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1 Executive Summary

Johnson Space Flight Center (JSC) is an important member of the NASA family: it’s famous Mission Control Center is the operational hub of every human space mission, it serves as the lead NASA center for the International Space Station, and is home to the NASA Astronaut Corps.  JSC also leads NASA's flight-related scientific and medical research efforts, and manages the development, testing, production and delivery of all U.S. human spacecraft.  Within JSC, the Human Resources Office (AH), headed by director Natalie V. Saiz, and the Procurement Directorate (BA), headed by Director Deborah L. Johnson, require continued support services to meet the planning and execution of a wide variety of activities.

Team Kadix is proud to submit this proposal to provide Human Resource and Procurement Offices Support Services at the Johnson Space Flight Center (JSC).  

Kadix Systems (Kadix) has extensive experience and broad capabilities in supporting Federal agencies with overall HR operations and procurement functions, including their infrastructure support activities such as data entry, software analysis, design and development, computer programming, software IV&V, configuration management, and database management.   

Kadix is a growing woman-owned and SBA certified 8(a) and Small Disadvantaged Business (SDB).  We are a business process engineering and organizational change company with a proven record of helping Government customers achieve measurable benefits though improved processes and technology.  Kadix integrates human resources knowledge, science, technology, and process expertise to develop flexible, tailored solutions in line with agency-specific business objectives.  Since our founding in 2001, we have experienced 100% year-on-year growth through our responsiveness to our customers and adherence to our core principles of integrity, professionalism, and quality.   

Kadix has built a portfolio of subject matter and agency-centered business area expertise. We develop and implement dynamic solutions for customers in areas including: Organizational Change Management and BPR; Human Resources, and Procurement and Administrative Support; ERP Implementation and Office Information Systems Development; Managed Multimedia Communications Services; and Program/Project Management.

Kadix’s agency and subject matter expertise, combined with our value-driven process engineering methodology, has produced achievements including:

· Provided survey services and organizational assessments  across seven regions defining core competencies, common processes, and common data requirements for major Navy Human Resources process reengineering initiative; providing a single process across all regions

· Supported conversion of official personnel files (OPF) to an electronic database and provided specialized subject matter expertise related to OPFs for the U.S. Coast Guard 

· Provided strategic planning and Human Resources office information systems support at HUD to ensure integration of new HR processes and technology; provided facilitation and program management services to strengthen process improvements and increase productivity

· Performed multimedia training facility design, development, and implementation services; training and curriculum development; website development; and assessment services that enhanced FBI’s language training and assessment programs

· Performed custom software development, system planning and design, data processing, helpdesk support, technical documentation, and training services to develop and integrate an innovative safety program for the Department of Army 

· Provided program management of the design, implementation, and integration of state-of-the-art nationwide video teleconferencing system for IRS, improving agency-wide communications and producing substantial cost savings for the customer

Kadix has joined with RGII Technologies, Inc. (RGII), a Computer Horizons Company to form Team Kadix.  RGII is an experienced SAR R/3 IT services, PMO, and acquisition support contractor, and thus Team Kadix brings the professional expertise and experience required to respond fully to the Statement of Work (SOW). As a team, we are uniquely qualified to provide the Support Services needed to sustain the NASA JSC HRPO systems, applications, and databases.  By leveraging our expertise and knowledge gained from supporting large acquisition and HR operations for NOAA, NAVAIR, NAVSEA, USAF, and other DoD organizations.  Team Kadix will provide:

· Human Resource Management Expertise.  As illustrated in our technical approach, we fully understand the NASA JSC HRPO challenges because we are currently providing workforce procurement and management services to the Global 1000 and federal agencies.

· Lowest Risk.  There is no risk to NASA JSC in selecting Team Kadix.  Our HR and procurement experienced and proven personnel are available now! 

· Best Value.  Our personnel are experienced and cross-trained in multi-functional and technical areas in all task areas. 

We are providing an experienced Program Manager, Mr. Thomas Walker, along with qualified personnel, to assist NASA JSC in supporting their HRPO requirements.  Mr. Walker, earned an M.Sc. in Administration from the Central Michigan University of Houston, a B.Sc. in Vocational Education from Southern Illinois University, and a Graduate Certificate in Human Resource Management from Capella University. He has over 18 years experience in managing projects with multiple priorities and components, and is currently the Executive Officer, Human Space Flight Payloads, NASA JSC Houston, TX.  He has ten citations/medals for outstanding service, [image: image39.wmf]Document
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achievement and professionalism.
Our Proposal is structured as shown to the left.  To facilitate your evaluation, we have included the following sections: Section 1 is this Executive Summary; Section 2 is the overall management approach; Section 3 is the Technical Approach for task orders; Section 4 is Team Kadix’s Past Performance.

Team Kadix has 18 years combined experience managing and supporting similar enterprise and infrastructure support programs, and brings to the NASA JSC HRPO an exceptionally experienced team with the ability to deliver high quality, innovative, performance-based IT services.  The dynamic team together results in best value for the NASA JSC HRPO, with the lowest risk.  

2 Management 

2.1 Overall Management Approach (L.10.1.1)

Team Kadix will partner with NASA JSC HRPO by providing quality services that can be measured through Service Level Agreements (SLA) and performance metrics.  Our overall management approach focuses its efforts on productivity, quality, and service, and is described in the following subsections.  Team Kadix will strive to exceed all existing service levels and the expectations of NASA JSC HRPO, and will establish the processes and procedures needed to interface effectively with NASA customers and contractors.  

2.1.1 Management Processes and Procedures

To meet the requirements of HR Operations, HR Information Systems, and Procurement tasks, Team Kadix will employ its Project Management Methodology, modeled on the internationally recognized standards of the Project Management Institute’s (PMI) Project Management Body of Knowledge (PMBOK().  Our management approach combines attentive task management and highly skilled technical performance at all levels.  We integrate financial, schedule, and quality control checks at the project management and corporate levels and our processes will be customized to accommodate unique NASA objectives.  Team Kadix will offer NASA a formula for success that meets their unique business and technology objectives.  Our methodology comprises the following phases:

· Project Planning – In collaboration with NASA, Team Kadix will conduct an initial planning phase.  During this phase, we will produce a customized baseline project delivery plan that encompasses all management, administrative, and quality processes to enable successful project delivery including: 1) project initiation and pre-planning; 2) staffing management; 3) scope management; 4) risk management; 5) work schedule planning and development; 6) project operating environment planning processes; 7) project quality management; and 8) project communication planning.

· Project Operations & Control – This phase involves the ongoing management of task activities including supervising and delegating work, reviewing progress, and developing and motivating the task order project team.  Specific activities of this phase include: 1) management status and progress reporting; 2) financial reporting; 3) staff status reporting; 4) scope control including issue and change management; and 5) risk management.

· Project Closure – This phase is specifically designed to ensure customer satisfaction and the proper and orderly closure of a task order or project that has run its course as intended (i.e., as planned).  Specific activities of this phase include: 1) task closure planning process; 2) task and project folder closure; 3) team management and client exit debriefing; and 4) task operating environment closure.

A key component of the Team Kadix Project Management Methodology is detailed pre-task planning.  The pre-task planning phase provides the details for the cost estimate and schedule, which are used to build a task order proposal that conforms to task-order and customer requirements.  The task order proposal serves as a collaborative agreement between the CO/COR and the Team Kadix project team and provides specific parameters for task order completion.  A description of our approach to this process is described below and in Figure 1.

Step 1 – The Contracting Officer (CO) issues a written request for a task proposal to Team Kadix.  

Step 2 – The Team Kadix Program Manager reviews the details of the task order request and provides questions for clarification to the CO.  For each task order request, the Team Kadix Program Manager will assign a lead for task order proposal preparation. 

Step 3 – Once the requirements are understood, Team Kadix will prepare the proposal by developing a detailed schedule, determining the appropriate skill mix, scheduling personnel, facilities, or other resources necessary to perform the task, and determining performance and quality criteria.  

Step 4 – The Team Kadix Program Manager will finalize the cost for the task order proposal and deliver to the CO/COR within 10 working days after receipt of the task order request.
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Figure 1:  Team Kadix Task Order Planning Process

Step 5 – NASA will review the task order proposals received and negotiate with the Team Kadix Program Manager as required.

Step 6 – The NASA CO issues the task order to the Team Kadix.

Step 7 – Team personnel will start work on the task order.

2.1.2 Contract Management

Team Kadix’ Contract Administration Plan (CAP) approach combines attentive task management and skilled technical performance at the program/project management level, with integrated financial, schedule, and quality control checks at the corporate accounting level.  Team Kadix is a performance-to-goals contractor in full compliance with Government directives such as the Government Performance Results Act of 1993, the Federal Acquisition Streamlining Act of 1994, and the Federal Acquisition Regulation (FAR).

Progress reports, identifying actual costs expended by labor category, travel, materials, and/or other direct charges, will be provided by the Accounting Department to the Program Manager on a bi-weekly basis.  The Program Manager will also maintain a spreadsheet of all costs associated with each task order.  The spreadsheet will include labor categories, hours expended, travel conducted, and materials used.  The Program Manager will compare his figures with Team Kadix corporate managers to reconcile any differences based on their own records and immediately forward any discrepancies to Corporate Accounting for correction.  The Program Manager will use accounting data to assess performance against the task order plan, evaluating the progress and performance of the task from both a cost and a schedule perspective. 

2.1.2.1 Integrated Technical/Contract Management Approach

An empowered Kadix management team combined with coordinated communication and reporting to NASA Technical and Operational management will be necessary to meet the requirements of the broad range of activities supporting the (JSC) Procurement Acquisition Offices and the Human Resources Department.  To guarantee consistent and quality delivery of each task, our technical and contract management teams will follow an integrated organizational, reporting, and meeting structure.  This structure, following the organization identified in Section 2.1.4, Figure 2, will empower the entire Kadix technical and management team and include all levels in the decision-making process on each NASA task.  The Team Kadix integrated technical and contract management approach is based on ISO 9001:2000 and industry standard best practices for program management, quality management, and document management.  

2.1.2.2 Resolution of Customer Concerns

Team Kadix will perform all the administrative activities required to support the HR Services Operations Branch Customer Service Help Desk.  Team Kadix will resolve all customer problem/inquiries in a courteous and timely manner.  Team Kadix experienced service professionals will answer all inbound calls, emails, faxes, and customer walk-ins and develop detailed management information about those inquiries.  The cost differential between providing customer service with live agents, against an automated, is significant.  Team Kadix has a technically advanced customer support process that will result in higher customer satisfaction and lower long term costs when compared to any conventional customer system.  Recent advances in internet, IVR, ACD, and call management and tracking technologies make this automated process possible.

2.1.3 Systems and Processes

For the NASA tasks, Team Kadix will employ a Defense Contract Audit Agency (DCAA) compliant accounting system, Peachtree Software, which allows tracking of costs and charges at the contract, order, and project level.  Inputs to the Peachtree system including labor hours from employee timesheets, travel, and other direct charges (ODCs), will be used to generate invoices and reports.  As unique control numbers are assigned to each task order within the Peachtree system, charges will be tracked accurately for each task order.  

Peachtree's real-time processing updates all files and records instantly and continuously.  The software’s real-time feature will provide Team Kadix with the ability to retrieve current financial information for a task order at any time.  Peachtree automatically records all transactions in the proper journals, ledgers, files, reports, and records.

2.1.4 Organizational Structure

The Team Kadix organizational structure allows for coordination and communication at all levels and ensures that NASA will receive the highest quality of service delivery.  Figure 2 outlines the Team Kadix organizational structure.
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Figure 2: Team Kadix Contract Organization

The high positioning of the program within the corporate structure provides high visibility to senior management, quick response to NASA JSC HRPO needs and direct commitment to resources.  It is flexible enough to allow sharing of ideas and expertise across the project and the company which is an important part of providing quality services.  

2.1.5 Teaming Arrangements

Kadix has a fully executed Teaming Agreement effective as of October 23, 2004 with RGII for the NASA HRPO contract. Kadix, as the Prime Contractor, will manage the program, as well as any task orders being performed by Kadix personnel, and will be responsible and accountable for coordinating all activities with the Team. Upon contract award, we will execute a Subcontract with RGII and incorporate a Team Operating Procedure (TOP). The TOP will identify the operating guidelines of the Team during the performance of the contract and will streamline and simplify the process of administering the multiple tasks performed by the Team during the period of this contract. 

2.1.5.1 Subcontractor Management

As the principal contact with the NASA Contracting Officer and Project Officers, the Program Manager will coordinate all internal team requirements and present a single team view to the customer. To ensure contractual compliance, the Program Manager, in concert with the Kadix Contracts Administrator, and RGII …, will ensure the flow of work. The following Figure 3 illustrates our proposed work flow to ensure an efficient and effective integrated team.
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Figure 3: Subcontractor Management Approach

2.1.5.2 Cost and Schedule Control

Controlling cost, schedules, and quality of services and products is the responsibility of the Program Manager.  Team Kadix will use a full range of methods, techniques, and tools to monitor and control the tasks, schedules, costs, and quality. An important tenet of our monitoring and control approach is “stay close to the client” to ensure that the customer is satisfied with our work, to identify any potential or actual problem the client perceives, and to identify any new or changed requirements. This customer centric approach has been very successful with other clients.  The table in Figure 4 below highlights some of the customer-centric methods we will use to monitor task performance and their associated benefits.

	Task Monitoring Methods
	Benefit to NASA

	Open, frequent communication with the customer
	Foster teamwork and trust; identify potential problems; identify necessary changes early.

	Management by walking around
	Identify status and potential problems in an informal conversation at each team member’s desk or workstation.

	Meetings (teleconference or face-to-face) with customer, end users, subject matter experts
	Exchange task performance and technical information.

	Weekly status meetings with task team
	Determine progress toward meeting schedule and quality of work.

	Peer reviews of interim work products
	Identify problem areas early; avoid cost overruns.

	Reporting
	Prepare periodic reports, as required by the task order, such as progress reports and monthly reports.

	Use of performance measures
	Determine if technical, schedule, and cost targets are met.

	Corrective action plans
	Document activities and schedules to resolve problems.

	Staffing corrections
	Reassign personnel or change skill mix to accommodate events beyond our control that cause changes to requirements, cost, or schedule in order to meet targets.


Figure 4:  Team Kadix Customer-Centric Task Monitoring Methods

2.1.6 Program Manager Reporting

Team Kadix places a premium on establishing clear and direct lines of communication with NASA JSC HRPO from the outset of the project. Key project roles will work onsite with the government, including the Program Manager, HR Lead, and Procurement Lead. This open, collaborative environment will be supported by regular Progress Reports and daily interaction with HR operations, procurement office and other project stakeholders as illustrated in Figure 5.
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Figure 5: Program Managing Reporting

2.1.7 Technical Challenges and Risks

While performing the required HRPO tasks for NASA JSC, Team Kadix will encounter challenges.  The identification, analysis, and abatement of these challenges and risks will begin during the initial Team Kadix planning activities when risk will be identified for each work breakdown structure element.  Red, amber, and green ratings will be applied to each task and those determined to be red will be immediately worked to identify risk reduction alternatives.  Our risk identification, prioritization, and tracking approach is illustrated in Figure 6.
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Figure 6:  The Team Kadix Risk Mitigation Process Focuses on Early Identification, Tracking, and Abatement of Risk Areas to Assure Quality Services Are Delivered on Time and within Budget

The Program Manager and senior Key Task Personnel will perform an independent assessment and disagreements will be resolved by the Program Manager. Work effort remaining in the amber category, for which risk reduction alternatives have not been identified, will be managed on an exception basis to ensure success. As performance results are quantified in the Performance Measurement process, each amber risk area will be given special analysis to determine progress/level of risk. Areas of work that show increases in risk and potential program impact will be processed through our Risk Mitigation process to reduce program impact. This continuous process of Risk Identification, Performance Measurement, and Risk Mitigation will ensure that risk will be used as a performance parameter in the same sense as cost, schedule, and technical performance thereby helping assure NASA program success. 

2.1.7.1 Risk Control Processes

Our process and tools for risk control are based on techniques developed while providing programmatic support to clients such as NAVAIR, NOAA, USAF, and the U.S. Army. The methodology is network-based and supports development of detailed schedules that include measurable milestones for work progress tracking. The system employs Microsoft Project and Excel for schedule development and analysis, and includes a statistical probability evaluation of the impact of risk on tasks.  The tailorable nature of the systems is its greatest value in terms of meeting various program objectives in the most cost effective manner.  The complexity of the tasks and the importance of schedule/performance make it critical that risks be identified early and appropriate mitigation implemented.  The Program Manager and Team Kadix staff will perform an assessment based on their experience, and discussions with NASA and affected internal customers of HR and Procurement activities. Team Kadix’s standard risk control methodology is depicted in Figure 7. 
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Figure 7:  Team Kadix Standard Risk Evaluation Methodologies.

2.1.7.2 Training in Functional Areas

Training of Team Kadix personnel in task functional areas outlined in the SOW (Human Resources Operations Activities, Human Resources Information Systems, and Procurement Activities) will be accomplished using on-site, off-site, and remote web-based training programs.  We will encourage employees to take advantage of our educational reimbursement and training assistance programs to focus on specific NASA task requirements training, provide financial support in developing skills for both career growth and contract requirements, and encourage employees to establish and follow a defined career path which may lead to internal promotions within the NASA tasks. Each employee will have an understanding of their position responsibilities, authorities, and accountabilities. A comprehensive career path plan individualized for each employee will establish a guide to seek technical and career advancement within the Team Kadix organization.

2.2 Resumes (L.10.1.2)

Team Kadix prides itself in the exceptional staff and talent that we bring to our customer contracts.  We have identified three key personnel for this contract.  

· Program Manager – Thomas Walker
Mr. Walker has an M.Sc. in Administration from Central Michigan University and a Graduate Certificate in Human Resource Management from Capella University.  He has over 18 years experience in managing projects with multiple priorities and components, and is currently the Executive Officer, Human Space Flight Payloads, NASA JSC Houston, TX.  He is experienced in the use and application of SAP/R3 Financial Module, SCM, HR, and Procurement modules. He has ten citations/medals for outstanding service, achievement and professionalism.  

· HR Lead – Virginia DeVane Lopez
Ms. Lopez has a B.Sc. in Business Administration from Livingstone University, Livingstone, Alabama.  She has over 16 years experience in human resource operations and management, including HR policies, Safety/health/environment, project operations, business management, logistics, and training/education.  She has experience using SAP/R3 HR and Procurement modules. 

· Procurement Lead - John Nolan
Mr. Nolan has a B.Sc from Excelcior University, Albany, NY; a contract law degree from the Community College of the Air Force; and is licensed as a Level II Contracting Professional.  Mr. Nolan has over 8 years experience in USAF and NASA Acquisition Programs, and is experienced in the use of SAP/R3 Procurement module.  Mr. Nolan is currently Contract Administrator for various NASA and USAF Programs including the Atlas V Launch Vehicle, the Evolved Expendable Launch Vehicle (EELV), and is involved in the Pre-Award Acquisition Strategy in RFP Preparation.   

Resumes for these Key Personnel are in Appendix A.  All three of these Key Personnel will also be involved in the Phase-In (see Appendix B) following contract award.

2.3 Total Compensation Plan (L.10.1.3)

Team Kadix is committed to encouraging and supporting our employees by continuously assessing the competitiveness of our compensation packages (which includes base salary, incentive compensation program, profit-sharing program, and benefit program) by comparing industry survey data. Assessing the overall compensation program regularly in terms of employee satisfaction and financial affordability for the company, helps Team Kadix modify the various desirable or undesirable aspects of the program.

We empower our employees to make decisions whenever appropriate and possible. Regular feedback from our employees regarding the effectiveness of our corporate management and leadership opens up our communication channels. This feedback is gathered periodically through employee surveys and regular reviews. We regularly apply the resulting data to appropriately correct, modify, and enhance corporate policies to increase employee satisfaction and maintain competitive compensation practices.

We work hard at energizing and expanding our active employee corporate communication by updating employees frequently on the status of our action plans. Encouraging all employees to further develop their professional capabilities through company-sponsored educational reimbursement, and training assistance programs is also primary focus. 

Please see Appendix B (Total Compensation Plan) for complete details on our compensation programs.

2.4 Phase-in Plan (L.10.1.4)

The Team Kadix Phase-In Plan for the 31-day period prior to contract start is at Appendix B.  The plan discusses our approach for transitioning all contract activities, our plan for incumbent personnel capture, and our processes and strategies for effecting a smooth transition of contract NAS9-02050 for the Procurement Offices and Human Resources Support Services.  

Team Kadix appreciates the stresses associated with employment transition. To alleviate anxiety among the incumbent workforce and foster cooperation with the incumbent contractors, Team Kadix will be open with the incumbent, answer incumbent employees' questions honestly, and keep employees informed about transition progress. Interested incumbent employees will be invited to a Team Kadix Open House within 5 days after award date, and conducted during the first week after authority to proceed with infrastructure transition. At this session they can meet and talk with Mr. Walker (Transition Manager and Program Manager) and Team Kadix Human Resources representatives. To assist in this process our Human Resources specialists will provide an information package detailing our corporate descriptions, benefits, hiring eligibility requirements, an interview/Open House invitation, and telephone numbers to each incumbent employee before we schedule the Open House.

During the Phase-In, Mr. Walker and his Transition Team will contact key incumbent personnel by telephone after normal working hours to determine their interests and to establish interview dates. Input from the incumbent company management will provide valuable input to this process. Our Human Resources specialists will update and maintain our personnel database of skills, to include incumbent employees interviewed, hiring decisions, comments, technical expertise, and level of experience to provide the Team Kadix Transition Team with status updates of each incumbent.

Based upon the staffing plan, offers will be made to those incumbents that provide the best match of talent for work to be accomplished and match our corporate productivity quality standards. Our people-oriented environment has produced an incumbent capture rate of 95% for the past 13 years, which significantly reduces the risk of staffing shortfalls.  

2.5 Safety and Health Approach (L.10.1.5)

Team Kadix places a high priority on Safety and Health, and we will not compromise the safety and health of our people and property, nor on the environment.  Team Kadix will work closely with NASA JSC Occupational Safety and Health Program staff to ensure that our safety and health approach and plan fully supports NASA and OSHA policy.   

2.5.1 Safety and Health Policy

Team Kadix is committed to providing a safe and healthy workplace for all its employees.  Management and all employees working at Team Kadix are responsible for the success of the safety and health program.  Both Kadix and RGII are dedicated the safety of all of our employees.  Please refer to Appendix D for a complete overview of our Safety, Health, and compliance Plan. 

NASA's safety priority is to protect: (1) The public, (2) astronauts and pilots, (3) the NASA workforce (including contractor employees working on NASA contracts), and (4) high-value equipment and property.  Team Kadix will take all reasonable safety and occupational health measures consistent with standard industry practice in performing this contract while maintaining NASA’s priorities. Team Kadix will comply with all Federal, State, and local laws applicable to safety and occupational health and with the safety and occupational health standards, specifications, reporting requirements, and any other relevant requirements of this contract.

2.5.2 Safety and Health Compliance Program

Team Kadix complies with all applicable requirements issued by the state and federal Occupational Safety and Health Administration.

Pursuant to NFS 1852-223-73, Team Kadix will implement a Safety and Health Plan for the work to be performed under this contract.  As a minimum, the Safety and Health Plan shall include the following: 

· Safety program objectives. 

· Methods of attaining safety objectives. 

· Responsibility of Team Kadix key personnel.

· Safety meetings, surveys, inspections, and reports. 

· Procedures for disaster and emergency programs.

· Listing of key personnel to be contacted following incidents. 

· The plan will include the statement “Team Kadix will not invalidate the integrity of safety systems/devices without proper authorization". 

2.5.3 Safety and Health Approach

Team Kadix has implemented a site-specific safety and health program for each of its facilities. Employees are expected to take an active role in promoting workplace safety and health.  Team Kadix’s overall approach is to provide regular safety and health awareness training and require its employees to: 

· Work defensively and approach the task with some degree of caution.  Think about the potential hazards.

· If there is an unsafe condition, report it to your supervisor so it can be corrected.  

· Think of others before you leave an unsafe condition unresolved.  

· Wear personal protective equipment when it has been issued to you.  

· Obey and Enforce Safety Standards!  

· Investigate mishaps and near-misses not only to learn lessons, but to facilitate permanent correction of problems. 

· Inspect equipment for hazards!  Be proactive towards safety.  

· Attend accident prevention training classes. 

· Make Safety the First part of every day and every job!  

2.6 Safety, Health and Environmental Compliance Plan (L.10.1.6)

The safety and health plan is a basic contract deliverable and sets forth the basic features and scope of the Team Kadix safety and health program. The plan states how Team Kadix will follow JSC requirements and how it will work with JSC on safety and health matters. If there is no mutual concern for hazards or risk, Team Kadix will follow federal, state, and local regulations with minimum JSC oversight. 

Additional information supplied in the Safety, Health and Compliance Plan (DRD - 2), which is at Attachment D.  

3 Technical Approach – Task Orders (L.10.2)

3.1 Sample Task 1 – HRO Support (L.3)

Task Order HRPO-HR-01
HRO Information Systems, Training, Applications Development, Maintenance, and Database Administration

A.  Technical Understanding of Requirements
Team Kadix proposes three full-time fully experienced and certified Information Systems Analysts and a Lead Analyst to support all HRO Information Systems.  This team will be supported with the software tools and resources needed to perform the support services described below.  

Team Kadix will provide full hardware/software support for all HRO Computer and Non-Computer Training Classrooms located on JSC, including specialized configurations.  Requests for assistance will be prioritized and responded to in sequence, and scheduled so that there is no delay in the start or stop of class and to ensure smooth operation and customer service.  Team Kadix will coordinate training classroom support activities with HRO IT Managers, Computer Training Managers, Budget Analysts and vendors.  

Team Kadix will provide website development, administration, and graphics support for agency and JSC websites, and web applications that are the responsibility of the HRO.  Websites and/or portals developed by Team Kadix will utilize latest technologies, be high quality and creative, and will meet all NASA, JSC, and HRO requirements and standards for registration and security.  Application and website development and maintenance will be interactive using ColdFusion, DreamWeaver, Flash, MS SQL, Adobe Suite, and MicroSoft Access databases, as well as SMTP Relayed Messaging when required.  

