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AUTHORIZED FEDERAL ACQUISITION SERVICE
INFORMATION TECHNOLOGY SCHEDULE PRICELIST
GENERAL PURPOSE COMMERCIAL INFORMATION TECHNOLOGY 
EQUIPMENT, SOFTWARE AND SERVICES

GSA FEDERAL SUPPLY SCHEDULE

INFORMATION TECHNOLOGY (IT) SCHEDULE CONTRACT

FOR

CONUS AND OCONUS SERVICES

SCHEDULE NUMBER:  GS-25F-0181M

AUGUST 1, 2008 – JUNE 30, 2012
BUSINESS SIZE:  SMALL, SMALL AND DISADVANTGED, AND WOMAN OWNED
INFORMATION SYSTEMS & NETWORKS CORPORATION

10411 MOTOR CITY DRIVE, SUITE 700

BETHESDA, MD 20817

(301) 469-0400    www.isncorp.com
APRIL 2008
Contact Information

Marketing & Contract Manager 

Attn: Arvin Malkani


10411 Motor City Drive, Suite 700

Bethesda, MD 20817

Phone: (301) 469-0400

Fax: (301) 469-0767

amalkani@isncorp.com
Services Covered:

Special Item No. 51-501 Needs Assessment and Analysis Services (NAAS)

Special Item No. 51-506 Document Conversion Services (EDS)

Special Item No. 51-508 Litigation Support Services (LSS)


1.
GEOGRAPHIC SCOPE OF CONTRACT:

Domestic delivery is delivery within the 48 contiguous states, Alaska, Hawaii, Puerto Rico, Washington, DC, and U.S. Territories.  Domestic delivery also includes a port or consolidation point, within the aforementioned areas, for orders received from overseas activities.

Overseas delivery is delivery to points outside of the 48 contiguous states, Washington, DC, Alaska, Hawaii, Puerto Rico, and U.S. Territories.

Offerors are requested to check one of the following boxes:

[ X ]
The Geographic Scope of Contract will be domestic and overseas delivery.

[  ]
The Geographic Scope of Contract will be overseas delivery only.

[  ]
The Geographic Scope of Contract will be domestic delivery only.

2.
CONTRACTOR’S ORDERING ADDRESS AND PAYMENT INFORMATION:

Information Systems & Networks Corporation

10411 Motor City Drive 

Suuite 700

Bethesda, MD 20817 

Contractors are required to accept credit cards for payments equal to or less than the micro‑purchase threshold for oral or written delivery orders.  Credit cards will not be acceptable for payment above the micro-purchase threshold.  In addition, bank account information for wire transfer payments will be shown on the invoice.

The following telephone number(s) can be used by ordering activities to obtain technical and/or ordering assistance:

Arvin Malkani

Vice President

ISN Corporation

301-469-0400 x 856

3.
LIABILITY FOR INJURY OR DAMAGE

The Contractor shall not be liable for any injury to ordering activity personnel or damage to ordering activity property arising from the use of equipment maintained by the Contractor, unless such injury or damage is due to the fault or negligence of the Contractor.

4.
STATISTICAL DATA FOR GOVERNMENT ORDERING OFFICE COMPLETION OF STANDARD FORM 279: 

Block 9:  G.  Order/Modification Under Federal Schedule – 
GS-35F-4595G   
Block 16:  Data Universal Numbering System (DUNS) Number:     03-899-5171
Block 30:  Type of Contractor –  




Small Disadvantaged Business
Block 31:  Woman-Owned Small Business - 


YES 
Block 36:  Contractor's Taxpayer Identification Number (TIN):  
52-119-1165

4a.
CAGE Code:  






0BTB1 


4b.
Contractor has registered with the Central Contractor Registration (CCR) Database.
5.
FOB DESTINATION

As agreed to between ISN Corporation and customer.

6.
DELIVERY SCHEDULE

a.
TIME OF DELIVERY:  The Contractor shall deliver to destination within the number of calendar days after receipt of order (ARO), as set forth below:

SPECIAL ITEM NUMBER
DELIVERY TIME (Days ARO)

ALL SINs
As agreed to between ISN and customer

b.
URGENT REQUIREMENTS:  When the Federal Supply Schedule contract delivery period does not meet the bona fide urgent delivery requirements of an ordering activity, ordering activities are encouraged, if time permits, to contact the Contractor for the purpose of obtaining accelerated delivery.  The Contractor shall reply to the inquiry within 3 workdays after receipt.  (Telephonic replies shall be confirmed by the Contractor in writing.)  If the Contractor offers an accelerated delivery time acceptable to the ordering activity, any order(s) placed pursuant to the agreed upon accelerated delivery time frame shall be delivered within this shorter delivery time and in accordance with all other terms and conditions of the contract.

