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Online 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 of GSA Advantage! is: GSAAdvantage.gov.
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Schedule Title: Professional Services Schedule
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Contract Number: GS-23F-0233N


For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at FSS.gsa.gov.


Contract Period: May 8, 2018—May 8, 2023


Woodward Communications Inc.

1420 N Street, NW

Suite 102

Washington, DC 20005 Contact John Boffa, (202) 234-7112. 

E-mail: jboffa@woodwardcom.com
www.woodwardcom.com


Business Size: Small Business


CUSTOMER INFORMATION

All terms and conditions agreed upon between the General Services Administration and Woodward Communications, Inc. are as follows:

1a.
Table of Special Awarded Item Numbers:

SIN 541-2

SIN 541-3

SIN 541-4D

SIN 541-4F

SIN 541-5

SIN 541-1000

1

	SIN
	Labor Category
	Location
	Year 16
	Year 17
	Year 18
	Year 19
	Year 20

	
	
	
	
	
	
	
	

	541-2,
	Project Director
	Both
	$139.90
	$143.96
	$148.13
	$152.43
	$156.85

	541-5
	"A"
	
	
	
	
	
	

	541-2,
	Project Director
	Both
	$116.64
	$120.02
	$123.50
	$127.08
	$130.77

	541-5
	"B"
	
	
	
	
	
	

	541-2,
	Project Director
	Both
	$111.19
	$114.42
	$117.74
	$121.15
	$124.66

	541-5
	"C"
	
	
	
	
	
	

	541-2,
	Project Manager
	Both
	$107.95
	$111.08
	$114.30
	$117.62
	$121.03

	541-5
	“A”
	
	
	
	
	
	

	541-2,
	Project Manager
	Both
	$103.07
	$106.06
	$109.14
	$112.30
	$115.56

	541-5
	“B”
	
	
	
	
	
	

	541-2,
	Project Manager
	Both
	$98.22
	$101.07
	$104.00
	$107.01
	$110.12

	541-5
	“C”
	
	
	
	
	
	

	541-2,
	Comm. Director
	Both
	$82.24
	$84.63
	$87.08
	$89.61
	$92.20

	541-5
	
	
	
	
	
	
	

	541-2,
	Comm. Manager
	Both
	$79.90
	$82.22
	$84.60
	$87.06
	$89.58

	541-5
	
	
	
	
	
	
	

	541-2,
	Sr. Writer/Editor
	Both
	$69.66
	$71.68
	$73.76
	$75.90
	$78.10

	541-5
	
	
	
	
	
	
	

	541-2,
	Jr. Writer/Editor
	Both
	$65.22
	$67.11
	$69.06
	$71.06
	$73.12

	541-5
	
	
	
	
	
	
	

	541-3
	Webmaster “A”
	Both
	$70.94
	$73.00
	$75.11
	$77.29
	$79.53

	
	
	
	
	
	
	
	

	541-3
	Webmaster “B”
	Both
	$50.04
	$51.49
	$52.98
	$54.52
	$56.10

	
	
	
	
	
	
	
	

	541-3
	Web Graphics
	Both
	$104.17
	$107.19
	$110.29
	$113.49
	$116.78

	
	Designer A
	
	
	
	
	
	

	541-3
	Web Graphics
	Both
	$79.90
	$82.22
	$84.60
	$87.06
	$89.58

	
	Designer B
	
	
	
	
	
	

	541-4D
	Event Coordinator
	Both
	$67.27
	$69.22
	$71.22
	$73.29
	$75.41

	
	A
	
	
	
	
	
	

	541-4D
	Event Coordinator
	Both
	$58.69
	$60.40
	$62.15
	$63.95
	$65.80

	
	B
	
	
	
	
	
	

	541-4F
	Graphics A
	Both
	$133.68
	$137.55
	$141.54
	$145.65
	$149.87

	
	
	
	
	
	
	
	

	541-4F
	Graphics B
	Both
	$104.42
	$107.45
	$110.57
	$113.77
	$117.07

	
	
	
	
	
	
	
	

	541-2,
	Administrative
	Both
	$56.55
	$58.19
	$59.88
	$61.62
	$63.40

	541-5
	Assistant A
	
	
	
	
	
	

	541-2,
	Administrative
	Both
	$33.85
	$34.84
	$35.85
	$36.89
	$37.96

	541-5
	Assistant B
	
	
	