Team Kadix will support all hardware and software of the 400-plus HRO workstations. That is not part of the Outsourcing Desktop Initiative for NASA (ODIN). Team Kadix will also configure and manage the HRO server farm including workstations and PC’s in the NASA Exchange, Childcare Center, Foreign Language Education Center, Training Rooms, Customer Service Center, Employment Office, and Employee workstations including the Director of HR.

Risk:
The risk for this task order is the unpredictable daily workload which can be averaged based on annual statistics.  On average, three Information System Analysts can fulfill the requirements of this task order.  On any given day there will be peaks in the requirements for one or more of the analysts, but statistically not all three at once.  

This risk can be controlled and mitigated by the three (3) information systems analysts working as a team under the direction of the lead analyst.  Each analyst has primary duties, as described, and the skill and certifications to perform the duties of the others so that as one area peaks the other can assist.  This will also be effective during unplanned absences or in responses to contingencies at JSC.

B.  Basis of Estimate (BOE) & Assumptions
This approach is based on an evaluation of the requirements in SOW 4.8, and on engineering judgment from experience on similar programs.  Each area was evaluated on the time required on a daily basis and leveled with overlapping tasks.  The lack of historical detail, scheduling, event sizing, and etc, prohibit a more thorough, bottoms-up estimate utilizing program metrics.  The below table of resources reflects these staffing requirements.

C.  Efficiencies or Cost Savings:
Team Kadix believes that efficiencies will be derived through the team approach of three (3) information system analysts directed by a lead analyst.  This team approach makes possible the reduction in the personnel requirements to fill unplanned absences and peaks in individual work loads.

D.  Table of Resources:

	NASA (JSC)
	FTE Task Order 1

	RFP Labor Category
	

	FTEs
	

	
	

	Labor Categories (from SLC):
	

	Program Manager
	0.2

	Admin Assistant
	

	Lead Information Systems Analyst
	1

	Information Systems Analyst 
	3

	Lead – Procurement data entry
	

	Procurement data entry clerk III 
	

	Procurement data entry clerk II
	

	Procurement data entry clerk I
	

	Procurement technician
	

	Procurement clerk
	

	Other:  
	

	TOTAL FTE PRIME AND ALL SUBS
	4.2


3.2 Sample Task 2 – HRO Activities (L.3)

Task Order HRPO- HR – 02
Human Resources Office Operations Activities

A.
Technical Understanding of Requirements:  
The support services of the Human Resources operations activities includes administrative duties associated with the Human Resources Training and Development Branch, Human Resources Management Branch, and the Human Resources Operations Branch.  The scope of these responsibilities is outlined in the Statement of Work under Sections 4.0 through 4.7.

Our approach is to have a team-oriented solution where each of the administrative assistants will have primary duties with deliverables and will assist the other as needed.  Although the solicitation gives average numbers of occurrence, such as 300 visitors per month, these are averages and actual daily values will differ significantly.  This is one example where under the Kadix team-oriented approach all assistants will work together to meet the daily requirements.

The Kadix Team proposes three full time administrative assistants to provide the required support services.  All administrative assistants will be knowledgeable of and be proficient in the current JSC versions of Microsoft® Office software, have a demonstrated experience in customer service, is team-oriented and possesses excellent communications skills both orally and written.  As part of our team culture all interactions will continue to be conducted in a professional and courteous manner.   The primary duties for each administrative are listed below with the required deliverables.

Duties:
Our administrative assistants will work together or separately to develop reports and provide data entry to the Human Resources Office spreadsheets and databases.  We will work with JSC personnel to determine the product requirements and timeline, and will provide quality deliverables using the current JSC versions included in Microsoft® Office and any pertaining documentation guidelines.

Deliverable:  Databases: Details and Inter Governmental Personnel Agreements, Manpower and Staffing

Primary duties for the Administrative Assistant #1 include:

· Receive visitors and respond to telephone inquiries for the Human Resources Office, and provide timely and accurate information when answers are required - average of fifty calls/day and fifteen visitors/day

· Make travel reservations for Human Resources personnel – average of one every two days and track travel costs. Our staff will obtain certifications as “travel agents” in order to take advantage of travel and lodging discounts offered by certain carriers and hotels. This reduction in travel related expenses is offered as a value added service. 
Deliverable: Monthly Travel costs.

· Gather inputs from all HR branch representatives for the HRO Monthly Activity Report, create the report using the identified format with appropriate grammar, and submit it electronically to the HR Director’s Office by the identified deadline – from 80 staff.
Deliverable:  Monthly Activity Report

· Schedule and coordinate meetings for the HR Office – average of five meetings every two days

Primary duties for the Administrative Assistant #2 include:

· Maintain the Official Personnel Files by filing, retrieving, and copying information for HRO personnel and employees – average access of 30 records per day for total of 4000 records.  

· Create correspondence, reports, presentation charts, memoranda, and other documentation as required.  The final product shall meet the requirement of the current editions of the NHB 1450.10, “NASA Correspondence Standards Handbook,” the Business English Work text, and the Gregg Reference Manual. The Contractor shall prepare the appropriate data packages and obtain requisite signatures – one and a half presentations per day and less than four correspondence per day.  
Deliverable:  Presentation/Briefing charts
Deliverable:  Report with names/dates/types of correspondence sent
Deliverable:  NASA College Scholarship Fund Combined Federal Campaign Applications- National
Deliverable:  NASA College Scholarship Fund Combined Federal Campaign Applications- Local
Deliverable:  NASA College Scholarship Fund promotional materials

· Prepare agendas and minutes, provide copies, and fax materials as appropriate in support of the meetings - average of five meetings every two days.

· Develop, update, process and distribute JSC forms and directives initiated by the HR Office.  Forms and directives will follow the established documentation guidelines established in the JSC Directives system - averaged 24 forms/revised 1-2 a year.  

· Process and distribute the JSC Organizational Change Request Forms (JF711) upon initiation by the Human Resources Management Branch.  Update and maintain the JSC Organization Database, JSC Performing Organization Codes List, and the JPG 1107, the JSC Organization History Chart - one JSC Organizational Change Request Forms initiated by the HR Management Branch every other week. 

· Develop final written packages of Senior Executive Service (SES) Qualification and Evaluation Statement and SES Rank Awards as required - average of less than one every month.
Deliverable:  SES Qualification & Evaluation Statements

· Develop final written packages of Senior Executive Service (SES) Rank Award nominations as required - average of less that one every other month.
Deliverable:  SES and Center Management Performance Appraisals/Rank Awards

· Order supplies for the HR Office. Many contracting offices maintain a ordering agreement with local office supply businesses that provided web base ordering and next day delivery. The Kadix team with coordinate and establish this process to 1) order supplies expeditiously, track and develop usage data; and 2) maintain a very small inventory of supplies for emergencies. 

Primary duties for the Administrative Assistant #3 include

· File, maintain, and properly archive training files/folders and the completed JSC Form 75’s -  average of less that ten JSC Form 75’s completed per day, less than ten evaluations sent per day and less that seven evaluations completed and filed per day.

· Send “receipt acknowledgement” notices to individuals who send unsolicited applications.  Draft personalized application responses in form letter format to be finalized and signed by a staffing specialist.    

· Support HRO Staffing and Benefits Specialists by electronically documenting position descriptions, duty statements, and job announcement for JSC vacancies – average of fifteen to over six hundred per day per announcement.

· Answer inquiries, maintain forms, and prepare information packages for newly hired civil service employees.  Forward standard form (SF86) or the automated Electronic Personnel Security Questionnaire (EPSQ) for completion and maintain tracking status – average of over 6 per week hired.  
Deliverable:  File Copies of commitment letters sent to hew hires
Deliverable:  Tracking log for SF86 and EPSQ.

· Forward paper copies of applications to Marshall Space Flight Center (MSFC). 
Deliverable:  Log of applications forwarded to Marshall Space Flight Center (for NASA Stars).  

· Prepare and forward responses to requests from OPM for application information for potential applicants. 
Deliverable: Local log of responses to OPM

· Prepare and forward requests to the Office of Personnel Management for vacancy announcements  
Deliverable:  Log of SF39’s sent to Office of Personnel Management

· Develop documentation related to the JSC hiring process as required.  Develop documentation associated with hiring for superior qualification and bonuses.  Background information on the hire, along with specific examples will be provided on each candidate.
Deliverable:  Supplemental Paperwork for Hiring: Superior Qualifications, Bonuses

· Coordinate moves for the Human Resource Office, including the physical move of furniture, computers and phones - average of one personnel moves are processed per week.  

· Visit Building 111 and the Gilruth Recreation Center building on a bi-weekly basis to ensure that the kiosks are in good working order, entering Information Technology (IT) related problems with the kiosks into the HR IRSR System, and follow up until the kiosks are in working order – average of one service request every six months.

With oversight from our program manager, our team oriented administrative assistants will perform the technical and business management functions, required to plan, implement, track, report and deliver the support services described in this Task Order.  To effectively perform and manage the work detailed in this Task Order, the Kadix team will also perform all the Contract Management functions detailed in Statement of Work area Section 3.0

Risk: 
The risk for this task order is the daily work load which is an average based on annual requirements.  On the average three administrative assistants can fulfill the requirements of this task order.  However, on any given day there will be peaks in the requirements for one or more of the assistants but statically not all three at once.  

This risk can be controlled and mitigated by the three (3) administrative assistants working as a team as proposed.  Each assistant has primary duties, as described, and has the skill to perform the duties of the others so that as one area peaks the other can assist.  This will also be effective during unplanned absences.

B. 
Basis of Estimate (BOE) & Assumptions:  
This approach is based on a bottoms-up evaluation of the requirements and the application of the provided average time required for each major task vs. the required skill.  The labor was initially broken into three logical areas, reception, HR operations and staffing.  Each area was evaluated on the time required on a daily basis and leveled with overlapping tasks.  Once the required average daily time for each area was derived the staffing was assigned.  The below table of resources reflects these staffing requirements.

C.
Efficiencies or Cost Savings:
The Kadix team believes that efficiencies will be derived through the application of the team approach for three (3) administrative assistants.  This team approach makes possible the reduction in the personnel requirements to fill unplanned absences and peaks in individual work loads.

D.  Table of Resources

	Task/Activity 
	Number 
	Metrics 
	 
	Hr/Task 
	Total 

	Telephone 
	1,000 
	50.00 
	 Calls Per Day 
	0.01 
	63 

	Visitors 
	3,000 
	12.00 
	 Visitors Per Day 
	0.06 
	191

	Employee Records 
	4,000 
	 
	Touch each  
	0.10 
	400 

	Presentations 
	30 
	1.50 
	Presentations / Mo 
	2.00 
	750 

	Correspondence 
	1,000 
	4.00 
	Per Day 
	0.20 
	200 

	Forms 
	24 
	3.00 
	Per Month 
	0.20 
	150 

	Change Requests 
	24 
	2.00 
	Per Month 
	0.25 
	125 

	Folders 
	25 
	9 
	Day 
	0.10 
	228 

	Evaluations 
	190 
	9.50 
	Per Day 
	0.10 
	238 

	Evaluations 
	133 
	6.65 
	Per Day 
	0.10 
	166 

	Support Staff 
	80 
	 
	 As required 
	 
	 

	Office Meetings 
	50 
	0.50 
	Per Meeting 
	0.50 
	300 

	Personnel Moves 
	4 
	1.00 
	Per Move 
	1.00 
	48 

	Travel Arrangements 
	120 
	2.00 
	Per Trip 
	2.00 
	240 

	Q&E Stmts Awards 
	15 
	2.00 
	Per Event 
	2.00 
	30 

	New Hires 
	300 
	75,000 
	Per year 
	0.04 
	2,813 

	Service Requests 
	2 
	 
	 Per Request 
	           -   
	-   

	LOE 
	 
	 
	 Total Hrs 
	 
	75 

	 Totals 
	 
	 
	 
	 
	6,016 

	
	
	
	
	 FTEs 
	3.20 

	 All bottoms-up estimates are based on experience on existing programs and polling service level employees doing similar tasks on Administrative Task Orders and at corporate headquarters. 


3.3 Sample Task 3 – PO Program Management Support (L.3)

Task Order HRPO-PO – 01
Procurement Policy, Projects Procurement, Institutional 
Procurement, and Space Station Procurement 

This task includes four subtasks: Procurement Policy, Projects Procurement, Institutional Procurement, and Space Station Procurement.  The Procurement Policy subtask primarily deals with support for the contract pre-award activities; the Projects and Institutional Procurement subtask primarily deal with contract post-award activities including Grants, Intergovernmental Orders and Cooperative Agreements; and the Space Station Procurement subtask primarily deals with receiving correspondence, performing data entry, and preparing supplemental agreements.  Of the four subtasks the heaviest work loads are in the Procurement Policy and Projects Procurement subtasks where the majority of the contract pre-award and post-award efforts for the 45 contracts per month are handled.  The requirements of the General Procurement Functions are shared by all personnel under this task.

3.3.1 Procurement Policy Subtask

A.
Technical Understanding of Requirements:  
The support services for this Procurement Policy subtask are divided into four areas; Synopsis and Solicitation Verification, Procurement Data Entry, Contract Filing, and General Procurement Activities.  The metrics for this subtask show that of these four areas the most time sensitive are  Synopsis and Solicitation Verification, where the analysis and updates are required within specific hours, and Procurement Data Entry, where the most stringent time constraint is one day for urgent requirement.  The requirements of the Statement of Work (SOW) with the metrics show that, Synopsis and Solicitation Verification requires the highest individual skill level.  Additionally, the average daily volume is expected to be for synopses (over two per day), solicitations (over two per day), and service requests (one per day). 

Based on the requirements in the SOW, the average volume of work, and the time constraints, the Kadix team proposes for the use of four (4) data entry personnel and part of the Program Manager’s time.  The Program Manager will oversee the efforts of the data entry and provide overall subtask management.  

For the Synopsis and Solicitation Verification area we are proposing the  two (2) personnel, one Lead Procurement Data Entry and one ¾ time Data Entry Clerk II.  The Data Entry Clerk II will primarily be used in Synopsis and Solicitation Verification and will also be used to support the Procurement Data Entry area.  The major duties of these individuals in Synopsis and Solicitation Verification include:

· Perform analysis and editorial updates of pre-award synopses and solicitations (including amendments) and post these documents to the JSC Business Opportunities web page (JBO) within 4 business hours of receipt of those which pass the analysis/editorial reviews.  Return, within 4 business hours of receipt, pre-award synopses and solicitations (including amendments) of those requiring major corrections to the originator along with a request for specific corrective action – average of 2.25 synopses per day, 2.25 solicitations per day and 1 service request per day

· Archive JSC solicitations and synopses posted on the JBO within 5 business days of their expiration dates unless advised differently by the solicitation’s or synopsis’ Contracting Officer or Contract Specialist – average of 2.25 synopses per day and 2.25 solicitations per day

· Receive reports of awarded procurements every other week for posting as post award notices.  Analyze the report for awards, eligible for posting to the JBO and identify those procurements to the appropriate procurement analyst(s). Post notices within 3 days of receipt of the post award report – average of 22.5 award notices every other week

· Participate in JSC NASA Acquisition Internet Service (NAIS) activities, including weekly teleconferences and monthly video teleconferences in order to maintain current summary level knowledge of NAIS systems.  

· Participate in new NAIS projects and prepare Service Requests (SRs) associated with IT products and services for the Procurement Management Office and submit to the Office Chief for signature.

· Provide filing support for the Data Entry function, and obtain NASA Equipment Management Systems (NEMS) Transaction Documents (Form 1602), prepare reports of assigned property, and participate in property inventories in support of the Procurement Management Office property custodian. 

For the Procurement Data Entry area we are proposing the use of two (2) personnel, one dedicated Data Entry Clerk II and ¼  time from the Data Entry Clerk II used in the Synopsis and Solicitation Verification area.  This later Data Entry Clerk will be used to meet peak load requirements in the two areas.  The major duties and deliverable for these individuals in Procurement Data Entry include:

· Provide data entry support for the JSC Office of Procurement such as:

Input of procurement data into the Integrated Financial Management (IFM) system or SAP – 2 working days of SAP notification for acceptance and forwarding of Procurement Requests (PR) – average of 2.25 synopses/solicitations per day 

Input of procurement data into the Acquisition Management System (AMS), and the Federal Procurement Data System-NG (FPDS-NG) – 3 working days after receipt of complete input sheet for contract award, modifications of contract value and/or funding, and contract performance periods, or 1 working day for urgent or walkthrough; 5 working days for other data – average of 2.25 synopses/solicitations per day.

Edit verification, reconciliation, and error correction of data in these systems as well as the Integrated Procurement Management System (IPMS) during the period of conversion from IPMS to SAP and FPDS-NG.
Deliverable:  Weekly standard Integrated Procurement Management System (IPMS) Reports

Issue and maintain records of organization vs. issued contract Identification number and the buyer code numbers/records – average of 2.25 synopses/solicitations per day 

· Develop and maintain a Standard Operating Procedures (SOP) manual to document the processes that comprise the “Procurement Data Entry Support” function
Deliverable:  Procurement Data Entry Support Manual – one every 6 months in electronic format

· Process and maintain files and logs of source documentation and provide for coordination of the procurement system report functions, 

· Interface with the local systems maintenance Contractor and with procurement systems personnel at NASA Headquarters and at the Marshall Space Flight Center, as necessary, concerning implementation of new software releases and review of proposed changes and perform liaison activities associated with the conversion from the Integrated Procurement Management System (IPMS) to IFM and FPDS-NG as those activities are identified.

For the Contract Filing and General Procurement Activities areas we are proposing one (1) dedicated Data Entry Clerk II.  The major duties and deliverable for these individuals in Procurement Data Entry include:

· Prepare and maintain of file index system for grants, intergovernmental files, cooperative agreements, purchase orders and contracts and prepare simple contract correspondence, such as drafting letters to approve waivers, request audits, approve rent-free use, etc.

· Request data from contract files, IPMS, SAP, Marker Research and internal/external organizations.  

· Perform Contract filing and organization in accordance with the FAR guidelines and all other established Procurement Office procedures, prepare contract change orders for Contracting Officer and legal review and contracts for transfer to the Contract Closeout Office.

· Process FOIA and GAO requests. 

· Perform data entry into various procurement databases.  Activities include updating the waiver database, as well as updating information in the on-line Contract Administration File, such as the Small Business/Small Disadvantaged Business metrics, CCO reference folder and the Defense Contract Management Agency (DCMA) report folder, etc. 

Risk: 
The major risk is in the use of hourly and daily required metrics based on average monthly or weak daily volume data.  For example, the average daily expected synopsis documents are 2.25 which is extrapolated from the 45 per month provided in the solicitation.  This 2.25 will change from day–to–day and thus to meet the metrics each day there must be a surge capability and the capability to cover unplanned absences.  This surge capability is provided by the Data Entry Clerk II that works in both the Synopsis and Solicitation Verification and the Procurement Data Entry areas.  Additionally, the Data Entry Clerk Contract Filing and General Procurement Activities areas can also be used to handle short term surge requirements.

B. 
Basis of Estimate (BOE) & Assumptions:  
The approach is based upon meeting the requirements for procurement policy as specified in the SOW.  The labor resources proposed in the staffing table in paragraph D, were developed based on a review of the requirements, metrics and anticipated work load extrapolated to a daily work load for each individual.  The proposed skills are based on the SOW requirements.

C.
Efficiencies or Cost Savings:
Efficiencies are derived through the use of a team approach with the four (4) proposed personnel.  If each or the four personnel only work in one area the personnel requirement would be greater than four.  Thus with one lead data entry and three clerks with equal skills a reduction of personnel can be realized through their effective and efficient management.

3.3.2 Projects Procurement Subtask

A.
Technical Understanding of Requirements:  
The support services for this subtask are divided into three areas; Contract Funding, De-obligating Modifications, Task Orders, Delivery Orders and Invoices;   Grants, Intergovernmental Orders, Cooperative Agreements, Purchase Orders; and Contract Filing and General Procurement Activities.  The first area, Contract Funding, De-obligating Modifications, Task Orders, Delivery Orders and Invoices, has the heaviest work load do the administrative management of the contracts awarded per month from the solicitations in subtask 3.1.  The vast majority of the 45 awards per month are for projects.  Thus one (1) full time Lead Procurement Technician and one (1) full time Procurement Technician are dedicated to this support.  The Program Manager will provide overall task management and support the training requirements.  The technician’s duties include:

· Maintain a configuration management system maintaining contract values, funding values, de-obligating funds, and invoicing records, task orders and delivery orders for the Procurement Office.  

· Prepare funding and de-obligating modifications; Indefinite Delivery Indefinite Quantity (IDIQ) orders; and associated documents for review and approval.  

· Initiate invoice concurrences with the technical organizations and research invoice discrepancies; distribute procurement documents to the appropriate organization, file documents in the contract file and enter data into the Systems Applications and Products (SAP) 

For the Grants, Intergovernmental Orders, Cooperative Agreements, Purchase Orders and Contracts area one (1) full time Procurement Technician is required.  Additionally this technician can be used to support the administrative management functions in the previous area to meet surge or unplanned absence requirements.  The duties for the technician under this area include:

· Prepare, process, distribute, file and maintain grants, intergovernmental orders, cooperative agreements, purchase orders, and contracts for review and signature

· Maintain and administer assigned contract files, or upon completion, coordinate the transfer of the administration file to the assigned Contract Specialist.  

· Prepare grants, intergovernmental orders, cooperative agreements, purchase orders, and contracts for closeout in accordance with Procurement Office Policies.

For the Contract Filing and General Procurement Activities,  one (1) Procurement Clerk is required to:

· Prepare and maintain the file index system for grants, intergovernmental files, cooperative agreements, purchase orders and contracts.  Perform Contract filing and organization

· Request data from contract files, IPMS, SAP, Marker Research and internal/external organizations.  

· Process FOIA and GAO requests. 

· Perform data entry into various procurement databases.  Activities shall include updating the waiver database, as well as updating information in the on-line Contract Administration File, such as the Small Business/Small Disadvantaged Business metrics, CCO reference folder and the Defense Contract Management Agency (DCMA) report folder, etc. 

· Prepare simple contract correspondence, such as drafting letters to approve waivers, request audits, approve rent-free use, etc.  These letters will be drafted and provided to the office secretaries for final preparation. 

Risk: 
The risk for this subtask is in the anticipated daily work load which is derived from average numbers of monthly contract awards, average contract duration and average number of yearly modifications/actions per contract.  Although these numbers reflect the average daily work load, they do not account for surges.  The risk in the surge can be controlled and mitigated by the efficient and effective use of the assigned personnel.  The Lead Procurement Technical can temporarily resign personnel from one area to another depending on work loads. 

B. 
Basis of Estimate (BOE) & Assumptions:
This approach is based upon a bottom-up determination of the daily work load requirements of this subtask and the skill level required to accomplish the tasks.  Subtask 3.1 has an expected solicitation rate of 45 per month and assumed that all solicitations result in an award with all being at least a year in duration then there are 540 active contracts to manage.  Following this logic, the number of contracts that are for projects, greater than 95%, and then the average number of actions per contract per year to the daily work load of over 8 contract actions.  These work load numbers drive the personnel requirements, see paragraph D at the end for the staffing.   

C.
Efficiencies or Cost Savings:
Efficiencies will be derived through the application of the Kadix team approach for three (3) procurement technicians and the procurement clerk.  This team approach makes possible the reduction in the personnel requirements to fill unplanned absences and peaks in individual work loads.   Without this team approach one additional Procurement Technician would be required.

3.3.3 Institutional Procurements Subtask

A.
Technical Understanding of Requirements:  
Support services for this subtask are divided into three areas; 1) Contract Funding, De-obligating Modifications, Task Orders, Delivery Orders and Invoices;  2) Grants, Intergovernmental Orders, Cooperative Agreements, Purchase Orders; and 3) Contract Filing and General Procurement Activities.  Since the vast majority of the 45 awards per month are for projects and are not for institutional procurements the daily work is only about a quarter of that for the projects.  Thus one  (1)full time Procurement Technician is sufficient to support this subtask.  The Program Manager will provide overall task management and support the training requirements.  The technician’s duties are identical to the project procurements and for all three areas of this subtask include:

· Maintain a configuration management system maintaining contract values, funding values, de-obligating funds, and invoicing records, task orders and delivery orders for the Procurement Office.  

· Prepare funding and de-obligating modifications; Indefinite Delivery Indefinite Quantity (IDIQ) orders; and associated documents for review and approval.  

· Initiate invoice concurrences with the technical organizations and research invoice discrepancies; distribute procurement documents to the appropriate organization, file documents in the contract file and enter data into the Systems Applications and Products (SAP) 

· Prepare, process, distribute, file and maintain grants, intergovernmental orders, cooperative agreements, purchase orders, and contracts for review and signature

· Maintain and administer assigned contract files, or upon completion, coordinate the transfer of the administration file to the assigned Contract Specialist.  

· Prepare grants, intergovernmental orders, cooperative agreements, purchase orders, and contracts for closeout in accordance with Procurement Office Policies.

· Preparation and maintain the file index system for grants, intergovernmental files, cooperative agreements, purchase orders and contracts.  Perform Contract filing and organization

· Request data from contract files, IPMS, SAP, Marker Research and internal/external organizations.  

· Process FOIA and GAO requests. 

· Perform data entry into various procurement databases.  Activities shall include updating the waiver database, as well as updating information in the on-line Contract Administration File, such as the Small Business/Small Disadvantaged Business metrics, CCO reference folder and the Defense Contract Management Agency (DCMA) report folder, etc. 

· Prepare simple contract correspondence, such as drafting letters to approve waivers, request audits, approve rent-free use, etc.  These letters shall be drafted and provided to the office secretaries for final preparation. 

Risk: 
The risk for this subtask is the same as in the previous subtask for the projects procurement and is in the anticipated daily work load which is derived from average number of monthly contract awards, average contract duration and average number of yearly modifications/actions per contract.  These numbers reflect the average daily work load but do not account for surges.  The risk in the surge can be controlled and mitigated by temporarily reassigning personnel from the pervious subtask to cover surges and unplanned absences.  The Program Manager can execute the temporary reassignment when required. 

