Section J

List of Attachments


Table of Contents

3J.1
CONTRACT LABOR CATEGORY DESCRIPTIONS

J.1.1
Experience Definitions
3
J.1.1.1
General Experience
3
J.1.1.2
Specialized Experience
3
J.1.1.3
Substitution of Education for Experience
3
J.1.1.4
Substitution of Experience for Education
3
J.1.2
Labor Category Descriptions
4
J.1.2.1
Lead IT Analyst
4
J.1.2.2
Senior IT Analyst
4
J.1.2.3
Journeyman IT Analyst
5
J.1.2.4
Associate IT Analyst
5
J.1.2.5
Lead Technician
5
J.1.2.6
Senior Technician
6
J.1.2.7
Journeyman Technician
6
J.1.2.8
Associate Technician
6
J.1.2.9
System Architect
7
J.1.2.10
Software Systems Engineer
7
J.1.2.11
Software Programmer
7
J.1.2.12
Senior Scientist/Engineer
8
J.1.2.13
Journeyman Scientist/Engineer
8
J.1.2.14
Associate Scientist/Engineer
9
J.1.2.15
IT Hardware and Software Specialist
9
J.1.2.16
Business Process Consultant
9
J.1.2.17
Information Services Consultant
10
J.1.2.18
Project Manager
10
J.1.2.19
IT Products Analyst
11
J.1.2.20
Data Security Administrator Manager
11
J.1.2.21
Data Security Analyst
11
J.1.2.22
Data Base Administrator
12
J.1.2.23
Data Base Specialist
12
J.1.2.24
Date Base Analyst/Programmer
13
J.1.2.25
Information Systems Training Specialist
13
J.1.2.26
Help Desk Manager
13
J.1.2.27
Senior Help Desk Coordinator
14
J.1.2.28
Help Desk Coordinator
14
J.1.2.29
Technical Writer
14
J.1.2.30
Clerical
15
J.1.3
Labor Category Matrix
15
J.2
reports (Reproduce Locally)
17
J.2.1
reserved
17
J.2.1.1 Notification of new Task/Delivery Order REPORT……………….……..……..17
J.2.2
QUARTERLY REPORT OF SALES
19
J.2.3
PROBLEM NOTIFICATION REPORT
20
J.2.4
TRIP REPORT
21
J.2.5
In-Progress Review report
22
J.3
rESERVED
22
J.4
EMPLOYEE/CONTRACTOR NON-DISCLOSURE AGREEMENT
22

J.5
WEB SITES
24
J.6
RESERVED
24
J.7
Required Standards
24
J.8
GSA Common Data Model
24
J.9
government smart card interoperability specification (Copyright 2000) ……………………………………………...…………………… 25




J.1 CONTRACT LABOR CATEGORY DESCRIPTIONS

J.1.1 Experience Definitions

J.1.1.1 General Experience

General Experience refers to the minimum of years required in Information Technology (IT).  This experience must have been obtained within the most recent 15 years.  

J.1.1.2 Specialized Experience

Specialized Experience refers to the minimum number of years required related to the particular appropriate skills for a labor category.  This experience is not in addition to, but may be part of the minimum experience required in General Experience.  This specialized experience may require education in specific studies and/or formal accreditation in an IT related discipline (e.g. Certified Novell Engineer (CNE) or MicroSoft Certified Engineer (MSCE).)  

J.1.1.3 Substitution of Education for Experience

An Associate's degree may be substituted for one year of general and specialized experience for those labor categories requiring a high school diploma.  A Bachelor's degree may be substituted for two years of general and specialized experience for those labor categories requiring a high school diploma.  A Master's degree may be substituted for three years of general and specialized experience for those labor categories requiring  a high school diploma.  Formal accreditation in an area closely related to the statement of work may be substituted for one year of general and specialized experience for those labor categories requiring a Bachelor's degree.  A Master's degree may be substituted for two years of general and specialized experience for those labor categories requiring a Bachelor's degree.  Formal accreditation in an area closely related to the statement of work may be substituted for one year of general and specialized experience for those labor categories requiring a Bachelor's degree.     

