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General Services Administration
Federal Supply Service

Authorized Federal Supply Schedule Price List

On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic delivery order are available through GSA-Advantage!TM, a menu-driven database system.  The Internet address for GSA-Advantage!TM is:  http://www.gsaadvantage.gov 

The Office, Imaging and Document Solution
Federal Supply Class:   36

Contract Number:   GS-03F-0034W

For more information on ordering from Federal Supply Schedules, click on FSS Schedules button at:  http://www.fss.gsa.gov 

Contract Period:   November 20, 2019 – November 19, 2024
Immediate System Resources, Incorporated
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June B. Smith, President & Founder

Business Size/Status:   Small
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I. Customer Information
1a.
Table of Awarded Special Item Numbers (SINs): 

· 51-501 Needs Assessment and Analysis Services (NAAS)
· 51-503 Education & Training Support Services (ETSS)

· 51-504 Records Management Services (RMS) 
· 51-505 Document Production Services (DPS)

· 51-506 Document Conversion Services (DCS)

· 51-507 Document Destruction Services (DDS)

· 51-409 Network, Optical Imaging Systems & Solutions (NOISS)
· 733-1 Mailroom, Administrative Support Services (MASS)

Please refer to Section VIII. Special Item Number (SIN) Descriptions for a more detailed description. 

1b.
Lowest Priced Model Number and Lowest Price: 


Please refer to Section XII.  Labor Categories and Rates for our rates.

1c. 
Labor Category Descriptions: 

Please refer to Section XIII.  Labor Category Descriptions for a brief description our labor categories. 
2.
Maximum Order: 


$1,000,000.00 as established per clause 52.216-19 Order Limitations (October 1995)
3.
Minimum Order: 

$100.00 
4.
Geographic Coverage: 
Domestic

5. 
Points of Production:
 
Immediate System Resources, Incorporated




1 E. 24th Street





Baltimore, Maryland 21218
6.
Discount from List Price: 

All prices herein are “Net.”

7.
Quantity Discounts: 

None.

8.
Prompt Payment Terms: 

1% -- 15 days

Net -- 30 days
9a.
Government Purchase Card:

Government Purchase Card is accepted at or below the micro – purchase threshold. 

9b.
Government Purchase Card:
Government Purchase Card is accepted above the micro – purchase threshold. 
10.
Foreign Items: 


None 
11a.
Time of Delivery: 

30 Days After Receipt of Order (ARO)

11b.
Expedited Delivery: 

To Be Negotiated with Ordering Agency.

11c.
Overnight and 2-Day Delivery: 

Agencies can contact contractor’s representative to possibly affect a faster delivery.
11d.
Urgent Requirement: 

Agencies can contact contractor’s representative to possibly affect a faster delivery.

12.
F.O.B. Point(s): 

The F.O.B. point for this contract is Destination.

13a.
Ordering Address: 

Immediate System Resources, Incorporated




1 E. 24th Street




Baltimore, Maryland 21218
13b.
Ordering Procedures:

For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPAs), are found in Federal Acquisition Regulation (FAR) 8.405-3.  A sample BPA may be found at the GSA/FSS Schedule homepage—www.fss.fsa.gov/schedules.  

14.
Payment Address: 

Immediate System Resources, Incorporated




1 E. 24th Street




Baltimore, Maryland 21218
15.
Warranty Provision: 

Not Applicable.

16.
Export Packing Charges: 

Not Applicable .
17.
Terms & Conditions of Government Purchase Card Acceptance (any thresholds above the micro-purchase level): 

The contractor will consider the acceptance of Government Purchase Cards on project-by-project basis. 
18.
Terms and conditions of rental, maintenance, and repair: 

Not Applicable.

19.
Terms and conditions of installation (if applicable): 

Not Applicable. 
20.
Terms and conditions of repair parts indicating date of parts, price lists and any discounts from list prices: 

Not Applicable.

20a.
Terms and conditions for any other services (if applicable): 

Not Applicable. 

21.
List of service and distribution points (if applicable): 

Immediate System Resources, Incorporated




1 E. 24th Street




Baltimore, Maryland 21218
22.
List of participating dealers (if applicable): 

Not Applicable.

23.
Preventative maintenance (if applicable) 

Not Applicable.

24a.
Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants.): 

Not Applicable.

24b.
Section 508 compliance information is available on Electronic and Information Technology (EIT) supplies and services and show where full details can be found (e.g. contractor’s website or other location.) The EIT standards can be found at: www.Section508.gov/: 

Contact Contract Administrator for more information. 
25.
Data Universal Number System (DUNS) Number: 

Immediate System Resources, Incorporated DUNS Number is 001742662.
26.
Notification regarding registration in Central Contractor Registration (CCR:

Immediate System Resources, Incorporated is registered with the Central Contract Registration Database and has been assigned Cage Code 1SAJ6.
II. Contractor Information
ISRI is a best-of-breed of small firms comprised of a diverse group of highly skilled and dedicated individuals, all well versed in imaging and document solution applications.  ISRI employees have designed, developed, and/or enhanced information systems for over twenty years.  Our employees are well disciplined and extremely professional in performance.  
Realizing that effective management, communication, and coordination, are the keys to the success of ISRI efforts, we have developed an organization structure that ensures accountability by providing a seasoned Program Manager, with over ten years information systems management and database management experience  To ensure we maintain the highest degree of coordination and quality, we have on our staff a Corporate Consultant who provides us with feedback necessary for continuous improvement in the delivery of our services.

Located in an inner-city Empowerment Zone of Baltimore, we are contributing to job growth, capital investment, and economic development of our historically underutilized business zone, a Federal HUBZone, by hiring and training more than 50% Empowerment employees.  Our empowerment zone employees prove that given the opportunity, any American worker can achieve the best quality results, measurable by helping us maintain the highest ratings on all our contracts.  Miss Smith is Co-Chair of the Greater Baltimore Committee, Diversity Committee, whose goal is to support women and minority entrepreneurs in Baltimore City.

