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1.0 INTRODUCTION / BACKGROUND
Mission Support Alliance (MSA) (Buyer) supports the DOE Richland Operations Office (RL) Project Hanford, which entails cleanup of the Hanford Site with the exception of Hanford Site tank waste. Key cleanup activities include Remediation Definition and Analysis, Facility Cleanup, Waste Site Cleanup, Facility and Waste Site Surveillance & Maintenance,  Groundwater Protection, and most of the infrastructure and site services; including mail services. 
2.0 OBJECTIVE
Buyer requires a Subcontractor to provide Mail Services to all the DOE agencies and Hanford Site contractors (customers) that support DOE missions within the delivery territory.  The territory encompasses the Tri-Cities and north throughout the Hanford Site.  The list of customers changes from time to time as the various DOE missions evolve.  The following list is representative, but not all inclusive, of the list of customers:

Advanced Technologies and Laboratories International, Inc.
Akima Facilities Management LLC

American Electric

Apollo

Areva Federal Services, Inc.

Babcock Services

Battelle

Bechtel National, Inc.

CalTech LIGO

CH2M Hill Plateau Remediation Company (CHPRC)

CH2M Hill, Hanford Group

Columbia Energy & Environmental Services

            Corporate Allocation Services, Inc.

Dade Moeller & Associates, Inc.

            Defense Nuclear Facility Safety Board

Department of Health (RadCon Ops)

            DGR Grant Construction

DOE-ORP

DOE-PNSO

DOE-RL

DOE/HQ Office of Inspector General

Energy Solutions Federal Services, Inc.

E2 Consulting Engineers

ENERGEX

Envirocon, Inc.

EnviroIssues (HAB)

Environmental Protection Agency

FBI (Deliver to Receptionist)

Federal Engineers and Constructors

Fluor Federal Services

Fluor Hanford

Fowler, LLC

Fowler General Construction

Freestone Environmental Services

General Accounting Office (GAO)

HPM Corporation

Indian Eyes, LLC

Intermech

JANTEC, Inc.

Johnson Controls

KURION, Inc.

Lockheed Martin Services, Inc.

            Longenecker & Associates, Inc.

Lucas Engineering

Mid-Columbia Engineering

Mission Support Alliance, LLC (MSA)

North Wind Environmental, Inc.

Ojeda Business Ventures

            Parsons Infrastructure

Perma-Fix Northwest

RJ Lee Group, Inc.

S.M. Stoller Corporation

TechnoGeneral Services

            Total Site Services

Vivid Learning Systems, Inc.

WA State Dept. of Ecology

Washington Closure Hanford

Washington State University

Washington River Protection Solutions, LLC (WRPS)

            Wastren Advantage, Inc.

Westech International, Inc.

3.0 DESCRIPTION OF WORK – SPECIFIC
2.1 Definitions

Accountable Mail - Mail that has a transmittal receipt and requires each party to sign for and take responsibility for the mail during the receipt and delivery process.  Accountable mail includes Certified, Registered, Insured, Express, and Special Delivery mail.

Authorized Mail – Mail that specifically supports the various DOE missions in and around the Hanford Site and is authorized to be processed under this Subcontract (hereinafter known as "mail").

Business Mail - Incoming business correspondence identified with a business logo or other business marking received from the United States Postal Service (USPS).

Classified Documents – Documents clearly marked and identified as classified.  

Customers - A collective term used to describe all of the recipients of the Service under this Subcontract.  The customers include the subcontractors and individual employees of these subcontractors that have a MSIN.

Database – A database that lists the current employees of DOE organizations and Hanford subcontractors.  The database provides information such as name, organization, phone number, and MSIN.

DOE - United States Department of Energy

DOE-RL - United States Department of Energy, Richland Operations Office

General Distribution Mail – Bundles or boxes containing un-addressed communication documents such as newsletters and memorandums to be delivered to customer employees at large.

Hanford Site Contractors – Companies performing work on or near the Hanford Site as a contractor or subcontractor of the DOE.

Intra-site Mail – Memorandums, letters, parcels, financial documents and instruments, and administrative communications supplied by a customer and are delivered by the Subcontractor in and around the Hanford Site (delivery territory).  This mail does not exit the delivery territory.