J.1.1.4 Substitution of Experience for Education

The labor category description provides the minimal degree required to qualify for each labor category.  Experience may be substituted for the minimal degree depending on the number of years and nature of the experience.  Seven (7) years of general and specialized experience may be substituted for the next degree.  However, no experience substitution is allowed for a High School Diploma, Associate’s Degree or Formal Accreditation.  The allowable substitutions are as follows:

High School Diploma plus 7 years = Bachelor’s Degree

High School Diploma plus 14 years = Master’s Degree

Bachelor’s Degree plus 7 years = Master’s Degree

J.1.2 Labor Category Descriptions

J.1.2.1 Lead IT Analyst

Job Description:  Formulates/defines system scope and objectives based on user defined needs.  Devises or modifies procedures to solve complex problems considering computer equipment capacity and limitations, operating time and form of desired results.  Prepares detailed specifications from which programs will be written.  Analyzes and revises existing system logic difficulties and documentation as necessary.  Has full technical knowledge of all phases of applications systems analysis.  Also has duties instructing, directing, and checking the work of other IT analysis personnel. Responsible for quality assurance review.  Acts as project leader for projects with small budgets or limited duration.

General Experience:  Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience:  Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education:  Master's Degree

J.1.2.2 Senior IT Analyst

Description:  Under general direction, formulates/defines system scope and objectives based on user needs.  Devises or modifies procedures to solve complex problems considering computer equipment capacity and limitations, operating time and form of desired results.  Prepares detailed specifications from which programs will be written.  Analyzes and revises existing system logic difficulties and documentation as necessary.  Competent to work at the highest technical level of all phases of applications systems analysis activities.  

General Experience: Seven (7) years of progressive Information Technology (IT) experience including at least five (5) projects in technical areas included in Section C.  At least (1) one project must have occurred within the past (3) years.

Specialized Experience:  Two (2) years in management of substantial IT projects.  One (1) year of this experience must have been in supervising large IT service contracts, including people of various job categories and skills and must have occurred in the last five (5) years.
Minimum Education:  Bachelor's degree.
J.1.2.3 Journeyman IT Analyst

Description:  Under general supervision, formulates and defines system scope and objectives through research and fact-finding to develop or modify moderately complex information systems.  Prepares detailed specifications from which programs will be written.  Analyzes and revises existing system logic difficulties and documentation as necessary.  Competent to work on most phases of applications systems analysis activities, but requires instruction and guidance in other phases. 

General Experience: Five (5) years of progressive Information Technology (IT) experience including at least three (3) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor’s degree

J.1.2.4 Associate IT Analyst

Description:  Under immediate supervision, assists in research and fact-finding to develop or modify information systems.  Assists in preparing detailed specifications from which programs will be written.  Analyzes and revises existing system logic difficulties and documentation as necessary. 

General Experience:  Three (3) years of progressive Information Technology (IT) experience including at least two (2) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Associate’s degree or formal accreditation

J.1.2.5 Lead Technician

Description:  Monitors and responds to complex technical control facility hardware and software problems utilizing a variety of hardware and software testing tools and techniques.  Provides primary interface with vendor support service groups or provides internal analysis and support to ensure proper escalation during outages or periods of degraded system performance.  May provide LAN server support.  Requires extensive knowledge of PC/LAN hardware/software in a multi-protocol environment, and network management software.  May function as lead job providing guidance and training for less experienced technicians.

General Experience:  Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience:  Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Bachelor's Degree

J.1.2.6 Senior Technician

Description: Monitors and responds to technical control facility hardware and software problems utilizing hardware and software testing tools and techniques.  May interface with vendor support service groups to ensure proper escalation during outages or period of degraded system performance.  May assist with installation of terminals and associated hardware.  May provide LAN server support.  Requires strong knowledge of PC/LAN hardware/software, in a multi-protocol environment, and network management software.  

General Experience: Seven (7) years of progressive Information Technology (IT) experience including at least five (5) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past (3) years.

Specialized Experience:  Two (2) years in management of substantial IT projects.  One (1) year of this experience must have been in supervising large IT service contracts, including people of various job categories and skills and must have occurred in the last five (5) years.
Minimum Education:  Bachelor's degree.

J.1.2.7 Journeyman Technician

Description: Monitors and responds to technical control facility hardware and software problems utilizing hardware and software testing tools and techniques.  May interface with vendor support service groups to ensure proper escalation during outages or period of degraded system performance.  May assist with installation of terminals and associated hardware.  May provide LAN server support.  Requires strong knowledge of PC/LAN hardware/software, in a multi-protocol environment, and network management software.  

