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ARTICLE 1 - SCOPE OF WORK

<

The Contractor shall develop and conduct an estimated twenty (20) eight-hour
classes entitled "Office Procedures Orientation for New Cierical Employees.”
This course is primarily designed for the new employee or those returning to
work after a long absence. It will provide participants with the information
and skills needed to be effective members of the office team. Topics covered
in this course will include: General Orientation to the NRC; Telephone
Communications; Correspondence Frocedures; Filing Procecures; and Office
Management. Additional specifications for this course are set forth in
Attachment A,

ARTICLE Il - PERIOD OF PERFORMANCE

The period of performance under this contract will commence appreximately
March 15, 1980 and vi11 be completed March 14, 1981. Time will be confirmed
between the COAR and the Montgomery County Public School Coordinator for
Governrant Programs,

ARTICLE II! - OPTION TO EXTEND THE PERIOD OF PERFORMANCE

This contract may be extended for a period of cne (1) year at the option price

set forth under ARTICLE IV, Paragraph B, at the option of the Government, by

the Contracting Officer giving written notice of the Government's exercise of

such option to the Contractor not later than the last day of the term of the
contract; provided that such notice shall have no effect if given less than

thirty (30) days prior to the last day of the term of the contract unless the
Contracting Officer has given preliminary written notice of an intent to exercise
such option at least thirty (30) days prior to the last day of the term of the
contrict, (such prelimirary notice shall not be construed as an exercise of the
option, and will not bind the Government to exercise the option). If the Government
exercisas such option, the total duration of this contract, including the exarcise
of any option undar this clause, shall not exceed two (2) years.

ARTICLE IV -« CONSIDERATION

A. Basic Year

In full consideration of the Contractor's performance hereunder, the N2C shall
pay the Contractor at a rate of $1€2.45 per course for an 2stinated twenty (20)
courses, or a total of $3,245.00.

8. Option Year

In full consideration of the Contractor's p-+farmance hereunder, the NRC shall
pay the Contractor at a rate of $186.82 per coursa for an estimated twenty (20)
courses, or a total of $3,736.35, depending upcn the cost-of-living raise.

T ] ARY TAATTIAS
ARTICLE V - QBLIGATICON

The amount gressntly obligated by the NRC with respect $o this contract is §3,243.00C.
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ARTICLE VI - PAYMENT

Payment shall be made in accordance with Clauce 2 cf the Gereral Provisicns
entitled “Payment” as soon as practicable after completion and acceptance of

all of the work, upon submission by the Contractor of voucher(s) in a form
satisfactory to the Contracting Officer, provided, however, that saic payment(s)
shall not be deemed to prejudice any rights which the Government may have by

law or under other provisions of this ccntract. Partial payments are authorized
after successful completicn of each course.

In the absence of a discount, the Contractor shall be paid upen the submission
of a preper and correct invoice or veucher in 2pproximetely thirty (30) days
after submission or date of delivery, whichever is later, the prices stipuiated
herein for supplies delivered and accepted or services rencered anc accepted, as
herein provided.

[f this order provides for a discount, the Contrictor shall indicate the order's
discount terms on the invoice or voucher.

ARTICLE VII - SPECIAL PROVISIONS

VII.1 GOVERNMENT FURNISHED MATERIALS

Upo: execution of this contract, the NRC will furnish its own facilities
to accommodate the students for use in performance of this contract.
Prior to commencement of these courses, the RPC will furnish the
Contractor with the exact location information.

VI1.2 CONTRACTING OFFICER'S AUTHORIZED REPRESENTATIVE (COAR)

Performance of the work hereunder shall be subject to the technical
instructions issued by the US Nuclear Regulatory Commission. The
technical instructions shall be signed by the COAR.

The COAR is responsible for:

1. monitoring the Contractor's technical progress, including the sur-
veillance and assessment of performance and recomnending to the
Contracting Officer changes in requirement;

2. interpreting the statement of work;

3. performing technical evaluation as required;

4, performing the technical inspections and acceptances reguired by
this contract; and

5. assisting the Contractor in the resolution of technical problems
encountered during performanca.

Within the purview of this autherity, the COAR is authorized to approve
pavment vouchers for supplies/sarvices rzquired undar the ccntract.. The
Contracting Officer s respensible for directing or negotiating any
changes in terms, condisicns, or anmounts cited in the centract,
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For quidance frem the COAR to the Contractor to be valid, it must:

1. be consistent with the description of work set forth in this contract;

2 not constitute mew assignuent of work or chante of the exgressed

terms, conditions, or specifications incorporated into this contracts

3. not constitute a basis for an extension to the peried of performance

or contract delivery schadule; and

4. not constitute a basis for any increase in the contract price.

If the Contractor receives guidance from the COAR which the Contractor
faels is not valid under the criteria cited above, the Contractor shall

jmmediataly notify the COAR. If the COAR and the Contvactor are not
able to resolve the questions within five days, the Cc tractor shall
notify the Contracting Officer.

