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Secretarial Support

Warning: 
The Statement of Work (SOW) paragraphs, Contract Data Requirements List (CDRL) items, and Data Item Descriptions (DIDs) identified for your type of acquisition are recommendations only. You are expected to modify or add SOW paragraphs, CDRLs, or DIDs to address the specific requirements of your program.
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[bookmark: _Toc393368373]Introduction 
The purpose of this procurement is to provide secretarial support to organizations located at the (Identify the location of your organization).


[bookmark: _Toc393368374]Background 
The (Identify your organization) intends to award and administer a follow on contract for an existing administrative services contract for secretarial support. The positions required are purely secretarial in nature, and under the guidance of the FAA's Acquisition Executive Memorandum dated May 25, 2005, will be administered as a "personal service" contract.


[bookmark: _Toc393368375]Requirements 
The FAA will order secretarial services under this contract by means of delivery orders with specifically defined requirements, deliverable products, and schedules. The Contractor will perform work under this contract only as directed in delivery orders issued by an authorized Federal Aviation Administration (FAA) Contracting Officer (CO).

For all delivery orders issued against this contract, the Contractor must provide
Secretarial support at or below the fully burdened ceiling rates established in Section B under the resultant contract but under no circumstances less than a Department of Labor Service Contract Act wage determination. 

The Occupational base for this requirement is 01310, Secretary. This position provides principal secretarial support in an office, usually to one individual, and, in some cases, to the subordinate staff of that individual.  The Secretary maintains a close and highly responsive relationship to the day-to-day activities of the supervisor and staff, works fairly independently receiving a minimum of detailed supervision and guidance, and performs various clerical and secretarial duties requiring knowledge of office routine and an understanding of the organization, programs, and procedures related to the work of the office.  Computers may exist in the environment, requiring working knowledge of certain office software programs. 

The following labor categories are to be provided by the Contractor as outlined in Section B of the contract and are the minimum requirements and skill levels acceptable: 

a. Secretary I (01311): This candidate must possess at least a High School Diploma or GED and at least two (2) years experience relevant to this SOW. This candidate will perform routine tasks in a government office environment. This candidate carries out recurring office procedures independently, and selects the guideline or reference that fits the specific case. The supervisor provides specific instructions on new assignments and checks completed work for accuracy.

b. Secretary II (01312): This candidate must possess at least an Associate’s degree in a field relevant to this procurement's requirements, or a High School Diploma/GED and at least four (4) years’ experience relevant to this SOW. The candidate will handle differing situations, problems, and deviations in the work of the office according to the supervisor's general instructions, priorities, duties, policies, and program goals. The supervisor may assist secretary with special assignments.

c. Secretary III (01313): This candidate must possess at least a Bachelor's degree in a field relevant to this procurement's requirements, or an Associate’s Degree in a field relevant to this procurement’s requirements and at least three (3) years’ experience relevant to this SOW, or a High School Diploma or GED with at least eight (8) years of experience relevant to this SOW. This candidate must use greater judgment and initiative to determine the approach or action to take in non-routine situations, interpret and adapt guidelines, including unwritten policies, precedents, and practices, which are not always completely applicable to changing situations.

It is the Government’s intent to determine the required level of secretarial expertise according to two factors: (a) the level of the secretary's supervisor within the overall organizational structure, and (b) the level of the secretary's responsibility.  A matrix for Secretary Level assignments will be developed for COTR management and provided to the Contractor for reference purposes.


[bookmark: _Toc393368376]Scope of Work 
The Contractor must provide personnel to support the following Government activities: 

a. Routine Government Office Activities 
b. Prepare Procurement Requests 
c. Input of Travel Authorizations 
d. Input of Time and Attendance Records
e. Attend Technical Meetings and Presentations

[bookmark: _Toc393368377]Routine Government Office Activities 
This function is defined as normal office administrative and clerical functions. The Contractor must, but is not limited to: a) answering phones, taking messages and forwarding calls, b) performing repetitive administrative functions such as filing documents, c) scheduling conference rooms, d) maintaining inventory of office supplies, e) preparing letters and inter-office e-mails, f) preparing minutes of meetings and memoranda, g) maintaining schedules for Groups, Teams and Sub-Team personnel, and h) other normal administrative tasks as assigned.

