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1.0 SCOPE OF WORK
1.1 [bookmark: 1.1_GENERAL]GENERAL
a. The work described in this Statement of Work(SOW) provides for management, supervision, labor, transportation, supplies, material, equipment, required to effectively, economically, and satisfactorily perform the Janitorial Services and miscellaneous utility work at the Vehicle Storage Administration Building located at 65 Old Marlboro Road, Maynard, MA, 01754.
b. The work shall be conducted in strict accordance with the contract and all applicable Federal, State, and local laws, regulations, and codes. Contractor shall ensure that all work provided meets or exceeds performance standards specified. Contractor shall perform all related contractor administrative services necessary to perform the work.
c. The Contractor, or his representative having authority to bind the Contractor, shall be required to visit the site quarterly and meet with representatives of the Contracting Officer, (CO), to discuss and develop mutual understanding relative to safety precautions, labor provisions, and other contractual requirements. The quarterly site visit requirement can be cancelled only at the discretion of the CO. The Government also reserves the right to schedule special meetings to discuss or resolve issues/problems it deems to be critical.
1.2 [bookmark: 1.2_LOCATION:_MERS_MA]LOCATION: MERS MA
VSAB, Building B
65 Old Marlboro Road Maynard, MA 01754
1.3 	WORKSITE DESCRIPTION: The Federal Emergency Management Agency, MERS, facility is located approximately 20 miles west of Boston in Maynard, MA. The VSAB, Building B, is a two level, approximately 50,400 square foot building, consisting of office, vehicle/maintenance and storage space. Building B has approximately 7,061 square feet of carpeted area and 8682 square feet of tiled area, (excludes garage area). The closest major route is State Highway 27.
The compound and facility have security access requirements that must be observed by all workers and guests.
1.4 [bookmark: 1.4_PERSONNEL]PERSONNEL
a. The contractor shall ensure that Janitorial Services personnel are present, Monday through Friday, except Federal holidays at Building B during the hours of 2:00 P.M. through 7:00 P.M. The Contractor or designated representative shall conduct overall management coordination and shall be
the central point of contact at the facility. The contractor shall designate, in advance, another individual or individuals, who are available on short notice, authorized and approved as an alternate with regard to providing Janitorial Services. The individual(s) must have the same abilities and familiarity with Janitorial Services maintenance services, as the primary Janitorial Services personnel. Advance notice of any change or availability of primary or alternate janitorial services personnel shall be provided to and reviewed by the COR. The COR may elect to review resumes and initiate background check prior to approving new employees for work or as alternates. The Contractor and any individual designated to act for them, shall have full authority to contractually commit the contractor for prompt action on matters pertaining to contractor administration of the contract. The Contractor and any individual designated to act for him/her, and the Janitorial Services personnel or alternate(s) shall be able to fluently understand, speak, read and correspond in the English language.
b. Contractors shall provide all necessary personnel to accomplish all contractual work or service within specified time frames. When the number and skill level of employees do not meet the approved staffing plan incorporated upon contract award, the daily rate will be deducted for every day the contractor does not meet the approved staffing plan in accordance with "Criteria for Deductions" (Figure 1).
c. All matters pertaining to the employment, supervision, compensation, promotion and discharge of such employees are the responsibility of the contractor that is in all respects the employer of employees.
d. The Contractor shall conform and require Contractor personnel to conform to similar standards of conduct as government personnel (5 CFR 731). Personnel conditions (such as being under the influence of intoxicating beverages, drugs, etc.), which may interfere with the performance of contract services, will not be permitted. Misconduct of the kind set forth in this paragraph shall cause the Contractor to take disciplinary action against Contractor employee(s), which could result in removal of Contractor employee(s) from government property and work under the contract. When it is necessary to remove personnel, Contractor shall be responsible for fulfilling levels designated in the staffing plan.
e. The CO may require dismissal from work any employee who is deemed incompetent or is identified as a potential threat to the health, safety, security, and general well being or operational mission of the facility and its population. Each employee of the Contractor shall be a citizen of the United States or an alien who has been lawfully admitted for permanent residence as evidenced by Alien Registration Receipt Card Form 1-51.
f. In accordance with Executive Order 12989, Economy and Efficiency in Government through Compliance with Certain Immigration and Naturalization Act Provisions, Federal Contractors has the responsibility to comply with all
immigration laws. In addition, Federal Agencies are required to report suspected infractions to the immigration and Naturalization Service (INS). A determination
by INS that the contractor is in violation may result in termination for default, suspension and debarment.
g. In connection with the performance of work under this contract, the Contractor agrees not to employ any person undergoing sentence of imprisonment except as provided by Public Law 89-176, September 10, 1965 (18 USC 4082) (c) (2) and Executive Order 11755, December 29, 1973.
h. Labor strikes shall not constitute an excuse for nonperformance under the contract.

1.5 QUALIFICATIONS OF CONTRACT EMPLOYEES: The Contractor, in the performance of all work specified herein, shall utilize only employees meeting at least the minimum requirements as stated below. Employees whose resumes have not been approved in writing by the Contracting Officer or COR shall not perform work under this prime contract. Copies of resumes shall be provided to the Contracting Officer for inclusion in the contract file. A detailed resume will include, at a minimum: full name; complete employment history for the past ten years, showing names, addresses, and telephone numbers of immediate supervisors; description of work performed; any licenses or permits earned; and, education and schools attended. The Government reserve the right to request existing personnel to have first right of acceptance.
a. Supervisor/Manager is a person designated in writing by the Contractor who has authority to act for the Contractor on a day-to-day basis at the work site. The Supervisor/Manager must possess at least three (3) years of recent (within the past five years) experience as a first-line supervisor of employees engaged in janitorial services in buildings of the approximate size and characteristics of those named in this contract. The supervisor/manager shall have the authority to expend Contractor funds for supplies and materials deemed necessary in the performance of this contract.
(1) The Contractor shall ensure that all contract work is satisfactorily supervised, and carried out, either by their personal presence, or by remote means. During the course of duty hours for the Janitorial Services Supervisor/Manager, the contractor or their representative, shall be available on short notice, for questions relating to contract services.
(2) The absence of an On-Site Supervisor does not relieve the Contractor from the responsibility of this contract.

b. Space for storage of supplies, materials and equipment will be provided. It is the Contractor's responsibility to maintain their assigned area and own
materials to professional standards. Personal items shall not be brought into the VSAB without prior permission of COR. Items belonging to the government will not be removed from the facility without prior permission from the COR.
1.6 [bookmark: 1.6_ROLES_of_GOVERNMENT_PERSONNEL]ROLES of GOVERNMENT PERSONNEL
a. Contracting Officer (CO):
The Contracting Officer has the overall responsibility for administration of this contract. That official alone, without delegation, is authorized to take actions on behalf of the Government to:

(1) amend, modify or deviate from the contract terms, conditions, requirements, specifications, details, and/or delivery schedules;
(2) make final decisions on disputed deductions from contract payments for nonperformance or unsatisfactory performance;
(3) terminate the contract for convenience or cause;
(4) issue final decisions regarding contract questions or matters under dispute.
b. [bookmark: b._Contracting_Officer's_Representative_]Contracting Officer's Representative (COR)
The designated COR will assist the CO in the discharge of that official's responsibilities. The responsibilities of the COR include, but are not limited to:
(1) determining the adequacy of performance by the contractor in accordance with the terms and conditions of this contract;
(2) acting as the Government's representative in charge of work at the site; ensuring compliance with contract requirements insofar as the work is concerned;
(3) advising the Contractor of proposed deductions for nonperformance or unsatisfactory performance;
(4) Advising the CO of any factors which may cause delay in performance of the work.
1.7 Quality Control: The Contractor shall establish a complete Quality Control Program (QCP) to assure that the requirements of the contract are provided as specified. Within seven
(7) calendar days prior to the start date of the contract, the Contractor shall submit a copy of the QCP program to the COR for approval. The QCP shall be a system for identifying and correcting deficiencies before services or performance become unacceptable and/or the Government inspectors point out the deficiencies. The program shall include, but not be limited to the following:
a. An inspection system that is tailored to the specific building(s) covered under the terms of the contract and that covers all services specified in the contract specifications. The Contractor will devise a checklist for use during the regularly scheduled and unscheduled QCP inspections. The checklist used must be signed and dated by the inspector at the time that the inspection is completed.

b. The Contractor shall identify all personnel who will be performing QCP inspections by name, title, and type of inspection each is authorized to perform. Quality Control (QC) inspections shall be performed by a qualified individual who is not directly performing the work to be inspected.
c. A system to ensure that the Contractor's employees are notified of deficiencies found in their areas of responsibility; that the noted deficiencies are corrected (if possible); and that these employees are counseled/retrained as necessary to ensure that deficiencies do not recur.
d. A local file of all inspections conducted by the Contractor, including the corrective actions taken, will be maintained by the Contractor. This documentation shall be made available to the Government during the term of the contract. A copy of all QC inspection reports shall be submitted to the COTR on a monthly basis by COB of the first Monday (or first official workday) of the following month.
e. The COR may compare inspections performed by the Contractor's inspectors against the actual conditions that exist at that point in time. Failure to submit a QCP to the COR for approval in accordance with the terms of these specifications will result in the withholding of all payments due the Contractor until the Plan is received, reviewed and approved.
f. Quality Assurance Surveillance Plan (QASP) (See Section 1.18). The performance of Quality Control Inspections in accordance with the approved QCP is an essential part of this contract. All aspects of the approved Plan will be actively enforced by the Government. The minimum number of QC inspections of janitorial services are:
(1) Monthly by qualified Corporate/Regional (Contractor) personnel not performing on-site services at any of the facilities covered under this contract. This function may be substituted by a qualified subcontractor, approved by the CO.
*Qualified is defined as being sufficiently knowledgeable of all technical aspects covered under this contract which would allow identification/discovery of improperly performed services and authorized to ensure performance of any corrective measures that may be required.
Failure to accomplish and/or document QC inspections at the frequencies reflected above, or failure to identify deficiencies before the level of performance becomes unacceptable to the COR, will result in a deduction being assessed in the amounts specified in Figure 1. This deduction will be in addition to any deficiency deductions identified by the government.
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[bookmark: Figure_1]Figure 1
Criteria for Deductions


	Cause of Deduction 
	Calculation of Deduction 

	1. Failure of the Contractor to have the required personnel on the premises during the specified hours on official workdays. 
	The daily amount due the contractor. The deduction rate in dollars per day will be equal to the per month contract price for basic contract services divided by twenty one (21) days per month. 