B. 
Basis of Estimate (BOE) & Assumptions:  
As in subtask 3.2 this approach is based upon a bottom-up determination of the daily work load requirements of this subtask and the skill level required to accomplish the tasks.  The difference between the subtask 3.2 project procurements and the subtask 3.2 institutional procurements is the number of active contracts.  The average number of contracts for institutional procurement is less that 5%, and thus average number of actions per contract per year is significantly less.  These work load numbers drive the personnel requirements in paragraph D for the staffing.   

C.
Efficiencies or Cost Savings:
Efficiencies will be derived through the application of the team approach across subtasks 3.2 and 3.3.  Each have identical duties but for different procurements.  Thus with the same skill requirements for the three (3) procurement technicians and the procurement clerk from subtask 3.2 can provide temporary support to the procurements in subtask 3.3.  This team approach makes possible the reduction in the personnel requirements to fill unplanned absences and peaks in individual work loads.   Without this team approach one additional Procurement Technician would be required.

3.3.4 Space Station Procurements Subtasks

A.
Technical Understanding of Requirements:  
The support services in this subtask deal with the administrative functions necessary to receive correspondence, perform data entry, and prepare supplemental agreements for the International Space Station Office.  The majority of the effort will be in correspondence receipt, to be processed in one day, and data entry, to be completed within two business days, and based on the level of effort anticipated one Procurement Clerk is proposed for this subtask.  The Program Manager will oversee the efforts of the Procurement Clerk and will provide overall subtask management.  The procurement clerk will:

· Date stamp all correspondence and contract related documents upon receipt, enter correspondence data and link electronic copies into the Space Station Integrated Contractor Environment (SPICE).
Deliverable:  Weekly report of SPICE to SPICE Data Base Manager

· Forward correspondence to appropriate Contracting Officer, contact the Change Engineer to pick up a copy of the proposal, file all documents, maintain and update conformed contracts with approved modifications.

· Enter Space Station Change Number (SSCN); contract modification information from approved modifications; voucher data; and award fee data into the database and link electronic copies; update the database with contract modification information; update the File Dictionary with new file locations as assigned by the TMR.

· Enter Property and Facility information into the database such as DD250’s (DoD Material Inspection and Receiving Report), DD290’s, DD1149’s (DoD Industrial Plant Equipment Requisition), etc.

· Verify Contract Value and Funding, Voucher totals, Contract Modification data, and the Conformed contract for accuracy and completeness.

· Prepare a spreadsheet listing all Space Station Chance Notices (SSCN) in the S/A including Space Station Change Memo Revisions, Contract Change Orders (CCO), Costs, Fees, Price and Fee Splits. 

· Prepare a S/A changes document that shows all changes made by the S/A by each individual SSCN and document changes in DRDs, ADLs, DIsL, and GFE/Ds.  List CCO numbers, if applicable, check the Space Program Integrated Contract Environment (SPICE) database to see if there are any additional SSCN’s with CCO’s. 

· Prepare the consolidated contract file and pull copies of the applicable CCO’s from the files. 

· Pre-negotiation Position Memoranda (PPM) and the Price Negotiation Memoranda (PNM) from the over limit files to be filed in the consolidated file. 

· Process FOIA and GAO requests. 

Risk: 
The risk for this subtask is the same as in the previous subtask in the anticipated daily work load.  This derived work load reflects the average daily work load but does not account for surges or unplanned absences.  This risk can be controlled and mitigated by temporarily reassigning personnel from the pervious subtasks to cover surges and unplanned absences.  The Program Manager can execute temporary reassignment as required. 

B. 
Basis of Estimate (BOE) & Assumptions:  
The approach is based upon meeting the requirements for the Space Station procurement as specified in the SOW.  The labor resources proposed in the staffing table, (paragraph D) were developed based on a review of the requirements, metrics and anticipated work load extrapolated to a daily work load for each individual.  The proposed skills are based on the SOW requirements.

C.
Efficiencies or Cost Savings:
Efficiencies are derived through the use of a team approach with the proposed personnel from subtasks 3.2 and 3.3.  If each or the personnel only work in one subtask the personnel requirement would be two for this subtask to cover surge requirements and unplanned absences.  Thus with procurement personnel with equal skills from other subtasks, a reduction of personnel can be realized through their effective and efficient management.

D.
Table of Resources (All subtasks):

	HRPO-HR-3 
	
	
	
	
	
	

	
	
	
	
	
	
	

	Basis of Estimates
	
	
	
	
	
	

	
	
	
	
	
	
	

	Task/Activity
	Number
	
	Totals
	Basis for the Estimates
	Hr Per

Task
	Total

	 
	 
	 
	 
	 
	 
	 

	3.1
	 
	 
	 
	 
	 
	 

	 Synopsis Documents 
	45 
	Monthly
	540 
	 Bottoms-Up 
	3.00 
	1,620 

	 Solicitation Documents 
	45 
	Monthly
	540 
	 Bottoms-Up 
	11.25 
	6,075 

	 Service Requests 
	5 
	Weekly
	60 
	 Bottoms-Up 
	3.00 
	180 

	 Invoicing 
	95 
	Monthly
	 
	 LOE 
	0.40 
	38 

	 
	 
	 
	 
	 
	 
	 

	3.2
	 
	 
	 
	 
	 
	 

	 Contract Funding 
	45 
	Awards / Mo.
	540 
	 Bottoms-Up 
	2.00 
	1,080 

	 Configuration Management 
	540 
	Awards
	540 
	 Bottoms-Up 
	4.00 
	2,160 

	 Invoicing 
	540 
	Awards
	540 
	 Bottoms-Up 
	1.65 
	891 

	 Grants / Intergovt / Coops 
	 
	As Required
	 
	 LOE 
	 
	1,880 

	 Contract Admin, FOIA, GAO 
	 
	As Required
	 
	 LOE 
	 
	1,880 

	 
	 
	 
	 
	 
	 
	 

	3.3
	 
	 
	 
	 
	 
	 

	 Configuration Management 
	540 
	Yearly
	540 
	 LOE 
	 
	 

	 Contract Funding 
	540 
	Yearly
	540 
	 LOE 
	 
	 

	 Invoicing, Contract Filing 
	540 
	Yearly
	540 
	 LOE 
	 
	2,068 

	 Contract Admin, FOIA, GAO 
	 
	As Required
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	3.4
	 
	 
	 
	 
	 
	 

	Process correspondence
	540 
	 
	540 
	 LOE 
	 
	2,068 

	Space Station Chg Mods
	540 
	 
	540 
	 LOE 
	 
	 

	Process DD250/290/1149s
	540 
	 
	540 
	 LOE 
	 
	 

	Contract Validations
	540 
	 
	540 
	 LOE 
	 
	 

	 Monitor Chg Notices 
	 
	As Required
	 
	 LOE 
	 
	 

	 Contract Admin, FOIA, GAO 
	 
	As Required
	 
	 LOE 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	 Totals 
	 
	 
	 
	 
	 
	19,940 

	
	
	
	
	
	 FTEs 
	10.61 

	LOE = Level-of-Effort
	
	
	
	
	
	

	 All bottoms-up estimates were based on management experience on similar program management and acquisition support programs, such as those indicated in Section Four, Past Performance. 


4 Past Performance (25)

4.1 Kadix Systems
Kadix is exempt from the OSHA log requirements in accordance with TITLE 29 of the Code of Federal Regulations, Part 1904, Subpart B, Appendix A which states in part:  “Employers are not required to keep OSHA injury and illness records for any establishment classified in the following Standard Industrial Classification (SIC) codes…“ The SIC codes listed in Attachment A that are applicable to Kadix Systems are SIC codes 82 and 87.  Kadix has had no work place injuries that require a report to OSHA.  Kadix has not received any environmental citations in the past 5 years, and is fully compliant with all worker’s compensation rules and regulations.  We are underwritten by The Hartford through the Cassedy Insurance Agency.  Please review all pertinent insurance information, including contact information by referring to Appendix E (Safety And Environmental Performance).

4.1.1 Navy OCHR Support

	Project Title:  Navy Office of Civilian Human Resources (OCHR)

	Prime/Sub:  Prime
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	1. Customer:

Department of the Navy – Office of Civilian Human Resources (OCHR)
	2. Contract No./Type:

V674P-3561

T&M

	
	3. Period of Performance: 

October 1, 2003 – September 30, 2006, Base + 2 1-year option periods
	4. Contract Value:

$326,745

	
	5a. Contracting POC:

Joyce Mills 254-743-2082
	5b. Technical POC:

Art Buck 202-685-6211


Kadix Systems currently supports administrative, clerical, technical, and managerial services at the Department of Navy’s (DON) Office of Civilian Human Resources (OCHR).  The OCHR is responsible for the planning, formulation, issuance, interpretation, and assessment of the Navy’s civilian personnel and equal employment opportunity policies and programs.  The’ current contract with OCHR follows on from a previous successful effort in which Kadix provided Business Process Reengineering (BPR) services. We reduced the Navy’s recruiting process time by 40%, automated the applicant process, and reduced the level of effort required to process applicants.

Administrative Functions for HR Services Operations

· Serving as Personnel Liaison under the direction of various Administrative Officers

· Preparing Personnel Actions, maintaining/updating electronic Personnel Action System 

· Processing incoming employees, providing welcome packages and orientation materials

· Processing travel documents and coordinating travel arrangements

· Using multiple sources and electronic media in determining travel costs consistent with Federal Travel Regulations (FTR)

· Maintaining Joint Travel Regulations (JTR) with copies of all changes as published by the DoD Per Diem, Travel, and Transportation Allowance Committee

· Utilizing MS Office applications such as Microsoft Word, Excel, Access, and PowerPoint for administrative/word processor/ spreadsheet/ database/graphic and presentation requirements in administrative functions

· Performing support duties and general office support in the area of facilities operations, property maintenance, and supply procurement

· Performing facility support, office layout, workspace condition, configuration, and usage reorganization

· Preparing security forms and notifications and serving as primary points of contact for personnel visitation access 

· Receiving visitors and phone calls, interpreting requests and implementing action

· Operating general office and mailroom equipment, processing and controlling all incoming and outgoing mail and packages

· Team leaders monitor execution of functional activities of the Administrative Division including managing workload, staffing availability, and providing recommendations for re-assignment of work activities

External/Internal Hiring Support and General Staffing Support Activities

· Perform document processing, general office support, executive administrative support, data gathering, data entry, and report preparation and submission

· Prepare documentation, correspondence, reports, presentation materials, and memoranda in accordance with relevant agency documentation standards and requirements

· Prepare employee manpower reports and distributing to appropriate personnel

Human Resources Information Systems/Data Entry/Awards Office Support Activities

· Maintain a database for OCHR personnel awards, benefits, and training

· Maintain a database for employee records and security clearances

Procurement Data Entry/Receipt of Correspondence

· Process printing and publications requests and conducting communications with the Defense Automations Procurement Service (DAPS)

Contract Filing

· Prepare, re-organize, and re-file records from file-box system into LEKTRIEVERS for long-term storage

· Sort files by fiscal year, then by alpha or numerical code within each area code name

· Prepare electronic database files and hardcopy printouts of the master file directory containing file storage information, which includes an assigned Rotomat number, along with the level and row numbers within Rotomat

· Operate and maintain electronic database files with data entry screens for inputting additional file data and sorting and searching
4.1.2 HUD IV&V

	Project Title:  HUD Independent Verification & Validation (IV&V) Support for Department of Housing & Urban Development Integrated Human Resources & Training System (HIHRTS)

	Prime/Sub:  Sub (to Diverse Technologies Corporation)
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	1. Customer:

Department of Housing and Urban Development (HUD) – Office of Human Resources and HUD Training Academy
	2.Contract No./Type:
-No Contract Number-

FFP

	
	3. Period of Performance:
9/2003-9/2006 (current)
	4. Contract Value:
$238,000

	
	5a. Contracting POC:
Steve Mills

8233 Tenn-Randall Place

Upper Marlboro, MD 20772

Phone: 301-669-1000

Fax: 301-669-1010

email: mills@diversetech.com
	5b. Technical POC:

Charles Butler

Director – Office Field Operations & Technical Support

Phone: 202-708-2134


Kadix is performing IV&V and PMO support to The Department of Housing & Urban Development (HUD) during implementation of the PeopleSoft Human Resources Management System (HRMS) and the HUD Integrated Human Resources and Training System (HIHRTS).  Transforming the HUD HR processes and rectifying shortfalls in the management of human capital.  HIHRTS is a comprehensive system designed to reengineer the HR process, integrate all HR information in a single platform, facilitate strategic planning, employee management and development, and ensure effective use of HR resources.  

Human Resources Office Information Systems, Training, Applications Development, Maintenance, and Database Administration

· Kadix developed a project plan for performing IV&V services in synchronization with the implementation contractor’s approach and is assisting HUD in developing and maintaining the integrated project plan.  Kadix also developed a Risk Assessment Analysis tool enabling the project steering committee and HUD executives to understand the current and future project risk.  Kadix personnel work closely with the project team and HUD executives in identifying and planning options for reducing risk.

· Assessing other contractors’ documentation for completeness and compliance with HUD’s CMMI level 2 System Development Methodology.  This process spans analysis of the implementation strategy and development of recommendations for improving the strategy and associated project management processes.  

· Use risk identification and mitigation to reduce defects and costs

· Ensure the reduction and mitigation of implementation risks 

· Assuring that the HIHRTS implementation meets business and stakeholder requirements

· Validating compatibility of HIHRTS architecture with HUD’s systems environment  

· Delivering verification of compliance with HUD’s System Development Methodology (SDM)

· Contributing to organization change management efforts to prepare the end-user community for associated business process improvements 

Administrative Functions for HR Services Operations 

· Developing reports and presentations on the project status, goals, objectives, and risks

· Assisting in the development of required documentation and customized presentations for executive audiences; thereby, providing HUD with an ongoing and independent expert opinion of the implementation process  

· Assisted in the development and continuing facilitation of the Configuration Management Control Board - which assesses the HRMS system functionality and makes decisions on future systems design, development, and upgrades

4.1.3 FBI Language Training and Assessment Support

	Project Title:  Secure Video Teleconferencing System, Foreign Language Distance Training Center and Multi-Media Purpose Conference Room; and Multimedia and Language Training Programs

	Prime/Sub:  Prime
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	1. Customer:

FBI) – Language Training & Assessment Unit (LTAU)
	2.Contract No./Type:
JFBI-02-171,  JFBI-02-143, & JFBI-03-258

FFP & T&M

	
	3. Period of Performance:
9/2002 - 9/2008 (current)
	4. Contract Value:
$6,000,000

	
	5a. Contracting POC:
Susan Smith

1000 Custer Hollow Rd., Module B-3

Clarksburg, WV 26306

Phone: 304-625-2441

Fax: 304-625-5391

email: susmith@leo.gov
	5b. Technical POC:
Cassandra Schaeffer (COTR)

935 Pennsylvania Ave.

Washington, DC 20535

Phone: 202-962-9090

Fax202-962-9039

email: cassieschaefer@yahoo.com


Following the 9/11 terrorist attacks, Kadix Systems was contracted to perform numerous services in support of the FBI’s drive to enhance the ability of federal law enforcement to respond to new challenges.  Kadix designed, built, and implemented a fully equipped multimedia interactive distance-training capability for the FBI’s new Foreign Language Distance Training Center (FLDTC).  In addition, Kadix is creating targeted multimedia language training materials and is providing language proficiency assessments for the FBI’s Language Training and Assessment Unit (LTAU). Specific services provided by Kadix include:

Human Resources Office Information Systems, Training Applications Development, Maintenance, and Database Administration

· Designed, implemented, and now providing on-going servicing for multiple multimedia and interactive video communications conference rooms specifically focused on the effective delivery of language training

· Designed and built-out the conference rooms with full multimedia capability, including projection equipment, Smart Board Technology, graphics cameras, DVD, VCR, Editing VCR technology, wireless touch screen LCD technology for ease-of-use and system management.  The conference rooms also have audio-visual equipment; peripheral videoconferencing equipment and wireless touch screen technology

· Creating targeted multimedia language training materials for law enforcement professionals for a wide variety of languages including Arabic, Russian, Chinese, and others

· Developing and designing targeted language and culture training materials, self-instructional training materials, and language reference materials, including textual, audio, video, and computer-based and web-based media for the website

· Supporting layouts for print or electronic materials including specialized brochures, glossaries, handouts, PDF files, and other recorded graphic, audio, or video materials

· Storyboarded Computer Based Training (CBT) modules are being developed using Macromedia Director and Authorware.  For each storyboarded module we design and detail technical approach; prepare, collect, and/or record graphic, audio, or video materials as specified; program modules including integration of multimedia, animation, graphics, and other materials as specified in the storyboard; perform unit testing on modules; perform system testing; and conduct Quality Assurance testing

· Designing, developing, and maintaining the FBI internal Language Training and Assessment Unit (LTAU) website, including upgrading messaging, content, graphics, and navigation of the current website.  Kadix is designing logos using Adobe Photoshop for the LTAU’s Distance Learning Training and the Language Education, Research, and Measurement Programs.

External/Internal Hiring Support and General Staffing Support Activities

· Recruited qualified translators and assess the skills of current translators and personnel, and developed a tailored methodology to reduce assessment processing time. Currently developing the criteria by which translator skills can be accurately measured

· Identified and recruited a field test population of over 1,200 native and heritage speakers of target languages for completion of test batteries using Kadix’s proprietary LinguaScore™ language testing software.  LinguaScore™ provides a full range of test instrument registration, delivery, security, rating, and analysis features required to implement a language certification program.  For each examinee, the information obtained with the data collection instruments and scores achieved on the validation test battery were statistically analyzed to produce a certified language translation proficiency for each examinee in the pilot program.

The solutions provided by Kadix have enhanced the FBI’s distance-learning and overall training capabilities, provided the FBI with customized language-training programs in key languages, reduced translator skill evaluation processing cycle time from 70 to 5 days, established performance measures and quality standards for foreign language translators, streamlined administrative and testing procedures, increased unit productivity, and improved the overall accuracy and quality of new translators.

4.2 RGII Technologies, Inc.
RGII complies fully with all OSHA policies, rules, and regulations.  We have had no OSHA citations during the past 5 years on either the contracts referenced in our Past Performance, any other contracts, or due to our corporate operations.  Please review our most current OSHA Report (2004) included in Appendix E (Safety And Environmental Performance).

RGII has not received any environmental citations of our company’s operations in the past 5 years, and is fully compliant with all worker’s compensation rules and regulations.  We are underwritten by The Hartford through the Chesapeake Insurance Agency.  Please review all pertinent insurance information, including contact information, by referring to Appendix E (Safety And Environmental Performance).
4.2.1 NAVAIR PMA 260

	Project Title:  PMA 260  Aviation Common Ground Support Equipment (CGSE) Program Office

	Prime/Sub:     Prime

	[image: image10.wmf] 


	1. Customer:

Naval Air Systems Command

PMA-260
	2. Contract No./Type:
N00421-03-D-0003-0001

T&M

	
	3. Period of Performance: 
Nov 2003 - May 2004
	4. Contract Value:
$328,946

	
	5. Contracting POC:
Mr. Alfred Hensler III, AIR-2.5.1.3.1

Naval Air Warfare Center, 

Aircraft Division

21983 Bundy Road

Building 441, Unit 7
Patuxent River, MD 20670-1127

Phone: 301-757-8952

FAX: 301-757-8959

email: Alfred.hensler@navy.mil
	6. Technical POC:
Kenneth T. Sands, PMA-260C2

CGSE Manager

47123 Buse Road Unit IPT   

Bldg. 2272 Suite 349

Patuxent River, MD 20670-1547

Phone: 301-757-6842

Fax: 301-757-6902

email: Kenneth.sands@navy.mil


RGII provided Program Management, Technical, and Acquisition support services to the Aviation Support Equipment Program Office PMA-260.  RGII Engineers and analysts provided support services for the acquisition and management of Common Support Equipment (CSE) for the Naval Air Systems Command (NAVAIR).  This included program management and engineering support for the Consolidated Automated Support System CASS Lots X-XII, EO+, RTCASS, TPS offloads and all common ground support equipment.  

Acquisition Management 

RGII assisted PMA-260 program and acquisition managers in all aspects of program management, developing executable budgets, drafting Requests for Proposals, Source Selection Plans, Test and Evaluation Master Plans and all necessary documentation for Milestone Decision Authority approval in accordance with Federal Acquisition Regulations (FAR), SECNAV, DoD, CJCS, and NAVAIR instructions and directives.  Performed definition of the requirements for the MS-IV program, and the identification and development of acquisition documentation that includes but was not limited to ORDs, TEMPs, AS, ASRs ADMs, APB, Risk Assessments, and Analysis of Alternatives.  Researched, and conducted analyses to determine the if the program was compliant with Clinger-Cohen requirements. 

Procurement Logistics and Problem Resolution

Advised program managers on program execution, logistical elements and problem resolution as required.  Provided technical, engineering and clerical support, and participate in, technical meetings and conferences to identify potential programmatic risks, provide risk analysis, and track status updates, implement mitigation plans and provide status and results of ARIs.  Analyzed ILS documentation and provided recommendations for logistics support resource requirements in support of NAVAIR PMA-260 Program Managers for CSE.  Analyzed maintenance plans, User Logistics Support Summaries (ULSS) and provided recommendations for logistics support planning and requirements for Support Equipment (SE).  Assessed maintenance alternatives and identifies advantages and disadvantages of LCC/TOC planning and maintenance concepts for the selected items of SE.  This included the analysis of ECPs, TDs, and SECs and provides recommendations to the SE Program Managers, assuring the ILS requirements were within program constraints prior to being presented to the CCB.

4.2.2 NAVAIR PMA-257 Acquisition Support
	Project Title: AV-8B Harrier II Plus and AV-8B Re-manufacturing Program

	Prime/Sub: Prime
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	1. Customer:
Naval Air Systems Command

PMA-257
	2.Contract No./Type:
N00421-01-A-0074-0001

FFP

	
	3. Period of Performance:
January 01 – January 03
	4. Contract Value:
$1,461,541

	
	5a. Contracting POC:
Mr. Ed Serba, PMA-257E, 

Naval Air Systems Command, Bldg 404
22145 Arnold Circle
Patuxent River, MD 20670
Phone:  301-757-5423                
Fax: 301-757-5424

e-mail: Edward.serba@navy.mil
	5b. Technical POC:
Mr. Kyle Richmond
Air-2.5.5.1 
Phone: 301-757-5273

Fax: 301-757-2628


RGII is providing Program Management, Financial Management, Technical and Procurement Support Services to the Joint Program Office of the NAVAIR AV-8B Harrier II Plus and the AV-8B Re-manufacturing Program (PMA-257).  RGII conducted up-front Strategic Planning, Concept Development and Requirements Analysis for the T/AV-8 Life Management Plan (LMP) Project.  Our Business Financial Managers (BFM) and analysts supported business and financial management functions of the program office to include budget appropriations planning and execution.  They conducted financial analysis of engineering change proposals to determine effect on system life cycle costs, conduct analyses of respective contract expenditures utilizing earned value management (EVM) and other standard financial analysis principles, and analyzing contract economic price adjustment expenditures to determine future funding requirements.  We also analyzed the technical and quality control data of weapon systems elements for LMP development and provide recommendations for the resolution of problems.  

Contract Filing

Performed contract accounting, contract file index maintenance, implemented FAR procedures for the PMA-257 program.  Maintained all contract financial documents, conducted market research and analyses, and entered procurement data into the appropriate financial system.  Tracked obligations and expenditures in relation to planned levels, performed impact analyses for the acquisition managers, and reconciled accounts in the appropriate financial system.  We transferred data from previous and current year general ledger accounts to Excel spreadsheets on a regular basis, and ensured that the Excel spreadsheets were updated on a period basis following account reconciliation.  

Procurement Contract Documentation, Tracking, and Budgeting Support

Served as the focal point for all APN –1 & OMN business matters, resource management, financial management, budget preparation, budget execution, contract management and acquisition management.  Prepared position papers to respond to NALG, POM, NAVCOMPT, OSD and Presidential Budget cycles.  Developed the PMA-257 POG and comprehensive IPT Charters including the Class Desk that provided information required for the development of TWPs.  Developed, reviewed, and inventoried program documentation in accordance with the DoD Acquisition Management Policies and Procedures and SECNAVINST 5000.2B, DoD 5000 and CJCS directives.  Documentation included MNS, ORDs, APs, ASRs, ADMs, APBs, APs, TEMPs, and PESHEs.  Reviewed engineering change plans (ECP) for approval at the Configuration Control Board (CCB) and verified that ECPs were prepared in accordance with MIL-STD-973 and/or EIA-649, in conjunction with MIL-HDBK-61.  Verified that all ECPs were processed in accordance with NAVAIRINST 4130.1 and the PMA-257 CMP, and provided program CM support at the Technical Directive (TD) meetings.  Prepared, processed, and tracked ECPs for the AV-8 engines through the NAVAIR CCB.  Developed program schedules in MS Project and reviewed, tracked, and provided current status of program milestones, technical developments, production, Fleet problems and other activities. Identified deviations from plans and evaluated the affects of those deviations upon program schedules and objectives.  

Acquisition Engineering Reviews

Performed engineering reviews and evaluations on aircraft/weapon system interface design changes.  Developed solutions to emergent/engineering design issues/changes and addressed how to enhance AV-8 operational availability. Ensured that AV-8 weapon systems, subsystem assemblies and equipments met the technical and logistical requirement specifications for optimum AV-8 mission readiness and operational effectiveness.  

4.2.3 NAVAIR H-60 Program Office Acquisition Support

	Project Title:  PMA 299 MH-60S, MH-60R, and H-60 Program Office Support

	Prime/Sub: Prime
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	1. Customer:

Naval Air Systems Command, PMA-299   

Multi-Mission Helicopters Program Office
	2. Contract No./Type:
N00421-03-D-0003-0001

T&M

	
	3. Period of Performance: 
Nov 2002 - Sept 2003
	4. Contract Value:
$2,136,552

	
	5. Contracting POC:
Ms. Beverly A. Abell, Code AIR-2.5.1.8.2   

NAVAIRSYSCOM, Building 441, Unit 7

21983 Bundy Road,  

Patuxent River, MD 20670-1127

Phone: 301-757-6544 FAX [2628] 

email: abellba@navair.navy.mil
	6. Technical POC:
Mr. Robert Shultz, PMA-299E
Deputy Program Manager 
Phone: 301-757-8018

Fax: 301-757-5276

email: Robert.Schultz@navy.mil


RGII provided system acquisition and lifecycle management for the Multi-Mission Helicopters Program Office, PMA-299.  We supported Air Vehicle acquisition, PMO, and documentation following full rate production approval.  