7.
DISCOUNTS:  Prices shown are NET Prices; Basic Discounts have been deducted.

a.
Prompt Payment:  


0%
b.
Quantity




OVER 10,000 HOURS: 0%-15%
c.
Dollar Volume



0%
d.
Government Educational Institutions
0%

e.
Other




0%

8.
TRADE AGREEMENTS ACT OF 1979, as amended:

All items are U.S. made end products, designated country end products, Caribbean Basin country end products, Canadian end products, or Mexican end products as defined in the Trade Agreements Act of 1979, as amended.

9.
STATEMENT CONCERNING AVAILABILITY OF EXPORT PACKING:

10.
Small Requirements:  The minimum dollar value of orders to be issued is $2,500.

c.
The Maximum Order value for the following Special Item Numbers (SINs) is $1,000,000:

Special Item Number 51-501 – Needs Assessment and Analysis Services (NAAS)
Special Item Number 51-506 – Document Conversion Services (EDS)
Special Item Number 51-508 – Litigation Support Services (LSS)

12.
ORDERING PROCEEDURES FOR FEDERAL SUPPLY SCHEDULE CONTRACTS

Ordering activities shall use the ordering procedures of Federal Acquisition Regulation (FAR) 8.405 when placing an order or establishing a BPA for supplies or services.  These procedures apply to all schedules.

a.
FAR 8.405-1 Ordering procedures for supplies, and services not requiring a statement of work.

b.
FAR 8.405-2 Ordering procedures for services requiring a statement of work.

SIN OFFERINGS AND DESCRIPTIONS

51 501  NEEDS ASSESSMENT AND ANALYSIS SERVICES (NAAS)

Objectives/Purpose

The work involved in this contract consists of assisting agencies with NAAS efforts in their organizations.  Regardless of the specific approach and strategies described in the technical proposal for each work segment, the work in general shall include consulting services, and other related services.  Survey surveying may be offered in conjunction with consultation services.
NAAS provides professional support in analyzing, assessing, and developing a customer’s requirement as it relates to more efficient use of Office Equipment  (e.g., laboratory systems, network optical and imaging systems, services (i.e., records management, document management, network connectivity support) as they relate to this RFP.  Based on the agency’s overall objectives, the contractor will conduct a comprehensive needs assessment and analysis. 

This SIN may include assessment services for compliance with the requirements of section 508 of the rehabilitation act, which is an initiative to ensure the accessibility of electronic and information technology to individuals with disabilities.  Also, this Service may include recommendations for security/biometrics products.

The contractor will provide recommendations for fulfilling the agency’s needs, such as, but not limited to: surveys, technology assessment, purchases, rentals, conversion of rental to purchase, leasing, cost-per-copy, flat-rate monthly fee, document management services, and software applications.
This procurement will provide a full range of services including but not limited to consultation, and support services to support or improve the effectiveness of Federal management processes and procedures.

Contractors will perform all requirement(s) as specified in task and delivery orders under this Federal Supply Schedule (FAS) in accordance with their commercial industry practices. 

Scope of Work

Upon the agency’s request, contractors may provide a full range of services to support the requirements as a result of the needs assessment and analysis.  The contractor may offer the following services but is not limited to:

· Consultations Services – Contractors shall provide expert advise, assistance, guidance or counseling in support of agencies’ management, organizational and business improvement efforts.  They may also include studies, analyses and reports documenting any proposed developmental, consultative, or implementation efforts.  


General Requirements:
The following general requirements are applicable to NAAS.

The contractor must have the capability to provide an overall assessment of a comprehensive turnkey solution. The contractor must clearly define the agency’s requirements linked to the strategic goals to ensure high quality, cost-efficient solutions. The contractor must investigate the degree of importance based on objectives to determine the best strategy that will fulfill the requirement. The contractor must have the capability to collect data that is current and accurate and must maintain the integrity of the investment. The contractor must establish an ongoing dialogue with the agency to discuss the status, report on progress against current work schedule, understand any new issues, or concerns, report on standard product enhancements/revision plans, etc.  This ongoing dialogue will allow the government to assess the performance against the original requirements and milestone schedule.  The contractor must deploy a solution that is logically planned, sufficiency secured, easy to apply, administer, and manage. The contractor’s results must be consistent with the scope of the agency requirements.  Although, the contractor will make recommendations, the agency will be the final approving official.  Deliverables:  Depending upon the ordering agency the final report may include projected cost, a milestone schedule, and recommendations. Also, upon the agency’s request, the report may be presented to the agency by various means.  For example written document, oral presentation, cassettes, and videotapes. The Contractor warrants all services in accordance with the commercial practice. The price of the warranty shall be included in the purchase price of the item.
51 506  DOCUMENT CONVERSION SERVICES

