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TITLE: Job Corps Property Management Support

The US Department of Labor, Employment and Training Administration (DOL/ETA) is
soliciting proposals for on-going property management support to be provided to
the National Office of Job Corps, six (6) Regional Offices, and twenty-one (21)
Outreach/Admissions/Career Transition (OA/CTS) contracts, using the EPMS
inventory tracking system.

You are invited to submit a proposal/bid in accordance with the requirements of the following Solicitation:
[X] Request for Proposal, [ ] Invitation for Bid. Proposals/Bids must be received by the Government no
later than the local time on the Due Date stated in the table below. Potential offerors/bidders are asked

to complete and submit a proposal/bid intent form

See Section L (Section C if SF 1449 is used) for proposal/bid instructions

ALL AMENDMENTS TO THIS SOLICITATION WILL BE MADE AVAILABLE THROUGH THE GOVERNMENT
HOMEPAGE AT http://www.doleta.gov/sga/rfp.cfm

IT IS THE OFFEROR'S RESPONSIBILITY TO CHECK THIS SITE PERIODICALLY FOR OFFICIAL UPDATES/
AMENDMENTS TO THE SOLICITATION.

Solicitation Number: DOL051RP20011
Issue Date: 12/14/2004
Due Date: 01/28/2005
Time: 2:00 p.m.
Program Office: 1630

Contracting Officer:

Keith A. Bond

Contact Point:

Dayle White

Phone: 202-693-3248

Fax: (202) 693-2965
E-Mail: white.dayle@dol.gov
Set Aside: 8(a) Small Business

PERTINENT TECHNICAL SECTIONS OF SOLICITATION

Offerors are encouraged to carefully read the entire Solicitation by scrolling downward.

The Solicitation includes all pertinent technical sections imbedded in the document as well as
the terms,conditions and instructions required for submitting a proposal. For your
convenience, the pertinent technical sections of the Solicitation have also been linked directly
below (in WordProcessing and Adobe PDF format):

Sections B, C, F, L, and M
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PART I - THE SCHEDULE

SECTION B - SUPPLIES OR SERVICES AND PRICE/COSTS

SERVICES ORDERED

Title: "Job Corps Property Management Support"

The Department of Labor, Employment and Training Administration (DOL/ETA), is soliciting proposals to provide on-
going property management support to the National Office of Job Corps, six (6) Regional Offices, and twenty-one (21)
Outreach/Admissions/Career Transition (OA/CTS) contracts, using the Electronic Property Management System (EPMS)
inventory tracking system. Services are provided on seven task orders.

Solicitation No. is DOL0O51RP20011.

Period of Performance is twelve (12) months from the date of contract execution by the government, plus four 1-year
options to extend at the discretion of the government.

This solicitation is an 8(a) 100% Small Business Set-Aside.

The North American Industry Classification System Code is 561210, with a $30 million size standard.

A cost reimbursement plus fixed fee type contract is contemplated for this requirement.

Closing time and date are January 28, 2005, at 2:00 p.m. local time.

The incumbent contractor under this solicitation is McNeil Technologies, Inc., (formerly Research and Evaluation
Associates, Inc.) of Springfield, Virginia, under Contract Number AE100150000030. The contract was awarded on June

22,2000, in the amount of $800,145. The total amount awarded under this contract was $6,107,727, inclusive of options.

REQUESTS FOR CLARIFICATION (RFC) MUST BE RECEIVED NO LATER THAN 2:00
PM LOCAL TIME DECEMBER 30, 2004.

Only electronic submission of requests will be accepted. They shall be submitted to Ms. Dayle White at
white.dayle@dol.gov. Should any RFC be received after the date stated above, the Government reserves the right not to
provide an answer. If, however, the Government determines that the RFC raises an issue of significant importance, the
government will respond electronically.

The Government will not provide any information concerning requests for clarifications in response to telephone calls
from offerors. All requests will be answered electronically and will be available to all offerors at the DOLETA Internet

site (http://www.doleta.gov/sga/rfp.cfm).