Acquisition Life Cycle Management

RGII performed Strategic Planning, Concept Development, and Requirements Analysis for PMA-299 to ensure corporate initiatives and business objectives were being met.  Developed, reviewed, and inventoried program documentation in accordance with the DoD Acquisition Management Policies and Procedures and SECNAV, DoD, CJCS, and NAVAIR instructions and directives.  Documentation included but was not limited to ORDs, APs, ASRs, ADMs, APBs, and TEMPs.  Work directly with the PMA-299 POC to develop, review, and update the MH-60R MS-III procurement documents.  

Procurement Documentation and SOWs

Developed Procurement Initiative Document (PID) Packages that included coordinating and processing Statements of Work (SOW), Contract Data Requirement Lists (CDRL), review of personnel qualifications, and consolidation of IPT team comments.  Coordinated development of modification packages to contract task/delivery orders.  Coordinated Procurement Planning Conferences (PPCs) and Program Management Reviews (PMRs), and directed the collation and dissemination of all program documentation including Procurement Planning Agreements (PPAs), Class Justification and Approval (J&A), Engineering Change Proposals (ECPs), SOWs, and Basis of Estimate (BOEs).  Identified and developed the critical program documentation required for acquisition milestone II and III approval and program execution in accordance with DoD, SECNAV, and CJCS instructions and directives for PMA 299’s Integrated Mechanical Diagnostics (IMD) system for the H-60 helicopter.  Developed the Program Master Plan that includes the identification and development of documentation and plans required for the execution of the program throughout its life cycle.  Performed System Engineering activities that included system design, studies analyses, and simulations, allocation of system requirements to major system elements, preparation of development specifications for prime mission equipment and development of advanced technology.  

Contract Management and Filing

Organized resource management encompassing overall planning, organizing, and coordinating, activities associated with program office and field activities.  Supported financial reviews by consolidating, organizing, maintaining, and modifying an extensive database of acquisition, budgetary, program execution, and contractual status information.  Performed workload/business forecasting analyses, and developed issue resolution processes to improve operations and alleviate identified problems in support of PMA-299 investment strategies and organizational resource allocations.  Performed cost analyses, including EVM and TOC.  Developed schedules for equipment procurement relative to availability of funds.  Prepared financial management spreadsheets relative to MH-60 specific GFE requirements, conducted cost analyses, to include, but not limited to, earned value management, and total ownership cost and provided cost, schedule, performance, requirements, and program risk assessment analysis associated with the production of the MH-60 aircraft.  Also conducted O&M,N/NR budget formulation and execution for Program Related Engineering (PRE) and Program Related Logistics (PRL) during the NALG, POM, NAVCOMPT, OSD and Presidential Budget cycles.  We prepared, monitored and reconciled budget brief sheets and spend plans for PRE and PRL, reviewed PRE requirements, and prepared Team Work Plans based on allocations in the spend plan.  

Contract Funding, Modifications, Task Orders and Invoices

Maintained the Travel Manager financial databases to prepare and track funding documents.  Tracked all obligations and expenditures in relation to Task Order and Delivery Order planned levels and determined the impact for the acquisition managers.  Provided integrated logistics support for new services and provided C4I Program Technical Support.  Prepared financial management spreadsheets relative to MH-60 specific GFE requirements, conducted cost analyses, to include earned value management and total ownership cost and provided cost, schedule, performance, requirements, and program risk assessment analysis associated with the production of the MH-60 aircraft.  Prepared funding and de-obligation modifications. Recorded financial reviews by consolidating, organizing, maintaining, and modifying an extensive database of acquisition, budgetary, program execution and contractual status information, and assisted in the resolution to improve or alleviate identified problems in support of PMA-299.  RGII developed and provided an OPSEC Plan in support of the task order performance requirements IAW with the applicable CDRL.
Appendix A – Resumes

1. 
Thomas Walker

2. 
M.Sc. Administration, Central Michigan University, 1993 


BS Vocational Education, Southern Illinois University, 1991


Certificate of Human Resource Management, Capella University

3.
Program Manager, NASA JSC HRPO Support Contract

4.   Executive Officer, Human Space Flight Payloads, NASA JSC, 2002
5. 
Managed and directed human resources management, business management, & information technology management functions. Managed multiple priorities and projects including personnel actions, procurement, budget formulation & process improvement. Provided expert policy interpretations on issues such administrative policy, travel, procurement, security and safety & health. Two years of experience working with Commerce & State Department Export Regulations, and NASA and JSC Export polices. Conducts training and development of personnel-identified on-line training opportunities, eliminating $10K/year in expenses. Served as a senior advisor on special work groups, task forces and special projects such as diversity issues and benefit changes. Worked with management to develop & analyze a wide range of modified or new employee training and development policies. Provided managers & employees with information on a wide variety of issues & topics related to human resource development. Responsible for procurement and finances for space systems, computer and office resources worth over $3M. Used various software tools, including SAP/R3 modules such as Finance, HR, SCM and procurement. Led Houston military service special pay working group-won a 60% increase in housing allowance for all service members. As Chief Information Management:  Primary interface to NASA Chief Information Officer and Information Technology Office.
6.
Chief Executive Information Management, Regional Civil Engineering, Cambridge, England  1997

Independently managed the business, human resources management, financial activities and information management systems.  Utilized automated systems, such as Web-based application, to provide operational HR management and advisory services. Served as base contracting officer's technical representative in-the-field for lease vehicle service contracts in United Kingdom. Contracts with vendors to provide employee services, such as facility improvements, transportation, and equipment service. Served two years as assistant Program Manager for $45M hospital annex construction project and operating room renovation. Led team meetings to identify project requirements, work plan and assured Department of Defense construction requirements. Developed and published detailed and comprehensive operations plans, supplements, agency compliance guidelines/checklist. Insured the installation of $44,000 of information communication equipment that increased bandwidth by 1,000 percent. Developed first ever Information Management Mentorship Program and organized local school career day visitations

7.
Air Force Meritorious Service Medal (2)

Air Force Commendation Medal (4)

Air Force Achievement Medal (4)

Citations for Outstanding Service and Achievement (10)

Board of Directors, The WorkSource-North Houston Area

Educational Outreach Volunteer, NASA JSC

8. 
N/A

9.  
Full Time Employee

10.
 N/A.


11.  Signed acceptance letter attached

1. 
John Nolan

2. 
BS, Excelcior University, Albany, NY


AS Degree Contract Law, Community College of the Air Force


AS Degree Airway Science, Community College of the Air Force

Level I Contracting Professional, Lackland AFB, 2003

Level II Contracting Professional Coursework, 2005 

3.
Procurement Task Lead, NASA JSC HRPO Contract Support

4.  USAF, Lackland AFB, TX, Contract Specialist, 2004
5.  Contract Administrator, All Pre-award and post-award functions of numerous service, commodity contracts. Source selection, price analysis, negotiation and termination functions. Volunteered to complete Child Development Center valued at over $5M. Project was over budget, well beyond any reasonable milestones and not being built to customer specifications. Directly responsible for the oversight of 36 service contracts in direct support of the completion of the facility and it's opening meeting all state and federal requirements with no further delays. Used tools such as SAP/R3 HR and Procurement modules. Accomplished hundreds of Urgent and Compelling procurements of services and commodities for the Wilford Hall Medical Facilities. Also functioned as alternate unit security manager, SECRET NAC security clearance current.

6.   USAF, Tyndall AFB, FL, 2001, Contract Specialist
Contract Administrator of numerous Blanket Purchase Agreements and Basic Ordering Agreements valued over $1.5M annually. Tasked to transition expiring contracts to Requirements type contracts and restructuring simplified acquisitions of repetitive purchasing into streamlined process post 911. Directly responsible for the oversight of 33 service contracts in the base support flight for facilities at multiple locations totaling over $8M. Oversight of reconstruction of Water Survival School Training Center, demolition of dilapidated facilities and all hazmat and EPA related operations. Specialized in problem solving and adverse negotiations. Recognized for numerous highly technical acquisitions and negotiations. 

7. Kellum Memorial Scholarship 1986


Veterans of Foreign Wars 1987 Scholarship


Don Ellis Memorial Scholarship 1882 Military Awards Commensurate with 11 years of Honorable service

8. 
N/A

9.  
Full time Employee

10.
  N/A


11.  Signed acceptance letter attached.

1. 
Virginia D. Lopez

2. 
B.Sc., Business Administration, Livingston University, Livingston, AL

3.
HRO Task Lead, NASA JSC HRPO Contract Support

4.  Paradigm Consultants, Inc., Houston, TX  2003
5.   HR Manager/Business Manager.  Ensured compliance with State and federal fair employment practices, participated in EEOC hearings, prepared personnel files to comply with Department of Labor, Department of Transportation, and affirmative action requirements.  Managed daily cash flows, collections, and liens.  Managed the operations of multiple field offices.  Conducted performance reviews, negotiated benefit plans.  Processing and closing workers compensation and unemployment claims.  Processed and maintained all documentation required by OSHA and Department  of Labor.  Used SAP/R3 HR and Procurement modules. Managed site property leases and maintenance contracts.

6.   Oceaneering International, Inc., Houston, TX  1997
Project Controller. Developed and implemented company policies, procedures, and employment contracts for domestic and international employees.  Developed strategic plans for recruiting that resulted in 80 new hires within three months. Developed weekly and monthly project status reports, and served as the single POC for scheduling and planning air and ocean shipments.  Developed Safety, Health, and environmental Compliance Plans, and organized and directed safety  training and meetings.  Coordinated all aspects of the Quality Management Program for offshore personnel.  Conducted investigations for safety complaints.  Renewed dosimeters for employees using nuclear density gauges, and renewed radioactive material license annually.

8. Society for Human Resource Management (SHRM)

Houston Human Resource Management Association

Houston Compensation Association

Member, Houston-based Emergency Response Team for Vessels in compliance with International Safety Management (ISM) code. 

8. 
MS Office, MS Project, DelTek, DelTek Vision.

9.  
Full time Employee

10.
  N/A


11.  Signed acceptance letter attached.
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1.
Job Descriptions, Evaluations, and Salary Review

1.1
Job Descriptions

Jobs are described to applicants in their initial interview as exempt or non exempt as defined in the Fair Labor Standards Act.

Once hired, each employee is provided with his or her job description, written or oral, which outlines the position, areas of responsibility, the minimum qualifications to perform the job and any special training required.

The employee may be asked to sign the written job description, acknowledging that he or she has the necessary qualifications to perform the job satisfactorily, and that he or she is willing to undertake any special training required to perform the job.

Copies of job descriptions are retained in the employee's personnel file and are subject to change based upon Kadix's needs.

1.2
Performance Evaluations

The purpose of performance evaluations is to foster the improvement of productivity and the quality of work through communication.  Kadix views performance evaluations as a process, which encourages communication between employees and their respective supervisors on a regular basis. 

Performance evaluations emphasize:  A clear understanding of the role each person plays in the work unit, as well as what is expected of him or her; open communication between employees and supervisors; informing employees of Kadix's objectives and policies; feedback on actual performance and suggestions on areas needing improvement; employee participation in goal setting, planning of work assignments, and performance reviews.

Initial Evaluation:

A formal written performance evaluation will be conducted at the end of an employee's initial period of hire, known as the "introductory period."

After this initial evaluation, the employee will be evaluated in accordance with the regular corporate performance evaluation schedule.

Subsequent Evaluations:

Performance evaluations should take place informally, on a day to day basis by both an employee and his or her immediate supervisor.

Formal performance evaluations of all employees are generally conducted twice a year by their immediate supervisors in May and November.  During this time, the supervisor completes the written performance evaluation and reviews it with the President.  This meeting is important because it allows the President to know how employees are performing.

1.3
Salary Review

Kadix awards merit-based pay adjustments annually in an effort to recognize truly superior employee performance.  The decision to award such an adjustment is dependent upon numerous factors, including the information documented by the formal performance evaluation process and Kadix's financial status.

Salary adjustments and bonuses are based on merit and ranges that have been set by management.  Kadix reserves the right to review and modify its salary structure and merit increases at any time.

1.4
Career Development Program

Kadix believes in promoting employees from within.  Therefore, we have developed the Kadix Systems Career Development Program (CDP).  The program provides a “road map” of expected competencies and behaviors at each level of our organization.  In addition, the CDP is a crucial part of the performance evaluation process.  It provides you and your supervisor a clear picture your professional development objectives.  A complete description of the program can be found in the program booklet.

Eligible employees at Kadix are provided a wide range of benefits.  A number of the programs (such as social security, workers’ compensation, state disability, and unemployment insurance) cover all employees in the manner prescribed by law.

Benefits eligibility is dependent upon a variety of factors, including employee classification.  Your supervisor can identify the programs for which you are eligible.  Information about these programs can be found elsewhere in this employee handbook, and details on the insurance benefits can be found in their respective plan booklets.

1.5
Section 125 (Cafeteria Plan)

This plan permits employees to set aside pre tax dollars for payment of their share of insurance premiums.

1.6
Insurance Benefits

Kadix provides the following group based insurance benefits to its eligible employees.  Consult the current plan booklet of each plan for details.

Kadix reserves the sole right and discretion to re-evaluate its provision of, and payment for, coverage under these plans and may modify or discontinue any of these benefits, or change employee contributions at any time.  Kadix does not guarantee any benefits provided through insurance companies.

1.7
Health Insurance

Kadix's group health insurance provides major medical, prescription, and dental care to full-time employees working 30 or more hours per week.  Eligible employees must either enroll or waive health insurance.  Employees covered under an outside public or private health plan are not eligible for Kadix's health plan.  New employees enrolling in the health plan are covered the first day of the month following 30 days of consecutive employment.

Kadix subsidizes the premium cost of single coverage.  Employees pay the balance of single coverage and dependent coverage.  Employees' premiums can be made using pre tax dollars through the Cafeteria Plan.

1.8
Life, Accidental Death & Dismemberment Insurance

Kadix provides group life and accidental death & dismemberment (AD&D) coverage to full-time employees working 30 or more hours per week.  Kadix pays the full cost of life and AD&D insurance coverage.  New employees are covered the first day of the month following, 30 days of employment.  Consult the summary plan booklet for specific details on eligibility and plan options.

1.9
Short Term (STD) and Long Term Disability (LTD) Insurance

Kadix provides group STD coverage to full-time employees working 30 or more hours per week.  Medical conditions related to pregnancy are treated as an illness and are therefore covered.

Kadix provides group LTD coverage to full-time employees working 30 or more hours per week.  Partial disabilities and medical conditions related to pregnancy are covered.  

Kadix pays the full cost of both short term and long term disability coverage.  New employees are covered the first day of the month following, 30 days of employment.  Consult the summary plan booklet for specific details on eligibility and plan options.

1.10
Worker’s Compensation

Kadix provides comprehensive workers' compensation insurance at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work related injuries or illnesses should inform their supervisor immediately regardless of how minor an on the job injury may appear.  This will enable an eligible employee to qualify for coverage as quickly as possible.

Neither Kadix nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off duty recreational, social, or athletic activity sponsored by Kadix.

1.11
Continuation of Health Insurance Coverage (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under Kadix's group health plan when a "qualifying event" occurs that would normally result in the loss of eligibility.  Some common qualifying events are termination of employment (whether voluntary or involuntary); death of an employee; a reduction in an employee's normal work hours; a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

When one of the above qualifying events occurs, an eligible employee or beneficiary can continue insurance coverage by paying the full cost of coverage at Kadix's group rates.

Additional information about COBRA, including participants obligations and the necessary forms to initiate this benefit, are made available when health coverage begins, and when coverage ends by written notice.

1.12
Wellness Benefit

Kadix’s group health plan offers discounted memberships to many local area gyms and other health/wellness centers.  Please contact the HR department for more information.   

1.13
Kadix 401(k) Plan

Kadix offers its eligible employees the Kadix Systems, LLC, Employee’s 401(k) Plan as outlined under the provisions of the federal Employee Retirement Income Security Act (ERISA).  Consult the Summary Plan Description for specific details on eligibility, plan options, and discretionary employer contributions.

It's easy to understand why 401(k) savings plans are so popular and one of the fastest growing employee benefits.  A 401(k) plan offers eligible employees over the age of 21 a much needed tax break today, and the tool to achieve financial security in the future.  It is an effective and convenient way to watch savings grow faster than with other types of savings plans, since earnings as well as contributions are tax deferred.

Each payday, through automatic payroll deductions, participants contribute a defined amount of their pay into their individual account(s).  These contributions are tax deferred; they are deducted from an employee's gross pay before income taxes are calculated and withheld.  Taxes are deferred until the money is withdrawn from the plan (ideally when the employee is retired and in a lower tax bracket).

Kadix is committed to encourage savings by offering a structured, diversified, and attractive plan to its employees.  The plan offers free professional education, a variety of investment options with varying degrees of risk and potential return, flexibility and control over accounts by the employee, loan and hardship withdrawal options, and portability.  Employee contributions and earnings are 100% vested.  This means that upon separation from Kadix, employees can roll their vested amount into another employer 401(k) plan, or an Individual Retirement Account (IRA), thus continuing to build their savings.

Please contact the Personnel Department for more information on this excellent employee benefit plan.

1.14
Parking

Kadix reimburses up to $60.00 per month for daily parking at a client’s site.  Receipts must be provided by the employee requesting reimbursement.

1.15
Paid Vacation / Sick Leave

Time off with pay is available to eligible employees to provide opportunities for rest, relaxation, personal pursuits, or illness.  To allow Kadix’s employees greater flexibility with their leave, Kadix does not divide the paid leave benefit for vacation and sick usage.  It is the employee’s responsibility to manage his or her vacation/sick leave accordingly.

1.16
Eligibility

Exempt and non-exempt employees in the following employment classifications are eligible to earn and use paid vacation/sick leave as described in this policy:


Full time employees

1.17
How is Paid Vacation/Sick Leave Earned?

The amount of paid vacation/sick leave employees receive each year increases with the length of their employment.  Leave is accrued at the end of every pay period based on standard hours worked.  Exempt and non-exempt employees accrue vacation/sick leave per pay period as shown in the following schedule:

	Years of Eligible Service
	Hourly Accrual Rate
	Maximum Annual Paid Leave

	1 – 4
	.06538
	17 Days

	After 4 Years
	.08463
	22 Days

	After 18 Years
	.10375
	27 Days


Vacation/Sick Leave Earning Schedule

1.18
Exempt Employees

Example #1: If you are a 2nd year employee who works a standard week of 40 hours, your yearly leave accrual is as follows:

.06538 x 80 (hrs. in pay period) = 5.23 x 26 pay periods = 136 hrs/8 hrs. = 17 days of leave.

Example #2:

If you are a 5th year employee who works a standard week of 40 hours, your yearly leave accrual is as follows:

.08463 x 80 (hrs. in pay period) = 6.77 x 26 pay periods = 176 hrs/8 hrs. = 22 days of leave.

Once employees enter an eligible employment classification, they begin to earn paid vacation/sick leave according to the schedule.  

New employees will accrue vacation/sick leave according to the accrual schedule.  However, new employees are discouraged from utilizing earned vacation/sick leave during their introductory period.

Employees can request to use paid vacation/sick leave after it is earned.

Exempt (salaried) employees are paid an annualized salary regardless of the number of hours worked.  The consumption of leave should be reported on time sheets in full day increments only.

An exempt employee that takes a partial day leave is not required to use vacation/sick leave, but rather can make up the time on another day of work (within reason).  Exempt employees must maintain their average standard hours over the pre-specified period determined by their immediate supervisor.  Exempt employees must notify their immediate supervisor about a partial day leave.

1.19
Non-Exempt Employees

Non-exempt employees accrue vacation/sick leave according to: (a) the total number of actual hours worked during a pay period, plus (b) the total number of hours he or she is on an approved leave during a pay period.  For computation purposes of vacation/sick leave accrual, the combination of these two should not exceed 80 hours.  That is, overtime hours are not used for computing vacation/sick leave accrual.  Leave without pay hours are also not used in calculating vacation/sick leave accrual.

The following examples explain how vacation/sick leave is pro-rated when the total hours worked and approved leave hours are less than 80 hours.  

Example #1:  A third year employee is out a full day on leave without pay.  The accrual calculation for the current pay period will be:


80 - 8 x .06538 = 4.707 hours accrued for the period.

Example #2:  A first year employee is out for 4 days on leave without pay.  The accrual calculation for the current pay period will be:


80 - 32 x .06538 = 3.138 hours accrued for the period.

1.20
Requesting and Approving Paid Vacation/Sick Leave

Employees needing pre-planned time off should submit a Request for Leave form to their immediate supervisor at least five (5) days in advance.  Requests will be reviewed based on a number of factors, including business needs and staffing requirements.

Paid leave may be granted on the available balance at the end of the last pay period when requested.  In other words, you can use leave that you have accrued per your last paycheck, not what you expect to earn in a current pay period.

All questions pertaining to vacation/sick leave earned or taken should be directed to the payroll department.

1.21
How is Accrued Vacation/Sick Leave Paid?

Approved vacation/sick leave is paid at the employee's base pay rate at the time of leave.  It does not include overtime or any special forms of compensation such as incentives, commissions, bonuses, or shift differentials.

In the event of an extended illness, an employee must apply for any other available compensation and benefits.  Accrued vacation/sick leave will be used to supplement any payments that an employee is eligible to receive from state disability insurance, workers' compensation, or Kadix provided disability insurance programs.  The combination of any such disability payments and vacation/sick leave benefits cannot exceed the employee's normal weekly earnings.

Since vacation/sick leave is provided to allow an employee time away from work for vacation or illness, pay in lieu of leave is not permitted.

1.22
Carry Over

As stated above, employees are encouraged to use available vacation/sick leave for rest, relaxation, personal pursuits, or illness.  In the event that available vacation/sick leave is not used by the end of the year it is earned, employees carry over unused time to the next year.  However, if the total amount of unused vacation/sick leave reaches a "cap" equal to two times the annual vacation/sick leave amount, further accrual will stop.  When the employee uses paid vacation/sick leave and brings the available amount below the cap, accrual will begin again

1.23
Payment When Employment Ends

Upon termination of employment, employees will be paid sixty percent (60%) of any accrued, but not yet used vacation/sick leave, unless federal, state, or local law, or our contracts with the Government require otherwise.  However, Kadix reserves the right to pay as severance pay the balance of accrued, but not yet used vacation/sick leave.

1.24
Leave Without Pay

Employees requesting time off without pay must do so in writing with five (5) days advance notice to their supervisor.  Leave without pay is not available until all accrued vacation/sick leave is used up.  This type of leave must be kept to an absolute minimum.  Kadix reserves the right to deny an employee leave without pay, except as provided in the Federal Medical Leave Act (FMLA) Policy.

Employees on leave without pay are not eligible for holiday pay.

1.25
Break in Service

An employee that is terminated and rehired within one (1) year of the termination date, will earn vacation/sick leave at the same accrual rate he or she earned at the time of termination.

1.26
Miscellaneous

If a Kadix approved holiday falls within an approved, scheduled vacation, the employee will be entitled to receive holiday pay.  For example:  If an employee's one week vacation is approved, and one of those days is a Kadix approved holiday, the employee's time sheet will show 4 days of vacation, and 1 day of holiday pay.

If an employee is absent and is not on a pre approved vacation/sick leave before or after a Kadix approved holiday, the employee will not be entitled to receive holiday pay.

Advances on earned and/or unearned wages or salaries, including advances of leave are normally not granted.  As explained above, only leave earned can be used.  Employees who are excessively absent, on leave without pay, or who otherwise abuse this benefit will be subject to disciplinary actions up to and including possible termination. 

1.27
Paid Holidays

Kadix observes the following holidays:

New Year's Day

January 1

Martin Luther King, Jr. Day
3rd Monday in January

Inauguration Day

Every fourth year in January* 

Presidents' Day

3rd Monday in February

Memorial Day


Last Monday in May

Independence Day

July 4th 

Labor Day


1st Monday in September

Columbus Day

2nd Monday in October

Veterans' Day


November 11

Thanksgiving Day

4th Thursday in November

Christmas Day


December 25

*Washington, D.C. area employees only

Holidays falling on Saturday are usually observed the preceding Friday; those falling on Sunday are usually observed the following Monday.

Kadix reserves the right to modify its holiday schedule.

Requests for vacation hours involving the day before and/or after a holiday must be submitted in writing five (5) days in advance to the supervisor for approval.

If a recognized holiday falls during an eligible employee's paid vacation/sick leave, holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.

Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.

Employees working at a client's site may be asked to adhere to that client's holiday observance schedule.  In addition, supervisors may limit the amount of approved leave requested before or after a holiday in order for Kadix to maintain appropriate coverage on its contract and/or at corporate offices.

Absent employees on an approved leave without pay are not entitled to holiday pay.

1.28
Religious Holidays

An employee may elect to use either paid leave or leave without pay in order to observe religious holidays.  Employees needing time off to observe religious holidays should request it in writing to their immediate supervisor.

1.29
Holidays on Leave of Absence

If an employee is on an approved extended leave of absence or disability, he or she is not entitled to holiday pay.

1.30
Family and Medical Leave Act of 1993

Kadix provides unpaid Family and Medical Leaves of Absence to all employees who need to take time off from work duties because of a temporary personal health condition or disability, or to fulfill certain family obligations.  This benefit is in compliance with the Federal Medical Leave Act (FMLA).

1.31
Eligibility

Any employee who has completed 365 calendar days of service for Kadix and who has worked at least 1,250 hours during the preceding 12 months is eligible for a FMLA leave of absence for any of the following reasons:

· The birth, adoption or placement for foster care of a child;

· Your own serious health condition or disability; or

· The care of a family member who has a serious health condition.  For these purposes, "family member" is defined as a child, spouse, or parent.

1.32
Duration of Leave

An eligible employee can take up to 12 work weeks of leave during any 12 month period.  This leave may be with or without pay as explained below.  (If you and your spouse are both employed by Kadix, you are entitled to a combined maximum of 12 work weeks for both of you).