General Experience: Five (5) years of progressive Information Technology (IT) experience including at least three (3) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Associate’s degree or formal accreditation

J.1.2.8 Associate Technician

Description: Monitors and responds to technical control facility hardware and software problems utilizing hardware and software testing tools and techniques.  May interface with vendor support service groups to ensure proper escalation during outages or period of degraded system performance.  May assist with installation of terminals and associated hardware.  May provide LAN server support.  Requires strong knowledge of PC/LAN hardware/software, in a multi-protocol environment, and network management software.  

General Experience: Three (3) year of progressive Information Technology (IT) experience including at least two (2)projects in technical areas included in Section C.  At least one (1) project must have occurred within the past three (3) years.

Minimum Education: High School Diploma

J.1.2.9 System Architect

Description:  Works independently designing and developing new IT products or major enhancements to existing IT systems.  May lead a large development team in design of highly complex IT systems.  Acts as highest level technical expert, addressing problems of systems integration, compatibility, and multiple platforms. Performs feasibility analysis on potential future projects to management.

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Master’s Degree

J.1.2.10 Software Systems Engineer

Description:  Formulates/defines specifications for complex software programming applications or modifies/maintains complex existing applications using engineering releases and utilities from the manufacturer.  Responsible for program design, coding, testing, debugging and documentation.  Usually responsible for applications dealing with the overall operation system, such as sophisticated file maintenance routines, large telecommunications networks, computer accounting and advanced mathematical/scientific software packages.  Has full technical knowledge of all phases of software systems programming applications.  Also has duties instructing, directing and checking the work of other operating systems programming personnel.  Responsible for quality assurance review and the evaluation of new and existing software products. 

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Master’s Degree

J.1.2.11 Software Programmer

Description:  Has full technical knowledge and thorough understanding of the applications associated with the project. Devises or modifies procedures to solve complex problems considering computer equipment capacity and limitations, operating time and form of desired results.  Responsible for program design, coding, testing, debugging and documentation.  Has full technical knowledge of all phases of applications programming.  Responsible for quality assurance review.  May be involved in design phase of project as well.  Works with customers and technical staff to resolve problems with software and responds to suggestions for improvements and enhancements.  Participates in development of software user manuals.

General Experience: Ten (10) years progressive Information Technology (IT) including at least six projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor’s Degree

J.1.2.12 Senior Scientist/Engineer

Description:  Performs high-level systems analysis, evaluation, design, integration, documentation, and implementation of very complex application, which require a thorough knowledge of administrative and technical skills.  Directs and participates in all phases of system development with emphasis on planning, analysis, evaluation, integration, testing and acceptance phases (IV&V and DT&E).  Applies higher level business or technical principles and methods to very difficult technical problems to arrive at automated engineering solution.  Designs and prepares technical reports and related documentation, and makes charts and graphs to record results.  Prepare and deliver presentations and briefings as required by the Task Order.  May be required to serve as Task Leader.  Responsible for ensuring the quality and services delivered for particular task(s) for which this skill is performing the Task Leader position.  

General Experience: Seven (7) years progressive Information Technology  (IT) experience including at least five (5) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Two (2) years in supervision of substantial IT projects.  One (1) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last five (5) years.
Minimum Education: Master’s Degree

J.1.2.13 Journeyman Scientist/Engineer

Description:  Performs assigned portions of engineering/scientific projects such as analysis, design, integration, applications which require a thorough knowledge of higher mathematics and related engineering/scientific skills and knowledge.  Participates in all phases of scientific & engineering projects such as design, development, testing, training and documentation.  May have responsibility for assisting in planning and have individual responsibility for portions of an engineering/scientific project.

General Experience: Five (5) years of progressive Information Technology (IT) experience including at least three (3) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past (3) years.

Minimum Education: Bachelor’s degree.

J.1.2.14 Associate Scientist/Engineer

Description: Under general supervision performs assigned portions of engineering/scientific projects such as analysis, design, integration, applications, which require a thorough knowledge of higher mathematics and related engineering/scientific skills and knowledge.  Participates in all phases of scientific & engineering projects such as design, development, testing, training, and documentation. 