	
	
	

	541-2,
	Bookkeeper
	Both
	$104.72
	$107.76
	$110.88
	$114.10
	$117.41

	541-5
	
	
	
	
	
	
	

	541-2,
	Accountant
	Both
	$157.11
	$161.66
	$166.35
	$171.18
	$176.14

	541-5
	
	
	
	
	
	
	

	541 1000
	Print 8 1/2 x 11 fact
	Both
	$555.16
	$555.16
	$555.16
	$555.16
	$555.16

	
	sheet, 2 color, 2
	
	
	
	
	
	

	
	sided
	
	
	
	
	
	

	541-1000
	Print 4-color, 2-
	Both
	$1,234.26
	$1,234.26
	$1,234.26
	$1,234.26
	$1,234.26

	
	sided, 6x9 publicity
	
	
	
	
	
	

	
	card
	
	
	
	
	
	

	541-1000
	Print full-color
	Both
	$7,468.01
	$7,468.01
	$7,468.01
	$7,468.01
	$7,468.01

	
	6x11, 28 pp.,
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	2


	
	saddle-stitched
	
	
	
	
	
	

	
	publicity brochure
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	541-1000
	Print 8 1/2 x 11,
	Both
	$3,578.84
	$3,578.84
	$3,578.84
	$3,578.84
	$3,578.84

	
	16-page, 2-color,
	
	
	
	
	
	

	
	saddle-stitched
	
	
	
	
	
	

	
	book
	
	
	
	
	
	

	541-1000
	Stock photo image
	Both
	$879.60
	$879.60
	$879.60
	$879.60
	$879.60

	
	rights
	
	
	
	
	
	

	541-1000
	Print four-color
	Both
	$2,679.09
	$2,679.09
	$2,679.09
	$2,679.09
	$2,679.09

	
	pocket folders
	
	
	
	
	
	

	541-1000
	Copying
	Both
	$0.13
	$0.13
	$0.13
	$0.13
	$0.13

	
	
	
	
	
	
	
	

	541-1000
	Output color proof,
	Both
	$15.11
	$15.11
	$15.11
	$15.11
	$15.11

	
	8 1/2 x 11
	
	
	
	
	
	

	541-1000
	Duplicated CD
	Both
	$1,011.59
	$1,011.59
	$1,011.59
	$1,011.59
	$1,011.59

	
	w/jewel case and 2-
	
	
	
	
	
	

	
	panel insert
	
	
	
	
	
	

	541-1000
	Replicate CD w/4-
	Both
	$5,233.25
	$5,233.25
	$5,233.25
	$5,233.25
	$5,233.25

	
	panel color sleeve
	
	
	
	
	
	

	
	and shrinkwrap
	
	
	
	
	
	

	541-1000
	Replicate 2-CD set,
	Both
	$6,348.61
	$6,348.61
	$6,348.61
	$6,348.61
	$6,348.61

	
	4-panel, 2-pocket
	
	
	
	
	
	

	
	sleeve/shrinkwrap
	
	
	
	
	
	

	
	AGS invoice
	
	
	
	
	
	

	541-1000
	CD clam shells
	Both
	$0.22
	$0.22
	$0.22
	$0.22
	$0.22

	
	
	
	
	
	
	
	

	541-1000
	Delivery
	Both
	$58.44
	$58.44
	$58.44
	$58.44
	$58.44

	
	
	
	
	
	
	
	

	541-1000
	Rent 10x10 exhibit
	Both
	$2,010.08
	$2,010.08
	$2,010.08
	$2,010.08
	$2,010.08

	
	booth at national
	
	
	
	
	
	

	
	conference
	
	
	
	
	
	

	541-1000
	Graphic output and
	Both
	$171.28
	$171.28
	$171.28
	$171.28
	$171.28

	
	mount 30x30 full-
	
	
	
	
	
	

	
	color poster
	
	
	
	
	
	

	541-1000
	Color test strip
	Both
	$75.57
	$75.57
	$75.57
	$75.57
	$75.57

	
	
	
	
	
	
	
	

	541-1000
	Table-top exhibit
	Both
	$715.37
	$715.37
	$715.37
	$715.37
	$715.37

	
	hardware and case
	
	
	
	
	
	

