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Printing Services

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: _Toc393182216]1.0	Introduction 

This Statement of Work (SOW) defines resource requirements to support the (Identify your Organization) printing services.

[bookmark: _Toc393182217]2.0	Scope of Work 

The scope of this Task is to provide printing services utilizing Laser and impact printers, and other equipment associated with printing services. Contractor personnel will provide the knowledge and skills necessary to execute these services.

During times when [Identify your Organization] closes due to weather or national emergency, the Contractor will designate personnel whose roles are essential to maintaining the continuity of critical FAA services and operations. These employees will continue to work regular or specially assigned shifts after other employees have been directed to leave the [Identify your Organization].

[bookmark: _Toc393182218]3.0	Tasks 

Monitor mainframe systems print queue to initiate printing. These are performed on [Identify printer hardware]. Machines are state of the art, and require minimal labor support.

· Operate [Identify printer hardware] laser printer(s)to print computer-generated reports (daily) and documents and impact printer(s) to print single and multiple-copy documents and special forms.

· Apply knowledge for setting up print jobs, including those requiring special forms, fonts, and signatures.

· Perform restart/recovery of print jobs daily as requested.

· Review printed output and verify that it is correct and of acceptable quality. Jobs will be reviewed on a job by job basis.

· Place printed system documents from test and production batch jobs in designated bins and deliver batch production reports to distribution personnel daily.

· Load printers with appropriate paper or forms. This will require loading and removing boxes of paper weighing up to approximately 50 pounds. Both of these functions will be performed daily.

· Periodically each day, clean printers and change print chains, ribbon, developer and toner as necessary.

· Take bi-weekly inventory of (and order when necessary), printing supplies such as paper, ribbon, ink, and special forms.

· Log calls to vendor providing printer maintenance and document purpose of call and action taken by vendor as necessary.

[bookmark: _Toc393182219]4.0	Hours of Operation 

The Contractor shall provide trained and knowledgeable staffing for printing and binding services and other tasks as defined by the Task Manager 15.50 hours per day, 5 days a week, 52 weeks per year. Contract staff may be required to work rotating/non-standard schedules to assure task coverage when other contract employees are off or have to be away from the work place.  The hours of the print shop are from 0800 AM to 12:00 AM.

[bookmark: _Toc393182220]5.0	Orientation and Training 

The Government shall provide the following:

· Written procedures defining the requirements contained in this SOW.

· Instructional information relating to task details and expectations.

· On the job training to each contractor employee when required to fulfill Task requirements.

[bookmark: _Toc393182221]6.0	FAA Security 

Due to the extreme sensitivity of the data involved with the day to day business of [Identify your Organization] the Contractor shall perform their services in accordance with FAA procedures and regulations.  The Contractor shall maintain compliance with DOT/FAA Orders and Regulations.  No part or parts of the project materials or information shall be released or disclosed to any person or persons outside of "those persons representing [Identify your Organization] development and/or operations who have a need to know", personnel representing the DOT and/or FAA Security offices.  This applies to all materials, software, and data used in conjunction with this task or to produce reports and information obtained by any member of the Contractor and/or Contractor's employees.

[bookmark: _Toc393182222]6.1	Privacy and Security Requirements 

Although it may not be labeled as such, the contractor is hereby informed that all access to application information is "FOR OFFICIAL USE ONLY".  Any disclosure of information contained in these application systems will be considered in violation of the privacy and security requirements.

[bookmark: _Toc393182223]6.2	Privacy 

The Contractor shall be responsible for the utmost confidentiality regarding this activity.  Information provided to the Contractor is subject to the provisions in the Privacy Act, and the rules of conduct cited in the Act are applicable. All information must be protected from unauthorized disclosure.  The Contractor is prohibited from releasing any information labeled "FOR OFFICIAL USE ONLY" unless authorized in writing by the FAA.

All Contractor personnel staff shall comply with non-disclosure agreements as required by the Federal Government.

Because of the sensitive nature of the information associated with this activity, the Contractor shall control the data by ensuring that the information is safeguarded and securely locked when not being used by the Contractor.  Only those individuals who have a need to know are permitted to view the information.