Please be advised that it is the sole responsibility of the offeror to continually view the website for any amendments to this
solicitation.
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SECTION C - DESCRIPTION/SPECIFICATIONS/STATEMENT OF WORK

C.1 PURPOSE

The purpose of this contract is to provide on-going property management support to the National Office of Job Corps, six
(6) Regional Offices, and twenty-one (21) Outreach/Admissions/Career Transition (OA/CTS) contracts, using the
Electronic Property Management System (EPMS) inventory tracking system. Services are provided on seven task orders.

C.2 BACKGROUND

The U. S. Department of Labor (DOL), Employment and Training Administration (ETA), Office of Job Corps, operates a
nationwide training program authorized under the Workforce Investment Act. The training is performed at 122 Job Corps
Centers throughout the United States, and Puerto Rico.

DOL/ETA Office of Job Corps provided these centers with non-expendable personal (Federal) property. The Federal
property, used at contractor-operated centers, is managed through an Internet-based, EPMS inventory tracking system.
EPMS generates monthly and quarterly property accountability reports as well as submits annual certification data.
Contractors are required to document non expendable property transactions through the EPMS.

C.3 TASKS

The contractor shall perform the following detailed work:

TASK ORDER NUMBER 1 - REGIONAL OFFICE SUPPORT
In support of the ETA Regional Offices, once a month, the contractor shall:

e Monitor all property management transactions, including acquisitions, dispositions, and adjustments to
the EPMS and research suspense files and resolve discrepancies or problems by contacting the
appropriate center’s property officer or designee

e Process all Transfers of Excess Personal Property, Requests (Form SF-122), and make any additional
contacts, as required, to affect the transfers.

e Provide assistance in obtaining FEDSTRIP and MILSTRIP/BOAC numbers and placing orders to GSA
supply sources (form SF-120) and maintain a current list of GSA contact personnel to expedite orders

e Process Report of Excess Personal Property, and Report of Personal Property for Sale, and expedite sale
action (form SF-126), in cases where GSA has not responded

e Maintain network of contact personnel at GSA to expedite processing
Clear outstanding property issues (suspense files), on regional office visits

o Ensure suspense file documents are approved by the regional office, before information is entered into the
EPMS

e Query the EPMS for transactions related to suspense items, including the SF-120s, SF-122s, SF-126s,
PRLs, and follow-up as appropriate

e Ensure Forms SF-120 and SF-126, in the suspense files, have been sequenced, signed and forwarded to
GSA for processing, with a signed sequenced copy returned to the center

C-1
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The contractor staff verifies that the SF-120 or SF-126 transaction was process against the EPMS Transaction Report.
The documents are then cleared from the suspense file. Any problems encountered in the process are researched to
include, calling GSA if the disposition instructions have not been received within 60 days. The SF-120, SF-122, and SF-
126 are kept in the Region’s suspense file, until disposition instructions are forwarded from GSA. Once received, the
disposition instructions are forwarded to the center, with a copy of the form attached.

Contractors are required to submit Property Requirements Lists (PRL) in accordance with ETA Property Management
Handbook No. 359. Copies of PRLs should accompany contractor’s requests to purchase property from commercial
sources.

TASK ORDER NUMBER 2 — CENTER LEVEL SUPPORT

The contractor conducts Annual Property Reviews for each contract-center. Such visits will be coordinated with Job
Corps Regional Offices and approved by the COTR. If possible, these reviews will be done in conjunction with the
Regional Office Center Assessments (ROCA).

Property Specialists, in accordance with Federal Travel Regulations, will make one (1) trip to each center. The contractor
shall provide the Contracting Officer’s Technical Representative (COTR) a summary of all planned travel (stating
location to be visited, purpose of travel, person traveling, and proposed dates of travel) for the upcoming month at least
one week before beginning of the month.

