Creative Options
1901 Pennsylvania Avenue, NW, Suite 207, 
Washington, D.C. 20006

          202-638-1465 
     info@creativeoptionsdc.com
     Hire a Major Talent by the Hour 
Creative Options is a full service temporary agency, specializing in skilled personnel in:

                        Creative Services
               Corporate Communications
                            

            Veteran Owned Small Business
              
  GS-07F-0532T
Creative Options
1901 Pennsylvania Avenue, NW Suite 207, 

Washington, D.C. 20006

          202-638-1465 

     info@creativeoptionsdc.com
Services and Prices
	Orders < $100K

Orders > $100K

Skill Category - 736-5

Discount Offered *

Total GSA Price

Discount Offered **

Total GSA Price

Proofreader

1.00%

$37.40

2.00%

$37.03

Editor

1.00%

$39.90

2.00%

$39.49

Senior Editor

1.00%

$44.88

2.00%

$44.43

Desktop Publisher

1.00%

$42.39

2.00%

$41.96

Graphic Illustrator

1.00%

$44.88

2.00%

$44.43

Graphic Designer

1.00%

$49.87

2.00%

$49.37

Technical Writer

1.00%

$57.35

2.00%

$56.77

Copy Writer

1.00%

$54.86

2.00%

$54.30

Web Page Designer

1.00%

$59.85

2.00%

$59.24

* Discounts are offered to the GSA. 

**Discount offered for contracts over $100,000


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	


Company Profile
Creative Options is a veteran owned small business, incorporated and operating since 1991. We provide staffing services in the areas of communications and creative work. Over 300 professionals are in the active personnel pool as writers, both technical and non-technical, editors and proofreaders,  desktop publishers, and web designer. 
Our clients include numerous government agencies, NGO’s, trade associations, corporations, advertising and design firms, universities, government contractors, and hospitals.

We place our people in short and long term contract positions, in temp-to-hire opportunities, as well as  direct hire. Most our professionals are mid career and consequently very experienced and productive. We do very little entry level business.
Scope of Work

Access to our system, including rapid response to inquiries on requests is 24/7 by phone, fax, or e-mail. Our screening process is a combination of interview, testing, referencing and subjective review by screeners, whose experience in the business ranges from 11 years to 36 years. 
Quality Control

Through the Dun and Bradstreet Outside Ratings survey Creative Options received an excellent overall score from our clients. Over the years our clients have continued to use Creative Options due to quick response to orders, ability to customize billing, flexibility to work within clients needs, and ability to identify the right person with the skill set and personality to fit the job requirements. We complete  follow-up calls to clients to make sure the freelancer is meeting the client’s job expectations.
References
References are available upon request. Creative Options has vast experience working with various government agencies. These government agencies include the following:

· Department of Agriculture

· Department of Commerce

· Department of Treasury

· Office of United States Courts

· National Endowment for the Humanities

· Department of Education

· Peace Corps

· Food and Drug Administration

· White House

· U.S. Holocaust Museum
Hours of Operation

Business office hours are Monday through Friday 7:30 AM – 6:00 PM. Creative Options staff is available 24/7 to respond to any job requests.
Ordering and Payment Information

Agencies can request services from Creative Options 24/7 via either e-mail or fax. When ordering, please specify the start date and time, length of assignment, location of assignment, company contact, phone number, e-mail address, and description of assignment including required software skills.
Creative Options will generate weekly invoices, and we accept the following payment arrangements:
1. Electronic Funds Transfer

2. Credit Card

Payment Address
     Creative Options of DC Inc.

     1901 Pennsylvania Ave, NW. , Suite 207

     Washington DC 20006
Job Descriptions
PROOFREADER

______________________________________________________________________________                   

Creative Options Proofreader is responsible for the proofing of documents, reports and technical summaries, manuals, presentations, and other collateral material. The Proofreader performs grammatical review and proofing of printed and online documents. The Proofreader is responsible for assisting the Technical Writer(s) and Senior Editor (s) with the quality review of documents before and after reproduction; providing assistance in the document finalization process. The Proofreader must possess a proficient understanding of the 29th edition of the “United States Government Printing Office Style Manual”, ‘The Chicago Manual of Style’, The Associated Press Stylebook and Libel Manual and other industry –standard editorial resources.

The individual proofreads and edits manuscripts and other forms of copy for publication and/or for distribution. The Proofreader makes stylistic, factual, and grammatical corrections. The Proofreader will perform other document development duties as assigned.

QUALIFICATIONS:
	Minimum Education
	Training leading to proficiency in Microsoft Word or other word processing software

	Certifications
	None required

	Education
	Bachelors Degree from an accredited college/ university or Editorial/ Administrative Training Institution

	Experience Requirements
	5 plus years of related experience. Proofreader must possess excellent written and verbal communication skills, good organizational skills, and a command of the English grammar. Must be capable of functioning under pressure and possess the ability to adapt to change. Proofreader must pay close attention to detail and must possess a proficient understanding of MS Word. The Proofreader must be comfortable in collaborative team environments. Must be organized possessing the ability to handle multiple deadlines.


