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Moving 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: _Toc393971258]Overview 
The Federal Government (Federal Aviation Administration) requires commercial moving and relocation services for the (Name of Facility), located at (Address) and its off-site facility located at (Address if required). In order to perform all vital functions, and support the National Airspace System (NAS) and its regulatory responsibilities, this Statement of Work (SOW) has been written to provide direction and guidance for (Name of Facility) Moving Services Program. It identifies and assigns specific responsibilities and procedures unique to the (Name of Facility).

The (Name of facility) complex is comprised of (describe your facility) over 3 million square feet located in multiple buildings and housed on approximately 1,100 acres. Buildings range from one to three stories many with basements. Larger buildings have loading docks. (Description used as an example)

The off-site location is a one-story warehouse facility on (Address if required).


[bookmark: _Toc393971259]Objective 
The Contractor must furnish all contract oversight, management; supervisory and technically trained personnel; uniforms; equipment, materials, and supplies necessary to provide commercial office moving and relocation services for the (Name of facility). This includes, but is not limited to the following, providing all labor, materials, and equipment necessary to accomplish the work as stated herein, e.g., excess property pickup, furniture installation, routine moving services activities, special event activities, special furniture cleaning and repair, special moving activities and special handling moving activities; furnishing all vehicles, insurance, drivers, supervision, maintenance, equipment, and operating supplies/services required for the safe transport of the property, and performing all services necessary to provide moving and relocation services for requesting organizations.


[bookmark: _Toc393971260]Requirements 
The Contractor must designate an on-site working supervisor. The on-site working supervisor must have a cell phone or other means of communication. The on-site working supervisor must coordinate each moving service activity with the COTR. The on-site working supervisor must be responsible for directing the activities of the crew members. 
 
The Contractor must provide a standard crew consisting of a minimum of four persons of which one member is required to be a supervisor. The contractor must provide crews sufficient to perform tasks on every Government workday.

The Contractor must provide sufficient personnel/crews based on workload as required to accomplish the assigned tasks. Requests for additional personnel/crews will be made a minimum of five calendar days in advance of the moving service activity.

The Contactor must ensure all crew members are in proper uniform throughout their tour of duty. Supervisors and crew members who are not in proper uniform must not work at the (Name of the facility).

The Contractor must ensure that all crew members working under this contract have successfully passed all screening processes required by the FAA. The Contractor must ensure all crew members are physically able to perform all duties required by this contract.

The Contractor must ensure that crew members have the technical training in assembly and disassembly of all types of furniture and specialized equipment before performing such tasks.

The Contractor must ensure all moving service activities are performed in a safe manner.

The Contractor must be responsible for the protection of Government property. Trailers containing Government property must be secure at all times. Loaded trailers must remain at the (Name of facility) until unloaded at a location designated by the COTR.

The Contractor must be responsible for damage to property and insured to repair and/or replace damaged property and personnel.

The Contractor must be responsible for maintaining reusable furniture products, parts and components in (Identify Site), a (Number of square feet) square foot warehouse storage building, in a clean, protected, and organized manner. (If required)

The Contractor must provide, operate, manage, and maintain a trained, uniformed moving services crew for the (Name of Facility) for the following tasks:

[bookmark: _Toc393971261]Excess Property Pickup 
Excess property pickup includes, but is not limited to, memory storage automation equipment, non-memory storage automation equipment, office equipment, office furniture, specialized items (i.e. antennas or radar systems), and items requiring special handling (i.e. pre-determined hazardous materials, glassware, oversized items).

An excess pickup could consist of a single item or multiple items. Multiple item pickups could include one or all of the categories listed.

NOTE: The contractor must provide one semi-trailer to be permanently stationed and secured at (Name of Facility). When the trailer is filled to capacity with excess equipment (or at other times as directed by the COTR) the trailer must be unloaded at the (Name of Site). (Delete if not required)

[bookmark: _Toc393971262]Furniture Installations/Reconfigurations 
Furniture installations and reconfigurations include, but are not limited to the following, free-standing, panel-hung systems, and modular furniture disassembly, relocation, reassembly, and reconfigurations; the disassembly and reassembly of shelving, and special items such as Times-Two cabinets and mobile or rolling file cabinet systems. All furniture installations and reconfigurations must have an approved concept plan.