Immediate System Resources, Inc. has over 20 years experience working in information technology including;  Homeowners Locator Systems, Death Match Systems, Technical Assistance Centers, Help Desks, Emergency Software Support Centers, installation of PeopleSoft software applications, providing emergency software applications, and Service, Support and Dispatch Centers.  We have provided support, for the following clients:
· HUD Office of Financial Services Customer Call Center / Technical Assistance Center
· HUD SFIOD MIP Refunds to Homeowners Locator System

· HUD Disbursement Service Center Bureau Document Imaging, Preparation, Evaluation and Verification and Retrieval (IPEV) System

· Plumbers and Pipefitters National Pension Fund Membership and Death Match System 
· Principle Healthcare, Healthcare Maintenance System 

· Military Command, District of Washington, D.C., Ceremonies and Special Events System

· DOD, Military Traffic Management Command, CONUS Freight Management System

· Department of Commerce, National Technical Information Services, Order Fulfillment System

· American Express Field Service Corporation

· Family Health Plan (FHP), Fountain Valley, California

These organizations have rated us “Outstanding” in all categories and currently ISRI is rated “Outstanding”, (5), in each of 4 rated categories by the United States Department of Housing and Urban Development (HUD) on the Federal Contractor Performance System.  We have won numerous awards as a leader in the advanced technological arena, business acumen, and training of disadvantaged HUBZone residents for IT positions.
Our personnel have held positions as Director of MIS, Program Managers, Project Managers, Senior Software Engineers, and Senior Consultants, as well as, at lower levels, Tier I, II, and III help desk support personnel, research analysts, and help desk and assistance center mentors. We are extremely proud of the professionalism of our staff, and their commitment to filling our clients’ needs in a professional and courteous manner.  We believe that we provide capabilities that exceed many of the requirements outlined in the solicitation, while providing outstanding value at an exceptional price.

Certifications:

· ISRI is certified by the State of Maryland, Department of Transportation (MDDOT) as a Minority Business Enterprise (MBE), Woman-Owned Business Enterprise (WBE), and Empowerment Zone Corporation.
· ISRI is an 8(a), SDB, HUBZone, Woman-Owned (WBE) Company.

· ISRI is certified by the Small Business Administration as an 8(a), HUBZone, Minority-Owned (MBE), WBE, and Small Disadvantaged Business (SDB) Enterprise. 

Please visit our web site for more information – www.isrinc.com.

III. Contract Overview
GSA awarded Immediate System Resources, Inc. a GSA Federal Supply Schedule contract for The Office, Imaging and Document Solution Contract Number GS-03F-0034W.  ISRI’s contract period is November 20, 2009 to November 19, 2014.  The contract allows for the placement of Firm Fixed Price or Time and Materials task orders using the labor categories and ceiling rates defined in the contract

IV. Contract Administrator
June Smith or Robert Margenthaler, Contract Administrators
V. Marketing and Technical Point of Contact
June Smith or Ron Max, Marketing POCs,  Roan Horning or Robert Margenthaler, Technical POCs.
VI. Contract Use
This contract is available for use by all federal government agencies, as a source for Office, Imaging and Document Solution services, for domestic use.  Executive agencies, other Federal agencies, mixed-ownership Government corporations, and the District of Columbia; government contractors authorized in writing by a Federal agency pursuant to 48 CFR 51.1; and other activities and organizations authorized by statute or regulation to use GSA as a source of supply may use this contract.  Additionally, contractors are encouraged to accept orders received from activities within the Executive Branch of the Federal Government.

VII. Contract Scope
The contractor, Immediate System Resources, Incorporated, will provide all resources including personnel, management, supplies, services, materials, equipment, facilities and transportation necessary to provide a wide range of professional services as specified in each task order.  Services specified in a task order may be performed at the contractor’s facilities or the ordering agencies’ facilities.  The government will determine the contractor’s compensation by any of several different methods (to be specified at the task order level) e.g., a firm-fixed price for services with or without incentives, labor hours or time-and-material.  The Special Item Numbers (SINs) available under this contract provide services across the full life cycle of a project.  When task orders are placed, they must identify the SIN or SINs under which the task is being executed. 
ISRI has been awarded a contract by GSA to provide services under the
· 51-501 Needs Assessment and Analysis Services (NAAS)
· 51-503 Education & Training Support Services (ETSS)

· 51-504 Records Management Services (RMS) 
· 51-505 Document Production Services (DPS)

· 51-506 Document Conversion Services (DCS)

· 51-507 Document Destruction Services (DDS)

· 51-409 Network, Optical Imaging Systems & Solutions (NOISS)

· 733-1 Mailroom, Administrative Support Services (MASS)

VIII. Special Item Number (SIN) Descriptions
51-501 Needs Assessment and Analysis Services (NAAS)

Needs assessment and analysis services consist of a comprehensive assessment of the customer's existing objectives, capabilities and, funding obligations which will provide agency's recommendation(s) on how to meet or exceed organization's overall performance by providing total office solutions.  Needs assessment and analysis services provide for professional support in analyzing and developing customer requirements. Regardless of the specific approach and strategies described in the technical proposal for each work segment, the work in general shall include consulting services, and other related services

51-503 Education & Training Support Services (ETSS)

Education and training support services provide the customer with a comprehensive knowledge, e.g., operational capabilities, user-training, maintenance training, and repair techniques, of products offered herein, e.g., color copiers, computer-enhanced copiers, special-application copiers, multi-functional digital copiers, duplicators, high-speed printers, scanners, digital cameras, software applications, photographic laboratories, shredding machines, mail-mobile delivery systems, media storage, and network and optical systems, procedures, processes, and applications.  Services may include, e.g., destruction, document conversion, records management, and photographic.  Training may be offered in various forms—onsite/offsite, CD ROM based training, interactive on-line training.

