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NRC-03-06-032

ADDITIONAL SIMPLIFIED ACQUISITION TERMS AND CONDITIONS

A.1 NOTICE LISTING CLAUSES INCORPORATED BY REFERENCE -
The following clauses are hereby incorporated by reference (by Citation Number, Title, and Date) in

accordance with the ciause at FAR "52.252-2 CLAUSES INCORPORATED BY REFERENCE" contained in
- this document. FAR 52.252-2 contains the internet address for electronic access to the full text of a clause.

NUMBER TITLE | N DATE

_ : ~ FEDERAL ACQUISITION REGULATION (48 CFR Chapter 1)
52.222-35 EQUAL OPPORTUNITY FOR SPECIAL DISABLED DEC 2001

VETERANS, OF THE VIETNAM ERA, AND OTHER
- ELIGIBLE VETERANS
52.222-37 " EMPLOYMENT REPORTS ON SPECIAL DISABLED DEC 2001 -
VETERANS, VETERANS OF THE VIETNAM ERA, ' :
' AND OTHER ELIGIBLE VETERANS ' : -
52,2334 APPLICABLE LAW FOR BREACH OF o OCT 2004

‘ CONTRACT CLAIM :
52.243-3 - . - CHANGES--TIME- AND MATERIALSOR - SEP 2000

LABOR-HOURS
A2 52.213-4 TERMS AND CONDITIONS - SIMPLIFIED ACQUISITIONS (OTHER THAN

'COMMERCIAL ITEMS) (FEB 2006)

(a) The Contractor shall comply with the followmg Federal Acqwsmon Regulatuon (FAR): clauses that are
incorporated by reference: . : _

(1) The clauses listed below implement provisions of law or Executive order:
(i) 52.222-3, Convict Labor (June 2003) (E.O. 11755).
(i) 52.222-21, Prohibition of Segregated Facilities (Feb 1999) (E 0. 11246)

- (i) 52 222- 26, Equal Opportunlty (Apr 2002) (E.O. 11246).

(iv) 52.225-13, Restrictions on Certain Foreign Purchases (FEB 2006) (E.d.s, proclamations, and statutes
administered by the‘ Office of Foreign Assets Control of the Department of the Treasury). o

(v) 52.233-3, Protest After Award (Aug 1996) (31 U.S.C. 3553).

(vi) 52.233-4, Appl|cab|e Law for Breach of Contract Clalm (OCT 2004) (Pub. L. 108-77, 108-78).
(2) Listed below are addmonal clauses that apply: ' -

(i) 52.232-1, Payments (Apr 184). |

(u) 52.232-8, Dlscounts for Prompt Payment (Feb 2002).
| " Page 2
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NRC-03-06-032

(ii) 52.232-11, Extras (Apr 1984).

(iv) 52.232-25, Prompt Payment (Oct 2003).

(v) 52.233-1, Disputes (Jul 2002).

(vi) 52.244-6, Subcontraots for Commercial ltems (FEB 2006).
(vii) 52.253-1, | Computer Generated Forms (Jan 1991).

(b) The Contractor shall comply with the following FAR clauses mcorporated by reference, unless the
clrcumstances do not apply:

(1) The clauses listed below.implement provisions of law or Executive order:

(i) 52.222-19, Child Labor--Cooperation with Authorities and Remedies (JAN: 2006) (E O 13126) (Applies o -

. to contracts for supplies exceeding the micro- purchase threshold.)

(i) 52.222- 20 Walsh -Healey Public Contracts Act (Dec 1996) (41 U.S.C. 35-45) (Apphes 3(s) supply
contracts over $10 000 in the Unlted States, Puerto Rico, or the U.S. Virgin Islands).

(i) 52.222-35, Equal Opportumty for Specral Disabled Veterans, Veterans of the Vietnam Era, and Other
Eligible Veterans (DEC 2001) (38 U.S.C. 4212) (Applies to contracts of $25,000 or more).-

‘ (iv) 52.222-36, Affirmative Action for Workers with Disabilities (June 1998) (29 U.S.C. 793). (Applies to
contracts over $10,000, unless the work is to be performed outside the United States by employees recruited
outside the United States.) (For purposes of this clause, United States includes the 50 States, the District of

. Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa Guam the U. S Virgin islands, and
Wake lsland ) : :

(v) 2. 222 37, Employment Reports on Specnal Disabled Veterans, Veterans of the Vietnam Era, and
Other Eligible Veterans (DEC 2001) (38 U.S.C. 4212) (Applies to contracts of $25,000 or more).

