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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. 
 

Advertising & Integrated Marketing Solutions (AIMS) 
 
Contract number: GS-07F-0368U 
 
For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at 
fss.gsa.gov. 
 
Contract period:  May 15, 2008 to May 14, 2018 
 
SINs awarded:  541-5 and 541-1000 
 

Infoscitex Corporation 
A DCS Company 

303 Bear Hill Road 
Waltham, MA 02451 

Telephone: 781 419.6370 
Fax: 781 419.6371 
www.infoscitex.com 

 
Business size: Large 
 
 
 SIN 541-5 

 
 
Labor Category 

Customer Site 
GSA Rate 

(includes IFF) 

IST Site GSA 
Rate  

(includes IFF) 

Technical Editor I $47.10 $64.32 
Technical Editor II $61.82 $84.42 
Technical Editor III $70.97 $99.38 
Technical Editor IV $79.87 $111.83 
Graphic Designer I $43.37 $59.22 
Graphic Designer II $88.96 $121.48 
Graphic Designer III $94.82 $132.76 
Graphic Designer IV $120.42 $168.62 
Program Manager I $84.47 $109.86 
Program Manager II $105.59 $137.32 
Event Specialist I $49.07 $68.71 
Event Specialist II 57.53 $80.55 
Event Specialist III $64.11 $89.76 
Event Specialist IV $76.91 $107.69 
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Creative Director $113.49 $158.90 
Sr. Creative Director $133.58 $187.02 
Multimedia Design/Animator I $66.03 $92.45 
Multimedia Design/Animator II $72.95 $102.14 
Multimedia Design/Animator III $80.88 $113.23 
Creative Writer I $56.59 $79.24 
Creative Writer II $65.04 $91.07 
Creative Writer III $74.94 $104.93 
Distribution Specialist I $40.00 $56.00 
Distribution Specialist II $47.21 $66.09 
Distribution Specialist III $56.59 $79.24 
Distribution Manager $68.01 $95.21 
Administrative Support I $52.14 $71.20 
Administrative Support II $58.46 $81.86 
Administrative Support III $64.11 $89.76 

 
 
 
 SIN 541-1000, OTHER DIRECT COSTS 

 
 
 
ODC 

 
 
 

ODC Item/Support 

 
GSA Price 

(Inclusive of 
the IFF) 

1 Large Format Printing – see attached pricing sheet  
2 Digital Printing – see attached pricing sheet  
3 Offset Printing – see attached pricing sheet  
4 Replication Services – see attached pricing sheet  
5 3-D Animation $72,005.02 
6 Multimedia Presentation, Qty 1 $881.56 
7 Video/Audio Productions, per minute $3,263.29 
8 Web Design & Development Content Mgmt Systems $12,896.00 
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LARGE FORMAT PRINTING PRICELIST

Laminated Laminated Laminated
Laminated Laminated Mounted Mounted Mounted 

Large-format posters Prints only one side two sides 3/16" foam core 1/4" mighty core 1/2" gator core
11" x 17" (one unit) $19.65 $28.71 $35.77 $48.86 $51.89 $56.02

(2-10 units) $17.63 $25.69 $32.74 $45.84 $48.86 $51.89
(11-20 units) $15.62 $21.66 $27.71 $40.80 $42.82 $48.86

20" x 30" (one unit) $35.77 $45.84 $55.92 $62.97 $65.99 $69.01
20" x 30" (2-10 units) $33.75 $42.82 $52.89 $58.94 $60.95 $63.98

20" x 30" (11-20 units) $28.71 $38.79 $47.86 $53.90 $55.92 $59.95
30" x 40" (one unit) $41.81 $58.94 $65.99 $77.07 $99.24 $109.31

30" x 40" (2-10 units) $39.80 $55.92 $63.98 $74.05 $89.16 $96.22
30" x 40" (11-20 units) $36.77 $51.89 $57.93 $70.02 $81.10 $82.11

36" x 48" (one unit) $58.94 $67.00 $79.09 $90.17 $96.22 $127.45
36" x 48" (2-10 units) $54.91 $63.98 $76.07 $86.14 $93.19 $116.37