	541-1000
	Table-top exhibit
	Both
	$346.60
	$346.60
	$346.60
	$346.60
	$346.60

	
	graphic panel
	
	
	
	
	
	

	
	output (24x47
	
	
	
	
	
	

	
	panel)
	
	
	
	
	
	

	541-1000
	Table-top exhibit
	Both
	$225.69
	$225.69
	$225.69
	$225.69
	$225.69

	
	graphic end-caps
	
	
	
	
	
	

	541-1000
	High resolution
	Both
	$136.02
	$136.02
	$136.02
	$136.02
	$136.02

	
	drum scans for
	
	
	
	
	
	

	
	large output
	
	
	
	
	
	

	541-1000
	Full-size (9x9)
	Both
	$2,252.90
	$2,252.90
	$2,252.90
	$2,252.90
	$2,252.90

	
	exhibit hardware
	
	
	
	
	
	

	
	and case
	
	
	
	
	
	

	541-1000
	Full-size (for 9x9
	Both
	$683.12
	$683.12
	$683.12
	$683.12
	$683.12

	
	display) graphic
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	3


	
	
	panel output, one
	
	
	
	
	
	
	

	
	
	panel
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	541-1000
	Lights, set of 2,
	Both
	$389.92
	$389.92
	
	$389.92
	$389.92
	$389.92

	
	
	with electrostrut in
	
	
	
	
	
	
	

	
	
	case
	
	
	
	
	
	
	

	541-1000
	Full-size (for 9x9
	Both
	$159.19
	$159.19
	
	$159.19
	$159.19
	$159.19

	
	
	display) fabric and
	
	
	
	
	
	
	

	
	
	cap
	
	
	
	
	
	
	

	541-1000
	Fabric panel for
	Both
	$190.43
	$190.43
	
	$190.43
	$190.43
	$190.43

	
	
	full-sized exhibit
	
	
	
	
	
	
	

	541-1000
	Bulk delivery, large
	Both
	$50.38
	$50.38
	
	$50.38
	$50.38
	$50.38

	
	
	exhibit components
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	541-1000
	Rent computer and
	Both
	$453.40
	$453.40
	
	$453.40
	$453.40
	$453.40

	
	
	peripherals for
	
	
	
	
	
	
	

	
	
	booth
	
	
	
	
	
	
	

	541-1000
	Rent
	Both
	$740.55
	$740.55
	
	$740.55
	$740.55
	$740.55

	
	
	furnishings/services
	
	
	
	
	
	
	

	
	
	for booth
	
	
	
	
	
	
	

	541-1000
	Internet hookup for
	Both
	$740.55
	$740.55
	
	$740.55
	$740.55
	$740.55

	
	
	booth
	
	
	
	
	
	
	

	541-1000
	Electricity for
	Both
	$120.91
	$120.91
	
	$120.91
	$120.91
	$120.91

	
	
	booth
	
	
	
	
	
	
	

	541-1000
	Exhibit insurance
	Both
	$121.91
	$121.91
	
	$121.91
	$121.91
	$121.91

	
	
	
	
	
	
	
	
	

	541-1000
	Photography, Jon
	Both
	$196.47
	$196.47
	
	$196.47
	$196.47
	$196.47

	
	
	Covello invoice
	
	
	
	
	
	
	

	541-1000
	Design Graphics
	Both
	$100.76
	$100.76
	
	$100.76
	$100.76
	$100.76

	
	
	Labor Art Hours/
	
	
	
	
	
	
	

	
	
	Compositing Time
	
	
	
	
	
	
	

	541-1000
	Speaker Fees
	Both
	$4,271.03
	$4,271.03
	
	$4,271.03
	$4,271.03
	$4,271.03

	
	
	
	
	
	
	
	
	

	541-1000
	Conference rooms
	Both
	$18,738.54
	$18,738.54
	
	$18,738.54
	$18,738.54
	$18,738.54

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Project Director “A”
	15+ years of varied experience in
	Executive-Level Management. Sets
	B.A./B.S.

	
	communications, outreach,
	the company’s strategic direction,
	

	
	publication processes, and project
	goals, quality standards, and core
	

	
	management, including design,
	values. Provides leadership and
	

	
	contract/budget management,
	oversight in all aspects of company
	

	
	personnel supervision, client
	development, financial performance,
	

	
	relations, conflict mitigation, and
	client relations, and staffing.
	

	
	performance reporting.
	