(vi) 52.222-41, Serwce Contract Act of 1965, As Amended (JUL 2005) (41 U.S.C. 351, et seq. ) (Applies to
service contracts over $2,500 that are subject to the Service Contract Act and will be performed in the United
States, District of Columbia, Puerto Rico, the Northern Mariana Islands, American Samoa, Guam, the U S.
Virgin Islands, Johnston Island, Wake Island, or the outer continental shelf lands).

(vu) 52.223-5, Pollution Prevention and Right-to-Know Informatlon (AUG 2003) (E. O 13148) (Applres to
services performed on Federal facilities). ‘

(viii) 52.225-1, Buy American Act--Supplies (June 2003) (41 U.S.C. 10a-10d) (Applies to contracts for
supplies, and to contracts for services involving the furnishing of supplies, for. use in the United States or its
outlying areas, if the value of the supply contract or supply portion of a service contract exceeds the micro-
purchase threshold and the acqursmon--

(A) s set aside for small business concerns; or
(B) Cannot be set aside for small business concerns (see 19.502-2), and does not exceed $25,000.)
(ix) 52. 232- 33, Payment by Electronic Funds Transfer--Central Contractor Registration (OCT 2003). .

(Applies when the payment will be made by electronic funds transfer.(EFT) and the payment office uses the
Central Contractor Registration (CCR) database as its source of EFT information.)
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NRC-03-06-032

(x) 52. 232-34, Payment by Electronic Funds Transfer--Other than Central Contractor Registration (May
1999). (Applies when the payment will be made by EFT and the payment office does not use the CCR
database as its source of EFT mformatlon )

(xi) 52.247-64, Preference_for Privately Owned U.S.-Flag Commercial Vessels (FEB 2006) (46 U.S.C.
Appx 1241). (Applies to supplies transported by ocean vessels (except for the types of subcontracts listed at

47.504(d).)
(2) Listed below are addrtzonat clauses that may apply:

(|) 52.209- 6, Protecting the Government's Interest When Subcontractrng with Contractors Debarred
Suspended, or Proposed for Debarment (JAN 2005) (Applies to contracts over $25,000).

(i) 52.211-17, Delivery of Excess Quantities (SEPT 1989) (Applies to fixed-price supplies).
(ili) 52.247-29, F.o.b. Origin (FEB 2006) (Applies to supplies if deIiVery is f.0.b. origin).
(iv) 52.247-34, F.0.b. Destination (NOV 1991) (Applies to supplies if delivery is f.0.b. destination).

(c) FAR 52.252-2, Clauses Incorporated by Reference (FEB 1998). This contract incorporates one or more
clauses by reference, with the same force and effect as if they were given in full text. Upon request, the -
Contracting Officer will make their full text available. Also, the full text of a clause may be accessed
electronically at this/these address(es):

_http://www.arnet.gov/far ,

(d) Inspection/Acceptance. The Contractor shall tender for acceptance only those items that conform to the
requirements of this contract. The Government reserves the right to inspect or test any supplies or services
that have been tendered for acceptance. The Government may require repair or replacement of nonconforming
supplies or reperformance of nonconforming services at no increase in contract price. The Government must

exercise its postacceptance rlghts-- '

(1) Within a reasonable period of t|me after the defect was discovered or should have been dlscovered and

(2) Before any substantral change occurs in the condltlon of the item, unless the change is due to the defect
in the item. :

(e) Excusable delays. The Contractor shall be liable for default unless nonperformance is caused by an
occurrence beyond the reasonable control of the Contractor and without its fault or negligence, such as acts of
God or the public enemy, acts of the Government.in either its sovereign or contractual capacity, fires, floods,
epidemics, quarantine restrictions, strikes, unusually severe weather, and delays of common carriers. The
Contractor shall notify the Contracting Officer in writing as soon as it is reasonably possible after the
commencement of any excusable delay, setting forth the full particulars in connection therewith, shall remedy
such occurrence with all reasonable dispatch, and shall promptly give written notice to the Contracting Officer
of the cessation of such occurrence. : ,

(f) Termination for the Government's convenience. The Government reserves the right to terminate this
contract, or any part hereof, for its sole convenience. In the event of such termination, the Contractor shall