[bookmark: _Toc393971263]Moving Services Activities 
Moving activities include, but are not limited to, moving miscellaneous free-standing furniture items; file record boxes; employee property such as boxed files, records, and computers; equipment; filing cabinets of various types and sizes; carpet tile pallets to a different location; delivering and picking up empty moving boxes; minor furniture repair; and disposal of designated items such as removal of trash from work sites.

[bookmark: _Toc393971264]Event Activities 
Event activities include, but are not limited to, the delivery, setup, teardown, and pickup of tables and chairs for special events.

[bookmark: _Toc393971265]Special Furniture Cleaning 
Furniture cleaning consists of cleaning fabric panels, chairs, work surfaces and other types of furnishings under this contract. The cleaning of carpet is excluded.

[bookmark: _Toc393971266]Special Furniture Repair 
Special furniture repair would be a repair which requires the purchase of materials, parts, or components to accomplish the repair.

[bookmark: _Toc393971267]Special Moving Activities 
Specialized moving activities include, but are not limited to, moving antennas, radar systems, or safes under a pre-determined size and weight (any item that will not fit in the back of the semi-trailer or capable of being lifted by a standard 2-ton forklift).

[bookmark: _Toc393971268]Special Handling Moving Activities 
Special handling moving activities include, but are not limited to, moving hazardous materials, glassware, or items over a pre-determined size and weight or items which would requiring additional equipment or manpower accomplished by a firm fixed price cost.


[bookmark: _Toc393971269]Deliverables Contract Data Requirements List (CDRLs) 
A complete listing of all documentation and data required during the life of this contract is contained in Exhibit 1.

Completed excess documents must be submitted to the COTR within 3 business days of the delivery of the excess to the (Name of warehouse) Warehouse.

Completed concept plans must be returned to the COTR within 3 business days of project completion.

Monthly invoices must be submitted to COTR within 3 business days of the last working day of every month.

Daily sign-in/sign-out logs and completed work requests with crew member names and hours worked recorded must be submitted to the COTR the following business day NLT 8:00 AM.

Names and job functions of each employee must be provided to the COTR at contract start date and any changes must be submitted to the COTR in writing when changes occur.


[bookmark: _Toc393971270]Government Inspection/Acceptance of Items 
The (Name of facility) Space Manager or a designee will accomplish furniture installations requiring a final inspection. The contractor will correct deficiencies at no additional cost to the government.


[bookmark: _Toc393971271]Government Furnished Materials, Equipment and Services 
The Government must furnish the following materials, equipment and services:

1. One forklift for use in (Identify storage facility) and the maintenance for that forklift.

2. Forklift training for crew members designated by the Contractor to be forklift operators.

3. One electric scooter.

4. An office space with a non-networked computer within (Identify site) for the Contractor’s on-site supervisor.

5. One flat bed trailer with a platform hitch connection.

6. One (shop vac) vacuum cleaner.

7. One pallet jack.

8. Pallet racks for furniture storage in (Identify storage facility).


[bookmark: _Toc393971272]Contractor Furnished Materials, Equipment and Services 
In order to comply with Executive Orders 13423 and 13514, and the FAA Green Procurement Plan (GPP), the Contractor must use environmentally preferable products and services.  These program elements include, but are not limited to:  products and services that are energy-efficient, biobased, contain recycled-content, and non-toxic or less-toxic alternatives; diversion of non-hazardous waste from landfills; alternative fuels use and fuel efficient vehicles and equipment, and reduced greenhouse gas emissions.  These program elements are described on the Office of the Federal Environment Executive website (http://www.ofee.gov). The Contractor must furnish the following materials, equipment and services:

1. A cellular telephone for the on-site supervisor.

2. Enough moving boxes to accomplish any and all tasks under this contract imprinted _Property of FAA Moving Services_. Moving boxes must contain a minimum of 40% post-consumer and 40% recovered fiber as set forth in EPA’s Comprehensive Procurement Guidelines (http://www.epa.gov/epawaste/conserve/tools/cpg/products/index.htm). 

