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INSTRUCTIONS TO OFFEROR

In addition to the items specified in the solicitation below, the following information is necessary
to enable proper evaluation of offers in response to this solicitation.

Technical factors are more important than price factors alone. However, as the quality of the
technical proposals increases, price factors will become increasingly more important.

Proposals are due by September 29, 2014 at 5:00 pm ET and shall be sent to the attention of
Amy McCormick at amy.mccormick@csb.gov.

An offeror must submit each of the following as part of a complete proposal package. Each
section (a, b, and ¢) must be independent of one another and there must be no duplication of
information anywhere.

The total written proposal package including cover page, price proposal, and technical approach
may not exceed 5 pages in length (single or double spaced, 10-point font minimum).
Representations and certifications will not be counted in the total page count.

(@) Cover Page including the following information at minimum:

e Company Name as it appears at www.SAM.gov,

e Company DUNS Number, and

e Company Point of Contact (POC) for this acquisition including name, title, phone
number, and email address.

(b) Price Proposal:

e Provide a fully-loaded, firm fixed price for computer programming as described below
and in accordance with the timetable provided below.

(c) Non-Price Proposal Evaluation Factor:

e Technical Approach: The offeror shall provide a detailed plan for carrying out the
services as described in the PWS. This plan must demonstrate how the offeror will use
sound business practices, qualified people, in-depth knowledge, and technology to carry
out the tasks listed in the PWS. The offeror must designate personnel with qualifications
who will be assigned to this contract. The technical approach will be evaluated based on
the demonstration of the offeror's ability to effectively perform services that meet the
CSB’s requirements, as described in the PWS.
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Performance Work Statement

Computer Code Writing
September 22, 2014

BACKGROUND OF CSB:

The Chemical Safety and Hazard Investigation Board (CSB) is an independent federal agency
with the mission of investigating serious chemical accidents and recommending measures to
prevent future accidents. The CSB is a scientific and technical advisory organization; it is not an
enforcement or regulatory body. Established by the Clean Air Act Amendments of 1990, the
CSB is responsible for determining the probable causes of incidents, issuing safety
recommendations, and studying chemical safety issues. Section 112 (r) (6) (G) of the Clean Air
Act prohibits the use of any conclusions, findings, or recommendations of the CSB relating to
any chemical incident from being admitted as evidence or used in any lawsuit arising from any
matter mentioned in an investigation report.

OBJECTIVE:

CSB requires the ability to efficiently enter citations within Microsoft Word in an automated way
that includes additional document types and formats not currently supported by the citation
features built into Microsoft Word.

TASKS:

1. Create an interface within Microsoft Word that:

a. Accommodates the document types, and formatted in accordance with, the
scientific/legal hybrid approach described in the CSB Style Guide document (to be
provided before work is begun), including format of the footnote—font style, font
size, and text indentations.

b. The cited references need to appear as footnotes, marked by a superscript notation
within the text.

c. Does not require the user to insert semicolons between multiple authors of a
citation.

d. For any citation type, the option of including an URL and the date accessed.

e. Retains the “Manage Sources” functionality currently found in the citations
features built into Microsoft Word.

f. Is compatible with Microsoft Word 2007 and Microsoft 365.

2. Research the option of having the choice to have footnotes be colored in red, for no more
than 8 hours, and if deemed feasible, include the capability in the final product.

DELIVERABLES:

1. Customized XSL style sheet along with basic instructions on how to install and use it.
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2. Phone conversation(s) to address initial installation and to ensure it is functioning
properly.

3. After an initial CSB review period of four weeks, follow-on support to review and
address any issues identified.

4. After making the agreed-upon edits, provide the final XSL style sheet and instructions.

TIMETABLE:

The CSB will hold an initial teleconference within five business days of contract award to review
and confirm the details of the contractor’s approach. Delivery of the preliminary style sheet and
instructions shall occur within three weeks. Upon delivery of the preliminary style sheet and
instructions, an additional teleconference to ensure the style sheet is installed and functioning
properly on an initial CSB computer. The CSB will be responsible for setting up the style sheet
on any subsequent computers.