	

	
	
	
	

	Project Director “B”
	10+ years of publications
	Director of Operations. Manages and
	B.S./B.A.

	
	management and supervisory
	tracks budgets, deadlines, workflow,
	

	
	experience, including managing
	and progress of all tasks. Maintains
	

	
	the editorial and layout production
	liaison with client from project start to
	

	
	of multiple technical and scientific
	finish and manages staff
	

	
	journals; timeline and content
	assignments and performance.
	

	
	coordination with external editors,
	Coordinates editorial and production
	

	
	authors, vendors, and in-house
	workflow and provides quality control
	

	
	and freelance staff; writing, editing,
	checks for all projects. Prepares
	

	
	indexing, and abstracting.
	proposals and tracking reports.
	

	
	
	
	

	Project Director “C”
	6+ years of publications
	Project Manager. Manages and
	B.S./B.A.

	
	management, including managing
	tracks budgets, deadlines, workflow,
	

	
	the editorial and layout production
	and progress of tasks. Maintains
	

	
	of multiple technical and scientific
	liaison with client from project start to
	

	
	publications; timeline and content
	finish and manages staff
	

	
	coordination with external editors,
	assignments and performance.
	

	
	authors, vendors, and in-house
	Coordinates editorial and production
	

	
	and freelance staff; writing and
	workflow and provides quality control
	

	
	editing.
	checks for all projects. Writes reports.
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Project Manager “A”
	10+ years of publications and
	Leads and performs multiple
	B.S./B.A.

	
	event management experience,
	initiatives, developing project plans
	

	
	including managing the production
	and directing and coordinating
	

	
	of multiple technical and scientific
	component and event activities to
	

	
	journals; writing, indexing, editing,
	accomplish project goals on time and
	

	
	and abstracting. Broad experience
	within budget. Writes and edits
	

	
	with publication styles (GPO,
	content for print and electronic
	

	
	Chicago, AP, APA, and others).
	media. Provides quality control and
	

	
	Skilled in MS Office applications.
	schedule management. Manages
	

	
	Experience with developing
	events as required, including budget,
	

	
	conference materials for a variety
	planning, site selection, contract
	

	
	of events and managing meetings
	negotiations, client and supplier
	

	
	and events from initial stages to
	relations, program and catering
	

	
	post-production.
	logistics, and registration (on-line and
	

	
	
	on-site). Oversees audio/visual and
	

	
	
	note-taking services, hotel relations,
	

	
	
	travel arrangements, traveler
	

	
	
	reimbursement, exhibit management,
	

	
	
	and on-site support. Oversees the
	

	
	
	development of conference materials.
	

	
	
	
	

	Project Manager “B”
	8+ years of experience in
	Leads and performs tasks,
	B.A./B.S.

	
	managing development of print and
	developing project plans, and
	

	
	electronic media; editing technical
	directing and coordinating activities to
	

	
	and general purpose publications;
	accomplish project goals on time and
	

	
	teaching technical and business
	within budget. Writes and edits
	

	
	writing; grant and proposal writing.
	content for print and electronic
	

	
	Knowledge of publication styles
	media. Checks proofs of print and
	

	
	(GPO, Chicago, AP, and others).
	Web projects.
	

	
	Skilled in MS Office applications.
	
	

	
	
	
	

	Project Manager “C”
	6+ years of experience in
	Leads and performs tasks,
	B.A./B.S.

	
	managing development of print and
	developing project plans, and
	

	
	electronic media; editing technical
	directing and coordinating activities to
	

	
	and general purpose publications;
	accomplish project goals on time and
	

	
	teaching technical and business
	within budget. Writes and edits
	

	
	writing; grant and proposal writing.
	content for print and electronic
	

	
	Knowledge of publication styles
	media. Checks proofs of print and
	

	
	(GPO, Chicago, AP, and others).
	Web projects.
	

	
	Skilled in MS Office applications.
	
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Communications Director
	7+ years of public relations,
	Works with clients to develop, refine,
	B.S./B.A.

	
	publishing, or broadcast media
	and implement targeted campaigns
	

	
	work in developing public
	to highlight programs, initiatives,
	

	
	awareness programs, including
	products, services, and positions.
	

	
	creation and production of print,
	Prepare, analyze, and evaluate
	

	
	electronic, and other methods of
	communications solutions, including
	

	
	public outreach.
	a broad array of approaches:
	

	
	
	Internet, print, broadcast, oral
	

	
	
	presentations, training materials,
	

	
	
	exhibits, press kits, community
	

	
	
	outreach, surveys, and the like.
	