51-504 Records Management Services (RMS) 

Records management services provide a comprehensive capability to solve the complex challenges posed by the movement, manipulation, archiving, security, and management of records.  The contractor provides professional management and administrative support personnel having the necessary skills to perform effective record management services for both classified and/or unclassified records.

51-505 Document Production Services (DPS)

Document production on-site and off-site services provide customers a practical turn-key solution to a customer's requirements for production of documents.  A typical document production service would include the required equipment, e.g., high-volume digital color copiers, and scanners, and contractor provided operational and management personnel required for effective on-site/off-site document production.

51-506 Document Conversion Services (DCS)

The process of document conversion involves state-of-the-art scanning of the original document's text and graphic image into digital data, which is then transferred to a new media and formatted for use in a document imaging and storage system.  Comprehensive DCS are used to transfer text and graphic images in existing documents, e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, and legal instruments, in whatever media they currently exist, e.g., paper, aperture cards, microfiche, microfilm, and roll film, onto a new delivery/storage media, e.g., CD-ROM disks, 4mm/8mm magnetic tape, magnetic storage disks, aperture cards, microfiche, microfilm, and roll film, in any required format, e.g., raster images, ASCII text, SGML tagged for electronic distribution or publishing, and PDF image files, required for use in a document imaging and storage system.  Customized coding and indexing options are also available as part of the document conversion process.

51-507 Document Destruction Services (DDS)

The client will have the ability to deliver documents for secure destruction.  ISRI will destroy

paper documents via shredder, and dispose of, in a reliable, secured environment
51-409 Network, Optical Imaging Systems & Solutions (NOISS)

The user will have the capability to search for documents from a variety of sources such as desktop computer, intranet/internet, LAN/WAN.  The software will support the user's needs in capturing data in typed print, handprint, mark sense and barcode, electronic data and paper documents into an electronic format in a reliable, secured operating environment.

733-1 Mailroom Administrative Support Services (MASS)

Mailroom administrative support services includes daily mailroom administrative services consisting of, but not limited to, accepting incoming mail from USPS and courier services such as UPS and FEDEX; accepts and signs for certified mail, registered mail & overnight mail; makes distribution of all mail using an office roster; and processes outgoing mail, metering flats, letters, packages.

IX. Instructions for Placing Orders for Services
GSA provides a streamlined, efficient process for ordering the services you need. GSA has already determined that Immediate System Resources, Incorporated (ISRI) meets the technical requirements and that our prices are offered at fair and reasonable rates.  Agencies may use written orders; facsimile orders, credit card orders, blanket purchase agreement orders or individual purchase orders under this contract.  If it is determined that your agency needs an outside source to provide Office, Imaging and Document Solution services, follow these simple steps: 
Step 1.
Develop a Statement of Work (SOW) 
In the SOW, include the following information: 
· Work to be performed, 
· Location of work, 
· Period of performance; 
· Deliverable schedule, and 
· Special standards and any special requirements, where applicable. 

Step 2.
Select Contractor and Place Order 
· If the order is at or below the micro-purchase threshold, select the contractor best suited for your needs and place the order.
· If the order is exceeding but less than the maximum order threshold (MOT), prepare an RFQ.

· If the order is in excess of the MOT, prepare an RFQ.  Consider expansion of competition and seek price reductions. 

Step 3. 
Prepare a Request for Quote (RFQ) 
· Include the SOW and evaluation criteria; 
· Request fixed price, ceiling price, or, if not possible, labor hour or time and materials order; 
· If preferred, request a performance plan from contractors and information on past experience, and include information on the basis for selection. 
· May be posted on GSA’s electronic RFQ system, e-Buy. 

Step 4. 
Provide RFQ to at least Three Firms 
Step 5. 
Evaluate Offers, Select Best Value Firm, and Place Order
X. Requirements Exceeding the Maximum Order
In accordance with FAR 8.404, before placing an order that exceeds the maximum order threshold, ordering offices shall:
· Review additional schedule contractors’ catalogs/price lists or use the “GSA Advantage!” on-line shopping service; 
· Based upon the initial evaluation, generally seek price reductions from the schedule contractor(s) appearing to provide the best value (considering price and other factors); and 
· After price reductions have been sought, place the order with the schedule contractor that provides the best value and results in the lowest overall cost alternative (see FAR 8.404(a)). If further price reductions are not offered, an order may still be placed, if the ordering office determines that it is appropriate. 

Vendors may: 
· Offer a new lower price for this requirement (the Price Reduction clause is not applicable to orders placed over the maximum order in FAR 52.216-19 Order Limitations.)
· Offer the lowest price available under the contract; or 
· Decline the order (orders must be returned in accordance with FAR 52.216-19). 

A task order that exceeds the maximum order may be placed with the Contractor selected in accordance with FAR 8.404. The order will be placed under the contract. 
Sales for orders that exceed the Maximum Order shall be reported in accordance with GSAR 552.238-74.
XI. Blanket Purchase Agreements
Ordering activities may establish BPAs under any schedule contract to fill repetitive needs for supplies or services. BPAs may be established with one or more schedule contractors.  The number of BPAs to be established is within the discretion of the ordering activity establishing the BPAs and should be based on a strategy that is expected to maximize the effectiveness of the BPA(s).  In determining how many BPAs to establish, consider: 
· The scope and complexity of the requirement(s); 
· The need to periodically compare multiple technical approaches or prices; 
· The administrative costs of BPAs; and 
· The technical qualifications of the schedule contractor(s). 

Establishment of a single BPA, or multiple BPAs, shall be made using the same procedures outlined in 8.405-1 or 8.405-2. BPAs shall address the frequency of ordering, invoicing, discounts, requirements (e.g. estimated quantities, work to be performed), delivery locations, and time. 