General Experience: Three (3) year of progressive Information Technology (IT) experience including at least two (2) projects in technical areas included in Section C.  At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor’s degree.

J.1.2.15 IT Hardware and Software Specialist

Description: Serves as a technical expert in hardware and software issues that are relevant to the project.  Provide guidance to the technical staff on the functional procedures/processes/policies reflecting detailed knowledge of functional areas included in Section C.  Interfaces with Government management personnel and functional proponents.  Reports in writing and orally to Contractor management and Government representatives, including the Government CO and COR.

General Experience: Five (5) years of progressive Information Technology (IT) experience including at least three (3) projects in technical areas included in Section C.  At least one project must have occurred within the past (3) years.

Minimum Education: Associate’s degree or formal accreditation

J.1.2.16 Business Process Consultant

Description:  Responsible for complex systems process analysis, design, and simulation.  Has highest level understanding of organization’s business systems and industry requirements.  Focus is on process analysis and re-engineering, with an understanding of technical problems and solutions as they relate to the current and future business environment.  Creates process change by integrating new processes with existing ones, and communicating these changes to impacted Business Systems teams.  Recommends and facilitates quality improvement efforts.  May lead re-engineering team and act as project manager.

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Master’s Degree

J.1.2.17 Information Services Consultant

Description:  Top level technical expert supporting unlimited end user groups.  Works with user groups to solve business problems with available technology including advise, hardware, software databases, and peripherals.  Has high level of diverse technical experience related to studying and analyzing systems needs, systems development and systems process analysis, design and re-engineering.  Has skills and experience related to business management, systems engineering, operations research, and management engineering.  Typically has specialization in particular software or business application utilized in an end user environment.  Knowledgeable in technological developments and applications.

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Master’s Degree

J.1.2.18 Project Manager

Description:  Maintains the project schedule and ensures that deliverables are completed in timely manner.  Oversees project cost control and cost projections. Knowledgeable in the use of the project management tools used for activity assignment, resource planning, and cost control.   Ensures the invoicing process provides the proper information and distribution on the invoices.  Ensures smooth coordination consistent with the contract and task order procedures for the key personnel approval, consent to subcontract as well as consent to purchase travel, tools and other direct costs.  Ensures problem resolution and customer satisfaction for individual task orders.  

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Master’s Degree

J.1.2.19 IT Products Analyst

Description:  Analyzes and evaluates IT products and systems available in the marketplace.  Analyzes such products for compatibility, expandability and ease of use and support.  Recommends to management the support or nonsupport of evaluated products.  Participates in the development and customization of products.  Designs application options/screens compatible with mainframe applications.  Prepares product development documentation regarding use of product. 

General Experience: Five (5) years progressive Information Technology  (IT) experience including at least three (3) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Associate’s Degree

J.1.2.20 Data Security Administrator Manager

Description:  Directs and implements the necessary controls and procedures to cost-effectively protect information systems assets from intentional or inadvertent modification, disclosure or destruction.  Provides guidance and direction for the physical protection of information systems assets to other functional units.  Provides reports to superiors regarding effectiveness of data security and makes recommendations for the adoption of new procedures.  Assigns work to subordinates and monitors performance.  Interviews and make recommendations for additional staff.  

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Master's Degree

J.1.2.21 Data Security Analyst 

Description:  Under limited supervision, performs all procedures necessary to ensure the safety of information systems assets and to protect systems from intentional or inadvertent access or destruction.  Interfaces with user community to understand their security needs and implements procedures to accommodate them.  Ensures that user community understands and adheres to necessary procedures to maintain security.  Conducts accurate evaluation of the level of security required.  Provides management with status reports.  

General Experience: Five (5) years progressive Information Technology  (IT) experience including at least three (3) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor's Degree

J.1.2.22 Data Base Administrator

Description:  Responsible for activities related to the administration of computerized databases.  Assigns personnel to various projects and directs their activities; reviews and evaluates their work and prepares performance reports.  Confers with and advises subordinates on administrative policies and procedures, technical problems, priorities and methods.  Consults with and advises users of the various databases.  Projects long-range requirements for database administration and design in conjunction with other managers in the information systems function.  Prepares activity and progress reports regarding the database management section.  