Duties/Responsibilities — Center Level Support, the contractor shall:

Schedule all center reviews in advance

Visits must have prior concurrence and approval of the COTR

Ensure that all non-expendable property is labeled with item code and number identification

Validate the EPMS master printout to reflect the results of the review process

Provide guidance and support during contract changeovers; ensuring that all furnished government

property is documented and accounted for, before contract expiration. Outgoing and incoming

contractors must conduct a joint 100% inventory of all property exchanged at the end of the contract. The

Job Corps’ Property Officer or designer must be satisfied with the results of the inventory, before an SF-

122 can be initiated, signed by both parties, and the Job Corps’ regional official or his/her designee. As

part of the transition, the contractor must ensure that form ETA-396 (Report of Survey/Inventory

Adjustment Report) is submitted for those items not found but for which the incumbent contractor is

liable. The contractor shall transmit the ETA-396 reports to the appropriate regional office for action.

Support may include the redistribution of equipment within Job Corps or to other DOL/ETA funded

programs

e Ensure the authenticity of each center’s inventory. Upon completion of this task obtain the required ETA
3-94, Contractor’s Inventory Certification

e Assist center personnel in obtaining FEDSTRIP and MILSTRIP/BOAC numbers and the preparation of
the Property Requirement List (PRL) for Start-Up Form ETA 3-41A and the continuation form ETA 3-
41B

e Review the stock levels and reordering points of expendable inventory items to ensure accuracy of
records

e Inventory all items valued at $25,000 or more

o Interface with GSA in solving logistical problems surrounding the acquisition, transfer and disposition of
Federal property

e Assist center staff in obtaining excess property via the use of on-line screening and other viable sources of
information as appropriate

e Provide the COTR with Annual Property Review and/or ROCA reports (following DOL prescribed

formats) within five working days of return
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TASK ORDER NUMBER 3 - PROJECT MANAGEMENT SUPPORT
As part of its project management and other support responsibilities, the contractor shall:

e Provide training and/or technical assistance

e Provide guidance and support during the changeover of ALL center contracts (approximately eight (8)
annually); ensure that all government-owned property is accounted for and documented before
termination of the contract.

e Respond to special requests coordinated and approved by the COTR in advance of any services being
rendered

e Be thoroughly knowledgeable of the Federal Procurement Management Regulations (FPMR) and ETA
guidelines in responding to congressional inquiries, interpretation of regulations, and providing draft
response, or interpretation of a policy

e Provide technical assistance/training to center property personnel as requested; Ensure that all changes
and additions to existing property handbooks and training materials are distributed to the job corps
property community

TASK ORDER NUMBER 4 — REVISIONS TO PROPERTY MANAGEMENT POLICIES
ETA Handbook No. 359 Property Management Handbook

The contractor will assist in the rewrite of the ETA Handbook No. 359 when necessary, and provide training to regional
and center staff, to help promote understanding and compliance with the revised property management policies.

ANTICIPATED POSITIONS
Project Manager 1.0 FTE (Washington, DC)
Senior Property Coordinator 2.0 FTE
Property Specialist 6.0 FTE (for center reviews)
Property Specialist 2.0 FTE (for OA/CTS reviews)
Property Specialist 1.0 FTE (for Nat’l Office Contracts)
Editor 1.0 FTE

NOTE: The government will determine the amount of travel and the required transportation funds necessary to
accomplish the task orders listed above. The travel budget is pre-determined by the sponsoring agency. Associated travel
dollars will be added to the overall contractual amount of the contract award.

JOB DESCRIPTIONS

The contractor shall provide the necessary personnel to accomplish each task assignment in accordance with the executed
Task Orders. This contract includes the duties and minimum qualifications of the persons under this contract.

@D Project Manager (PM)
A) Duties - the PM shall:
1.  Organize, manage and direct contractor employees, effectively and efficiently, on the work
described herein

2. Provide: (a) Regional Office, (b) Center Level, (¢) National Office and (d) OA/CTS
Support, through the management of the contractor personnel
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SECTION C

Commit resources in support of this contract and to represent the contractor in coordination
of Task Orders.