When establishing multiple BPAs, the ordering activity shall specify the procedures for placing orders under the BPAs. 
Establishment of a multi-agency BPA against a Federal Supply Schedule contract is permitted if the multi-agency BPA identifies the participating agencies and their estimated requirements at the time the BPA is established. 
Ordering from BPAs:
· Single BPA. If the ordering activity establishes one BPA, authorized users may place the order directly under the established BPA when the need for the supply or service arises. 
· Multiple BPAs. If the ordering activity establishes multiple BPAs, before placing an order 
exceeding the micro-purchase threshold, the ordering activity shall:
· Forward the requirement, or statement of work and the evaluation criteria, to an appropriate number of BPA holders, as established in the BPA ordering procedures; and
· Evaluate the responses received, make a best value determination (see 8.404(d)), and place the order with the BPA holder that represents the best value. 

BPAs for hourly rate services.  If the BPA is for hourly rate services, the ordering activity shall develop a statement of work for requirements covered by the BPA. All orders under the BPA shall specify a price for the performance of the tasks identified in the statement of work. 
Duration of BPAs.  BPAs generally should not exceed five years in length, but may do so to meet program requirements. Contractors may be awarded BPAs that extend beyond the current term of their GSA Schedule contract, so long as there are option periods in their GSA Schedule contract that, if exercised, will cover the BPA’s period of performance. 

Review of BPAs: 
The ordering activity that established the BPA shall review it at least once a year to determine whether: 
· The schedule contract, upon which the BPA was established, is still in effect; 
· The BPA still represents the best value (see 8.404(d)); and 
· Estimated quantities/amounts have been exceeded and additional price reductions can be obtained. 

The ordering activity shall document the results of its review.
XII. Labor Categories and Rates
Federal Pricelist Efective September 15, 2009

	ISRI Labor Categories
	Brief Description
	ISRI Hourly Rate *

	Program Manager
	Organizes and controls the contract
	81.36

	Project Manager
	Supervises personnel involved in the project
	68.51

	Project Coordinator
	Manages financial aspects of projects
	59.95

	Quality Assurance Manager
	Ensures day-to-day high-quality performance
	55.66

	**Administrative Assistant
	Responsible for general office functions
	28.76

	Data Entry Manager
	Analyzes organizational database systems
	47.10

	Data Entry Supervisor
	Supervises data entry specialists
	38.54

	Database Administrator
	Manages development of database projects
	55.66

	IT Operations Manager
	Develops, manages, maintains, and evaluates hardware and software development tools
	64.23

	Exchange Engineer 
	Translates IT mission requirements and information problems into solutions 
	38.54

	Technical Administrator 
	Provides technical guidance and problem resolution for records management issues
	49.67

	Senior Network Engineer 
	Monitors network hardware operations
	53.52

	Network Engineer
	Analyzes and develops telecommunications networks
	47.10

	Technician (Network)
	Organizes and directs network installations
	21.41

	Customer Services Center Manager
	Supervises staff responsible for telephone and in-person support to customers
	47.10

	*Customer Services Representative
	Responds to inquiries and troubleshoots issues of concern 
	25.88

	Research Manager 
	Defines and analyzes problems and reduces issues to practical recommended options
	51.38

	Research Analyst 
	Assists in the analysis evaluation, and preparation of recommendations for system improvements
	42.82

	Senior Application Developer 
	Supervises application development
	51.38

	Application Developer 
	Modifies existing software and develops special-purpose software to ensure efficiency and integrity between systems 
	42.82

	Sr. Subject Matter Expert
	Defines problems, analyzes and develops plans and requirements in the subject matter area
	55.66

	Subject Matter Expert
	Assists with analysis and evaluation in  subject matter area
	42.82

	Technical Writer 
	Writes and edits documents to meet contract requirements
	40.68

	Technical Trainer 
	Writes technical and instructional materials
	28.22

	*Mail Clerk  
	Pickups, delivers and processes incoming and outgoing mail
	22.20

	*US Department of Labor Service Contract Act Wage
	
	


Note: This list is the Federal Government Price List which is 15% less than the regular price list.
*   ISRI Hourly Rate is inclusive of the Industrial Funding Fee of 0.75%.
**  Item 4:  Labor Categories that fall under the Service Contract Act are:

The following Labor Categories fall under the Service Contract Act. 

	ISRI Labor Categories
	Brief Description
	ISRI Hourly Rate

	Administrative Assistant
	Responsible for general office functions
	34.52

	Mail Clerk
	Pickups, delivers and processes incoming and outgoing mail
	26.64

	Customer Service Rep
	Responds to inquiries and troubleshoots issues of concern
	31.06

	Data Entry 1 
	Performs data preparation, entry, scanning, and verification 
	22.42

	Data Entry 2  
	Perform services related to document and records management, and storage 
	25.08


XIII. Labor Category Descriptions
Following are brief descriptions of our labor categories.  For a more detailed description, please visit our web site at – www.isrinc.com. 
Program Manager:  Organizes and controls the contract

Project Manager:  Supervises personnel involved in the project 

Project Coordinator:   Manages financial aspects of projects 

Quality Assurance Manager:  Ensures day-to-day high-quality performance

Administrative Assistant: Responsible for general office functions

Data Entry Manager:  Analyzes organizational database systems

Data Entry Supervisor: Supervises data entry specialists

 Database Administrator: Manages development of database projects
IT Operations Manager:  Develops, manages, maintains, evaluates current state-of-the-art computer hardware, software, and software development tools
Exchange Engineer:  Translates IT mission requirements and information problems into solutions 

Technical Administrator:  Provides technical guidance and problem resolution for records management issues. 

Senior Network Engineer: Monitors network hardware operations

Network Engineer:  Analyzes and develops telecommunications networks 

Technician (Network):  Organizes and directs network installations 

Customer Services Center Manager: Provides daily supervision for staff responsible for telephone and in-person support to customers

Customer Services Center Representative:  Responds to inquiries and troubleshoots issues of concern. 

