OF
QUOTATION

16. NAME AND TITLE OF SIGNER (Type or print)
(Include area code)
TELEPHONE NO.

AUTHORIZED FOR LOCAL REPRODUCTION STANDARD FORM 18 (REV.  6-95)

PREVIOUS EDITION NOT USABLE Prescribed by GSA
FAR (48 CFR) 53.215-1(a)

THIS RFQ X[    ] IS [    ] IS NOT A SMALL BUSINESS SET-ASIDE

6. DELIVER BY (Date)

SEE SCHEDULE

AND/OR DMS REG. 1
UNDER BDSA REG. 2

4. CERT. FOR NAT. DEF.3. REQUISITION/PURCHASE
REQUEST NO.

NSWC IHD C02
4081 N. JACKSON RD
BLDG 841
INDIAN HEAD MD 20640-5116

9. DESTINATION  (Consignee and address, including ZIP Code)

7. DELIVERY

[     ]X FOB
DESTINATION

[     ]  OTHER       
(See Schedule)

14-Jul-2022(Date)

PLEASE FURNISH QUOTATIONS TO THE ISSUING OFFICE IN BLOCK 5a ON OR BEFORE CLOSE OF BUSINESS:10.

301-744-6545ANGELA Y TEJEDA
(Name and Telephone no.) (No collect calls)5b. FOR INFORMATION CALL: 

d. CALENDAR DAYSc. 30 CALENDAR DAYSb. 20 CALENDAR DAYS12. DISCOUNT FOR PROMPT PAYMENT a. 10 CALENDAR DAYS
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Section B - Supplies or Services and Prices 
 
 
 

ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0001  1 Person   
 Program Manager (K) 

FFP 
SEE SOW AND PERSONNEL QUALIFICATIONS FOR REQUIREMENTS 
FOB: Destination 
PSC CD: T001 
  

 

   
  
 
 NET AMT  
 
    

                   
 
 
 

ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0002  1 Person   
 Graphic Designer II (K) 

FFP 
SEE SOW AND PERSONNEL QUALIFICATIONS FOR REQUIREMENTS 
FOB: Destination 
PSC CD: T001 
  

 

   
  
 
 NET AMT  
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ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0003  1 Person   
 Graphic Designer I (K) 

FFP 
SEE SOW AND PERSONNEL QUALIFICATIONS FOR REQUIREMENTS 
FOB: Destination 
PSC CD: T001 
  

 

   
  
 
 NET AMT  
 
    

                   
 
 
 

ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0004  1 Lot   
 A001 - Report, Record of Meeting/Minutes 

FFP 
Contract Data Requirements List 
 
The Contractor shall document meeting minutes for Government review and 
approval within 10 business days from the completion of the meeting (CDRL 
A001). 
 
Delivery 
TPOC:Christine Stevenson 
christine.a.stevenson7.civ@us.navy.mil 
(301) 744-1815 
FOB: Destination 
PSC CD: R699 
  

 

   
  
 
 NET AMT  
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ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0005  1 Lot   
 A002  - Monthly Status Report 

FFP 
Contract Data Requirements List 
 
Contracting Officer's Management Report 
First submission shall be due 15 working days after the end of the first 
month of contract performance. 
 
Delivery 
TPOC:Christine Stevenson 
christine.a.stevenson7.civ@us.navy.mil 
(301) 744-1815 
FOB: Destination 
PSC CD: R699 
  

 

   
  
 
 NET AMT  
 
    

                   
  
 
 
 
 

ITEM NO SUPPLIES/SERVICES QUANTITY UNIT UNIT PRICE AMOUNT 
0006  1 Lot   
 A003  - Government Property Inventory 

FFP 
Contract Data Requirements List 
 
First submission shall be due three months prior to contract end 
date. Government has 15 days from receipt of draft to review and comment. 
 
Delivery 
TPOC:Christine Stevenson 
christine.a.stevenson7.civ@us.navy.mil 
(301) 744-1815 
FOB: Destination 
PSC CD: R699 
  

 

   
  
 
 NET AMT  
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Section C - Descriptions and Specifications 
 
SOW 
1.0     PURPOSE 
This Performance Work Statement (PWS) sets forth the task order (T.O.) requirements for public affairs 
and visual information support services. This T.O. is in service of the Corporate Operations Department, 
Corporate Communications Division at Naval Surface Warfare Center Indian Head Division (NSWC IHD).  
 
2.0     BACKGROUND 
NSWC IHD’s Corporate Communications Division provides all internal and external communication 
products, services, policies and procedures in the areas of public affairs, strategic communication, visual 
information and protocol in order to develop awareness and understanding of NSWC IHD to internal, 
local, national and international audiences. The division keeps the Commanding Officer, Technical 
Director and other command leadership apprised of external and internal information related to the 
command, employees, public or congressional interests. The division exercises overall control, 
coordination, and direction of NSWC IHD public information, media relations, internal and strategic 
communication, environmental public involvement, security and policy review, visual information, and 
protocol activities through a proactive communication program. These programs are conducted in 
coordination with the Naval Sea Systems Command (NAVSEA), NAVSEA Warfare Centers and others as 
required. The division’s Protocol Officer provides support for community engagements by leadership and 
visits by distinguished visitors, including but not limited to Flag and General Officers, Senior Executives, 
Government, Congressional and civic leaders, and delegations related to foreign militaries. 
 
3.0     SCOPE OF WORK 
This PWS describes the NSWC IHD Corporate Communications Division products and services to be 
provided to the command. The Contractor shall, in accordance with all Department of Defense (DoD), 
Department of the Navy (DON), NAVSEA, NAVSEA Warfare Centers and NSWC IHD policies, 
instructions and procedures, provide visual information support for ongoing initiatives in the division, to 
include project management; exhibit services; graphic design; photography support; print production; 
photo image and video editing; broadcast production; digital signage; and multimedia support. 
 
The Contractor will supervise its personnel performing under this PWS. While Contractor personnel will 
be on-site and working in close proximity on a day-to-day basis with Government employees, Contractor 
personnel shall report through the Contractor’s management team for this PWS and specific Government 
tasking and direction for the areas of support in Section 4 of this PWS shall be provided by the 
Contracting Officer (KO), Contracting Officer’s Representative (COR) and other Government personnel, 
as appropriately delegated. 
 
The Contractor under this PWS shall not make final decisions or commitments on behalf of the 
Government nor perform inherently Government functions. 
 
At all times, Contractor personnel shall wear appropriate badging identifying themselves as Contractor 
personnel. All Contractor personnel attending meetings, answering Government telephones and working 
in other situations where their Contractor status is not obvious to third parties are required to identify 
themselves as such to avoid creating an impression in the minds of members of the public that they are 
Government officials. They must also ensure that all documents or reports produced by Contractors are 
suitably marked as Contractor products or that Contractor participation is appropriately disclosed. All 
reports delivered under this PWS are property of the U. S. Government. 
 
The Contractor shall demonstrate how it will plan, implement, integrate, and successfully provide each 
described service or task within the specified period of performance (POP) and according to the 
prescribed timeframe for deliverables. If a subcontractor is to be used, details about this collaboration 
should be included in the proposal. Proposals must substantiate that both the offering organization and 
proposed key personnel can successfully complete the project as described in each task item. 
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Below is a summary of routine and occasional services that shall be required by the Contractor based on 
seven major task areas. 
 
4.0 TASKS 

4.1 Task 1: Project Management 
4.1.1 Within 7 calendar days of award, meet with the COR, technical point of contact (TPOC), and a 

team of others to be specified by the Government to outline goals and schedules. This meeting 
shall initiate the communication process by introducing key task participants and explaining their 
roles, reviewing communication ground rules, and ensuring a common understanding of subtask 
requirements and objectives. This meeting shall be held at NSWC IHD. The Contractor shall 
document meeting minutes for Government review and approval within 10 business days from 
the completion of the meeting (CDRL A001). 

4.1.2 Meet on a monthly basis with the COR/TPOC to discuss the status of the program. Meetings may 
be held via conference call if the awardee is located more than 50 miles from NSWC IHD. The 
Contractor shall document meeting minutes for Government review and approval within 10 
business days from the completion of the meeting (CDRL A001). 

4.1.3 Prepare a Monthly Status Report (MSR) for COR/TPOC. The MSR shall include an overview of 
monthly activities, a breakdown of hours by position and activity, and a budget spreadsheet of 
disbursed and remaining funds broken down by tasks (CDRL A002). 

4.2 Task 2: Visual Information Support 
The Contractor shall provide support for visual information (VI) products and deliverables to support 
command communication goals. The Contractor shall create multiple media products, including digital 
signage, website, social media, and other communication products. The Contractor shall conceptualize, 
design, and produce industry-level technical and artistic illustration, composites, graphic artwork/images 
and visual materials for products such as brochures, business cards, certificates, flyers, posters, videos, 
awards, exhibits, displays, logos, presentations, promotions, newsletters, magazines, social media, 
branding, and other creative content using Adobe Creative Suite and Microsoft Office products, including 
Word, PowerPoint and Publisher. The Contractor shall provide design, graphics, and production services 
for plaques and custom framing/matting. The Contractor shall design, develop, and produce physical 
exhibits, displays, posters, and banners. The Contractor shall operate professional-grade poster printers 
and apply finishing techniques, such as mounting and lamination. The Contractor shall research online 
databases and artist works to acquire trending fonts, color palettes and design elements. The Contractor 
shall provide editing into a professional audiovisual product in accordance with industry audiovisual 
standards, adhere to standards outlined in Section 508 of the Rehabilitation Act (29 U.S.C. 794d), as 
amended by the Workforce Investment Act of 1998 (P.L. 105-220), August 7, 1998. The Contractor shall 
use the Government’s job-tracking entry form to record all VI requests, assign tracking numbers, describe 
job contents, and enter special instructions with metadata for each product produced. The Contractor 
shall also provide backup photography and videography support as outlined in Section 4.3 below. 
 
