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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!, a menu-driven

database system. The INTERNET address GSA Advantage!

is: GSAAdvantage.gov.
Federal Supply Group 36

OFFICE, IMAGING, AND DOCUMENT SOLUTIONS

51 501 - Needs Assessment and Analysis Services

51 505 - Document Production Onsite and Offsite

51 506 - Document Conversion Services

Contract Number: GS-03F-0097U

For more information on ordering from Federal Supply

Schedules click on the FSS Schedules button at

fss.gsa.gov.
Contract Period: 09/04/08 – 09/03/2013

DigiDoc, Inc.

dba Document Managers (DM)

510 Florida Avenue NW

Washington, DC 20001

Tel: 202-299-1011

Fax: 202-299-1014

www.documentmanagers.us
      DUNS No.: 031830545
Business Size/Type: Small and Disadvantaged Business and 8(a) Certified
DigiDoc, Inc.

dba Document Managers (DM)

FEDERAL SUPPLY SCHEDULE PRICE LIST

1a. Awarded Special Item Number(s) (SIN):
51 501 - Needs Assessment and Analysis Services

51 505 - Document Production Onsite and Offsite

51 506 - Document Conversion Services

1b. Identification of the lowest priced model number and lowest unit price:
Not applicable.
1c. Hourly Rates:
51 501: Needs Assessment and Analysis Services
	Labor Category
	GSA Rates (hourly)

	Program Manager

Project Manager

Supervisor

Document Workflow Analyst
Clerk/Coordinator
	$130.53

$  98.74

$  71.53
$  84.56
$  45.60


SIN 51-506: Document Conversion Services
	Labor Category
	GSA Rates (hourly)

	Program Manager

Project Manager

Supervisor

On-site Service Technician

Key Operator/Key Service Technician

Clerk/Coordinator

Network   Administrator

Database Administrator
	$130.53

$  98.74

$  71.53

$  53.28

$  41.34

$  45.60

$  74.07
$  75.00


SIN 51-505: Document Production Services

	Labor Category
	GSA Rates (hourly)

	Program Manager

Project Manager

Supervisor

Duplicating Production Operator

On-site Service Technician

Key Operator/Key Service Technician

Clerk/Coordinator
Lead Key Operator
	$130.53

$  98.74

$  71.53

$  56.61

$  53.28

$  41.34

$  45.60

$  69.11


Associated Labor Category Descriptions

SIN 51-501: Needs Assessment and Analysis Services

	Labor Category: Program Manager

	Minimum General Experience: Minimum of 7 years of experience, which includes a minimum of 3 years of experience in Project Management. This role requires an understanding of project management tools and approaches to manage complex, multi-disciplinary projects. Desirable experience includes leading diverse teams consisting of 5 or more people; experience with managing multiple full project lifecycles; and direct managerial responsibility for 2 or more individuals. 

	Functional Responsibility: Oversees the development of project estimations and integrated project plans, ensuring that key roles and responsibilities are defined. Establishes and maintains processes to manage scope throughout the project lifecycle. Identifies and manages project issues.  Sets project quality and performance standards. Assesses and manages risk over the project lifecycle. Builds and organizes project teams to ensure maximum performance. Provides day-to-day project contact for the client (expectations, communications, negotiations, escalation, feedback, etc.). Participates and assists in key company events, such as training and internal initiatives and recruitment support. Interfaces with clients/prospective clients to assist with business development as needed. Enforces QC activities of the Project Manager and the entire effort from a program level.

	Minimum Education/Training: A Bachelor’s degree is required.  With a Master’s Degree, 

6 (instead of 7) years of experience and 2 (instead of 3) years of experience in Project Management is acceptable.  Proficient in relevant COTS Publishing and word processing packages such as Microsoft Office to include Word, Excel, PowerPoint and Project as well as Visio.  Project Management Institute (PMI) or Project Management Professional (PMP) certification is preferred but not required.