Research Manager:  Defines and analyzes problems and reduces issues to practical recommended options

Research Analyst:  Assists analysis evaluation, and preparation of recommendations for system improvements

Senior Application Developer:  Supervises application developement
Application Developer: Modifies existing software and develops special-purpose 

Senior Subject Matter Expert:  Defines problems, analyzes and develops plans and requirements in the subject matter area

Subject Matter Expert: Assists with analysis and evaluation in the subject matter area 

 Technical Writer:  Writes and/or edits technical documents, to meet contract requirements

Technical Trainer:  Writes technical and instructional materials

Mail Clerk:  Pickups, delivers and processes incoming and outgoing mail 

Administrative Assistant:  Performs general office functions 

Data Entry 1:  Performs data preparation, entry, scanning, and verification 

Data Entry 2:  Perform services related to document and records management, and storage 

Following are detailed Labor Category Descriptions for GSA Schedule 36

Program Manager
Minimum/General Experience:  Eight to fifteen years of experience providing management and technical direction in project development from inception to implementation, with a demonstrated ability to provide guidance and direction to multiple complex projects and to project personnel.  Must be familiar with the principles of exercising independent judgment, as well as a high level of analytical skill, in solving complex and unusual technical, administrative, and managerial problems; management experience in supporting document conversion operation; and possess an understanding of information management technologies including electronic imaging.

Functional Responsibility:  Program Manager (PM) maintains close consultation with customer representatives and senior management; ensures the success of the goals and objectives of the program; plans and directs technological improvements and project management implementation; manages a diverse group of functional activities and subordinate groups of technical and administrative personnel; and organizes and controls the overall activities of the contract.  PM combines solid grounding in accepted program management methodology with experience in both private and Government programs.  PM consults with the customer to ensure conformity to contractual obligations and establishes and maintains technical and financial reports to show progress of projects to management and customers.

Minimum Education: Bachelor's Degree or equivalent professional experience and/or training.

Project Manager
Minimum/General Experience:  Three to six years of experience providing management and technical direction to project personnel.   Experienced in exercising independent judgment and demonstrated high level of analytic skill, in solving complex technical, administrative, and managerial problems.  Must have direct management experience in supporting document conversion operation and posses an understanding of information management technologies including electronic imaging.  Experience in overall direction for all project level activities.  General experience in project development from inception to implementation, with a demonstrated ability to provide guidance and direction in complex tasks is desired.

Functional Responsibility:  Under general supervision, project manager is responsible for all aspects of project performance, e.g., technical, contractual, administrative, financial).  Manages and supervises personnel involved in all aspects of project activity, organizes and assigns responsibilities to subordinates, and oversees the successful completion of all assigned tasks. Project Manager provides overall direction for all project level activities and is responsible to see that the project is finished on time, within the budget, and according to all requirements and specifications.  In coordination with PM, is able to provide the customer with options for managing and controlling the outputs of the project, given the constraints of budget and schedule. Project Manager typically leads a team of managers to solve major problems for the project and to optimize quality and is an expert in the application of knowledge and skills to meet project requirements.

Minimum Education: Bachelor's Degree or equivalent professional experience and/or training. 

Project Coordinator

Minimum/General Experience:  Three to Five years of years of experience working with project management tools and reporting systems. Familiarity with government contracts, work breakdown structures, management/ business plans, and program reporting.  

Functional Responsibility:  Project Coordinator (PC) manages financial and/or administrative aspects of assigned projects and deliverables; tracks and validates all project financial information; establishes and maintains master project files; prepares and monitors status of all deliverables; tracks the value of individual projects; prepares management plans and various customer reports; develops and presents results to program and executive management and provides direction to other administrative personnel; and coordinates schedules to facilitate the completion of project task orders and change proposals, contract deliverables, project task order reviews, briefings, and presentations.  PC performs analysis, development, and review of program administrative operating plans and procedures.

Minimum Education: Associate’s degree from an accredited university. Bachelor’s Degree is desirable. 

Quality Assurance Manager
Minimum/General Experience:  Two to four years of technical and administrative experience relating directly to the management or supervision of a quality control/quality assurance function.

Functional Responsibility:  The Quality Assurance Manager is responsible to ensure day-to-day high-quality performance; and provides quality improvement suggestions to managers, supervisors, and staff.  The Quality Assurance Manager maintains and directs the execution of the Quality Control / Quality Assurance Plan; recommends continuous improvements; recommends quality monitoring and assessment changes; and administers customer satisfactions surveys and audits. 

The Quality Assurance Manager:

· Reviews all task orders and contracts for consistency and address all discrepancies in a timely fashion.

· Ensures all required reports and deliverables are submitted in a timely fashion 

· Assists in the design or development of new or improved contract administration practices, which will result in a high performance level, in compliance with the FAR.

· Interfaces with the corporate and project management to review quality assurance activities for consistency with the company's policy and adherence to the project requirements function. 

Minimum Education: Bachelor’s Degree in a relevant or related field or equivalent professional experience and/or training. 

Administrative Assistant
Minimum/General Experience: Two to three years of administrative support experience with progressively responsible experience in records or information systems management.  The Administrative Assistant must possess good verbal and written skills and must be well versed in word processing software applications and proficient in spreadsheet and presentation applications. 
Functional Responsibility:  The Administrative Assistant is responsible for general office functions to include screening telephone calls, visitors, and incoming correspondence; filing; word processing; coordinating travel arrangements; distributing outgoing correspondence; obtaining supplies; and preparing calendars, correspondences, forms, charts (i.e., graphics), reports, and tables. The incumbent reviews outgoing materials and correspondence to ensure that documents conform to prescribed formats and are processed according to defined procedures. 

 Minimum Education:  A high school diploma.   

Data Entry Manager
Minimum/General Experience: Three to Five years of related experience. 

Functional Responsibility: 

Working independently and/or under supervision, analyzes organizational database systems, to include, designing, building, and integrating computer database systems.  Data Entry Manage is to have knowledgeable in both commercial off-the-shelf (COTS) and custom database software platforms; develops technical documentation detailing the installation procedures; and manages the data entry function and collaborates with other analysts and support personnel. 