The Contractor shall create visual concepts via computer software or by hand to communicate ideas that 
inspire, inform, and captivate employees and external stakeholders, depending on the audience for the 
collateral being designed. The Contractor shall develop the overall layout and production design for 
applications such as advertisements, brochures, newsletters, posters, exhibits and reports. Graphic 
support duties shall include: 

 Consulting with subject matter experts (SMEs) to determine the most effective medium to convey 
the objectives of the project. 

 Using digital illustration, photo editing software, and layout software to create designs. 
 Creating compelling visuals for a variety of media, including (but not limited to) flyers, brochures, 

signage, exhibits, banners, newsletters, infographics, social media graphics, PowerPoint 
presentations, digital signage and web banners. 

 Designing materials for traditional print, large format print, and digital projects. 



N0017422Q0073 
 

Page 7 of 34 
 

 

 Designing layouts, including selection of colors, images, and typefaces. 
 Presenting design concepts to SMEs and incorporating changes into final designs. 
 Reviewing and proofreading designs for errors before printing or publishing them. 
 Possessing knowledge of Section 508 compliance standards and how to create 508-compliant 

print and digital products. 

4.3 Task 3: Photography and Videography Backup Support 
The Contractor shall provide photography backup duties such as photo and/or camera operations at 
command events, award presentations, tours, working photos and studio photography; set lighting; digital 
editing of photography; writing or gathering information for captions for photos; and inserting metadata 
into photos. Photography products will be provided to support development of internal and external 
communications products, including print and online products, social media presence and digital signage. 
The Contractor shall capture, edit and preserve technical, business, and photojournalistic images to 
include studio and environmental portraits and events as identified by the Corporate Communications 
Division.  
 
The Contractor shall shoot national magazine-quality studio portraits using a variety of strobe lighting set-
ups and available light; shoot events and meetings on location in controlled and uncontrolled 
environments using available light and portable strobes with power packs and reflectors; and shoot 
artistic images to be used in illustrations and magazine covers. The Contractor will use industry-level 
storytelling skills to compose and deliver creative photos and write compelling captions to support images 
with information collected from SMEs. The Contractor will simplify complex technical ideas and text into 
comprehensible captions for a diverse group of readers. 
 
The Contractor shall perform videography backup duties such as: 
 

 Shooting and recording leadership messages, All Hands events, livestreams, training videos, 
and/or news and command events. 

 Organizing digital footage with video-editing software. 
 Recording and editing videos for special projects and events. 
 Selecting the appropriate equipment, such as the type of lens, mic or lighting. 

 
5.0 PERFORMANCE REQUIREMENTS 

5.1 Work Location 
Tasking under this effort will be performed primarily on the Government site at NSWC IHD, Indian Head, 
Maryland. 
 
The Contractor’s site must be established such that the Contractor’s personnel are available to travel to 
the Government’s program office for meetings. The Government will notify the Contractor at least 24 
hours in advance of required meetings. 
 
The Contractor will also maintain virtual connections through collaboration tools, including video 
conferencing. Any off-site environments need to be compliant with NSWC IHD and federal security 
guidelines. 

5.2 Work Schedule 
Contractor personnel shall generally be expected to conform to normal agency business hours, which are 
Monday through Friday, 8:00 a.m. to 4:30 p.m. (except on Government holidays). Actual hours of work 
will be agreed upon at T.O. start-up. Work outside of normal work hours (40 hours per week and/or 80 
hours every 2 weeks), if required, is permitted under this effort. However, employees will be compensated 
at the standard hourly rate as PREMIUM pay is not permitted for these hours, unless otherwise dictated 
by Wage Determination. 
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Compressed Work Schedule (CWS) is an alternative work schedule to the traditional five (5), 8.5-hour 
workdays (which includes a 30-minute lunch period per day) worked per week. Should the Contractor 
awarded this T.O. permit its employees to work a CWS schedule in support of this T.O., said Contractor 
agrees any additional costs associated with the implementation of the CWS schedule vice the standard 
schedule are unallowable under this T.O. and will not be reimbursed by the Government. Additionally, the 
CWS schedule shall not prevent the Contractor from providing the necessary staffing and services 
coverage when required by the Government. Specific CWS schedules will be provided to the TPOC and 
COR. 

5.3 Personnel Requirements 
The Contractor shall provide a suitable mix of personnel with the education, demonstrated skills and 
experience necessary to perform the tasks described in the PWS. The recommended minimum 
requirements for key and non-key labor are identified in Section L - Instruction, Conditions and Notices to 
Offerors. 

5.4 Key Personnel Requirements 
For all key personnel positions, the Contractor shall ensure that they maintain the minimum level of 
education and experience required for each position.  
 
The COR and KO shall be notified when any key personnel depart. Approval must be obtained by the KO 
prior to back filling in key labor vacancy. 
 
The key personnel requirements for this T.O. are Program Manager and Graphic Designer. Resumes are 
required for all key personnel. 
 

5.5 Non-Key Personnel Requirements 
For all non-key personnel positions, the Contractor shall ensure that they maintain the minimum level of 
education and experience required for each position. 

5.6 Security Requirements 
All Contractor personnel providing support under this PWS must be U.S. citizens and shall possess and 
retain a DoD Secret clearance. All deliverables associated to this PWS are expected to be unclassified 
unless otherwise specified under other guidance. If it is determined that other than unclassified 
deliverables are required, said deliverables will be marked accordingly. 
 
All personnel will be required to sign a Non-Disclosure Agreement (NDA) and a Conflict of Interest 
statement. A copy of these documents will be provided to the COR to be incorporated into the official T.O. 
file. 
 
6.0 GOVERNMENT FURNISHED EQUIPMENT (GFP) 
The Government will furnish the following GFP to the Contractor for use in performance of this T.O.: 
 

ITEM QUANTITY 
High performance laptop 2 
DSLR camera 1 

 
The property will be provided on-site at NSWC IHD when Contractor staff initially report for duty. 
 
Only the property listed above and on the GFP Attachment will be furnished by the Government. All other 
property required for performance of this T.O. shall be furnished by the Contractor. 
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Within 30 days after GFP is determined by the Contractor to be lost, damaged, destroyed, no longer 
usable, or no longer needed for the performance of the T.O., the Contractor shall notify the KO and COR, 
in writing, thereof. 
 
The Contractor’s GFP inventory shall be provided in accordance with the Government Property (GP) 
Inventory Report (CDRL A003). 
 
7.0 PERIOD OF PERFORMANCE 
The POP for this T.O. will be twelve (12) months from date of award. 
 
8.0 REPORTING REQUIREMENTS 

8.1 DELIVERABLES 
Deliverables shall be prepared according to instructions as identified in the Contract Data Requirements 
List (CDRL) DD Form 1423 (attached). 
 
CDRL A001 Meeting Minutes 
CDRL A002 Monthly Status Report 
CDRL A003 Government Property Inventory Report 

8.2 CONTRACTOR PERFORMANCE ASSESSMENT REPORTING SYSTEM (CPARS) 
Any changes in the designated Defense Contractor Representative for CPARS shall be the sole 
responsibility of the Contractor to notify the contract specialist, Assessing Official (AO) and the CPARS 
Focal Point when changes occur. 
 
9.0 SECTION 508 COMPLIANCE REQUIREMENTS 
The Contractor shall support the Government in its compliance with Section 508 throughout the 
development and implementation of the work to be performed. Section 508 of the Rehabilitation Act of 
1973, as amended (29 U.S.C. 794d) requires that when Federal agencies develop, procure, maintain, or 
use electronic information technology, Federal employees with disabilities have access to and use of 
information and data that is comparable to the access and use by Federal employees who do not have 
disabilities, unless an undue burden would be imposed on the agency. Section 508 also requires that 
individuals with disabilities, who are members of the public seeking information or services from a Federal 
agency, have access to and use of information and data that is comparable to that provided to the public 
who are not individuals with disabilities, unless an undue burden would be imposed on the agency. 
Section 508 also requires that individuals with disabilities who are members of the public seeking 
information or services from the Federal Agency, have access to and use of information and data that is 
comparable to that provided to the pubic who are not individuals with disabilities, unless an undue burden 
would be imposed on the agency. The Contractor should review the following websites for additional 508 
compliance information. 
 

https://www.section508.gov/index.php 
https://www.access-board.gov/guidelines-and-standards/communications-and-it 
https://www.w3.org/WAI/Resources/ 
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Section E - Inspection and Acceptance 
 
 
 
 
INSPECTION AND ACCEPTANCE TERMS 
 
Supplies/services will be inspected/accepted at: 
 
CLIN  INSPECT AT  INSPECT BY  ACCEPT AT  ACCEPT BY  
0001  Destination  Government  Destination  Government  
0002  Destination  Government  Destination  Government  
0003  Destination  Government  Destination  Government  
0004  Destination  Government  Destination  Government  
0005  Destination  Government  Destination  Government  
0006  Destination  Government  Destination  Government  
  