	Labor Category: Project Manager

	Minimum General Experience:  Minimum of 10 years of experience in office, imaging, and document solutions related work, including at least 2 years of progressively more responsible supervisory or management experience. Proven ability to manage numerous deadline-driven and complex tasks simultaneously. General knowledge of Government document management environments, standards, and procedures. Demonstrated, outstanding personnel and project management skills to guide and direct efficient project operations. Financial acumen and strategic vision.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies and procedures. Primary responsibility for management of timely, accurate, and cost-effective support services for a particular project that meet or exceed quality standards.

Provides critical oversight, input, and strategic direction on each assigned project. Develops and monitors project timelines and budgets; ensures that projects are completed on time, and on budget, and that work performed meets specific client objectives. Determines staffing needs, manages, provides direction to, and monitors performance of, project staff.  Ensures that substitute staff are available in case of others’ absence or onsite surge requirements. Oversees training of project staff.  Has Quality Control responsibility for projects managed.  Encourages effective communication among staff and oversees process improvement. Gathers data for, and oversees preparation of, project-related reports. 

	Minimum Education/Training: A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 8 years of experience is acceptable, including 2 years of supervisory or management experience.  With a Bachelor’s degree, a minimum of 6 years of experience is acceptable, including 2 years of supervisory or management experience. 


	Labor Category: Supervisor

	Minimum General Experience:  Minimum of 7 years of experience in office, imaging, and document-related work, including 1 year of progressively more responsible supervisory experience.  Demonstrated ability to supervise numerous deadline-driven and complex activities simultaneously.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies / procedures. 

Drives day-to-day management of specific activities. Supervises and monitors performance of on-site employees assigned by function, name, or shift responsibility. Assumes Project Manager duties in the absence of the Project Manager. Assumes Document Workflow Analyst duties in the event of absence.  Serves as primary client contact for day-to-day issues related to support services. Is responsible for Quality Control as it relates to daily efforts. Secures supplies and equipment after normal working hours. Maintains frequent verbal and written contact with clients to monitor client satisfaction. Gathers data and prepares reports. Reports to Project Manager and/or other designated staff.  

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 5 years of experience is acceptable.  With a Bachelor’s degree, a minimum of 3 years of experience is acceptable.


	Labor Category: Document Workflow Analyst

	Minimum General Experience:  Minimum of 4 years of experience in a combination of management information systems software programming, design and/or analysis of document management automated information systems. Must possess functional knowledge of automated document management systems and processes.

	Functional Responsibility: Analyzes management and operational problems; develops business methods and procedures, including accounting systems, file systems, office systems, document management systems, and production schedules. Responsibilities may include proposed and current document management programs, program changes, work schedules and operations, technical characteristics/ specifications, funds control, industrial production, inventory management, maintenance, procurement, property use and disposal, quality assurance, storage and distribution and transportation. May apply logistical functional knowledge e.g., identification of activities into a comprehensive document management plan; monitoring of progress in accomplishing the document management plan; and identification of causes and effects of delays and other problems. 

	Minimum Education/Training: A Bachelor’s degree is required.  


	Labor Category: Clerk/Coordinator

	Minimum General Experience:  1 year of general office experience, preferably in a mailroom setting. Must have valid driver’s license and a driving record, without accidents and violations, which would be acceptable to insurance company.

	Functional Responsibility: Disassembles documents in folder packages; prepares documents for scanning; tracks documents received and completion dates; works closely with the Duplicating Production Operator, reassembling documents after scanning.  Duties also include preparing documents to be filed and labeled; indexing scanned images and committing batches to server; verifying accuracy of data imputed into the database; tracking documents received and completion dates; backing up files; and completing reports.  Where applicable, on a daily basis, sorts and distributes faxes and sends/receives faxes. Sorts and distributes mail daily (as required by client). Prepares and ships mail as required. Ships and tracks mail packages. Maintains tracking log. 

Coordinates outgoing hand deliveries by courier service. Completes requested hand deliveries by due time and date. Handles interior/exterior courier work as required. Obtains signatures from recipients for delivered material. Organizes and maintains mailroom supplies. Coordinates service for equipment as needed. Records daily volumes of incoming and outgoing mail and packages. Maintains log of charges and postage used for client billing. Required to lift boxes weighing up to 30 pounds.  Reports to Lead Key Operator/Project Manager and/or other designated staff. 