[bookmark: _Toc393368378]Prepare Procurement Requests 
The Contractor will work independently and competently to provide support in the preparation of Procurement Requests (PRs).  The preparation of Procurement Requests requires that the Contractor access the PRISM system. In order to gain access, the Contractor employee must sign a Non-Disclosure agreement and get COTR approval. The Contractor will be provided training in the preparation of PRISM PRs if needed. At no time will the Contractor input PRs for their own contract.

[bookmark: _Toc393368379]Input of Travel Authorizations 
The Contractor will work independently and competently to provide support for the input of Travel Authorizations for Groups, Teams, and Sub-Teams.  The preparation of Travel Authorizations requires that the Contractor access the GovTrip system. In order to gain access, the Contractor employee must sign a Non-Disclosure agreement and get COTR approval. The Contractor will be provided training in the preparation of Travel Authorizations in GovTrip, if needed.

[bookmark: _Toc393368380]Input Time and Attendance Records 
The Contractor will work independently and competently to provide support for the input of Time and Attendance Records for Groups, Teams, and Sub-Teams.  The preparation of Time and Attendance Records requires that the Contractor have access to Privacy Act Data. The Contractor must sign Non-Disclosure forms and follow the Privacy Act clause in this contract to protect this data. Mishandling of Privacy Act data will be cause for immediate dismissal of any Contractor personnel. The preparation of Time and Attendance Records requires that the Contractor access the CRU-X, CASTLE, and other automated systems. In order to gain access, the Contractor employee must sign a Non-Disclosure agreement and get COTR approval. The Contractor will be provided training in the preparation of Time and Attendance Records, if needed.

[bookmark: _Toc393368381]Attend Technical Meetings and Presentations 
The Contractor must, upon Government request, and in accordance with this contract, conduct and/or participate in technical meetings, working groups, meetings, and management meetings pertaining to this project. The Contractor must support the FAA's COTR, Team or Sub-Team leads, as required in the planning, management, conduct, and administration of meetings; preparation of briefing materials, slides, attendee/distribution lists; and preparation of post-meeting preparation and distribution of meeting notes.


[bookmark: _Toc393368382]Contractor Performance 

[bookmark: _Toc393368383]Personnel 
The Contractor must provide personnel who possess the required knowledge and work experience in the disciplines needed to conduct and complete the work defined in this SOW. The Contractor must not employ persons for work on this Contract if such employee is considered by the COTR to be a potential threat to the health, safety, security, general wellbeing, or operational mission of the FAA and its population.

Contractor personnel must present a neat appearance, wear FAA Security (ID) badges, and must be easily recognized as Contractor employees.  Contractor personnel attending meetings, answering phones, and working in other situations where their status is not obvious, are required to identify themselves as contractors to avoid creating the impression that they are Government personnel.

[bookmark: _Toc393368384]Resume Reviews 
The Contractor must provide resumes of personnel nominated to fill positions identified by a delivery order. The COTR acting for the CO will have right of refusal for employees not considered qualified.

If at any time the Government has reason to believe that Contractor personnel may have fabricated work experience on their resume, this will be cause for replacement upon proper notice.  

Persons approved by the COTR for performance of this contract must not be reassigned or removed without the written notification and consent of the COTR.  If, for any reason, any of the aforementioned persons becomes unavailable for work under this contract, the Contractor must notify the Government immediately.  Upon the request and approval of the COTR, the Contractor will replace such employee with an employee of substantially equal abilities and qualifications.  The Contractor must provide resumes to the Government for consideration within three (3) business days of receipt of approval from the Government to replace an employee.

[bookmark: _Toc393368385]Work Schedule 
The Contractor must perform work under this contract 40 hours a week, not to exceed 1880 hours per year per labor category. Work days under this contract are Monday through Friday.  The Contractor must perform work for eight (8) hours each work day under this contract during the core hours of 6:00am and 5:30pm, subject to the requirements of the Group, Team, or Sub-Team manager.

The Contractor must observe a minimum of ten paid holidays per year:  New Year's Day, Martin Luther King, Jr. Day, Washington’s Birthday, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans' Day, Thanksgiving Day, and Christmas Day.