36" x 48" (11-20 units) $50.88 $60.95 $72.04 $83.12 $91.18 $109.31
48" x 72"(one unit) $81.10 $107.30 $126.44 $165.73 $176.82 $227.19

48" x 72"(2-10 units) $77.07 $99.24 $119.39 $159.69 $166.74 $220.14
48" x 72"(11-20 units) $73.04 $94.20 $112.34 $153.64 $159.69 $205.03

Poly Poly Scrim vinyl Scrim vinyl
Poly Stitched Stitched Scrim vinyl stitched stitched

Large-format banners Material top/bottom 4 sides Material top/bottom  4 sides
24" x 48" (one unit) $85.64 $100.75 $110.83 $120.90 $130.98 $146.09

24" x 48" (2-10 units) $81.61 $94.71 $98.74 $111.83 $123.92 $139.04
24" x 48" (11-20 units) $77.58 $90.68 $94.71 $106.80 $118.89 $125.94

36" x 72" (one unit) $126.44 $151.63 $161.70 $196.97 $242.30 $267.49
36" x 72" (2-10 units) $121.40 $146.59 $156.67 $183.87 $222.15 $247.34

36" x 72" (11-20 units) $117.37 $141.55 $151.63 $178.83 $196.97 $222.15
48" x 120" (one unit) $177.82 $191.93 $207.04 $242.30 $332.98 $407.53

48" x 120" (2-10 units) $171.78 $186.89 $202.00 $237.27 $312.83 $363.20
48" x 120" (11-20 units) $166.74 $181.85 $196.97 $232.23 $278.57 $339.02

*Grommets: $2.00 each  
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DIGITAL PRINTING PRICELIST

4-color 4-color 4-color 4-color 4-color 4-color
8.5" x 11" 8.5" x 11" 11" x 17" 11" x 17" 12" x 18" 12" x 18"

Digital printing Fact sheet Tri-fold Paper print Card stock Paper print Card stock
1-100 $0.43 $0.45 $0.87 $1.01 $0.93 $1.06

101-500 $0.35 $0.38 $0.66 $0.81 $0.76 $0.86
501-1,000 $0.28 $0.32 $0.50 $0.65 $0.58 $0.71

Two-sided printing: Multiply single sided pricing by 1.5

OFFSET PRINTING PRICELIST

4-color 4-color 4-color 4-color 4-color
8.5" x 11" 8.5" x 11" 11" x 17" 9" x 12" 4-color 4" x 6"

Offset printing Fact sheet Tri-fold Bi-fold Pocket folder Business Card Post Card
1,000-2,500 $0.21 $0.24 $0.45 $1.66 $0.40 $0.81
2,501-5,000 $0.15 $0.16 $0.30 $1.21 $0.30 $0.56

5001-10,000 $0.10 $0.11 $0.20 $0.76 $0.20 $0.40

REPLICATION SERVICES PRICELIST

Bulk Bulk Bulk Full size Mini-round Rectangle
Full size Mini-round Rectangle CD CD Mini-CD

Replication services CD CD Mini-CD w/plastic sleeve w/plastic sleeve w/plastic sleeve
50-100 $1.66 $1.71 $1.76 $1.81 $1.76 $1.81

101-500 $1.41 $1.46 $1.51 $1.47 $1.51 $1.56
501-1,000 $1.00 $1.06 $1.11 $1.07 $1.17 $1.21

*All unit costs include 4-color printing
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Labor Category 

 
General Summary 

 
Duties and Responsibilities 

 
Job Specification 
(Minimums) 

Technical Editor I Experienced in writing scientific, technical, engineering 
or other professional materials in accordance with 
applicable standards. Shall be capable of completing 
specific writing assignments in a clear and concise 
manner. Must work with engineering, logistic and 
design/drafting personnel to gather data for various 
manuals and publications. Shall have general 
experience in the field of technical writing/editing with 
specialized experience in planning, developing, 
maintaining, and rewriting documents. 

Duties include writing and/or rewriting reports, 
articles, software documentation (e.g., operator 
manuals, reference manuals, and pamphlets) for 
information management systems and new 
releases of technical material. Applies word 
processing, graphics and audiovisual 
communication techniques for technical or 
scientific subject matter; and assisting 
programmers and engineers in developing on-
line documentation. 

