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	 GSA Contract #:  GS-25F-0002S

Mail Room – 733-1

Record Management – 51-504

Litigation Support – 51-508



	Period of Performance: October 17th, 2015 to Oct 16th, 2020
Mod #PO-0019 




CALL US TODAY
FOR MORE INFORMATION
Art Forcey

703.518.9960

aforcey@ardelle.com
Terms and Conditions

1.a. Table of awarded special item number(s) with appropriate cross reference to item descriptions and awarded price(s).
	
	

	SKILL CATEGORY/SKILL DESCRIPTION
	GOVT. HOURLY NET
PRICE

	733-1 Mail Room Administrative Support
	

	Clerical Secretary I
	$     28.98

	Clerical Secretary II
	$     32.01

	Clerical Secretary III
	$     36.37

	Clerical Secretary IV
	$     39.63

	Clerical Secretary V
	$     41.77

	Duplicating Machine Operator
	$     21.58

	General Clerk I
	$     23.63

	General Clerk II
	$     26.77

	General Clerk III
	$     29.61

	General Clerk IV
	$     36.36

	Switchboard Operator-Receptionist I
	$     22.55

	Key Entry Operator I
	$     23.43

	Key Entry Operator II
	$     26.13

	Word Processor I
	$     25.26

	Word Processor II
	$     28.57

	Word Processor III
	$     31.88

	Mail Room Supervisor
	$     40.74

	Project Manager I
	$     46.02

	Project Manager II
	$     53.36

	Mail Clerk I
	$     25.78

	Mail Clerk II
	$     30.56

	Mail Clerk III
	$     33.95

	51 -504 Records Management Services
	 

	Records Management Clerk I
	$     25.51

	Records Management Clerk II
	$     29.91

	Records Management Clerk III
	$     33.09

	51 -508 Litigation Support
	 

	Legal Assistant I
	$     36.96

	Legal Assistant II
	$     45.38

	Legal Assistant III
	$     56.04

	Legal Assistant IV
	$     71.41

	Legal Assistant V
	$     87.09


1b. Identification of the lowest priced model number and lowest unit price for that model for each special item number awarded in the contract. This price is the Government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession affecting price. Those contracts that have unit prices based on the geographic location of the customer, should show the range of the lowest price, and cite the areas to which the prices apply. 
1c. If the Contractor is proposing hourly rates, a description of all corresponding commercial job titles, experience, functional responsibility and education for those types of employees or subcontractors who will perform services shall be provided. If hourly rates are not applicable, indicate "Not applicable" for this item.  See below
MAILROOM 733-1

Clerical Secretary I

Minimum/General Experience: Minimum two years of applicable administrative experience.

Functional Responsibility: Schedule appointments, plans and procedures correspondence, reports, proposals, memos, and other documentation using a personal computer.  Operates spreadsheet software such as Excel to produce finished documents. Proofreads completed documents. Provides copying and production support as needed.
Minimum Education: High school diploma or an equivalent combination of training and/or experience. Typically reports to a supervisor or manager.
Clerical Secretary II

Minimum/General Experience: Minimum four years of progressively responsible administrative experience. 
Functional Responsibility: Performs a wide range of clerical and administrative duties including for example, typing, filing, tracking of time records, word processing, dictation, and composition of own correspondence. 
Minimum Education: High school diploma or an equivalent combination of training and/or experience. Typically reports to a supervisor. A certain degree of creativity and latitude is required.
Clerical Secretary III

Minimum/General Experience: Minimum five years of progressively responsible administrative experience. 
Functional Responsibility: Performs a wide range of clerical and administrative duties including, for example, typing, filing, tracking of time records, word processing, dictation, and composition of own correspondence. Needs to be familiar with a variety of the field concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish goals. A wide degree of creativity and latitude is expected.
 Minimum Education: High school diploma or an equivalent combination of training and/or experience. Typically reports to a manager. A certain degree of creativity and latitude is required.

Clerical Secretary IV

Minimum/General Experience: Minimum seven years of progressively responsible administrative experience. 
Functional Responsibility: Performs a wide range of clerical and administrative duties including, for example, typing, filing, tracking of time records, word processing, dictation, and composition of own correspondence. Needs to be familiar with a variety of the field concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish goals. A wide degree of creativity and latitude is expected. May direct and lead the work of others.

Minimum Education: High school diploma or an equivalent combination of training and/or experience. Typically reports to an Executive. A certain degree of creativity and latitude is required.