After a 4-week period of use and assessment, CSB will provide Contractor with a document
containing detailed feedback on any issues encountered and/or requested changes. Contractor
disposition each item and review with CSB before making any changes. Contractor will finalize
the style sheet and instructions and provide them to CSB within 2 weeks of receiving feedback.

PROGRESS REPORTS:

Due to the short overall duration of the work under this micro-purchase, no formal progress
reports will be required. Nonetheless, the contractor shall promptly report to the CSB
Contracting Officer’s Representative (COR) any matters requiring immediate CSB attention. It
is particularly important that the contractor promptly report to the COR any issues that might
adversely affect its ability to meet any requirement, including the timetable, of this micro-
purchase. The COR may ask the contractor for informal progress updates at any time.

PAYMENT:
Following the completion of all work required by this Performance Work Statement (PWS), the
contractor shall submit an invoice to the CSB COR for payment. Payment of the invoice will be

authorized upon the COTR’s determination that the work covered by the invoice has been
performed and received, and meets the requirements set forth in the PWS.

CONTRACT TYPE:

This will be a firm fixed price contract.
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ADDITIONAL TERMS:

As a condition of performance under this micro-purchase, the contractor agrees to comply with
the following additional terms:

1. Public Release of Information

Contractor shall submit any proposed public release of information pertaining to its work for
the CSB to the General Counsel of the CSB for approval prior to release. Contractor shall not
release any such information without prior written approval from the CSB General Counsel.

2. Personnel Security Requirement

Contractor, Contractor personnel assigned to perform work for the CSB, and any
subcontractor retained by Contractor shall execute a non-disclosure agreement as a condition for
granting those individuals/entities access or potential access to trade secret and confidential
business information.

3. Proprietary Rights

Contractor agrees that all property rights, including publication rights, in any information and
materials that are newly produced by the Contractor specifically for the CSB under this micro-
purchase shall vest in the government. Information and materials shall include, but not be
limited to: progress reports, source data, plans, systems analyses, reports, extracts, test data, and
procedures. Contractor shall not publish any of the results of its work for the CSB without the
prior written approval of the General Counsel of the CSB.
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Commercial Items
Terms and Conditions

52.212-5 Contract Terms and Conditions Required to Implement Statutes or Executive
Orders—Commercial Items (JAN 2014).

(@) The Contractor shall comply with the following Federal Acquisition Regulation (FAR)
clauses, which are incorporated in this contract by reference, to implement provisions of law or
Executive orders applicable to acquisitions of commercial items:

1) , Combating Trafficking in Persons (Feb 2009) ( ).
___Alternate I (Aug 2007) of ( ).
2 , Protest After Award (AuG 1996) ( ).
3) , Applicable Law for Breach of Contract Claim (OcT 2004) (Pub. L. 108-77,
108-78).

(b) The Contractor shall comply with the FAR clauses in this paragraph (b) that the
Contracting Officer has indicated as being incorporated in this contract by reference to
implement provisions of law or Executive orders applicable to acquisitions of commercial items:

x_ () , Restrictions on Subcontractor Sales to the Government (Sept 2006), with
Alternate I (Oct 1995) ( and ).
xX_(2 , Contractor Code of Business Ethics and Conduct (Apr 2010) (Pub. L.
110-252, Title VI, Chapter 1( )).
(3 , Whistleblower Protections under the American Recovery and
Reinvestment Act of 2009 (June 2010) (Section 1553 of Pub. L. 111-5). (Applies to contracts
funded by the American Recovery and Reinvestment Act of 2009.)

) , Reporting Executive Compensation and First-Tier Subcontract Awards
(Jul 2013) (Pub. L. 109 -282) ( ).

G , American Recovery and Reinvestment Act—Reporting Requirements
(Jul 2010) (Pub. L. 111 -5).

_X_(6) , Protecting the Government’s Interest When Subcontracting with
Contractors Debarred, Suspended, or Proposed for Debarment. (Aug 2013) (31 U.S.C. 6101
note).

x_(7) , Updates of Publicly Available Information Regarding Responsibility
Matters (Jul 2013) (41 U.S.C. 2313).