	2. Failure to use employees with required qualifications 
	The daily amount due the contractor. The deduction rate in dollars per day will be equal to the per month contract price for basic contract services divided by twenty one (21) days per month. 

	3. Failure to provide prescribed environmental conditions in the 
buildings(s), or portion thereof, at all times 
	All costs incurred by the Government as a result of Contractor’s failure to provide prescribed environmental conditions. 

	4. Failure to satisfactorily perform the program of work as required by the contract 
	The daily amount due the contractor. The deduction rate in dollars per day will be equal to the per month contract price for basic contract services divided by twenty one (21) days per month. 

	5. Failure to complete daily schedule of services as outlined in Contractor's Program of work and as required by contract 
	The daily amount due the contractor. The deduction rate in dollars per day will be equal to the per month contract price for basic contract services divided by twenty one (21) days per month. 

	6. Failure to respond (via telephone), within one (1) hour or ten (10) minutes for beeper/page call to a request for Emergency Call-back Service, and/or failure to provide the required service in a timely manner 
	Contractor to be held liable for all costs incurred by the Government as a result of the Contractor's failure to respond in accordance with contract including but not limited to: (a) all costs associated with responding to the emergency, and (b) all costs to repair damage to government owned property. 

	7. Failure to respond to request for overtime services, and/or failure to provide the required services 
	Contractor to held liable for all costs incurred by the Government as a result of the Contractor's failure to respond in accordance with contract. 




1.8 QCP ACCEPTIBILITY: The QCP and any services performed shall be accepted only when in full compliance with FAR 52.246-4 Inspection of Services - Fixed Price contained in this contract. The Contractor shall notify the CO in writing of any proposed change to the Contractor quality control program; no such change shall be implemented prior to approval in writing by the CO.
1.9 Performance Evaluation Meetings: The Contractor (contractor representative that has authority to bind/sign contractual documents) shall meet with the COTR and Government Program Manager. Meetings shall be held weekly during the first three months of the contract.	Meetings shall be held thereafter monthly or as determined necessary by the CO. However, a meeting shall be held within one working day when a Contract Discrepancy Report (CDR) is issued. Mutual effort will be made to resolve any and all problems identified. Written minutes of these meetings shall be prepared by the Contractor and signed by the Contractor and the CO. Should the Contractor not concur with any minutes, he/she shall so state, in writing, and request a final decision from the CO.
1.10 [bookmark: 1.10_HOURS_of_OPERATION]HOURS of OPERATION
a. Operating Hours: Normal duty hours at FEMA VSAB Building B, are 6:30
a.m. to 3:00 p.m., Monday through Friday, except Federal holidays. Contractor staff will perform at FEMA, VSAB, Building B, daily during normal duty hours. However, if required to meet the Government's needs, these hours may be modified by the CO or the COR by giving a minimum of 24 hours’ notice to the contractor. This notice will be in writing.
1.11 Security:
a. Physical Security: The Contractor shall comply with FEMA security requirements; see section 1.16 part b. (2) for specifics. The purpose of these requirements is to achieve adequate protection of employees and government property. A FEMA Contractor identification badge will be provided to all contract employees. The badges shall be prominently displayed whenever employees are on the FEMA MERS MA premises.
1.12 Conservation of Utilities: The Contractor shall instruct his/her employees in conservation practices and make suggestions to the CO or their designated representatives during performance evaluation meetings on activities and improvements to promote efficient use of all energy. The contractor shall operate under conditions, which preclude utility waste, that shall include as a minimum:
a. Use of lights only in areas where work is actually being performed.
b. Turn off water faucets, valves and equipment after required usage has been performed.
c. Only authorized contractor employees approved by the COR or CO shall operate mechanical equipment controls for heating, ventilation and air conditioning systems.
1.13 ENVIRONMENTAL PROGRAM:
a. Regulations/Laws: Contractor shall comply with Federal, State, and local laws, regulations and standards regarding environmental pollution. All environmental protection matters shall be coordinated with the CO and/or COTR.

b. Compliance Requirements: Any of the areas maintained by the Contractor may be inspected by the CO or COR. Access for inspection shall be granted during normal working hours, upon notice from the CO or COR.
c. Citations: Citations against Government facilities maintained by the Contractor for noncompliance with environmental standards are a matter for resolution between the CO and the issuing office. Payment of fines or penalty charges associated with citations issued by Federal, state or local officials shall be paid by the Government. If the citations are issued due to faulty Contractor practices, the CO shall deduct the fine from any monies due the contractor.
d. Equipment and Manpower: Contractor shall provide all necessary Manpower, equipment, and material to implement all spill response, containment, and clean-up when a spill occurs as a direct result of their actions. Reporting shall be done as specified by Federal, State and local laws, regulations, standards and plans.
1.14   INTERFACE
a. Administrative Office Areas: Government personnel will be working in office areas during working hours. Contractor shall cooperate with the personnel in the immediate area where any janitorial service work is being performed. In event such government office personnel so requests, contractor shall temporarily cease work in these areas and notify the COR.
b. Restricted Areas: Contractor shall comply with all restricted areas' Procedures and instructions. Contractor personnel working in restricted areas may be required to sign in and out and state the nature of business at the entrance desk. An escort may be required while working in restricted areas.
1.15   SAFETY/SECURITY REQUIREMENTS AND REPORTING:
a. Safety: All work shall be conducted in a safe manner and shall comply with OSHA requirements. If the Contractor fails or refuses to promptly comply with safety requirements, the CO may issue an order stopping all or part of the work until satisfactory corrective action has been taken. No part of the time lost due to any such stop order shall be made the subject of claim for extension of time or for excess costs or damages to the contractor. The contracted work area is Federal property, and rules and regulations issued by the FEMA Administrator or there appointed representatives exercising authority covering fire, safety, sanitation, severe weather requirements, admission to the VSAB, conduct of operations, etc.
shall be observed by the Contractor and his/her employees. The regulations include:


(1) Fire Prevention: Contractor and his/her employees shall be cognizant of, and observe all requirements for handling and storage of combustible supplies and materials, daily disposal of combustible waste, trash, etc., in accordance with National Fire Code and National Board of Fire Underwriters. The contractor shall familiarize him/herself and his/her employees with methods of turning in a fire alarm and operating the fire alarm system.

(2) Safety: All rules of safety which are or may be imposed upon the contractor by Federal, state or local code shall be effectively carried out in the performance of the services set forth herein. Contractor shall take proper safety and health precautions to protect the work, the employees, the public and the property of others. Prior to start of work, Contractor shall be required to discuss and develop a mutual understanding relative to administration of the safety program. The Contractor shall provide a representative to attend FEMA Safety Committees.
(3) O&M Safety: The Contractor shall formulate and furnish to the CO ten (10) days prior to contract start date, in writing, a comprehensive program to implement the general policies and procedures for safe janitorial services operations at the VSAB. The program shall include provisions for employee responsibility for working safely, indoctrination and training of employees, public safety activities and responsibilities for implementation of regulations pertaining to fire prevention, and maintenance of an adequate fire protection plan. The Contractor safety program shall ensure that hazards to the public are not permitted within Contractor work areas. The Contractor shall coordinate with the CO in making periodic inspections of the Contractor activities to ensure that hazards to the public do not exist.
(4) Clothing and Personnel Safety Equipment: Contractor personnel shall wear clothing suitable for the weather and working conditions. The minimum shall be short sleeve shirt, long trousers, and safety toe shoes. Hard hats and seat belts shall be provided by the contractor as needed when engaged in work, which requires such protection. All personal protective equipment must be provided by the Contractor. Contractor and employees shall be identified by a standardized, distinctive emblem or patch with Contractor's name/logo attached in a prominent place to an outer garment.

(5) Personal Safety Training: The Contractor shall provide training for each employee covering safe work practices, proper housekeeping, and fire protection. Safety meeting of all Contractor employees shall be held monthly to discuss the operation of Contractor safety program.