Clerical Secretary V

Minimum/General Experience: Minimum eight years of progressively responsible administrative experience.

Functional Responsibility: Performs a wide range of clerical and administrative duties including, for example, typing, filing, tracking of time records, word processing, dictation, and composition of own correspondence. Needs to be familiar with a variety of the field concepts, practices, and procedures. Relies on experience and judgment to plan and accomplish goals. A wide degree of creativity and latitude is expected. May direct and lead the work of others.

Minimum Education: Bachelor degree or an equivalent combination of training and/or experience. Typically reports to an Executive. A certain degree of creativity and latitude is required.
Duplicating Machine Operator

Minimum/General Experience: Must have a minimum of one year experience operating high speed copiers. Must be reliable and have good work habits. Must be able to coordinate tasks and maintain accountability for vital project functions.

Functional Responsibility: Operates one or more photocopying office machines to make copies of documents such as letters, reports, directives, manuals, articles, and bulletins. Operates small binding machines.

Performs clerical duties associated with the request for printing and photographic services. Prepares assembly sheets and printing requisitions with specifications for printing and binding. Keeps record of work, and delivers and picks up work. Performs minor repairs and preventive maintenance. Maintains an inventory of supplies and parts needed for reproduction equipment. Coordinates repairs with vendors.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.

equivalent combination of training and/or experience. 

General Clerk I

Minimum/General Experience: Six months clerical experience. Must have good work habits with the ability to follow established guidelines and consistently produce high volumes of quality work. Demonstrate ability to work independently and without distraction.

Functional Responsibility: Follows a few clearly detailed procedures in performing simple repetitive tasks in the same sequence, such as filing pre-coded documents in a chronological file or operating office equipment, e.g., photocopy, addressograph or mailing machine. May have responsibility for preparing a variety of documents for microfilming and electronic imaging using written guidelines.

Minimum Education: High school diploma or an equivalent combination of training and/or experience. 

General Clerk II

Minimum/General Experience: One year clerical experience. Must have good work habits with the ability to follow established guidelines and consistently produce high volumes of quality work. Demonstrate ability to work independently and without distraction.

Functional Responsibility: Follows a number of specific procedures in performing several repetitive clerical steps performed in a prescribed or slightly varied sequence, such as coding and filing documents in an extensive alphabetical file, simple posting to individual accounts, opening mail, running mail through metering machines, and calculating and posting charged to departmental accounts. Little or no subject-matter knowledge is required, but the clerk needs to choose the proper procedure for each task. Must also become familiar with the computer based tracking systems and the document retrieval and refilling procedures. 

Minimum Education: High school diploma or an equivalent combination of training and/or experience.

General Clerk III

Minimum/General Experience: Three to five years clerical experience. Must have good work habits with the ability to follow established guidelines and consistently produce high volumes of quality work. Demonstrate ability to work independently and without distraction.

Functional Responsibility: Work required a familiarity with the terminology of the office unit. Selects appropriate methods from a wide variety of procedures or makes simple adaptations and interpretations of a limited number of substantive guides and manuals. The clerical steps often vary in type or sequence, depending on the task. Recognized problems are referred to others. Must also become familiar with the computer-based tracking systems and the document retrieval and re-filing procedures. Must be able to assist less experienced staff in the performance of office procedures.
Minimum Education: High school diploma or an equivalent combination of training and/or experience.

General Clerk IV

Minimum/General Experience: Five or more years clerical experience. Must have good work habits with the ability to follow established guidelines and consistently produce high volumes of quality work. Demonstrate ability to work independently and without distraction.

Functional Responsibility: Uses some subject-matter knowledge and judgment to complete assignments consisting of numerous steps that vary in nature and sequence. Selects from alternative methods and refers problems not solvable by adapting or interpreting substantive guides, manuals, or procedures. Typical duties include assisting in a variety of administrative matters; preparing reports or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints. May also direct lower level clerks. Must also be proficient with the computer-based tracking systems and the document retrieval and re- filing procedures. Must be able to assist in training less experienced staff in the performance of office procedures.

Minimum Education: High school diploma or an equivalent combination of training and/or experience. May direct and lead the work of others.

Switchboard Operator/Receptionist I

Minimum/General Experience: Minimum one year customer service experience. Excellent phone etiquette. Excellent verbal communication skills. Punctual. Should be customer service driven. Knowledge of MS Office. Able to multi-task.