Leave taken for the birth, adoption, or placement for foster care of a child must be taken all at once, and must be fully taken within 12 months of the child's birth, adoption, or placement for foster care.

Leave taken for your own serious health condition, or to care for a family member who has a serious health condition, can be taken all at once, intermittently, or on a reduced leave schedule, as agreed by you and your supervisor.  Any intermittent leave or reduced leave schedule must be arranged so as to minimize the disruption to Kadix's operations.  Any hours of leave that are taken intermittently, or on a reduced basis, will be deducted on an hour by hour basis from the aggregate 12 work week entitlement, regardless of whether you are paid on an hourly basis or salaried basis.  If the intermittent or reduced leave schedule is foreseeable based on planned medical treatment, Kadix may require you to temporarily transfer to another available position that has equivalent pay and benefits, which better accommodates recurring periods of leave than your regular position.

1.33
Requirements for Taking Leave

Employees requesting FMLA leave must submit a completed Request for Leave form to their immediate supervisor.  Kadix requires at least thirty (30) days' advance notice, unless the need for the leave is not foreseeable.  Employees must give as much advanced notice as possible.  Failure to give at least 30 days' advance notice for a foreseeable FMLA leave may result in the delay of your leave until at least 30 days after the date you actually provide notice to Kadix.

Leave requests for the care of a sick family member, or leave requested for your own serious health condition will only be approved after you have submitted a medical certification from the health care provider taking care of you or the ill family member.  Kadix reserves the right to request a second medical certification (at the expense and direction of Kadix).  If a second opinion differs from an employee's first opinion, a third medical certification (at the expense and direction of Kadix) may be required.  This third medical certification is final and binding on you and Kadix.

The expected duration of the family or medical leave and the employee’s return to work date will be determined by the immediate supervisor (after taking into account the nature of the family or medical leave) and agreed to by the employee before the family or medical leave begins.

1.34
Wages During Leave

The 12 weeks of FMLA leave provided under this policy is generally unpaid, subject to the following:

· During the period of your leave, you will be required to utilize all accrued leave.

· If the leave is due to your own serious health condition or disability and you have used up all accrued leave, you can begin using disability insurance benefits.  Disability (both short term and long term) are clearly defined in their summary plan booklet.

1.35
Benefits During Leave

All benefits, except for health insurance coverage, as described below, will cease during a period of family or medical leave.  In addition, all leave will stop accruing during a period of family or medical leave.  However, a leave of absence will not cause you to lose any employment benefit, or seniority, that accrued before the date your family or medical leave began.

Health insurance coverage will continue during a period of FMLA leave on the same terms and conditions as if you were not on leave.  You will continue to be responsible for timely payment of your share of premiums for such health insurance coverage, on the same schedule as if you were not on family or medical leave.  If you do not pay your share of these premiums on time, your health insurance coverage will end, and will only be reinstated upon your return to work.

1.36
Return to Work

Upon returning from a FMLA leave of absence, you are entitled to be reinstated to the same position, or an equivalent position with equivalent benefits, pay status and terms and conditions of employment as if you had been continuously employed by Kadix.  However, in the event that your leave of absence was a result of your own serious health condition, you will be required to provide a "fitness for duty" medical statement from your health care provider stating that you are medically capable to performing the functions of your position.

Reinstatement to the same or equivalent position may be denied for those employees who fail to provide the required "fitness for duty" medical certification, or for key employees (defined as the highest paid 10% of the work force) whose job restoration would cause substantial economic hardship to Kadix.  If you qualify as a key employee, Kadix will notify you of your status and of the potential consequence that you might not be reinstated to your position.

If an employee fails to report to work promptly at the end of the approved leave period, Kadix will assume that the employee has resigned.

1.37
Miscellaneous Leave Policies

1.37.1
Court Leave

Kadix allows limited court leave with pay to any employee who has worked at least 90 days at Kadix who needs to take time off work if subpoenaed to appear in court as a witness, or called for jury duty.  The following criteria will apply when an employee needs time off from work for court leave:

· The employee must submit a Request for Leave form to his or her immediate supervisor, making sure to attach the summons or jury duty notice to the form.

· An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved court leave.

· Kadix will pay the employee the difference between any fees received for court duty and regular net wages.  Kadix will cease payment of this leave after one (1) week (5 working days).  Kadix will pay the employee regular wages, up to 5 working days.  Then, the employee will be placed on unpaid leave until the employee returns to work.  When the employee returns to work, the employee must give his or her immediate supervisor a copy of the release form along with a copy of all payments received for service.  These receipts will be used by payroll to make any necessary payroll adjustments to future paychecks.

· An employee will not be paid wages if he or she initiates the court action, or if he or she is a defendant.

· All employees will be expected to report for work during court recesses of four (4) hours or more.  Exempt employees, especially those in a supervisory capacity, may be required to continue to meet their assigned responsibilities while serving as a witness, or on jury duty.

· Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the approved court leave period.

· Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the court leave, and will resume upon return to active employment.

· When a court leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

· If an employee fails to report to work promptly at the expiration of the approved court leave, Kadix will assume the employee has resigned.

1.37.2
Bereavement Leave

Kadix allows limited bereavement leave with pay to any full-time employee who has worked at least 90 days at Kadix who needs to take time off from work when someone in the employee's immediate family dies.  The following criteria will apply when an employee needs time off from work for bereavement leave.

· For definition purposes, "immediate family" includes your spouse, children, siblings, parents, legal guardian, mother-in-law, or father-in-law.

· A Request for Leave form must be submitted to the immediate supervisor with as much advance notice as possible.

· Bereavement leave is limited to two (2) days of paid leave.

· An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved bereavement leave.

· The expected duration of the bereavement leave and the employee's return to work date will be determined by the immediate supervisor and agreed to by the employee before the bereavement leave begins.

· In the event of the death of a friend or relative who is not part of the employee's immediate family, the employee may take vacation leave at the discretion of his or her immediate supervisor.

· Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the bereavement leave period.

· Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the bereavement leave, and will resume upon return to active employment.

When a bereavement leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the expiration of the approved bereavement leave, Kadix will assume the employee has resigned.

1.37.3
Military Leave

Kadix allows limited military leave with pay to any employee who has worked at Kadix for at least 90 days.  The following criteria will apply when an employee needs time off from work for military leave:

The employee must submit a Request for Leave form to his or her immediate supervisor, making sure to attach the activation notice from the military.

An employee who has not yet worked at least 90 days with Kadix will not be paid while on an approved military leave.

During periods of Reserve or National Guard training, Kadix will allow an eligible employee to take up to two (2) weeks (10 working days) off from work per calendar year for active duty training.  Kadix will pay the employee the difference between any military pay and his or her regular salary.  The employee must submit a copy of his or her military pay voucher for this calculation upon returning to work.  Kadix will pay the employee regular wages, up to 10 working days.  Then the employee will be placed on unpaid leave until the employee returns to work.  When the employee returns to work, the employee must give his or her immediate supervisor a copy of the military pay receipts.  These receipts will be used by payroll to make any necessary payroll adjustments to future paychecks.

Employees who are reservists or national guardsmen called for full-time active duty training or for inactive duty training will be granted unpaid leave for a period of up to three months.

Subject to the terms, conditions, and limitations of the applicable plans, Kadix will continue to provide its share of premiums for health insurance benefits during the military leave period.

Benefit accruals, such as vacation/sick leave, or holiday benefits, will be suspended during the military leave, and will resume upon return to active employment.

When a military leave ends, the employee will return to his or her same position, if it is available, or to a similar available position for which the employee is qualified.  However, Kadix cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the expiration of the approved military leave, Kadix will assume the employee has resigned.

1.37.4
Voting Leave

Employees should try (whenever possible) to schedule their voting time either before or after their normal work schedule.  An employee needing time off work to vote, must obtain immediate supervisor's approval.  Earned vacation/sick leave can be used, or time off without pay may be granted.

1.38
Business Travel Expenses

1.38.1
Local Travel

Kadix considers any travel performed in the line of business, with the exception of commuting to your permanent work site, to be a reimbursable expense.  If you are required to perform reimbursable, local travel for Kadix, you should:

· Keep parking receipts

· Keep mileage records

· Keep memo records

· Prepare a Business Expense Report, attaching all receipts

1.38.2
Overnight Travel

Kadix employees who are required to travel long distances on corporate business are reimbursed for approved, out-of-pocket expenses, per Federal Government standards.  

Upon completion of travel, you must submit a Business Expense Report detailing the authorized travel expenditures to be reimbursed, along with receipts supporting the expenditures.  Your supervisor must approve all requests for reimbursement.

Employees should contact their supervisor for guidance and assistance on procedures related to travel arrangements, travel advances, expense reports, reimbursement for specific expenses, or any other business travel issues.

Abuse of this business travel expenses policy, including falsifying expense reports to reflect costs not incurred by the employee, can be grounds for disciplinary action, up to and including termination of employment.
1.38.3
Other Business Related Expenses

Employees are eligible to be reimbursed for selected business related expenses.  These expenses include business related calls made on personal phones and supplies purchased for use at the office.  All expenses must be approved by the employee’s immediate supervisor before they will be reimbursed.

2.
Additional NASA JSC HRPO Support Compensation Requirements

2.1
Service Contract Act Requirements

The Service Contract Act of 1965, as amended, provides labor standards for certain persons employed by Federal contractors to furnish services to Federal agencies.  These standards include specifying the minimum monetary wages to be paid and fringe benefits to be furnished the various classes of service employees in the performance of the contract or any subcontract.  A Wage Determination (WD) from the U.S. Department of Labor, #1994-2516 revision # 24, is provided in the solicitation.

Kadix Systems and our subcontractor RGII are committed to meeting and exceeding the standards in the WD for our employees that are covered by this Act.  As seen in our cost proposal, the total compensation, wages and fringe benefits, to be provided to our personnel covered under this Act exceeds the WD requirement, the wages meet the requirement and the fringe exceeds the minimum requirement.
2.2
Performance Incentives

Kadix recognizes outstanding performance by employees through various incentive award systems.  Awards range from monetary awards provided on a spontaneous basis at the division level to formal recognition and incentive awards distributed on a company-wide annual basis.

As part of our organizational philosophy, we strive to meet the following goals:

· Maximize Employee Qualifications and Career Development

We will identify both the NASA JSC HRPO-related workforce skills, and the number of personnel needed to meet contract requirements to develop baselines for our current workforce. This will identify projected shortfalls or overcapacity areas. We will build a dynamic knowledge management plan to set hiring, training, career development, and attrition goals to result in a representative, diverse work force. Encouraging employees to take advantage of our educational reimbursement and training assistance programs, provides financial support in developing skills for both career growth and contract requirements. We encourage employees to establish and follow a defined career path which may lead to internal promotions. Each employee will have an understanding of their position responsibilities, authorities, and accountabilities. A comprehensive career path plan establishes a guide for employees to seek technical and career advancement within the company.

· Optimize the Quality of Our Competitive Compensation Package 

Continuously assessing the competitiveness of our compensation packages (which includes base salary, incentive compensation program, profit-sharing program, and benefit program) is done by comparing industry survey data. Assessing the overall compensation program regularly in terms of employee satisfaction and financial affordability for the company, helps Kadix modify the various desirable or undesirable aspects of the program.

· Increase the Strength of Our Leadership and Management

We are committed to encouraging, training, and supporting employees in taking initiatives to propose solutions and solve problems, and empower them make decisions whenever appropriate and possible. Regular feedback from our employees regarding the effectiveness of our corporate management and leadership, will open up our communication channels. This feedback will be gathered periodically through employee surveys.

· Retain Talent with Proactive Encouragement 

We work hard at energizing and expanding our active employee corporate communication program by updating them frequently on the status of our action plans. Encouraging all employees to further develop their professional capabilities through company-sponsored educational reimbursement, and training assistance programs is a primary focus. Our ability to expand our analysis of employee turnover allows a full understanding of the reasons for departure. We then apply the resulting data to appropriately correct, modify, and enhance corporate policies.
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1.
Introduction

This Team Kadix Phase-In Plan covers the 31-day phase-in period prior to the NASA JSC HRPO contract start. It discusses our approach for transitioning all contract activities and implementing our proposed processes and strategies for effecting a smooth phase-in of contract NAS9-02050 for the Procurement Offices and Human Resources Support Services.  

Our plan contains the following information with rationale: 

· A plan for affecting a smooth phase-in consistent with maintaining efficient operations at NASA John Space Center (JSC), with a schedule for management items to be met.

· Plans for training and orienting personnel where necessary.

· Relationships to be established with NASA and the incumbent contractor during phase-in, including support, resources, and interfaces expected from each.  
Team Kadix is committed to a smooth, orderly, and successful transition within 31 days.  Our primary objective is to minimize any disruptions to the JSC HRPO operations by taking a systematic approach to effective contract transition.  A well-executed transition plan begins with determining the key individuals who will manage the overall transition.  Our transition plan depicts the people, processes and procedures to successfully staff and transition the contract for providing the JSC HRPO support services to Team Kadix.

The Team Kadix transition approach provides value-added solutions to effect a seamless and transparent transition at zero cost to the JSC HRPO end-user community, while minimizing potential disruptions and distractions inherent in contract transitions.  We have gained invaluable experience in the successful transition of contracts of a similar nature and size, achieving complete customer satisfaction at multiple sites.  Due to our demonstrated experience in contract transition for the U. S. Coast Guard (USCG) and for the Naval Sea Systems Command (NAVSEA), described below, we propose a proven transition plan that we are confident will be equally successful for JSC HRPO.

One successful transition occurred in 1997 following award of the Information Technology Support Services contract with the U.S. Coast Guard Headquarters on 26 September and we were required to begin work on 1 October.  This contract required the phase-in of 35 people over a 3-week period.  We extended job offers and successfully transitioned 85% of the incumbent staff in the first week.  We staffed the remaining positions with new hires over the next two-week period.  
A second successful transition that earned customer recognition involved LAN/WAN and Help Desk Support Services for NAVSEA.  This contract required the seamless phase-in of a staff of 50 over 4 weeks.  We transitioned over 90% of the incumbent staff within 5 days at 3 sites (Arlington, VA, San Diego, CA and Brunswick, Maine), and the remaining support staff were brought in over the next 3 weeks.  
With projects of this nature, having large numbers of incumbent staff, Team Kadix believes our ability to retain a high percentage of these personnel is due to several factors, including:
	· Excellent Benefits Package
	· Employee Career Path for Growth

	· Profit Sharing Program

· Bonus Program
	· Education & Training Program

· AchievementAwards/Recognition

	· Employee Moral Activities
	· Competitive Compensation Package

	· Family Work Environment
	· Team Kadix Technical Training Centers


Team Kadix offers these same tools and resources along with a variety of best practices to ensure that transition schedules are met with no interruption to normal JSC HRPO services. Exhibit 1 summarizes these transition tools, resources, and best practices.
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Exhibit 1: Phase-in Best Practices

2.
Phase-In Process

The Team Kadix phase-in management approach is focused on (1) ensuring uninterrupted service during the 30-day transition phase while promoting teamwork between our transition team leaders, end users, and the USPTO IT staff; and (2) minimizing the duration of the transition period. There are three key considerations to the success of this approach:

2.1
Phase-In Organization

One of the key elements to ensuring a successful, disruption-free phase-in is to plan and provide exceptional interim support services. To accomplish this for NASA JSC, our approach is to introduce a senior phase-in management team with significant hands-on experience transitioning similar contracts, while the incumbent contractor maintains current support services. Exhibit 2 demonstrates this emphasis on senior level participation in the phase-in process.
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Exhibit 2: Team Kadix’ Phase-in Management Team

2.2
Phase-In Approach

Our phase-in management approach is focused on:

1. Ensuring uninterrupted service during the phase-in and promoting teamwork between our phase-in team, the NASA HRPO staff; and the incumbent, and

2. Minimizing the duration of the phase-in period. 

There are three key considerations to the success of this approach:

· Provide a high level of service to minimize the impact to HRPO business, 

· Create an optimal transfer of knowledge between the HRPO staff, incumbents, and the Team Kadix phase-in team, and

· Build open, communications-based, relationships among Team Kadix, JSC HRPO, and JSC HRPO customers and end-users.

The objectives of our NASA HRPO Support Phase-in Plan include the following:

· Provide efficient, effective, thorough and smooth phase-in of all required IT Support tasks,

· Stabilize the work force through direct personal interaction and ensure availability of resources,

· Establish appropriate and effective customer communication channels and interaction mechanisms,

· Resolve any and all issues rapidly through established open communication mechanisms,

· Provide competitive compensation and benefits for professional employees (FAR 52.222-46),

· Provide sound approach to identify and mitigate phase-in risks,

· Infuse Team Kadix’ ISO 9001:2000 equivalent processes and procedures to reduce costs while improving timeliness and phase-in quality, and

2.3
Employment Transition

We appreciate the stresses associated with employment phase-in. To alleviate anxiety among the incumbent workforce and foster cooperation with the incumbent contractors, Team Kadix will be open with the incumbent, answer their employees' questions honestly, and keep all employees informed about phase-in progress. Interested incumbent contractor personnel will be invited to an Open House planned within 5 days after contract award. At this session the employees can meet and talk with our Program Manager, Team Leads, team member (PEC) representatives, and Human Resources representatives. To assist in this process our Human Resources specialists will provide an Open House invitation and information package detailing our corporate description, benefits, hiring eligibility requirements, an interview invitation, and telephone numbers to each incumbent employee.

During the first week of phase-in, the Program Manager will contact key incumbent personnel by telephone after normal working hours to determine their interests and to establish interview dates. Input from JSC HRPO management will provide valuable input to this process. Our Human Resources specialists will update and maintain our personnel database of skills, to include incumbent employees interviewed, hiring decisions, comments, technical expertise, and level of experience to provide the NASA HRPO Support Phase-in Team with status updates of applicants.

Phase-in provides the opportunity to eliminate overlapping management and to improve support staff quality and productivity by eliminating duplicate functions. We also eliminate positions whose skills are no longer needed due to changing technology. We will take advantage of this opportunity to achieve cost efficiencies. Based upon the staffing plan, offers will be made to those incumbents that provide the best match of talent for work to be accomplished and match our corporate quality standards. Our people-oriented environment has produced an employee retention rate of 94% annually for the past 14 years, which significantly reduces the risk of staffing delays and shortfalls.

2.4
Phase-In Plan, Activities and Timeline

Exhibit 3 summarizes our phase-in schedule.

	Prior to Contract Initiation
	Initiation
Phase-In

Days 1 to 10
	Implementation
Phase-In

Days 10 to 20
	Close-out

Phase-In
Days 20 to 30

	Phase I
	Phase II
	Phase III
	Phase IV

	· Create an Action Item List

· Create commitment-tracking database

· Designate phase-in team

· Compile orientation packages

· Develop Introduction Letter for phase-in staff

· Establish project status web-site

· Identify function, tasks, systems and facilities required to establish seamless phase-in priorities and sequence

· Develop definite phase-in readiness criteria for review with NASA HRPO
	· Host Kick off Meeting

· Implement communications and client relations mechanisms

· Develop staffing matrix

· Meet with incumbent management and staff
· Perform benefits transition

· Establish schedule controls

· Asset discovery management

· Arrange for badge distribution

· Finalize subcontract agreements

· Identify current work, perform project reviews
	· Hold orientation meetings/ sessions

· Schedule customer meetings

· Review/refine customer feedback questionnaire

· Conduct training needs assessment

· Schedule training

· Establish performance metrics

· Develop service performance tracking mechanism

· Review current applications maintenance, enhancement, and development activities and backlogs

· Review current documentation standards and libraries
	· Review action item list and commitment tracking database

· Verify all continuing tasks have been transitioned

· Review service and licensing agreements with SI task managers
· Distribute customer feedback survey
· Identify open issues and develop corrective action plans

· Document lessons learned

· Project Implementation Plan

· Prepare final transition report


Exhibit 3: Phase-In Schedule

2.4.1
Phase I: Pre-Award Phase-In Actions

Team Kadix will begin phase-in activities before selection notification. Team Kadix has identified our Phase-In Team that will facilitate preparations for the changeover. The phase-in activities that we are performing include:

· Create action item list for transition,

· Create commitment-tracking database for service items and personnel commitments,

· Designate a formal phase-in office and staff,

· Prepare an introductory letter for transitioning staff,

· Compile New Employee Orientation packages,

· Customize new hire checklist, and

· Design NASA HRPO Support phase-in support web site to disseminate relevant information regarding transition activities.

2.4.2
Phase II: Phase-In Initiation

Within 5 days after contract award, Team Kadix will schedule and host a kickoff meeting and begin addressing human resources and customer relations concerns. We will activate plans in five major areas: Asset discovery and inventory all GFE/GFI, Communications and customer relations, Human resource transition, Personnel transition (Cost/Schedule/Security Controls), Subcontract transition, and Business and task transition.

2.4.2.1
Kickoff Meeting

Immediately after contract award, we will schedule a kick-off meeting with key representatives from JSC HRPO and the incumbent contractor. The purpose of this kickoff meeting will be to introduce the staff that will manage the phase-in, identify any potential problem areas that require immediate attention, and establish an agreed schedule for the phase-in process.

The Team Kadix Phase-in Plan was developed on the basis of our team’s experience with similar transitions at other agencies. The phase-in plan is a living document, and will be actively managed to react rapidly and effectively to changing issues and conditions that appear during the phase-in process. One of the first agenda items for the kickoff meeting will be to review the Team Kadix Phase-in schedule with JSC HRPO staff, and ensure that all tasks are documented and scheduled effectively. Other agenda items are:

· Asset discovery, inventory all GFE/GFI

· Schedule regular meeting time with JSC HRPO,

· Acquire contact list for the outgoing company,

· Distribute Team Kadix Phase-in Team contact list,

· Identify any changes in structure or systems that may have occurred since the submission of the Team Kadix proposal,

· Schedule a site orientation session for the Phase-in Team and key Team Kadix management staff,

· Identify potential disruption areas and a contingency plan to handle them,

· Define communication and reporting relationships during phase-in, and

· Review and revise the Phase-in Plan based on NASA HRPO feedback.

2.4.2.2
Asset Discovery

Team Kadix’ approach to asset discovery begins with the development of detailed discovery plan and timeline. We conduct a full inventory of NASA GFE/GFI assets including documents, plans, procedures, and hardware/software. Exhibit 4 depicts these phases of the asset discovery process.


Exhibit 4: Asset Discovery Process

2.4.2.3
Communications and Customer Relations

Communication is important to maintaining morale and confidence both within the incumbent workforce, within the JSC HRPO customer base, and with the Kadix Team. During changeover, Team Kadix will implement a comprehensive communication program that includes transitioning employees, NASA HRPO senior management, and Team Kadix management. Components of this communication plan include:

Letter of Introduction. 

After the initial meeting with NASA HRPO, Team Kadix will distribute an introductory letter to all Incumbent staff. The letter will outline “what’s next”, contain a schedule of events, including a list of contact point and methods, and training schedule.

Program Web Site.

Immediately upon award announcement, Team Kadix will activate its JSC HRPO Support Program website. The site will provide important information to transitioning new and incumbent staff concerning Team Kadix and the transition process. We will post schedules; management biographies; and a list of frequently asked questions and answers from e-mail and face-to-face meetings. The site will also have detailed benefits information and enrollment forms. The web page will be updated daily throughout the transition initiation period.

Daily Changeover Team Status Meetings During Transition Initiation.

The Program Manager or his designee will hold daily meetings with the transition team and Team Kadix key management personnel during this period. The purpose of these sessions is to discuss the previous day’s progress and to map the day’s activities. Each team lead will update the schedule of activities daily. This schedule will be posted on the transition website for visibility and easy cross-reference.

Regular Informal Meetings and Social Events.

Our most important immediate concern is to rapidly assimilate the transitioning staff and to communicate the goals and concerns of the transition period to them. The IT Support Transition Team realizes that formal meetings and communication are not the only means of communication. RGII will establish a schedule of social activities and opportunities to “drop by” and discuss issues of concern.

Open House Meetings. 

Team Kadix will schedule several open house meetings to allow incumbent employees and their families to hear information about Team Kadix, available benefits, and the transition schedule. These meetings will be held during non-business hours at an offsite location to allow convenient attendance.

Scheduled Information and Status Meetings. 

The Team Kadix Phase-in Team and key management personnel will schedule regular meetings with transitioning incumbent management, the subcontract administrator, and any identified task leads.

2.4.2.4
Human Resources

From the list requested at the initial meeting with NASA HRPO, team Kadix will develop a staffing matrix of all affected employees and the positions they currently fill. To expedite the staffing process, Team Kadix proposes that the following actions take place within the first week of the phase-in initiation period:

· Obtain transitioning employee permission to access personnel data,

· Obtain personnel data from the transitioning companies, including position descriptions,

· Review current salary structure,

· Meet with transitioning management to discuss staffing, and

· Distribute Team Kadix employment applications.

· As the staffing and salary structure is better understood, RGII will complete a staffing matrix that identifies each position, the name of the incumbent, their current job title, their current salary, and the proposed Team Kadix job title. Based on a review of the employment applications and information gathered from company management, Team Kadix will proceed with staffing activities by:

· Identifying incumbent staff to interview,

· Completing the staffing matrix that matches transitioning employees to Team Kadix positions,

· Distributing written employment offer letters to transitioning employees, and

· Receiving acceptance letters for employment.

In some cases, the transitioning staff will remain in their current positions when they become Team Kadix employees. Some employees, however, will choose to leave the program. Team Kadix will develop a staffing procedure describing the points of contact and interfaces for all staffing issues. Meetings to discuss staffing will occur on a regular basis among the Team Kadix Support Phase-in Team, Team Kadix management, and NASA HRPO management. When identified, vacancies will be reviewed to determine if staffing is required, to determine key job skills, and to transfer or recruit the appropriate personnel.

Team Kadix’ goal is to transfer all benefits to incumbent personnel within the first five to ten days after contract initiation. Team Kadix will continue to work closely with employees to provide benefit information, assist employees in making benefit selections, complete necessary paperwork for benefit initiation, and answer any questions that might arise. Phase-in activities related to benefits administration include:

· Schedule benefits program briefings,

· Determine length of service credits,

· Distribute benefit enrollment packages,

· Receive and process benefits selection paperwork, and

· Create new employee records in Team Kadix’ Human Resource system.

