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Library Associates of Maryland

Founded in 1986, Library Associates (LA) is a woman-owned small business that specializes in providing cost-effective, high quality information management services to clients in government, industry and academia.

LA’s business lines are:

· Archives management and operations

· Library management and operations 

· Cataloging

· On-site library and information center support

· Retrospective conversion

· Automation, Internet, and document/data conversion services

Our list of clients includes:

· Library of Congress

· National Library of Medicine

· British Petroleum

· Microsoft

· National Park Service

· Georgetown University

· Center for Research Libraries

LA is an ideal partner for meeting your mission’s information management needs. 

Performance History & Company Overview

Library Associates believes in the concept of partnering with our clients: their mission goals become our mission goals.  We provide well-trained staff and practical solutions that meet our clients’ immediate needs.  LA, however, also works with them to go beyond the immediate; to continually improve operations and save money through new approaches and technology.

The Company

LA’s performance is the result of a number of factors: the senior staff has an average of 40 years of technical and management experience; the company has proven contracts and administrative systems; and our recruitment and retention policies are focused on providing highly qualified, motivated staff.  From top to bottom, LA is structured to provide responsive, quality services. 

Experienced Management and Staff

The company has an experienced management team and excellent staff stability.  As a services company, LA understands that our reputation and future depend on our ability to provide qualified motivated staff.  Approximately 55 percent of LA’s staff has Master’s level degrees and the majority of the rest hold Bachelor’s.  LA has been highly effective in attracting quality staff and retaining them, as well.  LA has had a very low staff turnover rate during the past five years.  The company’s attrition rate has averaged approximately six percent during the past five years and we have many employees who have five or more years of service.

From large, technical libraries to small ones serving the general public, LA can provide the full range of library management services. 

LA’s experience includes management of some of the most technologically sophisticated technical libraries and information centers in the country.  Clients include the Microsoft, the Library of Congress, the National Library of Medicine, and the U.S. Department of Health and Human Services.  The company has provided similar services at general public libraries, as well, universities.

Cataloging

LA provides cataloging services under a number of contracts with Federal and private organizations.  The National Library of Medicine (NLM) is one of LA’s largest cataloging clients.  Others include Georgetown University, Center for Research Libraries, National Association of Home Builders, the National Imaging and Mapping Agency and others.

Services Provided

Library Associates provides services in the following areas:

SIN 51 501 ~ Needs Assessment and Analysis Services:

Library Associates provides our clients with needs assessment and analysis services to assist them in analyzing and developing their document management related requirements. We analyze both their current and required capabilities and then, based on the results we develop recommendations for meeting their objectives including hardware, software, applications, training and any associated business processes, procedures, and controls. 

SIN 51 504 ~ Records Management Services 

Library Associates provides a wide-range of record management services including comprehensive services to address the complex challenges posed by the movement, manipulation, archiving, security, and management of records. Library Associates provides the necessary services to facilitate the easy location, retrieval, and storage of files and records.

SIN 51 506 ~ Document Conversion Services

Library Associates provides document conversion services to convert original text and graphic image into digital data, which can then be transferred to a new media and formatted for use in a document imaging and storage system. Customized coding and indexing options are also available as part of the document conversion process. 

SIN 51 508 ~ Litigation Support Services (LLS)

Library Associates provides professional and nonprofessional services support in the area of managing legal documents including document preparations, organizing, copying materials, files, coding and, scanning. Also included are indexing, database development, document analysis, software and systems support.

Customer Information

1a.
Special Item Numbers:  See page 5 for descriptions of our services. 


SIN: 51 501  Needs Assessment and Analysis Services


SIN: 51 504  Records Management Services


SIN: 51 506  Document Conversion Services


SIN: 51 508  Litigation Support Services (LLS)

1b.
Lowest priced model number and lowest unit prices:  Prices shown in the pricelist are net.

1c.
Labor Category Descriptions:  See page 10.

2. Maximum Order:  $1,000,000.  Orders exceeding the maximum order threshold may be placed in accordance with clause I-FSS-125, “Requirements Exceeding the Maximum Order (SEP 1999)”.

3. Minimum Order:  None
4. Geographic Coverage:  Domestic only.  
5. Points of Production:  Rockville Maryland and at customer site as requested.
6. Statement of Net Price:  Prices shown in pricelist are net.
7. Quantity Discounts:  None.  However discounts for orders placed that exceed the maximum order threshold shall be negotiated on an order by order basis.
8. Prompt Payment Terms:  None.
9a.
Acceptance of Government purchase cards below micro-purchase threshold:  Library Associates accepts Government Purchase Cards below the micro-purchase threshold.