VI1.3 INSPECTION AMD ACCEPTANCE

Accentance of the services and reports to be deliverad herein will be

made by the COAR.
J11.4 DISSEMINATION OF CONTRACT INFORMATION

The Contractor shall not publish, permit to be published, or distribute
for public consumption any information, oral or written, concerning the
results or conclusions made pursuant to the performance of this contract

without the prior written consent of the Contracting Officer. (Two

copies of any material proposed to be published or distributed shall be

submitted to the Contracting Officer.)

ARTICLE VII] - GENERAL PROVISIONS

This contract is subject to the Fixed Price Research and Development Contracts
undar $10,000.00, dated November 14, 1977, which incorporated the FPR Changes

and Additions and NRC Additions, attached herato and made a part hereof.
Clause 14 entitlad "Patent Rights" is deleted in its entirety.

ARTICLE IX - LIST OF DOCUMENTS AND ATTACHMENTS

Thic eontract contains the following attachments:
A. Office Procadure Qutline

8. FEiced ®ric: lessarch ard Develoczent Contracts Unlar 272,000.00
Garara) Frovisions dated Novemder 14, 12?7



I.

1I.

Office Procedure Outline
prepared for

NUCLEAR REGULATORY COMMISSICN

Introduction to NRC

A.

Organization and Purpose

l.
2.

3.

4

Role of

A

NRC

1.
2.
3
4,

S

€.

History of founding
Structure
a. agency
b. direction
ce funding
d. NRC jargon
1. What is your NRC (1Q)?
Work-Time Style
a. tours of dutly
be benefits
Understanding your paycheck
a. accumulation of hours for sick leave
b. accumulation of hours for annual leave
c. service comp date

NRC Secretary
Procedures

Qualifications of a gocd secretary
Dress Code
Office conduct and diplomacy
Setting up meetings
a. arranging conference rooms and necessary equipment
b. obtaining various administrative services, i.e. use of
library, its location and function
Telephone
a. use of NRC directory
b. telephone mechanics
Time Management
a. organizing your work avrea
b. organizing your work planning
1. essentials of planning
2. prioricy list

o ————— .
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Iv.

Correspondence

A.

Principal Correspondence

1. What it {s

2. How it is handled

3. Requirements for preparing it
4, Control Form 232 (Green Ticket)

NRC Letter Format

1. Style

2. File cories
3. Enclosures
4. Concurrance
5. Dispatch

Memoranda

1. Stationery
2. Format
3. Copy requirements

Staff Papers

1. Staticnery

2. Format

3. Number of copies
4. Distribution

Handling of Sensitive Material

A

B'

Definition of Terms
1. Common terms used throughout NRC
Secretarial duties and responsibilities

l. Security forms
2. Handling of classified matcer

Area Security



V. Filing and Indexing
A. Purpose of Filing Systems
B. NRC Filiug System
1. AEC Filing System (Handbook) Form AEC-489
V1. Document Control
A. Purpose
B. Arrangement of Files
V1. Mail and liessenger Service
A, NRC System

1. Incoming Mail
2. Types of mail with priorities
a. Blue Bag
b. classified
c. secret and confidential
d. executive controlled correspondence
e. certified and registered
f. Holy Joe's
g. second, third and fourth class mail

B. Schedules
l. Delivery times
C. Services Available

1. Outgoing mail
a. first class
b. second class
¢. third class
d. fourcth class
e. express mail
2. Additional services
a. wrapping packages
b. exprass mail service
c¢. foreign mailings
d. GCermantown messenger service
e. Blue Bag service

D. Processing



X. Acquisition - Supp'ies, Forms and Equipment
A. ldentification

l. Items desired
a. requisitions
b. actual needs
c. justification
d. excess and/or surplus

B. NRC Form 34

l. Explanation of NRC form 34

2. How to fill out form 34

3. Rout'ng of form 34

4. MHolA.ng and verification copies
5. Follow-up procedures



VIII. NRC Telecommunicaticns
A. Importance of Good Telephone Etiquette
1. Skillful handling of telephone contacts
B. Telephcone Courtesy

1. Tone of voice

2. Prompt answer

3. Leaving and returning to the call
4. Termination of call

C. Effective Use of Equipment

inceming cails

Inter-cffice calls

Outgoing calls

Transfer calls - special features
Conference calls - special features
Consultation calls - special features

(o VN S
N

D' FQT.S.

1. Long distance calls
a. FTS on-net call
b. FTS cff-net call

E. Directory Assistance
IX. Transportation
A. Building Management
1. Location of buildings
2. GSA operation - owner serviced
3. Housekeeping
a. mechanical
b. miscellanecus
P. Safety in the Office
C. Trarsportation
1. Serviges
a. shuttle system

b. U-drive it vehicles
€. es:iorT messanger unit