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required.


SIN 51-505: Document Production Services

	Labor Category: Program Manager

	Minimum General Experience: Minimum of 7 years of experience, which includes a minimum of 3 years of experience in Project Management. This role requires an understanding of project management tools and approaches to manage complex, multi-disciplinary projects. Desirable experience includes leading diverse teams consisting of 5 or more people; experience with managing multiple full project lifecycles; and direct managerial responsibility for 2 or more individuals.

	Functional Responsibility: Oversees the development of project estimations and integrated project plans, ensuring that key roles and responsibilities are defined. Establishes and maintains processes to manage scope throughout the project lifecycle. Identifies and manages project issues.  Sets project quality and performance standards. Assesses and manages risk over the project lifecycle. Builds and organizes project teams to ensure maximum performance. Provides day-to-day project contact for the client (expectations, communications, negotiations, escalation, feedback, etc.). Participates and assists in key company events, such as training and internal initiatives and recruitment support. Interfaces with clients/prospective clients to assist with business development as needed. Enforces QC activities of the Project Manager and the entire effort from a program level.

	Minimum Education/Training:  A Bachelor’s degree is required. With a Master’s Degree, 6 (instead of 7) years of experience and 2 (instead of 3) years of experience in Project Management is acceptable.  Proficient in relevant COTS Publishing and word processing packages such as Microsoft Office to include Word, Excel, PowerPoint and Project as well as Visio.  Project Management Institute (PMI) or Project Management Professional (PMP) certification is preferred but not required.


	Labor Category: Project Manager

	Minimum General Experience:  Minimum of 10 years of experience in office, imaging, and document solutions related work, including at least 2 years of progressively more responsible supervisory or management experience. Proven ability to manage numerous deadline-driven and complex tasks simultaneously. General knowledge of Government document management environments, standards, and procedures. Demonstrated, outstanding personnel and project management skills to guide and direct efficient project operations. Financial acumen and strategic vision.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies and procedures. Primary responsibility for management of timely, accurate, and cost-effective support services for a particular project that meet or exceed quality standards.

Provides critical oversight, input, and strategic direction on each assigned project. Develops and monitors project timelines and budgets; ensures that projects are completed on time, and on budget, and that work performed meets specific client objectives. Determines staffing needs, manages, provides direction to, and monitors performance of, project staff.  Ensures that substitute staff are available in case of others’ absence or onsite surge requirements. Oversees training of project staff.  Has Quality Control responsibility for projects managed.  Encourages effective communication among staff and oversees process improvement. Gathers data for, and oversees preparation of, project-related reports. 

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 8 years of experience is acceptable, including 2 years of supervisory or management experience.  With a Bachelor’s degree, a minimum of 6 years of experience is acceptable, including 2 years of supervisory or management experience. 


	Labor Category: Supervisor

	Minimum General Experience:  Minimum of 7 years of experience in office, imaging, and document-related work, including 1 year of progressively more responsible supervisory experience.  Demonstrated ability to supervise numerous deadline-driven and complex activities simultaneously.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies / procedures. 

Drives day-to-day management of specific activities. Supervises and monitors performance of on-site employees assigned by function, name, or shift responsibility. Assumes Project Manager duties in the absence of the Project Manager. Assumes Document Workflow Analyst duties in the event of absence.  Serves as primary client contact for day-to-day issues related to support services. Is responsible for Quality Control as it relates to daily efforts. Secures supplies and equipment after normal working hours. Maintains frequent verbal and written contact with clients to monitor client satisfaction. Gathers data and prepares reports. Reports to Project Manager.  

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 5 years of experience is acceptable. With a Bachelor’s degree, a minimum of 3 years of experience is acceptable.


	Labor Category: Duplicating Production Operator

	Minimum General Experience:  Minimum of 4 years of relevant duplicating experience. Must have familiarity with the machinery necessary to accomplish task. Must also possess arithmetic ability, mechanical aptitude, and the ability to operate equipment safely. 