9b.
Acceptance of Government purchase cards above micro-purchase threshold:  Library Associates accepts Government Purchase Cards above the micro-purchase threshold.

10.       Foreign Items:  N/A
11a.
Time of Delivery:  To be negotiated per each delivery order.

11b.
Expedited Delivery:  To be negotiated per each delivery order.

11c.
Overnight and Two-day Delivery:  N/A

11d.
Urgent Requirements:  Contact Library Associates for urgent requirements.

12.       F.O.B. Points:  Destination
13a.
Ordering Address:  
Library Associates of Maryland

11820 Parklawn Drive, Suite 400

Rockville, MD 20852

Phone:  (301) 231-5999

Fax:  (301) 231-5990

www.libraryassociates.com

13b.
Ordering Procedures:  For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPA’s), and a sample BPA can be found at the GSA/FSS Schedule homepage (fss.gsa.gov/schedules).

14.        Payment Address:

Library Associates of Maryland

11820 Parklawn Drive, Suite 400

Rockville, MD 20852

Phone:  (301) 231-5999

Fax:  (301) 231-5990

www.libraryassociates.com

15.        Warranty Provision:  N/A
16.        Export Packing Charges:  N/A
17.        Terms and Conditions of Government purchase card

       acceptance:  N/A

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

20a.
 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.
  Environmental Attributes:  N/A
24b.     Section 508 Compliance:  No
25.        Data Universal Number System (DUNS):  14-032-2426
26.        Notification regarding registration in CCR database:  Library Associates is registered in the Central Contractor Registration (CCR) database valid through March 21, 2008.
Price List

Costs Proposed for Labor Categories

(Hourly Rates)

SINS:  51 501; 51 504; 51 506; 51 508

	Labor Category
	GSA Hourly Rate [IFF included]

	Senior Project Manager II
	$98.74

	Senior Project Manager I
	$87.78

	
	

	Senior Librarian I
	$81.17

	
	

	Senior Research Analyst I
	$70.61

	 
	

	Project Manager III
	$64.18

	Project Manager II
	$43.89

	Project Manager I
	$35.03

	 
	

	Law Librarian III
	$54.30

	Law Librarian II
	$47.47

	Law Librarian I
	$31.83

	 
	

	Librarian III
	$44.09

	Librarian II
	$35.73

	Librarian I
	$32.91

	 
	

	Library Assistant II
	$29.39

	Library Assistant I
	$23.45

	 
	

	Library Cataloger III
	$38.81

	Library Cataloger II
	$34.27

	Library Cataloger I
	$30.39

	 
	

	Document Processor I
	$38.36

	File Clerk II
	$30.66

	File Clerk I
	$24.81

	Library Technician III
	$42.65

	Library Technician II
	$29.13

	Library Technician I
	$24.68

	Multimedia Specialist I
	$40.61

	Technical Writer I
	$31.42

	Website Designer I
	$30.49


Labor Category Descriptions

Project Manager

General Experience.   The Project Manager has experience planning and managing large-scale or complex programs and has demonstrated the ability to set and maintain overall direction for a program; to control overall scope, budget, and schedule for complex, multi-project programs.  Oversees the determination and management support requirements of library systems, including library and archival systems, to include cataloging, classification, circulation and research of technical library material and related library services, knowledge and information management, education and training management, logistic support analysis, computer resources, database applications support, and technical documentation.

Functional Responsibilities.  The Project Manager will provide day-to-day direction and control of large or complex document management projects. The Project Manager provides technical and functional guidance to project teams, monitors the progress of tasks and deliverables, tracks and reports project status to client, and ensures that all critical project issues are addressed.   

Education/Experience:  

Senior Project Manager II:  Bachelor’s Degree or equivalent and 8 years relevant experience.

Senior Project Manager I:  Bachelor’s Degree or equivalent and 6 years relevant experience.

Project Manager III: Bachelor’s Degree or equivalent and 4 years relevant experience.

Project Manager II: Bachelor’s Degree or equivalent and 3 years relevant experience.

Project Manager I: Bachelor’s Degree or equivalent and 2 years relevant experience.

Senior Librarian

General Experience.   The Senior Librarian is responsible for supervision of staff, acquisition, cataloging of library materials including print, non-print, and electronic media, and providing reference services.  May provide bibliographic verification of requests and conduct literature and electronic searches on technical subjects.  