(6) Damage Reports: In all instances where Government property and/or equipment are damaged by Contractor employees, a full written report of the fact and extent of such damage shall be submitted to the CO within twenty-four (24) hours of the occurrence.
(7) Accident Reports: The Contractor shall comply with OSHA and other regulatory requirements for record keeping and reporting of all
accidents resulting in death, trauma, occupational disease or environmental damage. The Contractor shall provide a verbal report to the CO within four
(4) hours of occurrence and a written follow-up report within three (3) working days of occurrence (in the matter and on the forms prescribed by the CO) whenever an accident involving personal injury occurs.
(8) Employee Awareness: Contractor shall inform his/her employees of hazards that may be encountered in their working environment and those connected with the performance of particular tasks.

b. [bookmark: b._Security]Security
(1) Employee Identification/Building Passes: The Contractor shall ensure that every new employee has a FEMA Contractor Identification Badge before the employee enters on duty. The Contractor shall see that all badges are returned to the COR as his employees are dismissed and upon contract expiration. The Contractor shall see that all employees including subcontractor employees carry their badges with them at all
times while on official duty in the facility covered under this contract and show them upon request. The COR or other FEMA personnel shall periodically verify badges of Contractor employees with their personnel identification. The Contractor shall notify the COR immediately when any badge is lost.
(2) Security Clearance Requirements: Non-classified contract shall be conducted in accordance with Homeland Security Presidential Directive (HSPD 12). The Contractor shall submit to the COR as soon as possible after contract award, but not later than twenty-one (21) calendar days before contract start date two (2) completed Standard Form 87, and two (2) applicant cards FD-258, (fingerprint cards), one (1) completed Standard Form 85P, and one (1) Personnel Identification Verification Credential, (PIV). Necessary forms will be furnished by the Government. Employees must hand carry completed forms and positive identification as set forth in 19 form, to be provided.

(2) Completed Fingerprint and Personal History: Forms shall also be submitted for all replacement personnel not later than seven (7) calendar days before he/she begins performing contract work.
(3) Unacceptable Employee: If the CO receives an unsuitable report on any employee after processing of these forms, or if the COTR finds a prospective employee to be unacceptable or unfit for his/her assigned duties, the Contractor shall be advised that such employee cannot continue to work or be assigned to work under this contract. The Contractor shall immediately relieve that employee of all duties and responsibilities related to this contract.


1.16 [bookmark: 1.16__Insurance_Requirements/Worker's_Co]Insurance Requirements/Worker's Compensation and Employer's Liability

a. Worker's Compensation: The Contractor is required to comply with applicable Federal and State worker's compensation and occupational disease statutes; however, notwithstanding the permissibility of deductibles under those statutes, worker's compensation shall be obtained. If occupational diseases are not compensable under those statutes, they shall be covered under the employer's liability section of the insurance policy. Employer's liability coverage of at least the following limits shall be provided:
Bodily Injury by Accident - $100,000 each accident Bodily Injury by Disease - $500,000 policy limit

Bodily Injury by Diseases - $100,000 each employee except in states with exclusive or monopolistic funds that do not permit worker's compensation to be written by private carriers.

Even though the laws of the State of Massachusetts might allow a contractor to be a non-subscriber to worker's compensation, Contractor is required to carry and maintain worker's compensation insurance and employer's liability insurance. If occupational diseases are not covered under the worker's compensation policy, it shall be covered under the employer's liability section of the insurance policy.

c. General Liability Insurance: General liability insurance coverage written on the comprehensive form of policy is required in the amount of $500,000 per occurrence for bodily injury, and $50,000 per occurrence for property damage. The deductibles under such policy shall not be greater than (a) $10,000 per person or
$25,000 per occurrence for bodily injury or (b) $10,000 for property damage.
d. Automobile Liability Insurance: A minimum of $200,000 per person and
$500,000 per occurrence for bodily injury and $20,000 per occurrence for property damage provided for automobile liability insurance coverage written on the comprehensive form of policy, covering the operation of all automobiles used in connection with performing the contract is required. The deductibles under such policy shall not be greater than (a) $10,000 per person or $25,000 per occurrence for bodily injury or (b) $2,000 for property damage.

Note: The Contractor agrees to insert the substance of this language in all subcontracts hereunder, if any evidence of insurance is to be provided to the address below before notice to proceed on contract can be issued:
FEMA, Contracting Officer

Employer's liability insurance coverage shall be as specified in (1.17) above

1.17 Government Quality Assurance: The Government will evaluate the Contractor performance under the contract using the quality assurance procedures specified below. All surveillance observations will be recorded by the government. When an observation indicates defective performance, the government COTR will require the Contractor to initial the observation.
a. [bookmark: a._Performance_Evaluation]Performance Evaluation
During performance of this contract, the Contractor shall be evaluated by the COTR, or other designated personnel, in accordance with the overall level of compliance with the contract and the demonstrated quality and timeliness of the services provided. The Quality Assurance Surveillance Plan (QASP) lists the performance requirements by
Selected Service Performance Areas (SSPA) for which contractor performance will be measured when performing under this contract. This does not replace the performance requirements stated in FAR 52.246-4 Inspection of Services - Fixed-Price. The Contractor's approved QASP will be incorporated into the contract upon award. The Government and the Contractor may mutually adjust the standards and/or identify

additional performance elements as may be necessary to ensure that the performance standards for work specified in the contract reflect the requirements.
b. [bookmark: b._Government_Quality_Assurance_Plan_and]Government Quality Assurance Plan and Surveillance
The Government will perform those quality assurance procedures that may be necessary to verify that performance is in accordance with the terms of the contract. Government quality assurance will be performed routinely by the COR; however, other activities may be called upon to support this effort as required. A Quality Assurance Surveillance Plan (QASP) will be provided by the Contractor and incorporated into the contract. The QASP is subject to approval of the COR and shall be submitted seven, (7), calendar days prior to start of the contract, along with the Quality Control Program. The QASP will be used by the Government to evaluate the contractor's performance over the life of the contract. Through this evaluation, the COR will identify both positive and negative aspects of the contractor's performance. This will allow the COR to communicate to the contractor those aspects that are strengths of their performance, and those aspects considered to be deficiencies/weaknesses in their performance and which need to be addressed and corrected. For those tasks listed in the QASP, the COR or designated quality assurance evaluators will follow the methods of surveillance specified in this contract. The CO or designated quality assurance evaluators will record all surveillance observations and will maintain a file of all inspections results. Government surveillance of tasks not listed in the QASP may occur during the performance of this contract. Such surveillance will be done according to standard inspection procedures or other contract provisions. Successive months of unsatisfactory performance for any contact program of work item may result in other appropriate action(s) by the CO in accordance with the Inspection of Services clause, including Termination for Cause. Any action taken by the CO as a result of surveillance will be in accordance with the terms of this contract.

c. [bookmark: c._Methods_of_Surveillance]Methods of Surveillance
The Government may use a variety of surveillance methods to evaluate the contractor's performance. These include, but are not limited to, random sampling of recurring services, periodic surveillance of the contractor's quality control program, and validated customer complaints.
[bookmark: PERFORMANCE_OF_GOVERNMENT_CONTRACT_QUALI]PERFORMANCE OF GOVERNMENT CONTRACT QUALITY ASSURANCE
FUNCTIONS
In accordance with the Inspection of Services clause of this contract, the government intends to perform the quality assurance functions listed in the QASP.
1.18 Subcontracting: The contractor may obtain certain requirements of the contract from other sources that the Contractor may choose at no additional cost to the Government, provided subcontracting is entered into in accordance with the Limitations of
Subcontracting clause, 52.219-14. The performance standards of such services obtained from other sources shall meet those standards specified in the contract.
1.19 Service and Maintenance Management: The Contractor shall provide all janitorial services required to perform the work and meet all performance standards as specified.
1.20 Start-up Deficiency Report: The Contractor, in the presence of the COTR, shall make a comprehensive inspection of all areas and submit a Deficiency Report seven (7) calendar days prior to the start date of the contract. The Deficiency Report shall list all

discrepancies found and all work anticipated. The CO/COR shall review and discuss all deficiencies. A final Deficiency List shall be agreed upon by all parties prior to contract start date.
1.21 Contractor Contact with Government Personnel, Caution to Contractor: The Contractor is advised that any work at the direction of unauthorized Government personnel will not be credited as work accomplished under the contract. Authorized Government Officials are the Program Manager, Contracting Officer and COR.
The Contractor shall provide a local telephone number(s) within ten (10) days of contract award which is answered 24 hours per day, 7 days per week, each day of the year, at which Contractor can be notified of emergency work. The Government shall not be expected to call a series of phone numbers to locate the Contractor or Contractor designated representative. FAILURE TO MAINTAIN ACCEPTABLE COMMUNICATION CHANNELS SHALL BE DEEMED "UNSATISFACTORY
SERVICE".
Personnel authorized to contact the contractor for emergency work are: MERS Detachment Chief
MERS Detachment Logistics Section Chief Contracting Officer
COTR
1.22 [bookmark: 1.22_Vehicle_Registration_and_Access_Pas]Vehicle Registration and Access Pass
a. All vehicles operated in support of the contract, including Contractor and Contractor employees' privately owned vehicles or subcontractor vehicles, shall be properly registered, insured, licensed and safety inspected in accordance with applicable Federal, State and local government requirements. The Contractor shall comply and shall require all Contractor employees or subcontractors to comply.

b. The Government agrees to provide the Contractor and its employees with passes, as required, permitting access to the area of operation and to and from other parts of the facility as may be required for the performance of service described herein. The government reserves the right, without provision of notice or reason, to revoke passes issued to any employee of the Contractor at anytime. Further, the issuance of such passes to the Contractor and his/her employees is subject to the Contractor and his/her employees meeting security standards, which are satisfactory to the government.
1.23 [bookmark: 1.23_Reporting_Requirement]Reporting Requirement
a. The Contractor shall report any circumstances of needed repair or unusual soiling of an area, which may affect performance of Contractor work, unhealthful or hazardous conditions, or any delays or interference of work by Government employees. Such reports shall be made to the CO or COTR no later than close of business (COB) on the same day of occurrence.
b. The contractor shall report to the CO all personal articles found by the Contractor or his/her employees. Found articles shall be turned into the COTR on the same day found.