2.4.2.5
Personnel (Cost/Schedule/Security Control)

During phase-in initiation, Team Kadix will establish the project controls necessary to manage and track all labor hours and costs. The Program Manager will be responsible for the development and oversight of our Peachtree Software System (Project Control) dedicated to tracking costs and identifying cost efficiencies, ensuring the smooth transition of all subcontracting activities, costing of all tasks, and approving other procurement actions.
Team Kadix will deploy its Peachtree time recording system to support project control. Time card records are the basis for input into the Team Kadix Peachtree cost management system. Our timekeeping system allows validated entry, cost accumulation, and creation of an invoicing procedure that is both auditable and efficient.  Team Kadix’ experienced business management team will tailor a system that results in: an accounting structure that reflects the work breakdown structure in the contract,

Project controls, and an efficient invoicing process.

2.4.2.6
Subcontracts and Procurement

Kadix acknowledges the importance of establishing strong subcontractor relationships by teaming with RGII.  Upon contract announcement, the Kadix Team will finalize the agreement for subcontracting services. The subcontract will be negotiated and in place before work starts. Activities include:

· Review staff augmentation contracts and employees assigned to transitioning incumbent companies,

· Discussing staff augmentation employee performance with transitioning staff,

· Finalizing the decision on contracting or hiring staff augmentation employees, and

· Task Order Identification.

Upon contract award, the Kadix team will perform the following: 

Identify all tasks that have in-process work on the critical path for NASA HRPO. The Kadix Team will identify the impending milestones that are scheduled during or shortly after the phase-in period. Within the first ten days of the phase-in period, the Kadix Team and Task Leads will meet with the NASA HRPO Technical POCs for each of the tasks that have imminent milestones to identify any additional resources or actions required to support the effort. For projects and ongoing activities that are mission-essential, Team Kadix will work with incumbent management during the transition initiation period to develop contingency plans and personnel backup strategies, and

Within 20 to 30 days after contract award, Team Kadix will meet with the NASA HRPO Task Technical POCs to:

· Determine appropriate performance-based incentive measurement and criticality for current and future tasks,

· Verify that all tasks and ongoing projects have been accounted for in tasking and

· Verify that work has been successfully transitioned.

2.4.2.7
Business and Task Order Transition

Within 10 to 20 days after contract award, the new Kadix Team begins work onsite at NASA JSC. Employees will receive their badges from distribution points determined during transition initiation. Each work group will have a kickoff breakfast meeting and the week’s schedule will be reviewed, a commitment to no degradation of service will be stressed, and a workgroup orientation for any new employees will be conducted.

Several formal orientation activities will be scheduled for the first week. We understand the importance of service continuity; therefore, Team Kadix will work with the key transitioning management team to divide staff into orientation groups that are small enough to ensure that services continue uninterrupted during this period. We will make certain that all areas have adequate staffing during these orientation activities. The following orientation activities will commence:

· Weekly brown bag sessions with Team Kadix managers,

· Work team orientation for Team Kadix staff, especially new hires,

· Benefits selection and initiation for transitioning employees,

· Meeting with the Team Kadix NASA JSC HRPO Support Program Manager and Team Leads to whom transitioning employees have been assigned,

· Site-specific, mandatory training for Team Kadix staff, and

· Time card training for transitioning employees.

The Team Kadix Phase-in Team and Team Kadix key personnel will continue to use the communication channels established during the phase-in initiation to build on the foundation of communications begun at contract award. Continued success is dependent on open communications and rapid resolution of issues. Team Kadix will continue to meet with the NASA JSC HRPO COTR and Task Technical POCs to ensure smooth transition of work tasks and contractual items. Other relationship and communication channels will be developed during the transition, including those described in the following paragraphs.

2.4.3
Phase III:  Customer Relations

During the transition period, the Kadix Team will expand the communication efforts to include NASA HRPO customers. Key Team Kadix and transitioning management personnel will review Service Level Agreements (SLAs), service performance data, and any existing customer satisfaction data. Team Kadix will meet with NASA HRPO customers to set the stage for customer satisfaction management. Initial activities include the following:

· Schedule customer meetings with Team Kadix management,

· Review and refine customer feedback questionnaire/form, and

· Baseline customer satisfaction levels with current performance.

2.4.3.1
Training and Professional Development

A key component of building a strong Kadix Team is to create common values, goals, and language. During the transition period, Team Kadix will launch several training and development activities to ensure common understanding of Team Kadix’ culture and practices, brief new-hires on the NASA JSC environment and operating standards, identify training needs where they exist, and provide a career path for all employees. Tasks include:

· Conduct training needs assessment,

· Review and analyze training and certification records,

· Schedule career path planning discussions,

· Schedule training, and

· Develop a description for each contract employee.

2.4.3.2
Work Systems & Business Transition

Team Kadix is committed to continuing and improving the service levels currently delivered by the incumbent staff to NASA JSC.  Team Kadix’ proven approach to performance improvement is based on the use of Performance Measurement. To ensure service excellence, Team Kadix will conduct the following activities during the transition period as applicable:

· Implement Team kadix and NASA Performance Measurement (PM) metrics for products and services,

· Integrate PM metrics into existing performance measurement portfolios,

· Utilize Team Kadix and NASA service performance tracking mechanism,

· Create service performance glossary,

· Create performance measurement linkages to all labor categories,

· Distribute performance measurement plan to all employees,

· Post measurements,

· Hold bi-weekly performance review meetings, and

· Make recommendations on SLAs and additional performance measures to NASA HRPO

2.4.3.3
Transition from the Incumbent

Team Kadix key personnel will meet with the transitioning staff and NASA JSC Task Technical POCs to review all tasks. Within each of the functional areas, a recommendations report will be prepared indicating those areas in which Team Kadix might introduce commercial practices for increased efficiencies or cost savings. This review will include customer visits to introduce the Team Kadix management team to NASA HRPO staff and to obtain a preliminary assessment of customer satisfaction. Items that the Kadix Team will examine including:

· Current applications maintenance, enhancement, and development activities and backlog of requests,

· Current documentation standards and libraries,

· Procedural documentation,

· Configuration documents,

· Security documentation and any open finding or infraction reports, and

· HR Policies and Practices

2.4.4
Phase IV: Transition Completion & Closeout

The final step in the Phase-In Plan is the close out and review. This step ensures that the objectives of the changeover period have been met, that the lessons learned are documented, and that all action items and commitments have been met. Activities planned for the KadixTeam, the Subcontract Administrator, and the Task Leads include:

· Review action item list and commitment tracking database to ensure completion of all items,

· Verify that all continuing tasks have been transitioned,

· Distribute customer feedback survey for the transition period,

· Identify any open issues and develop corrective action plans to address them,

· Document lessons learned,

· Project implementation plan and asset discovery, and

· Prepare a final transition Report.

· Transition Risks and Solutions

It is our experience that a significant factor in any transition activity is the relationship established between the in-coming and out-going contractors.  We will coordinate and hold a meeting with the incumbent to explain our Transition Plan and to introduce our management team.  Team Kadix is proud of our record of work cooperatively with other companies during this critical time, and will make all reasonable efforts to accommodate the incumbent without jeopardizing completion of scheduled phase-in activities. We will notify the incumbent contractor(s) of our willingness to hire their personnel currently employed in support of JSC HRPO, and will seek the incumbents assistance in directing and controlling their current work force during the transition until we assume full contract responsibility.  
Team Kadix fully recognizes the inherent issues and concerns involved in a transition of this nature, i.e., new contractors technical capabilities, staffing capabilities, and understanding of the customers mission and objectives.  This recognition has resulted in our tailoring of a proven transition plan to provide the policies, procedures, and techniques necessary to accommodate the specific requirements of this effort.  Figure 5 summarizes transition risks and their associated mitigation actions.
	Transition Risk Factor
	Mitigation Action

	· Contract is not fully staffed at end of transition period.
	· Identified current staff available to fill these positions and where current staff is not available, have initiated our staffing/recruiting process.

· Actively recruiting members based on the current labor force.

· Initiating contingency hiring actions prior to contract award.

· Staff with temporary personnel from existing Team Kadix assets.

	· Initially, quality of work may not equal support prior to contract award.
	· Actively recruit members of the current workforce to reduce the workforce turnover percentage.

· Where possible, ensure that the staff for each area has a mix of current workforce and new personnel.

	· JSC HRPO support team cohesiveness diminished.
	· Start team building early.

· Actively recruit members of the current workforce to reduce the workforce turnover percentage.

	· Most current workforce key personnel decide not to accept employment with Team Kadix.
	· Hire as many other current workforce personnel as possible.

· Bring on new hires as rapidly as possible.

· Temporarily bring on over qualified personnel from Team Kadix until new hires can be brought up to speed.

	· Documents, files, reference materials, etc. may be lost, misplaced or removed.
	· Actively recruit members of the current workforce to reduce the workforce turnover percentage.

· Work closely with JSC HRPO and incumbent contractor to identify, inventory, and secure appropriate equipment, information, access codes, etc.


Exhibit 5: RGII has identified transition risks and appropriate mitigation actions.

This contract can be transitioned and implemented only by an organization that is large enough to have the required resources for the approach, yet small enough to be flexible in accommodating NASA JSC HRPO changing environment and requirements.  Team Kadix provides NASA JSC with that organization.  Team kadix possesses all the capabilities and experience required to fulfill this communications network and computer facilities effort.

Appendix D – Safety, Health and Environmental Compliance Plan (DRAFT)
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1.
Team Kadix Policy Statement

The Occupational Safety and Health Act of 1970 clearly states our common goal of safe and healthful working conditions and environmental compliance.  The safety and health of our employees and those of NASA JSC continues to be the first consideration in the operation of the NASA HRPO Support contract.

Safety, Health, and Environmental compliance on the NASA JSC HRPO contract must be a part of every operation.  Without question it is every employee's responsibility at all levels.

It is the intent of Team Kadix to comply with all laws.  To do this we must constantly be aware of conditions in all work areas that can produce injuries.  No employee is required to work at a task he or she knows is not safe or healthful.  Your cooperation in detecting hazards and, in turn, controlling them is a condition of your employment.  Inform your supervisor immediately of any situation beyond your ability or authority to correct.

The personal safety and health of each employee of Team Kadix and NASA JSC is of primary importance.  The prevention of occupationally-induced injuries and illnesses is of such consequence that it will be given precedence over operating productivity whenever necessary.  To the greatest degree possible, Team Kadix management will provide all mechanical and physical facilities required for personal Safety, Health, and Environmental compliance in keeping with the highest standards.

We will maintain a safety and health program conforming to the best management practices of NASA JSC and Team Kadix.  To be successful, such a program must embody the proper attitudes toward injury and illness prevention not only on the part of supervisors and employees, but also between each employee and his or her co-workers.  Only through such a cooperative effort can a safety program in the best interest of all be established and preserved.

Our objective is a Safety, Health, and Environmental compliance program that will reduce the number of injuries and illnesses to an absolute minimum, not merely in keeping with, but surpassing, the best experience of NASA JSC and Team Kadix.  Our goal is nothing less than zero accidents, injuries, or hazardous environmental results.

Abbey Mcmanus

Team Kadix

2.
Team Kadix NASA JSC HRPO Support Occupational Health, Safety, and Environmental Program

2.1
Health, Safety, and Environmental Guidelines 

Date of Last Revision:  ___DRAFT______

2.1.1
NASA JSC HRPO Support Safety Program Responsibility

The Team Kadix Safety Officer is Abbey McManus.  She is solely responsible for all managerial facets of this program and has full authority to make necessary decisions to ensure success of the safety program.  Safety is also the responsibility of every employee of this company.  The Safety Officer will develop written detailed instructions covering each of the basic elements in the NASA JSC HRPO support program, and is the sole person authorized to amend these instructions.  Team Kadix has expressly authorized the Safety Officer to halt any operation of the Team Kadix where there is danger of serious personal injury. 

2.1.2
NASA JSC HRPO Support Safety Program Content

The Team Kadix NASA JSC HRPO Support safety and health program will include, but is not limited to development and maintenance of the following:

· Team Kadix Health and Safety Program Guidelines.

· Written Programs.

· Safety Committee.

· Routine Safety and Health Inspections.

· Safety Meetings.  

· Accident and Incident Reporting.

· Accident Investigation.

· General Safety Rules for all Tasks.

· Recordkeeping Requirements.

· Disciplinary Actions for Willful Unsafe Acts.
2.1.2.1
Team Kadix Health and Safety Program Guidelines

Team Kadix will review and evaluate this document:

· On an annual basis.

· When changes occur to 29 CFR that prompt a revision.

· When changes occur to any related regulatory document that prompts a revision of this document.

· When facility operational changes occur that require a revision of this document.

2.1.2.2
Written Individual Programs

Team Kadix will maintain written individual procedures for the types of hazards/issues that our employees will or could potentially be exposed to.  Each NASA JSC HRPO support task will be reviewed/revised on a(n) _Draft_____ basis or as required by the respective governing OSHA Standard.  Each task insofar as possible will be maintained as an independent task to avoid situations where it is unclear where responsibility for given issues belong.  Effective implementation of the safety programs for each task requires support from all levels of management within Team Kadix.  Each written program will be communicated to all personnel that are affected by it.  Each will encompass the total workplace, regardless of number of workers employed or the number of work shifts.  They will be designed to establish clear goals, and objectives.

The following individual safety programs will be maintained:

(To be determined after contract award and upon consultation with NASA JSC HRPO support staff and NASA Management)

· Department Safety Analysis

· Job Hazard Analysis

· Process Safety

· Accident Investigation

· Hazard Communication

· Fire Prevention

· Lock-Out/Tag-Out

· Confined-Space

· Occupational Ergonomics Program

· New and Rebuilt Equipment

· Electrical Safety

· First Aid/Injury Procedures

· Slips, Trips and Falls

· Hazardous Waste Op. and Emergency Response (HAZWOPER)

· Preparation for Workplace Emergencies

· Office Safety

· Process Safety

2.1.2.3
Safety Committee

Composition.  The Team Kadix safety committee will be comprised of members of Team Kadix corporate and NASA JSC HRPO support management/supervision and hourly personnel.  The make up of the committee will consist of the following:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

Safety Committee

Title



Member

Chairman


CEO of Kadix Systems


Vice Chairman

NASA JSC HRPO Program Manager


Member


Safety Officer


Members


( 2 ) Team Leads


Members


Staff personnel

2.1.2.3.1
Principal Responsibilities

The principal responsibilities of the Team Kadix NASA JSC HRPO Support safety committee will be as follows:

· Assemble on a ___Draft__ basis to conduct safety meetings.

· Conduct and oversee task safety inspections.

· Review accident/injury reports and discuss corrective actions.

· Direct and monitor task training and safety meetings.

· Discuss and report on unfinished business from previous meetings.

· Discuss new business.

· Maintain appropriate records of activities.

· Require the NASA COTR to sit in on the committee meetings whenever deemed necessary.

EXAMPLE:  If a major hazard exists or operational change is to be considered that is in a specific task, then the NASA task/department manager should be present.  The NASA JSC HRPO COTR should be present to address hazards to be corrected through any specific NASA JSC control processes.

· The Safety Officer will be present to make notations of the meeting and offer advice.  She will track open safety items to conclusion.  She will also act as chairman in the absence of the designated chairman or vice chairman.

2.1.2.3.2
Charter for the Team Kadix NASA JSC HRPO Support Safety Committee

This safety committee will encourage safety awareness among all employees.  It will be established to monitor safety performance, safety inspections, and aid the Safety Officer in administering the company safety program:

· To reduce injuries and save lives.

· To constantly be aware of conditions in all work areas that can produce injuries.

· To aid Team Kadix in complying with all laws pertaining to safety.

· To ensure that no employee is required to work at a job that is not safe or healthful.

· To place the personal safety and health of each employee of Team Kadix and NASA JSC in a position of primary importance.

· To aid in the prevention of occupationally-induced injuries and illnesses.

· To the greatest degree possible, aid both Team Kadix and NASA JSC management in providing all mechanical and physical facilities required for personal safety and health in keeping with the highest standards.

· To maintain a safety and health program conforming to the best management practices of Team Kadix and NASA JSC.

· To establish a program that instills the proper attitudes toward injury and illness prevention not only on the part of supervisors and employees, but also between each employee and his or her co-workers.

· To ultimately achieve a safety program maintained in the best interest of all concerned.

2.1.2.4
Routine Safety and Health Inspections

Routine safety and health inspections of all Team Kadix and NASA JSC HRPO Support facilities.   The inspection will be conducted to discover through specific, methodical auditing, checking, or inspection procedures; conditions and work practices that lead to job accidents and industrial illnesses.

2.1.2.4.1
Inspection Team Composition

The Team Kadix NASA JSC HRPO Support safety inspection team will be comprised of ( 5 ) members of Team Kadix corporate and NASA JSC HRPO support management/supervision and hourly personnel. The recommended make up of the team will consist of the following:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

Safety Inspection Team

Title



Member

Member


Program Manager


Member


Safety Officer


Member


Task Lead


Member


Task Lead


Member


_________Draft______________

2.1.2.4.2
Inspection Intervals

The safety officer will coordinate inspection dates and times with all assigned inspection team members.  The team will conduct inspections on a _____Draft______ basis.

2.1.2.4.3
Hazard Priority Classification System

Hazards will be rated according to the following rating system.  Where it is unclear where a hazard should be rated the next higher priority classification will be assumed.

· Priority 1 Hazard.  The most serious type of unsafe condition or unsafe work practice that could cause loss of life, permanent disability, the loss of a body part (amputation or crippling injury), or extensive loss of structure, equipment, or material.

· Priority 2 Hazard.  Unsafe condition or work practice that could cause serious injury, industrial illness, or disruptive property damage.

· Priority 3 Hazard.  Unsafe condition or work practice that might cause a recordable injury or industrial illness or nondisruptive property damage.

· Priority 4 Hazard.  Minor condition, a housekeeping item or unsafe work practice infraction with little likelihood of injury or illness other than perhaps a first-aid case.

2.1.2.4.4
Inspection Elements

The following inspection elements will be checked during safety inspections.  Where an individualized safety program exists, the Team Kadix standard practice instruction will be used as the basis for development of inspection criteria:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)


Element

Criteria

Floors


Condition, slip, trip, falls


Aisles


Marking, obstructions


Stairs


Condition, railings, obstructions


Ladders

Condition, Metal in electrical areas


Lighting

Suitable Illumination for work


Exits


Obstructions, locked?, lighted?


Ventilation

Adequate, fans guarded?, maintained


Noise control

85db or less?, hearing protection?


Chemicals

MSDS's, labels, storage, separated


Lockout tagout
Procedures, training, devices, tags


Eye protection

Used, training, Z-87 rated protectors


Fire protection

Extinguishers, training, locations 


First Aid

Kits, OSHA 200 logs, training


Waste disposal
Containers, labeled, separated


Building exterior
Defective overhangs, lighting


Building interior
Defective overhangs, lighting


Yards/roads

Obstructions, housekeeping, signs


Confined Spaces
Marked, training, ventilation, equipment


Elevators

Good repair, load rating, inspected


Offices


Floors, aisles, exits, ventilation


Power systems
Mechanical, hydraulic, electrical


Work practices
Unsafe work practices observed?  (list)

2.1.2.4.5
Inspection Report

The Team Kadix Safety Officer will develop a safety report based on the inspection items noted during the inspection.  The following items will be accomplished:

· The report will be distributed immediately to maintenance personnel responsible for correcting deficiencies noted during the inspection.  Maintenance personnel will use the hazard classification system to prioritize deficiency correction. 

· The report will be distributed to all supervisors and key Team Kadix and NASA JSC management personnel.  Supervisors will brief the results to all employees under their control.  Any employee requesting to be placed on the distribution list will be accommodated.

· The Safety Officer will develop a statistical analysis of deficiencies noted to determine jobs/areas that have a high incidence of injury potential.  These areas will be emphasized during inspections and meetings.   

2.1.2.5
Safety Meetings

A well ordered flow of information is essential to a good safety program.  Team Kadix, through a program of safety meetings at all levels, intends to accomplish the goals of safety awareness, education, and participation.

· Safety meeting outlines.  The Safety Officer will maintain outlines serving various topics of importance to the safety of Team Kadix and NASA JSC employees.  The outlines will be flexible.  They will be intended to be adapted to the widest range of situations and groups.  Supervisors can add the level of detail required to make the material completely relevant to employees.

· Safety meeting schedules.  Team Kadix and NASA JSC employees will be given safety briefings by their respective supervisors on a(n) ____Draft________ basis.  Safety briefings will be given immediately:

· Upon initial job assignment or reassignment.

· When operational changes to equipment or the job occur.

· When a co-worker in their department is injured.

· When manufacturers provide safety related information pertaining to defects, use, etc., for equipment used by Team Kadix or NASA JSC. 

2.1.2.5.1
Departmental Staff Meetings

Safety will be included in the agenda of all staff meetings.  The Safety Officer will keep department heads informed of safety performance developments in the area of accident prevention, and safety.  Department heads may ask the safety officer to provide safety briefings as required.

2.1.2.5.2
Supervisor Meetings

Safety will be included in the agenda of all routine supervisor meetings.  The Safety Officer will keep department heads informed of safety performance developments in the area of accident prevention, and safety.  Department heads will ensure the information is transmitted to supervisors for inclusion in meetings.  Supervisors may ask the Safety Officer to provide safety briefings as required.

2.1.2.6
Accident and Incident Reporting

The Team Kadix NASA JSC HRPO Support Hazard Report will be used by all employees to report potential or known hazards.  The following procedures apply:

· Person reporting hazard:

· Notify department supervisor of the hazard.

· Accomplish lock-out/tag-out if required on the machine.

· Fill out required sections of the hazard report.

· Forward report immediately to the Safety Officer.

· Supervisor: 

· Notify all affected workers of hazard.

· Notify maintenance of hazard, if required.

· Ensure hazard is properly marked and controlled.

· Contact Safety Officer if needed.

2.1.2.7
Accident Investigation

Accident investigation is primarily a fact-finding procedure; the facts revealed are used to prevent recurrences of similar accidents.  The focus of accident investigation will be to prevent future accidents and injuries to increase the safety and health of all Team Kadix employees.

2.1.2.7.1
Immediate Concerns

· Ensure any injured person receives proper care.

· Ensure co-workers and personnel working with similar equipment or in similar jobs are aware of the situation.  This is to ensure that procedural problems or defects in certain models of equipment do not exist.

· Start the investigation promptly.

2.1.2.7.2
Investigation Team

The accident investigation team will be composed of the following:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

Accident Investigation Team


Title


Member

Member

Program Manager


Member

Safety Officer


Member

Task Lead


Member

Task lead


Member

Supervisor of injured employee


Member

_________Draft_____________

2.1.2.7.3
Accident Investigation Form

A standardized investigation form which details specific Team Kadix and NASA JSC requirements for investigation will be developed and used to gather data to determine causes and corrective actions.  As a minimum the form will contain the following areas of concern:

· Accident investigation form data.  

· Injured employee's name

· Date and time of injury

· Occupation or task being performed when injured

· Shift and department

· Company ID number

· Employee's address

· Sex/age/DOB

· Social security number

· Length of service

· Length of time at specific job

· Time shift started

· Overtime length when injury occurred

· Physician's and hospital name (if transported)

· Type of injury

· Resulting fatalities

· Description and analysis of accident

· Complete accident tree

· Action taken to prevent recurrence and person

· Employee's statement

· Witnesses' statement

· Employer's statement

· Person completing form and date

· Person reviewing form and date

· ____________Draft______________

2.1.2.7.4
Reviewers

All injury investigation reports will be reviewed by a member of Team Kadix and NASA JSC management responsible for the department/task involved to ensure pertinent information in transmitted to all concerned and remedial action taken.  

Accident Investigation Review Team


Title


Member

Member

Program Manager


Member

Safety Officer


Member

Task Lead


Member

Task Lead


Member

Supervisor of injured employee


Member

_________Draft_____________

2.1.2.7.5
Accident Investigation Report

The final report will be numbered in the upper right hand corner, Page _ of _ Pages. The report will include but is not limited to the following:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

· Investigation form and pertinent data

· Photographs/drawings/exhibits of scene

· Narrative of accident

· Sequence of events

· Contributing information

· Findings and recommendations of review team

· Action items and completion dates

· Responsible persons

· Follow-up procedures to ensure completion

· Distribution list

2.1.2.8
General Safety Rules for all Departments

The following safety rules are established by Team Kadix as general safety rules for all NASA JSC HRPO Support departments/tasks:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

· Never operate any machine or equipment unless you are authorized and trained to do so.

· Do not operate defective equipment.  Report it to your supervisor immediately.

· Obtain full instructions for your supervisor before operating a machine with which you are unfamiliar.

· Never start on any hazardous job without being completely familiar with the safety techniques which apply to it.  Check with your supervisor if in doubt.

· Shut off equipment which is not in use.

· Wear proper shoes; sandals or other open-toed or thin-soled shoes should not be worn.

· Do not wear loose, flowing clothing or long hair while operating moving machinery.

· Never repair or adjust any machine or equipment unless you are specifically authorized to do so by your foreman.

· Never adjust any electrically driven machine without opening and properly tagging the main switch.

· Put tools and equipment away when they are not in use.

· Do not lift items which are too bulky or too heavy to be handled by one person.  Ask for assistance.

· Keep all aisles, stairways, and exits clear of skids, boxes, and spillage.

· Do not place equipment and materials so as to block emergency exit routes, fire boxes, sprinkler shutoffs, machine or electrical control panels, or fire extinguishers.

· Stack all materials neatly and make sure piles are stable.

· Keep your work area, machinery and all NASA JSC facilities which you use clean and neat.

· Do not participate in horseplay, or tease or otherwise distract fellow workers.  Do not run on company premises - always walk.

· Filing cabinets, desks, storage cabinets, and other storage devices should have drawers closed when not in use to prevent tripping hazards.

· Floor mounted extension cords should be placed so that they are flush to the ground at all times.

· Coffee bar electrical outlets should be properly used.  Never overload electrical outlets.

· Burned out light bulbs should be replaced immediately.

· Frayed or damaged electrical cords should be replaced.