	Functional Responsibility: Operates duplicating machines on a volume production basis. Assists in the operation of machines involving more complex duplicating processes. Operates auxiliary equipment. Adjusts and makes non technical minor repairs on machinery as needed.  Prepares machines to carry out the operations as required by the jobs assigned. Maintains records, inventories, and files. Performs other related duties as assigned. Responsible for scanning and duplicating all documents. Must ensure accuracy and integrity of all documents entered into the system. Work closely with others to ensure consistency and integrity of work Strong data entry skills alpha and numeric.

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required.   With an Associate’s degree, a minimum of 2 years of relevant experience is acceptable.


	Labor Category: On-site Service Technician

	Minimum General Experience:  Minimum of 5 years of experience in a technical position. 

	Functional Responsibility: Performs preventive maintenance. Responds to both routine and emergency service calls. Provides phone responses to end-users. Conducts on-going end-user training. Maintains optimum level of equipment parts on-site. Provides customer service that meets or exceeds expectations.  Reports to Supervisor and Project Manager.

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 3 years of experience is acceptable.


	Labor Category: Key Operator/Key Service Technician

	Minimum General Experience:  Minimum of 1 year experience in a dynamic office environment.

	Functional Responsibility: Provides service that meets or exceeds customer expectations. Performs work in a timely manner, meeting priority and completion dates/times. Coordinates and schedules off-site work. Organizes and maintains inventory of copy room supplies. Maintains supply of paper for copiers. Operates equipment, including: high volume and color copier models; facsimile; and printing systems. Prepares, copies, and reassembles documents as necessary. Maintains quality control on all work prepared. Operates binding equipment. Coordinates service for equipment as needed. Performs internal/external courier requirements. Performs Level I service functions (Level I servicing consists of minor repairs, replenishment of toners, paper jam clearance, and general cleaning).  Calls service technician if required. Reports to Lead Key Operator/Project Manager and/or other designated staff. 

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. 


	Labor Category: Clerk/Coordinator

	Minimum General Experience:  1 year of general office experience, preferably in a mailroom setting. Must have valid driver’s license and a driving record, without accidents and violations, which would be acceptable to insurance company.

	Functional Responsibility: Disassembles documents in folder packages; prepares documents for scanning; tracks documents received and completion dates; works closely with the Duplicating Production Operator, reassembling documents after scanning.  Duties also include preparing documents to be filed and labeled; indexing scanned images and committing batches to server; verifying accuracy of data imputed into the database; tracking documents received and completion dates; backing up files; and completing reports.  Where applicable, on a daily basis, sorts and distributes faxes and sends/receives faxes.. Sorts and distributes mail daily (as required by client). Prepares and ships mail as required. Ships and tracks mail packages. Maintains tracking log. 

Coordinates outgoing hand deliveries by courier service. Completes requested hand deliveries by due time and date. Handles interior/exterior courier work as required. Obtains signatures from recipients for delivered material. Organizes and maintains mailroom supplies. Coordinates service for equipment as needed. Records daily volumes of incoming and outgoing mail and packages. Maintains log of charges and postage used for client billing. Required to lift boxes weighing up to 30 pounds.  Reports to Lead Key Operator/Project Manager and/or other designated staff. 

	Minimum Education/Training: A high school diploma (G.E.D. certificate or equivalent) is required. 


	Labor Category: Lead Key Operator

	Minimum General Experience: Minimum of 7 years of experience in office, imaging, and document-related work, including 1 year of progressively more responsible supervisory experience.  Demonstrated ability to supervise numerous deadline-driven and complex activities simultaneously.

	Functional Responsibility: Duties include:  making minor repairs, replenishing supplies, making service calls, express copier procedures (retrieving jobs from printer, informing user of the need to complete authorization form, verifying user ID and name on authorization form, file jobs etc); and creating statistic reports for submission to Project Manager.  Supports all functions of operations directly related to duties of the Key Operators. Monitors Key Operators to ensure that they are carrying out specified duties. Must be able to operate in the absence of the Project Manager. Reports to Project Manager.

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 5 years of experience  is acceptable.