1.24 Coordination with Other Contractors: The Government may undertake or award other contracts for additional work, and the Contractor shall fully cooperate with such other contractors and Government employees and carefully fit his/her own work to such additional work as may be directed by the CO. The Contractor shall not commit or permit any act, which will interfere with the performance of work by any other contractor or by Government employees.
[bookmark: FEMA_MERS_MAYNARD_JANITORIAL]
1.25 Transition Period
a. [bookmark: a._Phase-In_Transition]Phase-In Transition
(1) Prior to contract start date, the COR will provide the Contractor with an orientation to properly explain the work and familiarize the Contractor with facilities and regulations. The Contractor is responsible for orientation of personnel at the Contractor's expense.
(2) The contractor shall be responsible for developing a Phase-In Transition Plan and performing phase-in transition duties prior to the contract start date. The Phase-In Transition Plan must be a mutually agreeable plan to be coordinated with the outgoing contractor's personnel or FEMA personnel (whichever is applicable). The Phase-In Transition Plan must be submitted to the COTR for approval at least ten (10) working days prior to contract start date. The phase-in transition period shall be not less than ten (10) working days prior to the contract start date. During this period, the contractor shall recruit, hire and train personnel in order to provide for 100% operational capability on the contract start date.
(3) During the phase-in transition period, the Contractor shall have access to the facilities and areas covered by this contract.
(4) The contractor shall not be reimbursed by the government for any cost incurred during this phase-in transition period.
b. [bookmark: b._Phase-Out_Transition]Phase-Out Transition
(1) Prior to the expiration of this contract, the Contractor and successor contractor shall jointly prepare a mutually agreeable detailed plan for phase-out/phase-in operations. Such plan shall specify separately an orientation program to familiarize the personnel of the successor contractor with the facility, its equipment, and any peculiarities of the facility.
(2) Such plan shall be submitted to the COR for review and approval not less than twenty-five (25) calendar days prior to the expiration of the term of this contract or any extension thereof. In addition, the Contractor agrees to provide these phase-out/phase-in services for a period of not more than ten (10) days. Continuity of all services required under this contract shall be maintained during this period.

2.0 GOVERNMENT FURNISHED PROPERTY:
2.1 General: Government Furnished Property (GFP) is provided "as is". If GFP is beyond life cycle, the Contractor shall replace with Contractor furnished property. The Contractor has the option to reject any or all Government-furnished property. If use of Government-furnished property is rejected, the Contractor shall provide all necessary property, equipment, or items adequate in quantity and suitable for the intended purpose, to perform all work and provide all services in the established time frames at no additional cost to the Government. Contractor also must return any government-furnished property not needed in performance of contract work. Such returns, however, will be furnished if needed later and shall not be cause for any non-performance of work or increase in contract price.
Tools, equipment and supplies: All tools, equipment and supplies currently on hand at this facility will be hand-receipted to the contractor for his use during this contract. Government property shall remain the property of the Government in all respects.
a. Within ten (10) workdays of contract award, and upon the request of the CO/COTR, the Contractor shall render an accounting of all Government property. Such an accounting shall also be submitted at the termination or expiration of the contract. Any deficiencies shall be replaced by the contractor at his expense.
b. Government property shall be used only in direct operations of providing contract services and shall not be used in any manner for any personal advantages, business gain, or other personal endeavor by the Contractor or employees.

2.2 Facility Information:
Facility Operation: The VSAB is designed as an area for emergency operations. In the event of a declared disaster, the facility may be manned by minimal staff. At this time the Contractor shall perform as allowed all the required janitorial services outlined in this contract.
a. Facility Specifications: The Federal Regional Center (FRC) consists of approximately twenty (20) acres of fenced land, five and one-third (5 1/3) acres of which are improved and include paved parking areas, roadways.
(1) VSAB- Building B: Two Levels with a gross area of approximately 50,400 square feet.
(2) Alterations made by the Government to existing facilities and systems during this contract performance period will be maintained under this contract at no additional expense to the Government.
2.3 Parking: The Contractor is authorized to park in open parking spaces at locations where contract work is being performed. The Contractor or contractor employees shall not park in any reserved or restricted parking space except as approved in writing by the CO.
2.4 Telephone Services: The Government telephone facilities at certain locations will be made available to the Contractor. The Contractor will reimburse the Government if abuse is detected. If the Contractor finds it necessary, he shall arrange, at his expense, for the

installation of private outside business telephones. NOTE: Any such arrangements must be approved and authorized by the COR in conjunction with the telephone company.
2.5 Fuels: All fuels and utilities for Government occupied buildings and public use buildings and facilities will be paid for by the Government. All electricity and water shall be provided by the Government at no cost to the Contractor.
2.6 Forms: Standard Government forms required for the fulfillment of this contract will be provided by the CO. Forms are subject to change periodically.
2.7 Standard Operating Procedures: The Government reserves the right to establish and/or change Standard Operating Procedures for the VSAB which are binding on the contractor and his employees with regards to, but not limited to, the following:
a. Day-to-day working relationships with facility occupants.
b. Work Order procedures.
c. Emergency operations.
d. Fire procedures.
e. Power failures.
f. Bomb threats.
g. Visit and tours.
h. Security pass procedure.
i. Security procedures
2.8 Copier Access: The Government will provide to the Contractor the use of reproduction facilities and supplies only for reports and invoices required under this contract. Such facilities and supplies shall not be used for any other reason. The Contractor will reimburse the government if abuse is detected.
3.0 [bookmark: 3.0_CONTRACTOR-FURNISHED_PROPERTY]CONTRACTOR-FURNISHED PROPERTY
3.1 The Contractor shall furnish all supplies, materials, tools, equipment, and labor necessary to efficiently and satisfactorily perform work on this contract, including but not limited to the following: brooms; buckets; carts; buffer(s); brushes; wiping; polishing; treated and untreated dust clothes; wet mops; treated sweep mops; sponges and squeegees; paper towels; toilet tissue; antibacterial hand soap; porcelain ware receptacles; plastic liners for sanitary napkin disposal receptacles; plastic liners for trash receptacles; liquid and powder detergents; glass cleaner; floor finish; floor stripper; metal polish; furniture polish; scouring powder; drain cleaners; and chemical additives related to the
septic system/leaching field, ice melt, when required. All Cleaners, Chemicals, carpet cleaners, sprays and all soaps (including antibacterial hand soaps) shall be odorless (unscented) and non-allergenic and meet the standard set by the "Green Seal Standards" for janitorial supplies and materials, including:
· come in concentrated form
· biodegradable
· not in aerosol cans
· no toxic ingredients (no carcinogens or hazardous wastes)/non-toxic to human or aquatic life
· packaged in recyclable/reusable container (minimal waste)
· are not petroleum based or petrochemical compounds
· produce minimal or no irritation to skin, eyes, respiratory system (VOC levels less than 10 % by weight when diluted for use)

· avoid unnecessary dyes and fragrances
· are not corrosive or highly flammable
· have a pH level between 2.5 and 12
· work optimally in room temperature water
· contain none of the chemicals listed in Table 1.0
· do not use de-inking solvents containing chlorine or other chemicals listed in the Emergency Preparedness and Community Right-to-Know Act; do not use (chlorine) bleach (such as for paper and tissue products)
· contain highest post-consumer recycled content possible
[bookmark: Table_1.0]Table 1.0


	Glass Cleaner
General Purpose Cleaner Carpet Spot Remover
	A solvent called "Butoxyethanol"
	Butoxyethanol absorbs through your skin and poisons your blood, liver, & kidneys. Wear gloves when you use cleaners with this ingredient.

	Toilet Cleaner
	Hydrochloric Acid Phosphoric Acid
	These acids are very good for removing hard water rings, but they can also blind you in seconds. Wear your gloves and goggles, or better yet change to a milder product (one with Citric Acid - strong lemon juice).

	Oven Cleaner
Heavy Duty Degreaser
	Sodium Hydroxide
	Oven cleaner in a spray can - very convenient, but also very dangerous. Sodium hydroxide can blind you, and the vapors can harm your lungs. Use it with care
- wear gloves & goggles, and provide lots of fresh air.





[image: ]Vacuums shall have two stages of HEPA filtering and have them in place at all times.

3.2 The Contractor shall use supplies and equipment required herein that comply with federal, state, municipal, or industry specifications. Standards shall be certified for specification compliance upon request of the COTR. Safety Data Sheets (SDS) shall be provided by the Contractor for all materials used. Such certification may be obtained from the manufacturer by the contractor. Contractor-furnished items found not meeting acceptable standards shall be replaced by Contractor at Contractor's expense.
3.3 At no additional cost to the government, the Contractor shall obtain all licenses and permits required for performance of work and for complying with all applicable Federal, State and local laws. Evidence of such permits and licenses shall be provided to the CO during the phase-in period before work commences.
3.4 At the expiration or termination of the contract, the Contractor shall return to the COTR all government furnished non-expendable items or equipment.



4.0 DOCUMENTS, DIRECTIVES, REGULATIONS AND PUBLICATIONS:

4.1 Applicable Documents: All referenced Federal laws, codes, directives, and instructions in force at time of solicitation, unless coded otherwise, shall be considered mandatory as applicable to the service or function to be performed. All current and applicable trade publications such as NEC, OSHA, UCB are to be adhered to. In the case of conflict between codes/publications the stricter requirement will be followed.