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Master’s Degree

J.1.2.23 Data Base Specialist

Description:  Responsible for quality control and auditing of databases to ensure accurate and appropriate use of data.  Works with management to develop database strategies to support company’s needs.  Consults with and advises users of the various databases.  Works directly with users of data to resolve data conflicts and inappropriate data usage.  Identifies opportunities for effectively satisfying corporate information needs through automation.  Directs the maintenance and use of the data dictionary. 

General Experience: Seven (7) years progressive Information Technology  (IT) experience including at least five (5) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor’s Degree

J.1.2.24 Date Base Analyst/Programmer

Description:  Under general direction, designs, implements and maintains complex databases with respect to access methods, access time, device allocation, validation checks, organization, protection and security, documentation, and statistical methods.  Includes maintenance of database dictionaries, overall monitoring of standards and procedures, and integration of systems through database design.  Competent to work at the highest level of all phases of database management.

General Experience: Five (5) years progressive Information Technology  (IT) experience including at least three (3) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Bachelor's Degree

J.1.2.25 Information Systems Training Specialist

Description:  Organizes, conducts training, and educational programs for information systems or user personnel.  Maintains records of training activities, employee progress and program effectiveness.  Competent to work in all phases of information systems training.

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Minimum Education: Master's Degree

J.1.2.26 Help Desk Manager

Description:  Has overall responsibility for help desk staff and the activities associated with the identification, prioritization, and resolution of reported problems.  Ensures that all phases of help desk support are properly coordinated, monitored, logged, tracked and resolved appropriately.  May maintain responsibility for development, maintenance and integrity of help desk software.  Assigns personnel to various operations and directs their activities; reviews and evaluates their work and prepares performance reports.

General Experience: Ten (10) years progressive Information Technology  (IT) experience including at least six (6) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Eight (8) years in supervision of substantial IT projects.  Five (5) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last ten (10) years.
Minimum Education: Bachelor's Degree

J.1.2.27 Senior Help Desk Coordinator

Description:  Under general direction of the Help Desk Manager, is responsible for ensuring the timely process through which problems are controlled.  Includes problem recognition, research, isolation, resolution and follow-up steps.  Is able to resolve less complex problems immediately, while more complex problems are assigned to second level support or supervisor.  Typically involves use of problem management database and help desk system.  May provide guidance/training for less experienced personnel.

General Experience: Seven (7) years progressive Information Technology  (IT) experience including at least five (5) projects in technical areas included in Section C. At least one (1) project must have occurred within the past three (3) years.

Specialized Experience: Two (2) years in supervision of substantial IT projects.  One (1) years of this experience must have been in supervising large IT services contracts, including people of various job categories and skills and must have occurred in the last five (5) years.
Minimum Education: Bachelor's Degree

J.1.2.28 Help Desk Coordinator

Under immediate direction of the Help Desk Manager or senior help desk personnel, responds to and diagnoses problems through discussions with users.  Includes problem recognition, research, isolation and resolution steps.  Typically is able to resolve less complex problems immediately, while more complex problems are assigned to second level support, senior operator or supervisor.  May involve use of problem management database and help desk systems.

General Experience: One (1) year progressive Information Technology  (IT) experience.
Minimum Education: High School Diploma

J.1.2.29 Technical Writer

Description:  Reviews and edits highly complex written and graphic technical materials, including system configuration, documentation, studies, reports and other presentation graphics.  Ensures compliance with standards of style and format, good usage of English and overall structure and organization of material.

General Experience: Five (5) years experience developing, editing, and producing technical and graphic documentation for IT systems.

Specialized Experience: Two (2) years experience producing documentation for Government IT systems.

Minimum Education: Bachelor’s Degree 

J.1.2.30 Clerical 

Description:  Performs a variety of office related duties to include filing, copying, delivery, mailing, etc.

General Experience:  None

Specialized Experience:  None

Minimum Education:  High School Diploma

J.1.3 Labor Category Matrix

The following table is provided to help emphasize the varying levels of experience and education required to qualify for each labor category.  Refer to Section 2 - Labor Category Description for further clarification on the matrix entries.

Gen’l - # of years IT Experience column provides the minimal number of years IT experience required under General experience.

Gen’l - # of projects column provides the experience on the minimal number of IT projects required under General experience.

Gen’l - # of proj within> and The Last # of Years columns provide the minimal number of projects required within the last number of years required under General experience.