DESCRIPTION:  The process of document conversion involves state-of-the-art scanning of the original document’s text and graphic image into digital data, which is then transferred to a new media and formatted for use in a document imaging and storage system.  Comprehensive DCS are used to transfer text and graphic images in existing documents (e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, legal instruments, etc.) in whatever media they currently exist (e.g., paper, aperture cards, microfiche, microfilm, roll film, etc.) onto a new delivery/storage media (e.g., CD-ROM disks, 4mm/8mm magnetic tape, magnetic storage disks, aperture cards, microfiche, microfilm, roll film, etc.) in any required format (e.g., raster images, ASCII text, SGML tagged for electronic distribution or publishing, PDF image files, etc.) required for use in a document imaging and storage system.  Customized coding and indexing options are also available as part of the document conversion process.  Complete DCS will be used for both unclassified and classified documents using Government or contractor facilities or a combination of both. 

PURPOSE: This Multiple Award Schedule will offer a full range of Document Conversion Services.  Contractors shall provide document conversion services in response to individual agency orders. 

SCOPE:  Document conversion consists of scanning document images and converting them into electronic digital data, which is then transferred into a new format, and media for use in a document imaging, retrieval, and storage system.  This SOW addresses the "backfile and day-forward conversion" of documents, which includes both file and data format and media conversion. 

It does not include data processing and communications equipment (e.g., digital computers, display devices, software, LAN/WAN networks), which may be employed in a document imaging, retrieval, and storage system. The types of DCS may include, but is not limited to:

· Index data migration

· Project evaluation or discovery

· Optical mark scanning (OMR)

· PDF Electronic file forms

· Web Hosting (ASP)

GENERAL REQUIREMENTS: Unless otherwise specified by the ordering activity, the following general requirements are applicable to document conversion performed under this contract:

a.  Contractor Responsibility - The Contractor shall be responsible for furnishing all items used in performing the work unless otherwise specified or approved by the Contracting Officer.  The Contractor will act independently and not as an agent of the Government. 

b.  Document Conversion - The contractor shall scan a variety of source documents (e.g., correspondence, files, technical manuals, land records, charts, engineering drawings, or legal instruments) from a variety of source media (e.g., paper, film, microfiche, aperture cards, magnetic tape, or Mylar) having varying degrees of image quality (e.g., crisp originals, faded, poor contrast, or overexposed photographs) using character recognition (e.g., OCR, ICR) into a compressed digital file (e.g., C4 compressed image file format) and deliver that file in a variety of output file formats (e.g., PDF, SGML, HTML, XML, CAD, word processing) on a variety of output media (e.g., optical disks, magnetic tape, or CD-ROM).

c.  Image Enhancement - The contractor shall perform image enhancement immediately after scanning.  Image enhancement shall allow soiled, faded, deteriorated, and inferior quality images to be "cleaned-up".  The image enhancement process shall reduce background noise and improve uneven line widths, dull edges, faded areas, and uneven illumination.  If required by the ordering activity, special image enhancement (e.g., removal of date stamps and other markings, deskewing images to within 5 degrees or less of skew, cropping, rotation) shall be accomplished during the document conversion process.

d.  Indexing – The contractor shall provide an index (in both hardcopy and digital format) for all converted data.  The index shall permit tracking, retrieval, and storage of converted documents.  The index shall be as specified by the ordering activity and shall consist, as a minimum, of the document number, document title, page number, revision level, and date.  The index shall be structured from the source data and may be incorporated in the raster image header, incorporated as PDF Bookmarks, or provided separately, as specified by the ordering activity.

e.  Data Entry – The contractor shall provide keystroke data entry, as required.

f.  Delivery Media - The contractor shall deliver the digitally converted data in an output media (e.g., CD-ROM, 4mm DAT or 8mm magnetic tape; 9-Track 1600 BPI or 6250 BPI magnetic tape; 3.5 inch, 5.25 inch, 12 inch, or 14 inch Write-Once Read-Many (WORM) optical or magnetic disks and/or Write-Many Read-Many optical disks) and output format (e.g., PDF text and/or image files, TIIF, BMP, JPEG, HTML, ASCII text, SGML tagged for electronic distribution or publishing, XML, CAD, word processing), as specified by the ordering activity.  Delivery media shall be labeled in such a manner as to identify the contents of the deliverable.

g.  Source Document Inspection - The contractor shall inspect all source documents and shall notify the ordering activity’s Contracting Officer of any condition which will likely prevent successful performance of the work required.  Such notification shall be received by the Contracting Officer within ten (10) working days (or as stipulated on the individual agency task order) following receipt of the source documents.