EDITOR

______________________________________________________________________________                   

Creative Options Editor is responsible for the editing of documents, reports and technical summaries, manuals, presentations, and other collateral material. Editor is to perform grammatical review and proofing of printed and online documents. Editor interfaces with other editors and subject matter experts. The Editor will perform other document development duties as assigned. Editor must possess an expert understanding of 29th edition of the “United States Government Printing Office Style Manual”, “The Chicago Manual of Style”, “The Associated Press Stylebook and Libel Manual and other industry-standard editorial resources.
QUALIFICATIONS:
	Minimum Education
	Training leading to proficiency in word processing.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university majoring in English, Communication, or Journalism

	Experience Requirements
	5 plus years of related experience. Editor must possess excellent written and verbal communication skills, good organizational skills, and a command of English grammar. Must be capable of functioning under pressure and possess the ability to adapt to change. Must pay close attention to detail. Must possess a proficient understanding of MS Word. The Editor must be comfortable in collaborative team environments. Must be well organized possessing the ability to juggle multiple deadlines.


SENIOR EDITOR

______________________________________________________________________________                   

Creative Options Senior Editor is responsible for the edit of documents, reports and technical summaries, manuals, presentations, and other collateral material. Senior Editor is to perform grammatical review and proofing of printed and online documents. Senior Editor interfaces with other editors and subject matter experts. The Senior Editor provides direction to Proofreaders. Individual is responsible for quality review of documents before and after reproduction; providing assistance in the document finalization process. The Senior Editor will perform other document development duties as assigned. Senior Editor must possess an expert understanding of 29th edition of the “United States Government Printing Office Style Manual”, “The Chicago Manual of Style”, “The Associated Press Stylebook and Libel Manual and other industry-standard editorial resources.

QUALIFICATIONS:
	Minimum Education
	Training leading to proficiency in word processing.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university majoring in English, Communication, or Journalism

	Experience Requirements
	5 plus years of related experience. Senior Editor must possess excellent written and verbal communication skills, good organizational skills, and a command of English grammar. Must be capable of functioning under pressure and possess the ability to adapt to change. Must pay close attention to detail. Must possess a proficient understanding of MS Word. The Senior Editor must be comfortable in collaborative team environments. Must be well organized possessing the ability to juggle multiple deadlines.


DESKTOP PUBLISHER

______________________________________________________________________________                   

Creative Options Desktop Publisher is responsible for preparing written documentation and graphics illustrations for publications. Under minimal supervision, using traditional and computerized drafting/graphics equipment, the Desktop Publisher produces complex and specialty drawings, illustrations and other artwork associated with our clients’ project needs.  The Desktop Publisher uses Microsoft Office Suite or other word processing software to produce written documentation that summarizes the graphic illustration. The Desktop Publisher uses scanning software to capture images and text for use in a variety of ways including complex document formats.

QUALIFICATIONS:
	Minimum Education
	Training and hands-on experience leading to expert knowledge of Microsoft, Office Suite, Adobe Illustrator, Adobe PhotoShop, Microsoft Visio and Adobe Acrobat. Must maintain an up-to-date knowledge of electronic graphics illustration and electronic publishing software and design techniques through coursework in graphics illustration and desktop publishing programs.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university or an equivalent combination of education and experience

	Experience Requirements
	Requires 5 years experience in a government or government contractor environment. Must possess above average interpersonal skills and the ability to work independently or as a member of a team. Must demonstrate good organization skills and the ability to maintain high degree of accuracy and attention to detail in producing printed products. Must be experienced in working with subject matter experts to develop graphics that convey project requirements. Desktop publisher must be able to convert PDFs into editable text and tables.

Must possess strong software problem solving skills. Must possess expert knowledge of Microsoft, Office Suite, Adobe Illustrator, Adobe PhotoShop, Indesign, Quark Express, Microsoft Visio and Adobe Acrobat.


GRAPHICS ILLUSTRATOR

______________________________________________________________________________                   

Creative Options Graphics Illustrator is responsible for preparing graphics illustrations.  Under minimal supervision, using traditional and computerized drafting/graphics equipment, the Graphics Illustrator produces complex and specialty drawings, illustrations and other artwork that summarizes the written documentation associated with our clients’ project needs.  The Graphics Illustrator uses scanning software to capture images and text for use in a variety of ways including complex document formats.