_X_(8) , Prohibition on Contracting with Inverted Domestic Corporations

(May 2012) (section 738 of Division C of Pub. L. 112-74, section 740 of Division C of Pub. L.
111-117, section 743 of Division D of Pub. L. 111-8, and section 745 of Division D of Pub. L.

110-161).
) , Notice of HUBZone Set-Aside or Sole-Source Award (Nov 2011)
( )-
(10 , Notice of Price Evaluation Preference for HUBZone Small Business

Concerns (JAN 2011) (if the offeror elects to waive the preference, it shall so indicate in its offer)
( ).
__(11) [Reserved]
(12 , Notice of Total Small Business Set-Aside (Nov 2011) ( ).
__ (i) Alternate 1 (Nov 2011).
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__ (i) Alternate 11 (Nov 2011).
_ (13)() , Notice of Partial Small Business Set-Aside (June 2003)
( ).
__ (i) Alternate I (Oct 1995) of
__ (i) Alternate 11 (Mar 2004) of

_ (19 , Utilization of Small Business Concerns (Jul 2013)
( and (3)).
__(15)() , Small Business Subcontracting Plan (Jul 2013) ( ).

__ (i) Alternate | (Oct 2001) of
__(iii) Alternate 11 (Oct 2001) of
__(iv) Alternate 111 (Jul 2010) of

__(16) , Notice of Set-Aside of Orders (Nov 2011)( ).
__ (7 , Limitations on Subcontracting (Nov 2011) ( ).
_(18) , Liquidated Damages—Subcontracting Plan (Jan 1999) (
).
_ (19)() , Notice of Price Evaluation Adjustment for Small Disadvantaged
Business Concerns (OcT 2008) ( ) (if the offeror elects to waive the adjustment, it

shall so indicate in its offer).
__ (i) Alternate | (June 2003) of

. (20) , Small Disadvantaged Busmess Participation Program—Disadvantaged

Status and Reporting (Jul 2013) (Pub. L. 103-355, section 7102, and ).
_ (21 , Small Disadvantaged Business Participation Program—

Incentive Subcontractlng (Oct 2000) (Pub. L. 103-355, section 7102, and ).

_(22) , Notice of Service-Disabled Veteran-Owned Small Business Set-Aside
(Nov 2011) ( ).

_(23) , Post Award Small Business Program Rerepresentation (Jul 2013)
( ).

(29 , Notice of Set-Aside for Economically Disadvantaged Women-Owned

Small Business (EDWOSB) Concerns (Jul 2013) ( ).

__(25) , Notice of Set-Aside for Women-Owned Small Business (WOSB)
Concerns Eligible Under the WOSB Program (Jul 2013) ( ).

_X_(26) , Convict Labor (June 2003) (E.O. 11755).

__ (27 , Child Labor—Cooperation with Authorities and Remedies (Jan 2014)
(E.O. 13126).

_X_(28) , Prohibition of Segregated Facilities (Feb 1999).

_X_(29) , Equal Opportunity (Mar 2007) (E.O. 11246).

__(30) Equal Opportunity for Veterans (Sep 2010)( ).

_ (31 , Affirmative Action for Workers with Disabilities (Oct 2010)
( ).

_ (32 , Employment Reports on Veterans (SEp 2010) (38 U.S.C. 4212).

(33 , Notification of Employee Rights Under the National Labor Relations
Act (Dec 2010) (E.O. 13496).

_ (39 , Employment Eligibility Verification (AuG 2013). (Executive Order
12989). (Not applicable to the acquisition of commercially available off-the-shelf items or
certain other types of commercial items as prescribed in )
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(35 , Estimate of Percentage of Recovered Material Content for EPA-
Designated Items (May 2008) ( ). (Not applicable to the acquisition of
commercially available off-the-shelf items.)

__ (i) Alternate I (May 2008) of ( ). (Not applicable to
the acquisition of commercially available off-the-shelf items.)

__(36) , Energy Efficiency in Energy-Consuming Products (Dec 2007) (

).