3. Uniform shirts _ FAA blue polo-type shirt with a pocket imprinted with _FAA Moving Services_ on the front left above the pocket and on the back.

4. One or more clean and sound closed-type vehicle of sufficient size to accommodate the moving activities.  The COTR must reject any vehicle that is mechanically incapable of protecting the FAA_s property.

5. Padding, packing and/or crating, dollies, hand trucks and any other type of equipment commonly used for moving services activities as required for the safe transportation of the property. Padding and packing materials must adhere to the recycled content recommendations set forth in EPA’s Comprehensive Procurement Guidelines (http://www.epa.gov/epawaste/conserve/tools/cpg/products/index.htm).


[bookmark: _Toc393971273]Personnel Specifications/Requirements 
The Contractor is responsible for ensuring that its firm and staff maintain any generally required professional certification, accreditation, license, bond, and proficiency relative to their area of expertise. The Contractor must retain documentation of such records. The Government will not pay for expenses to meet this requirement.

Contractor must be required to designate the specific job assignment for each employee (i.e., working supervisor, truck driver/mover, installer, or mover). Contractor must notify Government when employees change.

The on-site working supervisor is responsible for management and oversight of all crew members; escort of additional, non-badged crew members; and ensures that property is boxed, crated, tagged/identified, loaded, and protected in a manner suitable for the type and complexity of the move.

To be eligible to perform under this contract, each crew member must meet the following:

The ability to meet and deal with the general public.

The ability to read, understand and apply printed rules, detailed orders, instructions and furniture drawing layouts.

Familiarity with a variety of commercial furniture product disassembly & assembly, parts and components.

Pass all security screening requirements of the (Name of the facility).

Physically able to perform the functions required in the performance of their assigned duties.

Maintain a neat, clean appearance and be in proper uniform at all times.


[bookmark: _Toc393971274]Work Assignments 
Work assignments will be made by the COTR as needed to accomplish the FAA’s mission.

Standard Crew - Work assignments for the following day will be available at the close of business each day.

Additional Crews/Crew Members - Work assignments for additional crews/crew members will be available a minimum of five calendar days in advance of the moving service activity.
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The contract normal work hours will be 7:00am to 3:30pm Monday thru Friday excluding Government holidays. The Government has the option to modify the normal work week, days and hours, as necessary for the accomplishment of the FAA mission.


[bookmark: _Toc393971276]Quality Control 
The Contractor must specify an individual who must serve as a single point of contact for all quality control issues.


[bookmark: _Toc393971277]Points of Contact 
The Contractor must identify personnel by name and telephone number who can be contacted regarding moving services requirements. The contractor must provide this information within 14 calendar days after date of contract award and anytime there is a change to this information.


[bookmark: _Toc393971278]Period of Performance 
This contract consists of one (1) base year and four (4) one year contract option periods.
(The above is an example, identify the period of performance for your specific contract)



[bookmark: _Toc393971279]Place of Performance 
Tasks performed under this contract are primarily performed at the (name of site) site within buildings or between buildings with a few exceptions.
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The Contractor must provide all of the following documents during the course of the contract at the frequency noted in the table below:

	A001 paragraph 4.0 
	Completed excess documents
	Within 3 business days of delivery to (Warehouse name) Warehouse

	A002 paragraph 4.0
	Completed concept plans
	Within 3 business days of project completion

	A003 paragraph 4.0
	Monthly invoices
	Within 3 business days of the last working day of every month

	A004 paragraph 4.0
	Daily sign-in/sign-out log and completed work requests with crew member names and hours worked recorded
	The following business day NLT 8:00am

	A005 paragraph 4.0 and 8.0 
	Name and job functions of employees
	To request any changes in job assignment
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