	Publication
	Title
	Date
	Portion

	
	
General Technical
	
	

	29 CFR 1910
	Occupational Safety & Health Standards
	Current
	All

	ASHRAE NEC
	Industry Codes
Industry Codes
	Current
Current
	All All

	
	
General Management
	

	41 CFR 101-20
	Federal Property Management Regulations Current
	All

	41 CFR 101-21.3
	Standard Levels of Service	Current
	All




41 CFR 101-203	Rules & Regulations Governing Buildings
Current and Grounds Safety, Fire & Accident

All

EPA Publication	Managing Asbestos in Place:	Current	All

	745K93013
	Guide to O&M Programs for Asbestos
	Current
	All

	
OSHA
	Containing Materials
General Industry
	
Current
	
All


4.2 Contractor-Furnished Document: Publications not provided to the Contractor, may be obtained by Contractor at own expense and will remain Contractor property at completion or termination of the contract.
5.0 [bookmark: _TOC_250002]DEFINITIONS/ACRONYMS
As used throughout this description/specification, the following terms/acronyms shall have the meaning set forth below:
Check: To examine, test or compare with a standard to verify that the unit under surveillance is operating within design specifications.
Clean: As used generally, means removal of dirt or impurities. As used for acceptance of work, means gleaming, bright, free of dirt, contamination, or impurities, unsoiled, unstained, neat and tidy, having no flaws or roughness, clear, regular, or having few corrections, etc.
Contract Discrepancy Report (CDR): A formal written-document of Contractor(s) nonconformance or lack of performance for contracted work.
Contractor: The term Contractor(s) as used herein refers to both the prime Contractor and any subcontractors. The contractor will be responsible for insuring that his/her subcontractors comply with provisions of this PWS and the contract.

Critical Equipment and Facilities: Items of equipment or facilities that must operate continuously or throughout the respective season in order to support critical missions. Failure of equipment or facilities in meeting design output requirements may affect the health and welfare of personnel or damage Government equipment or property.
Defect: Each instance of noncompliance with a contract requirement. A defect may be caused by either nonperformance or poor performance.
Emergency Call Back Service: Emergency call back service consists of responding by phone during other than official working hours, within one (1) hour, to requests from the COTR or his/her designated representative for emergency services at any hour other than the time defined as "routine working time."
Estimate: A calculated approximation of the worth, size and/or cost of a specified requirement.
Government: Means the Government of the United States of America.
Government Representative: The Contracting Officer(s) (CO), Contracting Officer's Technical Representative (COTR), Program Manager (PM), and Quality Assurance Evaluator(s) (QAE).
Hardware: Small items used in the regular course of maintenance included but not limited to; screws, nuts, bolts, washers, hoses, hinges, etc.
Hazardous Waste: Hazardous Waste materials include but are not limited to toxins, poisons, corrosives, irritants, radioactive, biologically infectious, explosives, flammables, or any material that presents a hazard to human/animal or the environment. Special handling and disposal procedures are required for their disposal in compliance with Federal, state, and local regulations.
Inspection: The critical examination of a structure, mechanism, system or procedure to discover efficiency/inefficiencies and or discrepancies.
Installed Equipment: Those items of equipment and furnishings, which are required to make the facility useable and are affixed as a permanent part of the structure. These items include plumbing fixtures and equipment, fixed heating, ventilating, cooling, air conditioning, electrical and fixed fire protection systems, elevators, lavatory counters, cabinets, and similar fixed equipment.
Maintenance (General): The work required to preserve and maintain a facility and surrounding area in such condition that it may be effectively used for its designated functional purpose. Maintenance includes work done to prevent damage that would be more costly to restore than to prevent.
Materials: Material is defined as the items the Contractor uses in the cleaning or maintenance of the facility, i.e., mops, brooms, sponges, etc.
Miscellaneous Utility Work: Miscellaneous utility work is defined as small miscellaneous jobs, requested by the Contracting Officer or the COTR, including, but not limited to, distributing supplies, special cleaning, setting up furniture, minor alterations and similar duties. Performance of this work shall be to the extent

required to meet the Government's needs. The cost of utility work is included in the bid price not to exceed 20 hours per month.
Normal Working Hours: Normal working hours shall be between the hours of 6:30
a.m. and 3:00 p.m., Monday through Friday, excluding legal Federal holidays. If required to meet the Government's needs, these hours may be modified by the Contracting Officer or the COTR by giving twenty-four (24) hour notice in writing.
Overtime: Overtime services are provided at times other than those performed between 6:30 a.m. and 3:00 p.m. Monday through Friday. Such services may be required for certain work better accomplished during hours that the building is not occupied. All overtime is subject to the prior approval of the COTR. Overtime may be required to provide necessary support in the event of an emergency or exercise requiring 24-hour operations in Building B..
Parts: Parts are defined as the individual components of any machine, system, or device.
Policing Grounds: The pickup and disposal of paper, bottles, cans, cardboard, plastic, rags, and other litter on grounds and other areas.
Program Manager (PM): FEMA, MERS Facility Manager (COTR). Manages all resources dealing with regional maintenance/janitorial services.
Quality Assurance (QA): A method used by the Government to check goods or services to determine that they meet the requirements of the work statement.
Quality Assurance Evaluator (QAE): A Government employee that monitors the contractor's performance in the implementation of a contract in respect to supplies, services, cost, scope of work and quality control.
Quality Control (QC) Program: Contractor(s) system to control the equipment, systems or services to provide that requirements of the contract(s) are met.
Quality Control (QC) Report: This report shall be a monthly record of all Janitorial Services Work accomplished under this contract. The format shall be approved by the COTR.
Reimbursable Services: Work performed outside the normal hours of operation (1.11.) will be recorded with name of caller, nature of call, employee rate (See Section A.3 and A.4 of contract), date, start and completion time, and contractor certification.
Regulation: Refers to any Federal, state or local regulation applicable to the operation of FEMA Federal Regional Center.
Repair (General): The restoration of an item or a facility to such condition that it may be efficiently used for its designed purpose. Repair may be overhaul, reprocessing, or replacing deteriorated parts or materials.
Replacement: The complete item substitution of items destroyed, damaged or worn out beyond the point of which it may be economically repaired.
Sample: A sample consists of one or more service outputs drawn from a lot, the outputs being chosen at random. The number of outputs in the sample is the sample size.
Services: As used in this clause, included services performed, workmanship, and materials furnished or utilized in the implementation of this contract.
Standard: An acknowledged measure of comparison.
Statement of Work (SOW): The document that describes accurately the essential and technical requirements for items, materials or services including the standards used to determine whether the requirements have been met.
Structure: A constructed building that is enclosed by walls with a roof covering.
Supplies: Supplies are defined as the provisions necessary for the performance of the required janitorial services.
Tools: Tools are the devices required by the Contractor to properly perform the janitorial services functions of this contract.
Work Plan: A written schedule of tasks or activities designed to satisfy a defined requirement within a specified time frame and at predetermined costs.
Work Order: A written work order which describes the level, category, and priority of work to be accomplished, a description of the problem and a statement of tasks to be performed.
6.0 JANITORIAL SERVICE DELIVERY SUMMARY
6.1 [bookmark: 6.1_GENERAL]GENERAL
a.  The Contractor shall furnish all management, supervision, labor, and transportation and shall plan, schedule, coordinate, and ensure effective and economical completion of actions required to perform the janitorial services and miscellaneous utility work. All workers must sign in on the VSAB Register when first arriving at work, and upon completion of their workday. The register is Federal property and is considered an official record of contractor attendance. Incomplete entries or improper entries may compromise security and will be reported to the Contracting Officer's Technical Representative (COTR), Contracting Officer and Contractor.
b.  These specifications are a statement of the minimum level of work required and of services that are to be provided in certain areas under this contract. They are not intended to be, nor shall they be construed as, limiting the Contractor's responsibilities. At a minimum the Contractor will be required to take all steps and measures necessary to ensure a clean and safe environment that at minimum meets standard health codes.

c. Contractor and employees are expected to dress and present themselves in a manner that is conducive to work where US Government executives are present. The contractor shall provide employee(s) with an adequate number of shirts with the Contractor's name clearly visible. The Contractor is expected to insure that employee(s), at all times, have available and use appropriate protective clothing and gear, i.e.: safety shoes, safety gloves and eye wear, as applicable for the work being accomplished. No shorts, tee shirts, tattered clothing, or inappropriate slogans (including work wear with company names or logos other than subject Contractor) or stereo headsets shall be worn. Janitorial workers will be expected to work around, within reason, special circumstances while performing all duties. These circumstances may include but are not limited to having to return to an area at a later time because the room(s) is unavailable because of unscheduled meetings or events. Workers may be asked by the COTR to make occasional modifications to the order in which daily tasks are scheduled on order to complement a variety of situations.
Daily Service shall be performed once in every 24-hour period, Monday through Friday.

Weekly Service shall be performed once during every seven day period with a minimum of five days between performances, Monday through Friday.
Twice Per Month or Semi-monthly Service (twice a month) shall be performed twice every twenty-eight (28) to thirty-one (31) days.
Monthly Service to be performed once every twenty-eight to thirty-one days.
Twice Per Year or Semi-annual Service (twice a year) shall be performed once during each six (6) calendar month period at intervals of one hundred-sixty (160) to one hundred-eighty (180) days.
Annual Service to be performed once during each twelve (12) calendar month period at intervals of three hundred-forty (340) to three hundred-sixty (360) days.
As Required Service is to be performed at the COTR's direction resulting from a requirement which necessitates the need to have cleaning performed off schedule (i.e. meetings, training, exercises, etc.).
[bookmark: CONTRACTOR'S_EMPLOYEES]CONTRACTOR'S EMPLOYEES
The Contractor shall ensure that employee(s) do not disturb any items on desktops, nor shall they open desk drawers or file cabinets. The Contractor's employee(s) shall not use the telephones or disturb personal items belong to Government employees while performing their janitorial duties. Contractor employee(s) shall make a reasonable effort to prevent unnecessary distractions.
Work schedules shall be established by the Contractor to ensure that all services are provided in accordance with the frequency shown in section J.4 CLEANING AREA AND SCHEDULE FOR BUILDING B. However, due to the security considerations, certain areas of the facility shall require that the Contractor's employees be escorted during the performance of their duties by properly cleared FEMA personnel.