	
	
	
	

	Communications Manager
	5+ years of managing print and
	Coordinates with designers, writers,
	B.S./B.A.

	
	electronic media production and
	technical staff, and external vendors
	

	
	product delivery. Skilled in MS
	to implement public awareness
	

	
	Office applications.
	programs through production and
	

	
	
	distribution or scheduling of
	

	
	
	campaign components.
	

	
	
	
	

	Sr. Writer/Editor
	7+ years of researching, writing,
	Researches, writes, and manages
	B.A./B.S.

	
	editing, and proofreading
	the production of a national, monthly
	

	
	professional, technical, and lay
	newsletter. Interfaces with high-level
	

	
	publications, including brochures,
	client program staff to plan and
	

	
	reports, speeches, newsletters,
	execute content. Writes reports,
	

	
	magazine articles, press releases,
	magazine articles, press releases,
	

	
	fact sheets, books, and CD and
	brochures, and fact sheets. Edits
	

	
	Web content. Knowledge of
	technical reports, annual reports,
	

	
	publication styles (GPO, Chicago,
	training materials, and Web content.
	

	
	AP, Blue Book, and others). Skilled
	Checks proofs of print and Web
	

	
	in MS Office applications and
	projects.
	

	
	Adobe Acrobat.
	
	

	
	
	
	

	Jr. Writer/Editor
	3+ years, researching, writing, fact-
	Researches, writes, fact-checks, and
	B.A./B.S.

	
	checking, copyediting, and
	edits articles, brochures, fact sheets,
	

	
	proofreading a variety of print and
	and other materials for print and
	

	
	Web publications. Knowledge of
	Web. Checks proofs of print and Web
	

	
	publication styles (GPO, Chicago,
	projects. Updates databases and
	

	
	AP, and others). Skilled in MS
	receives direction from senior-level
	

	
	Office applications and data-entry.
	staff.
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Webmaster “A”
	5+ years of creating and
	Provides graphics and Internet
	B.A./B.S.

	
	maintaining Web content, including
	support to staff and clients, including
	

	
	Web design and coding (HTML,
	re-purposing the contents of print
	

	
	CSS, CGI, PHP, JavaScript) and
	publications for use in other media
	

	
	implementing XML and XSL;
	(HTML and PDF, among others);
	

	
	Section 508 compliance; audio and
	designing logos, identities, posters,
	

	
	video capture and editing;
	newsletters, reports, and Web pages.
	

	
	information presentation and
	Maintains Web site links, site current
	

	
	layout; general familiarity with
	and relevant to ongoing and potential
	

	
	Internet technologies and
	traffic. Provides general technical
	

	
	standards. Proficient in Adobe
	support for electronic products.
	

	
	Photoshop, Illustrator, Acrobat, and
	
	

	
	Dreamweaver.
	
	

	
	
	
	

	Webmaster “B”
	3+ years of creating and
	Provides graphics and Internet
	B.S./B.A.

	
	maintaining Web content, including
	support to staff and clients, including
	

	
	Web design and coding (HTML,
	re-purposing the contents of print
	

	
	CSS, CGI, PHP, JavaScript) and
	publications for use in other media
	

	
	implementing XML and XSL;
	(HTML and PDF, among others);
	

	
	Section 508 compliance; audio and
	designing logos, identities, posters,
	

	
	video capture and editing;
	newsletters, reports, and Web pages.
	

	
	information presentation and
	Maintains Web site links, site current
	

	
	layout; general familiarity with
	and relevant to ongoing and potential
	

	
	Internet technologies and
	traffic. Provides general technical
	

	
	standards. Proficient in Adobe
	support for electronic products.
	

	
	Photoshop, Illustrator, Acrobat, and
	
	

	
	Dreamweaver.
	