~“immediately stop all work hereunder and shall immediately cause any. and all of its suppliers and

subcontractors to cease work. Subject to the terms of this contract, the Contractor shall be paid a percentage
of the contract price reflecting the percentage of the work performed prior to the notice of termination, plus
reasonable charges that the Contractor can demonstrate to the satisfaction of the Government, using its
standard record keeping system, have resulted from the termination. The Contractor shall not be required to .
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NRC-03-06-032

comply with the cost accounting standards or contract cost principles for this purpose. This paragraph does not
give the Government any right to audit the Contractor's records. The Contractor shall not be paid for any work
performed or costs incurred that reasonably could have been avoided.

(9) Termination for cause. The Government may terminate this contract, or any part hereof, for.cause in the
event of any default by the Contractor, or if the Contractor fails to comply with any contract terms and
conditions, or fails to provide the Government, upon request, with adequate assurances of future performance.
in the event of termination for cause, the Government shall not be liable to the Contractor for any amount for -
supplies or services not accepted, and the Contractor shall be liable to the Government for any and all rights
and remedies provided by law. If it is determined that the Government improperly termmated this contract for
default, such termination shall be deemed a termination for convenience.

(h) Warranty. The Contractor warrants and implies that the items delivered hereunder are merchantable and

- fit for use for the particular purpose described in this contract. - :

A3 NRC Acquisition Clauses - (NRCAR) 48 CFR Ch. 20
A.4 Other Applicable Clauses

{1 See Addendum for the following in ful text (if checked)
[} 52.216-18, Ordering o |
[]‘ 52.216-19, Order Limitations
[] 52.216-22, Indefinite Quantity
{1 52.217-6, Option for Increased Quantity
[152.217-7, Optioh for Increased Quantity Separately Priced Line ltem
[1 52.217-8, Option to Extend Services | |

[1 52.217-9, Option to Extend the Term of the Contract

- A5 2052.215-70 KEY PERSONNEL (JAN 1993)

(a) The following individuals are considered to be essentlal to the successful performance of the work
hereunder:

The contractor agrees that personnal may not be removed from the contract work or replaced without
. compliance with paragraphs (b) and (c) of this section."
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(b) If one or more of the key personnel, for whatever reason, becomes, or is expected to become,
unavailable for work under this contract for a continuous period exceeding 30 work days, or is expected to
devote substantially less effort to the work than indicated in the proposal or initially anticipated, the contractor
shall immediately notify the contracting officer and shall, subject to the con-currence of the contracting officer,
promptly replace the personnel with personne! of at least substantially equal ability and qualifications.

(c) Each request for approval of substitutions must be in writing and contain a detailed explanation of the
circumstances necessitating the proposed substitutions. The request must aiso contain a complete resume for
the proposed substitute and other information requested or needed by the contracting officer to evaluate the
proposed substitution. The contracting officer and the project officer shall evaluate the contractor's request
and the contracting officer shall promptly notify the contractor of his or her decision in writing. :

(d) If the contracting officer determines that suitable and timely replacement of key personnel who have
been reassigned, terminated, or have otherwise become unavailable for the contract work is not reasonably
forthcoming, or that the resultant reduction of productive effort would be so substantial as to impair the
successful completion of the contract or the service order, the contract may be terminated by the contracting
officer for default or for the convenience of the Government, as appropriate. If the contracting officéer finds the :
contractor at fault for the condition, the contract price or fixed fee may be equitably adjusted downward to -
compensate the Government for any resultant delay, loss, or damage.

A.6 2052 215-71 PROJECT OFFICER AUTHORITY

“(a) The contracting officer's authorrzed representative heremafter referred to as the project officer for this
contract is:

Name: A Sally Adams

Ad_dress: : 11555 Rockville Pike
Mail Stop O12E5
Rockville, MD 20852,

Telephone Number: 301-415-0209
(b) Performance of the work under this contract is subject to the technical direction of the NRC project
officer. The term "technical direction” is defined to include the following:
(1) Technical direction to the contractor which shifts work emphasis between areas of work or tasks,
authorizes travel which was unanticipated in the Schedule (i.e., travel not contemplated in the Statement of
Work or changes to specific travel identified in the Statement of Work), fills in details, or otherwise serves to

~accomplish the contractual statement of work.