6.2 [bookmark: 6.2_CLEANING_AREA_and_SCHEDULE_FOR_BUILD]CLEANING AREA and SCHEDULE FOR BUILDING B


Floor Maintenance


DAILY	All carpeted areas shall be vacuumed thoroughly.
All non-carpeted areas shall be swept and remove obvious surface dirt from traffic areas, exposed areas, and from under furniture. Obvious surface dirt is any visible foreign matter found on the floor, and includes but is not limited to: paper clips, staples, metal fasteners, pencil shavings, erasers, paper pieces, fragments, clippings, ashes, mud, sand, rubber bands, etc.
All lavatories and janitorial closets shall be swept and damp mopped with an antibacterial and detergent solution. Comers and areas in and around fixtures shall be equally addressed.



TWICE PER MONTH






WHEN REQUESTED

All non-carpeted floors shall be swept and damp mopped with an odorless, non-allergenic detergent solution.
All non-carpeted floors shall be spray waxed and buffed to a high luster. Areas behind doors, and in comers, first shall be worked as necessary to provide similar high luster as open spaces.
A quote will be provided in advance, of the Square Footage of area to be cleaned.

Sweep, damp mop, strip and damp mop rinse all tiled floor areas. Floor must be prepared so that no dirt, sand, hair, contaminants or wax remain on the surface prior to the application of floor finish. Apply floor finish to all tiled floor areas.
Steam clean, shampoo and provide accelerated drying of all damp carpets utilizing room fans and/or any acceptable industry equipment.
Note: floor finishing and carpet cleaning shall be coordinated at least two weeks in advance with the COTR prior to performance of work. A member of the prime contract must accompany and supervise the process to ensure that the work is carried out as required and is on schedule. Scheduling of work shall be required by the Government to be within the normal government work day.
During inclement weather, Government provided floor mats shall be placed at entranceways and kept cleaned. These mats shall be removed, professionally cleaned, and stored until use is required.
Offices, Conference Rooms, Storage Rooms, Entry Ways, Corridors to include common areas and utility closets


DAILY WEEKLY	Wastepaper baskets containing any trash shall be emptied and
liner replaced Recycling processes shall be observed and all trash removed to the proper dumpster. Baskets shall be emptied after 2:00 p.m. unless otherwise directed by the COTR.
Clean deep sink, mops, buckets and floors in utility closets at the end of each work day. No standing water, wet or dirty mops shall be left overnight. Store all materials neatly prior to departure.
All glass in doors, partitions, pictures, and bookcases shall be wiped-down/cleaned with glass cleaner (not furniture polish).

No electronic equipment shall be cleaned or dusted. Telephone equipment shall be gently wiped with a damp cloth. Buttons shall not be depressed.
Drinking fountains shall be wiped free of dirt and water spots. Water cooler catch trays shall be emptied and cleaned thoroughly.
Refrigerators, in office areas, shall be cleaned both inside and out with a damp cloth and glass cleaner. Users are responsible for removing and properly disposing of the contents (old food) in the refrigerator(s). Refrigerator(s) shall be defrosted.
Whiteboards shall be shall be cleaned.	Additional cleaning, other than weekly may be required in training, exercises, or
meetings are conducted.
Loose debris on worktables shall be cleared. Table surfaces shall be cleaned with a damp cloth.
All walls and doors shall be cleaned.

MONTHLY 			All surfaces and objects, including lighting fixtures, exit signs, warning
signal boxes, air handling vents, speaker grills, etc., that are approximately seventy (70) inches or more form the floor shall be cleaned by dusting and/or vacuuming. Methods shall preclude dust from becoming spread or airborne.
The entire surface (inside and outside) of all wastepaper receptacles shall be damp wiped to remove visible grime. They shall be washed outdoors, as weather permits.
Scrub sinks, fixtures and floors in utility closets.
All wall surfaces within approximately seventy (70) inches off the floor shall be spot cleaned.
Horizontal surfaces of all furniture within approximately seventy (70) inches off the floor shall be dusted. Glass tops shall be cleaned (using class cleaner).
Vertical surfaces and under surfaces (i.e. knee wells, chair rungs, table legs, etc.) shall be thoroughly dusted and all glass (indoors), partitions, pictures and bookcases shall be damp wiped.
TWICE PER YEAR	All windows shall be washed both inside and outside in
April and October.
All wood surfaces shall be thoroughly cleaned.
Kitchen/snack preparation areas and lunch rooms

DAILY	Tables and chairs shall be arranged and clean. The lunchroom shall remain set up according to the COTR.

Trash receptacles shall be emptied after 2:00 p.m. and their plastic liners replaced.
Appliances (i.e. microwaves, stoves, etc.) shall be wiped with a damp cloth and window cleaner.
[bookmark: FEMA_MERS_MAYNARD_JANITORIAL_STATEMENT_O]WEEKLY	All smudges, spots, and fingerprints shall be removed from all walls and doors.
The entire cafeteria, kitchen and lounge room floor shall be swept clean of trash/debris and damp mopped. No water spots shall remain visible.
Sinks, countertops, appliances (i.e., microwave ovens, stoves, etc.) and piping shall be wiped with an odorless, non-allergenic disinfectant solution using a non-abrasive cloth. Bright metal appliances shall be polished. All counter surfaces, glass, shelving, equipment, and piping shall be damp wiped and polished dry.
The refrigerator and the freezer (located on the first floor level) shall be cleaned inside and outside with a non- abrasive cleaner and deodorized.




Stairwells and Elevator


DAILY	Areas shall be swept and debris removed.
Spills and stains shall be spot cleaned with a damp mop or cloth.
WEEKLY	Stairs, landings and elevator floors shall be damp mopped.
TWICE PER MONTH 	Stairwell handrails, ledges, grills, and doors shall be dusted and damp
wiped.
The entire interior surface (including doors) of the elevators shall be swept clean and damp wiped. The walls shall be polished with a non-abrasive agent.


Toilet Rooms, with or without Shower Stalls


DAILY                               The floors in toilet rooms (with or without shower stalls) shall be swept, wet 
mopped, and scrubbed with a germicidal disinfectant (i.e., ammonia, pine oil, etc.), and rinsed with clean water.

The water closets, seats, and urinals shall be washed and sanitized.
Washbasins shall be thoroughly cleaned.
Mirrors, shelving, dispensers, chromium fixtures, and piping shall be damp moped and polished dry.
Wall surfaces, partitions, doors, and waste receptacles shall be spot cleaned.
Paper towel waste receptacles shall be emptied and the contents properly disposed of.
Wastepaper baskets shall be emptied and the bags shall be replaced. The wastepaper /trash shall be removed to the main disposal area.
All wall surfaces shall be spot cleaned.
TWICE PER MONTH            The full surface areas of all partitions and doors shall be thoroughly
damp wiped. Shower stalls shall be thoroughly scrubbed (including shower, shower head, soap dish, shower walls, shower ceiling, shower drain, etc.).
Air vents and louvers, ledges, and stall partitions shall be dusted.
MONTHLY	All  wastepaper  receptacles  shall  be  washed  with  a
disinfectant and then rinsed, inside and outside.
All traps and floor drains shall be treated with bacterial, organic based type chemical(s) until the traps are completely odor free.
Refill toilet tissue, paper towels, soap, etc.
Outside Entrances, Foyer, and Smoking Areas


DAILY		Entrance sidewalks, adjacent areas, and the entrance carpet shall be swept clean of debris and all litter shall be properly removed and disposed of.
Vacuum carpets in foyer and front hallway.
Smoking material containers shall be emptied and the contents safely (fully extinguished) disposed of. Container(s) than shall be thoroughly cleaned.
 WEEKLY 	                  The glass on both sides (inside and outside) of the entrance doors shall be damp
wiped and dried. All metal of the entrance doors (i.e., kick

plates, push bars, metal frames, etc.) shall be cleaned and polished.
DAILY/AS REQUIRED        During inclement (snow and/or ice) weather a 8-foot wide walking
path from the black top to the front door shall be shoveled (clear) and maintained. Ice melt and/or sand shall be spread over icy (walking) areas.
VSAB Floor Maintenance (VSAB) Vehicle Service/ Maintenance (R121) and Vehicle Storage Bay floors as indicated below to include Bay Cleaning/Dusting



TWICE PER MONTH




WHEN REQUESTED

The "Red Painted" walkway in the center of the Maintenance, Vehicle Storage areas and the Pathways to the Emergency Fire Exits shall be vacuumed, swept and damp mopped with an odorless, non-allergenic detergent solution. Condensation or water build up on floors shall be mopped up, as necessary.
A quote will be provided in advance, of the Square Footage of area to be cleaned.
VSAB Storage Bay [28,800 sq. ft.] and Service Maintenance (R121) Bay
[1,800 sq. ft.]
Floors shall be thoroughly cleaned and scrubbed using an industrial scrubbing machine. All floor drains and gutters cleaned and washed. Vehicles that cause a hindrance to this requirement shall be removed by FEMA personnel.
Clean/dust or vacuum the entire VSAB Storage Bay and Service/Maintenance Bay horizontal surfaces.