 
CLAUSES INCORPORATED BY REFERENCE 
 
 
52.246-4  Inspection Of Services--Fixed Price  AUG 1996    
52.246-15  Certificate of Conformance  APR 1984    
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Section F - Deliveries or Performance 
 
 
 
 
DELIVERY INFORMATION 
 
CLIN  DELIVERY DATE  QUANTITY  SHIP TO ADDRESS  DODAAC / 

CAGE  
          
0001  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  NSWC IHD 

. 
SEE LINE ITEMS 
INDIAN HEAD MD 20640 
FOB:  Destination  

N00174  

          
0002  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  (SAME AS PREVIOUS LOCATION) 

FOB:  Destination  
N00174  

          
0003  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  (SAME AS PREVIOUS LOCATION) 

FOB:  Destination  
N00174  

          
0004  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  (SAME AS PREVIOUS LOCATION) 

FOB:  Destination  
N00174  

          
0005  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  (SAME AS PREVIOUS LOCATION) 

FOB:  Destination  
N00174  

          
0006  POP 01-AUG-2022 TO 

31-JUL-2023  
N/A  (SAME AS PREVIOUS LOCATION) 

FOB:  Destination  
N00174  

  
 
CLAUSES INCORPORATED BY REFERENCE 
 
 
52.242-15  Stop-Work Order  AUG 1989    
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Section G - Contract Administration Data 
 
POC 
The following contacts are provided for this contract: 
  
Contract Administrator:       Angela Tejeda 
 Phone Number:    (301)744- 6545   
 E-mail:   angela.tejeda@navy.mil 
 
Payments/Invoicing:    Comptroller Vendor Pay   
 Phone Number:    (301) 744-1762 
 E-mail:    NAVSEA.NSWC.IHEODTDVendorPay@navy.mil 
 
Technical Representative:  Christine Stevenson 
 Phone Number:   (301) 744-1815 
 E-mail:    christine.a.stevenson7.civ@us.navy.mil 
 
Any concerns regarding your contract, should be directed to the above mentioned personnel, or the Contracting Officer 
Michelle Reeves, michelle.reeves@navy.mil. 
 
  
 
CLAUSES INCORPORATED BY FULL TEXT 
 
 
252.232-7006 WIDE AREA WORKFLOW PAYMENT INSTRUCTIONS (DEC 2018) 
  
 
(a) Definitions. As used in this clause— 
 
“Department of Defense Activity Address Code (DoDAAC)” is a six position code that uniquely identifies a unit, 
activity, or organization. 
 
“Document type” means the type of payment request or receiving report available for creation in Wide Area 
WorkFlow (WAWF). 
 
“Local processing office (LPO)” is the office responsible for payment certification when payment certification is 
done external to the entitlement system. 
 
“Payment request” and “receiving report” are defined in the clause at 252.232-7003, Electronic Submission of 
Payment Requests and Receiving Reports. 
 
(b) Electronic invoicing. The WAWF system provides the method to electronically process vendor payment requests 
and receiving reports, as authorized by Defense Federal Acquisition Regulation Supplement (DFARS) 252.232-
7003, Electronic Submission of Payment Requests and Receiving Reports. 
 
(c) WAWF access. To access WAWF, the Contractor shall— 
 
(1) Have a designated electronic business point of contact in the System for Award Management at 
https://www.sam.gov; and 
 
(2) Be registered to use WAWF at https://wawf.eb.mil/ following the step-by-step procedures for self-registration 
available at this web site. 
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(d) WAWF training. The Contractor should follow the training instructions of the WAWF Web-Based Training 
Course and use the Practice Training Site before submitting payment requests through WAWF. Both can be 
accessed by selecting the “Web Based Training” link on the WAWF home page at https://wawf.eb.mil/. 
 
(e) WAWF methods of document submission. Document submissions may be via web entry, Electronic Data 
Interchange, or File Transfer Protocol. 
 
(f) WAWF payment instructions. The Contractor shall use the following information when submitting payment 
requests and receiving reports in WAWF for this contract or task or delivery order: 
 
(1)  Document type. The Contractor shall submit payment requests using the following document type(s): 
 
(i) For cost-type line items, including labor-hour or time-and-materials, submit a cost voucher. 
 
(ii) For fixed price line items— 
 
(A) That require shipment of a deliverable, submit the invoice and receiving report specified by the Contracting 
Officer. 
 
______Receiving and Invoice Combo Report_____________________ 
 
(Contracting Officer: Insert applicable invoice and receiving report document type(s) for fixed price line items that 
require shipment of a deliverable.) 
 
(B) For services that do not require shipment of a deliverable, submit either the Invoice 2in1, which meets the 
requirements for the invoice and receiving report, or the applicable invoice and receiving report, as specified by the 
Contracting Officer. 
 
________Destination/Destination_______________________ 
 
 
(iii) For customary progress payments based on costs incurred, submit a progress payment request. 
 
(iv) For performance based payments, submit a performance based payment request. 
 
(v) For commercial item financing, submit a commercial item financing request. 
 
(2) Fast Pay requests are only permitted when Federal Acquisition Regulation (FAR) 52.213-1 is included in the 
contract. 
 
[Note: The Contractor may use a WAWF “combo” document type to create some combinations of invoice and 
receiving report in one step.] 
 
(3) Document routing. The Contractor shall use the information in the Routing Data Table below only to fill in 
applicable fields in WAWF when creating payment requests and receiving reports in the system. 
 

Routing Data Table* 

Field Name in WAWF Data to be entered in WAWF  

Pay Official DoDAAC  N62838 

Issue By DoDAAC  N00174 

Admin DoDAAC**  N00174 
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Inspect By DoDAAC  N00174 

Ship To Code  ____ 

Ship From Code  ____ 

Mark For Code  ____ 

Service Approver (DoDAAC)  ____ 

Service Acceptor (DoDAAC)  ____ 

Accept at Other DoDAAC  ____ 

LPO DoDAAC  ____ 

DCAA Auditor DoDAAC  ____ 

Other DoDAAC(s) ____ 

 

(*Contracting Officer: Insert applicable DoDAAC information. If multiple ship to/acceptance locations apply, insert 
“See Schedule” or “Not applicable.”) 

(**Contracting Officer: If the contract provides for progress payments or performance-based payments, insert the 
DoDAAC for the contract administration office assigned the functions under FAR 42.302(a)(13).) 

(4) Payment request. The Contractor shall ensure a payment request includes documentation appropriate to the type 
of payment request in accordance with the payment clause, contract financing clause, or Federal Acquisition 
Regulation 52.216-7, Allowable Cost and Payment, as applicable. 

(5) Receiving report. The Contractor shall ensure a receiving report meets the requirements of DFARS Appendix F. 

(g) WAWF point of contact. 

(1) The Contractor may obtain clarification regarding invoicing in WAWF from the following contracting activity’s 
WAWF point of contact. 

___Deanna.m.shnayer.civ@us.navy.mil___ 
 
(2) Contact the WAWF helpdesk at 866‐618‐5988, if assistance is needed. 
 
All Vendor Pay invoice questions should be emailed to: 
NAVSEA.NSWC.IHEODTDVendorPay@navy.mil 
WAWF GAM for invoicing issues: Tammy Winters tammy.winters@navy.mil 

 (End of clause) 

 
 
 
 
 
 
G-232-H005 SUPPLEMENTAL INSTRUCTIONS REGARDING INVOICING (NAVSEA) (JAN 2019) 
 
(a)  For other than firm fixed priced contract line item numbers (CLINs), the Contractor agrees to segregate costs 
incurred under this contract/task order (TO), as applicable, at the lowest level of performance, either at the sub line 
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item number (SLIN) or CLIN level, rather than at the total contract/TO level, and to submit invoices reflecting costs 
incurred at that level.  Supporting documentation in Wide Area Workflow (WAWF) for invoices shall include 
summaries of work charged during the period covered as well as overall cumulative summaries by individual labor 
categories, rates, and hours (both straight time and overtime) invoiced; as well as, a cost breakdown of other direct 
costs (ODCs), materials, and travel, by technical instruction (TI), SLIN, or CLIN level.  For other than firm fixed 
price subcontracts, subcontractors are also required to provide labor categories, rates, and hours (both straight time 
and overtime) invoiced; as well as, a cost breakdown of ODCs, materials, and travel invoiced.  Supporting 
documentation may be encrypted before submission to the prime contractor for WAWF invoice submittal.  
Subcontractors may email encryption code information directly to the Contracting Officer and Contracting Officer 
Representative (COR).  Should the subcontractor lack encryption capability, the subcontractor may also email 
detailed supporting cost information directly to the Contracting Officer and COR; or other method as agreed to by 
the Contracting Officer. 
 
(b)  Contractors submitting payment requests and receiving reports to WAWF using either Electronic Data 
Interchange (EDI) or Secure File Transfer Protocol (SFTP) shall separately send an email notification to the COR 
and Contracting Officer on the same date they submit the invoice in WAWF.  No payments shall be due if the 
contractor does not provide the COR and Contracting Officer email notification as required herein. 
 

(End of text) 
 
 
 
G-242-H002 HOURS OF OPERATION AND HOLIDAY SCHEDULE (NAVSEA) (JUL 2021) 
 
(a)  The policy of this activity is to schedule periods of reduced operations or shutdown during holiday periods.  
Deliveries will not be accepted on Saturdays, Sundays or Holidays except as specifically requested by the [insert 
activity name].  All goods or services attempted to be delivered on a Saturday, Sunday or Holiday without specific 
instructions from the Contracting Officer or his duly appointed representative will be returned to the contractor at 
the contractor’s expense with no cost or liability to the U.S. Government. 
 
