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Contract No.: NRC-HQ-13-C-10-0040
Task Order: NRC-HQ-13-T-43-0008

In accordance with Section C.30, 52.216-18 Ordering Clause, and Section B.6, Statement of Work, under
Contract Number NRC-HQ-13-C-10-0040, the contractor shall provide the onsite secretarial office support
services for the Computer Security Office (CSO)

The Task Order period of performance shall be effectlve from May 20 2013 through May 19, 2014. The
subject task order term will be extended by the Government unilaterally should the government exercise
its option under the basic contract, unless provided otherwise in writing to the contractor. The total
duration of this task order, including the exercise of any options under the basic contract, shall not exceed
five years.

Please find the prices below for the base period:

Estimated | Estimated | Hourly

Iitem No. Description Unit Quantity | Hours Rate | Total Price
0001 Secretary |l Regular
Hours - ey

0002 Site Project Manager/ Regular

Alternate SPM Hours ' -
Total Task B
Order Base $110,668.80
Year Price -

SPECIFIC OFFICE REQUIREMENTS

A e
The Contractor will provide administrative support services to the Computer Security Office in a timely and
effective manner. This support helps the office develop, establish, and maintain a robust Agency-Wide

Cyber Security Program.

The Administrative Support Services the contractor provndes includes but is not limited to the following:
" » Provide phone coverage _

* Manage calendars

» Maintain files (i.e. cleanup and disposal)

» Manage the office's documents in ADAMS - iv:
» Copy documents

» Scan in files

* Prepare office memos and correspondence
* Develop documents and spreadsheets

» Track actions items

* Distribute mail

* Manage distribution lists

» Manage office wide mailboxes

* Fill out forms

» Submit audio visual requests for staff

+ Submit reproduction requests for staff T
« Maintain the organization's office supply mvento_' - :

« Track who is in and out of the office B '
* Act as the office's time coordinator

__..;L_
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* Prepare meeting materials
* Setup conference calls C
* Setup meetings ' 0
* Escort visitors P

* Submit visitor and contractor access requests for parkmg

* Take meeting minutes

* Maintain office RIDS box

* Close out green ticketed items

* Arrange travel and hotel accommodations

* Assist staff with expense reports

* Track incoming and outgomg documents

* Assist with the office's bi-weekly and EDO monthly status reports
* Upload documents to the office's SharePoint site as needed

* Submit request to post Network Bulletins/Announcements

These secretarial support services include utlhzmgvsoftware apphcatlons such as ADAMS, HRMS,
Microsoft Outlook, Word, Excel, eTravel, and the: Mlcrosoft Conference Room Scheduler System.

CONSIDERATION AND OBLIGATION--TASK ORDERS (AUG 2011)
(a) The ceiling of this order for services is $110,668.80.

(b) The amount presently obligated with respect to this order is $15,000.00. The obligated amount shall,
at no time, exceed the order ceiling as specified in paragraph (a) above. When and if the amount(s) paid
and payable to the Contractor hereunder shall equal the obligated amount, the Contractor shall not be
obligated to continue performance of the work unless and until the Contracting Officer shall increase the
amount obligated with respect to this order, in accordance with FAR Part 43 - Modifications. Any work
undertaken by the Contractor in excess of the obligated amount specified above is done so at the
Contractor's sole risk and may not be reimbursed by the Government.

POINTS OF CONTACT:

Alternate Contracting Officer
Contracting Officer Representative: | Representative: Contract Specialist:
Catherine Blakeney Robin Barngs,m: ap. b e Manon Butt
301-415-1491 301:415-2763 = - L 301-492-3629
catherine.blakeney@nrc.qov robin.barnes] @nrc.gov manon.butt@nrc.gov
Task Order Manager Name Phone Number Email Address
Bill Dabbs, Primary 301-415-0524 | Bill.Dabbs@nrc.gov

James McCarthy, Alternate 301-415-5871 . James.McCarthy@nrc.gov
" 5. ""‘f"-; {”“.201‘ ) . -,
. ST AL TR

The issuance of this task order does not amend any terms or conditions of the subject contract.
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CONTRACTOR ACCEPTANCE OF TASK ORDER NRC-HQ-1‘3-T-43~0008

Acceptance of Task Order NRC-HQ-13- T43-0008 should be made by having an official, authorized to

bind your organization, execute two copies of this document in the space provided and return one copy to
the Contract Specialist. Please retain the other copy for your records.

Accepted Task Order §RC-HQ-13-T-43-0008:

Tawanda M. Smith

Name

President & CEO
Title

5/17/2013

Date