An Associates Degree 
and 5 yrs of general 
experience 

Technical Editor II Experienced in writing scientific, technical, engineering 
or other professional materials in accordance with 
applicable standards. Shall be capable of completing 
specific writing assignments in a clear and concise 
manner. Must work with engineering, logistic and 
design/drafting personnel to gather data for various 
manuals and publications. Shall have general 
experience in the field of technical writing/editing with 
specialized experience in planning, developing, 
maintaining, and rewriting documents. 

Duties include writing and/or rewriting reports, 
articles, software documentation (e.g., operator 
manuals, reference manuals, and pamphlets) for 
information management systems and new 
releases of technical material. Applies word 
processing, graphics and audiovisual 
communication techniques for technical or 
scientific subject matter and assisting 
programmers and engineers in developing on-
line documentation. 

A Bachelor's Degree and 
5 yrs of general 
experience 

Technical Editor III Experienced in editing/writing technical publications 
and have the ability to examine draft and final 
documents for content and clarity, and resolve 
technical conflicts with technical specialists and 
engineers.  Organizes material and completes writing 
assignment according to set standards regarding 
order, clarity, conciseness, style and terminology.  
Reviews published materials and recommend 
revisions or changes in scope, format, and content.  
Must have good communication skills and is required 
to interface with a variety of technical and non-
technical individuals in the performance of this 
position. 

Supports the editing/writing, development and 
production of a variety of technical documents for 
clients and their customers, including reports, 
journals, articles, catalogs, brochures, 
directories, plans, and promotional items.  The 
technical editor/writer shall have a thorough 
working knowledge of engineering and scientific 
terminology and concepts, and their applications.  
Demonstrate strong editing and writing skills for 
surveys and statistical studies.  Responsibilities 
also include editing and writing material for 
online access and dissemination via the Internet. 

A Bachelor’s degree in 
Journalism, major in 
English or other writing 
related field and 10 years 
of experience.  5 
additional years of 
relevant experience in a 
related technical editing 
field may be substituted 
for the Bachelor’s degree. 
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Technical Editor IV Experienced in editing/writing technical publications 
and have the ability to examine draft and final 
documents for content and clarity, and resolve 
technical conflicts with technical specialists and 
engineers.  Organizes material and completes writing 
assignment according to set standards regarding 
order, clarity, conciseness, style and terminology.  
Reviews published materials and recommend 
revisions or changes in scope, format, and content.  
Must have good communication skills and is required 
to interface with a variety of technical and non-
technical individuals in the performance of this 
position. 

Supports and oversees the editing/writing, 
development and production of a variety of 
technical documents for clients and their 
customers, including reports, journals, articles, 
catalogs, brochures, directories, plans, and 
promotional items.  The technical editor/writer 
shall have a thorough working knowledge of 
engineering and scientific terminology and 
concepts, and their applications.  Demonstrate 
strong editing and writing skills for surveys and 
statistical studies.  Responsibilities also include 
editing and writing material for online access and 
dissemination via the Internet. 

A Bachelor’s degree in 
Journalism, major in 
English or other writing 
related field and 15 years 
of experience.  5 
additional years of 
relevant experience in a 
related technical editing 
field may be substituted 
for the Bachelor’s degree. 

Graphic Designer I Must have the ability to conceive and produce top-
notch publications, graphics, brochures, and slide 
presentations 

Prepare graphics, publications and programs. 
Develop exhibit concepts and designs. Perform 
layout, production and installation. 

An Associates Degree 
and 5 yrs of general 
experience 

Graphic Designer II Must have the ability to conceive and produce top-
notch publications, graphics, brochures, and slide 
presentations 

Prepare graphics, publications and programs. 
Develop exhibit concepts and designs. Perform 
layout, production and installation. 

A Bachelor's Degree and 
5 yrs of general 
experience 

Graphic Designer III Experienced in developing graphic artwork in a variety 
of media, using Macintosh and PC equipment.  
Position requires experience using numerous graphics 
software programs for illustration, charts and graphs, 
page layout, photo design and production, and word 
processing. 