Assist users in research through the identification and retrieval of library materials through a variety of media, including print collections, online databases, document delivery services, the Internet, and other online catalogs and libraries
Functional Responsibility.  Provides technical support in the development and documentation of studies, analyses, and reports.  Performs specialized research and technical writing tasks.  Studies and analyzes current advances in program practices and documentation and uses this information to formulate, implement, document, and evaluate processes, practice, systems, programs, or technology.  Provides general input and suggestions for improvement of processes and products for the benefit of the library's clientele.  Assists users in formulating search strategies and in locating materials using all available sources and tools.  Maintains current awareness about new products and sources of relevant materials or information.  Coordinates with government counterparts when information requests include extensive research

Minimum Education:  Senior Librarian I: Bachelor’s Degree or equivalent and 5 years relevant experience.

Senior Research Analyst

General Experience.   The Senior Research Analyst coordinates all special research interests and performs full-scale information searches of both electronic and hard-copy material using traditional and Web resources. The Senior Research Analyst packages textual, graphic and tabular materials for presentations and reports and other material.  The Senior Research Analyst directs the research of other staff on the team and represents the research interests on all projects. 
Functional Responsibility.  Provides support in identifying, quantifying, and documenting the costs and benefits of specific research initiatives.  Provides support to customer and Library staff by gathering information, displaying data, or documenting results related to management studies or organizational improvement efforts.  Performs basic research and statistical analysis as directed.  .  Assists users in research through the identification and retrieval of physical and environmental sciences materials including: print collections, online databases, document delivery services, the Internet, and other online catalogs and libraries
Minimum Education:  Senior Research Analyst I: Bachelor’s Degree or equivalent and 4 years relevant experience.
Law Librarian

General Experience:  Areas of general professional librarian competencies include the following: Reference and Research Services; Collection Management; Organization and Classification, and Library Management. May have knowledge and experience in areas of Knowledge Management (KM), competitive intelligence, research and development, database management, records management, Web design and content management, library product evaluation, vendor contract negotiations, and independent research and project consulting.

Functional Responsibilities:  Possesses specific law librarian competencies in the following areas:

Reference and Research Services, including knowledge of methodologies for identification and use of sources for legal research. Expertise in the use and finding of legal information.  Ability to teach library users how to identify and use sources for legal research. 

Collection Management, including ability to make decisions regarding the identification, selection and acquisition of the legal and non-legal resources needed by organizations. Knowledge of subject-specific selection tools and of acquisition procedures is essential. Knowledge of varied formats of print and electronic creation, storage, and retrieval of legal materials are increasingly created, stored, and retrieved in full-text electronic databases, including systems of national and state case law as well as statutory and regulatory materials published in full-text in online systems. 

Organization and Classification, including ability to organize and classify basic primary and secondary legal materials available in a variety of formats so as to be easily identified by and accessible to users. 

Library Management, including strategic planning, budgeting, marketing strategies, productivity, innovation, and sound human resources and fiscal management.

Subject Competencies include understanding of the origins, development and present state of Anglo/American law and legal literature is crucial. Specifically: 

The Legal System:  Ability to locate pertinent legal materials and recognize their relative importance to the user. Working knowledge of the judicial, executive, and legislative branches of United States federal and state governments. Knowledge of the legislative process and the materials that form the legislative history of statutes. Thorough understanding of the processes by which law is created, including common law, precedent, statutes, regulations, and constitutions.

The Legal Profession and Its Terminology:  Knowledge about the legal profession’s information needs, institutions and professional organizations. Working knowledge of legal vocabulary and terminology, including legal abbreviations and citation systems.

Literature of the Law:  Knowledge of the literature of the law, including primary and secondary sources, accompanying finding tools, and adjunct publications in all media formats (Print, full-text legal databases, microforms, and CD-ROM.)

Law and Ethics:  Appropriately uses and disseminates legal information. Understands the legal complexities that affect access to and use of information, including copyright, freedom of information, privacy, and issues related to unauthorized practice of law and/or malpractice. Familiarity with and understanding of legal requirements and ethical considerations of both the legal profession and librarianship. 

Education/Experience:  

Law Librarian III:  A Master's Degree in Library Science from a college or university accredited by the American Library Association (ALA). May also have a JD or LLB degree, from a law school accredited by the American Bar Association (ABA). Four years of professional law librarian work experience. 

Law Librarian II:  A Master's Degree in Library Science from a college or university accredited by the American Library Association (ALA). May also have a JD or LLB degree, from a law school accredited by the American Bar Association (ABA). Three years of professional law librarian work experience. 