Spec - # of years Experience in task area column provides the minimal number of years IT experience required under Specialized experience.

Spec - # years supervising IT service contract and Spec - within last # years columns provide the minimal number of years supervising IT service contracts within the last number of years required under Specialized experience.

Educational Degree Required column provides the minimal degree required to qualify for the labor category.  See Section 1.4 – Substitution of Experience for Education that may allow personnel to meet this requirement.

	Labor Category
	Gen’l - # of years IT Experience
	Gen’l - # of projects
	Gen’l - # of proj within>
	The Last # of Years
	Spec - # of years Experience in task area
	Spec - # years supervising  IT service contract
	Spec - within last # years
	Educational Degree Required

	LEAD IT ANALYST
	10
	6
	1
	3
	8
	5
	10
	Masters’

	SENIOR IT ANALYST
	7
	5
	1
	3
	2
	1
	5
	Bachelors’

	JOURNEYMAN IT ANALYST
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	ASSOCIATE IT ANALYST
	3
	2
	1
	3
	N/A
	N/A
	N/A
	Associates’ or Formal Accreditation

	LEAD TECHNICIAN
	10
	6
	1
	3
	8
	5
	10
	Bachelors’

	SENIOR TECHNICIAN
	7
	5
	1
	3
	2
	1
	5
	Bachelors’

	JOURNEYMAN TECHNICIAN
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Associates’ or Formal Accreditation

	ASSOCIATE TECHNICIAN
	3
	2
	1
	3
	N/A
	N/A
	N/A
	H.S. Diploma

	SYSTEM ARCHITECT
	10
	6
	1
	3
	N/A
	N/A
	N/A
	Masters’

	SOFTWARE SYSTEMS ENGINEER
	10
	6
	1
	3
	N/A
	N/A
	N/A
	Masters’

	SOFTWARE PROGRAMMER
	10
	6
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	SENIOR SCIENTIST/ENGINEER
	7
	5
	1
	3
	2
	1
	5
	Masters’

	JOURNEYMAN SCIENTIST/ENGINEER
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	ASSOCIATE SCIENTIST/ENGINEER
	3
	2
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	IT HARDWARE SPECIALIST
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Associates’ or Formal Accreditation

	BUSINESS PROCESS CONSULTANT
	10
	6
	1
	3
	8
	5
	10
	Masters’

	INFORMATION SERVICES CONSULTANT
	10
	6
	1
	3
	N/A
	N/A
	N/A
	Masters’

	PROJECT MANAGER
	10
	6
	1
	3
	8
	5
	10
	Masters’

	IT PRODUCTS ANALYST
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Associates’ or Formal Accreditation

	DATA SECURITY ADMINISTRATION MANAGER
	10
	6
	1
	3
	8
	5
	10
	Masters’

	DATA SECURITY ANALYST
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	DATABASE ADMINISTRATOR
	10
	6
	1
	3
	8
	5
	10
	Masters’

	DATABASE SPECIALIST
	7
	5
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	DATABASE ANALYST/PROGRAMMER 
	5
	3
	1
	3
	N/A
	N/A
	N/A
	Bachelors’

	INFORMATION SYSTEMS TRAINING SPECIALIST
	10
	6
	1
	3
	N/A
	N/A
	N/A
	Masters’

	HELP DESK MANAGER
	10
	6
	1
	3
	8
	5
	10
	Bachelors’

	SENIOR HELP DESK COORDINATOR 
	7
	5
	1
	3
	2
	1
	5
	Bachelors’

	HELP DESK COORDINATOR
	1
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	H.S. Diploma

	TECHNICAL WRITER
	5
	N/A
	N/A
	N/A
	2
	N/A
	N/A
	Bachelors’

	CLERICAL
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	N/A
	H.S. Diploma


J.2 reports (Reproduce Locally)

J.2.1 Reserved 

J.2.1.1
Notification of New Task/Delivery REPORT 

Issued by: Contractor receiving notice of award of a New Task/Delivery Order

Report Due Date:  Within 5 days of notice of award

To:  GSA/FTS/ITS/FEDCAC/Primary Contracting Officer (PCO) per Section G.8

Complete Report for each New Task/Delivery Order 

Contractor:

Project Manager Name and Telephone No.:

Awarded Task/Delivery Orders
Date of Report:

Project Title:

Contract Number:

Task/Delivery Order Number:

Ordering Agency:

Contracting Officer Name and Telephone No.:

Contracting Officer's Representative Name and Telephone No.:

Period of Performance:

Estimated Dollar Value:  $

Scope of Work:

Prepared by:


Print Name: ___________________________ Date:





Title:
 ___________________________
Telephone Number: 





Signature:
 ______________________
E-Mail:  ____________________  

QUARTERLY REPORT OF SALES

Refer to Section H.22 and H.23 for Report Period, Due Date and instructions.

