	BMS
Amoorer

	Organization
	Amoorer, Inc.

	Contract Name
	Administrative Support

	Address
	4218 Shell St

Capitol Heights, MD 20743

	Contract Number
	AM-TM01-77PM0025

	Contract Type
	Firm Fixed/ T&M

	Contract Value
	$40,000  

	Period of Performance
	09/01/2005 – 08/31/2006

	Primary Point of Contact
	Roberta Moore, President

(240) 487-1457, Moorer@amoorer.com

	Relevance of Experience

Contract activities that relate directly to the DHS CDP Support Statement of Work (SOW) are: 

C-4.19.1/C-5.5.1 Administrative and Clerical Support

C-4.19.6/C-5.5.7 Acquisition Support
C-4.19.10/ C-5.5.11 Special Project Management
	Relevance:  For Amoorer, BMS provided administrative support services.  We were responsible for the preparation of reports, to include research, retrieval, assembly, and drafting. We also edited outgoing proposals and correspondence to ensure that the formatting, spelling, and grammatical content was correct and that the required signatures were obtained. We were also responsible for photo copying, scanning, and filing documents as necessary. BMS provided conference, training, and travel support for Amoorer’s administrative contract. We coordinated appointments and maintained the corporate calendar. OTI answered telephone calls and assisted visitors upon arrival.  BMS kept a tracking log of office supplies needed for the staff and purchased supplies as necessary.  Corporate Commitment:  OTI provided on-going corporate support in administration and management to assure successful performance.  Quality of Service: BMS’s robust processes have assured the highest quality of administrative support through highly-qualified and motivated personnel.  Timeliness:  OTI has met all contract requirements on or ahead of schedule.  Effective Utilization of Resources:   BMS’s expertise in providing administrative support services to our customers enabled OTI to provide these services in the most cost effective manner.    

	Problem Areas and Mitigation
	Standard day to day office issues were the only problems encountered on this contract due to our highly effective task manager and highly committed staff. These issues were quickly, and efficiently resolved.