Law Librarian I:  A Master's Degree in Library Science from a college or university accredited by the American Library Association (ALA). May also have a JD or LLB degree, from a law school accredited by the American Bar Association (ABA). Two years of professional law librarian work experience. 

Librarian

General Experience:  Ability to plan, develop and administer library services, manage, train, supervise and evaluate the work of library professional and paraprofessional staff.  

Functional Responsibilities:  Responsible for supervising, coordinating, and/or management of a branch or library division. May oversee one large or several small satellite libraries and supervise others.  Participates in development of collections, knowledgeable of library policy; interprets and assists in formation and implementation. May be responsible for planning, developing and implementing outreach programs. Requires excellent knowledge of: library services, reference sources and methods, plus other information acquisition methods; library automation principles and practices, including computer equipment systems and software; principles and practices of library science. Provides instruction or assistance as new or unusual situations arise, and is knowledgeable of operating procedures and policies of the work unit. Good knowledge of principles and practices of supervision, training, and performance evaluation. Supervises library support staff. 

Education/Experience:  

Librarian IV:  A Master's Degree in Library Science (MLS) from a college or university accredited by the American Library Association (ALA), plus 9 or more years of equivalent full-time experience as a professional librarian.

Librarian III:  A Master's Degree in Library Science (MLS) from a college or university accredited by the American Library Association (ALA), plus 

3 - 4 years of equivalent full-time experience as a professional librarian.

Librarian II:  A Master's Degree in Library Science (MLS) from a college or university accredited by the American Library Association (ALA), plus 2 - 3 years of equivalent full-time experience as a professional librarian.

Librarian I:  A Master's Degree in Library Science (MLS) from a college or university accredited by the American Library Association (ALA), plus 1 - 2 years of equivalent full-time experience as a professional librarian.

Library Assistant

General Experience:  Has experience receiving, processing, filing, and/or retrieving media (paper, audio, visual) within a pre-defined and structured cataloging and storage system.  Ability to organize and complete a variety of tasks requiring judgment and organizational skills.  

Functional Responsibilities:  Uses some subject-matter knowledge and judgment to complete assignments 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; maintaining a wide variety of financial or other records; verifying statistical reports for accuracy and completeness; and handling and adjusting complaints. May also direct lower level clerks.  Such positions (which may include supervisory responsibility over lower level clerks) require workers to use a thorough knowledge of an office's work and routine to: 1) choose among widely varying methods and procedures to process complex transactions; and 2) select or devise steps necessary to complete assignments. 

Education/Experience:  

Library Assistant II: High School Degree and 1 year relevant experience.

Library Assistant I: High School Degree.

Library Cataloger

General Experience:  Performs original and selected copy cataloging in all formats and all media. Advises and consults on cataloging issues related to all materials in continuing formats; performs authority work and database maintenance; advises copy catalogers and other staff performing cataloging related tasks.  

Functional Responsibilities: Assist with circulation of materials and tracks, stores, retrieves, and disseminates material. Assists finding training materials from internal and external sources. Instructs on how to access and use information resources and systems. Maintains collections by adding and deleting materials. Checks-in, checks-out and distributes materials. Renews, reserves, and recalls materials. 

Education/Experience: 

Library Cataloger III: Master's Degree in Library Science (MLS) from a college or university accredited by the American Library Association (ALA), and 3 years relevant experience.

Library Cataloger II: Bachelor of Science Degree or equivalent and 2 years relevant experience.

Library Cataloger I: Associate’s Degree or equivalent and 1 year relevant experience.

Document Processor

General Experience:  Has experience in environment requiring document processing and filing.  Has a basic understanding of operation of standard duplication and other document preparation equipment.

Functional Responsibilities:  Prepares documents such as brochures, books, periodicals, catalogs, and pamphlets for copying or photocopying, photographic, and other reproducing office machine. Cuts documents into individual pages of standard size and format when allowed by margin space, using paper cutter or razor knife. Reproduces document pages as necessary to improve clarity or to reduce one or more pages into single page of standard size for copying machine being used, using photocopying machine. Stamps standard symbols on pages or inserts instruction cards between pages of material to notify Duplicating Machine Operator of special handling, such as manual repositioning during copying procedure. Prepares cover sheet and document folder for material, and index card for organizations' files indicating information, such as organization's name and address, subject or product category, and index code to identify material. Inserts material to be copied in document folder, and files folder for processing according to index code and copying priority schedule.