(2) Provide advice and guidance to the contractor in the preparation of drawings, specxflca‘uons or -
technical portlons of the work description.
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(3) Review and, where required by the contract, approval of technical reports, drawings, specifications, and
technical information to be delivered by the contractor to the Government under the contract.

(c) Technical direction must be within the general statement of work stated in the contract. The project
officer does not have the authority to and may not issue any technical direction which:

(1) Constitutes an assignment of work outside the general scope of the contract.
(2) Constitutes a change as defined in the "Changes" clause of this contract.

(3) Inany way causes an increase or decrease in the total estimated contract cost the fixed fee, if any, or
the time required for contract performance :

(4) Changes any of the expressed terms, condittons or specifications» of the contract.

(5) Termlnates the contract, settles any claim or dispute arising under the contract or |ssues any unllaterat
directive whatever '

(d) All technrcal dlrections must be issued in writing by the project officer or must be confirmed by the project
officer in writing within ten (10) working days after verbal issuance. A copy of the written direction must be
furnished to the contracting officer. A copy of NRC Form 445, Request for Approval of Official Forelgn Travel
whrch has received final approval from the NRC must be furnished to the contractlng officer.

(e) The contractor shall proceed promptly with the performance of technical directions duly issued by the
project officer in the manner prescribed by thrs clause and within the project officer's authonty under the .
provrsrons of this clause : :

(f) If, in the oplmon of the contractor, any instruction or direction issued by the project officer is within one of
the categories as defined in paragraph (c) of this section, the contractor may not proceed but shall notify the
contracting officer in writing within five (5) working days after the receipt of any instruction or direction and shall
request the contracting officer to modify the contract accordingly. Upon receiving the notification from the
_ contractor, the contracting officer shall issue an appropriate contract modification or advise the contractor in

writing that, in the contracting officer's opinion, the technical direction is wrthln the scope of this article and
does not constitute a change under the "Changes" clause. -

(g) Any unauthorized commitment or direction issued by the project officer may result in an unnecessary
delay in the contractor's performance and may even result in the contractor expendlng funds for unallowable
costs under the contract. : :

-(h) Afailure of the parties to agree upon the nature of the instruction or dlrectlon or upon the contract actron
to be taken with respect thereto is sub)ect to 52. 233 1 - Disputes. _

(|) in addition to providing technrcal direction as defined in paragraph (b) of the sectlon the project officer
shall:

(1) Monitor the contractor's technical progress, including surveillance and assessment of performance and
recommend to the contracting officer changes in requirements.

(2) Assist the contractor in the resolution of technlcal problems encountered during performance
(3) Revrew all costs requested for reimbursement by the contractor and submlt to the contracting officer

recommendations for approval, disapproval, or suspension of payment for supplres and services requrred
under this contract. :
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NRC-03-06-032

(4) Assist the contractor in obtaining the-badgés for the contractor personnel.

(5) Immediately notify the Personnel Security Branch, Division of Facilities and Security (PERSEC/DFS)
(via e-mail) when a contractor employee no longer requires access authorization and return the individual's

‘badge to PERSEC/DFS WIthm three days after their termination.

A7 SEAT BELTS

Contractors, subcontractors, and grantees, are encouraged to adopt and enforce on-the-job.seat belt policies
and programs for their employees when operating company-owned, rented, or personally owned vehicles.

A8 Comphance with U.S. Immigration Laws and Regulations

NRC contractors are responsuble 1o ensure that thelr alien personnel are not in violation of Unlted States
Immigration and Naturalization (INS) laws and regulations; including employment authorization documents and
visa requirements. Each alien employee of the Contractor must be lawfully admitted for permanent residence
as evidenced by Alien Registration Receipt Card Form 1-151 or must present other evidence from the

- Immigration and Naturalization Services that employment will not affect his/her immigration status. The INS

Office of Business Liaison (OBL) provides information to contractors to help them understand the employment

-eligibility verification process for non-US citizens. This information can be found on the INS website,

http://www.ins.usdoj. gov/graphlcs/serwces/employerlnfohndex htmitobl.

The NRC reserves the right to. deny or withdraw Contractor use or access to NRC facilities or its _
equupment/serwces and/or take_ any number of contract administrative actions (e.g., disallow costs, terminate
for cause) should the Contractor violate the Contractor's responsibility under this clause.