 h.   Quality Assurance - Unless otherwise specified by the ordering activity, the contractor shall perform 100% quality assurance of the scanned images to ensure that an image is produced for each page or microform frame; the image is equal to or better than the readability of the source page or microform frame; and the image is in accordance with the ordering activity’s requirements.  Marginal images (e.g., due to poor source images or film quality) shall be electronically marked and specified as such in the production reports.  All indexing elements and SGML tagged data shall be parsed to ensure compliance with the requirements prior to delivery.  Hollerith data shall be verified against the information contained in the title block of the document and will be edited, if necessary, to ensure the accuracy of the fields (e.g., document type, drawing number, drawing revision, sheet revision, card number, number of cards, drawing size, rights code, and security code).  The ordering activity reserves the right to perform quality assurance on any products produced under this contract.  Failure to meet quality assurance standards will result in re-work at the contractor's expense or contract termination, as appropriate.

i.  Corrections – Document conversion errors caused by the contractor shall be considered corrections and shall not be charged to the ordering activity as an additional digitized item.  Unless otherwise specified by the ordering activity, the contractor shall be liable for corrections for 12 months from output media delivery. 

j. Workmanship Standards - The quality of services rendered by the contractor shall conform to the standard commercial practice in the document scanning and conversion profession, trade, or field of endeavor.  All services shall be rendered by or supervised directly by individuals fully qualified in the document scanning and conversion profession, and holding any licenses required by law.  Failure to meet workmanship standards will result in re-work at the contractor's expense or contract termination, as appropriate.  

k.  Basic Preparation and Handling - The contractor shall be responsible for basic document preparation and handling during all phases of the document conversion effort.  The pre-conversion effort shall include document receipt, inspection, inventory and document preparation for scanning and conversion (e.g., removing bindings, paper clips, attachments, and fasteners; photocopying oversize or undersize documents; purgingunnecessary information; repairing damaged originals).  The conversion effort shall include all necessary document preparation and handling.  The post-conversion effort shall consist of reconstruction of the documents including the attachment of fasteners and bindings, reassemble of the documents into their original configuration, preparing a document inventory listing, and packaging/packing for return shipment to the ordering activity.

l.  Special Preparation and Handling - When special preparation and/or handling requirements are specified by the ordering activity, the contractor shall be responsible for any special document preparation and handling requirements (e.g., staple locations being required to be marked during pre-conversion preparation and the documents being re-stapled using their original staple locations at post-conversion).

m.  
Production Reports – With each delivery, the contractor shall provide a Production Report (in hardcopy and digital format) that describes the data contained on the delivery media.  The report shall be provided to the ordering activity’s Contracting Officer or COTR and shall contain, at a minimum, the index for each document, number of pages for each document, and total pages.

n.  
Monthly Volume Report – The contractor shall provide a Monthly Volume Report (in hardcopy and digital format).  The report shall be provided to the ordering activity’s Contracting Officer and shall, at a minimum, list the number of converted documents delivered and the percentage  of work completed.

o.
Final File – The contractor shall provide a final file (in both hardcopy and digital format) upon project completion to the ordering activity’s Contracting Officer.  The file shall delineate those documents for which conversion has been completed; if applicable, the intermediate format in which the each document has been scanned; the applicable character recognition, compression algorithm, output storage media and file format of the stored image; and an index for all converted data.  The index shall, as a minimum, consist of each document number, document title, date, revision level, and page number.  This index shall be structured from the source data and may be incorporated in the raster image header, incorporated as PDF Bookmarks, or provided separately, as specified by the ordering activity.

p.  Backup Copy - The contractor shall maintain a backup copy of all data generated.  The backup copy shall be maintained for a period of 12 months after project completion, unless otherwise specified for a different period by the ordering activity.

q.  Returned Material – Unless otherwise specified by the ordering activity, all material provided by the ordering activity shall be returned with the delivered product in the same condition (normal wear and tear excepted) and sequence as the original submission.  The contractor shall be responsible for shipping costs, unless otherwise specified by the ordering activity.    

r.  Source Document Destruction - Upon termination or completion of all work, the Contractor shall comply with the agency requirements for disposal.  All materials produced or delivered will become and remain the property of the Government.  When required by the ordering activity, the contractor shall destroy (rather than return) the source documents.

s.  Classified Documents - The contractor shall be responsible for providing the appropriate handling, distribution, and storage of classified documents in accordance with all applicable security regulations and laws.

t.   Page Pricing - Unless otherwise specified in the contractor's price proposal, page pricing shall be based on an original source page size of 8.5 inches x 11 inches.  Increments for oversize source document pages shall be based on the number of whole or partial 8.5" x 11" pages.  

u.  Drawing Pricing - Unless otherwise specified in the contractor's price proposal, drawing sheet pricing shall be based on the size of the drawing.  Increments for oversize drawings shall be based on the number of whole or partial F size drawings.  

v.  Production Facility - Unless otherwise specified by the ordering activity, production shall be performed at the contractor's facility.  If the ordering activity requires scanning of the documents at a designated facility, the contractor shall provide all the necessary resources (e.g., personnel, equipment, material, and supplies) required to accomplish the work, unless otherwise specified by the ordering activity.  However, the ordering activity will be responsible for providing adequate space and electrical power at the designated facility.

w.
Data Rights - All data produced in performance shall be the sole property of the Government.  The Contractor agrees not to assert rights at common law or equity and not to establish any claim to statutory copyright in such data in whole or in part in any manner or form nor authorize others to do so, without prior written consent of the Contracting Officer.  This does not restrict the use or publication of such data by the Contractor or its employees.