SIN 51-506: Document Conversion Services

	Labor Category: Program Manager

	Minimum General Experience: Minimum of 7 years of experience, which includes a minimum of 3 years of experience in Project Management. This role requires a deep understanding of project management tools and approaches to manage complex, multi-disciplinary projects. Desirable experience includes leading diverse teams consisting of 5 or more people; experience with managing multiple full project lifecycles; and direct managerial responsibility for 2 or more individuals.

	Functional Responsibility: Oversees the development of project estimations and integrated project plans, ensuring that key roles and responsibilities are defined. Establishes and maintains processes to manage scope throughout the project lifecycle. Identifies and manages project issues.  Sets project quality and performance standards. Assesses and manages risk over the project lifecycle. Builds and organizes project teams to ensure maximum performance. Provides day-to-day project contact for the client (expectations, communications, negotiations, escalation, feedback, etc.). Participates and assists in key company events, such as training and internal initiatives and recruitment support. Interfaces with clients/prospective clients to assist with business development as needed. Enforces QC activities of the Project Manager and the entire effort from a program level.

	Minimum Education/Training:  A Bachelor’s degree is required.  With a Master’s Degree, 6 (instead of 7) years of experience and 2 (instead of 3) years of experience in Project Management is acceptable.  Training in Microsoft Office to include Word, Excel, PowerPoint and Project as well as Visio.  Project Management Institute (PMI) or Project Management Professional (PMP) certification is preferred but not required.


	Labor Category: Project Manager

	Minimum General Experience:  Minimum of 10 years of experience in office, imaging, and document solutions related work, including at least 2 years of progressively more responsible supervisory or management experience. Proven ability to manage numerous deadline-driven and complex tasks simultaneously. General knowledge of Government document management environments, standards, and procedures. Demonstrated, outstanding personnel and project management skills to guide and direct efficient project operations. Financial acumen and strategic vision.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies and procedures. Primary responsibility for management of timely, accurate, and cost-effective support services for a particular project that meet or exceed quality standards.

Provides critical oversight, input, and strategic direction on each assigned project. Develops and monitors project timelines and budgets; ensures that projects are completed on time, and on budget, and that work performed meets specific client objectives. Determines staffing needs, manages, provides direction to, and monitors performance of, project staff.  Ensures that substitute staff are available in case of others’ absence or onsite surge requirements. Oversees training of project staff.  Has Quality Control responsibility for projects managed.  Encourages effective communication among staff and oversees process improvement. Gathers data for, and oversees preparation of, project-related reports. 

	Minimum Education/Training: A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 8 years of experience is acceptable, including 2 years of supervisory or management experience.  With a Bachelor’s degree, a minimum of 6 years of experience is acceptable, including 2 years of supervisory or management experience. 


	Labor Category: Supervisor

	Minimum General Experience:  Minimum of 7 years of experience in office, imaging, and document-related work, including 1 year of progressively more responsible supervisory experience.  Demonstrated ability to supervise numerous deadline-driven and complex activities simultaneously.

	Functional Responsibility: Ensures that service and support functions meet or exceed customers’ expectations. Ensures timely, accurate compliance with policies and procedures. 

Drives day-to-day management of specific activities. Supervises and monitors performance of on-site employees assigned by function, name, or shift responsibility. Assumes Project Manager duties in the absence of the Project Manager. Assumes Document Workflow Analyst duties in the event of absence.  Serves as primary client contact for day-to-day issues related to support services. Is responsible for Quality Control as it relates to daily efforts. Secures supplies and equipment after normal working hours. Maintains frequent verbal and written contact with clients to monitor client satisfaction. Gathers data and prepares reports. Reports to Project Manager.  

	Minimum Education/Training: A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 5 years of experience is acceptable.  With a Bachelor’s degree, a minimum of 3 years of experience is acceptable.


	Labor Category: On-site Service Technician

	Minimum General Experience:  Minimum of 5 years of experience in a technical position. 

	Functional Responsibility: Performs preventive maintenance. Responds to both routine and emergency service calls. Provides phone responses to end-users. Conducts on-going end-user training. Maintains optimum level of equipment parts on-site. Provides customer service that meets or exceeds expectations.  Reports to Supervisor and Project Manager.