(End of Clause) .
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ATTACHMENT 1 - PRICE SCHEDULE
NRC-03-06-032

Labor Category Estimated Labor Labor Rate  Total
Hours ‘

Writer $14,708.98
Project Coordinator/Editor $ 5,554.44
Assistant Editor $ 878.76
Photographer $13,000,00
Bookeeper % 510.00
Graphic Artist .. $§ 6,300.00
Subtotal , ~ $40,952.00
Travel (Not-To-Exeed) , ~$ 5,000.00
Other Direct Costs  (Supplies, Prints, CD Work, 5__ |

Delivery)
Total ’ : $47,477.00




ATTACHMENT 2
STATEMENT OF WORK
NRC-03-06-032
JCN J-3256

Update of License Renewal Public Information Brochure

1.0 BACKGROUND

As part of NRC's license renewal program communication plan to increase public confidence in
the license renewal process, the staff published a brochure, NUREG/BR-0291, “Reactor
License Renewal,” in 2002 to provide public outreach information describing the license renewal
process, including the role of the improved license renewal guidance documents. The staff
needs expernt assistance in updating the brochure. '

2.0 CONTRACT OBJECTIVES

The objective of this contract is to obtain expert services to assist the staff in updating the
public brochure, NUREG/BR-0291, communicating to the general public information on the
license renewal process and the role of the improved license renewal guidance documents.

3.0 TECHNICAL AND OTHER SPECIAL QUALIFICATIONS REQUIRED

The contractor shall provide public relations, graphics professionals, and photographers that
are experienced in the area of public outreach. The contractor shall provide a project
coordinator to oversee the effort and ensure the timely submittal of quality deliverables so that -
all information is accurate and compiete. The contractor shall also provide writing and editing
services o ensure consistent quality deliverables. '

If any work will be subcontracted or performed by consultants, the contractor shall obtain the
NRC Contracting Officer's written approval of the subcontractor or consultant prior to initiation
of the subcontracted effort. Conflict of interest considerations shall apply to any subcontracted
effort. - . .

4.0 SCOPE OF WORK AND SCHEDULE
The contractor shall provide. personnel with expertise in the development of a brochure,

including photograph and display of graphics as appropriate, for public outreach to perform the
following tasks:
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Task 1 Photographs for NUREG/BR-0291, Revision 1

The contractor shall provide current, pertinent photographs to update NUREG/BR-0291.. The

contractor shall photograph the current NRC Commissioners at NRC Headquarters in Rockville,

Maryland using a format similar to Page 8 of the current NUREG/BR-0291. The contractor

shall photograph current NRC personnel, both at NRC Headquarters in Rockville, Maryland,

and at reactor sites in different parts of the country. The contractor shall develop quotations

and graphic pages similar in format on Page 2 of NUREG/BR-0291, as recommended updates
to the NUREG brochure.

Digital and hard copy photographs, quotatlons and graphics shall be delivered to the NRC
Technical Monitor {TM) no later than 8 weeks after award of contract.

Task 2 NUREG/BR-0291, Revision 1

The contractor shall provide the NRC staff with a draft and final NUREG/BR-0291, Rews:on 1,
that incorporates the NRC-approved photographs, quotations and graphics descnbed in Task 1
above and revises the text of NUREG/BR-0291 based on markups provided by the NRC TM.
The contractor shall also provide an electronic file of the final NUREG/BR-0291, Revision 1,
suitable for publication as a NUREG-BR series report.

The draft NUREG/BR-0291,Revision 1 shall be delivered to the TM no later than 16 weeks after
award of contract. The NRC TM will coordinate any internal NRC staff review of draft ,
NUREG/BR-0291, Revision 1, and will prepare a consolidated set of NRC staff comments. The
NRC TM will provide the comments to the contractor project coordinator and will discuss these
items-with the contractor no later than two (2) weeks of receiving the draft NUREG/BR-0291,
Revision 1. The contractor shall revise the dratt NUREG/BR-0291, Revision 1, to reflect the
NRC staff comments and deliver the final NUREG/BR-0291, Revision 1, no later than two (2)
weeks after receipt of the NRC’s comments on the draft NUREG/BR-0291, Revision 1.