Provide the Contracting Officer’s Technical Representative (COTR) reports on the status of
all tasks under the contract, monitors contractor activities to ensure proper execution, make
suggestions to the COTR for improvement of the support and/or prevention of problems,
and respond to administrative and technical requests from the COTR

Coordinate with DOL Regional Offices to review the property management function and
provide any technical assistance necessary

As directed by the COTR, visit DOL Regional Offices, contractor sites to review
the property management function and provide or arrange any technical assistance
required

B) Qualifications/Experience, the PM shall:

3.

Have working knowledge of FPMR’s and OMB circulars pertaining to property
procedures and requirements and be able to assess and recommend changes for ETA
property management policies and procedures. This person shall have demonstrable
Federal personal property management experience and at least three (3) years of property
management or equivalent logistics area experience

Coordinate all project related personnel matters and communicate both orally and in
writing with all levels of ETA personnel, develop and implement staffing plans,
coordinate heavy travel requirements, and manage the project.

Have working knowledge of Bar Coding systems

(1D Senior Property Coordinator (SPC)

A) Duties - the SPC shall:

1.

4.

5.

Organize, manage and direct employees, effectively and efficiently, on the work
described in support of Tasks I and II. To include: day-to-day administrative
direction of contractor personnel as assigned to this contract; establishment or
improvement of procedures and controls where necessary to insure that all services
meet schedules and/or deadlines.

Provide the PM with reports on the status and activities of contractor personnel covered
under this contract. The SPC shall monitor requirements under this contract to ensure that
all the activities are being properly executed, make suggestions to the PM for improvement
of the operation and/or prevention of problems, and respond to requests from the PM, both
administrative and technical

Verify that contractor personnel perform duties efficiently and timely and apply continuous
evaluation and control measures to assure results

Be technically qualified to communicate with all levels of management within the ETA
National and Regional Offices

Have working knowledge of Bar Coding Systems

(IIl)  Property Specialist (PS)

A)  Duties - the PS shall:

l.

Provide DOL/ETA Job Corps Regional Office Support, participate in Job Corps
Center Annual Property/Regional Office Annual Reviews (ROCA), and provide
assistance as required to ensure compliance with FPMR’s, GAO, and/or OMB
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guidelines, ETH 359 Property Management Handbook, and other Federal regulations
related to personal property management/accounting/budgeting.

2. Train DOL contractors in proper procedures for Federal property management and in all
aspects of the use of the EPMS to manage and account for Federal property.

3.  Coordinate with the applicable Regional Job Corps Officials and Regional Project Managers
to arrange for all site visits.

4.  Prepare GSA property disposition forms and, as necessary, expedite property disposition with
GSA for contract closeouts and in situations where property is excess to contractor
requirements.

5. Prepare GSA property transfer forms and assist contractors with acquisition for needed
personal property from GSA excess when feasible.

6.  Prepare written reports describing all aspects of their site visits and recommendations made.

7. Perform other personal property related tasks requested by the Regional Job Corps
Director/Job Corps Project Managers or the COTR and assigned by the contractor’s
management. These, for example, might encompass inventorying Regional Office personnel
property, reviewing property for assessment of condition, and pursuant to abandonment-at-
site.

8. Reporting the results of their site visits via written trip reports

B) Qualifications/Experience, the PS shall:

1.  Have experience in managing Federal personnel property or five years of logistical
experience.

2. Be thoroughly knowledgeable of FPMR’s, OMB property guidelines, and other applicable
Federal regulations relative Federal property.

3. Be capable of coordinating all aspects of contractor site visits and shall be able to train
appropriate personnel in the use of EPMS. Experience in using similar systems will be
acceptable.

4.  Have working knowledge of Bar Coding Systems

Deviation from these duties must have COTR approval.

TASK ORDER NUMBER 5 - BAR CODING

This task incorporates the completion of a pilot program for Bar Coding equipment at the four (4) selected centers
(Potomac, Keystone, Kicking Horse, and Albuquerque); which includes a survey of the pilot centers and a final report on
the effectiveness of Bar Coding that reflects user feedback and lessons learned.