Minimum Education: Bachelor’s Degree or equivalent professional experience or training. 

Data Entry Supervisor
Minimum/General Experience: Three years of related experience. 

Functional Responsibility: Working under supervision of the Data Entry Manager, analyzes organizational database systems. Assists in designing, building, and integrating computer database systems.  Is knowledgeable in both commercial off-the-shelf (COTS) and custom database software platforms.  Assists in developing technical documentation detailing the installation procedures and supervises data entry specialists. 

Minimum Education: High school diploma and professional experience in computer database systems and data preparation, entry, and verification activities. 

Data Entry Specialist – 1
Minimum/General Experience: None required; however a demonstrated ability to learn and adapt to change.

Functional Responsibility:  This is the entry level position for the data preparation, entry, scanning, and verification function.  Incumbents will perform services related to this function that is related to document management, records management, and storage and mailroom functions.  

These services include but are not limited to: 

· Document scanning, indexing, and conversion 

· File creation, maintenance, consolidation, tracking, searching, and inventorying 

· Interfiling 

· Process of requests for files 

· Receiving, shipping, and mailing of files 

· Mail inspection, collection, processing, sorting, and distribution 

· Collection and security of fees 

Data entry specialists may also input data from source documents into a keyboard-controlled data entry device;  extract, cross reference, and prepare data for entry; compile and summarize data and perform mathematical computations; develop charts, graphs, and other statistical reports; maintain files and records; transcribe, decipher, and code alphanumeric data from source documents and verify data for accuracy and completeness.  Data Entry Specialist – 1 is mentored by Data Entry Specialists – 2 and – 3 and works under the supervision of the Data Entry Supervisor. 

Minimum Education: High school diploma or General Education Degree (GED). 

Data Entry Specialist – 2

Minimum/General Experience:  Six months data entry experience performing data entry and data entry quality control; understanding procedures for indexing government records; and  demonstrated ability to learn, be quality-conscious, have an eye for detail and thoroughness in performing indexing tasks, able to follow established guidelines and consistently produce high volumes of quality work.  Incumbents must have ability to work independently and without distraction

Functional Responsibility:  This is a second level position for the data preparation, entry, scanning, and verification function.  Incumbents will perform services related to this function that is related to document management, records management, and storage and mailroom functions.  

These services include but are not limited to: 

· Document scanning, indexing, and conversion 

· File creation, maintenance, consolidation, tracking, searching, and inventorying 

· Interfiling 

· Process of requests for files 

· Receiving, shipping, and mailing of files 

· Mail inspection, collection, processing, sorting, and distribution 

· Collection and security of fees 

Data entry specialists may also input data from source documents into a keyboard-controlled data entry device;  extract, cross reference, and prepare data for entry; compile and summarize data and perform mathematical computations; develop charts, graphs, and other statistical reports; maintain files and records; transcribe, decipher, and code alphanumeric data from source documents and verify data for accuracy and completeness.  Data Entry Specialist – 1 is mentored by Data Entry Specialists – 2 and – 3 and works under the supervision of the Data Entry Supervisor. 

Minimum Education: High school diploma or General Education Degree (GED). 

Data Entry Specialist – 3
Minimum/General Experience:  One to two years experience in data preparation, entry, scanning, and verification activities and demonstrated excellent work habits with the ability to follow established guidelines and consistently produce high volumes of quality work.  Candidates must have ability to work independently and without distraction, be quality-conscious, have an eye for detail, and be meticulous in performing tasks.  

Functional Responsibility:  This is a top level position for the data preparation, entry, scanning, verification function and serves as an assistant to the Data Entry Supervisor.  Incumbents will perform services related to this function that is related to document management, records management, and storage and mailroom functions.  

These services include but are not limited to: 

· Document scanning, indexing, and conversion 

· File creation, maintenance, consolidation, tracking, searching, and inventorying 

· Interfiling 

· Process of requests for files 

· Receiving, shipping, and mailing of files 

· Mail inspection, collection, processing, sorting, and distribution 

· Collection and security of fees 

Data entry specialists may also input data from source documents into a keyboard-controlled data entry device;  extract, cross reference, and prepare data for entry; compile and summarize data and perform mathematical computations; develop charts, graphs, and other statistical reports; maintain files and records; transcribe, decipher, and code alphanumeric data from source documents and verify data for accuracy and completeness.  Data Entry Specialist – 1 is mentored by Data Entry Specialists – 2 and – 3 and works under the supervision of the Data Entry Supervisor. 

Minimum Education: High school diploma or General Education Degree (GED). 

Database Administrator

Minimum/General Experience:  Five to Seven years of experience with development and maintenance of database management systems, system design and analysis, operating systems software, and internal and data manipulation languages. 

Functional Responsibility:  
Database Administrator manages the development of database projects; plans and budgets for staff and data resources; supports application developers in planning preparation, load analysis, and backup and recovery of data; and when necessary, reallocates resources to maximize benefits. Incumbent must be able to prepare and deliver presentations on DBMS concepts; provides daily supervision and direction to support staff, and monitors performance and evaluates areas to improve efficiency.

Minimum Education:   Bachelor’s Degree or equivalent professional experience in a related field. 

IT Operations Manager
Minimum/General Experience:  Six to eight years of computer experience in disciplines related to system analysis, system programming, application programming, and equipment analysis. 

Functional Responsibility:  The IT Operations Manager will determine costs for converting computer systems from one language or machine to another by using compilers, simulators, emulators, and/or language translators; recommend better utilization of operating systems capabilities for improving system efficiency; develop, manage, maintain, and evaluate current state-of-the-art computer hardware, software, and software development tools; evaluate their ability to support specific requirements and interface with other equipment and systems; determine potential and actual bottlenecks and propose recommendations for their elimination; and make recommendations for system improvements that will result in optimal hardware and software use. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience and/or training.
Exchange Engineer (Interdisciplinary Engineer)
Minimum/General Experience:  Five years experience in technical work in the areas of IT system management and system integration. 