6.3 OPERATIONAL REQUIREMENTS 
The contractor shall be responsible for developing and executing detailed operating plans and procedures for all areas of responsibility thirty (30) days after start of work. These work plans must provide the highest possible operational efficiency compatible with cleaning requirements and energy conservation. The contractor shall maintain monthly Quality Control (QC) Reports. Forms and/or formats for QC Reports will be provided by the contractor. These must be approved by the COTR. The contractor shall make the QC Reports available for inspection by CO or The COTR.


6.4 [bookmark: 6.4__EMERGENCY_CALL-BACK_SERVICE_(OVERTI]EMERGENCY CALL-BACK SERVICE (OVERTIME)


a. During other than official working hours the contractor shall respond, by phone promptly (within an hour) to requests for Emergency Call Back Services.

b. The contractor shall perform emergency call-backs as requested. Requests for service shall be made by the COTR or others designated by the CO or the COTR by telephone or other means.

6.5 [bookmark: _TOC_250001]CONTRACTOR RECORDS

a. The Contractor shall maintain, as a minimum, records as defined below. At the end of the contract, all such records shall become property of the Government. The Government will have access to all such records at any time during the contract period and may make copies available to any party at its discretion.
b. The records to be maintained and to become government property are:
(I) Property Plans & Drawings
(2) Contingency Plan in the event of Strike (work stoppage)
(3) Emergency Call Back Services Records
(4) Records of Reimbursable Services
(5) Equipment/Tools Inventory
(6) Quality Control Plan/Reports

6.6 [bookmark: _TOC_250000]REPORTS

a. The Contractor will submit monthly reports to the COTR of all work planned, accomplished, and the status of backlog (work in arrears). This report must be submitted within ten (10) calendar days after the end of the reporting month.
b. These reports will be submitted to the COTR and after inspection and acceptance will be forwarded to the CO to become part of the official contract file.

6.7 PRIVACY CLAUSES

HSAR 3052.240-71 CONTRACTOR EMPLOYEE ACCESS  (HSAR DEVIATION 25-12) (Effective November 3, 2025)
1. Controlled Unclassified Information (CUI) is any information the Government creates or possesses, or an entity creates or possesses for or on behalf of the Government (other than classified information) that a law, regulation, or Governmentwide policy requires or permits an agency to handle using safeguarding or dissemination controls. This definition includes the following CUI categories and subcategories of information:

0. Chemical-terrorism Vulnerability Information (CVI) as defined in 6 CFR part 27, “Chemical Facility Anti-Terrorism Standards,” and as further described in supplementary guidance issued by an authorized official of the Department of Homeland Security (including the Revised Procedural Manual “Safeguarding Information Designated as Chemical-Terrorism Vulnerability Information” dated September 2008);

0. Protected Critical Infrastructure Information (PCII) as set out in the Critical Infrastructure Information Act of 2002 (title XXII, subtitle B of the Homeland Security Act of 2002 as amended through Pub. L. 116–283), PCII’s implementing regulations (6 CFR part 29), the PCII Program Procedures Manual, and any supplementary guidance officially communicated by an authorized official of the Department of Homeland Security, the PCII Program Manager, or a PCII Program Manager Designee;

0. Sensitive Security Information (SSI) as defined in 49 CFR part 1520, “Protection of Sensitive Security Information,” as amended, and any supplementary guidance officially communicated by an authorized official of the Department of Homeland Security (including the Assistant Secretary for the Transportation Security Administration or designee), including Department of Homeland Security MD 11056.1, “Sensitive Security Information (SSI)” and, within the Transportation Security Administration, TSA MD 2810.1, “SSI Program”;
0. Homeland Security Agreement Information means information the Department of Homeland Security receives pursuant to an agreement with State, local, Tribal, territorial, or private sector partners that is required to be protected by that agreement. The Department receives this information in furtherance of the missions of the Department, including, but not limited to, support of the Fusion Center Initiative and activities for cyber information sharing consistent with the Cybersecurity Information Sharing Act of 2015;

0. Homeland Security Enforcement Information means unclassified information of a sensitive nature lawfully created, possessed, or transmitted by the Department of Homeland Security in furtherance of its immigration, customs, and other civil and criminal enforcement missions, the unauthorized disclosure of which could adversely impact the mission of the Department;

0. International Agreement Information means information the Department of Homeland Security receives that is required to be protected by an information sharing agreement or arrangement with a foreign government, an international organization of governments or any element thereof, an international or foreign public or judicial body, or an international or foreign private or non-governmental organization;

0. Information Systems Vulnerability Information (ISVI) means:

6. Department of Homeland Security information technology (IT) systems data revealing infrastructure used for servers, desktops, and networks; applications name, version, and release; switching, router, and gateway information; interconnections and access methods; and mission or business use/need. Examples of ISVI are systems inventories and enterprise architecture models. Information pertaining to national security systems and eligible for classification under Executive Order 13526 will be classified as appropriate; and/or

6. Information regarding developing or current technology, the release of which could hinder the objectives of the Department, compromise a technological advantage or countermeasure, cause a denial of service, or provide an adversary with sufficient information to clone, counterfeit, or circumvent a process or system;

0. Operations Security Information means Department of Homeland Security information that could be collected, analyzed, and exploited by a foreign adversary to identify intentions, capabilities, operations, and vulnerabilities that threaten operational security for the missions of the Department;

0. Personnel Security Information means information that could result in physical risk to Department of Homeland Security personnel or other individuals whom the Department is responsible for protecting;
0. Physical Security Information means reviews or reports illustrating or disclosing facility infrastructure or security vulnerabilities related to the protection of Federal buildings, grounds, or property. For example, threat assessments, system security plans, contingency plans, risk management plans, business impact analysis studies, and certification and accreditation documentation;
0. Privacy Information includes both Personally Identifiable Information (PII) and Sensitive Personally Identifiable Information (SPII). PII refers to information that can be used to distinguish or trace an individual’s identity, either alone, or when combined with other information that is linked or linkable to a specific individual; and SPII is a subset of PII that if lost, compromised, or disclosed without authorization could result in substantial harm, embarrassment, inconvenience, or unfairness to an individual. To determine whether information is PII, DHS will perform an assessment of the specific risk that an individual can be identified using the information with other information that is linked or linkable to the individual. In performing this assessment, it is important to recognize that information that is not PII can become PII whenever additional information becomes available, in any medium or from any source, that would make it possible to identify an individual. Certain data elements are particularly sensitive and may alone present an increased risk of harm to the individual.

10. Examples of stand-alone PII that are particularly sensitive include: Social Security numbers (SSNs), driver’s license or State identification numbers, Alien Registration
Numbers (A-numbers), financial account numbers, and biometric identifiers.

10. Multiple pieces of information may present an increased risk of harm to the individual when combined, posing an increased risk of harm to the individual. SPII may also consist of any grouping of information that contains an individual’s name or other unique identifier plus one or more of the following elements:

1. Truncated SSN (such as last 4 digits);
1. Date of birth (month, day, and year);
1. Citizenship or immigration status;
1. Ethnic or religious affiliation;
1. Sexual orientation;
1. Criminal history;
1. Medical information; and
1. System authentication information, such as mother’s birth name, account passwords, or personal identification numbers (PINs).

10. Other PII that may present an increased risk of harm to the individual depending on its context, such as a list of employees and their performance ratings or an unlisted home address or phone number. The context includes the purpose for which the PII was collected, maintained, and used. This assessment is critical because the same information in different contexts can reveal additional information about the impacted individual.

1. Information Resources means information and related resources, such as personnel, equipment, funds, and information technology.
1. Contractor employees working on this contract must complete such forms as may be necessary for security or other reasons, including the conduct of background investigations to determine suitability. Completed forms shall be submitted as directed by the Contracting Officer. Upon the Contracting Officer’s request, the Contractor’s employees shall be fingerprinted or subject to other investigations as required. All Contractor employees requiring recurring access to government facilities or access to CUI or information resources are required to have a favorably adjudicated background investigation prior to commencing work on this contract unless this requirement is waived under Departmental procedures.

1. The Contracting Officer may require the Contractor to prohibit individuals from working on the contract if the Government deems their initial or continued employment contrary to the public interest for any reason, including, but not limited to, carelessness, insubordination, incompetence, or security concerns.

1. Work under this contract may involve access to CUI. The Contractor shall access and use CUI only for the purpose of furnishing advice or assistance directly to the Government in support of the Government’s activities, and shall not disclose, orally or in writing, CUI for any other purpose to any person unless authorized in writing by the Contracting Officer. For those Contractor employees authorized to access CUI, the Contractor shall ensure that these persons receive initial and refresher training concerning the protection and disclosure of CUI. Initial training shall be completed within 60 days of contract award and refresher training shall be completed every 2 years thereafter.

1. The Contractor shall include this clause in all subcontracts at any tier where the subcontractor may have access to government facilities, CUI, or information resources.




HSAR 3052.240-71 CONTRACTOR EMPLOYEE ACCESS ALT II (HSAR DEVIATION 25-12) (Effective November 3, 2025)
(g) Each individual employed under the contract shall be a citizen of the United States of America, or an alien who has been lawfully admitted for permanent residence as evidenced by a Permanent Resident Card (USCIS I-551). Any exceptions must be approved by the Department's Chief Security Officer or designee.
(h) Contractors shall identify in their proposals, the names and citizenship of all non-U.S. citizens proposed to work under the contract. Any additions or deletions of non-U.S. citizens after contract award shall also be reported to the Contracting Officer.

[bookmark: SOW_Unclassified-only_Security_Language]SECURITY LANGUAGE – Unclassified only



All personnel require access to unclassified information only. Contractor must ensure contractor employees receive a favorably background investigation prior to entry on duty (EOD). All individuals will be U.S. citizens. The contractor shall follow the standards established within DHS and FEMA policy.