5.0 DELIVERABLES AND REPORTING REQUIREMENTS

Technical Reporting Requirements

Unless otherwise speciﬁed above, the contractor shall provide all deliverables as draft products.
‘The NRC TM will review all draft deliverables (and coordinate any internal NRC staff review, if

needed) and provide comments back to the contractor. The contractor shall revise the draft =~

deliverable, based on the comments provided by the NRC TM, and then deliver the final
technical edited version of the deliverable. When mutually agreed upon between the
contractor project coordinator and the NRC TM, the contractor may submit preliminary or partial
drafts to help gauge the contractor’s understanding of the particular work requirement. More
than one round of drafts may be needed if the contractor does not sucoessfully incorporate the
NRC TM's comments on previous draft. -

The Transmittal fetter and cover page of each report, or other deliverables as appropriate, shall
contain the Job Code, contract number and title, and the NRC Techmcal Assistance Control
(TAC) number.

The contfactor shall provide photographs developed for this projéct, including those not used in
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the brochure, to the NRC TM in digital format on a CD-ROM.

The contractor shall provide NUREG/BR-0291, Revision 1, in hard copy and electronic formats.
The electronic format shall be compatible with NRC software WordPerfect 10 and be provided
on CD-ROM.

Mbnthlv Status Report

The contractor shall provide a Monthly Status Report to the NRC Project Officer (PO),
Technical Monitor (TM) and Contracting Officer (CO) by the 15th of each month. The report
should be transmitted electronically to the PO at saa2@nrc.gov and TM at int@nrc.gov, with a
hard copy sent to the CO. The report shall provide the technical and financial status of the
effort.

The technical status section of the report shall contain a summary of the work performed under
sach task/task order during the reporting period, and milestones reached, or if missed, an o
explanation why; any problems or delays encountered or anticipated with recommendations for
resolution; and plans for the next reporting period. The status shall include information on
travel during the period to include trip start and end dates, destination, and travelers for each
trip.

The financial status section of the report shall include the total contract award amount and
funds obligated to date; total costs incurred in the reporting period, broken down by direct and
indirect costs, and total cumulative costs incurred to date. The status shall also contain the
balance of obligations remaining at the end of the period and balance of funds required to .
complete the contract/task order. The report should also identify the acquisition cost,
description (model number, manufacturer) and acquisition date of any property/equipment
acquired for the pro;ect durmg the month wnth an acquisition cost more than $500

lf the data in thns report indicates a need for additional funding beyond that already obhgated
this information may only be used as support to the official request for funding required in
accordance with the Limitation of Cost (LOC) Clause (FAR 52.232-20) or the Limitation of
Funds (LOF) Clause FAR 52.232-22.

6. MEETINGS AND TRAVEL

' The contract dellverables shall be reviewed by a variety of stakeholders within the NRC.
There will be periodic interface meetings involving the intérnal NRC stakeholders.

Mesetings with the NRC

Five, 2-hour meetings which include kickoff meetings, mterface direction setting, and
review of deliverabies.

For purposes of preparing a proposal, the bidder shall assume that each of the meetings -

- specified above will be held at NRC Headquarters, Rockville, MD. At least one contract
representative shall participate, in order to take notes, provxde input, and gain an understandlng
of work for the contract team.
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Travel

It is expected that travel requirements to take photographs will consist of three (3) two-person,
two-day trips to NRC Headquarters in Rockville, Maryland, and three (3) two-person, two-day -
trip to a reactor site. For the purpose of the proposal, it may be assumed that one tripisto a
plant in New England, one trip is to a plant in the Mid-Atlantic, and one trip is to the Mid-West.
7. PERIOD OF PERFORMANCE |
The period of performance fs award of contract through the following six months.

8. NRC FURNISHED MATERIALS

Paper copy of NUREG/BR-0291, “Reactor License Renewal.”
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ATTACHMENT 3 - NRC-03-06-032

BILLING INSTRUCTIONS FOR
LABOR HOUR TYPE CONTRACTS

General: The contractor shall prepare vouchers/invoices for reimbursement of costs in
the manner and format described herein or a similar format. FAILURE TO SUBMIT
VOUCHERS/INVOICES IN ACCORDANCE WITH THESE INSTRUCTIONS WILL
RESULT IN REJECTION OF THE VOUCHER/INVOICE AS IMPROPER.

Number of Copies: An original and three copies, including supporting documentation
shall be submitted. A copy of all supporting documents must be attached to each copy
of your vouchetr/invoice. Failure to submit all the required copies will result in rejection
of the voucher/invoice as improper. .