TASK ORDER NUMBER 6 - OUTREACH AND ADMISSIONS/CAREER TRAINING SERVICES SUPPORT
Outreach and Admissions/Career Training Services Support, is hereby incorporated into this contract to account for all
government property assigned to the OA and CTS contractors. The contractor shall perform property inventory, cross-
reference data against any existing contractor inventory listing, and enter all appropriate data into the EPMS.

TASK ORDER 7 - NATIONAL OFFICE CONTRACTS PROPERTY REVIEWS AND SPECIAL REQUESTS

The contractor shall provide personnel to perform annual Property Reviews for Job Corps National Office contracts. Such
visits will be coordinated with the Job Corps National Office and approved by the COTR.

The contractor shall only respond to special requests that are coordinated and approved by the COTR in advance of any

services being rendered. Such coordination must be received in writing with specific information detailing the
circumstances of the request before the COTR can provide authorization.
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The total number of annual support visits for the National Office contracts and special reviews will be fifteen (15).

C.4 SPECIAL REQUIREMENTS

The contractor shall be required to provide the necessary personnel to accomplish each task listed above. The key
personnel positions and their required time commitments are listed as follows:

Project Manager (100%)
Senior Property Coordinator (100%)
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SECTION D - PACKAGING AND MARKING

[FOR THIS SOLICITATION, THERE ARE NO CLAUSES IN THIS SECTION]
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SECTION E - INSPECTION AND ACCEPTANCE

E.1 NOTICE LISTING CONTRACT CLAUSES INCORPORATED BY REFERENCE

The following contract clauses pertinent to this section are hereby incorporated by reference (by Citation Number,
Title, and Date) in accordance with the clause at FAR "52.252-2 CLAUSES INCORPORATED BY REFERENCE" in
Section I of this contract. See FAR 52.252-2 for an internet address (if specified) for electronic access to the full text of a
clause.

NUMBER TITLE DATE

52.246-5 INSPECTION OF APR 1984
SERVICES--COST-REIMBURSEMENT
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SECTION F - DELIVERIES OR PERFORMANCE

F.1 NOTICE LISTING CONTRACT CLAUSES INCORPORATED BY REFERENCE

The following contract clauses pertinent to this section are hereby incorporated by reference (by Citation Number,
Title, and Date) in accordance with the clause at FAR "52.252-2 CLAUSES INCORPORATED BY REFERENCE" in

Section I of this contract. See FAR 52.252-2 for an internet address (if specified) for electronic access to the full text of a
clause.

NUMBER TITLE DATE

52.242-15 STOP-WORK ORDER AUG 1989
ALTERNATE I (APR 1984)

F.2 PERIOD OF PERFORMANCE

The period of performance shall be twelve (12) months from the date of contract execution plus four (4) one-year options
to extend at the discretion of the government.

F.3 LEVEL OF EFFORT

The level of effort for this project is between 14 and 16 professional person years. A professional person year is
estimated to be between $90,000 and $100,000. This includes all costs. The level of effort for each option period is equal
to the base period plus inflation. The inflationary rate shall be determined by the Bureau of Labor Statistics.

F.4 REPORTS/DELIVERABLES

The contractor shall be responsible for submission of reports and deliverables which includes but are not limited to:

. Property Requirements Lists (PRL)
. Summary of all planned travel for the upcoming month at least one week before the beginning of the month
Form ETA-396, Report of Survey/Inventory Adjustment Report

Annual Property Review and/or Regional Office Center Assessment (ROCA) reports
Status reports of all tasks

Written trip reports
Survey of the pilot centers
Final report on the effectiveness of Bar Coding
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SECTION G - CONTRACT ADMINISTRATION DATA

G.1 IDENTITY AND AUTHORITY OF THE CONTRACTING OFFICER'S
REPRESENTATIVE (GOVERNMENT AUTHORIZED REPRESENTATIVE)

(A) The authorized representative of the Contracting Officer is to be determined whose authority to act on behalf of the
Contracting Officer is limited to the extent set forth in (B) below. Under no circumstances is the Government Authorized
Representative (GAR) authorized to sign any contractual documents or approve any alteration to the contract involving a
change in the scope, price, terms or conditions of the contract or order.