Lookup Mail – Mail that cannot be delivered as addressed because it bears an incomplete or incorrect address.

Mail Cycle – Completion of one scheduled mail delivery to all customers within the delivery territory.

Mail Service Facility – A collective term used to identify all the facilities occupied by the Subcontractor to perform the required Service under this Subcontract.
Mail Stop Identification Number (MSIN) – A unique alpha/numeric identification number assigned to each mail depository location.

MSA – Mission Support Alliance.  A group of Subcontractors that support one of the DOE clean-up missions on the Hanford Site.
ORP - U. S. Department of Energy, Office of River Protection
Paychecks – Individual payroll checks addressed to a specific MSIN.  

Performance Survey Plan (PSP) - A formal written document that sets forth the requirements for conducting Performance Surveys.

Personal Mail – Unauthorized mail addressed to or initiated by a customer employee that does not apply to a DOE mission.  Personal mail includes, but is not limited to, correspondence such as: phone bills, credit card information, non-job related magazines or periodicals, greeting cards, post cards, handwritten letters with home or non-company return address, any form of chain letter, and other unauthorized mail as defined by Buyer from time to time.

PNSO – United States Department of Energy – Pacific Northwest Site Office

Pouch Mail – Individual pieces of mail or correspondence that have been packaged into one container for delivery by the Subcontractor to one MSIN.

Small Parcels – Parcels weighing seventy (70) pounds or less received from or going to the USPS.

Special Services – Services required to be provided by the Subcontractor to address, label, and meter standard class (known as "bulk") mail.

Unauthorized Mail – Mail addressed to or initiated by a customer employee that does not apply to a DOE mission.

Undeliverable Mail – Mail that is undeliverable by the Subcontractor under this Subcontract such as:

· Mail received damaged by the Subcontractor

· Mail that is inadequately or incorrectly addressed (including the return address)

· Mail that cannot otherwise be redirected

· Personal mail.

USPS - United States Postal Service.

2.2 General

The Hanford Mail Service (Service) shall be performed in accordance with the requirements of the Subcontract.  MSC-RD-10449, Mail Services, sets forth more detailed Mission Support Contract (MSC) requirements associated with the Service.  

The Subcontractor shall ensure the Service is performed in full compliance with the USPS Domestic Mail Manual, current revision; MSC-PRO-5856, Offsite Radiological Monitoring, and other MSC policies and procedures as set forth in the Subcontract. The Subcontractor shall provide the mail service facility, equipment, vehicles, materials, incidentals and all else necessary to perform the Service required by this Subcontract.  The Subcontractor shall provide a mail service facility consisting of a secured and weather tight building within the Richland/West Richland/Kennewick/Pasco city limits.   The mail service facility shall be secure against theft, vandalism of the USPS mail. If requested in writing by the Subcontractor, the Buyer will provide a workroom within a building located in the 200E Area of the Hanford Site for use as a satellite facility at no cost to the Subcontractor. The mail service facility shall be of sufficient size to enable the Subcontractor to identify, process and distribute approximately one million (1,000,000) pieces of mail per month to approximately six hundred fifty (650) mail stops. The Subcontractor shall operate under conditions of constantly changing mail stops caused by the evolving DOE mission. The Subcontractor shall provide one (1) delivery cycle each Subcontractor scheduled workday.  At the current levels, the total distance traveled per cycle averaged approximately two hundred fifty (250) miles.  This average distance will vary over the life of the Subcontract according to the needs of the DOE.

The Service mainly involves processing the following types of mail:

· Intra-site mail

· Incoming and out-going mail involving the USPS.

Mail processing mainly involves:

· Collecting mail

· Processing mail (sorting, application of postage when required, verifying addresses, etc.)

· Delivering mail

· Customer service

· Mail security

2.3 Mail Collection Schedule

The Subcontractor shall develop and manage a collection schedule that meets the requirements of this Subcontract.  This includes completing one (1) mail cycle across the delivery territory and one (1) collection/delivery from the USPS, Richland, WA postal facilities each Subcontractor scheduled workday.  The Subcontractor shall collect mail from all designated mail stops once each Subcontractor scheduled workday.