	Minimum Education/Training: A high school diploma (G.E.D. certificate or equivalent) is required. With an Associate’s degree, a minimum of 3 years of experience is acceptable. 


	Labor Category: Key Operator/Key Service Technician

	Minimum General Experience:  Minimum of 1 year of experience in a dynamic office environment.

	Functional Responsibility: Provides service that meets or exceeds customer expectations. Performs work in a timely manner, meeting priority and completion dates/times. Coordinates and schedules off-site work. Organizes and maintains inventory of copy room supplies. Maintains supply of paper for copiers. Operates equipment, including: high volume and color copier models; facsimile; and printing systems. Prepares, copies, and reassembles documents as necessary. Maintains quality control on all work prepared. Operates binding equipment. Coordinates service for equipment as needed. Performs internal/external courier requirements. Performs Level I service functions (Level I servicing consists of minor repairs, replenishment of toners, paper jam clearance, and general cleaning).  Calls service technician if required. Reports to Lead Key Operator / Project Manager. 

	Minimum Education/Training:  A high school diploma (G.E.D. certificate or equivalent) is required. 


	Labor Category: Clerk/Coordinator

	Minimum General Experience:  1 year of general office experience, preferably in mailroom setting. Must have valid driver’s license and record without accidents and violations that is acceptable to insurance company.

	Functional Responsibility: Disassembles documents in folder packages; prepares documents for scanning; tracks documents received and completion dates; works closely with the Duplicating Production Operator, reassembling documents after scanning.  Duties include preparing documents to be filed and labeled; indexing scanned images and committing batches to server; verifying accuracy of data imputed into the database; tracking documents received and completion dates; backing up files; and completing reports.  Where applicable, on a daily basis, sorts and distributes faxes and sends/receives faxes. Sorts and distributes mail daily (as required by client). Prepares and ships mail as required. Ships and tracks mail packages. Maintains tracking log. 

Coordinates outgoing hand deliveries by courier service. Completes requested hand deliveries by due time and date. Handles interior/exterior courier work as required. Obtains signatures from recipients for delivered material. Organizes and maintains mailroom supplies. Coordinates service for equipment as needed. Records daily volumes of incoming and outgoing mail and packages.  Maintains log of charges and postage used for client billing. Required to lift boxes weighing up to 30 pounds.  Reports to Lead Key Operator / Project Manager. 

	Minimum Education/Training:  A high school diploma (G.E.D.certificate or equivalent) is required.


	Labor Category: Network Administrator

	Minimum General Experience: Minimum of 2 years of experience in network operations and support, at least 1 year of which must have been spent supporting a LAN using TCP/IP protocol. Must have at least 1 year of experience installing networks, cabling, switches, routers, and hubs; troubleshooting cable problems. Technical certification such as MCP, or CCNE is preferred.

	Functional Responsibility: Provides network operations support, including but not limited to optimizing and monitoring network server and PC performance; installing and configuring switches, hubs, and other approved network devices such as routers; and administering network devices such as routers. Diagnoses, troubleshoots, and resolves network problems, such as faulty network connections and cable plant segments and problems with hardware devices such as switches, hubs, and routers.


Assists with approved technology deployments, network expansions, and upgrades; installs cable; establishes and tests connections; and documents upgraded or expanded cable plants.

Maintains smooth operation of multi-user computer systems, including coordination with other network administrators. Duties may include setting up administrator and service accounts, maintaining system documentation, tuning system performance, installing system wide software, and allocating mass storage space. Interacts with users and evaluates vendor products. Makes recommendations to purchase hardware and software, coordinates installation and provides backup recovery. Develops and monitors policies and standards related to the allocation of computing resources. Reports to Project Manager and/or other designated staff.

	Minimum Education/Training:  A Bachelor’s degree is required.  


	Labor Category: Database Administrator

	Minimum General Experience: Minimum of 4 years of experience in Database Administration.

	Functional Responsibility: Provides expertise in the most current principles and practices of managing data base systems (i.e. Oracle, Microsoft Access based, SQL server, DB2, or Sybase) and possesses the ability to design and review databases based upon user requirements. Also possesses the ability to maintain a database system for which new applications are being planned and incorporated. Has the necessary skills to provide web redesign/development services as well as web support and maintenance Provides expertise in compiling, arranging, storing, and retrieving information to facilitate support of customers, projects, or programs.