Duties include developing graphic artwork in a 
variety of media to support publication 
requirements using a Macintosh and/or PC.  May 
also provide hand illustration.  Individual 
produces a variety of artwork, including technical 
and commercial documents, viewgraphs and 
slide presentations, pamphlets, brochures, and 
other forms of artwork.  Performs conceptual and 
visualization work and graphic production tasks. 

A Bachelor’s degree and 7 
years of experience.  4 
additional years of 
relevant experience in a 
related technical/artistic 
field may be substituted 
for the Bachelor’s degree. 

Graphic Designer IV Experienced in developing graphic artwork in a variety 
of media, using Macintosh and PC equipment.  
Position requires experience using numerous graphics 
software programs for illustration, charts and graphs, 
page layout, photo design and production, and word 
processing. 

Duties include developing graphic artwork in a 
variety of media to support publication 
requirements using a Macintosh and/or PC.  May 
also provide hand illustration.  Individual 
produces a variety of artwork, including technical 
and commercial documents, viewgraphs and 
slide presentations, pamphlets, brochures, and 
other forms of artwork.  Performs conceptual and 
visualization work and graphic production tasks.

A Bachelor’s degree and 
10 years of experience.  5 
additional years of 
relevant experience in a 
related technical/artistic 
field may be substituted 
for the Bachelor’s degree. 
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Program Manager I Provides direction and oversight for the technology 
development and/or application, marketing, and 
resource allocation within program client base. 

Coordinates the resolution of production-related 
problems.  Ensure proper relationships are 
established between customers, teaming 
partners, and vendors to facilitate the delivery of 
information technology services. -Provide users 
with computer output.  Supervises staff 
operations. 

A Bachelor's Degree and 
5 yrs of general 
experience 

Program Manager II Provides direction and oversight for the technology 
development and/or application, marketing, and 
resource allocation within program client base. 

Coordinates the resolution of production-related 
problems. -Ensure proper relationships are 
established between customers, teaming 
partners, and vendors to facilitate the delivery of 
information technology services. -Provide users 
with computer output.  Supervises staff 
operations. 

A Bachelor's Degree and 
10 yrs of general 
experience 

Event Specialist I Experienced in planning and coordinating special 
events, conferences, and symposiums. 

Duties include: Plans and oversees the activities 
associated with special events, conferences, and 
symposiums.  Specific tasks may include 
advertising strategy, agenda formulation, 
invitations, audio-visual arrangements, mailings, 
registration database, social events planning, 
distinguished visitor requirements and 
associated protocol, publication of event 
minutes/proceedings, and event follow-up to 
include action item tracking and status. 

A High School Degree 
and 1 year of general 
experience 

Event Specialist II Experienced in planning and coordinating special 
events, conferences, and symposiums. 

Duties include: Plans and oversees the activities 
associated with special events, conferences, and 
symposiums.  Specific tasks may include 
advertising strategy, agenda formulation, 
invitations, audio-visual arrangements, mailings, 
registration database, social events planning, 
distinguished visitor requirements and 
associated protocol, publication of event 
minutes/proceedings, and event follow-up to 
include action item tracking and status. 

A High School Degree 
and 3 years of general 
experience 
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Event Specialist III Experienced in planning and coordinating special 
events, conferences, and symposiums. 

Duties include: Plans and oversees the activities 
associated with special events, conferences, and 
symposiums.  Specific tasks may include 
advertising strategy, agenda formulation, 
invitations, audio-visual arrangements, mailings, 
registration database, social events planning, 
distinguished visitor requirements and 
associated protocol, publication of event 
minutes/proceedings, and event follow-up to 
include action item tracking and status. 

A High School Degree 
and 5 years of general 
experience 

Event Specialist IV Experienced in planning and coordinating special 
events, conferences, and symposiums. 

Duties include: Plans and oversees the activities 
associated with special events, conferences, and 
symposiums.  Specific tasks may include 
advertising strategy, agenda formulation, 
invitations, audio-visual arrangements, mailings, 
registration database, social events planning, 
distinguished visitor requirements and 
associated protocol, publication of event 
minutes/proceedings, and event follow-up to 
include action item tracking and status. 