Designated Agency Billing Office: Vouchers/invoices shall be submitted to the fouowmg
address ,

U.S. Nuclear Regulatory Commission
Division of Contracts

Mail Stop T-7-1-2

Washington, D.C. 20555

HAND DELIVERY OF VOUCHERS/INVOICES IS DISCOURAGED AND WILL NOT
EXPEDITE PROCESSING BY NRC. However, should you choose to deliver '
vouchers/invoices by hand, including delivery by any express mail services or special
~ delivery services which use a courier.or other person to deliver the voucher/invoice in
~ person to the NRC, such vouchers/invoices must be addressed to the above -
Designated Agency Billing Office and will only be accepted at the following location:

U.S. Nuclear Regulatory Commission
One White Flint North

11555 Rockville Pike - Mail Room
Rockville, MD 20852

HAND-CARRIED SUBMISSIONS WILL NOT BE ACCEPTED AT OTHEF{ THAN THE
ABOVE ADDRESS .

Note that the official receipt date for hand-delivered vouchers/invoices will be the date it
is received by the official agency billing office in the DIVISIOH -of Contracts and Property
Management A
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Billing Instructions
Page 2 of 2

Agency Payment Office: Payment will be made by the following offiée:

U.S. Nuclear Regulatory Commission
Division of Accounting and Finance GOV/COMM
Mail Stop T-9-H4 .

- Washington, DC 20555

Frequency: The contractor shall submit claims for reimbursement once each month,
unless otherwise authorized by the Contracting Officer.

Format: Claims should be submitted in the format depicted on the attached sample form -
entitled “Vouchetr/Invoice for Purchases and Services Other Than Personal” (see
Attachment ) or a similar format. THE SAMPLE FORMAT IS PROVIDED FOR
GUIDANCE ONLY AND IS NOT REQUIRED FOR SUBMISSION OF A
VOUCHER/INVOICE. ALTERNATE FORMATS ARE PERMISSIBLE PROVIDED ALL
REQUIREMENTS OF THE BILLING INSTRUCTIONS ARE ADDRESSED.

Billing of Costs After Expiration of Contract/Purchase Order: If the costs are incurred
during the purchase/delivery order period and claimed after the purchase/delivery order
has expired, the period during which these costs were incurred must be cited. Tobe
considered a proper voucher/invoice, the contractor shall clearly mark it ‘EXPIRATION
VOUCHER” OR “EXPIRATION INVOICE". ,

Currency: Billings may be expressed. in the currency normally used by the contractor in
maintaining his accounting records; payments will be made in that currency. However,
the U.S. dollar equivalent for all vouchers/invoices paid under the purchase/delivery
order may not exceed the total U.S. dollars authorized in the purchase/delivery order.
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ATTACHMENT

INVOICE/VOUCHER FOR PURCHASES
AND v
SERVICES OTHER THAN PERSONAL

- (SAMPLE FORMAT - COVER SHEET)

Offictal Agency Billing Otfice (a) Purchase/Delivery Order No:
U.S. Nuclear Regulatory Commission __ .
Division of Contracts and Property ~ (b) Voucher/Invoice No:
Management MS: T-7-12 _ ;
Washington, DC 20555-0001 (c) Date of Voucher/Invoice:

Payee's Name and. Address

(d) Individual to Contact Regarding Voucher/Invoice
Name: ,

Telephone No:

(e) This voucher/invoice represents reimbursable costs for the piliing period ‘

to
: Amount Billed
Current Period Cumulative
() Direct vCosts: ' |
. (1) Direct Labor* - | $ ' _l ' $
(2) Travel*® : , ‘$ R .$

Total Direct Costs: $____ $.

* The contractor shall submit as an attachment to its invoice/voucher cover sheet a listing of
labor categories, hours billed, fixed hourly rates, total dollars, and cumulative hours billed to
date under each labor category. In addition, the contractor shall include travel costs incurred
with the required supporting documentation (invoices for lodging, airfare, and any costs in
excess of $75), as well as, the cumulative total of travel costs billed to date by task.

nppa R RN A A S St

Syl b



ATTACHMENT 3 - NRC-03-06-032

BILLING INSTRUCTIONS FOR
LABOR HOUR TYPE CONTRACTS

General: The contractor shall prepare vouchers/invoices for reimbursement of costs in
the manner and format described herein or a similar format. FAILURE TO SUBMIT
VOUCHERS/INVOICES IN ACCORDANCE WITH THESE INSTRUCTIONS WiLL
RESULT IN REJECTION OF THE VOUCHER/INVOICE AS IMPROPER.