Functional Responsibility: Professionally administers all incoming calls. Ensures phone calls are redirected accordingly. Greets guests in a professional, friendly, hospitable manner. Types memos, correspondence, reports, and other documents. Performs a variety of clerical duties.

Minimum Education: High school diploma or an equivalent combination of training and/or experience. 
Key Entry Operator I
Minimum/General Experience: At least six months clerical experience to acquire skills necessary to perform routine data entry activities; or equivalent combination of education and experience. An optional typing speed of 20-30 corrected words per minute may be required.

Functional Responsibility: Perform a variety of data entry activities in accordance with established departmental procedures. Operates a variety of data entry equipment to transform, transcribe and verify source material to computer-readable medic; enter into database and retrieve data from computer terminal according to established guidelines. Abstracts and codes designated information from source material according to predetermined coding system; research lost or missing information in accordance with established procedures. Verifies accuracy, validity and completion of transcribed data by computer verification, proofreading computer display or printout, or other applicable methods; makes corrections as necessary.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.
Key Entry Operator II

Minimum/General Experience: One to two years clerical experience to acquire skills necessary to perform routine data entry activities. Typing speed 4-50 corrected words per minute may be required.

Functional Responsibility: Perform a variety of data entry activities in accordance with established departmental procedures. Operates a variety of data entry equipment to transform, transcribe and verify source material to computer-readable medic; enter into database and retrieve data from computer terminal according to established guidelines. Reformats, rearranges and/or interprets material as necessary utilizing standard applications and methods. Verifies accuracy, validity and completion of transcribed data by computer verification, proofreading computer display or printout, or other applicable methods; makes corrections as necessary. Compiles reports from existing records; assists with special projects by searching computer files and gathering records as requested. Maintains associated logs and records in accordance with established priorities and procedures.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.

Word Processor I

Minimum/General Experience: One year clerical experience in technical or ADP environment. Hands-on experience with word processing software program.

Functional Responsibility: Produces a variety of standard documents, such as correspondence, form letter, reports, tables, and other printed materials. Work requires skill in typing; a knowledge of grammar, punctuation, and spelling; and ability to use reference guides and equipment manuals. Perform familiar, routine assignments following standard procedures. Seeks further instructions from assignments requiring deviations from established procedures.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.

Word Processor II

Minimum/General Experience: Three to five years of clerical experience in technical or ADP environment. Hands-on experience with word processing software program.

Functional Responsibility: Uses knowledge of varied and advanced functions of one software type, knowledge of varied functions of different types of software, or knowledge of specialized or technical terminology to perform such typical duties as editing and reformatting written or electronic drafts. Work may require knowledge of specialized, technical, or specific terminology. Work required familiarity with office terminology and practices; incumbent corrects copy and questions originator of document concerning missing information, improper formatting, or discrepancies in instructions. May lead lower level word processors. 
Minimum Education: High school diploma or an equivalent combination of training and/or experience.
Word Processor III

Minimum/General Experience: Five or more years of clerical experience in technical or ADP environment
 Functional Responsibility: Requires both a comprehensive knowledge of word processing software applications and office practices and a high degree of skill in applying software functions to prepare complex and detailed documents. For example, processes complex and lengthy technical reports that include tables, graphs, charts, or multiple columns. Uses either different word processing packages or many different style macros or special command functions. Independently completes assignments and resolves problems. May direct activities of lower level word processors.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.
Mailroom Supervisor

Minimum/General Experience: Minimum four years of relevant experience in a distribution or mail facility. Working knowledge of USPS regulations and requirements of other carriers. Prior supervisory experience is required.

Functional Responsibility: Administrative support specifically dedicated to the requirements of the project team. Supervises and trains the mailroom staff. Work in performing under minimal supervision. Assists customers in resolving shipping or delivery issues. Provides guidance on other issues packaging, postage rates and shopping methods.

Minimum Education: Some college or advanced training or an equivalent combination of training and/or experience. Two or four year degree preferred.

Project Manager I

Minimum/General Experience: Six years experience providing management and technical direction to project personnel. Must be familiar with the principles of regularly exercising independent judgment, as well as a high level of analytic skill in solving complex technical, administrative and managerial problems. Must have direct management experience in supporting mailroom, records, and information management operations. Provides overall direction for project level activities.

Functional Responsibility: Position level based on specific requirement. Under general supervision, responsible for all aspects of project performance (i.e. technical, contractual, administrative, financial). Manages and supervises personnel involved in all aspects of project activity, organizes and assigns responsibilities to subordinates, and oversees the successful completion of all assigned tasks. Provides overall direction for all project level activities.