A High School Degree 
and 7 years of general 
experience 

Creative Director Experienced in developing graphic artwork in a variety 
of media, including providing art direction and 
managing graphics, design, and multi-media staff.  
Requires experience in using numerous graphics 
software packages for graphics illustration, charts and 
graphs, page layout, photo design and production, and 
word processing.  Requires a broad knowledge of the 
client’s publishing environment and style standards.  
For materials produced for Government clients, also 
requires working knowledge of the Government 
Printing Office regulations and processes for 
submission of camera-ready art in electronic formats.  
Works with client and vendors to purchase a variety of 
materials, including print publications, exhibit 
materials, video, audio, CD-Rom, and novelty items.  
Must be knowledgeable of all electronic printing 
standards and practices. 

Directs and coordinates the work activities of 
designers, graphic artists, multimedia specialists, 
QC specialists, and other assigned staff.  
Schedules work, reviews completed work for 
formatting, accuracy, and general appearance.  
Defines work requirements with clients.  Selects 
and manages vendor support.  Also prepares 
budgets and timelines as required by client. 

Bachelor’s degree in a 
related technical/artistic 
field and 10 years of 
experience.  6 additional 
years of relevant 
experience in a related 
technical/artistic field may 
be substituted for the 
Bachelor’s degree 
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Sr. Creative Director Experienced in developing graphic artwork in a variety 
of media, including providing art direction and 
managing graphics, design, and multi-media staff.  
Requires experience in using numerous graphics 
software packages for graphics illustration, charts and 
graphs, page layout, photo design and production, and 
word processing.  Requires a broad knowledge of the 
client’s publishing environment and style standards.  
For materials produced for Government clients, also 
requires working knowledge of the Government 
Printing Office regulations and processes for 
submission of camera-ready art in electronic formats.  
Works with client and vendors to purchase a variety of 
materials, including print publications, exhibit 
materials, video, audio, CD-Rom, and novelty items.  
Must be knowledgeable of all electronic printing 
standards and practices. 

Directs and coordinates the work activities of 
designers, graphic artists, multimedia specialists, 
QC specialists, and other assigned staff.  
Schedules work, reviews completed work for 
formatting, accuracy, and general appearance.  
Defines work requirements with clients.  Selects 
and manages vendor support.  Also prepares 
budgets and timelines as required by client. 

Bachelor’s degree in a 
related technical/artistic 
field and 15 years of 
experience.  10 additional 
years of relevant 
experience in a related 
technical/artistic field may 
be substituted for the 
Bachelor’s degree 

Multimedia 
Design/Animator I 

Experienced in using advanced design and technical 
skills to produce multimedia products, including 3D 
animation and exhibit development, electronic 
presentations, and Web site development and design.  
This position requires proficient knowledge of 
standards and regulations and processes for 
submission of all multi-media, Web and animation 
work. 

Oversees the development of complex products 
in 3-D animation, Web and multi-media projects.  
Provide comprehensive Web design, animation, 
and multi-media integration services to clients.  
Assist in the development of project budgets and 
schedules.  Assist with marketing of new 
technology solutions and presentations to 
potential clients. 

Associate’s degree in a 
related technical/artistic 
field and 2 years of 
experience.  2 additional 
years of relevant 
experience in a related 
technical/artistic field may 
be substituted for the 
Associate’s degree 

Multimedia 
Design/Animator II 

Experienced in using advanced design and technical 
skills to produce multimedia products, including 3D 
animation and exhibit development, electronic 
presentations, and Web site development and design.  
This position requires proficient knowledge of 
standards and regulations and processes for 
submission of all multi-media, Web and animation 
work. 

Oversees the development of complex products 
in 3-D animation, Web and multi-media projects.  
Provide comprehensive Web design, animation, 
and multi-media integration services to clients.  
Assist in the development of project budgets and 
schedules.  Assist with marketing of new 
technology solutions and presentations to 
potential clients. 

Bachelor’s degree in a 
related technical/artistic 
field and 4 years of 
experience.  3 additional 
years of relevant 
experience in a related 
technical/artistic field may 
be substituted for the 
Bachelor’s degree. 
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Multimedia 
Design/Animator III 

Experienced in using advanced design and technical 
skills to produce multimedia products, including 3D 
animation and exhibit development, electronic 
presentations, and Web site development and design.  
This position requires proficient knowledge of 
standards and regulations and processes for 
submission of all multi-media, Web and animation 
work. 