OPSEC Training:
Contractors and Subcontractors who are working on this contract shall receive the OPSEC Awareness Brief.

Access to the briefing can be obtained at OPSEC Awareness for Military Members, DOD Employees and Contractors

Send the certificate of completion to the FEMA Contracting Officer Representative no later than 30 calendar days after awarded contract. New employees entering the contract must receive the briefing within ten (10) business days of joining the contract.

Insider Threat Training:
Insider Threat training for Contractors can be found at: Insider Threat Awareness

Certificate of training is required for all cleared contractor employees who are working with classified or unclassified information. All certificates must be sent to the assigned FEMA Contracting Officer Representative, before the Contractor or Subcontractor is granted access to classified or unclassified information but no later than 30 calendar days after awarded contract. All cleared contractor personnel are required to recertify Insider Threat training annually thereafter. New employees entering the contract must receive the briefing within ten (10) business days of joining the contract.

Background Investigations
All contractor personnel who require access to DHS or FEMA information systems, routine access to DHS or FEMA facilities, or access to sensitive information, including but not limited to Personally Identifiable Information (PII), shall be subject to a full background investigation commensurate with the level of the risk associated with the job
function or work being performed. FEMA’s Personnel Security Division (PSD) will determine the risk designation for each contractor position by comparing the functions and duties of the position against those of a same or similar federal position, applying the same standard for evaluating the associated potential for impact on the integrity and efficiency of federal service.

Low Risk without Information System Access
Contractor personnel occupying positions or performing functions with a Low Risk designation and who do not require access to DHS or FEMA information systems may undergo a Tier 1 investigation with a credit check and must


receive a favorable adjudication thereof from FEMA PSD prior to performing work under this contract. (also reference Facility Access).

Low Risk with Information System Access
Contractor personnel occupying positions or performing functions with a Low Risk designation and who require access to DHS or FEMA information systems shall undergo a Tier 2 Suitability Background Investigation (T2) and must receive a favorable adjudication thereof from FEMA PSD prior to performing work under this contract.

Moderate Risk
Contractor personnel occupying positions or performing functions with a Moderate Risk designation shall undergo a Tier 2 Suitability Background Investigation (T2) and must receive a favorable adjudication thereof from FEMA PSD prior to performing work under this contract.

High Risk
Contractor personnel occupying positions or performing functions with a High Risk designation shall undergo a Tier 4 Suitability Background Investigation (T4) and must receive a favorable adjudication thereof from FEMA PSD prior to performing work under this contract.

Background Investigation Process
To initiate the request to process contractor personnel, the Contractor shall provide the FEMA Contracting Officer’s Representative (COR) with all required information and comply with all necessary instructions to complete Section II of the FEMA Form 121-3-1-6, “Contract Fitness/Security Screening Request.” The FEMA COR shall ensure that all other applicable sections of the FEMA Form 121-3-1-6 are complete prior to submitting the form to FEMA PSD for processing. The Contractor shall also provide the FEMA COR with completed OF 306, “Declaration for Federal
Employment,” forms for all contractor personnel.

Contractor personnel who already have a favorably adjudicated background investigation, may be eligible to perform work under this contract without further processing by FEMA PSD if:
· the investigation was completed within the last five years,

· it meets or exceeds the minimum requirement for the position they will occupy or functions they will perform on this contract,
· the contractor personnel have not had a break in employment since the prior favorable adjudication, and,

· FEMA PSD has verified the investigation and confirmed that no new derogatory information has been disclosed which may require a reinvestigation.
FEMA PSD will notify the COR of the names of the contractor personnel eligible to work based on prior, favorable adjudication. The COR will, in turn, notify the Contractor of the names of the favorably adjudicated contractor
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personnel, at which time the favorably adjudicated contractor personnel will be eligible to begin work under this contract.
For those contractor personnel who do not have an acceptable, prior, favorable adjudication or who otherwise require reinvestigation, FEMA PSD will issue an electronic notification via email directly to the contractor applicant/personnel that contains the following documents, which are incorporated into this contract by reference, along with a link to the National Background Investigation Services (NBIS) e-Application (eAPP) online system and instructions for submitting the necessary information:
· Standard Form 85P, “Questionnaire for Public Trust Positions”

· Optional Form 306, “Declaration for Federal Employment”

· SF 87, “Fingerprint Card” (2 copies)

· DHS Form 11000-6, “Non-Disclosure Agreement”

· DHS Form 11000-9, “Disclosure and Authorization Pertaining to Consumer Reports Pursuant to the Fair Credit Reporting Act”
FEMA PSD will only accept complete packages consisting of all of the above document and Standard Form 85P, which must be completed electronically through the National Background Investigation Services (NBIS) e-Application (eAPP) online system. The Contractor is responsible for ensuring that all contractor personnel timely and properly submit all required background information.
Once contractor personnel have properly submitted the complete package of all required background information, FEMA’s Personnel Security Division, at its sole discretion, may grant contractor personnel temporary eligibility to perform work under this contract prior to completion of the full background investigation if the Personnel Security Division’s initial review of the contractor personnel’s background information reveals no issues of concern. In such cases, FEMA’s Personnel Security Division will provide notice of such temporary eligibility to the COR who will then notify the Prime Contractor, at which time the identified contractor personnel will be temporarily eligible to begin work under this contract. Neither the Prime Contractor nor the contractor personnel has any right to such a grant of temporary eligibility. The grant of such temporary eligibility shall not be considered as assurance that the contactor personnel will remain eligible to perform work under this contract upon completion of and final adjudication of the full background investigation.
Upon favorable adjudication of the full background investigation, FEMA’s Personnel Security Division will update the contractor personnel’s security file and take no further action. In any instance where the final adjudication results in an unfavorable determination FEMA’s Personnel Security Division will notify the contractor personnel directly, in writing, of the decision and will provide the COR with the name(s) of the contractor personnel whose adjudication was unfavorable. The COR will then forward that information to the Contractor. Contractor personnel who receive an unfavorable adjudication shall be ineligible to perform work under this contract. Unfavorable adjudications are final and not subject to review or appeal.
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Continued Eligibility and Reinvestigation
Eligibility determinations based on a Low Risk T1, Moderate Risk T2S or High Risk T4 are valid for five years from the date that the investigation was completed and closed. Contractor personnel required to undergo a background investigation to perform work under this contract shall be ineligible to perform work under this contract upon the expiration the background investigation unless and until the contractor personnel have undergone a reinvestigation and FEMA’s Personnel Security Division has renewed their eligibility to perform work under this contract.

Exclusion by Contracting Officer
The Contracting Officer, independent of FEMA’s Personnel Security Division, may direct the Contractor be excluded from working on this contract. Any contractor found or deemed to be unfit or whose continued employment on the contract is deemed contrary to the public interest or inconsistent with the best interest of the agency may be removed.

Foreign Travel and Government-Issued Equipment
Per DHS and FEMA IT policy, FEMA employees and contractors are not authorized to take government-issued equipment, including cell phones, computers, or tablets such as iPads, outside of the United States regardless of the reason for travel. If government-issued equipment is required for official foreign travel, FEMA government employees may request having their equipment configured for international travel or a temporary loaner device by completing FEMA Form 122-1-1-1, through the ServiceNow portal. FEMA contractors must contact their contracting officer’s representative (COR) for further guidance.

If your device is detected as operating outside of the United States and its territories it will be disabled, and your information will be forwarded to the Office of Professional Responsibility for review.

Facility Access
The Contractor shall comply with FEMA Directive 121-1 “FEMA Personal Identity Verification Guidance,” FEMA Directive 121-3 “Facility Access,” and FEMA Manual 121-3-1 “FEMA Credentialing Access Manual,” to arrange for contractor personnel’s access to FEMA facilities, which includes, but is not limited to, arrangements to obtain any necessary identity badges for contractor personnel.
Contractor personnel working within any FEMA facility who do not require access to DHS or FEMA IT systems and do not qualify for a PIV Card may be issued a Facility Access Card (FAC). FACs cannot exceed 180 days; all contractors requiring access greater than 180 days will need to qualify for and receive a PIV card before being allowed facility access beyond 180 days.
Contractor personnel shall not receive a FAC until they have submitted a SF 87, “Fingerprint Card,” and an OF306, Declaration for Federal Employment, and receive approval from FEMA PSD. Contractor personnel using a FAC for access to FEMA facilities must be escorted in Critical Infrastructure areas (i.e., server rooms, weapons rooms, mechanical rooms, etc.) at all times.
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FEMA may deny facility access to any contractor personnel whom FEMA’s Office of the Chief Security Officer has
determined to be a potential security threat.

Separation of Contract
The Contractor shall notify the FEMA COR of all terminations/resignations within five calendar days of occurrence. The Contractor must account for all forms of Government-provided identification issued to contractor employees under a contract (i.e., the PIV cards or other similar badges) must return such identification to FEMA as soon as any of the following occurs:
· When no longer needed for contract performance.

· Upon completion of a contractor employee’s employment.

· Upon contract completion or termination.

If an identification card or building pass is not available to be returned, the Contractor shall submit a report to the FEMA COR, referencing the pass or card number, name of the individual to whom it was issued, and the last known location and disposition of the pass or card.
The Contractor or contractor personnel’s failure to return all DHS- or FEMA-issued identification cards and building passes upon expiration, upon the contractor personnel’s removal from the contract, or upon demand by DHS or FEMA may subject the contractor personnel and the Contractor to civil and criminal liability.
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