· Never take chances.  If you're unsure, you’re unsafe!

· Ask for help.  Let good common sense be your guide.

2.1.2.9
Record-keeping Requirements

Team Kadix fully understands that companies with eleven (11) or more employees at any time during the calendar year immediately preceding the current calendar year must comply with the provisions of 29 CFR 1904.  This section provides for record-keeping and reporting by Team Kadix covered under 29 CFR 1904 as necessary or appropriate for developing information regarding the causes and prevention of occupational accidents and illnesses, and for maintaining a program of collection, compilation, and analysis of occupational safety and health statistics both for Team Kadix and NASA JSC HRPO Support staff and as part of the national system for analysis of occupational safety and health.  Records shall be established on a calendar year basis as follows:

(To be determined upon contract award and upon consultation with NASA JSC HRPO staff and NASA management)

· Team Kadix will report under 29 CFR 1904.8 concerning fatalities or multiple hospitalization accidents.

· Team Kadix will maintain a log of occupational injuries and illnesses under 29 CFR 1904.2 and to make reports under 29 CFR 1904.21 upon being notified in writing by the Bureau of Labor Statistics that the employer has been selected to participate in a statistical survey of occupational injuries and illnesses. 

· Log and summary of occupational injuries and illnesses.  Team Kadix shall:

· Maintain a log and summary of all recordable occupational injuries and illnesses by calendar year.

· Enter each recordable injury and illness on the log and summary as early as practicable but no later than 6 working days after receiving information that a recordable injury or illness has occurred.  For this purpose form OSHA No. 200 or an equivalent which is as readable and comprehensible to a person not familiar with it will be used.  The log and summary shall be completed in the detail provided in the form and instructions on form OSHA No. 200.

· If Team Kadix elects to maintain the log of occupational injuries and illnesses at a place other than this establishment or by means of data-processing equipment, or both, it will meet the following criteria:

· There will be available at the place where the log is maintained sufficient information to complete the log to a date within 6 working days after receiving information that a recordable case has occurred.

· At each facility belong to this company, there will be available a copy of the log which reflects separately the injury and illness experience of that establishment complete and current to a date within 45 calendar days. 

2.1.2.9.1
Supplementary Record

In addition to the log of occupational injuries and illnesses (OSHA 200) Team Kadix shall have available for inspection at each of our facilities within 6 working days after receiving information that a recordable case has occurred, a supplementary record for each occupational injury or illness for that establishment. The record shall be completed in the detail prescribed in the instructions accompanying Occupational Safety and Health Administration Form OSHA No. 101. Workmen's compensation, insurance, or other reports are acceptable alternative records if they contain the information required by Form OSHA No. 101 (according to OSHA).  If no acceptable alternative record is maintained for other purposes, Form OSHA No. 101 shall be used or the necessary information will be otherwise maintained. 

2.1.2.9.2
Annual Summary

Team Kadix shall post an annual summary of occupational injuries and illnesses for each facility under our control.  This summary shall consist of a copy of the year's totals from the form OSHA No. 200 and the following information from that form:

· Calendar year covered.

· Team Kadix name and establishment address.

· Certification signature, title, and date.

· A form OSHA No. 200 shall be used in presenting the summary.  If no injuries or illnesses occurred in the year, zeros will be entered on the totals line, and the form posted.

· The summary shall be completed by February 1 of each calendar year.  Team Kadix, or the officer or employee of the employer who supervises the preparation of the log and summary of occupational injuries and illnesses, shall certify that the annual summary of occupational injuries and illnesses is true and complete.  The certification shall be accomplished by affixing the signature of the employer, or the officer or employer who supervises the preparation of the annual summary of occupational injuries and illnesses, at the bottom of the last page of the log and summary or by appending a separate statement to the log and summary certifying that the summary is true and complete.

· Team Kadix shall post a copy of the summary in each NASA JSC facility in the same manner required under 29 CFR 1903.2  The summary covering the previous calendar year shall be posted no later than February 1, and shall remain in place until March 1.  For employees who do not primarily report or work at a fixed site belonging to Team Kadix or NASA JSC HRPO Support, or who do not report to any fixed site on a regular basis, we shall satisfy this posting requirement by presenting or mailing a copy of the summary during the month of February of the following year to each such employee who receives pay during that month.  (NOTE:  For multi-establishment employers where operations have closed down in some establishments during the calendar year, it will not be necessary to post summaries for those establishments).

2.1.2.9.3
Records Retention

Records provided for in 29 CFR 1904.2, 1904.4, and 1904.5 (including form OSHA No. 200 and its predecessor forms OSHA No. 100 and OSHA No. 102) will be retained for 5 years following the end of the year to which they relate. 

2.1.2.9.4
Access to Records

Team Kadix shall provide, upon request, records provided for in 29 CFR 1904.2, 1904.4, and 1904.5, for inspection and copying by any representative of the Secretary of Labor for the purpose of carrying out the provisions of the OSHA act, and by representatives of the Secretary of Health, Education, and Welfare, or by any representative of a State accorded jurisdiction for occupational safety and health inspections or for statistical compilation. 

The log and summary of all recordable occupational injuries and illnesses (OSHA No. 200) will, upon request, be made available to any employee, former employee, and to their representatives for examination and copying in a reasonable manner and at reasonable times.  The employee, former employee, and their representatives shall have access to the log for any establishment in which the employee is or has been employed. 

2.1.2.9.5
Reporting of Fatality or Multiple Hospitalization Accidents

Within 8 hours after the occurrence of an employment accident which is fatal to one or more employees or which results in hospitalization of three or more employees, Team Kadix shall report the accident either orally or in writing to the nearest office of the Area Director of the Occupational Safety and Health Administration, U.S. Department of Labor.  The reporting may be by telephone or telegraph. The report shall relate the circumstances of the accident, the number of fatalities, and the extent of any injuries.  It is understood that the Area Director may require such additional reports, in writing or otherwise, as he deems necessary, concerning the accident. 

2.1.2.9.6
Change of Ownership

Should Team Kadix change ownership, Team Kadix shall preserve those records, if any, of the prior ownership which are required to be kept. 

 2.1.2.9.7
Petitions for Record-keeping Exceptions

Should Team Kadix and NASA JSC wish to maintain records in a manner different from that required Team Kadix will submit a petition containing the information specified by the Regional Commissioner of the Bureau of Labor Statistics in our region.

· Employees not in fixed establishments.  Record requirements for Team Kadix employees engaged in physically dispersed operations such as occur in construction, installation, repair or service activities who do not report to any fixed Team Kadix or NASA JSC establishment on a regular basis but are subject to common supervision will be satisfied by:

· Maintaining the required records for each operation or group of operations which is subject to common supervision (field superintendent, field supervisor, etc.) in an established central NASA JSC HRPO Support location.

· Having the address and telephone number of the central NASA JSC HRPO location available at each worksite.

· Having personnel available at the central NASA JSC HRPO location during normal business hours to provide information from the records maintained there by telephone and by mail. 

2.1.2.9.8
Statistical Program

Team Kadix will comply with all requirements to maintain, provide, and use statistical summaries.  Upon receipt of an Occupational Injuries and Illnesses Survey Form, this employer shall promptly complete the form in accordance with the instructions contained therein, and return it in accordance with the instructions. 

2.1.2.10
Disciplinary Actions for Willful Unsafe Acts

Employee safety is paramount at Team Kadix on the NASA JSC HRPO Support effort.  The willful commitment of an unsafe act cannot be condoned.  Employees who willfully jeopardize their own or coworkers safety will be disciplined.  The type of discipline can range from a verbal warning to dismissal.  The Team Kadix Safety Officer, and supervisory personnel in the administrative chain of any employee may give employees a verbal warning for a known unsafe act or procedural, or operational infraction.  Disciplinary action other than a release from shift without pay must be reviewed by the Program Manager.    

2.1.2.10.1
Forms of Discipline

· Verbal warning.  The Team Kadix Safety Officer, and supervisory personnel in the administrative chain of any employee may give employees a verbal warning for a known unsafe act or procedural, or operational infraction.  A second verbal warning in the same shift will be grounds for release from the current work shift without pay.  The immediate supervisor will be consulted in all cases and will make the determination for release.

· Written warning.  A written warning will be issued automatically for a second verbal warning for an unsafe act.  The written warning will become part of the employees permanent personnel record.

· Retraining.  It must be considered that the possibility exists that lack of proper training may be a cause of the unsafe act.  Supervisors will review the need for employee remedial training in their job skill code to enable them to better accomplish their jobs.

· Dismissal hearing.  The employee concerned will be notified of his or her rights in writing at least _Draft___ days in advance of the hearing.  The employee will be told in writing of the cut-off date for submission of a rebuttal.  The option of dismissal will be reviewed by _____TBD_______ at a dismissal hearing.  The immediate supervisor will be consulted to determine if a lesser form of discipline is warranted.  The employees' rebuttal (if provided) will be considered along with the severity of the act, the supervisor’s recommendation and any other supporting information provided at the time of the time of the hearing.

2.1.2.10.2
Unsafe Act Priority Classification System

Unsafe acts will be rated according to the following rating system.  Where it is unclear where an unsafe act should be rated the next higher priority classification will be assumed.  While any unsafe act is serious, this classification system will be used to gage the severity of an unsafe act for use in determining the appropriate level of disciplinary action.

· Priority 1 Unsafe Act.  The most serious type of unsafe act or unsafe work practice that could cause loss of life, permanent disability, the loss of a body part (amputation or crippling injury), or extensive loss of structure, equipment, or material.

· Priority 2 Unsafe Act.  Unsafe act or work practice that could cause serious injury, industrial illness, or disruptive property damage.

· Priority 3 Unsafe Act.  Unsafe act or work practice that might cause a recordable injury or industrial illness or nondisruptive property damage.

· Priority 4 Unsafe Act.  Minor unsafe work practice infraction with little likelihood of injury or illness.
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1.
Introduction

Team Kadix is proud of the Safety and Environmental Performance records maintained by the employees of our team members Kadix Systems, Inc. (Kadix) and RGII Technologies, Inc., (RGII) a Computer Horizons Company.  We value the protection of our employees and the environment and will continue to operate with perfect records while supporting the NASA JSA HRPO contract tasks.

The following attachments provide NASA JSC HRPO with the ability to review our performance:

· Kadix and RGII OSHA Information and Declarations

· Kadix and RGII Environmental Declarations

· Kadix and RGII Insurance Certifications

2.
OSHA Information and Declarations

Kadix:

Kadix Systems is exempt from the OSHA log requirements in accordance with TITLE 29 of the Code of Federal Regulations, Part 1904, Subpart B, Appendix A which states in part:  “Employers are not required to keep OSHA injury and illness records for any establishment classified in the following Standard Industrial Classification (SIC) codes….“  The SIC codes listed in Appendix A that are applicable to Kadix Systems are SIC codes 82 and 87.

Kadix System’s primary NAICS code is 541611 which translates to a SIC code of 8742 in the 1987 SIC code listing.  Kadix secondary NAICS codes translate to either SIC codes 82, 87 or have been added since the 1997 NAICS listing which was used in the NAICS/SIC comparison table.  Kadix has had no work place injuries that require a report to OSHA.

RGII:
RGII complies fully with all OSHA policies, rules, and regulations.  We have had no OSHA citations during the past 5 years on either the contracts referenced in our Past Performance, any other contracts, or due to our corporate operations.  Please review our most current OSHA Report (2004) attached below.

3.
Environmental Declarations

Kadix:

Kadix has not received any environmental citations of our company’s operations in the past 5 years.

RGII:

RGII has not received any environmental citations of our company’s operations in the past 5 years.

4.
Insurance Certification

Kadix:

Kadix Systems is fully compliant with all worker’s compensation rules and regulations.  We are underwritten by The Hartford through the Cassedy Insurance Agency.  Please review all pertinent insurance information, including contact information by referring to the attachments below.

RGII:

RGII is fully compliant with all worker’s compensation rules and regulations.  We are underwritten by The Hartford through the Chesapeake Insurance Agency.  Please review all pertinent insurance information, including contact information, by referring to the attachments below.

ATTACHMENT A – RGII (2004) OSHA Report

[image: image15.png]e S SR

R

5002} Arsvgay

e

kxﬁe e ‘syfnooe ‘ena ose

om0
sopuo 2 o5ps 5701 1t puewawnoop sy pBuiexe shey 1o Kpeo

‘uy # 013501 Azt uetnoop sy} Bukyere AGUOUY,

suoy ubis.

075975 eekisel soakordue e Aq poyiom sinoy =0,

=3 ‘soakodwa 40 saquiny sBesaAR [enuy

uopeuLoju) jusuikojduig

5 I % I
(5448 OIS "*0'3) UNOID! 4 *(OI) UOREILSSEID (ELASPUl PUEpUIS

OI0UF3 | UORPIIop| -TORERu0) Eped
(ss012 5002 101010 0 @AMEIUE “6'9) uogdosop Ansnpu

T 9z T aW - aes T A0

OVZ 345 ‘Kewspeq SbUsye siodouvy 2665 1004S

edUI05 SUSZHOH JSALIO0 € U1 SOPORUIALIOY Uy JBIYSIAESs INOA

uoREULIOJU JUOWYSIIqEIST

e — S

10427 30 Jusupredeqg ‘ST

&

00 1eep

10U 852 SU0S1ag UOTEULOJ01J0 UORSBH00 31 ae1 PUE @OALCD pUR ‘Papes oD
20 S5 05 9BRJare o} TP 5| UOREWLOJ 10 YOR39300 1 10} Uapind Bupunds ojan

w103 8y} Aq Pasa0D Jeak oy} Bulmol|o} seak oy 3o g [1dy OF | Ateniqo wosy obed Kiewwng siy} 3o

T uogpuogy

Aojendsey (g)
sessaull auo Iy (S) [0
Buosiog (v) ¥

ool

***J0 JOQUINU 10

4] o1
0

0
00181 JO
SOM W0y Aeme 10ysuex GOf J0 SAEp
sep 4o Jequinu [ejoL. 10 18quUINU 2101

)
T 0 0 0
sases uopoisel oM wioy Aeme
eigepioaa: oo £0.J0jsuRI Qof U SAep Ly SosEO sueap

JoJoqunU[eloL  SBSE0J0JSqUINUIEOL  JOJSGUNUBIOL  4O.JBqUINU fEj0L

‘St 8594} 10f uojsod 559302 o UO S{EJop o) 0] ‘S BUOONPIODRY SYHSO U 'SE"FOL
40 67 395 ualennba 5)10 JOE wilog VSO 94 0) $53090 oy aney ooy AauL Aeujuo sy
Ul 0O U0 VHSO el meines o} 1yBu oy} eney seAejuaseidal 1oy} pue ‘saakojdule 4oui0; Saafojdu

0. 9k 5520 0u pey noA J “B0) 6y 0 aled A1ano woy S a4} PappE eAToA ains Buew
“MOJ2q S{E}O} oUp 3l aYL OBEIED Y928 o pEUS oA SIS (ENPINDU 34 1unos ‘BT o Lusr)

‘ojejduson eve sajuo o) jey) Aan o) 507 By MBIAGI O} ;OGUIBLLGY “1eaA BU) BUUP PRLINITO SESSELY
40 583nfuy 0 4 ase "abed Arzununs s1y) S1SidI0 S P0G Wed A7 PaIancD SUOWISIGEISS (Y

essommeme

sossau||| v—mm saun(uj pajeloy-1Iopn uo Arewwung

V00¢ Wicd SYHSO

o - e T T e e, —————





ATTACHMENT B – KADIX Insurance Contact Letter and Certifications
[image: image16.png]L 4

:_:_ Cassedy Insurance Agency, Inc.

We insure your future-worldwide.

January 27, 2005

Ms. Daisy Layman
Kadix Systems, LLC

4245 N. Fairfax Drive, Ste 700
Adlington, VA 22203

Re: Workers Compensation / Policy#42WECKK2606
Policy Period: 03/03/2003 to 03/03/2004 and 03/03/04-03/03/2005

Dear Daisy:

As an agent for the Hartford Insurance Group; your carier for Workers Compensation I
am certifying the following information:

1) Workers' compensation experience modifier with the formula for computing it
There is no experience modifier in your policy since your policy does not qualify for
one, you must be insured for 4 years before a modification can be promulgated.

2) Loss ratio for the past 5 years (where the loss ratio is defined as the ratio of losses to
premium)
Your loss ratio is zero, since there have been no claims in the last two years that

you have had Workers Compensation Insurance; which is excellent

3) Information on the liabity and lawsuit history related to safety and health performance.
Since there have been no claims, there is no history (o report again this is excellent.

I trust this letter satisfies your request for information, if not please call me at 703-606-
9695. Thank you.
/

Sincerely,

nad b
/Jay ::s/V WL. Cassedy, 1@(‘

ident

742 Lynn Street + Herndon, VA 20170
703-471-4701 + 800-296-4701 * Fax: 703-689-8996
jcassedy@cassedy-nsurance.com

@

Securities offered through Hartford Equity Sales Co.. Inc * 99 Canal Center Plaza, Suite 225 + Alexandria, VA 22314
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ATTACHMENT C – RGII Insurance Contact Letter and Certifications
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eropucER THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
CHESAPEAKE INSURANCE GROUP HOLDER. THIS CERIIFICATE DOES NOT AMEND, EXTEND OR
720952 P:(410)841-5320 F:(410)841-6921 ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.
151 WEST STREET, SUITE 300

ANNAPOLIS MD 21401

INSURERS AFFORDING COVERAGE

mevRED e mHartford Underwriters Ins Co
R. G. II TECHNOLOGIES, INC. AUTOMATED msmez ' The Hartford Ins Group
INFORMATION MANAGEMENT, INC. INSURER C:

1997 ANNAPOLIS EXCHANGE PARKWAY STE 210 |msose o:

ANNAPOLIS MD 21401 INSURER E:

COVERAGES

TUE POLICIES OF INSURANCE LISTED DSLOW HAVE BEEN ISSUSD 10 THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREWSNT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT T0 WHICH THIS CERTIFICATE MAY BE ISSUED OR

MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIZED HEREIN 15 SUBJECT 70 ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUC
POLICTES. AGGREGATE LINITS SEONN NAY HAVE BEEN REDUCED BY PAID CLAINS.
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DESCRIPTION (7 OPERATIONS /LOCATIONS /VERLCLES /EXCLUSTONS ADDED BY ENDORSSHENT) SPRCTAL PROVESTONS
Those usual to the Insured's Operations.
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R ey L ———
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Houston, TX 77058-3696
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RCORD 25-5 (7/97) © ACORD CORPORATION 1988
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TFORD
FOR: RerSnail, TECHNOLOGIES, INC.
AUTOMATED TIO]

N MANAGEMENT
1997 ANNAPOLIS E!CHANGE PARKWAY STE 210
ANNAPOLIS MD 21401

Prepared: 01-31-2005

Phone: (410)224-3554 FAX:
BY: NEW HARTFORD SELECT CUSTOMER SALES/SERVICE OFFICE
CHESAPEAKE INSURANCE GROUP 720952

151 WEST STREET, SUITE 200

ANNAPOLIS MD 21401
Phono: (410)84i-5320 FAX: (410)841-6921
ACCOUNT POLICY RECAP Policy Number Eff Date Exp Date Premium
1.Workers' Compensation 30 WEC JQ0461 01012005 01012006 $36,239.00
The Hartford Ins Group
POLICY DETAIL Policy 1. Workers' Compensation .
Policy States: cA DC GA I ME MD MA Mo NT

Location 1 Premises Address
15000 AVIATION BLVD RM SWA
LAWNDALE CA, 90261

Location 2 Premises Address
NO SPECIFIC LOCATION
IN STATE OF DC .

Location 3 Premises Address

1701 COLUMBIA PK AVE RM 405
COLLEGE PARK GA, 30337

Location 4 Premises Address

2300 E DEVON AVE STE 444
DES PLAINES IL, 60018

Location 5 Premises Address
NO SPECIFIC LOCATION
IN STATE OF ME

Location 6 Premises Address
200 HARRY S TRUMAN PKWY, STE
ANNAPOLIS MD, 21401

Location 7 Premises Address
NO SPECIFIC LOCATION
IN STATE OF MA

Location & Premises Address

901 LOCUST ST ROOM 17B
KANSAS CITY MO, 64106

Location 9 Premises Address
INTL AIRPORT BLDG 305 ACT 610
ATLANTIC CITY NJ, 08405

Location 10 Premises Address

1 AVIATION PLAZA
JAMAICA NY, 11434

Location 11 Premises Address

2601 NW EXPRESSWAY ST STE 905W
OKLAHOMA CITY OK, 73

Location 12 Premises Address
5450 CARLISLE PIKE BLDG 308
MECHANICSBURG PA, 17050

Location 13 Premises Address
NO SPECIFIC LOCATION
IN STATE OF SC
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Location 14 Premises Address
2421 DICKMAN RD.
FT. SAM HOUSTO TX, 78234

Location 15 Premises Address

2143 E 7875
SOUTH WEBER UT, 84405

Location 16 Premises Address
2531 JEFFERSON DAVIS HWY, STE
ARLINGTON VA, 22202

Location 17 Premises Address
222 W. 7TH AVE.
ANCHORAGE AK, 99513

Worker's Compensation Coverages

Employer's Liability Limits Limit
EBach Accident $500,000
Disease - Each Employee $500,000
Disease - Policy Limit $500,000

Individual

Included/Excluded

Class/Payroll Detail Class Description Class Code Payrell #of Emp
Location 1 - CA AUDITORS, ACCOUNTANTS, FACTORY 8803 $168,000
Location 2 = DC OFFICE OR FACTORY COST SYSTEMA 8803 $945,000
Location 3 = GA OFFICE OR FACTORY COST SYSTEMA 8803 $168,000
Location 4 ~ IL OFFICE OR FACTORY COST SYSTEMA 8803 $133,900
Location 5 - ME OFFICE OR FACTORY COST SYSTEMA 8803 $149,000
Location 6 — MD OFFICE OR FACTORY COST SYSTEMA 8803 $9,371,300
Location 6 - MD CLERICAL OFFICE EMPLOYEES NOC 8810 $598,500
Location 7 - MA OFFICE OR FACTORY COST SYSTEMA 8803 $433,700
Location 8 - MO OFFICE OR FACTORY COST SYSTEMA 8803 $67,000
Location 9 - NJ OFFICE OR FACTORY COST SYSTEMA 8803 $144,900
Location 10 - NY OFFICE OR FACTOR COST SYSTEMAT 8803 $145,600
Location 11 - OK FACTORY COST OR OFFICE SYSTEMA 8803 $163,800
Location 12 - PA ACCOUNTANT OR AUDITOR - ALL EM 0962 $535,600
Location 13 - SC OFFICE OR FACTORY COST SYSTEMA 8803 $157,600
Location 14 - TX OFFICE OR FACTORY COST SYSTEMA 8803 $141,800
Location 15 - UT OFFICE OR FACTORY COST SYSTEMA 8803 $19,600
Location 16 - VA OFFICE OR FACTORY COST SYSTEMA 8803 $46,200
Location 16 - VA CLERICAL OFFICE EMPLOYEES NOC 8810 $6,615,000
Location 17 - AK FACTORY COST OR OFFICE SYSTEMA 8803 $109,200

This Summary and its attachments provides a high level overview of policy coverages and

does not include all conditions,

limitations or exclusions.

policy forms for detailed coverages, limits and deductibles.

Please refer to the actual
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Risk Name: R G Il TECHNOLOGIES INC
Risk ID: 911198592 Stete: INTERSTATE
Rating Effective Date:  1/1/2005 Production Date:  9/30/2004
Expected ExX| Act Exc Ballast Actinc

SRP: Exf XGOS

Losses

Losses

CO | 008 [1150] 0] 0] 0] 0] 13800 0 )
D&'| 009 [:1960 2817 3434 617 0| 19625 3471 3471
*FL | 010 | 1340) 46 59 13 0| 16050 0 0
GA 008 |1180] 467 657 190] D 14100] 911 911
*IL | 010 | 1840] 557 680 123 0| 18375 0 0
AME 011 [1035] 126 77| 51 0} 12450 0 0
MD | 010 | 1470| 15875 20510, 4635 0| 17700 1128 1128
SNIAL 0071750 275 336 61L 0f 17500 0 0]
*MO| 007 | 1535 294 426 132, 0| 18450| 0 0
ENY:[:007:[2225] 921 1181 260 0] 22250 0 0
*OK | 010 | 1435, 2040 2758) 718 0| 17250] 505 505
scla1o (1535 203 248 45) 0| 18450 136, 136
*TX | 011 | 1070] 593 801 208 0] 9463 0 0
VA [ 011:1:3100] 3726 5033 1307 0]+ 13200, 0. 0
*AK | 007 | 1985 731 949, 218, 0] 19625 0 0
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

08 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

‘Code ELR :D-Ratio " - Payroll Expected::“Exp Prim:: Claim Data 1) O AgtIhe: o Act Prim:
Losses Losses: i Fi-Losses - lLosses

880310031 18 3112740 934 16BIAVCO2047 14 1 2217 2217,

77C13580 |6 |F 1254 1254
Policy Total 3112740|Subject Premium 3113 3471

08 AUTOMATED INFO MGMT INC
Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002
Code 'ELR: D-Ratio:: Payroll: - Expected - Exp Prim::Claim. Data Actlnc - ActPrim
Losses Losses e

3320419
Policy Total 3320419 |Subject Premium 3320 0

08 AUTOMATED INFO MGMT INC

Carrier: 10456  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code :ELR:D-Ratio : Payroll : - Expected : Exp Prim:: Claim Data Actlnc: : ActPrim
Losses: Losses Losses Losses:

8803 | 003 2843502 853 154

9807 | ADDITIONAL PREMIUM 0 0 i |

Policy Total 2843592 |Subject Premium 2892 0 |

09 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCDS591 Eff Date:  9/11/2001 Exp Date: 9/11/2002
Code:“ELR ‘D-Ratic::: Payroll Expected :: ‘Exp Prim::Claim:Data Il O:::ActIne: Act Prim
Losses: Lossés F ' Losses Losses

51438 -
Policy Total 51438 |Subject Premium 189 0

09  AUTOMATED INFO MGMT INC

Carrier: 10456  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code: ELR:D:Ratio " Payroll Expected " Exp Prini Claim:Data 10 Act Ingi - “Act Prim
Losses: Losses

8803 | 007 33371 23 5

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 33371 [Subject Premium 104 0

* Total by Policy Year of all cases $2000 o less
# Limited Loss

G Catastrophic Loss

D Disease Loss

E Employers Liabilty Loss.