QUALIFICATIONS:
	Minimum Education
	Training and hands-on experience leading to expert knowledge of Microsoft, Office Suite, Adobe Illustrator, Adobe PhotoShop, Microsoft Visio and Adobe Acrobat. Must maintain an up-to-date knowledge of electronic graphics illustration and electronic publishing software and design techniques through coursework in graphics illustration and desktop publishing programs.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university or an equivalent combination of education and experience

	Experience Requirements
	Requires 5 years experience in a government or government contractor environment. Must possess above average interpersonal skills and the ability to work independently or as a member of a team. Must demonstrate good organization skills and the ability to maintain high degree of accuracy and attention to detail in producing printed products. Must be experienced in working with subject matter experts to develop graphics that convey project requirements. Graphic Illustrator must be able to convert PDFs into editable text and tables.

Must possess strong software problem solving skills. Must possess expert knowledge of Microsoft, Office Suite, Adobe Illustrator, Adobe PhotoShop, Indesign, Quark Express, Microsoft Visio and Adobe Acrobat.


GRAPHIC DESIGNER

______________________________________________________________________________                   

Creative Options Graphic Designer is responsible for the design and production of  printed materials such as magazines, newsletters, collateral, books, proposals, posters, advertising campaigns, packaging and exhibitions. The Graphic designers can also design and produce web sites.  Graphic Designers proficiently use software such as Adobe Indesign, Photoshop, Illustrator, Quark Xpress, Freehand, Dreamweaver, Flash. They will meet with clients or account managers to discuss objectives and requirements of the job and work with team members such as other designers, writers, illustrators and printers to carry out the job. 
QUALIFICATIONS:
	Minimum Education
	Training and hands-on experience leading to expert knowledge of Microsoft, Office Suite, Adobe Illustrator, Adobe PhotoShop, Microsoft Visio and Adobe Acrobat. Must maintain an up-to-date knowledge of electronic graphics and electronic publishing software and design techniques through coursework in graphics illustration and desktop publishing programs.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university or an equivalent combination of education and experience

	Experience Requirements
	Requires 5 years experience in a government or government contractor environment. Must possess above average interpersonal skills and the ability to work independently or as a member of a team. Must demonstrate good organization skills and the ability to maintain high degree of accuracy and attention to detail in producing printed products. Must be experienced in working with subject matter experts to develop graphics that convey project requirements. Graphic Designer must be able to convert PDFs into editable text and tables.

Must possess strong software problem solving skills. Must possess expert knowledge of  Adobe Illustrator, Adobe PhotoShop, Indesign, Quark Express, Microsoft Visio, Dreamweaver, Flash and Adobe Acrobat.


TECHNICAL WRITER

______________________________________________________________________________                   

Creative Options Technical Writer is responsible for written preparation of operational and instructional manuals, reporting documents, technical publications, proposals, and other collateral materials. The Technical Writer gathers technical information, prepares written text and coordinates layout and manual organization. The Technical Writer will gather and use information tools such as reports, periodicals, and manuals. Technical Writer is responsible for conducting interviews of subject matter experts as a means of obtaining information.  Technical Writer performs research using the Internet, and coordinates the findings with other Technical Writers and Illustrators. The Technical Writer coordinates the process of performing research, compilation and organization of technical data.
QUALIFICATIONS:
	Minimum Education
	Training leading to proficiency in Microsoft Word, other word processing software, and internet search engines

	Certifications
	None required

	Education
	Bachelors Degree from an accredited college/ university 

	Experience Requirements
	5 plus years of related experience. Technical Writer must pay close attention to detail. Must be proficient in using MS Word and Internet search engines. Technical Writer must be self motivated and well organized self starter who is comfortable in collaborative team environments. Must be well organized possessing the ability to handle multiple deadlines. Excellent communication and project coordination skills are mandatory.

Must have experience in the preparation and maintenance of collateral material. Must be experienced in the research of technical documentation preparation of text, the interfacing with illustrators for graphic support, and the coordination of overall layout and manual organization. Must be experienced in Interfacing with external clients to resolve issues caused by design alterations.


COPY WRITER

______________________________________________________________________________                   

Creative Options Copy Writer is responsible for written preparation of annual reports, advertisements, executive summaries, general reports, newsletters, scripts, and other materials appropriate for distribution to the general audience. The Copy Writer works with other team members to conceive and produce ideas and original copy for these materials. The Copy Writer gathers information, prepares written text and coordinates layout and manual organization. The Copy Writer will gather and use information tools such as reports, periodicals, and manuals. Copy Writer is responsible for conducting interviews of subject matter relating to the information being published.  
QUALIFICATIONS:
	Minimum Education
	Training leading to proficiency in Microsoft Word, other word processing software, and internet search engines

	Certifications
	None required

	Education
	Bachelors Degree from an accredited college/ university 

	Experience Requirements
	5 plus years of related experience. Copy Writer must pay close attention to detail. Must be proficient in using MS Word and Internet search engines. Copy Writer must be self motivated and well organized self starter who is comfortable in collaborative team environments. Must be well organized possessing the ability to handle multiple deadlines. Excellent communication and project coordination skills are mandatory.