[bookmark: _Toc393182224]6.3	Disclosure of Information Interagency Agreements 

Disposal of sensitive waste materials (such as computer printout, carbon paper, magnetic media, or documentation) shall meet the requirements of DOT/FAA Order 1600.54B.

All material processed or reproduced pursuant to the contract shall be treated as confidential and the provisions of 26 CFR 301.6103(n) 1 shall apply.

Any Department of Transportation information available, that is marked "Official Use Only", shall be used only for the purpose of carrying out the provisions of this agreement, and shall not be divulged or made known in any manner to any person except as necessary in the performance of this agreement.

[bookmark: _Toc393182225]6.4	Disclosure of Information Criminal/Civil Sanctions 

It is incumbent upon the Contractor to inform its officers and employees of the penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a. Specifically, 5 U.S.C. 552a(i)(1), which is made applicable to Contractors by 5 U.S.C. Paragraph 552a(m)(1) provides that any officer or employee of a Contractor, who by virtue of his/her employment or official position, has possession of or access to agency records which contain individually identifiable information, the disclosure of which is prohibited by the Privacy Act or regulations established there under, and who knowing that such disclosure of the specific material is so prohibited, willfully discloses the material in any manner to any person or agency not entitled to receive it, shall be guilty of a misdemeanor and fined not more than $5,000.

[bookmark: _Toc393182226]6.5	Disclosure of Information Official Use Only Sanctions 

Each officer or employee of the Contractor or subcontractor at any tier to whom "Official Use Only" information may be made available or disclosed shall be notified in writing by the Contractor that "Official Use Only" information disclosed to such officer or employee can be used only for a purpose and to the extent authorized herein, and that further disclosure of any such "Official Use Only" information, by any means, for a purpose or to an extent unauthorized herein, may subject the offender to criminal sanctions imposed by 18 U.S.C. 641 and 3571. Section 641 of 18 U.S.C. provides, in pertinent part, that whoever knowingly converts to his use or the use of another, or without authority, sells, conveys, or disposes of any record of the United States or whoever receives the same with the intent to convert it to his use or gain, knowing it to have been converted, shall be guilty of a crime punishable by a fine or imprisoned up to ten years or both.

[bookmark: _Toc393182227]6.6	Disclosure of Information Safeguards 

In performance of this task, the Contractor agrees to comply with and assume responsibility for compliance by his/her employees with the following requirements:

All work shall be performed under the supervision of the Contractor or Contractor's responsible employees.

Information made available in any format shall be used only for the purpose of carrying out the provisions of this contract.  Information contained in such material shall be treated as confidential and shall not be divulged or made known in any manner to any person except as may be necessary in the performance of this task. Disclosure to anyone other than an officer or employee of the Contractor shall require written approval of the Federal Aviation Administration. Requests to make such disclosures should be addressed to the FAA's Contracting Officer.

Information will be accounted for upon receipt and properly stored before, during, and after processing. In addition, all related output shall be given the same level of protection as required for the source material.

Any spoilage or intermediate hard copy which may result during the processing of FAA data shall be given to the Task Manager or his/her designee. When this is not possible, the Contractor shall be responsible for the destruction of the spoilage or any intermediate hard copy and shall provide the FAA Contracting Officer or his/her designee with a statement containing the date of destruction, description of material destroyed, and the method used.

[bookmark: _Toc393182228]7.0	Government Furnished Equipment 

The Government shall provide the Contractor with the necessary equipment, telephones, space, office furniture, electrical power, heating, air conditioning, printing equipment, and computer hardware and software.

[bookmark: _Toc393182229]8.0	Records 

The contractor employee shall record required activities (Production Logs, Distribution Logs, Service Maintenance Logs, and Inventory Logs).

[bookmark: _Toc393182230]9.0	Performance Review 

During the period of performance, the Contractor and/or the Contractor's designated Project Leader and the Task Manager will, at a minimum, confer on a monthly basis to review the Contractor's performance.  The Task Manager can ask for a conference with the Contractor to discuss projects, and/or performance associated with this task.

[bookmark: _Toc393182231]10.0	Point of Contact 

The point of contact will be [Identify your Organization and POC].
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