Implements and maintains smooth operation and physical design of databases. Reviews database design and integration of systems, provides backup recovery and makes recommendations regarding enhancements and/or improvements. Maintains security and integrity controls. Formulates policies, procedures, and standards relating to database management, and monitors transaction activity and utilization. Responsibilities include: database loading; development and management of operational procedures; environment management; database health (e.g., monitoring, proactive and reactive responses); resource planning; database upgrade planning; backup and recovery strategy planning and implementation; environment transition planning (development, test, stage, production).  Reports to Project Manager and/or other designated staff.

	Minimum Education/Training:  A Bachelor’s degree is required.  With a Master’s degree, a minimum of 2 years of experience is acceptable. 


2. Maximum order: 
· 51 501 - Needs Assessment and Analysis Services - $1,000,000
· 51 505 - Document Production Onsite and Offsite - $1,000,000
· 51 506 - Document Conversion Services - $1,000,000
3. Minimum order:

· 51 501 - Needs Assessment and Analysis Services - $100
· 51 505 - Document Production Onsite and Offsite - $100
· 51 506 - Document Conversion Services - $100
4. Geographic coverage (delivery area):

Prices cover the geographic scope of Domestic CONUS.  The prices were determined based on Washington, D.C., Alexandria, VA and Arlington, VA where DigiDoc Incorporated DBA Document Managers is conducting business.

5. Point(s) of production 
· Washington, DC

6. Discount from list prices or statement of net price:

Prices featured are net prices/all discounts have been included.
7. Quantity discounts:

None

8. Prompt payment terms:
0% Net 30 days
9a. Government purchase cards below the micro-purchase threshold:

Government purchase cards are accepted at or below the micro-purchase threshold.

9b. Government purchase cards above the micro-purchase threshold:

Government purchase cards are accepted above the micro-purchase threshold.

10. Foreign items (list items by country of origin).

Not Applicable
11a. Time of delivery:

TBD between DigiDoc, Inc. [dba Document Managers (DM)] and Ordering Activity

11b. Expedited Delivery:

Items available for expedited delivery are noted in this price list. 
11c. Overnight and 2-day delivery:

The Schedule customer may contact DigiDoc, Inc. [dba Document Managers (DM)] for rates for overnight and 2‑day delivery.
11d. Urgent Requirements:

DigiDoc, Inc. [dba Document Managers (DM)]  complies with the “Urgent requirements” clause of its contract and agencies may contact the DigiDoc, Inc.’s [dba Document Managers (DM)] representative to effect a faster delivery.

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

Destination 

13a. Ordering address(es):

DigiDoc, Inc. [dba Document Managers (DM)]
510 Florida Avenue NW

Washington, DC 20001

Tel: 202-299-1011

Fax: 202-299-1014
13b. Ordering procedures:

For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA's) are found in Federal Acquisition Regulation (FAR) 8.405-3.

14. Payment address(es):

DigiDoc, Inc. [dba Document Managers (DM)]
510 Florida Avenue NW

Washington, DC 20001

Tel: 202-299-1011

Fax: 202-299-1014
15. Warranty provision:
Not applicable.
16. Export packing charges, if applicable:

Not Applicable
17. Terms and conditions of Government purchase card acceptance:

 DigiDoc, Inc. [dba Document Managers (DM)] accepts Government purchase cards up to the agency’s limit or micro threshold amount of $3,000 which ever is greater.
18. Terms and conditions of rental, maintenance, and repair (if applicable):

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 (if applicable):

Not Applicable
20a. Terms and conditions for any other services (if applicable):

Not Applicable
21. List of service and distribution points (if applicable):

Not Applicable
22. List of participating dealers (if applicable):

Not Applicable

23. Preventive 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:

Not Applicable
25. Data Universal Number System (DUNS) number:

DUNS No.: 031830545

26. Registration in Central Contractor Registration (CCR) database:

DigiDoc, Inc. [dba Document Managers (DM)] is registered in CCR
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