Must have experience in the preparation and maintenance of collateral material. Must be experienced in the research of technical documentation preparation of text, the interfacing with illustrators for graphic support, and the coordination of overall layout and manual organization. Must be experienced in Interfacing with external clients to resolve issues caused by design alterations.


WEB PAGE DESIGNER

______________________________________________________________________________                   

Creative Options Web Page Designer Position is responsible for the development, implementation, coordination, upgrade, troubleshooting, and maintenance of website. Creative Options Web Page Designer must have a comprehensive knowledge and mastery of current web technologies to provide written guidance to users on methods for delivering information via the web. The position requires a comprehensive knowledge and mastery of programming software (JAVA Script, HTML) and Application Programming Interface (API) features of commercial application software and design of World Wide Web based information services and management of network information services in order to develop systems and applications using the most appropriate technology to meet current and future requirements. The position requires knowledge of search engine technology, web search techniques, creation and use of search engine indexes, and deployment of web crawlers. Knowledge of system analysis techniques in order to collect functional requirements and design solutions

QUALIFICATIONS:
	Minimum Education
	Training and hands-on experience leading to expert knowledge of website requirements.

	Certifications
	None

	Education
	Bachelor’s Degree from an accredited college/university or an equivalent or experience in electronic and multimedia tools for the internet

	Experience Requirements
	Requires 5 years experience in a government or government contractor environment. Must possess above average interpersonal skills and the ability to work independently or as a member of a team. Must be experienced in working with subject matter experts to develop graphics that convey project requirements. The position requires a comprehensive knowledge and mastery of programming software (JAVA Script, HTML) and Application Programming Interface (API)

Must be experienced in Interfacing with external clients to resolve issues caused by design alterations. . Excellent communication and project coordination skills are mandatory.




Creative Options of District of Columbia, Inc.

1901 Pennsylvania Ave, NW, Suite 207

Washington, DC 20006-3427

Phone Number: (202)-638-1465

Fax Number: (202)-638-4538

E-Mail:  info@creativeoptionsdc.com
Web Site:  www.creativeoptionsdc.com
	  2.
	Maximum order
	$100,000 per Sin
*If the best value selection places your order over the Maximum Order identified in this catalog/pricelist, you have an opportunity to obtain a better schedule contract price.  Before placing your order, contact the aforementioned contactor for a better price.  The contractor may (1) offer a new price for this requirement 

(2) offer the lowest price available under this contract or (3) decline the order.  A delivery order that exceeds the maximum order may be placed under the schedule contract in accordance with FAR 8.404.



	3.
	Minimum order
	$100 unless the Contractor agrees to accept a smaller order amount.

	4.
	Geographic coverage
	Baltimore, MD, Wage Determination No. 2005-2247, Revision 4 dated 07/05/2007
Washington, DC, Wage Determination No. 2005-2103, Revision 4 dated 07/05/2007



	5.
	Point(s) of production
	N/A

	6.
	Discount from list prices
	N/A

	7.
	Quantity discount(s)
	2% on task orders over $100,000

	8.
	Prompt payment terms
	Net 30

	9.a
	Government Purchase Cards are accepted at or below the mirco-purchase threshold
	MasterCard, Visa, and American Express accepted

	9.b
	Government Purchase Cards are accepted above the mirco-purchase threshold
	

	10.
	Foreign items
	None

	11.a
	Time of delivery
	N/A

	11.b
	Expedited delivery
	N/A

	11.c
	Overnight and 2-day delivery
	N/A

	11.d
	Urgent requirements
	Agencies can contact the Contractor’s representative to expedite a faster delivery.  Customers are encouraged to contact the Contractor for the purpose of requesting accelerated delivery.

	12.
	FOB point
	N/A

	13.a
	Ordering address
	Same as Contractor address. Customer should contact Contractor for additional addresses.

	14.
	Payment address
	Same as Contractor address

	15.
	Warranty provision
	Standard commercial warranty.  Customer should contact Contractor for a copy of the warranty.

	16.
	Export packing charges
	N/A

	17.
	Terms and conditions of Government purchase card acceptance
	None

	18.
	Terms and conditions of rental, maintenance, and repair
	N/A

	19.
	Terms and conditions of installation
	N/A

	20.
	Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices
	N/A

	20.a
	Terms and conditions for any other services
	N/A

	21.
	List of service and distribution points
	N/A

	22.
	List of participating dealers 
	N/A

	23.
	Preventative maintenance 
	N/A

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

	24.b
	Section 508 compliance for EIT
	N/A

	25.
	DUNS number
	6206542444

	26.
	Notification regarding registration in Central Contractor Registration (CCR) database
	Contractor has an Active Registration in the CCR database.