(b)  The federal Government observes public Holidays that have been established under 5 U.S.C. 6103. The actual 
date of observance for each of the holidays, for a specific calendar year, may be obtained from the OPM website at 
OPM.GOV or by using the following direct link: 
https://www.opm.gov/policy-data-oversight/pay-leave/federal-holidays/. 
 
(c)  Delayed Opening, Early Dismissal and Closure of Government Facilities.  When a Government facility has a 
delayed opening, is closed or Federal employees are dismissed early (due to severe weather, security threat, security 
exercise, or a facility related problem) that prevents personnel from working, onsite contractor personnel regularly 
assigned to work at that facility shall follow the same reporting and/or departure directions given to Government 
personnel. The contractor shall not direct charge to the contract for such time off, but shall follow parent company 
policies regarding taking leave (administrative or other). Non-essential contractor personnel, who are not required to 
remain at or report to the facility, shall follow their parent company policy regarding whether they should go/stay 
home or report to another company facility. Subsequent to an early dismissal, delayed opening, or during periods of 
inclement weather, onsite contractors should monitor the OPM website as well as radio and television 
announcements before departing for work to determine if the facility is closed or operating on a delayed arrival 
basis. 
 
(d) When Federal employees are excused from work due to a holiday or a special event (that is unrelated to severe 
weather, a security threat, or a facility related problem), on site contractors shall continue working established work 
hours or take leave in accordance with parent company policy. Those contractor employees who take leave shall not 
direct charge the non-working hours to the contract.  Contractors are responsible for predetermining and disclosing 
their charging practices for early dismissal, delayed openings, or closings in accordance with the FAR, applicable 
cost accounting standards, and the company’s established policy and procedures. Contractors shall follow their 
disclosed charging practices during the contract period of performance, and shall not follow any verbal directions to 
the contrary. The Contracting Officer will make the determination of cost allowability for time lost due to facility 
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closure in accordance with FAR, applicable Cost Accounting Standards, and the Contractor's established accounting 
policy and procedures. 
 
(e)  If you intend to visit the Contracts Office, it is advised that you call for an appointment at least 24 hours in 
advance. 
 
(f)  The hours of operation are as follows: 
 
                      AREA                            FROM  TO 

   Bldg 1601           0800   TO   1630 
 
(g) All deliveries to Building 1601, Indian Head, MD 20640 shall be made Monday through 
Friday from 0800 - 1630 pm, local time. No deliveries will be accepted on federal government holidays. The 
Contractor shall contact the Technical Point of Contact (TPOC) identified in Section 4 to schedule delivery, 
assembly and installation dates. 
 

(End of text) 
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Section H - Special Contract Requirements 
 
VPP 
Voluntary Protection Program (VPP) 
 
1. Voluntary Protection Program: 
1.1. In August 2006, Indian Head Division (IHD) Naval Surface Warfare Center (NSWC) was nominated to 
participate in the DoD Voluntary Protection Program Center of Excellence Implementation Initiative of the Defense 
Safety Oversight Council (DSOC). The Voluntary Protection Program (VPP) was established by the Occupational 
Safety and Health Administration (OSHA) in 1982 to recognize and promote effective worksite-based safety and 
health management systems. IHD NSWC, through the utilization of VPP, desires to be a model of safety and health 
excellence. VPP's emphasis on trust and cooperation between OSHA, the employer, employees, employees 
representatives, and contractors complements the Agency's enforcement activity but does not take its place.  All 
parties, including Contractors, are to work together to identify and resolve any safety and health problems that 
may arise, yet obtain Contracting Officer approval of any changes that would impact the terms of the contract. IHD 
NSWC as the VPP participant develops and implements systems to effectively identify, evaluate, prevent, and 
control occupational hazards so that injuries and illnesses to employees and contractors are prevented. Contractor 
and sub-contractor personnel are subject to occupational safety and health oversight. This oversight will be 
accomplished by IHD NSWC personnel and Contracting Officers. Contractors, sub-contractors, and their 
employees, while in performance of a contractual action on-site within the geographical boundaries of Naval 
Support Facility (NSF) Indian Head, shall be subject to the requirements of the IHDIVNAVSURFWARCENINST 
5100.22, "Safety Manual" regardless of the type or duration of the contract. Chapter 13 of the 
IHDIVNAVSURFWARCENINST 
5100.22, "Safety Manual", entitled "Contractor Safety" is provided as Attachment 8. Appendix 13-A, of the chapter 
13 entitled "Contractor Safety Requirements When Performing Work at the Naval Support Facility (NSF) Indian 
Head, MD" shall be signed by the Contractor prior to commencement of services on-site at NSF Indian Head. The 
Contractor shall maintain one signed copy for future reference in educating its personnel and sub-contractors. A 
second signed copy shall be provided to the Contracting Officer to be maintained in the contract file. If an 
occupational safety or health related injury or illness occurs during the performance or as a result of this 
contractual action, the Contractor shall notify the Contracting Officer Representative (COR) as soon as practicable, 
who will notify the Safety Office and the Contracting Officer.   
 
1.2 In support of VPP and in compliance with Chapter 13 of the Safety Manual, entitled "Contractor Safety," all 
Contractors performing on-site at NSF Indian Head shall comply with the following: 
1.2.1 Public Law 91-596 (and Amendments), also known as the Occupational Safety and Act of 1970, establishes 
that all employers, including Contractors, are responsible, as far as 
possible, for providing every employee a safe and healthful working environment. All employers, including 
Contractors, shall conform to the standards as issued by OSHA. Contractors are responsible for complying with 
safety requirements specified in the contract as well as all Federal, State, and local safety and security regulations. 
Non-compliance may be cause for the removal of a Contractor or any Contractor employee from the activity and 
such non-compliance may form the basis for contractual action, up to and including termination for default. 
1.2.2 Contractor personnel shall participate in basic safety awareness and hazard identification training offered by 
the Government activity at the work area they are supporting. Contractors performing on-site shall attend area 
weekly safety meetings and annual safety stand-downs, as determined by the COR. 
 
1.3 The best Safety and Health Programs involve every level of the organization, instilling a safety culture that 
reduces accidents for workers and improves the bottom line for managers. When Safety and Health are part of the 
organization and a way of life, everyone wins. IHD NSWC is committed to safety excellence. The Contractor shall 
familiarize itself with the IHDIVNAVSURFWARCENINST 5100.22, "Safety Manual," Appendix 13-C entitled "OSHA 
Voluntary Protection program (VPP) Fundamentals Training for Contractors". 
 
2. Contractor On Site Training: 
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2.1 A Contractor providing support on-site at any IHD NSWC site may be required to have its on-site Contractor 
personnel participate in training covering rules, practices, procedures, equipment and systems, as needed, based 
on the type of support being provided. This training may include, but is not limited to: Operation Security training 
(OPSEC); Personally Identifiable Information training; DoD Information Assurance Awareness training; Information 
Technology Security; Voluntary Protection Program (VPP) training; and Personnel Security training. 
2.1.2 This training will be provided at no cost by the IHD NSWC site and will take place on-site during normal 
contract working hours without any additional compensation for the Contractor. This training does not relieve the 
Contractor of its responsibility to train its employees in such areas as environment, health, safety, security, sexual 
harassment, ethics, etc. to ensure compliance with all federal, state, and local laws and DoD Regulations.  
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Section I - Contract Clauses  
 
CLAUSES INCORPORATED BY REFERENCE 
 
 
52.204-2  Security Requirements  MAR 2021    
52.204-7  System for Award Management  OCT 2018    
52.204-9  Personal Identity Verification of Contractor Personnel  JAN 2011    
52.204-13  System for Award Management Maintenance  OCT 2018    
52.204-25  Prohibition on Contracting for Certain Telecommunications 

and Video Surveillance Services or Equipment  
DEC 2021    

52.209-10  Prohibition on Contracting With Inverted Domestic 
Corporations  

NOV 2015    

52.219-9  Small Business Subcontracting Plan  DEC 2021    
52.219-28  Post-Award Small Business Program Rerepresentation  SEP 2021    
52.222-21  Prohibition Of Segregated Facilities  APR 2015    
52.223-10  Waste Reduction Program  MAY 2011    
52.223-18  Encouraging Contractor Policies To Ban Text Messaging 

While Driving  
JUN 2020    

52.224-1  Privacy Act Notification  APR 1984    
52.224-2  Privacy Act  APR 1984    
52.225-3  Buy American --Free Trade Agreements--Israeli Trade Act  DEC 2021    
52.234-1  Industrial Resources Developed Under Title III, Defense 

Production Act  
SEP 2016    

52.243-4  Changes  JUN 2007    
52.245-1  Government Property  SEP 2021    
52.245-9  Use And Charges  APR 2012    
52.247-17  Charges  APR 1984    
52.249-4  Termination For Convenience Of The Government (Services) 

(Short Form)  
APR 1984    

52.249-8  Default (Fixed-Price Supply & Service)  APR 1984    
252.203-7000  Requirements Relating to Compensation of Former DoD 

Officials  
SEP 2011    

252.203-7001  Prohibition On Persons Convicted of Fraud or Other Defense-
Contract-Related Felonies  

DEC 2008    

252.203-7002  Requirement to Inform Employees of Whistleblower Rights  SEP 2013    
252.203-7003  Agency Office of the Inspector General  AUG 2019    
252.204-7003  Control Of Government Personnel Work Product  APR 1992    
252.204-7004  Antiterrorism Awareness Training for Contractors.  FEB 2019    
252.204-7008  Compliance With Safeguarding Covered Defense Information 