	

	
	
	
	

	Web Graphics Designer “A”
	7+ years of general Web graphic
	Provides a range of graphics,
	B.A./B.S.

	
	design and coding; Section 508
	remediation, and Internet support to
	

	
	compliant content and remediation
	staff and clients, including re-
	

	
	for accessibility purposes; logo
	purposing the contents of print
	

	
	design, photography, photo editing,
	publications for use in other media
	

	
	content copywriting, and
	(HTML and PDF, among others);
	

	
	proofreading. Proficient in Adobe
	designing digital media and Web
	

	
	Photoshop, Illustrator, Acrobat, and
	pages; general graphics support.
	

	
	Dreamweaver.
	
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Web Graphics Designer “B”
	3+ years of general Web graphic
	Provides a range of graphics,
	B.A./B.S.

	
	design and coding; Section 508
	remediation, and Internet support to
	

	
	compliant content and remediation
	staff and clients, including re-
	

	
	for accessibility purposes; logo
	purposing the contents of print
	

	
	design, photography, photo editing,
	publications for use in other media
	

	
	content copywriting, and
	(HTML and PDF, among others);
	

	
	proofreading. Proficient in Adobe
	designing digital media and Web
	

	
	Photoshop, Illustrator, Acrobat, and
	pages; general graphics support.
	

	
	Dreamweaver.
	
	

	
	
	
	

	Events Coordinator “A”
	6+ years in all aspects of meeting
	Manages 6+ meetings or events per
	B.A., plus

	
	management: site selection, hotel
	year. Manages budget, planning, site
	Certified

	
	contract negotiation, audiovisual
	selection, client and supplier
	Meeting

	
	setup, program/speaker
	relations, program and catering
	Professional,

	
	management, on-line and on-site
	logistics, and registration (on-line and
	

	
	registration processing, cost
	on-site). Manages audio/visual and
	

	
	management, transportation,
	note-taking services, hotel relations,
	

	
	preparation of conference
	travel arrangements, traveler
	

	
	materials and post-conference
	reimbursement, exhibit management,
	

	
	reports. Proficient in MS Office
	and on-site support. Prepares the full
	

	
	applications.
	range of conference materials,
	

	
	
	including registration packets, travel
	

	
	
	communications, programs, badges,
	

	
	
	and signs. Provides post-meeting
	

	
	
	attendance, financial, and content
	

	
	
	reports.
	

	
	
	
	

	Events Coordinator “B”
	3+ years in all aspects of meeting
	Manages more than 3+ meetings or
	B.A./B.S.

	
	planning: site selection, hotel
	events per year. Assists with budget,
	

	
	contract management, audiovisual
	planning, site selection, client and
	

	
	setup, program/speaker
	supplier relations, program and
	

	
	management, on-line and on-site
	catering logistics, and registration
	

	
	registration processing, cost
	(on-line and on-site). Oversees
	

	
	management, transportation,
	audio/visual and note-taking services,
	

	
	preparation of conference
	hotel relations, travel arrangements,
	

	
	materials and post-conference
	traveler reimbursement, exhibit
	

	
	reports. Proficient in MS Office
	management, and on-site support.
	

	
	applications.
	Assists in the preparation of
	

	
	
	conference materials, including
	

	
	
	registration packets, travel
	

	
	
	communications, programs, badges,
	

	
	
	and signs. Helps provide post-
	

	
	
	meeting attendance, financial, and
	

	
	
	content reports.
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Graphics “A”
	10+ years of graphic design work
	Develops strategic design solutions
	B.A./B.S. in

	
	in print and electronic media,
	for print and Web within the client’s
	fine arts or

	
	including the publishing and
	cultural and cost parameters,
	graphic design

	
	production of promotional
	marrying aesthetics with function.
	

	
	materials, books and book covers,
	Manages multiple design and
	

	
	catalogs, training materials,
	publishing projects from concept
	

	
	corporate identity, logos, annual
	through production. Designs layouts
	

	
	reports, Web sites, infographics,
	and covers, brochures, posters, fact
	

	
	digital media, exhibits, and other
	sheets, presentation layouts, logos,
	

	
	print and electronic
	branded series, advertisements, and
	

	
	communications. Proficient in
	reports. Provides original design,
	

	
	Adobe Photoshop, Illustrator,
	layout, photo editing and custom or
	

	
	InDesign, QuarkXPress, and
	stock artwork, technical illustrations,
	

	
	Acrobat and other graphical
	and electronic and hard copy proofs.
	

	
	software, and cross-platform
	Prepares documents for and
	

	
	applications as well the technical
	supervises print production for the
	

	
	aspects of print production.
	Government Printing Office and other
	

	
	
	vendors.
	