Date of Report:

Report Period:

January 1-March 31





April 1-June 30


July 1-September 30





October 1-December 31

Contractor:

Contract Number:

Total Sales for the report period:  $

Total 1% fee for the report period:  $

Prepared by:


Print Name: ___________________________ Date:






Title:
 ___________________________
Telephone Number: 





Signature:
 ______________________
E-Mail:  ____________________            

PROBLEM NOTIFICATION REPORT

The Problem Notification Report is due within five (5) workdays of notification or identification of problem.

Contractor:

Contract Number:

Ordering Agency:

Task/Delivery Order Number:

Contracting Officer Name and Telephone No.:

Contracting Officer's Representative Name and Telephone No.:

1. Nature and sources of problem:

2. Agency/COR was verbally notified on:  (date) ___________________

3. Is action required by the Government?    Yes_____ No_____

4. If YES, describe Government action required and date required:

5. Will problem impact delivery schedule?    Yes_____ No_____

6. If YES, identify what deliverables will be affected and extent of delay:

7. Can required delivery be brought back on schedule?    Yes_____ No_____

8. Describe corrective action needed to resolve problems:

9. When will corrective action be completed (date)? ___________________

10. Are increased costs anticipated?    Yes_____ No_____

11. Identify amount of increased costs anticipated, their nature, and define Government responsibility for problems and costs:

Prepared by:


Print Name: ___________________________ Date:






Title:
 ___________________________
Telephone Number: 





Signature:
 ______________________
E-Mail:  ____________________           


J.2.2 TRIP REPORT

Complete and Submit with Monthly Status Report 
Contractor  ___________________________________

Contract Number  ______________________________

Task Order Number  ____________________________

Project Number  ________________________

Trip Dates:  From  ___________________  To  ______________________

Place(s) Visited:

Trip Personnel:

Trip Purpose:

Activities:

People Visited:

Results:

Prepared by:


Print Name: ___________________________ Date:






Title:
 ___________________________
Telephone Number: 





Signature:
 ______________________
E-Mail:  ____________________           


In-Progress Review report

The following recommended topics are for In Progress Reviews conducted by the ordering agency to Contractor:

· Task Order Summary 

· Cost to date plus projections through end of period of performance

· Personnel Status

· Accomplishments during the previous period

· Planned activities for the next period

· Any Issues/Problems/Risks

· Actions required of ordering agency

· Overall Performance of the Contractor

J.3 rESERVED

	Conflict of Interest Acknowledgment and Nondisclosure Agreement

For proposals submitted in response to [solicitation] no. _________________, I agree to the following:

 (a)  To the best of my knowledge and belief, no conflict of interest exists that may either:

(1)  Diminish my capacity to impartially review the proposals submitted.


(2)  Or result in a biased opinion or unfair advantage.

 (b)  In making the above statement, I have considered all the following factors that might place me in a position of conflict, real or apparent, with the evaluation proceedings:


(1)  All my stocks, bonds, other outstanding financial interests or commitments.


(2)  All my employment arrangements (past, present, and under consideration).


(3)  As far as I know, all financial interests and employment arrangements of my spouse, minor children, and other members of my immediate household.

 (c)  I have read and understand the requirements of the Standards of Ethical Conduct for Employees of the Executive Branch (5 C.F.R. Part 2635) and Supplemental Standards of Ethical Conduct for Employees of the General Services Administration (5 C.F.R. Part 6701).

 (d)  I have a continuing obligation to disclose any circumstances that may create an actual or apparent conflict of interest.  If I learn of any such conflict, I will report it immediately to the Contracting Officer.  I will perform no more duties related to evaluating proposals until I receive instructions on the matter.