Controls  
OCT 2016    

252.204-7009  Limitations on the Use or Disclosure of Third-Party 
Contractor Reported Cyber Incident Information  

OCT 2016    

252.204-7012  Safeguarding Covered Defense Information and Cyber 
Incident Reporting  

DEC 2019    

252.204-7015  Notice of Authorized Disclosure of Information for Litigation 
Support  

MAY 2016    

252.204-7019  Notice of NIST SP 800-171 DoD Assessment Requirements  MAR 2022    
252.204-7020  NIST SP 800-171 DoD Assessment Requirements  MAR 2022    
252.211-7003  Item Unique Identification and Valuation  MAR 2022    
252.211-7007  Reporting of Government-Furnished Property  MAR 2022    
252.215-7007  Notice of Intent to Resolicit  JUN 2012    
252.215-7013  Supplies and Services Provided by Nontraditional Defense 

Contractors.  
JAN 2018    

252.225-7048  Export-Controlled Items  JUN 2013    
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252.232-7003  Electronic Submission of Payment Requests and Receiving 
Reports  

DEC 2018    

252.232-7010  Levies on Contract Payments  DEC 2006    
252.232-7017  Accelerating Payments to Small Business Subcontractors--

Prohibition on Fees and Consideration  
APR 2020    

252.237-7010  Prohibition on Interrogation of Detainees by Contractor 
Personnel  

JUN 2013    

252.243-7001  Pricing Of Contract Modifications  DEC 1991    
252.244-7000  Subcontracts for Commercial Items  JAN 2021    
252.245-7001  Tagging, Labeling, and Marking of Government-Furnished 

Property  
APR 2012    

252.245-7002  Reporting Loss of Government Property  JAN 2021    
252.245-7003  Contractor Property Management System Administration  APR 2012    
252.245-7004  Reporting, Reutilization, and Disposal  DEC 2017    
252.247-7023  Transportation of Supplies by Sea  FEB 2019    
  
 
CLAUSES INCORPORATED BY FULL TEXT 
 
 
52.204-24  REPRESENTATION REGARDING CERTAIN TELECOMMUNICATIONS AND VIDEO 
SURVEILLANCE SERVICES OR EQUIPMENT (NOV 2021) 
 
The Offeror shall not complete the representation at paragraph (d)(1) of this provision if the Offeror has represented 
that it "does not provide covered telecommunications equipment or services as a part of its offered products or 
services to the Government in the performance of any contract, subcontract, or other contractual instrument" in 
paragraph (c)(1) in the provision at 52.204-26, Covered Telecommunications Equipment or Services--
Representation, or in paragraph (v)(2)(i) of the provision at 52.212-3, Offeror Representations and Certifications-
Commercial Products and Commercial Services. The Offeror shall not complete the representation in paragraph 
(d)(2) of this provision if the Offeror has represented that it "does not use covered telecommunications equipment or 
services, or any equipment, system, or service that uses covered telecommunications equipment or services" in 
paragraph (c)(2) of the provision at 52.204-26, or in paragraph (v)(2)(ii) of the provision at 52.212-3. 
 
(a) Definitions. As used in this provision- 
 
Backhaul, covered telecommunications equipment or services, critical technology, interconnection arrangements, 
reasonable inquiry, roaming, and substantial or essential component have the meanings provided in the clause 
52.204-25, Prohibition on Contracting for Certain Telecommunications and Video Surveillance Services or 
Equipment. 
 
(b) Prohibition.  
 
(1) Section 889(a)(1)(A) of the John S. McCain National Defense Authorization Act for Fiscal Year 2019 (Pub. L. 
115-232) prohibits the head of an executive agency on or after August 13, 2019, from procuring or obtaining, or 
extending or renewing a contract to procure or obtain, any equipment, system, or service that uses covered 
telecommunications equipment or services as a substantial or essential component of any system, or as critical 
technology as part of any system. Nothing in the prohibition shall be construed to-- 
 
(i) Prohibit the head of an executive agency from procuring with an entity to provide a service that connects to the 
facilities of a third-party, such as backhaul, roaming, or interconnection arrangements; or 
 
(ii) Cover telecommunications equipment that cannot route or redirect user data traffic or cannot permit visibility 
into any user data or packets that such equipment transmits or otherwise handles. 
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(2) Section 889(a)(1)(B) of the John S. McCain National Defense Authorization Act for Fiscal Year 2019 (Pub. L. 
115-232) prohibits the head of an executive agency on or after August 13, 2020, from entering into a contract or 
extending or renewing a contract with an entity that uses any equipment, system, or service that uses covered 
telecommunications equipment or services as a substantial or essential component of any system, or as critical 
technology as part of any system. This prohibition applies to the use of covered telecommunications equipment or 
services, regardless of whether that use is in performance of work under a Federal contract. Nothing in the 
prohibition shall be construed to-- 
 
(i) Prohibit the head of an executive agency from procuring with an entity to provide a service that connects to the 
facilities of a third-party, such as backhaul, roaming, or interconnection arrangements; or 
 
(ii) Cover telecommunications equipment that cannot route or redirect user data traffic or cannot permit visibility 
into any user data or packets that such equipment transmits or otherwise handles. 
 
(c) Procedures. The Offeror shall review the list of excluded parties in the System for Award Management (SAM) 
(https://www.sam.gov) for entities excluded from receiving federal awards for "covered telecommunications 
equipment or services." 
 
(d) Representations. The Offeror represents that-- 
 
(1) It [ ___  ] will, [ ___  ] will not provide covered telecommunications equipment or services to the Government in 
the performance of any contract, subcontract or other contractual instrument resulting from this solicitation. The 
Offeror shall provide the additional disclosure information required at paragraph (e)(1) of this section if the Offeror 
responds "will" in paragraph (d)(1) of this section; and 
 
(2) After conducting a reasonable inquiry, for purposes of this representation, the Offeror represents that-- 
 
It [ ___  ] does, [ ___  ] does not use covered telecommunications equipment or services, or use any equipment, 
system, or service that uses covered telecommunications equipment or services. The Offeror shall provide the 
additional disclosure information required at paragraph (e)(2) of this section if the Offeror responds "does" in 
paragraph (d)(2) of this section. 
 
(e) Disclosures.  
 
(1) Disclosure for the representation in paragraph (d)(1) of this provision. If the Offeror has responded "will" in the 
representation in paragraph (d)(1) of this provision, the Offeror shall provide the following information as part of the 
offer: 
 
(i) For covered equipment-- 
 
(A) The entity that produced the covered telecommunications equipment (include entity name, unique entity 
identifier, CAGE code, and whether the entity was the original equipment manufacturer (OEM) or a distributor, if 
known); 
 
(B) A description of all covered telecommunications equipment offered (include brand; model number, such as 
OEM number, manufacturer part number, or wholesaler number; and item description, as applicable); and 
 
(C) Explanation of the proposed use of covered telecommunications equipment and any factors relevant to 
determining if such use would be permissible under the prohibition in paragraph (b)(1) of this provision. 
 
(ii) For covered services-- 
 
(A) If the service is related to item maintenance: A description of all covered telecommunications services offered 
(include on the item being maintained: Brand; model number, such as OEM number, manufacturer part number, or 
wholesaler number; and item description, as applicable); or 
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(B) If not associated with maintenance, the Product Service Code (PSC) of the service being provided; and 
explanation of the proposed use of covered telecommunications services and any factors relevant to determining if 
such use would be permissible under the prohibition in paragraph (b)(1) of this provision. 
 
(2) Disclosure for the representation in paragraph (d)(2) of this provision. If the Offeror has responded "does" in the 
representation in paragraph (d)(2) of this provision, the Offeror shall provide the following information as part of the 
offer: 
 
(i) For covered equipment-- 
 
(A) The entity that produced the covered telecommunications equipment (include entity name, unique entity 
identifier, CAGE code, and whether the entity was the OEM or a distributor, if known); 
 
(B) A description of all covered telecommunications equipment offered (include brand; model number, such as 
OEM number, manufacturer part number, or wholesaler number; and item description, as applicable); and 
 
(C) Explanation of the proposed use of covered telecommunications equipment and any factors relevant to 
determining if such use would be permissible under the prohibition in paragraph (b)(2) of this provision. 
 
(ii) For covered services-- 
 
(A) If the service is related to item maintenance: A description of all covered telecommunications services offered 
(include on the item being maintained: Brand; model number, such as OEM number, manufacturer part number, or 
wholesaler number; and item description, as applicable); or 
 
(B) If not associated with maintenance, the PSC of the service being provided; and explanation of the proposed use 
of covered telecommunications services and any factors relevant to determining if such use would be permissible 
under the prohibition in paragraph (b)(2) of this provision. 
 
(End of provision) 
 
 
 
 
52.204-26  COVERED TELECOMMUNICATIONS EQUIPMENT OR SERVICES--REPRESENTATION (OCT  
2020) 
 
(a) Definitions. As used in this provision, “covered telecommunications equipment or services” and "reasonable 
inquiry" have the meaning provided in the clause 52.204-25, Prohibition on Contracting for Certain 
Telecommunications and Video Surveillance Services or Equipment. 
     
(b) Procedures. The Offeror shall review the list of excluded parties in the System for Award Management (SAM) 
(https://www.sam.gov) for entities excluded from receiving federal awards for “covered telecommunications 
equipment or services”. 
 
(c) Representations.  
 