	
	
	
	

	Graphics “B”
	5+ years of graphic design work in
	Creates design and layout for print
	B.A./B.S. in

	
	print and electronic media; varied
	and electronic products (reports,
	fine arts or

	
	projects including branding,
	posters, books, brochures, book
	graphic

	
	newsletters, catalogs, book
	covers, technical and lay
	design.

	
	jackets, and web graphics.
	publications). Creates, selects, and
	

	
	Proficient in Adobe Photoshop,
	edits images, tables, and technical
	

	
	Illustrator, InDesign, and Acrobat
	illustrations. Develops identities,
	

	
	and other graphical software, as
	logos, and presentations. Prepares
	

	
	well as Microsoft Office.
	documents for print production
	

	
	
	(including the Government Printing
	

	
	
	Office) and Web posting.
	

	
	
	
	

	Administrative Assistant “A”
	5+ years in general administrative
	Uses advanced Word features in
	B.A./B.S.

	
	support. Proficiency in MS office
	document development; proofreads;
	

	
	applications.
	maintains databases; assists the
	

	
	
	meeting planner and leads the
	

	
	
	administrative planning for all aspects
	

	
	
	of events; prepares complex,
	

	
	
	personalized mailings.
	

	
	
	
	

	Administrative Assistant “B”
	3+ years in general administrative
	Uses word processing features in
	B.A./B.S.

	
	support. Proficiency in MS office
	document development; proofreads;
	

	
	applications.
	maintains databases; assists the
	

	
	
	meeting planner and leads the
	

	
	
	administrative planning for all aspects
	

	
	
	of events; prepares personalized
	

	
	
	mailings.
	

	
	
	
	



WOODWARD LABOR CATEGORY DESCRIPTIONS

	Title
	Minimum Experience/Skill Level
	Functional Responsibility
	Education

	
	
	
	

	Bookkeeper
	8+ years of corporate bookkeeping
	Manages payroll, payroll taxes and
	B.A./B.S.

	
	and accounting, including payroll,
	reporting, leave records, contract
	

	
	accounts receivable and payable,
	invoicing, insurance records, and
	

	
	general ledger, government
	disbursements; produces monthly
	

	
	contract recordkeeping, and
	and annual financial statements;
	

	
	federal, state, and payroll taxes.
	maintains client and vendor records
	

	
	Skilled in MS Office and other
	and mailing lists and their archives;
	

	
	accounting and payroll software.
	reconciles accounts; prepares cost
	

	
	
	estimates and proposals.
	

	
	
	
	

	Accountant
	15+ years in corporate accounting,
	Chief Financial Officer. Manages the
	C.P.A., M.B.A.

	
	government contracting,
	company’s accounting and finance
	

	
	government auditing, tax
	functions and provides administrative
	

	
	accounting, risk assessment,
	oversight. Provides financial reporting
	

	
	productivity evaluation, and
	and analysis of overall company
	

	
	financial planning for a diversified
	performance.
	

	
	client base.
	
	

	
	
	
	


2. Maximum Order: Woodward Communications Inc. understands that the maximum order level under this contract will be set at $1,000,000. 
3. Minimum Order: $100
4. Geographic coverage (delivery area): United States
5. Point of production: Washington, DC
6. Discount from list prices: None.
7. Quantity discount: None.
8. Prompt payment terms: Net 30.
9a and 9b. Government purchase card: Woodward Communications Inc. will accept the Government Purchase Card at levels both above and below the micro-purchase threshold.

10. Foreign items: N/A
11a. Time of delivery: 60 days

11b. Expedited delivery: N/A

11c. Overnight and 2-day delivery: Overnight and 2-day delivery are available, and the customer may contact Woodward Communications for rates for overnight and 2-day delivery.

12. FOB point: Destination.
13a. Ordering address: Woodward Communications Inc., 1420 N Street NW, Suite 102, Washington, DC

20005.