2.4 Processing Mail

The Subcontractor shall apply postage to outgoing USPS.
The Subcontractor shall correct address errors in accordance with the USPS Domestic Mail Manual, the database or specific direction from customers. 
The Subcontractor shall process pouch mail in accordance with customer direction. 
The Subcontractor shall make notification to the addressee upon receipt of Accountable Mail in the mail services facility.  Once notification is made, the Subcontractor shall process Accountable Mail in accordance with the USPS Domestic Mail Manual and Hanford Site requirements.  The Subcontractor shall also maintain records for all Accountable Mail in accordance with Records Management Program specified in MSC-RD-210.

The Subcontractor shall visually inspect all incoming mail for crank letters and letter bombs.  The Subcontractor shall individually check all incoming USPS mail addressed to DOE-RL, DOE Office of River Protection (ORP) and DOE-PNSO with a metal detector.  The detector shall be subject to Buyer approval.
The Subcontractor shall make a good faith effort to minimize situations where business mail is confused with personal mail causing a delivery delay.
The Subcontractor shall apply meter postage to all out-going USPS mail.  The Subcontractor shall maintain postage cost records separated by customer.  The Buyer may audit these records from time to time.
The Subcontractor shall perform Interoffice or USPS addressing services for customers.  The Subcontractor shall maintain auditable records in accordance with Subcontract requirements.

2.5 Delivering Mail

The Subcontractor shall deliver out-going mail at least once each Subcontractor scheduled workday to the USPS located at 639 Cullum Ave, Richland, Washington.  Subcontractor shall make arrangements with the USPS for pick-up.

The Subcontractor shall complete one mail cycle each Subcontractor scheduled workday.  Unless otherwise allowed by this Subcontract, every piece of mail including general distribution mail shall be delivered within two (2) mail cycles (two (2) scheduled work days).   The Subcontractor is only required to deliver to one location per facility, or per floor in multiple floor buildings.  

The Subcontractor shall sort and deliver paychecks to the MSIN listed on each paycheck item on the same day they are received from the MSC.  The Subcontractor is not required to obtain a signed receipt for paychecks that are delivered.  However, paychecks that have undeliverable MSIN addresses, are returned to the Subcontractor, or have been marked-up with a new MSIN shall be returned to the MSC payroll department (MSIN H3-18) during the next regularly scheduled mail cycle.
Special DOE Delivery Process
DOE receives time sensitive mail and wants a special (Second mail delivery) delivery for any Certified mail that is received from the Post Office on Thursdays addressed to the DOE. The second Thursday delivery must be delivered to the Federal Building Correspondence Control by 1:00 pm. Billing will include costs on a separate line item “D” on the MSA monthly invoice. Cost associated should include:

· Filling out Accountable Mail Form,

· Preparing a spreadsheet showing Travel Distance, Travel Time, Facility Time, and Accountable Mail form prep time (Sample attached) and

· The actual time and mileage devoted to the delivery process.

2.6 Customer Service

1. The Subcontractor shall provide a bulk labeling and mailing service available to all customers.

2. The Subcontractor shall provide customer service for the purpose of answering inquiries, consulting, and resolving complaints on an eight-hour turnaround.  

2.7 Mail Security

The Subcontractor shall consistently exercise due diligence in safeguarding mail.  The Subcontractor shall document and implement a mail security plan that includes training for employees.  The security plan shall address mail security and safeguards including, but not limited to the following:

· Mail service facility security

· Mail vehicle security

· Hanford Patrol search of mail vehicle

· Securing mail facilities

· Mail services cart security during walking routes

· Letter bomb and crank letter identification and procedure

· Mail which requires special handling

· Computer, network, telephone, and fax security

The Subcontractor shall be responsible for safeguarding all pieces of mail from loss, theft, or other damage.  The Subcontractor's procedures should include but not be limited to securing mail in parked vehicles.  Security requirements for paychecks that are in the possession of the Subcontractor shall be consistent with the security requirements implemented for other pieces of authorized mail.

The Subcontractor shall report to the BTR all terminated employees and the status of returned badges within one month of the employee’s last work day.  The Subcontractor's personnel investigation data shall be available to MSA security personnel during the term of the Subcontract.
The Subcontractor shall preserve and protect the mail from unauthorized opening, inspection, reading (content and covers), tampering, delays, loss, or other unlawful or unauthorized acts at all times while the mail is in the Subcontractor's custody.

