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Information and Records. Semcesfdlv:smn i
Records and FOIAIanacy Servuces Branch
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2, Objectrve ‘The contractor as an mdependent contractor will provrde onsrte, trmely, '
responsive, ’dependable courteous customer-onented hrgh»quahty ‘administrative services
and secretarral support to the U. S. Nuclear Regulatory Commrssron (NRC) OCIO RFPSB

branch m tRSD

3. Estrmate of Etforthptron PenodS' The contractor wﬂl provrde sennces on a ﬁxed pnced

=fully-loaded hourty basrs in. accordance wrth Sr cb_on Bof contract no. .NR 10-04—398 Dunng

the base, penod (Sep ember.'7 2004 through September 6, 2005) tis estir _ated that 2, 087 .
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termmatxon oversught, and decasson on assngnment of the oontractor's personnel The
contractor is responsuble for lts personnel’s proper conduct and ,performance under th:s PWS
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distribute documents per. technlczl dmechon D|Spose of documents and reoords in
accordanoe wrth an approved necords dlsposmon sohedule and dlsposmon method

o Recenve handle revnew and dlssemmate mall to the proper addressee(s)

:o, Assemble background mformahon from off cral ﬁles and other sources for presentat:on
as requested to RFPSB or NRC staff. : SRR

by 'Expenence.iSkl"S:‘a“d Sta“da"ds °f"Perf°rmance




-4

Timely and comecﬂy mputs and tracks all achons submrﬁed for OCIO rev:ew |n trackmg
database '
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in suff crent tnme pnor to the date set for. travel departure Upon completron of travel and
based upon mformahon provrded by staff pexsonnel prepares wrthln 2 weeks the mdeual
travel voucher for payment processmg : : r , i
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