13b. Ordering procedures: See below, from Federal Acquisition Regulation (FAR) 8.405-3:

8.405-3 Blanket purchase agreements (BPAs)

(a) (1) Establishment. Ordering activities may establish BPAs under any schedule contract to fill repetitive needs for supplies or services. BPAs may be established with one or more schedule contractors. The number of BPAs to be established is within the discretion of the ordering activity establishing the BPAs and should be based on a strategy that is expected to maximize the effectiveness of the BPA(s). In determining how may BPAs to establish, consider—

(i) The scope and complexity of the requirement(s);

(ii) The need to periodically compare multiple technical approaches or prices;

(iii) The administrative costs of BPAs; and

(iv) The technical qualifications of the schedule contractor(s).

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

(3) When establishing multiple BPAs, the ordering activity shall specify the procedures for placing orders under the BPAs.

(4) Establishment of a multi-agency BPA against a Federal Supply Schedule contract is permitted if the multi-agency BPA identifies the participating agencies and their estimated requirements at the time the BPA is established.

(b) Ordering from BPAs—

(1) Single BPA. If the ordering activity establishes one BPA, authorized users may place the order directly under the established BPA when the need for the supply or service arises.

(2) Multiple BPAs. If the ordering activity establishes multiple BPAs, before placing an order exceeding the micro-purchase threshold, the ordering activity shall—

(i) Forward the requirement, or statement of work and the evaluation criteria, to an appropriate number of BPA holders, as established in the BPA ordering procedures; and

(ii) Evaluate the responses received, make a best value determination (see 8.404(d)), and place the order with the BPA holder that represents the best value.

(3) BPAs for hourly rate services. If the BPA is for hourly rate services, the ordering activity shall develop a statement of work for requirements covered by the BPA. All orders under the BPA shall specify a price for the performance of the tasks identified in the statement of work.

(C) Duration of BPAs. BPAs generally should not exceed five years in length, but may do so to meet program requirements. Contractors may be awarded BPAs that extend beyond the current term of their GSA Schedule contract, so long as there are option periods in their GSA Schedule contract that, if exercised, will cover the BPA’s period of performance.

(d) Review of BPAs.

(1) The ordering activity that established the BPA shall review it at least once a year to determine whether—

(ii) The schedule contract, upon which the BPA was established, is still in effect;

(ii) The BPA still represents the best value (see 8.404(d)); and

(iii) Estimated quantities/amounts have been exceeded and additional price reductions can be obtained.

(2) The ordering activity shall document the results of its review.

14. Payment address: Woodward Communications Inc., 1420 N Street NW, Suite 102, Washington, 
         DC 20005.
15. Warranty provision: N/A
16. Export packing charges: N/A
17. Terms and conditions of government purchase card acceptance above the micro-purchase level:

N/A

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

20a. Terms and conditions of repair parts: N/A

20b. 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. Preventive maintenance: N/A
24a. Special attributes such as environmental attributes: N/A

24b. Section 508 compliance: Available for Electronic and Information Technology (EIT) supplies and services. Full details can be found at www.section508.gov.

25. Data Universal Number System (DUNS): 93-962-4649
26. Woodward Communications is registered in the Central Contractor Registration (CCR) Database.


Woodward Communications Inc. understands that this contract shall only be used for the services listed (see Section C, Scope of Work). We understand that inappropriate use of the contract for other than Marketing, Media, and Public Information Services may subject this firm/customer agency to penalties provided by statute and regulation.

Service Contract Act:

Woodward Communications Inc. certifies that the GSA awarded rate meets or exceeds the minimum wage rate as identified in Wage Determination 2015-4281, Revision 05, dated 03/17/17, currently incorporated into Refresh 28 Solicitation for the SCA non-exempt labor categories identified in the matrix below.

The Service Contract Act (SCA) is applicable to this contract and it includes SCA applicable labor categories. The prices for the cited SCA labor categories are based on the U.S. Department of Labor Wage Determination Number(s) identified in the SCA matrix. The prices awarded are in line with the geographic scope of the contract (i.e., nationwide).

	SCA Eligible Labor Category
	SCA Equivalent Code Title
	Wage Determination No.

	  Administrative Assistant “B”
	 01612-Word Processor II                          
	2015-4281

	  Administrative Assistant “A”
	01613-Word Processor III
	2015-4281

	Jr. Writer/Editor
	 30462-Technical Writer II
	2015-4281

	Sr. Writer/Editor
	30463-Technical Writer III
	2015-4281

	Graphics “B”
	15080- Graphic Artist
	2015-4281

	Graphics “A”
	15080- Graphic Artist
	2015-4281