DETAILED REQUIREMENTS: Unless otherwise specified by the ordering activity, the following detailed requirements are applicable to the contractor's document conversion efforts under this contract:

a.  Scanning – Images shall be scanned at 200 DPI (dots per inch) resolution for engineering drawings, 500 DPI for engineering drawings being converted to CAD, and 300 DPI for all other document types, except photographs, which shall be scanned at 400 DPI.  Raster images shall be compressed using CCITT Group 4 algorithms as specified in Federal Information Processing Standard (FIPS) Publication 150 "Facsimile Coding Schemes and Coding Control Functions for Group 4 Facsimile Apparatus", prior to transfer to the storage media.  The latest revision of FIPS Publication 150 in effect at the date of the order or as specified by the ordering activity shall be used.  Proprietary compression algorithms are not acceptable.  Hollerith data shall be read during image scanning and provided as an index to the image.  

b.  Indexing/Coding - The index requirements (e.g., index fields, number of characters, nomenclature for the index fields) shall be specified by the agency.  As a minimum (via display of the scanned image), the index shall consist of three fields having a maximum of 30 characters located peripherally on the page.

c.  Portable Document Format (PDF) Conversion – Adobe Portable Document Format conversion shall be accomplished in compliance with the latest version of the Portable Document Format Reference Manual (e.g., Version 1.3) in effect on the date of the order or as specified by the ordering activity.  PDF converted formatted documents shall replicate all visual characteristics and attributes of the source document.  Graphics portions of the source document shall be included in the PDF file as raster images.  Scanning of graphic portions shall be provided at a resolution of 300 DPI or greater.  PDF converted documents shall contain thumbnail files.

       (1) Image Only Scanned: Source documents shall be raster scanned at 300 DPI.  The scanned image shall be a bitmapped image of the original document and shall be equal to the readability of the original page.  The images shall be converted to PDF Image Only files prior to being written to the delivery media.

       (2) Image Plus Edited Text: Source documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing OCR technology.  All free standing standard character text larger than 6 point shall be edited to ensure accuracy of 95% or greater.  All converted numerics shall have an accuracy of 100%.  Graphics shall be provided as 300 DPI raster graphics.  The document shall be converted to PDF Plus Text files prior to be written to the delivery media. 

       (3) PDF Normal: Source documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing OCR/ICR technology.  All free standing standard character text larger than 6 point shall be edited to insure accuracy of 95% or greater.  All converted numerics shall have an accuracy of 100%.  Suspect characters shall be corrected.  Color images and photographs shall be scanned and inserted.  Graphics shall be provided as 300 DPI raster graphics. The original fonts and format of the document shall be maintained.  The document shall be converted to PDF Normal files prior to being written to the delivery media.

       (4)  Hyperlinking:  Hyperlinks shall be created for each item contained in the content reference pages of the document (e.g., Tables of Contents, Indexes).  In addition, hyperlinks shall be created for all intact internal references.  Bookmarks and Thumbnails shall be created for each document.  PDF Normal processing of the documents is required prior to hyperlinking.
       (5) Application File: When required by the ordering activity, an application (output) file from PDF converted documents (e.g., in a word processing format) shall be created.  Application files shall be created after completion of any PDF document quality assurance and editing.         

       (6) Accuracy:  The accuracy requirements for documents converted using optical recognition technology (e.g., OCR, ICR) shall be applicable to each page as specified by the ordering activity.  The percent accuracy is defined as the number of correct characters per page (i.e., characters in the converted document that are the same as the corresponding character in the source document) divided by the total number of characters on the page multiplied by 100.

    d.  Standard Graphic Markup Language (SGML) Tagging - Paper documents shall be raster scanned at 300 DPI.  Textual data shall be converted to ASCII utilizing Optical Character Recognition (OCR) technology.  All free standing standard character text larger than 6 point shall be proofed and edited to ensure accuracy of 99.5% or greater.  All converted numerics shall have an accuracy of 100%.  Graphics shall be provided as 300 DPI raster graphics.  Tagged data shall be in accordance with the Document Type Definition (DTD) and the Style Sheet.  Tagged data shall provide 100% parsing against the provided DTD.  Intact internal references shall be tagged. 

(1) Level I: Level I SGML tagging shall consist of DTD’s that are targeted at electronic browsers, which utilize a limited number of tags to describe the basic document. 