R EN0) , IEEE 1680 Standard for the Environmental Assessment of Personal

Computer Products (Dec 2007) (E.O. 13423).
__ (i) Alternate | (Dec 2007) of

X (38) , Encouraging Contractor PoI|C|es to Ban Text Messaging While Driving
(Auc 2011) (E.O. 13513)

(39 , Buy American Act—Supplies (Feb 2009) ( ).

__(40)(1) , Buy American Act—Free Trade Agreements—Israeli Trade Act
(Nov 2012) ( note, note,

note, note, Pub L. 103-182, 108-77, 108-78, 108-286, 108-302, 109-53,

109-169, 109-283, 110-138, 112-41, 112-42, and 112-43).
__ (i) Alternate | (Mar 2012) of
__ (i) Alternate 11 (Mar 2012) of
__(iv) Alternate 111 (Nov 2012) of

_ (41 , Trade Agreements (Nov 2013)
( , et seq., note).
(42 , Restrictions on Certain Foreign Purchases (June 2008) (E.O.’s,

proclamations, and statutes administered by the Office of Foreign Assets Control of the
Department of the Treasury).

_(43) , Contractors Performing Private Security Functions Outside the United
States (Jul 2013) (Section 862, as amended, of the National Defense Authorization Act for Fiscal
Year 2008;

__(44) , Notice of Disaster or Emergency Area Set-Aside (Nov 2007) (

).

__(45) , Restrictions on Subcontracting Outside Disaster or Emergency Area
(Nov 2007) ( ).

___(46) , Terms for Financing of Purchases of Commercial Items (Feb 2002)
( , .

__(4n , Installment Payments for Commercial Items (Oct 1995)
( : ).

_X_(48) , Payment by Electronic Funds Transfer—System for Award
Management (Jul 2013) ( ).
(49 , Payment by Electronic Funds Transfer—Other than System for Award

Management (Jul 2013) ( ).

__(50) , Payment by Third Party (Jul 2013) ( ).

__(5)) Prlvacy or Security Safeguards (Aug 1996) ( ).

__(52)(i) , Preference for Privately Owned U.S.-Flag Commercial Vessels
(Feb 2008) ( and )-

__ (i) Alternate | (Apr 2003) of
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(c) The Contractor shall comply with the FAR clauses in this paragraph (c), applicable to
commercial services, that the Contracting Officer has indicated as being incorporated in this
contract by reference to implement provisions of law or Executive orders applicable to
acquisitions of commercial items:

[Contracting Officer check as appropriate.]

)] , Service Contract Act of 1965 (Nov 2007) ( , et seq.).

_ (2 , Statement of Equivalent Rates for Federal Hires (May 1989)
( and , et seq.).

_X_(3) , Fair Labor Standards Act and Service Contract Act—Price Adjustment
(Multiple Year and Option Contracts) (Sep 2009) ( and , et seq.).

) , Fair Labor Standards Act and Service Contract Act—Price Adjustment
(Sep 2009) ( and , et seq.).

__ (B , Exemption from Application of the Service Contract Act to Contracts for
Maintenance, Calibration, or Repair of Certain Equipment—Requirements (Nov 2007) (

, et seq.).

__(6) , Exemption from Application of the Service Contract Act to Contracts for
Certain Services—Requirements (Feb 2009) ( , et seq.).

) , Nondisplacement of Qualified Workers (JAN 2013) (E.O.13495).

__ (8 , Promoting Excess Food Donation to Nonprofit Organizations (Mar 2009)
(Pub. L. 110-247).

) , Accepting and Dispensing of $1 Coin (Sept 2008) ( ).

(d) Comptroller General Examination of Record. The Contractor shall comply with the
provisions of this paragraph (d) if this contract was awarded using other than sealed bid, is in
excess of the simplified acquisition threshold, and does not contain the clause at , Audit
and Records—Negotiation.