(1) The Offeror represents that it [ ___   ] does, [ ___   ] does not provide covered telecommunications equipment or 
services as a part of its offered products or services to the Government in the performance of any contract, 
subcontract, or other contractual instrument. 
     
(2) After conducting a reasonable inquiry for purposes of this representation, the offeror represents that it [ ___   ] 
does, [ ___   ] does not use covered telecommunications equipment or services, or any equipment, system, or service 
that uses covered telecommunications equipment or services. 



N0017422Q0073 
 

Page 23 of 34 
 

 

 
(End of provision) 
 
 
 
 
52.213-4     TERMS AND CONDITIONS--SIMPLIFIED ACQUISITIONS (OTHER THAN COMMERCIAL 
PRODUCTS AND COMMERCIAL SERVICES) (JAN 2022) 
 
(a) The Contractor shall comply with the following Federal Acquisition Regulation (FAR) clauses that are 
incorporated by reference: 
     
(1) The clauses listed below implement provisions of law or Executive order: 
     
(i) 52.203-19, Prohibition on Requiring Certain Internal Confidentiality Agreements or Statements (JAN 2017) 
(section 743 of Division E, Title VII, of the Consolidated and Further Continuing Appropriations Act, 2015 (Pub. L. 
113-235) and its successor provisions in subsequent appropriations acts (and as extended in continuing resolutions)). 
 
(ii) 52.204-23, Prohibition on Contracting for Hardware, Software, and Services Developed or Provided by 
Kaspersky Lab and Other Covered Entities (NOV 2021) (Section 1634 of Pub. L. 115-91). 
 
(iii) 52.204-25, Prohibition on Contracting for Certain Telecommunications and Video Surveillance Services or 
Equipment. (NOV 2021) (Section 889(a)(1)(A) of Pub. L. 115-232). 
 
(iv) 52.222-3, Convict Labor (JUN 2003) (E.O. 11755). 
    
(v) 52.222-21, Prohibition of Segregated Facilities (APR 2015). 
     
(vi) 52.222-26, Equal Opportunity (SEPT 2016) (E.O. 11246). 
     
(vii) 52.225-13, Restrictions on Certain Foreign Purchases (FEB 2021) (E.O.s, proclamations, and statutes 
administered by the Office of Foreign Assets Control of the Department of the Treasury). 
     
(viii) 52.233-3, Protest After Award (AUG 1996) (31 U.S.C. 3553). 
     
(ix) 52.233-4, Applicable Law for Breach of Contract Claim (OCT 2004) (Pub. L. 108-77, 108-78 (19 U.S.C. 3805 
note). 
     
(2) Listed below are additional clauses that apply: 
     
(i) 52.232-1, Payments (APR 1984). 
     
(ii) 52.232-8, Discounts for Prompt Payment (FEB 2002). 
     
(iii) 52.232-11, Extras (APR 1984). 
     
(iv) 52.232-25, Prompt Payment (JAN 2017). 
     
(v) 52.232-39, Unenforceability of Unauthorized Obligations (JUN 2013). 
     
(vi) 52.232-40, Providing Accelerated Payments to Small Business Subcontractors (NOV 2021). 
    
(vii) 52.233-1, Disputes (MAY 2014). 
     
(viii) 52.244-6, Subcontracts for Commercial Products and Commercial Services (JAN 2022). 
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(ix)  52.253-1, Computer Generated Forms (JAN 1991). 
     
(b) The Contractor shall comply with the following FAR clauses, incorporated by reference, unless the 
circumstances do not apply:    
 
(1) The clauses listed below implement provisions of law or Executive order: 
     
(i) 52.204-10, Reporting Executive Compensation and First-Tier Subcontract Awards (JUN 2020) (Pub. L. 109-282) 
(31 U.S.C. 6101 note) (Applies to contracts valued at or above the threshold specified in FAR 4.1403(a) on the date 
of award of this contract). 
 
(ii) 52.222-19, Child Labor--Cooperation with Authorities and Remedies (JAN 2022) (E.O. 13126) (Applies to 
contracts for supplies exceeding the micro-purchase threshold, as defined in FAR 2.101 on the date of award of this 
contract). 
     
(iii) 52.222-20, Contracts for Materials, Supplies, Articles, and Equipment (JUN 2020) (41 U.S.C. chapter 65) 
(Applies to supply contracts over the threshold specified in FAR 22.602 on the date of award of this contract, in the 
United States, Puerto Rico, or the U.S. Virgin Islands). 
    
(iv) 52.222-35, Equal Opportunity for Veterans (JUN 2020) (38 U.S.C. 4212) (Applies to contracts valued at or 
above the threshold specified in FAR 22.1303(a) on the date of award of this contract). 
     
(v) 52.222-36, Equal Employment for Workers with Disabilities (JUN 2020) (29 U.S.C. 793) (Applies to contracts 
over the threshold specified in FAR 22.1408(a) on the date of award of this contract, unless the work is to be 
performed outside the United States by employees recruited outside the United States).  (For purposes of this clause, 
"United States" includes the 50 States, the District of Columbia, Puerto Rico, the Northern Mariana Islands, 
American Samoa, Guam, the U.S. Virgin Islands, and Wake Island.) 
     
(vi) 52.222-37, Employment Reports on Veterans (JUN 2020) (38 U.S.C. 4212) (Applies to contracts valued at or 
above the threshold specified in FAR 22.1303(a) on the date of award of this contract). 
    
(vii) 52.222-41, Service Contract Labor Standards (AUG 2018) (41 U.S.C. chapter 67) (Applies to service contracts 
over $2,500 that are subject to the Service Contract Labor Standards statute and will be performed in the United 
States, District of Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U.S.  
Virgin Islands, Johnston Island, Wake Island, or the outer Continental Shelf). 
     
(viii)(A) 52.222-50, Combating Trafficking in Persons (NOV 2021) (22 U.S.C. chapter 78 and E.O. 13627) (Applies 
to all solicitations and contracts). 
     
(B) Alternate I (MAR 2015) (Applies if the Contracting Officer has filled in the following information with regard 
to applicable directives or notices: Document title(s), source for obtaining document(s), and contract performance 
location outside the United States to which the document applies). 
     
(ix) 52.222-55, Minimum Wages for Contractor Workers Under Executive Order 14026 (JAN 2022) (Applies when 
52.222-6 or 52.222-41 are in the contract and performance in whole or in part is in the United States (the 50 States, 
the District of Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U.S. Virgin  
Islands, Johnston Island, Wake Island, and the outer Continental Shelf as defined in the Outer Continental Shelf 
Lands Act (43 U.S.C. 1331, et seq.))). 
 
(x) 52.222-62, Paid Sick Leave Under Executive Order 13706 (JAN 2022) (E.O. 13706) (Applies when 52.222-6 or 
52.222-41 are in the contract and performance in whole or in part is in the United States (the 50 States and the 
District of Columbia.)) 
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(xi) 52.223-5, Pollution Prevention and Right-to-Know Information (MAY 2011) (E.O. 13423) (Applies to services 
performed on Federal facilities). 
     
(xii) 52.223-11, Ozone-Depleting Substances and High Global Warming Potential Hydrofluorocarbons (Jun 2016) 
 (E.O. 13693)(applies to contracts for products as prescribed at FAR 23.804(a)(1)). 
     
(xiii) 52.223-12, Maintenance, Service, Repair, or Disposal of Refrigeration Equipment and Air Conditioners (Jun 
2016) (E.O. 13693) (Applies to maintenance, service, repair, or disposal of refrigeration equipment and air 
conditioners). 
(xiv) 52.223-15, Energy Efficiency in Energy-Consuming Products (MAY 2020) (42 U.S.C. 8259b) (Unless exempt 
pursuant to 23.204, applies to contracts when energy-consuming products listed in the ENERGY STAR ® Program 
or Federal Energy Management Program (FEMP) will be-- 
     
(A) Delivered; 
     
(B) Acquired by the Contractor for use in performing services at a Federally-controlled facility; 
     
(C) Furnished by the Contractor for use by the Government; or 
     
(D) Specified in the design of a building or work, or incorporated during its construction, renovation, or 
maintenance). 
 
(xv) 52.223-20, Aerosols (Jun 2016) (E.O. 13693) (Applies to contracts for products that may contain high global 
warming potential hydrofluorocarbons as a propellant or as a solvent; or contracts for maintenance or repair of 
electronic or mechanical devices). 
     
(xvi) 52.223-21, Foams (Jun 2016) (E.O. 13693) (Applies to contracts for products that may contain high global 
warming potential hydrofluorocarbons or refrigerant blends containing hydrofluorocarbons as a foam blowing agent; 
or contracts for construction of buildings or facilities. 
     
(xvii) 52.225-1, Buy American--Supplies (NOV 2021) (41 U.S.C. chapter 67) (Applies to contracts for supplies, and 
to contracts for services involving the furnishing of supplies, for use in the United States or its outlying areas, if the 
value of the supply contract or supply portion of a service contract exceeds the micro-purchase threshold, as defined 
in FAR 2.101 on the date of award of this contract, and the acquisition-- 
     
(A) Is set aside for small business concerns; or 
    
(B) Cannot be set aside for small business concerns (see 19.502-2), and does not exceed $25,000). 
     
(xviii) 52.226-6, Promoting Excess Food Donation to Nonprofit Organizations (JUN 2020) (42 U.S.C. 1792) 
(Applies to contracts greater than the threshold specified in FAR 26.404 on the date of award of this contract, that 
provide for the provision, the service, or the sale of food in the United States). 
     