(2) Level II: Level II SGML tagging shall consist of DTD’s that are targeted at complex publishing systems which require an increased number of tags, tag attributes, and specific structural relationships to produce the required printed document.

    e.  HyperText Markup Language (HTML) Conversion - Conversion shall be in accordance with the latest version of the W3C Recommendations (e.g., HTML Version 4.0) in effect on the date of order or as specified by the ordering activity.  

f. Extensible Markup Language (XML) Conversion - Conversion shall be in accordance with the latest version of the W3C Recommendations (e.g., XML Version 1.0) in effect on the date of the order or as specified by the ordering activity. 

    g.  Graphics File Formats (e.g., GIF, JPEG) – The specific graphic file format shall be as specified by the ordering activity.

h. Application Files (e.g., Word, CAD, WordPerfect) – The specific application file format shall be as specified by the ordering activity.

i. CD-ROM Mastering: Converted data shall be pre-mastered in accordance with ISO 9660, Volume and File Structure of CD-ROM Information Exchange specification using the latest version in effect on the date of the order or as specified by the ordering activity.  CD-ROM masters shall be produced in accordance with industry standards as defined in the CR-ROM Yellow Book. 

j. CD-ROM Replication: Replicas shall mark as specified by the ordering activity.  Replicas shall be provided in CD-ROM.

51 508
LITIGATION SUPPORT SERVICES (LSS)

(NOTE: Paralegal services, attorneys, accountants, or other professional labor categories that may be construed as legal services or professional support for legal services are not included and will not be procured under this Statement of Work.)  

Description

Litigation Support Services encompasses a wide range of services that aid attorneys and other professional staff members in the task of obtaining, organizing, analyzing and presenting evidence or materials for trials, judgements, lawsuits, settlements or other legal matters.  Through the use of reproduction equipment, computer data processing, image management, geographical information systems and other technologies, litigation materials are effectively organized to enable rapid location by an agency’s staff.   The contractor shall provide all personnel, equipment and supplies for the performance of litigation support services (LSS).

The types of LSS include, but are not limited to the following:

Document Preparation:

“Documents” have the broad meaning defined in Rule 34 (Production of Documents) of the Federal Rules of Civil Procedure, www.dcd.uscourts.gov/frcp.htm#rule34 and include all types of media.   Document Preparation includes, but is not limited to, numbering, marking, hole punching, stapling and staple removal, binding, retrieving, assembly, and refiling the documents in accordance with the Government’s original submission to the contractor or pursuant to the Government’s instructions to the contractor.  It may also include the provision of binders, tabs, dividers, and other supplies as necessary.  It may include pickup and delivery. The contractor shall create and maintain detailed log sheets and associated document controls.

The contractor must design, maintain, and implement a system for identifying and marking documents that will be used for information or evidence in legal matters.  A Bates numbering or bar code system may be required to generate and attach unique identifying numbers to all documents.  In addition, Phrase Labeling may be required which will indicate at a minimum a document’s source; file owner, production request information, and other needed information.  Phrase labels must be accurate, contain the information specified, and be legible on all copies.

Database Development:

The contractor shall design, implement, maintain, and update databases used for information in legal matters.  The databases shall include (1) full-text databases; (2) databases composed of coded and formatted data; and (3) databases consisting of graphic images of a variety of document types.

The contractor shall be responsible for converting deposition and trial transcripts, interrogatories, interrogatory responses, briefs and other documents for full-text searching and storage on CD-ROM, compatible with the customer agency’s software.

Software provided by the contractor must be compatible with that of the ordering agency.  “Hands on” training, if required, and instructional manuals shall be furnished on the software that is used at no additional cost to the ordering agency.  

Document Reproduction:

The contractor shall provide high-volume reproduction of documents at the contractor (or subcontractor’s) site or at a site otherwise specified by the ordering agency.  The contractor shall provide all facilities, equipment, labor, and supplies for performing this task.  Work ordered under this requirement will not be performed at Government-funded Document Centers.  Work may be ordered on a regular or accelerated (to be defined and determined by the ordering agency) turnaround basis.  

The contractor shall provide personnel, equipment, and materials for the purpose of organizing and preparing documents for reproduction (including photocopying) or for other image capture.  The contractor shall maintain a high level of quality control to assure that each page is reproduced so that every line and character on the original page appears on the reproduced page and is clearly legible.

If required by an ordering agency, the contractor shall produce reproductions of documents on other media, i.e., diskette, tape, poster board, CD, and microfilm compatible with the ordering agency’s software.  To the extent specified, the contractor’s capabilities shall comprise copying digital data as well as video and audiotapes. 

In addition to standard size and type documents, the contractor may be required to reproduce a wide-range of varying sized documents such as charts, engineering drawings, blueprints, and photographs.  The contractor shall provide for color copying of documents that are in color.  In cases where special copying techniques (i.e., source documents, charts, or drawings) are required, the contractor shall preserve greytones.