The Subcontractor shall develop and document security processes as called out in Subcontractor’s Security Plan, and shall be implemented for mail facility security and mail security in parked vehicles.

2.8 Unauthorized Mail

Unauthorized mail consists of personal mail and classified documents.  The Subcontractor shall not collect personal mail or classified documents from a mail depository.  If encountered at a depository within the delivery territory, the Subcontractor shall leave all personal mail and classified documents at the mail depository for disposition by the originator.  In addition, for classified documents (or for what Subcontractor perceives as classified documents), Subcontractor shall immediately notify the Buyer and Classified Matter Protection and Control (CMPC) Program Coordinator via telephone.  If personal mail is encountered at the USPS, the Subcontractor shall notify the addressee via telephone for delivery options.  These options are: (1) the addressee may pick-up the mail from the Subcontractor's facility, or (2) the Subcontractor will forward the mail to the addressee's home.  The Subcontractor shall make a good faith effort to contact the recipient of personal mail.  Personal mail received from the USPS will be retained by the Subcontractor for pickup by recipient for no longer than ninety (90) days. Personal mail received via site mail will be retained for thirty (30) days.  If no response is received, the mail will be returned to the sender.
2.9 Delivery Route Management

The Subcontractor shall plan, manage, and update delivery routes as necessary to meet Subcontract requirements. This requirement shall include but not be limited to timing, consolidation, and changing the mail routes.  Mail routes may be changed without the Buyer‘s approval.  However, the Subcontractor shall provide notice to affected customers of route time changes. Any changes must also be proposed and accepted by the BTR before implementation. 

The Subcontractor shall be responsible for maintaining the MSINs.  This shall include, but not be limited to, assigning MSINs and managing the database MSIN table.  From time to time, a MSIN may need to be kept when the activity changes location. MSA reserves the right to assign 15 wild card MSINs that remain constant during location changes.  Approval for these wild card MSINs shall be obtained through the BTR and the BTR will provide a listing to the Buyer after issuance

2.10  Hanford Site Security

The Subcontractor shall ensure all MSC security requirements are fully met and maintained in a timely manner, including but not limited to, the following: 

Access Control/Security Clearance Requirements.  The Subcontractor employees shall have the appropriate level of DOE security clearance, if necessary, to access controlled areas within the delivery territory in order to deliver and pick up mail.  

To receive a Hanford Site badge, Subcontractor employees shall attend Hanford General Education Training (HGET) and other Hanford facility specific training. The Subcontractor shall be responsible for scheduling training.

2.11  Mail Service Facility Operation

To the best of the Subcontractor’s ability, the Subcontractor shall operate and maintain a central mail processing facility, open to customers on designated Subcontractor workdays from 6:30 a.m. to 4:00 p.m. One hundred percent staffing is not required during this time.  The Subcontractor shall also coordinate with the USPS Richland, WA postal facility to ensure pickup and delivery no later than 5:30 p.m. Mail service shall be provided to the customers every Subcontractor scheduled day of operation with the exception of recognized MSC closure days.

2.12  Contingency Plan

The Subcontractor shall develop and maintain a Buyer approved Contingency Plan for mail delivery to be implemented at times of declared emergencies, natural disasters, labor strikes, or extreme weather.  The Subcontractor shall notify the Buyer if changes to the Contingency Plan are anticipated and provide a copy of the change for Buyer's review and approval.

3.13  Mail Delivery

Mail may be picked up by the Subcontractor at one Mail Stop and delivered to another on the route without returning it to a central mail facility for sorting.

Minimum performance standards for delivery are 95% of mail received by addressee within not more than two (2) mail cycles and not less than 25% received by addressee by the next mail cycle.  The Subcontractor’s performance below this minimum requirement shall constitute a material breach of contract if not fully corrected and maintained within ten (10) workdays and could result in a Termination for Default finding against the Subcontractor.  The BTR is responsible for monitoring these performance standards required of the Subcontractor. 


3.14  Monitoring Subcontractor Performance

This section defines the minimum performance criteria required of the Subcontractor throughout the term of the Subcontract and describes the requirement for a Customer Survey and Performance Survey that shall be used to measure the Subcontractor’s performance.