 (e)  I will use proposal information for evaluation purposes only.  I understand that any authorized restriction on disclosure placed on the proposal by the prospective contractor, prospective subcontractor, or the Government applies to any reproduction or abstracted information of the proposal.

 (f)  I will use my best efforts to safeguard proposal information physically.  I will not disclose the contents of, nor release any information about, the proposals to anyone other than:


(1)  The Source Selection Evaluation Board or other panel assembled to evaluate proposals submitted in response to the task order identified above.


(2)  Other individuals designated by the Contracting Officer.

 (g)  After completing evaluation, I will return to the Government all copies of the proposals and any abstracts.

 (h)  GSA Appropriations Act restriction: These restrictions are consistent with and do not supersede, conflict with, or otherwise alter the employee obligations, rights, or liabilities created by Executive Order No. 12958; section 7211 of title 5, United States Code (governing disclosures to Congress); section 1034 of title 10, United States Code, as amended by the Military Whistleblower Protection Act (governing disclosure to Congress by members of the military); section 2302(b)(8) of title 5, United States Codes, as amended by the Whistleblower Protection Act (governing disclosures of illegality, waste, fraud, abuse or public health or safety threats); the Intelligence Identities Protection Act of 1982 (50 U.S.C. 421 et seq.) (governing disclosures that could expose confidential Government agents); and the statutes which protect against disclosure that may compromise the national security, including sections 641, 793, 794, 798, and 952 of title 18, United States Code, and section 4(b) of the Subversive Activities Act of 1950 (50 U.S.C. 783(b).  The definitions, requirements, obligations, rights, sanctions, and liabilities created by said Executive order and listed statutes are incorporated into this agreement and are controlling.

 _________________________________________________

___________
 (Enter name and organization)




Date


J.4 WEB SITES

	Site Name
	URL

	Electronic Posting System
	http://www.eps.gov

	GSA Home Page
	http://www.gsa.gov

	FTS Home Page
	http://www.fts.gsa.gov

	Government Smart Card Home Page
	http://www.smartcard.gov

	FEDCAC Home Page
	http://www.gsa.gov/fedcac

	FEDCAC Smart Card Page
	http://www.fedcac.gsa.gov/smartcard.htm


J.5 RESERVED

J.6 Required Standards

ISO 7816-1, ID Cards - ICC, Part 1 - Physical Characteristics

ISO 7816-2, ID Cards - ICC, Part 2 - Dimension and locations of Chip 

ISO 7816-3, ID Cards - ICC, Part 3 - Electronic Signal and Transmission Protocols

ISO 14443, Contactless Integrated Circuit Cards 

NSA - Guidelines for Placing Biometrics in Smart Cards

FIPS 140-1, Security Requirements for Cryptographic Modules

FIPS 180-1, Secure Hash Standards

FIPS 186-1, Digital Signature Standards

Smart Card Protection Profile, NIST Draft 1.0

J.7 GSA Common Data Model

Personal Information

· First Name




Variable

· Middle Name




Variable

· Last Name




Variable

· Suffix





Variable

· Social Security Number



Fixed Text

· Date of Birth




Date
· Gender





Fixed Text

Office Information

· Agency





Variable

· Bureau Name




Variable


· Agency Bureau Code



Variable


· Department Code



Variable

· Building Name




Variable


Office Address

· Office Address 1




Variable


· Office Address 2




Variable


· Office City




Variable


· Office State




Fixed Text


· Office Zip




Variable


· Office Country




Fixed Text


· Office Phone




Variable


· Office Extension




Fixed Text


· Office Fax




Variable


· Office Email




Variable


· Office Room Number



Variable


Access Control

· SEIWG Data




Variable


· Facility Code




Fixed Text


· ID Number




Fixed Text


Card Information

· Issuance Counter







· Issuance Date




Date

· Expiration Date




Date

· Card Type









· Card Number







Windows Login

· Login Data




Variable
Biometrics – X.509 Certificate

· Template





Variable

· PIN





Variable 

Government ID

· Issuer Identification



Fixed Text


PKI – Digital Signature Certificate

· Certificate Issuer

· Issue Date

· Certificate Expiration

J.9 GOVERNMENT SMART CARD INTEROPERABILITY SPECIFICATION August 29, 2000 (Copyright 2000), as revised   (SEE paragraph c.4) 
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