Education/Experience:  

Document Processor I:  Bachelors Degree or equivalent and 3 years of experience.

File Clerk

General Experience:  Has experience receiving, processing, filing, and/or retrieving media (paper, audio, visual) within a pre-defined and structured cataloging and storage system.  Works under direct supervision on clearly defined tasks.

Functional Responsibilities:  Follows 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., mimeograph, photocopy, addressograph or mailing machine.

Education/Experience:  

File Clerk II:  High School Diploma and 1year experience.

File Clerk I:  High School Diploma

Library Technician

General Experience:  Has knowledge of library techniques, systems and procedures. Some knowledge of sources of reference on bibliographical material. Ability to use and explain the library facilities, including catalogs and other reference aids. Ability to deal effectively with volunteers and non-professional staff in instructing them in the use of the library.  Ability to present ideas effectively orally and in writing. Ability to establish and maintain effective working relationships with personnel of the institution. 

Functional Responsibilities:  Provides services including Interlibrary Loan work, Acquisitions, Serials check-in, ILS Systems support, Circulation, and Reference support.  Provides information service, such as answering questions regarding card catalogs, and assists in the use of bibliographic tools, such as library catalogs. Performs routine cataloging of library materials. Files cards in catalog drawers according to system used. Answers routine inquiries, and refers persons requiring professional assistance to Librarian. Verifies bibliographic information on order requests. Works or directs workers in maintenance of stacks or in section of department or division, such as ordering or receiving section of acquisitions department, card preparation activities in catalog department, or limited loan or reserve desk operation of circulation department. 

Education/Experience:  

Library Technician III:  Associate's Degree from a recognized college or technical institute with 16 credits in library science or computer science and 3 years experience.

Library Technician II:  Associate's Degree from a recognized college or technical institute with 16 credits in library science or computer science and 1 year experience.
Library Technician I:  Associate's Degree from a recognized college or technical institute with 16 credits in library science or computer science.

Multimedia Specialist

General Experience:  Multimedia specialists format CD-ROMs for use as catalogs, books on disk, training sessions, or tutorials. These specialists combine their knowledge of audio files, video, animation design, and computer graphics to blend these media in an aesthetic and user-friendly manner. They must also be competent with computer hardware to insure the product will run properly on any computer. 

Functional Responsibilities:  Determines format, approach, content, level, and medium to meet objectives most effectively within budgetary constraints, utilizing research, knowledge, and training. 

Education/Experience:

Multimedia Specialist I: Bachelor’s Degree or equivalent and 3 years relevant experience.

Technical Writer

General Experience:  Has experience in the technical writing and editing of manuals, reports, publications, instruction books, presentations, proposals and other technical documents.  Has ability commensurate with year’s experience in research, analysis and composition of technical data for clarity, brevity and appropriate style and terminology.  Is experienced in the review and technical editing and copy editing of documents for organization, format, consistency, quality, layout and preparation for production, accuracy of content and conformance to established standards.  Is knowledgeable of and is capable in the use of current word processing, graphics and publishing computer systems and applicable software applications.  

Functional Responsibilities:  Performs the research, writing, review, editing and rewriting of documents such as manuals, reports, publications, presentations, studies, proposals etc.  Translates technical information into clear, readable documents used by technical and non-technical personnel.  Researches information sources such as library resources, technical documents, client and company personnel to obtain and verify technical data.  Performs the proofreading and editing of documents for proper grammar, spelling, punctuation, syntax and usage.  Edits and rewrites documents to ensure accuracy, consistency of style, compliance with format and adherence to original content.  Coordinates with technical staff to determine the optimum organization, format and content of technical documents to include layout and preparation for production.  Safeguards technical documents.

Education/Experience:  

Technical Writer I:  Associate’s Degree or equivalent and 2 years of relevant experience

Website Designer

General Experience:  Has experience working directly with Internet sites, either in development or support.  Excellent familiarity with HTML, Perl, JavaScript, Scripting/CGI, and/or PHP. Experience with Unix and other operating systems.  

Functional Responsibilities:  Coordinates development of content structure and website appearance with the content and graphic teams.  Develops and updates websites’ technical plan.  Sets up, maintains, and programs the web services.  Installs operating systems and software.  Runs and maintains databases.  Monitors website activity and analyzes user statistics.  Provides guidance to organizational elements utilizing the website.

Education/Experience:  

Website Designer I:  Associate’s Degree or equivalent and 2 years of relevant experience
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