A. The Subcontractor shall distribute Customer Surveys at the BTR’s direction, from time to time, using a Subcontractor/Buyer developed questionnaire designated to provide customer feedback of the Subcontractor’s performance of the Service.  

B. The Buyer will use the Performance Survey to measure the Subcontractor's standard of performance.  The Subcontractor shall conduct this survey not less than quarterly.  The Subcontractor will provide general performance summary feedback of the survey results to the Buyer within ten (10) workdays and by the 1st of the month of the next quarter.  

1. The Buyer may elect to administer the Performance Survey at any time during the term of the Subcontract.  The survey will be administered by mailing test messages from different locations within the delivery territory.  A record will be maintained of the date of receipt of each of the test messages.  Failure to meet the criteria specified below will result in a determination of defective service. 

2. The Subcontractor shall provide a written performance improvement plan to the Buyer in a mutually agreed plan format, within ten (10) workdays following Buyer notification of unsatisfactory survey summary results.  Failure of the Subcontractor to provide such a plan within the required ten (10) days shall constitute a material breach of this Subcontract.  The Subcontractor may immediately implement the specific Performance Improvement Plan subject to Buyer directed changes to the plan and Buyer concurrence with the Subcontractor’s plan.

Continued determination of defective service could result in a Termination for Default finding against the Subcontractor as called out in the General Provisions in Part 4, Sample Subcontract. 

Defective Service

The mail service provided by the Subcontractor will be determined to be defective if either of the following conditions exists:

· The percentage of pieces of mail delivered within three mail cycles is less than ninety-five percent (95%) and less than twenty-five percent (25%) received by addressee by the next mail cycle.

· Any pieces of mail that are lost during processing and later found by the Subcontractor and not delivered within two (2) working days following the find.  A record of lost mail and recovery shall be included in Subcontractor's performance survey submittal.
3.15  Monthly Mail Piece Count

The Subcontractor shall maintain an accurate piece count of mail volume using acceptable postal methods that shall not unreasonably delay processing of mail.  Such methods shall be subject to review and acceptance by the Buyer from time to time during the Subcontract life. This piece count shall be recorded in writing once each month and summarized annually, or earlier upon request from the BTR.

3.16  Complaints

The Subcontractor shall plan, develop, and implement a pro-active, positive, and responsive process for reconciling mail customer feedback, suggestions, or complaints.  The Subcontractor shall respond to such customer feedback in the most expeditious manner and may make immediate changes in order to reconcile customer concerns to the extent such changes are within the Subcontract scope.   The Subcontractor's failure to correct mail service deficiencies, including those which lead to customer complaints that are not corrected and sustained within ten (10) working days, shall constitute a material breach of contract and could result in a Termination for Default finding against the Subcontractor .  Customer complaints regarding the Subcontractor's performance that is directed through MSA shall be investigated by the BTR.
The Subcontractor shall designate a Subcontractor employee as Subcontractor's Technical Representative (STR) and another as an alternate.  The STR or alternate shall be available to meet with the Buyer to discuss problem areas, during normal working hours or shall respond within eight (8) hours after the Buyer telephones or sends an electronic message.  The Subcontractor shall attempt to resolve promptly any problems that are identified in the meeting.

3.17  Customer Service Orientation

The Subcontractor shall ensure that mail customer concerns are addressed and appropriate process changes made within the general scope of this Subcontract.  Mail service, mail stop, or mail route adjustments initiated by customer request shall be investigated and may be incorporated into the Service while maintaining Subcontract requirements.

3.18  Acceptance Criteria

For documents requiring Buyer review and approval, the Subcontractor shall allocate ten (10) calendar days for Buyer document review.  Following the review, Buyer shall status all documents as follows:

Status 1: Work may proceed.

Status 2: Submit final report; work may proceed.

Status 3: Revise and resubmit; work may proceed subject to resolution of comments.

Status 4: Revise and resubmit; work may not proceed.

Status 5: Permission to proceed is not required.

The Subcontractor is responsible for resolving all Buyer comments and shall respond in writing within ten (10) working days following receipt of comments.  Buyer's concurrence with the resolutions proposed by the Subcontractor is required before the comment is considered resolved.  Changes to Status 1 documents shall not be made unless the document is resubmitted for Buyer review.