Oversees the development of complex products 
in 3-D animation, Web and multi-media projects.  
Provide comprehensive Web design, animation, 
and multi-media integration services to clients.  
Assist in the development of project budgets and 
schedules.  Assist with marketing of new 
technology solutions and presentations to 
potential clients. 

Bachelor’s degree in a 
related technical/artistic 
field and 8 years of 
experience.  5 additional 
years of relevant 
experience in a related 
technical/artistic field may 
be substituted for the 
Bachelor’s degree.

Creative Writer I Experience in writing for publication.  Excellent writing 
skills required as well as the ability to write copy to fit.  
Also requires demonstrated knowledge of editing, style 
and Government guidelines for public release. 

Supports the development and production of a 
variety of publication documents for clients and 
their customers, including reports, journals, 
articles, catalogs, brochures, directories, plans, 
and promotional items.  Must demonstrate strong 
writing skills for publication projects with tight 
deadlines.  Also includes writing material for 
online projects on the Internet. 

Bachelor’s degree in 
Journalism, major in 
English or other writing 
related field and 4 years of 
experience.  An 
Associate’s degree with 2 
additional years of 
relevant experience may 
be substituted for the 
Bachelor’s degree.

Creative Writer II Experience in writing for publication.  Excellent writing 
skills required as well as the ability to write copy to fit.  
Also requires demonstrated knowledge of editing, style 
and Government guidelines for public release. 

Supports the development and production of a 
variety of publication documents for clients and 
their customers, including reports, journals, 
articles, catalogs, brochures, directories, plans, 
and promotional items.  Must demonstrate strong 
writing skills for publication projects with tight 
deadlines.  Also includes writing material for 
online projects on the Internet. 

Bachelor’s degree in 
Journalism, major in 
English or other writing 
related field and 6 years of 
experience.  An 
Associate’s degree with 3 
additional years of 
relevant experience may 
be substituted for the 
Bachelor’s degree.

Creative Writer III Experience in writing for publication.  Excellent writing 
skills required as well as the ability to write copy to fit.  
Also requires demonstrated knowledge of editing, style 
and Government guidelines for public release. 

Supports the development and production of a 
variety of publication documents for clients and 
their customers, including reports, journals, 
articles, catalogs, brochures, directories, plans, 
and promotional items.  Must demonstrate strong 
writing skills for publication projects with tight 
deadlines.  Also includes writing material for 
online projects on the Internet. 

Bachelor’s degree in 
Journalism, major in 
English or other writing 
related field and 8 years of 
experience.  An 
Associate’s degree with 4 
additional years of 
relevant experience may 
be substituted for the 
Bachelor’s degree.
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Distribution 
Specialist I 

Experience working in a distribution center/warehouse 
environment, assisting with mailing list management 
and document distribution activities. 

Assists with the coordination and quality control, 
the development, management, and use of 
mailing lists to support document distribution 
efforts on behalf of client agencies.  Also assists 
in quality controlling mailing list maintenance and 
updating tasks. 

High school diploma or 
equivalent and 1 year of 
experience. 

Distribution 
Specialist II 

Experience working in a distribution center/warehouse 
environment, assisting with mailing list management 
and document distribution activities. 

Assists with the coordination and quality control, 
the development, management, and use of 
mailing lists to support document distribution 
efforts on behalf of client agencies.  Also assists 
in quality controlling mailing list maintenance and 
updating tasks. 

High school diploma or 
equivalent and 3 years of 
experience. 

Distribution 
Specialist III 

Experience working in a distribution center/warehouse 
environment, assisting with mailing list management 
and document distribution activities. 

Assists with the coordination and quality control, 
the development, management, and use of 
mailing lists to support document distribution 
efforts on behalf of client agencies.  Also assists 
in quality controlling mailing list maintenance and 
updating tasks. 

High school diploma or 
equivalent and 5 years of 
experience. 

Distribution Manager Experience in performing mailing management and 
related services, including 2 years of progressively 
more responsible supervisory experience.  Has a 
demonstrated ability to supervise numerous complex 
and time-critical activities simultaneously. 