Functional Responsibility:  The Technician translates IT mission requirements and information problems into solutions employing current state-of-the-art information system equipment and software; defines interactions and interfaces among different categories of requirements and develops an appropriate design to support the requirements while employing IT methodologies; serves as a liaison for interpreting and translating various disciplines represented on work teams and as a point of contact for evaluation of problems arising from the interdisciplinary nature of the task team efforts.

Minimum Education:  Bachelor’s Degree or equivalent professional experience in network functions and/or training.
Technical Administrator

Minimum/General Experience: Three years of progressively responsible experience in records or information systems management or equivalent experience in a related field.
Functional Responsibility:  The Technical Administrator assists the Program and Project Managers in the overall project operation.  The Administrator’s duties include, but are not limited to: ensuring compliance with all contract and task order requirements; providing supervision and training to contractor personnel; setting goals and establishing priorities; maintaining liaison with the client/customer personnel; monitoring contract costs and service quality and providing technical guidance and problem resolution on records management issues. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in a related field.
Senior Network Engineer
Minimum/General Experience:  Six to eight years of experience in analysis, design, and implementation of voice networks, LAN and WAN data networks, wireless networks, and/or network management systems to support voice and data services or equivalent IT or related field.

Functional Responsibility:  The Senior Network Engineer, under minimum supervision, monitors network hardware operations to ensure properly set configuration options; plans implementation of enhancements and upgrades to the network; performs cost/benefit studies of network configurations and recommends enhancements; directs the acquisition, installation, and testing of network hardware; advises network users of hardware requirements, configurations, and limitations; isolates, resolves, or circumvents network problems; and makes recommendations, as appropriate; and provides daily supervision and direction to support staff. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in network functions and/or training.
Network Engineer
Minimum/General Experience:  Four years of experience in analysis, design, and implementation of voice networks, LAN and WAN data networks, wireless networks, and/or network management systems to support voice and data services or equivalent IT or related field and demonstrated ability to work independently, or under only general direction, on requirements that are moderately complex to analyze, plan, program, and implement. 

Functional Responsibility:  The Network Engineer analyzes and develops telecommunications networks supporting a wide range of capabilities, including voice, data, video, and/or wireless services; develops designs and plans for installation and maintenance of telecommunications systems from project inception to conclusion; analyzes problems and characteristics of information to be transported; defines problems and develops system requirements and network specifications; and coordinates with other information system professionals to ensure proper implementation of network services
Minimum Education:  Bachelor’s Degree or equivalent professional experience in network functions and/or training.
Technician (Network)
Minimum/General Experience:  One to three years of progressive experience in voice networks, LAN, or WAN, personal computer (PC) software installation, upgrade, and repair and familiar with engineering documentation, network configurations and topologies, frame relay, bridges, and routers.  General experience includes increasing responsibilities in technical management.

Functional Responsibility:  The Technician organizes and directs network installations on site surveys; assesses and documents current site network configurations; directs and leads preparation of engineering plans and site installation technical design packages; develops installation schedules; mobilizes network installation teams; directs and leads preparation of drawings documenting configuration changes at each site; prepares site installation and test reports; and coordinates post-installation operations and maintenance support. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in network functions and/or training.
Customer Services Center Manager (Help Desk Manager)
Minimum/General Experience:  Five years of experience in service center/help desk or related functions.

Functional Responsibility:  The Customer Services Center Manager provides daily supervision and direction to staff responsible for telephone and in-person support to customers, end-users, and others requiring support.  Manages personnel responsible for serving as the first point of contact to respond and troubleshoot issues of concern to customers. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience and/or training.
Customer Services Center Representative (Help Desk Specialist)
Minimum/General Experience:  One to three years of experience in service center/help desk or related functions and demonstrated interpersonal relationship skills.

Functional Responsibility:  The Customer Services Center Representative is the point-of-contact—“face of the organization”—to external/internal customers, end-users, and others to respond to inquiries and troubleshoot issues of concern. 

Minimum Education:  High school diploma or General Education Degree (GED). 

Research Manager
Minimum/General Experience:  Six to eight years of experience in the IT field and demonstrated research skills.

Functional Responsibility:  Research Manager defines problems and analyzes and develops plans and requirements in the subject matter area for moderately complex to complex systems; coordinates and manages the preparation of analysis, evaluations, and recommendations for proper implementation of programs and systems specifications in the following specialties: information systems architecture, networking; telecommunications, automation, communications protocols, risk management/electronic analysis, software, lifecycle management, software development methodologies, and modeling and simulation; reduces issues to practical recommended options; explains recommendations to decision-makers in terms that provide for decisions. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in IT research.
Research Analyst
Minimum/General Experience:  Three to five years of experience in the IT or related field and demonstrated research skills.

Functional Responsibility: The Research Analyst develops requirements from a project's inception to its conclusion in the subject matter area for simple to moderately complex systems; leads and/or assists analysis evaluation, and preparation of recommendations for system improvements, optimization, development, and/or maintenance efforts in specialties, such as, information systems architecture, networking; telecommunications, automation; communications protocols, risk management/electronic analysis, software; lifecycle management, software development methodologies, and modeling and simulation. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in IT research.

Senior Application Developer
Minimum/General Experience:  Three to five years of computer experience in at least two of the following disciplines: system analysis, system programming, application programming, and equipment analysis or at least five years equivalent experience in a related field. 

Functional Responsibility:  The Senior Application Developer translates IT mission requirements and information problems into solutions employing current state-of-the-art information system equipment and software; defines interactions and interfaces among different categories of requirements; develops an appropriate design to support the requirements while employing IT methodologies; and serves as a liaison for interpreting and translating various disciplines represented on work teams and as a point of contact for evaluation of problems arising from the interdisciplinary nature of the task team efforts.  The Senior Application Developer supervises subordinate application developers.