(xix) 52.232-33, Payment by Electronic Funds Transfer--System for Award Management (OCT 2018) (Applies 
when the payment will be made by electronic funds transfer (EFT) and the payment office uses the System for 
Award Management (SAM) as its source of EFT information.) 
     
(xx) 52.232-34, Payment by Electronic Funds Transfer--Other than System for Award Management (JUL 2013) 
(Applies when the payment will be made by EFT and the payment office does not use the SAM database as its 
source of EFT information.) 
     
(xxi) 52.247-64, Preference for Privately Owned U.S.-Flag Commercial Vessels (NOV 2021) (46 U.S.C. 55305) 
(Applies to supplies transported by ocean vessels (except for the types of subcontracts listed at 47.504(d).) 
     
(2) Listed below are additional clauses that may apply: 
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(i) 52.204-21, Basic Safeguarding of Covered Contractor Information Systems (NOV 2021) (Applies to contracts 
when the contractor or a subcontractor at any tier may have Federal contract information residing in or transiting 
through its information system.) 
 
(ii) 52.209-6, Protecting the Government's Interest When Subcontracting with Contractors Debarred, Suspended, or 
Proposed for Debarment (NOV 2021) (Applies to contracts over the threshold specified in FAR 9.405-2(b) on the 
date of award of this contract). 
     
(iii) 52.211-17, Delivery of Excess Quantities (SEP 1989) (Applies to fixed-price supplies). 
    
(iv) 52.247-29, F.o.b. Origin (FEB 2006) (Applies to supplies if delivery is f.o.b. origin). 
     
(v) 52.247-34, F.o.b. Destination (NOV 1991) (Applies to supplies if delivery is f.o.b. destination). 
 
(c) FAR 52.252-2, Clauses Incorporated by Reference (FEB 1998). This contract incorporates one or more clauses 
by reference, with the same force and effect as if they were given in full text. Upon request, the Contracting Officer 
will make their full text available. Also, the full text of a clause may be accessed electronically at this/these 
address(es): 
 
FAR:  https://www.acquisition.gov/browsefar 
DFARS:  https://www.acq.osd.mil/dpap/dars/dfarspgi/current/ 
NMCARS:  http://www.secnav.navy.mil/rda/Pages/NMCARS.aspx 
 
(d) Inspection/Acceptance. The Contractor shall tender for acceptance only those items that conform to the 
requirements of this contract. The Government reserves the right to inspect or test any supplies or services that have 
been tendered for acceptance. The Government may require repair or replacement of nonconforming supplies or 
reperformance of nonconforming services at no increase in contract price. The Government must exercise its 
postacceptance rights-- 
 
(1) Within a reasonable period of time after the defect was discovered or should have been discovered; and 
 
(2) Before any substantial change occurs in the condition of the item, unless the change is due to the defect in the 
item. 
 
(e) Excusable delays. The Contractor shall be liable for default unless nonperformance is caused by an occurrence 
beyond the reasonable control of the Contractor and without its fault or negligence, such as acts of God or the public 
enemy, acts of the Government in either its sovereign or contractual capacity, fires, floods, epidemics, quarantine 
restrictions, strikes, unusually severe weather, and delays of common carriers. The Contractor shall notify the 
Contracting Officer in writing as soon as it is reasonably possible after the commencement of any excusable delay, 
setting forth the full particulars in connection therewith, shall remedy such occurrence with all reasonable dispatch, 
and shall promptly give written notice to the Contracting Officer of the cessation of such occurrence. 
 
(f) Termination for the Government's convenience. The Government reserves the right to terminate this contract, or 
any part hereof, for its sole convenience. In the event of such termination, the Contractor shall immediately stop all 
work hereunder and shall immediately cause any and all of its suppliers and subcontractors to cease work. Subject to 
the terms of this contract, the Contractor shall be paid a percentage of the contract price reflecting the percentage of 
the work performed prior to the notice of termination, plus reasonable charges that the Contractor can demonstrate 
to the satisfaction of the Government, using its standard record keeping system, have resulted from the termination. 
The Contractor shall not be required to comply with the cost accounting standards or contract cost principles for this 
purpose. This paragraph does not give the Government any right to audit the Contractor's records. The Contractor 
shall not be paid for any work performed or costs incurred that reasonably could have been avoided. 
 
(g) Termination for cause. The Government may terminate this contract, or any part hereof, for cause in the event of 
any default by the Contractor, or if the Contractor fails to comply with any contract terms and conditions, or fails to 



N0017422Q0073 
 

Page 27 of 34 
 

 

provide the Government, upon request, with adequate assurances of future performance. In the event of termination 
for cause, the Government shall not be liable to the Contractor for any amount for supplies or services not accepted, 
and the Contractor shall be liable to the Government for any and all rights and remedies provided by law. If it is 
determined that the Government improperly terminated this contract for default, such termination shall be deemed a 
termination for convenience. 
 
(h) Warranty. The Contractor warrants and implies that the items delivered hereunder are merchantable and fit for 
use for the particular purpose described in this contract. 
 
(End of clause) 
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Section J - List of Documents, Exhibits and Other Attachments 
 
ATTACHMENTS 
CDRL A001 Meeting Minutes  
CDRL A002 Monthly Status Report  
CDRL A003 Government Property Inventory Rep 
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Section K - Representations, Certifications and Other Statements of Offerors  
 
CLAUSES INCORPORATED BY REFERENCE 
 
 
52.204-3  Taxpayer Identification  OCT 1998    
52.204-19  Incorporation by Reference of Representations and 

Certifications.  
DEC 2014    

52.209-11  Representation by Corporations Regarding Delinquent Tax 
Liability or a Felony Conviction under any Federal Law  

FEB 2016    

252.203-7005  Representation Relating to Compensation of Former DoD 
Officials  

NOV 2011    

  
 
CLAUSES INCORPORATED BY FULL TEXT 
 
 
52.219-1      SMALL BUSINESS PROGRAM REPRESENTATIONS (SEP 2021)  
 
     
(a) Definitions. As used in this provision-- 
     
Economically disadvantaged women-owned small business (EDWOSB) concern means a small business concern 
that is at least 51 percent directly and unconditionally owned by, and the management and daily business operations 
of which are controlled by, one or more women who are citizens of the United States and who are economically 
disadvantaged in accordance with 13 CFR part 127. It automatically qualifies as a women-owned small business 
concern eligible under the WOSB Program. 
    
Service-disabled veteran-owned small business concern-- 
     
(1) Means a small business concern-- 
     
(i) Not less than 51 percent of which is owned by one or more service-disabled veterans or, in the case of any 
publicly owned business, not less than 51 percent of the stock of which is owned by one or more service-disabled 
veterans; and 
    
(ii) The management and daily business operations of which are controlled by one or more service-disabled veterans 
or, in the case of a service-disabled veteran with permanent and severe disability, the spouse or permanent caregiver 
of such veteran. 
     
(2) Service-disabled veteran means a veteran, as defined in 38 U.S.C. 101(2), with a disability that is service-
connected, as defined in 38 U.S.C. 101(16). 
     
Small business concern-- 
     
(1) Means a concern, including its affiliates, that is independently owned and operated, not dominant in the field of  
operation in which it is bidding on Government contracts, and qualified as a small business under the criteria in 13 
CFR part 121 and the size standard in paragraph (b) of this provision. 
     
(2) Affiliates, as used in this definition, means business concerns, one of whom directly or indirectly controls or has 
the power to control the others, or a third party or parties control or have the power to control the others. In 
determining whether affiliation exists, consideration is given to all appropriate factors including common ownership, 
common management, and contractual relationships. SBA determines affiliation based on the factors set forth at 13 
CFR 121.103. 
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Small disadvantaged business concern, consistent with 13 CFR 124.1002, means a small business concern under the 
size standard applicable to the acquisition, that-- 
     
(1) Is at least 51 percent unconditionally and directly owned (as defined at 13 CFR 124.105) by-- 
     
(i) One or more socially disadvantaged (as defined at 13 CFR 124.103) and economically disadvantaged (as defined 
at 13 CFR 124.104) individuals who are citizens of the United States, and 
     
(ii) Each individual claiming economic disadvantage has a net worth not exceeding $750,000 after taking into 
account the applicable exclusions set forth at 13 CFR 124.104(c)(2); and 
     
(2) The management and daily business operations of which are controlled (as defined at 13 CFR 124.106) by 
individuals who meet the criteria in paragraphs (1)(i) and (ii) of this definition. 
 
Veteran-owned small business concern means a small business concern-- 
     
(1) Not less than 51 percent of which is owned by one or more veterans (as defined at 38 U.S.C. 101(2)) or, in the 
case of any publicly owned business, not less than 51 percent of the stock of which is owned by one or more 
veterans; and 
     
(2) The management and daily business operations of which are controlled by one or more veterans. 
    
Women-owned small business concern means a small business concern-- 
     
(1) That is at least 51 percent owned by one or more women; or, in the case of any publicly owned business, at least 
51 percent of the stock of which is owned by one or more women; and 
     
(2) Whose management and daily business operations are controlled by one or more women. 
     
Women-owned small business (WOSB) concern eligible under the WOSB Program (in accordance with 13 CFR 
part 127), means a small business concern that is at least 51 percent directly and unconditionally owned by, and the 
management and daily business operations of which are controlled by, one or more women who are citizens of the 
United States. 
    
(b)(1) The North American Industry Classification System (NAICS) code for this acquisition is [541430]. 
     