[bookmark: _Toc393368386]Overtime 
With respect to work done under this contract, the Contractor must not exceed the hours, cost, or delivery time specified therein without notification to the COTR and specific approval by the CO. The Contractor must obtain determination and written approval from the COTR prior to performing work as overtime. The Customer/requestor of such a task is responsible for any and all additional resources and costs needed which require an overtime status. Overtime is paid on a time and a half basis for hours worked above a typical 40 hour week in accordance with the Service Contract Act. Contractor personnel are expected to accomplish all tasks within the normal scope of work hours unless overtime requirements are approved beforehand.

[bookmark: _Toc393368387]Travel 
The Contractor employees must perform business travel only upon the request and if written authorization is received by the COTR. The Contractor must plan and perform all travel within the framework of Federal Travel Regulations.

[bookmark: _Toc393368388]On Site Management 
The Contractor will make provision for the management, interaction or direction of his personnel locally. The method chosen by the Contractor is entirely at his own discretion but any costs associated with this management are to be borne by the Contractor and not separately invoiced to the Government.

[bookmark: _Toc393368389]Management of Contractor Personnel 
Despite the identification of this contract as a personal services contract, the Contractor is responsible for the management, reward, and rating of his employees. It is not the Government’s intent to interfere with the Contractor’s management responsibility of his personnel by classifying this contract as "personal services." Contractor personnel may not act in a capacity that diminishes the distinction between Government and Contractor personnel. For example, they may not be appointed as Combined Federal Campaign managers or other POCs for employee activities, or collect moneys for retirement luncheons. Contractor personnel will not participate in training classes without prior COTR approval.


[bookmark: _Toc393368390]Deliverables 

[bookmark: _Toc393368391]Reports 
The Contractor must prepare all documents/deliverables, such as, letters, memorandum, meeting agendas, meeting notes, monthly reports, telephone conversation reports, trip reports, requirements, and specifications documents, technical and other analysis reports, and other project related documents as required.  The Contractor will not release any such written material to entities other than the Contractor’s own company or own subcontractor supporting the projects. The Contractor must deliver all documentation or data in hard copy and on electronic media. All documentation must be provided in current Microsoft Office Suite formats unless otherwise specified. Such reports will not be invoiced to the Government.

[bookmark: _Toc393368392]Invoicing 
The Contractor must provide to the CO and COTR a monthly detailed breakdown of funds expended during the reporting period, including a breakdown of labor hours utilized by the Contractor and any subcontractor, associated labor costs, material costs, and other direct costs incurred.





[bookmark: _Toc393368393]General Information 

[bookmark: _Toc393368394]Period of Performance 
This contract will not exceed 60 months from date of award.

[bookmark: _Toc393368395]Adjustments and Modifications 
No oral statement of any person and no written statement of anyone other than the CO will modify or otherwise affect the terms or meaning of the schedule or Statement of Work. All requests for interpretation or modifications must be made in writing to the CO.

[bookmark: _Toc393368396]Place of Performance 
This contract will be executed within the confines of the (Identify your facility). 

The Contractor will be collocated with the Group, Team, or Sub-Team leads, as well as Federal secretaries.  Personnel will be provided office space and equipment as required. No work is to be performed at a contractor site (offsite) location.

[bookmark: _Toc393368397]Service Contract Act Wages 
The Department of Labor (DOL) conducts periodic labor wage survey determinations by geographic location under the Service Contract Act (SCA). SCA establishes standards for prevailing compensation and safety and health protections for employees performing work for contractors and subcontractors on service contracts entered into with the Federal Government.  The Contractor is required to comply with ALL terms and conditions of the Service Contract Act of 1965, as amended.   Each service employee employed in the performance of this contract by the Contractor must be paid not less than the minimum monetary wage and will be furnished fringe benefits in accordance with the wages and fringe benefits determined by the Secretary of Labor, or authorized representative. The Contractor will be responsible for staying abreast of changes to wage surveys that may impact Contractor personnel utilized by the Government on this contract. The Contractor will adjust employee wages to ensure that no employee is employed at a rate less than what if called for by the SCA and DOL surveys.  An increase in employee wages is a legitimate cause for contract modification upon notification to or by the CO.

[bookmark: _Toc393368398]Delivery Instructions 
Additional delivery instructions for services may be specified in individual orders, as necessary.
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