Minimum Education:  Bachelor’s Degree or equivalent professional experience in IT system analysis and programming functions and/or training.
Application Developer
Minimum/General Experience:  Three years of computer experience in information system design, system programming, or application programming or at least five years equivalent experience in a related field. 

Functional Responsibility:  The Application Developer maintains operating systems, communications software, database packages, compilers, repositories, and utility and assembler programs; modifies existing software and develops special-purpose software to ensure efficiency and integrity between systems and applications; analyzes functional business applications and design specifications for functional areas such as finance, accounting, personnel, manpower, logistics, and contracts; develops block diagrams and logic flowcharts; translates detailed design into computer software; tests, debugs, and refines the computer software to produce the required product; prepares required documentation, including both program-level and user-level for evaluation of problems arising from the interdisciplinary nature of the task team efforts.

Minimum Education:  Bachelor’s Degree or equivalent professional experience in a related field.
Senior Subject Matter Expert
Minimum/General Experience:  Six years experience in the IT discipline or equivalent experience in a related field.

Functional Responsibility:  The Senior Subject Matter Expert defines the problems and analyzes and develops plans and requirements in the subject matter area; coordinates and manages the preparation of analysis, evaluations, and recommendations for proper implementation of programs and systems specifications in such specialties as, information systems architecture, networking, telecommunications, automation, communications protocols, risk management/electronic analysis, software, lifecycle management, software development methodologies, and modeling and simulation; reduces solutions to practical recommended options; explains recommendations to decision-makers in terms to support  the making of decisions; and leads the efforts of others..

Minimum Education:  Bachelor’s Degree or equivalent professional experience in a related field.
Subject Matter Expert
Minimum/General Experience:  Three to five years experience in the IT discipline or equivalent experience in a related field.

Functional Responsibility:  The Subject Matter Expert works at the direction of the Senior Subject Matter Expert in developing requirements from a project's inception to its conclusion in the subject matter area for simple to moderately complex systems; assists other senior consultants with analysis and evaluation and with the preparation of recommendations for system improvements, optimization, development, and/or maintenance efforts in such specialties as, information systems architecture, networking; telecommunications, automation; communications protocols, risk management/electronic analysis, software; lifecycle management, software development methodologies, and modeling and simulation. 

Minimum Education:  Bachelor’s Degree or equivalent professional experience in a related field.
Technical Writer
Minimum/General Experience:  Four to seven years of related experience performing technical writing, research, and editing functions to prepare briefings, manuals, and other contract deliverables to meet contract requirements and respond to requests for information.

Functional Responsibility:  The Technical Writer, under limited supervision, writes and/or edits technical documents, including business proposals, reports, manuals, briefings and presentations, guidelines, and other project deliverables to meet contract requirements; reviews and edits documents developed by others to ensure accuracy and quality of content, organization, language, format consistency, and conformance with established standards; works with technical staff to develop documentation requirements; develops outlines and drafts for review and approval by technical specialists and project management; ensures that final documents meet applicable contract requirements and regulations; researches and gathers technical and background information for inclusion in project documentation and deliverables; consults relevant information sources, including library resources, technical and financial documents, and client and project personnel, to obtain background information; and verifies pertinent guidelines and regulations governing project deliverables.

Minimum Education:  Bachelor’s Degree or equivalent professional training and/or experience.
Technical Trainer
Minimum/General Experience: Two years of related experience writing training materials, developing and conducting technical training courses.

Functional Responsibility:  The Technical Trainer, under limited supervision, writes technical and instructional materials; edits and rewrites online and hardcopy documents for grammatical, syntactical, and usage errors; creates teaching outlines in accordance with established guidelines; selects and/or assists in the development of instructional aids, such as handouts, reference materials, and/or audio/visual supports; conducts research necessary to develop and revise training courses and prepares appropriate training catalogs; and develops and conducts training 
Minimum Education:  Bachelor’s Degree or equivalent professional training and/or experience.
Documentation Specialist
Minimum/General Experience:  One year data entry experience and/or records management experience; reliable with good work habits; able to coordinate tasks and maintain accountability for vital project functions; highly organized; knowledgeable in the use of personal computer based databases; and able to lift boxes weighing twenty-five to thirty pounds numerous times throughout the day.

Functional Responsibility:  The Documentation Specialist gathers, analyzes, and composes technical information; conducts research and ensures the use of proper technical terminology; provides technical writing and documentation support to technical and management level personnel; translates technical information into clear, readable documents to be used by technical and nontechnical personnel; and develops technical documentation detailing process flows, operating procedures, and the design, development, testing, installation, and maintenance of systems and processes.

Minimum Education:  Associate’s Degree or equivalent professional training and/or experience.

Mail Clerk
Minimum/General Experience:  High school diploma or General Education Degree (GED).  Aptitude for administrative work.
Functional Responsibility:  Mail clerk will use vehicles to deliver and pickup mail at the Post Office and other designated off-site facilities; processes incoming and outgoing mail to include, loading and unloading mail tubs, boxes, bags, and/or packages for delivery, signing for registered and certified mail; obtaining receipts for items delivered; and updating and maintaining log of items received and delivered. 

Minimum Education: High school diploma or General Education Degree (GED). 
Executive Summary - ISRI Capability�
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�
Experienced Management Team�
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�
Systems Design Experience over 30 Years�
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�
Professional, Educated Information Systems Staff�
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�
ISRI Team Oriented Towards Complete Client Satisfaction�
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�
ISRI Past Performance Demonstrates High Level of Commitment and Competence�
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�
ISRI is exceptionally qualified in imaging, data preparation, evaluation, verification, and validation of documents services�
(�
�
ISRI’s Software is Designed for Comprehensive Reporting�
(�
�
ISRI’s Software Designed for Complete Auditing Capabilities�
(�
�
ISRI’s Software is Designed for Interaction with External Databases�
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