Minimum Education: Bachelor’s degree in a related field, or an equivalent combination of training and/or experience.
Project Manager II

Minimum/General Experience: Six years experience providing management and technical direction to project personnel. Must be familiar with the principles of regularly exercising independent judgment, as well as a high level of analytic skill in solving complex technical, administrative and managerial problems. Must have direct management experience in supporting mailroom, records, and information management operations and possesses an understanding of information management technologies including electronic imaging. Provides overall direction for project level activities.

Functional Responsibility: Position level based on specific requirement. Under general supervision, responsible for all aspects of project performance (i.e. technical, contractual, administrative, financial). Manages and supervises personnel involved in all aspects of project activity, organizes and assigns responsibilities to subordinates, and oversees the successful completion of all assigned tasks. Provides overall direction for all project level activities.

Minimum Education: Bachelor’s degree in a related field, or an equivalent combination of training and/or experience.
Mail Clerk I

Minimum/General Experience: One year related experience and/or training

Functional Responsibility: Sort, open and distribute incoming mail according to destination or type of mail such as mail orders, catalog requests, bills, payments, etc. Distribute UPS, Federal Express and other carrier packages between company building locations. Deliver and pick-up interoffice and outgoing mail between company building locations. Process outgoing domestic and international mail. Runs postage machine prepares outgoing mail for pickup.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.
Mail Clerk II

Minimum/General Experience: One to two years related experience.

Functional Responsibility: Performs any or all of the duties of a Mail Clerk I. May occasionally work alone or under minimal supervision. Assists customers in resolving shipping or delivery issues.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.
RECORD MANAGEMENT 51-504

Records Management Clerk I
Minimum/General Experience: Minimum six months previous experience. Database knowledge. Ability to perform alphanumeric filing. Good computer skills. Good communication skills, both oral and written. Knowledge and ability to process classified documents.

Functional Responsibility: Coordinate and track document requests. Coordinate classification reviews. Submit documents and track in a database. Answer customer requests for documents or assistance. Box preparation for expired records destruction. Records receipt and storage including indexing. Populate databases. Perform database queries. Perform QC of box contents. Perform inventory reconciliations. Provide classified mail services.

Minimum Education: High school diploma or an equivalent combination of training and/or experience.
Records Management Clerk II

Minimum/General Experience: Minimum one year previous experience. Database knowledge. Ability to perform alphanumeric filing. Good computer skills. Good communication skills, both oral and written. Ability to file and perform data entry. Operating knowledge of standard office equipment. Knowledge and ability to process classified documents.

Functional Responsibility: Coordinate and track document requests. Coordinate classification reviews. Submit documents and track in a database. Answer customer requests for documents or assistance. Box preparation for expired records destruction. Records receipt and storage including indexing. Populate databases. Perform database queries. Perform QC of box contents. Perform inventory reconciliations. Provide mail services.

Minimum Education: Associate’s degree in a related field, or an equivalent combination of training and/or experience.
Records Management Clerk III

Minimum/General Experience: Minimum three to five years previous experience. Database knowledge. Ability to perform alphanumeric filing. Good computer skills. Good communication skills, both oral and written. Ability to file and perform data entry. Operating knowledge of standard office equipment. Knowledge and ability to process classified documents. 

Functional Responsibility: Coordinate and track document requests. Coordinate classification reviews. Submit documents and track in a database. Answer customer requests for documents or assistance. Box preparation for expired records destruction. Records receipt and storage including indexing. Populate databases. Perform database queries. Perform QC of box contents. Perform inventory reconciliations. Provide mail services.

Minimum Education: Bachelor’s degree in a related field, or an equivalent combination of training and/or experience.

LITIGATION SUPPORT 51-508

Legal Assistant I

Minimum/General Experience: Zero to two years related experience providing assistant to attorneys and preparing legal documents or paralegal certification.
Functional Responsibility Provides assistance to attorneys in preparing legal documents. Performs legal research and compiles data from a variety of reference sources such as digests, encyclopedias, and practice manuals. Performs document preparation (especially during discovery and production support) including reviewing, organizing, numbering, and indexing). Document conversion involving capturing documents on some sort of media: magnetic, CD, microfilm, and converting documents to image (such as tiff or pdf) or to text Performs computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal research and methods. 
Minimum Education: Bachelor’s degree or equivalent combination of training / experience.
Legal Assistant II