The contractor shall provide document image scanning and related services.  Image scanning and related services shall be provided for government and non-government documents, on or off site, i.e., the Government’s storage facilities, or the contractor’s or subcontractor’s facilities.

The contractor shall image and/or scan materials according to priorities set by the ordering agency.  All documents shall be accessible on compact discs (CD) to be viewed and/or printed from any workstation used by the ordering agency.  The electronic files shall be marked and indexed for search purposes and made available on CD. 

Security

All personnel with access to confidential, proprietary, protected or sensitive materials will be required to sign non-disclosure agreements.

Some agencies may require various contractor personnel to obtain a security clearance before receiving access to facilities and information.  Security clearances, when required on individual orders, will be obtained at the contractor’s expense.  Due to the nature and sensitivity of the documents that will be handled by the contractor, care must be given to safeguarding files whether on or off site.  Confidentiality of file content must be kept at all times. 
1.1 Labor Rates  

FOR SINs 51-501, 51-506, and 51-508

Customer Site or Contractor Site Rates
	Labor Category
	$ CY08 Hourly Net
	$ CY 09 Hourly Net
	$ CY 10 Hourly Net
	$ CY 11 Hourly Net
	$ CY 12 Hourly Net
	$ CY 13 Hourly Net

	Web Developer
	$99.78
	$103.71
	$107.80
	$112.05
	$116.46
	$121.05

	Database Developer
	$99.78
	$103.71
	$107.80
	$112.05
	$116.46
	$121.05

	Help Desk Analyst
	$65.48
	$68.06
	$70.74
	$73.53
	$76.43
	$79.44

	Document Imaging Tech
	$77.96
	$81.03
	$84.22
	$87.54
	$90.99
	$94.57

	Project Manager II
	$141.07
	$146.63
	$152.40
	$158.41
	$164.65
	$171.14

	Document Specialist
	$256.73
	$266.85
	$277.36
	$288.29
	$299.65
	$311.46

	Technical Writer
	$57.69
	$59.96
	$62.32
	$64.78
	$67.33
	$69.98

	Systems Analyst
	$110.76
	$115.12
	$119.66
	$124.37
	$129.27
	$134.36


Web Developer
Minimum Education:

Bachelor’s degree or equivalent experience. Certification(s) in area of specialization may be required. Two (2) years additional experience may be substituted for each year of degree-level education.

Functional Responsibilities:

Leads design of Web sites, conducts the planning and scheduling of projects, determines applicable project milestones, conducts risk mitigation procedures to ensure schedule adherence, develops and implements Web pages, provides database and e-commerce capabilities to Web sites, conducts and documents module and system level testing, and conducts debugging and troubleshooting procedures.

General Experience:

♦ The incumbent has seven (7) years in the general field and five (5) years of demonstrated experience in the Web environment. Typical assignments involve evaluating, selecting and applying highly specialized comprehensive technical or scientific techniques and knowledge in the field. 

♦ Technical specialty practices, concepts and techniques are applied in one or more aspects of the specialty area to low to moderately complex assignments where there are precedents and procedures that can be referenced. Interactions are primarily to obtain, clarify, give or exchange facts or information. These contacts may involve planning, coordinating, advising, giving information or obtaining facts. 

Database Developer
Education:

Bachelor’s degree in computer science, computer information systems, management information

systems, information resource management, data processing, or other related discipline, or 3 years of

equivalent experience.

Minimum/General Experience:

6 years in all functions of database development including 5 years of specialized experience in

programming and design.

Functional Responsibility:

♦ Performs all administrative functions to support the database, including software installation,

testing, reorganization, configuration, system security, backups, and disaster recovery;

♦ Develops standards, procedures, and conventions for use;

♦ Maintains a system trouble log; and

♦ Trains operators to use the database.

Help Desk Analyst
Education:  

Bachelors degree in Computer Science or equivalent experience.
Minimum General Experience: 

One or more years experience operating a PC-based Help Desk, Call Screening Center including one or more years of supervisory experience. One or more years experience working with Microsoft Office, Corel Office, Windows 95, Windows NT or comparable products. Three or more years experience with personnel computer communication products including network protocols. Two or more years experience with Internet browsers.

Functional Responsibility:  

♦ Supervises Help Desk Call Screening Center. Responds to telephonic, faxed, e-mail, or walk-in requests for assistance. Ensures automated Help Desk Log is maintained and monitors status of open requests. Maintains Help Desk metrics and provides performance reports as tasked.

Document Imaging Tech
Education:  

Preference for a Bachelor's or Master's Degree in Computer Sciences or 10 years related work experience at the level described in this description. Five years experience with document imaging hardware and software products.

Minimum/General Experience:

5 years of progressively more responsible technical experience on major document imaging or similar projects.