Coordinates and supervises mailing services 
activities.  Ensures all activities are carried out in 
accordance with project commitments or specific 
objectives.  Responsible for day-to-day 
coordination and administration of tasks ensuring 
that quality and productivity standards are 
maintained.  Prepares work schedules.  
Supervises work performance of team members 
and provides training as needed.  Assist with 
writing project plans and reports.

Bachelor’s degree and 5 
years of experience.  6 
additional years of 
relevant experience may 
be substituted for the 
Bachelor’s degree. 

Administrative 
Support I 

Provides administrative-type support to technical and 
management-level personnel. This includes, but is not 
limited to, documentation planning and support, project 
administration, general office support, executive 
secretarial support, human resource planning, event 
planning and administration, office relocation planning, 
mail services, records, data input, etc. 

Specializes in coordinating and planning office 
administration and support.  Understands and 
provides documentation planning and support, 
project administration, general office support, 
executive secretarial support, human resource 
planning, event planning and administration, 
office relocation planning, etc., required in 
changing office environments.  May perform 
other duties as required. 

A High School Degree 
and 5 years of general 
experience 
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Administrative 
Support II 

Provides administrative-type support to technical and 
management-level personnel. This includes, but is not 
limited to, documentation planning and support, project 
administration, general office support, executive 
secretarial support, human resource planning, event 
planning and administration, office relocation planning, 
mail services, records, data input, etc. 

Specializes in coordinating and planning office 
administration and support.  Understands and 
provides documentation planning and support, 
project administration, general office support, 
executive secretarial support, human resource 
planning, event planning and administration, 
office relocation planning, etc., required in 
changing office environments.  May perform 
other duties as required. 

A High School Degree 
and 7 years of general 
experience 

Administrative 
Support III 

Provides administrative-type support to technical and 
management-level personnel. This includes, but is not 
limited to, documentation planning and support, project 
administration, general office support, executive 
secretarial support, human resource planning, event 
planning and administration, office relocation planning, 
mail services, records, data input, etc. 

Specializes in coordinating and planning office 
administration and support. Understands and 
provides documentation planning and support, 
project administration, general office support, 
executive secretarial support, human resource 
planning, event planning and administration, 
office relocation planning, etc., required in 
changing office environments.  May perform 
other duties as required. 

A High School Degree 
and 9 years of general 
experience 
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Maximum order, SINs 541-5 and 541-1000:  $1 million 
 
Minimum order.  $100 
 
Geographic coverage (delivery area). 50 United States and District of Columbia 
 
Net prices are set forth above.  
 
Quantity discounts. 1% discount on order more than $100,000. 
 
Prompt payment terms. ½% 20 days 
 
Government purchase cards are accepted at or below the micro-purchase threshold. 
 
Government purchase cards are accepted above the micro-purchase threshold. 
 
Foreign items (list items by country of origin). Not applicable 
 
Time of delivery. As negotiated with ordering activity 
 
F.O.B. point. Destination 
 
Ordering address: 
303 Bear Hill Road 
Waltham, MA 02451 
 
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. 
 
Payment address: 
Attn:  Accounts Receiveables 
6909 Metro Park Drive 
Suite 500  
Alexandria, VA  22310-3273 
 
Warranty provision. Not applicable. 
 
Export packing charges. Not applicable. 
 
Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase 
level). None. 
 
Infoscitex will accept Government Purchase Cards for task orders placed that are below the micro-purchase 
threshold.  
 
Infoscitex will accept Government Purchase Cards for task orders placed that are above the micro-purchase 
threshold. 
 
Terms and conditions of rental, maintenance, and repair. Not applicable. 
 
Terms and conditions of installation. Not applicable. 
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Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices. Not 
applicable. 
 
Terms and conditions for any other services. Not applicable. 
 
List of service and distribution points. Not applicable. 
 
List of participating dealers. Not applicable. 
 
Preventive maintenance. Not applicable. 
 
Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced 
pollutants). Not applicable. 
 
Section 508 compliance information for Electronic and Information Technology (EIT) supplies and services is in 
preparation. 
 
Data Universal Number System (DUNS) number. 004627316 
 
Infoscitex is currently registered in the Central Contractor Registration (CCR) database.  
 