(1) The Comptroller General of the United States, or an authorized representative of the
Comptroller General, shall have access to and right to examine any of the Contractor’s directly
pertinent records involving transactions related to this contract.

(2) The Contractor shall make available at its offices at all reasonable times the records,
materials, and other evidence for examination, audit, or reproduction, until 3 years after final
payment under this contract or for any shorter period specified in FAR , Contractor
Records Retention, of the other clauses of this contract. If this contract is completely or partially
terminated, the records relating to the work terminated shall be made available for 3 years after
any resulting final termination settlement. Records relating to appeals under the disputes clause
or to litigation or the settlement of claims arising under or relating to this contract shall be made
available until such appeals, litigation, or claims are finally resolved.

(3) As used in this clause, records include books, documents, accounting procedures and
practices, and other data, regardless of type and regardless of form. This does not require the
Contractor to create or maintain any record that the Contractor does not maintain in the ordinary
course of business or pursuant to a provision of law.

(e)(1) Notwithstanding the requirements of the clauses in paragraphs (a), (b), (c), and (d) of
this clause, the Contractor is not required to flow down any FAR clause, other than those in this
paragraph (e)(1) in a subcontract for commercial items. Unless otherwise indicated below, the
extent of the flow down shall be as required by the clause—

0] , Contractor Code of Business Ethics and Conduct (Apr 2010) (Pub. L. 110-
252, Title VI, Chapter 1 ( )).

Page 8 of 9



(i) , Utilization of Small Business Concerns (Jul 2013) ( and
(3)), in all subcontracts that offer further subcontracting opportunities. If the subcontract (except
subcontracts to small business concerns) exceeds $650,000 ($1.5 million for construction of any

public facility), the subcontractor must include in lower tier subcontracts that offer
subcontracting opportunities.

(iii) , Nondisplacement of Qualified Workers (JAN 2013) (E.O. 13495). Flow
down required in accordance with paragraph (1) of FAR clause .

(iv) , Equal Opportunity (Mar 2007) (E.O. 11246).

(V) , Equal Opportunity for Veterans (Sep 2010) ( ).

(vi) , Affirmative Action for Workers with Disabilities (Oct 2010)
( )-

(vii) , Notification of Employee Rights Under the National Labor Relations Act

(Dec 2010) (E.O. 13496). Flow down required in accordance with paragraph (f) of FAR
clause

(viin) , Service Contract Act of 1965 (Nov 2007) ( , et seq.).
(ix) , Combating Trafficking in Persons (Feb 2009) ( ).
___Alternate | (Aug 2007) of (

x) , Exemption from Application of the SerV|ce Contract Act to Contracts for

Maintenance, Calibratlon or Repair of Certain Equipment-Requirements (Nov 2007) (
, et seq.).

(xi) , Exemption from Application of the Service Contract Act to Contracts for
Certain Services-Requirements (Feb 2009) ( , et seq.).

(xin) , Employment Eligibility Verification (Auc 2013).

(xiii) , Contractors Performing Private Security Functions Outside the United

States (Jul 2013) (Section 862, as amended, of the National Defense Authorization Act for Fiscal
Year 2008; 10 U.S.C. 2302 Note).

(xiv) , Promoting Excess Food Donation to Nonprofit Organizations (Mar 2009)
(Pub. L. 110-247). Flow down required in accordance with paragraph (e) of FAR clause

(xv) , Preference for Privately Owned U.S.-Flag Commercial Vessels
(Feb 2006) ( and ). Flow down required in accordance
with paragraph (d) of FAR clause
(2) While not required, the contractor may include in its subcontracts for commercial items
a minimal number of additional clauses necessary to satisfy its contractual obligations.

(End of clause)

52.217-8 Option to Extend Services (NOV 1999)

The Government may require continued performance of any services within the limits and at the
rates specified in the contract. These rates may be adjusted only as a result of revisions to
prevailing labor rates provided by the Secretary of Labor. The option provision may be exercised
more than once, but the total extension of performance hereunder shall not exceed 6 months. The
Contracting Officer may exercise the option by written notice to the Contractor within 30 days.

(End of clause)
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