Functional/Responsibility: 

♦ To develop, make software changes, support, install and test the document imaging products. Determines specifications, then plans, designs, and develops the most complex and business critical software solutions utilizing the product and appropriate software processes, either individually or in concert with a project team. 

♦ Must be capable of installing, integrating, modifying and developing vendor specific product code in response to customer-defined requirements. Provides design recommendations based on long-term IT organization strategy. Must have an in depth knowledge of the product and the code. Develops enterprise level application and custom integration solutions including major enhancements and interfaces, functions and features. 

♦ Develops programming and development standards and procedures as well as programming architectures for product reuse. Must have 5 years experience in the application of the product. Provides expertise regarding the integration of applications across the business. Must be able to apply business process reengineering methods to the integration of the customer's requirement. 

♦ Must be able to communicate and explain the reengineering recommendations to the extent that the customer buys in. Must be able to develop and implement multi-level security on the system to protect system from unauthorized access and disclosure of customer's data. Must be able to develop workflows that mirror customers existing operation and where required recommend changes and get buy in from the customer to improve the workflow. 

♦ Uses a variety of platforms to provide automated systems applications to customers. Must be able to integrate product to legacy systems by modifying product's code and not changing the legacy system. Must have the ability to analyze and fix both hardware and software problems. If required must be able to tune the systems performance to meet requirements. Must be able to train customer's users and administrators in the systems operation. 

♦ Must be able to direct and manages support personnel during the implementation of the product. Accountable for the most complex enterprise-wide applications and issues, translating highly complex concepts for peers and customers. Must be able to maintain schedule and companies profitability of the program. 

Project Manager II
Education:

Bachelor’s degree, law degree, or appropriate graduate degree.

Minimum/General Experience:

4 years of progressively more responsible supervisory and management experience on major litigation

or similar support projects.

Functional Responsibility:

♦ Assumes primary responsibility for all support provided to a particular case or project, including

monitoring work flow, preparing regular reports for managers or clients, identifying and assigning

staff, creating and tracking budgets, coordinating technical or data processing support, maintaining

case or project security, and obtaining other resources as needed; and

♦ Uses broad knowledge of office automation environments, including telecommunications, networks,

PCs, databases, word processing, spreadsheet, and imaging.
Document Specialist
Education:                                                                                                                                                                                                                                                      

Bachelor s Degree, or a combination of equivalent training/practical experience.      

Minimum/General Experience:                                                                                                                                                                                                                                             

(Five) 5 years of experience, or equivalent combination of education and experience, providing reports, studies, memos, and presentation materials.                                                                                                                     

Functional Responsibility:                                                                                                                                                                                                                                              

♦ Provides high-level document support to managers and staff.  May lead one or more specialists to provide complete document support to a very large department or field location.  

♦ Coordinates complex and important projects and logistical details to ensure smooth operation of the unit.  Advises managers and staff on proper procedures and policies. Responsible for preparing weekly and monthly reports involving research and data collection.  

♦ Is delegated numerous complex and often confidential responsibilities.  Drafts correspondence and prepares presentations. Works under limited supervision on complex tasks within established procedures.  Work impacts contract performance.                                                                                                                  
Technical Writer
Education:

Bachelor’s degree required; significant experience may be substituted for degree requirement.

Minimum/General Experience:

2 years documenting software for end and technical users.

Functional Responsibility:

♦ Writes detailed end and technical user guides, reference manuals, program maintenance manuals,

document coding manuals, and other forms of documentation for specific databases and computer

application systems;

♦ Writes, edits, and/or prepares graphical presentations of technical information for technical and

non-technical personnel;

♦ Edit documents to ensure clarity, appropriate organization, and correct grammar;

♦ Produces studies such as requirements analyses, risk analyses, technology assessments, strategic

and tactical planning, market surveys, and budget reviews; and

♦ Prepares materials for use in training sessions and seminars.
Systems Analyst
Education:

Bachelor’s degree in computer science, computer information systems, management information

systems, information resource management, data processing, or other related discipline, or equivalent

experience.

Minimum/General Experience:

5 years.

Functional Responsibility:

♦ Designs, develops, and implements computer application systems in response to user

requirements;

♦ Writes application system specifications and associated documentation, including inputs, outputs,

flow and block diagrams, decision logic tables, linkages with other applications, user manuals;

♦ Tests, validates, and documents the performance of application systems; and

♦ Trains users how to employ operating system interface commands and communications software.

Functional Responsibility:

♦ Designs, develops, and implements computer application systems in response to user

requirements;

♦ Writes application system specifications and associated documentation, including inputs, outputs,

flow and block diagrams, decision logic tables, linkages with other applications, user manuals;

♦ Tests, validates, and documents the performance of application systems; and

♦ Trains users how to employ operating system interface commands and communications software.
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