Notwithstanding other contract provisions, Buyer retains the right to conduct and provide an oversight and audit function of the Buyer approved Subcontractor’s health, quality and safety plans and compliance with environmental laws and regulations.  The Subcontractor shall allow for reasonable oversight and audit by Buyer, DOE or other federal or state inspections/audits.

4.0 REQUIREMENTS

All Work shall be performed in strict accordance with the requirements and any other documents, which by this reference are made a part of the Statement of Work.
General

For any work performed on the Hanford Site or any MSA controlled facility, the provisions of the On Site Services Special Provisions, will apply to Subcontractor personnel.
4.1 Engineering Requirements

None
4.2 Environment, Safety, & Health (ES&H) Requirements
The Subcontractor shall perform work safely, in a manner that ensures adequate protection for employees, the public, and the environment, and shall be accountable for the safe performance of work.  The Subcontractor shall comply with, and assist the Buyer in complying with Environmental, Safety, Health, and Quality (ESH&Q) requirements of all applicable laws, regulations and directives.
4.2.1 Integrated Environment, Safety and Health Management System (ISMS)
The Subcontractor shall exercise a degree of care commensurate with the work and the associated hazards.  The Subcontractor shall ensure that management of ES&H functions and activities is an integral and visible part of the Subcontractor’s work planning and execution processes.  As a minimum, the Subcontractor shall:
· Thoroughly review the defined scope of work;

· Identify hazards and ES&H requirements;

· Analyze hazards and implement controls;

· Perform work within controls; and

· Provide feedback on adequacy of controls and continue to improve safety management.
The Subcontractor shall flow down ESH&Q requirements to the lowest tier subcontractor performing work on the Hanford site commensurate with the risk and complexity of the work.
When requested, the Subcontractor shall submit documented evidence describing how the five bulleted items above and the principles listed in Section 3.1.B of SP-On Site Services are implemented.
Additionally, Subcontractor shall implement and follow, as appropriate, the guidelines and procedures in MSC-MP-32219 - 10 CFR 851 MSA Worker Safety and Health Program Description, attached to Part 4, Sample Subcontract.

4.2.2 Safety Requirements

The Subcontractor shall perform all work in accordance with all applicable environmental regulations and shall apply these in their Safety Plan.

All spills or releases of hazardous materials related to the Subcontractor’s completion of this work shall be reported to the BTR and shall be cleaned up by the Subcontractor to the satisfaction of the Buyer.

The Subcontractor shall inform the Buyer of any permits or special approvals needed for performance of the Service and shall assist the Buyer in obtaining permits if required.

The Subcontractor shall allow the Buyer and the BTR to inspect the Subcontractor’s equipment and facilities used for performing the Service.         

The Subcontractor shall have on file an approved, detailed Safety Plan.  Safety, including the number of reported injuries and accidents shall be a significant consideration in rating the Subcontractor’s performance in accomplishing the SOW. 

The Subcontractor shall provide proof of workers compensation insurance.

A. Delivery Route Safety

While on the Hanford Site, safety shall be a top priority.  The Subcontractor’s employees and representatives shall comply with all applicable Occupational Safety and Health Administration (OSHA) requirements, especially 29 CFR 1910, as well as all applicable state and federal regulations.  Subcontractor employees operating motor vehicles as performance under this Subcontract shall possess a valid Washington State driver license and comply with all state, county and Hanford Site traffic control devices.

The Subcontractor shall perform all work in accordance with the Special Provisions, Terms and Conditions detailed in Attachment SP-On-Site Services.

Prior to commencing Service on the Hanford Site, the Subcontractor shall identify a member of its staff as the "Designated Safety Representative" who will perform the duties specified in Section 3.2.A of SP-On-Site Services.
The Subcontractor shall not store and/or use any hazardous materials while performing the service without the express permission of the BTR.

B. Mail Service Facility Safety

The Subcontractor shall develop and document safety processes which shall be implemented for screening potential letter bombs, crank letters, facility security, mail security in parked vehicles, and identifying and handling personal mail.  The Subcontractor shall perform the Service in accordance with applicable Buyer policies and procedures, including provisions of Buyer’s Integrated Environment, Safety and Health Management System (ISMS).

The Subcontractor shall provide the Subcontractor's employees training in defensive driving, letter bombs, and all other training necessary for full, safe, and efficient performance of the Service throughout the life of the Subcontract.