Number of.Copies: An original and three copies, inciuding supporting documentation

shall be submitted. A copy of all supporting documents must be attached to each copy .

of your voucher/invoice. Failure to submit all the required copies will result in rejection
of the voucher/invoice as lmproper :

~ Des:gnated Agency Billing Office: Vouchers/invoices shall be submitted fo the followmg

address:

U.S. Nuclear Regulatory Commlssmn
Division of Contracts

Mail Stop T-7-1-2

Washmgton D.C. 20555

- HAND DELIVERY OF VOUCHERS/INVOICES IS DISCOURAGED AND WILL NOT

EXPEDITE PROCESSING BY NRC. However, should you choose to deliver
vouchers/invoices by hand, including delivery by any express mail services or special
delivery services which use a courier or other person to deliver the voucher/invoice in
person to the NRC, such vouchers/invoices must be addressed to the above
Designated Agency Billing Office and will only be accepted at the following location:
- , ,

U.S. Nuclear Regulatory Commlssmn

One White Flint North

11555 Rockville Pike - Mail Room

Rockville, MD 20852

HAND-CARRIED SUBMISSIONS WILL NOT BE ACCEPTED AT OTHER THAN THE
ABOVE ADDRESS.

Note that the official receipt date for hand dehvered vouchers/invoices will be the date it
is received by the official agency billing office in the Division of Contracts and Property
Management.
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Billing Instructions
Page 2 of 2

Agency Payment Office: Payment will be made by the following office:

U.S. Nuclear Regulatory Commission

Division of Accounting and Finance GOV/COMM
Mail Stop T-9-H4

~‘Washington, DC 20555

Frequency: The contractor shall submit claims for reimbursement once‘each month,
uniess otherwise authorized by the Contracting Officer.

Format: Claims should be submitted in the format depicted on the attached sample form
entitled “Vouchetr/Invoice for Purchases and Services Other Than Personal” (see
Attachment ) or a similar format. THE SAMPLE FORMAT IS PROVIDED FOR-

- GUIDANCE ONLY AND IS NOT REQUIRED FOR SUBMISSION OF A
VOUCHER/INVOICE. ALTERNATE FORMATS ARE PERMISSIBLE PROVIDED ALL
REQUIREMENTS OF THE BILLING INSTRUCTIONS ARE ADDRESSED.

Billing of Costs After Expiration of Contract/Purchase Order: If the costs are incurred

- during the purchase/delivery order period and claimed after the purchase/delivery order
has expired, the period during which these costs were incurred must be cited. To be
considered a proper voucher/invoice, the contractor shall clearly mark it ‘EXPIRATION
VOUCHER" OR “EXPIRATION INVOICE". '

Currency: Billings. may be expressed in the currency normally used by the contractor in
maintaining his accounting records; payments will be made in that currency. ‘However,
the U.S. dollar equivalent for all vouchers/invoices paid under the purchase/delivery

~ order may not exceed the total U.S. dollars authorized in the purchase/delivery order. =
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ATTACHMENT

INVOICE/VOUCHER FOR-PURCHASES
’ AND
SERVICES OTHER THAN PERSONAL

(SAMPLE FORMAT - COVER SHEET)

Official Agency Billing Office (a) Purchase/Delivery Order No:
U.S. Nuclear Reguiatory Commission '

Division of Contracts and Property (b) Voucher/invoice No:
~Management MS: T-7-12

Washington, DC 20555-0001 ' (c) Date of Voucher/invoice:

i

Payee’s Name and Address

(d) Individual to Contact Regarding Voucher/Invoice
Name: o . ‘
Telephone No:

{e) This vouchernvoice represents reimbursable costs for the billing peﬁod

to
Amount Billed
Current Period Cumulative
- () Direct Costs:
(1) Direct Labor* $ $
(25 Travel* | $ ‘ | $
Total Direct Costs: $ — $

* The contractor shall submit as an attachment to its invoice/voucher cover sheet a listing of
labor categories, hours billed, fixed hourly rates, total dollars, and cumulative hours billed to
date under each labor category. In addition, the contractor shall include travel costs incurred
with the required supporting documentation (invoices for lodging, airfare, and any costs in
excess of $75), as well as, the cumulative total of travel costs billed to date by task.