(2) The small business size standard is  ______ [insert size standard]. 
     
(3) The small business size standard for a concern that submits an offer, other than on a construction or service 
acquisition, but proposes to furnish an end item that it did not itself manufacture, process, or produce (i.e., 
nonmanufacturer), is 500 employees if the acquisition-- 
     
(i) Is set aside for small business and has a value above the simplified acquisition threshold; 
     
(ii) Uses the HUBZone price evaluation preference regardless of dollar value, unless the offeror waives the price 
evaluation preference; or 
     
(iii) Is an 8(a), HUBZone, service-disabled veteran-owned, economically disadvantaged women-owned, or women-
owned small business set-aside or sole-source award regardless of dollar value. 
     
(c) Representations. (1) The offeror represents as part of its offer that it [ ___  ] is, [ ___  ] is not a small business 
concern.    (2) [Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this 
provision.] The offeror represents that it [ ___  ] is, [ ___  ] is not, a small disadvantaged business concern as defined 
in 13 CFR 124.1002. 
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(3) [Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.] 
The offeror represents as part of its offer that it [ ___  ] is, [ ___  ] is not a women-owned small business concern. 
     
(4) Women-owned small business (WOSB) concern eligible under the WOSB Program. [Complete only if the 
offeror represented itself as a women-owned small business concern in paragraph (c)(3) of this provision.] The 
offeror represents as part of its offer that-- 
     
(i) It [ ___  ] is, [ ___  ] is not a WOSB concern eligible under the WOSB Program, has provided all the required 
documents to the WOSB Repository, and no change in circumstances or adverse decisions have been issued that 
affects its eligibility; and 
     
(ii) It [ ___  ] is, [ ___  ] is not a joint venture that complies with the requirements of 13 CFR part 127, and the  
representation in paragraph (c)(4)(i) of this provision is accurate for each WOSB concern eligible under the WOSB 
Program participating in the joint venture. [The offeror shall enter the name or names of the WOSB concern eligible 
under the WOSB Program and other small businesses that are participating in the joint venture:  ___  --.] Each  
WOSB concern eligible under the WOSB Program participating in the joint venture shall submit a separate signed 
copy of the WOSB representation. 
     
(5) Economically disadvantaged women-owned small business (EDWOSB) concern. [Complete only if the offeror 
represented itself as a women-owned small business concern eligible under the WOSB Program in (c)(4) of this 
provision.] The offeror represents as part of its offer that-- 
     
(i) It [ ___  ] is, [ ___  ] is not an EDWOSB concern eligible under the WOSB Program, has provided all the 
required documents to the WOSB Repository, and no change in circumstances or adverse decisions have been issued 
that affects its eligibility; and 
     
(ii) It [ ___  ] is, [ ___  ] is not a joint venture that complies with the requirements of 13 CFR part 127, and the  
representation in paragraph (c)(5)(i) of this provision is accurate for each EDWOSB concern participating in the 
joint venture. [The offeror shall enter the name or names of the EDWOSB concern and other small businesses that 
are participating in the joint venture:  ___  --.] Each EDWOSB concern participating in the joint venture shall  
submit a separate signed copy of the EDWOSB representation. 
     
(6) [Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.] 
The offeror represents as part of its offer that it [ ___  ] is, [ ___  ] is not a veteran-owned small business concern. 
    
(7) [Complete only if the offeror represented itself as a veteran-owned small business concern in paragraph (c)(6) of 
this provision.] The offeror represents as part of its offer that it [ ___  ] is, [ ___  ] is not a service-disabled veteran-
owned small business concern. 
     
(8) [Complete only if the offeror represented itself as a small business concern in paragraph (c)(1) of this provision.] 
The offeror represents, as part of its offer, that-- 
     
(i) It [ ___  ] is, [ ___  ] is not a HUBZone small business concern listed, on the date of this representation, on the 
List of Qualified HUBZone Small Business Concerns maintained by the Small Business Administration, and no 
material changes in ownership and control, principal office, or HUBZone employee percentage have occurred since 
it was certified in accordance with 13 CFR Part 126; and 
     
(ii) It [ ___  ] is, [ ___  ] is not a HUBZone joint venture that complies with the requirements of 13 CFR Part 126, 
and the representation in paragraph (c)(8)(i) of this provision is accurate for each HUBZone small business concern 
participating in the HUBZone joint venture. [The offeror shall enter the names of each of the HUBZone small 
business concerns participating in the HUBZone joint venture:  ___  --.] Each HUBZone small business concern 
participating in the HUBZone joint venture shall submit a separate signed copy of the HUBZone representation. 
 
(d) Notice. Under 15 U.S.C. 645(d), any person who misrepresents a firm's status as a business concern that is small, 
HUBZone small, small disadvantaged, service-disabled veteran-owned small, economically disadvantaged women-
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owned small, or women-owned small eligible under the WOSB Program in order to obtain a contract to be awarded 
under the preference programs established pursuant to section 8, 9, 15, 31, and 36 of the Small Business Act or any 
other provision of Federal law that specifically references section 8(d) for a definition of program eligibility, shall— 
 
(1) Be punished by imposition of fine, imprisonment, or both;  
 
(2) Be subject to administrative remedies, including suspension and debarment; and  
 
(3) Be ineligible for participation in programs conducted under the authority of the Act.  
 
(End of provision) 
 
 
 
52.222-22      PREVIOUS CONTRACTS AND COMPLIANCE REPORTS (FEB 1999) 
 
The offeror represents that -- 
 
(a) (  ) It has, (  ) has not participated in a previous contract or subcontract subject to the Equal Opportunity clause of 
this solicitation; 
 
(b) (  ) It has, (  ) has not, filed all required compliance reports; and 
 
(c) Representations indicating submission of required compliance reports, signed by proposed subcontractors, will 
be obtained before subcontract awards. 
 
(End of provision) 
 
 
 
52.222-25     AFFIRMATIVE ACTION COMPLIANCE (APR 1984) 
 
The offeror represents that  
 
(a) [  ] it has developed and has on file, [  ] has not developed and does not have on file, at each establishment, 
affirmative action programs required by the rules and regulations of the Secretary of Labor (41 CFR 60-1 and 60-2), 
or  
 
(b) [  ] has not previously had contracts subject to the written affirmative action programs requirement of the rules 
and regulations of the Secretary of Labor. 
 
(End of provision)



N0017422Q0073 
 

Page 33 of 34 
 

 

Section L - Instructions, Conditions and Notices to Bidders  
 
CLAUSES INCORPORATED BY REFERENCE 
 
 
52.237-1  Site Visit  APR 1984    
52.252-1  Solicitation Provisions Incorporated By Reference  FEB 1998    
 
 
PERSONNEL QUALIFICATIONS 

PERSONNEL QUALIFICATIONS 
 

FOR 
 

CORPORATE COMMUNICATIONS SUPPORT 
 
 
The Contractor must have the personnel, organization, and administrative control necessary to 
ensure that the services performed meet all requirements specified in the task order. The work 
history of each Contractor employee shall contain experience directly related to the tasks and 
functions to be assigned. The Ordering Officer reserves the right to determine if a given work 
history contains necessary and sufficiently detailed, related experience to reasonably ensure the 
ability for effective and efficient performance. 
 
Program Manager (Key) (Secret) 
 
A Bachelor’s degree in management, business, or accounting discipline from an accredited 
college or university with ten (10) years professional experience. Must have knowledge of 
Department of Defense (DoD) policies and directives. Experience to include at least six (6) years 
of relevant experience in the management and control of budgets, personnel, and material 
resources for contracts of this type and complexity. Should have experience with automated 
systems to include database maintenance and ad hoc reporting. Must have ability to analyze and 
prepare documentation and possess the ability to identify and resolve complex problems. 
Activities include obtaining, analyzing, and evaluating complex textual and/or quantitative 
information in order to make comparisons among alternatives or to make recommendations for 
corrections or improvements in processes, operations, or policies. Organizes, directs, coordinates 
planning and production of all contract activities. Interfaces with client management including 
the Contracting Officer and the Contracting Officer’s Representative (COR). Recruits personnel 
necessary to perform assigned tasks. Establishes and alters (as necessary) program organization 
to provide effective contract support. Assigns, schedules, and provides quality assurance of 
project team deliverable.  Ensures conformance to task specifications and contract provisions. 
 
Graphic Designer II (Key) (Secret) 
 
A Bachelor’s Degree (BA/BS) in fine arts, communications, graphic design or related field. An 
Associate’s Degree (AS/AA) and ten (10) years of experience may be substituted for the 
Bachelor’s degree. Must have proficiency with Adobe Creative Suite (including Illustrator, 
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InDesign, and Photoshop), and working knowledge of Microsoft Publisher is required. Must also 
be proficient with Microsoft Office products. Demonstrated proficiency in creating, designing, 
formatting, editing, and maintaining a variety of print and digital media. Knowledge of Section 
508 compliance standards and how to create 508-compliant print and digital products. 
Experience in photography and photo editing is preferred. 
 
 
 
 
Graphic Designer I (Key) (Secret) 
 
An associate degree or higher in fine arts, communications, graphic design or related field, and 
two to five (2-5) years of experience is required. Must have proficiency with Adobe Creative 
Suite (including Illustrator, InDesign, and Photoshop), and working knowledge of Microsoft 
Publisher is required. Must also be proficient with Microsoft Office products. Ability to meet 
deadlines and work in a fast-paced and time-sensitive environment. Experience in photography 
and photo editing is preferred. 
 
 
 