Minimum/General Experience: Two to four years related experience providing assistant to attorneys and preparing legal documents or paralegal certification.
Functional Responsibility:  Provides assistance to attorneys in preparing legal documents. Performs legal research and compiles data from a variety of reference sources such as digests, encyclopedias, and practice manuals. Performs document preparation (especially during discovery and production support) including reviewing, organizing, numbering, and indexing). Document conversion involving capturing documents on some sort of media: magnetic, CD, microfilm, and converting documents to image (such as tiff or pdf) or to text Performs computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal research and methods.
Minimum Education: Bachelor’s degree or equivalent combination of training / experience.
Legal Assistant III

Minimum/General Experience: Four to six years related experience.
Functional Responsibility: Provides assistance to attorneys in preparing legal documents. Performs legal research and compiles data from a variety of reference sources such as digests, encyclopedias, and practice manuals. Performs document preparation (especially during discovery and production support) including reviewing, organizing, numbering, and indexing). Document conversion involving capturing documents on some sort of media: magnetic, CD, microfilm, and converting documents to image (such as tiff or pdf) or to text Performs computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal research and methods. May be required to lead others
Minimum Education: Bachelor’s degree.
Legal Assistant IV
Minimum/General Experience: Six to eight years related experience.

Functional Responsibility: Provides assistance to attorneys in preparing legal documents. Performs legal research and compiles data from a variety of reference sources such as digests, encyclopedias, and practice manuals. Performs document preparation (especially during discovery and production support) including reviewing, organizing, numbering, and indexing). Document conversion involving capturing documents on some sort of media: magnetic, CD, microfilm, and converting documents to image (such as tiff or pdf) or to text Performs computer-assisted research on systems such as Lexis and Westlaw. Formal training in legal research and methods. May be required to lead others
Minimum Education: Juris Doctorate (JD) or equivalent graduate degree with legal emphasis
Legal Assistant V

Minimum/General Experience: Over eight years related experience.
Functional Responsibility Provides assistance to attorneys in preparing legal documents. Performs legal research and compiles data from a variety of reference sources such as digests, encyclopedias, and practice manuals. Performs document preparation (especially during discovery and production support) including reviewing, organizing, numbering, and indexing). Document conversion involving capturing documents on some sort of media: magnetic, CD, microfilm, and converting documents to image (such as tiff or puff) or to text Performs computer-assisted research on systems such as Lexis and Westlaw. Relies on experience and judgment to plan and accomplish goals. Reports to a legal executive and is able to manage other legal assistants. A wide degree of creativity and latitudes is expected.
Minimum Education: Juris Doctorate (JD) and admitted into a state bar.
2. Maximum Order: $1,000,000.00

3. Minimum Order: $100.00

4. Geographic Coverage: Domestic Delivery, including Washington, DC, Alaska, Hawaii, and Puerto Rico
5. Point of Production: N/A

6. Discount from list prices: Prices shown herein are net (discount deducted) – 8-13%
7. Quantity Discounts: N/A

8. Prompt Payment Terms: 2% 10, Net 30 Days

9a. Government Purchase Cards are accepted at or below the micro-purchase threshold: 
9b. Government Purchase Cards are accepted above the micro-purchase threshold: 
9c. 10. Foreign Items: N/A

11a.Time of Delivery: 3-5 business days

11b. Expedited Delivery: 2-3 business days – no additional cost
11c. Overnight and 2-day delivery: - No additional cost
11d.Urgent Requirements: No additional cost
12. F.O.B. Point: N/A

13a. Ordering Address: Same as contractor

13b. Ordering Procedures: See FAR 8.405-1

14. Payment Address: Same as contractor

15. Warranty Provision: N/A

16. Export Packing charges: N/A

17. Terms and conditions of Government purchase card acceptance any thresholds about the micro-      purchase level): The Government purchase card is accepted above the micro-purchase threshold. 

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

19. Terms and conditions of installation: N/A
20a. Term and conditions of repair parts indicating date of parts price lists and any discounts from list prices: 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 dealer: N/A

23. Preventive maintenance: N/A
24a. Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants): N/A
24b. If applicable, indicate that Section 508 compliance information is available on Electronic and Information Technology (EIT) supplies and services and show where full details can be found (e.g. contractor's website or other location.) The EIT standards can be found at www.Section508.gov/. 

25. DUNS Number: 181185570

26. Notification regarding registration in System for Award Management: Valid Registration can be found in SAM at www.sam.gov