(B) The Government Authorized Representative is authorized to:

(1) Monitor and inspect Contractor's performance to ensure compliance of the scope of work.

(2) Make determinations relative to satisfactory or unsatisfactory performance, including acceptance of all work
performed and/or all products produced under the terms of the contract.

(3) Review and approve invoices.
(4) Review and approve Contractor's project staff as may be called for on the contract.

(5) Recommend program changes to the Contracting Officer as a result of monitoring or as may be requested by the
Contractor.

(6) Review, coordinate changes or corrections, if any, and accept all reports (including any final reports) required
under the contract.

G.2 INVOICE REQUIREMENTS

Contractor will prepare and submit proper invoices (as defined in C below) in accordance with the criteria outlined
below. (Also, see Clause 52.232-8 "Discount for Prompt Payment", contained in Section I of the contract.):

A. (1) Ifthe contract is a cost-reimbursement type contract, the contractor will submit three (3) ink- signed copies of the
invoice, Cost Contractor's Invoice, (ETA 3100-1), together with a detailed report of expenditures, Cost Contractor's
Detailed Statement of Costs (ETA 3-2), to the Government Authorized Representative (GAR), U.S. Department of Labor,
not more frequently than monthly, unless otherwise so authorized in the contract.

(2) Ifthe contract is a fixed-price type contract, the contractor may submit SF-1034, Public Voucher, or the
equivalent thereto; i.e., contractor's own invoice, in lieu of the forms described in A(l) above.

(3) Invoices should be submitted to the individual listed below:
TBD
U.S. Department of Labor, ETA

200 Constitution Avenue, NW, Room TBD
Washington, D.C. 20210
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B. The Detailed Report of Expenditures (ETA 3-2) submitted with the Invoice (ETA 3100-1) must include the same
budget line items or cost categories as appears in the contract, including any modifications thereto.

C. To constitute a proper invoice, the invoice, must include the following information and/or attached documentation:
(1) Name and address of the Contractor;
(2) Invoice date;

(3) Contract number or other authorization for supplies delivered or services performed (including order number and
contract line item number).

(4) Description, quantity, unit of measure, unit price, and extended price of supplies delivered or services performed.

(5) Shipping and payment terms (e.g., shipment number and date of shipment, prompt payment discount terms. Bill of
lading number and weight of shipment will be shown for shipments on Government bills of lading.

(6) Name and address of Contractor official to whom payment is to be sent (must be the same as that in the contract or
in a proper notice of assignment).

(7) Name (where practicable), title, telephone number and mailing address of person to be notified in event of a
defective invoice.

(8) Any other information or documentation required by other requirements of the contract.

In addition to the above, invoices should be numbered consecutively. All final invoices shall be clearly marked Final
Invoice.

G.3 METHOD OF PAYMENT

A. Payments under this contract will be made either by check or electronic funds transfer (through the Treasury Fedline
Communications System (FEDLINE) or the Automated Clearing House (ACH)), at the option of the Government. After
award, but no later than 14 days before an invoice or contract financing request is submitted, the Contractor shall
designate a financial institution for receipt of electronic funds transfer payments. The contractor shall submit this
designation to the Contracting Officer or other Government official as directed.

B. For payments through FEDLINE, the Contractor shall provide the following information:

(1) Name, address, and telegraphic abbreviation of the financial institution receiving payment.

(2) The American Bankers Association 9-digit identifying number of the financing institution receiving payment if the
institution has access to the Federal Reserve Communications System.

(3) Payee's account number at the financial institution where funds are to be transferred.

(4) If the financial institution does not have access to the Federal Reserve Communications System, provide the name,
address, and telegraphic abbreviation of the correspondent financial institution throug