U USL&H
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

08 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

‘Code ELR :D-Ratio " - Payroll Expected::“Exp Prim:: Claim Data 1) O AgtIhe: o Act Prim:
Losses Losses: i Fi-Losses - lLosses

880310031 18 3112740 934 16BIAVCO2047 14 1 2217 2217,

77C13580 |6 |F 1254 1254
Policy Total 3112740|Subject Premium 3113 3471

08 AUTOMATED INFO MGMT INC
Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002
Code 'ELR: D-Ratio:: Payroll: - Expected - Exp Prim::Claim. Data Actlnc - ActPrim
Losses Losses e

3320419
Policy Total 3320419 |Subject Premium 3320 0

08 AUTOMATED INFO MGMT INC

Carrier: 10456  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code :ELR:D-Ratio : Payroll : - Expected : Exp Prim:: Claim Data Actlnc: : ActPrim
Losses: Losses Losses Losses:

8803 | 003 2843502 853 154

9807 | ADDITIONAL PREMIUM 0 0 i |

Policy Total 2843592 |Subject Premium 2892 0 |

09 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCDS591 Eff Date:  9/11/2001 Exp Date: 9/11/2002
Code:“ELR ‘D-Ratic::: Payroll Expected :: ‘Exp Prim::Claim:Data Il O:::ActIne: Act Prim
Losses: Lossés F ' Losses Losses

51438 -
Policy Total 51438 |Subject Premium 189 0

09  AUTOMATED INFO MGMT INC

Carrier: 10456  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code: ELR:D:Ratio " Payroll Expected " Exp Prini Claim:Data 10 Act Ingi - “Act Prim
Losses: Losses

8803 | 007 33371 23 5

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 33371 [Subject Premium 104 0

* Total by Policy Year of all cases $2000 o less
# Limited Loss

G Catastrophic Loss

D Disease Loss

E Employers Liabilty Loss.

U USL&H
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

10  AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code:  ELR: D-Ratio::: Payroll Expected i Exp Prim Claim:Data 13- O Agt i Act Prim
Losses Losses FiiLosses: ' losses:

8803 | 005 29 395723 198 57

Policy Total 395723 |Subject Premium 594/ 0

10  AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002

Code ' ELRD-Ratio: Payroll ' Expected ' “Exp Prim  ‘Claim'Data 1J: 0 ActIng: Act Prim
Lossés: Losses Fi Losses ::lLosses

8803 | 005 29 422459 211 61

Policy Total 422459 [Subject Premium 634 0

10 AUTOMATED INFO MGMT INC

Carrier: 10456  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003
Code:ELR:D-Ratio: "Payroll Expected - Exp Prim: ::Claim:Data " 1O Act Ine - “Act Prim
Losses Losses. i Losses ::ilLosses
8803 | 005 29 495395 248 72(78C47592 |6 |F 911 911
9807 | ADDITIONAL PRENIUM Q {0}
Policy Total 495395 |Subject Premium 909 | 911
12 AUTOMATED INFO MGMT INC
Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001
Code' ELRD-Ratio ' Payroll ' ' Expected ' Exp Prim - Claim'Data 1. 0% ActInc : Act Prim
Logses: Losses FoLosses i lLogses
8803 1005118 420331 210! 38
Policy Total 420331|Subject Premium 757 0
12 AUTOMATED INFO MGMT INC
Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002
Code:: ELRD-Ratio:  Payroll Expected:::: Exp:Prim: :Claim Data
Losses Losses
8803} 005 1 18 464460 232 421
Policy Total 464460 Subject Premium 836 0

* Total by Policy Year of all cases $2000 of less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liability Loss

U UsL8H
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Risk Name: R G Il TECHNOLOGIES INC
Risk ID: 911198592
Rating Effective Date:  1/1/2005

State
Production Date:

INTERSTATE
9/30/2004

12 AUTOMATED INFO MGMT INC

Carrier: 10456 Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code::ELR ‘D-Ratio: Payroll Expected | "Exp Prim: Claim:Data '} O Act e "Act Prim
Losses Logses Foiliosses - Losses

8803 1005 475718 238 43 - |

9807 | ADDITIONAL PREMIUM 0 o |

Policy Total 475718 Subject Premium 871 0

18  MAINE

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Gode!! ELR 'D:Ratio’: Payroll: iExpected ' Exp Prim :Claim Data Act'Inc:i: “Act Prim
Losses Losses. Losses ' :Losses:

8803 | 005 | 29 133656 67 19

9807 | ‘ADDITIONAL PREMIUN 0 0 :

Policy Total 133656 |Subject Premium 421 0

18  MAINE

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code:-ELR ‘D-Ratio:: Fayroll Expected ::-Exp Prim Glaim Data ' 1J::0: "Act Inc: . Act Prim
Losses Losses F ' Losses! ' ‘Losses

8803|0057 29 138375 68 20

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 135375 |Subject Premium 421 0

18  MAINE

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004

Code:ELR:D:Ratio:: Payroll Expected: : Exp:Prim: :Claitn Datal ‘102 ActIng: :Act Prim
Losses: Losses. F-:Losses.:: ‘lLosses

8803 | 005 29 83527 42 12

9807 | ADDITIONAL PREMIUS 0 o

Policy Total 83527 | Subject Premium 263 0

1

* Total by Policy Year of all cases $2000 of less.
#Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liabilty Loss

U USL&H
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Risk Name: R G Il TECHNOLOGIES INC

Risk 1D: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

19 MARYLAND

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Code "ELR::D-Ratio’ ‘Payroll Expected - Exp Prim Claim:Data: 13- O Act Ing - Act Prim
Losses Logses F Losses ' Losses

88031004122 5009257 2004 441{77C24015 16 L 427, 427

8810 | 009 23 1547916 1393 320

9807 | AADDITIONAL PREMIUM 0 0 :

Policy Total 6557173 |Subject Premium 8048 427

19  MARYLAND

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code : ELR: D:Ratio: Payroll Expectéd: " Exp:Prim: Claim: Data N O Act Ing: - Act Prim:
Losses Losses. : Fii Losses ::::Losses

8803|004 |22 6845207 2738 602INO- 811 et 657 657

8810 | 009 23 1784547 1606 369

9807 | ADDITIONAL PREMIUM 0| S0

Policy Total 8629754 |Subject Premium 12890 657

19  MARYLAND

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004

Code i ELR‘D-Ratio’ ‘Payroll Expected: " “Exp Prim: ‘Claim Data :1)::0: 1 ‘Act Ing - Act Priim
Losses: Losses FiiLossgs losses

880312004 |22 8367539 3347 736{HZG21195 16 | F: 44 44

8810 | 009 23 2021819 1820 419

9807 “ADDITIONALPREMIUM 0 0 %

Policy Total 10389358 [Subject Premium 16615 44

19 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code "ELR D:Ratio:: Payroll " Expected ' Exp Prim ::Claim Data ActInc - Act Prim

Losses Losses ' Losses.
881017009 123 1999231 1799 414 Z
Policy Total 1999231 | Subject Premium 4398 0

* Total by Policy Year of all cases $2000 or less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liabily Loss

U USLBH
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Risk Name: R G IFTECHNOLOGIES INC
Risk ID: 911198592 State: INTERSTATE
Rating Effective Date:  1/1/2005 Production Date:  9/30/2004
20 MASSACHUSETTS
Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004
Code: "ELR D Ratio " Payroll = Expected = Exp Prim - Claim:Data '}J: O: Act Ine - Act Prim

Losses’ Losses FiiLosseés = Losses
8803 | 004 18 124049 50 9
9807 |- ADDITIONAL BREMIUM. 0
Policy Total 124049 |Subject Premium 150 0

20 AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code 'ELR D:Ratio - Payroll Expected  Exp Prim “Claim Data 130 ‘Act Ing! “Act Prim
Losses: Losses F: ' Losses: . Losses

8803:|:: 004 18 87914 35, 6

Policy Total 87914 |Subject Premium 132 0

20 AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002

Code " ELR:D-Ratio:: Payroll: i Expected i Exp Prim:: Claim Data [ 0" " Act Ing: “Act:Prim
Losses: Losses F i llosses Losses:

B8O3 | 0041 18 108643 A3 8

Policy Total 108643 |Subject Premium 130 0

20 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code: :ELR:D-Ratioi:: Payroll Expected ::Exp Primi Claim Data: 1J: -0 Ack lne: - - Act Prim;
Lossés Losseés Eii Losses Losses

8803 | 004 | 18 108332 a3 :

9807 | ADDITIONAL PREMIUM 0 0 |

Policy Total 108332|Subject Premium 131 ! 0

24 AUTOMATED INFO MGMT INC

Carrier. 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code: ELR D:Ratio: Payroll i Expected  Exp Prini :Claim:Data 1J:. 0 ActInc; @ Act Prim
Losses' | Losses F Losces  Losses

8803 | 006 | 31 248403 149 46

Policy Total 248403|Subject Premium 397 0

*Total by Policy Year of all cases $2000 or less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liability Loss

U USLaH
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Risk Name: R G Il TECHNOLOGIES INC
Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date: ~ 9/30/2004

24 AUTOMATED INFO MGMT INC
Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002

Code: ELR: D:Ratio: Payroll: Expected = Exp Prim 'Claimi:Data ' 19:: O At Inc:i Aet Prim
Losses Losses i FiLosses = lLosses

234754 141
Policy Total 23475418ubjecl Premium 305 0

24 AUTOMATED INFO MGMT INC

Carier: 20605  Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003
Code “ELR o Payroll i Expected i Exp Prim i Claim Data  14::0: 2 Act Ing: & “Act Prim
Lossés Losses F i losses ::i:losses
8803 | 006 31 226693 136 42
DITIONAL PREMIUN (o} )
Palicy Total 226693 |Subject Premium 297 0

31 AUTOMATED INFO MGMT INC

Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001
Code “ELR 'D-Ratio: :Payroll i i Expéected  Exp:Prim ..Claim Data Actlnc:::ActPrim
Losses: Losses # EiLosses ' losses:

352002
Policy Total 352092 Subject Premium 986, 0

31 AUTOMATED INFO MGMT INC
Carrier: 14974  Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002

Code “ELR 'D-Ratio::: Payroll Expected:: ExpiPrim : Claim:Data Actlne i Act Prim:
Logses Losses ' Losses

8803:1: 010 407003 s
Policy Total 407003 |Subject Premium 977, 0

31 AUTOMATED INFO MGMT INC
Carrier: 14974  Policy No. 42WBCD9591 Eff Date: 9/11/2002 Exp Date: 9/11/2003

Code: "ELR: D:Ratio: ' Payroll: i Expected - Exp Prim: Claim:Data ActPrim
Losses Losses Losses:

88031010 421752 i4e2 93
Policy Total 421752 |Subject Premium 970

“ Total by Policy Year of all cases $2000 o ess.
# Limited Loss
C Catastrophic Loss
D Disease Loss
E Employers Liability Loss
UsLaH
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date: ~ 9/30/2004

35 OKLAHOMA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Code:: ELR ‘D:Ratio:: Payroll Expected  Exp Primi:Claim:Data: i O Act Inc Aot Prim
Losses Losses 3 Fligsses Losses:

8803} 013 62081 81 21

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 62081 Subject Premium 297 0

35 OKLAHOMA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code ELR:D:Ratio’ Payroll: ' Expected Exp Prim - Claim: Data ActInc i ActPrim
Losses: Losses K Losses :Losses

8803 | 013 143708 187 49

98071 ADDITIONAL PREMIUN 0 o3

Policy Total 143708 |Subject Premium 468 0

35 OKLAHOMA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004

Code: :ELR:D-Ratio:: Payroll Expected - Exp Prim:/Claim:Data “1J:: Qi “Act Inc i Act:Prim
Losses: Losses F i Losses - ::losses

8803|013 182982 238 62

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 182982 (Subject Premium 558 0

35 AUTOMATED INFO MGMT INC
Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code "ELR:D-Ratio::: Payrall-:: Expected  Exp Prim: ‘Claim: Data: Act:Prim:
Losses: Losses. Losses:

563470

Policy Total 563470 |Subject Premium 2648 0

* Total by Policy Year of all cases $2000 of less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liability Loss

U UsLaH
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date: ~ 9/30/2004

35 OKLAHOMA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Code:: ELR ‘D:Ratio:: Payroll Expected  Exp Primi:Claim:Data: i O Act Inc Aot Prim
Losses Losses 3 Fligsses Losses:

8803} 013 62081 81 21

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 62081 Subject Premium 297 0

35 OKLAHOMA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code ELR:D:Ratio’ Payroll: ' Expected Exp Prim - Claim: Data ActInc i ActPrim
Losses: Losses K Losses :Losses

8803 | 013 143708 187 49

98071 ADDITIONAL PREMIUN 0 o3

Policy Total 143708 |Subject Premium 468 0

35 OKLAHOMA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004

Code: :ELR:D-Ratio:: Payroll Expected - Exp Prim:/Claim:Data “1J:: Qi “Act Inc i Act:Prim
Losses: Losses F i Losses - ::losses

8803|013 182982 238 62

9807 | ADDITIONAL PREMIUM 0 0

Policy Total 182982 (Subject Premium 558 0

35 AUTOMATED INFO MGMT INC
Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

Code "ELR:D-Ratio::: Payrall-:: Expected  Exp Prim: ‘Claim: Data: Act:Prim:
Losses: Losses. Losses:

563470

Policy Total 563470 |Subject Premium 2648 0

* Total by Policy Year of all cases $2000 of less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liability Loss

U UsLaH
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Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

35 AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2001 Exp Date: 9/11/2002

Code :ELR D-Ratio:: Payroll: Expected - Exp:Ptim::Claim:Data 13O Act Ing: A et Prim
Losses Losses: FiLosses Losses

0994 | PREMIUM CREDIT RES 0 0|78C36499 |6 |F 221 221

8803 (101311126 8685177 735 191

Policy Total 565177 |Subject Premium 2290 221

35 AUTOMATED INFO MGMT INC

Carrier; 10456 Policy No. 42WBCD9591 Eff Date:  9/11/2002 Exp Date: 9/11/2003

Code ELRD-Ratig: Payroll Expected i “Exp Prim Claim Data 1J::0/7 Act g Act Prim:
Losses Losses F - Losses Losses:

0998 | PREMIUMICREDIT RES 0 0l57€05888 167 | F 284 284

8803 | 013 26 602705 784 204

9807: - ADDITIONAL FREMIUM 0 g

Policy Total 602705 |Subject Premium 2232 284

39 SOUTH CAROLINA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Code “ELR-D-Ratio- Payroll Expected::Exp:Prim: Claim Data: 1. 0. Act Ing: - :Act Prim

: Losses Losees: 3 F:i:Losses Losses:

88031008 | 48 20522 16

9807 ‘ ADDITIONAL PREMIUM 0 0

Policy Total 20522 Subject Premium 46| 0

39 SOUTH CAROLINA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code “ELR ‘D-Ratio Payroll Expected  Exp Prim:iClaim Data  1J- 0 ‘Act Inc: - Act Prim
Losses: Lossés FiiLosses Losses:

8803 | 008 | 18 138199 111 20|DLC32922 |6 |F 136 136!

9807: 1 ADDITIONAL PREMIUM 0 D‘ :

Policy Total 138199 |Subject Premium 309 136

* Total by Policy Year of all cases $2000 or less.

# Limited Loss

G Catastrophic Loss S
D Disease Loss

E Employers Liability Loss

U USL&H
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Risk ID: 911198592
Rating Effective Date:  1/1/2005

Risk Name: R G Il TECHNOLOGIES INC

State: INTERSTATE
Production Date:  9/30/2004

45  VIRGINIA

Code: :ELR :D-Ratio : :Payroll

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

ActPrim
Losses

Expected: :Exp Prim Clznm Data ' 1J-O = Act Inc:
Losses: Losses Flosses

8810 | 005 4963396

9807} ADDITIONAL BRENIUM 0 0

Policy Total 4963396 Subject Premium 8598 0

45  VIRGINIA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code: “ELRD:Ratio: Payroll: - Expected " Exp'Prim: (Claim ' Data: 1J 10 At Inc: “Act Prim
LosSes: Losses F. Losses' ‘iosses

8803} 0021 28 5625966 1125 3151

8810 | 005 24 95279 48 12

98071 ADDITIONAL PREMIUM 0] a

Policy Total 5721245 |Subject Premium 3605 0

45 VIRGINIA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date: 1/1/2003 Exp Date: 1/1/2004

Code ::ELR:D-Ratio:: :Payroll Expected - “Exp Prim . Claim Data  1J::0 = Act Ing: - Act Prim
Losses Losses Filogses:  i:lLosses

8808 | 002 || 28 || 6392819 la78 358 :

8810 | 005 | 24 64422 32 8

9807 | ADDITIONAL PREMIUM o :

Policy Total 6456741 |Subject Premium 4013 0

45 AUTOMATED INFO MGMT INC
Carrier; 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

‘Code::ELR: D:Ratio:: :Payroll

166250

ActPrim
LosSes:

Exp Prim. :Claim:Data  lJ: O Act Inic

Expected
Losses F Losses

Losses:

Policy Total 166250|Subject Premium 116 0

" Total by Policy Year of all cases $2000 or less.

# Limited Loss
C Catastrophic Loss

D Disease Loss

E Employers Liability Loss
U USL8H

I
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Risk ID: 911198592
Rating Effective Date:  1/1/2005

Risk Name: R G Il TECHNOLOGIES INC

State: INTERSTATE
Production Date:  9/30/2004

45  VIRGINIA

Code: :ELR :D-Ratio : :Payroll

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

ActPrim
Losses

Expected: :Exp Prim Clznm Data ' 1J-O = Act Inc:
Losses: Losses Flosses

8810 | 005 4963396

9807} ADDITIONAL BRENIUM 0 0

Policy Total 4963396 Subject Premium 8598 0

45  VIRGINIA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code: “ELRD:Ratio: Payroll: - Expected " Exp'Prim: (Claim ' Data: 1J 10 At Inc: “Act Prim
LosSes: Losses F. Losses' ‘iosses

8803} 0021 28 5625966 1125 3151

8810 | 005 24 95279 48 12

98071 ADDITIONAL PREMIUM 0] a

Policy Total 5721245 |Subject Premium 3605 0

45 VIRGINIA

Carrier: 14974 Policy No. 30WECJQ0461 Eff Date: 1/1/2003 Exp Date: 1/1/2004

Code ::ELR:D-Ratio:: :Payroll Expected - “Exp Prim . Claim Data  1J::0 = Act Ing: - Act Prim
Losses Losses Filogses:  i:lLosses

8808 | 002 || 28 || 6392819 la78 358 :

8810 | 005 | 24 64422 32 8

9807 | ADDITIONAL PREMIUM o :

Policy Total 6456741 |Subject Premium 4013 0

45 AUTOMATED INFO MGMT INC
Carrier; 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

‘Code::ELR: D:Ratio:: :Payroll

166250

ActPrim
LosSes:

Exp Prim. :Claim:Data  lJ: O Act Inic

Expected
Losses F Losses

Losses:

Policy Total 166250|Subject Premium 116 0

" Total by Policy Year of all cases $2000 or less.

# Limited Loss
C Catastrophic Loss

D Disease Loss

E Employers Liability Loss
U USL8H

I
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Risk Narme: R G Il TECHNOLOGIES INC
Risk ID: 911198592 State: INTERSTATE
Rating Effective Date: ~ 1/1/2005 Production Date:  9/30/2004

RATING REVISED TO ADD EXPERIENCE FOR AUTOMATED MANAGEMENT INC DUE TO
OWNERSHIP RULING.

RATING REFLECTS A DECREASE OF 70% MEDICAL ONLY PRIMARY AND EXCESS LOSS
DOLLARS WHERE ERA IS APPLIED.

*NOTICE - THIS IS A PRELIMINARY MODIFICATION*

A FINAL. MODIFICATION WILL BE PRODUCED UPON APPROVAL OF PENDING RATE
CHANGES. THIS MODIFICATION IS CALCULATED TO REFLECT THE WEIGHTED
FORMULA IN COMPLIANCE WITH MAINE LAW H.P. 1397.

*NOTICE - THIS IS A PRELIMINARY MODIFICATION*

COMPLETE PAYROLL AND LOSS DATA HAVE BEEN APPLIED TO CURRENT RATING VALUES
BUT A FINAL MODIFICATION CANNOT BE PROMULGATED UNTIL PENDING RATE
FILING HAS BEEN APPROVED FOR THE STATES IDENTIFIED WITH AN * ABOVE.

THE ARAP FACTOR SHOWN IS FOR THOSE STATES CONTAINED ON THIS

RATING THAT HAVE APPROVED THE ARAP PROGRAM AND IS CALCULATED

BASED ON THE STATE WITH THE HIGHEST APPROVED MAXIMUM ARAP

SURCHARGE. THE MAXIMUM ARAP SURCHARGE MAY VARY BY STATE.

PLEASE REFER TO EACH STATES APPROVED RULES FOR THE

APPLICABLE MAXIMUM ARAP SURCHARGE.

1A) {B) (C)Exp Excess (D) Expected: (E)Exp Prim'  (F) Act Exc (G) i (H):Act Ine {1):Act Prim|

Losses: L.osses. Losses Losses Ballast = Losses Losges:
01 0 28667, 37243 8576 0] 17180 4034|4034
Pritmary;Losses :  Stabilizing Valugs ' Ratable Excess Totals
Actiial 4034 42086 0 47020
Expected 8576 42986 2867 54429
(ARAPS) ARAP: FLARAP: SARAP: Exp Mod:
ifapplicably 1.00 1.00 : Dliiiiee

Copyright, 1983-2002, All rights reserved. This experience Modification factor is comprised of
compilations and information which are the proprietary and exclusive property of the National Council on
Compensation Insurance, Inc. (NCCI). No further use, dissemination, sale, transfer, assignment or
disposition of this experience rating Modification factor or any part thereof may be used without the
written consent of NGCI. NCCI makes no representation of warranty, expressed or implied, as to any
matter whatsoever including but not limited to the accuracy of any information, product or service
furnished hereunder and, as to NCCI, recipient of this experience rating Modification factor subscribes to
and utilizes the information service "as is".

* Total by Policy Year of all cases $2000 or less.
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liabillty Loss

U USLaH



[image: image35.png]wm‘ﬂw WORKERS COMPENSATION EXPERIENCE RATING
odeng e
AENGE. 104

Risk Name: R G Il TECHNOLOGIES INC

Risk ID: 911198592 State: INTERSTATE

Rating Effective Date:  1/1/2005 Production Date:  9/30/2004

05 AUTOMATED INFO MGMT INC

Carrier: 14974 Policy No. 42WBCD9591 Eff Date:  9/11/2000 Exp Date: 9/11/2001

CodaELRD:Ratio:: Payroll AdtPrim

Losses

Expected
Losses

Exp Ptim::iChaim:Data i 1J::0 7 Act Inc
Logses FLosses

1111 | NO EXPOSURE UNITR
Policy Total 0/Subject Premium 0 0

08 DISTRICT OF COLUMBIA
Carrier: 14974 Policy No. 30WECJQ0461 Eff Date:  1/1/2001 Exp Date: 1/1/2002

Code : ELR :D-Ratio | Payroll Expected: - Exp Primy i Claim Data: 1J:: 0 Act Inc:  iAct Prim
Losses Losses F:Losses ::losses

8803 | 003 579393 174
9807 | ADDITIONAL PREMIUM 0 0 . l
Policy Total 579393‘Subject Premium 589 0

08 DISTRICT OF COLUMBIA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2002 Exp Date: 1/1/2003

Code “ELR ‘D:Ratio :: Payroll Expected : Exp Prim : Claim:Data * 1J:: 0 ‘ActIne :: “Act Prim
Losses Losses. Losses ' 'Losses

8803 | 0031 18 804396 241 43

9807 | ADDITIONAL PREMIUM 0 0 |

Policy Total 804396 |Subject Premium 736 0

08 DISTRICT OF COLUMBIA

Carrier: 14974  Policy No. 30WECJQ0461 Eff Date:  1/1/2003 Exp Date: 1/1/2004

Code :ELR :D:Ratio:: Payroll Expected  Exp Prim :Claim Data: |4 O ActInc - :ActPrim
Losses Losses. F Losses Losses:

8803 | 003 786356 236 42 |

0807 | ADDITIONAL FREMIUM 0] 9

Policy Total 786356 [Subject Premium 720 0

* Total by Policy Year of all cases $2000 of less
# Limited Loss

C Catastrophic Loss

D Disease Loss

E Employers Liabilty Loss

U USL&H
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[image: image37.png]SUMMARY OF INSURANCE

.TFORD

FOR: R. G. II TECHNOLOGIES, INC.
AUTOMATED INFORMATION MANAGEMENT, I Prepared: 01-31-2005
1997 ANNAPOLIS EXCHANGE PARKWAY STE 210
ANNAPOLIS MD 21401
Phone: (410)224-3554 FAX:

BY: NEW HARTFORD SELECT CUSTOMER sms/snnvrcs OFFICE
CHESAPEAKE INSURANCE GROUP/PHS 591
P. 0. BOX 29611
CHARLOTTE NC 28229

Phone: (866)467-8730 FAX: (877)538-8526
ACCOUNT POLICY RECAP Policy Number Eff Date Exp Date Premium
1. Inland Marine 30 MsC YC6778 01012005 01012006 $650.00

Hartford Fire Ins Co

POLICY DETAIL Policy 1. Inland Marine

Inland Marine LIMIT DEDUCTIBLE
Computer And Electronic Equipment

Terrorism Risk Ins Act Of 2002

This Summary and its attachments provides a high level overview of policy coverages and
does not include all conditions, limitations or exclusions. Please refer to the actual
policy forms for detailed coverages, limits and deductibles.




PROPOSAL OUTLINE


1) Executive Summary


2) Management


3) Technical Approach


4) Past Performance


































































































































































































































































































































































































14
Use or disclosure of data contained on this sheet/page is subject to the restriction on the title page of this proposal.
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