The Subcontractor shall provide all safety equipment, supplies, services, training, processes, and all else necessary to perform the Service in accordance with all Subcontract and MSC safety requirements.  This includes providing a Buyer approved properly maintained and calibrated metal detection system.

The Subcontractor's employees shall not be assigned to mail service without receiving the Subcontractor safety training relevant to their specific job assignment, mail service equipment, traffic and work safety, and Hanford Site safety requirements per MSC-RD-10743, Safety Communications. The safety program plan and the Subcontractor’s employee training shall include but not be limited to:

· Work area cleanliness and safety

· Tool and equipment safety

· Health, First Aid, and Safety

· Lifting packages and boxes

· Weight limitations

· Vehicle safety and inspection

· Driving (including the special requirements of the Hanford Site)
· Hanford Site alarms, signals, and drills

· Emergency situations at any location 

The Subcontractor shall take appropriate action, up to and including stopping work, and immediately notify the BTR if an unplanned risk or hazard is discovered that is not covered by directions provided by Buyer. This action includes notifying the BTR if the work exposes their workers to hazards that require medical monitoring.
Subcontractors and its lower-tier subcontractors shall be responsible to complete an Employee Job Task Analysis (EJTA) in accordance with MSC-PRO-11058 for any of the following situations:  

· For any subcontractor employee who will be on the Hanford Site for more than 30 days in a year.
· For any subcontractor employee who may potentially be exposed to hazards (e.g. radiological, beryllium, hazardous wastes, noise) while performing in accordance with the subcontract statement of work.
· For any subcontractor employee enrolled in a medical or exposure monitoring program required by 10 CFR 851, and/or any other applicable federal, state or local regulation or other obligation. 

If any of the above conditions are met, the subcontractor and its lower-tier subcontractor employee is to have a current approved EJTA prior to that employee beginning work on the Hanford Site.  

Buyer’s Safety and Health Procedures are available on the internet at http://www.hanford.gov/pmm/page.cfm/Construction.  The documents on this site are kept current and are available for Subcontractors and lower-tier Subcontractor use.
4.2.3 Quality Assurance (QA) Requirements

a. Subcontractor shall be responsible for performing quality workmanship and shall conduct the quality control measures necessary to ensure work conforms to requirements.
b. Quality Plan

The Subcontractor shall maintain a Buyer approved Quality Plan.  The Subcontractor shall notify the Buyer if changes to the Quality Plan are anticipated and provide a copy of the change for Buyer's review and approval.

c. General Quality

The quality of the Subcontractor's performance, including timeliness of performance, is of the essence.  General quality of the Subcontractor's services and personnel shall be established and maintained in accordance with provisions of this Subcontract throughout the period of performance. The Subcontractor shall identify, define, and document all critical processes, process boundaries, and individual process owners necessary to perform the Service.  The Subcontractor’s Quality Plan shall establish, document, implement, and maintain continuous process improvement guidelines using the documented processes as an improvement baseline.

d. Buyer reserves the right to make inspections at any time at the source of supply of materials.
e. All items and processes are subject to review, inspection or surveillance by Buyer at the contractor’s facility, or any lower-tier subcontractor’s facility.
4.3 Government Property

The Subcontractor will be responsible for managing the Government-owned property as required in the Subcontract Provisions: None
5.0 PERSONNEL REQUIREMENTS

5.1 Training and Qualifications

Subcontractor shall ensure that its personnel meet and maintain the appropriate training, qualification and certification requirements. 

Required Qualifications:

The Subcontractor must meet the following minimum qualifications:

Obtain a Hanford Site Security Clearance if required to enter a Hanford security area, and shall be subject to background checks.  The Subcontractor shall give at least one-week advance notice to the Buyer’s Technical Representative (BTR) when a clearance is needed.

If an individual is assigned by the Subcontractor to operate a motor vehicle in performance of this Subcontract, be qualified to operate such vehicles and equipment and shall possess a valid Washington State driver’s license.

Be able to read, write, speak, and understand the English language.

Be able to lift and carry parcels or distribution bags weighing up to seventy (70) pounds per USPS requirements.

5.2 Security and Badging Requirements

For any on site work, see Special Provisions – On Site Services for details. The Subcontractor shall wear a Buyer-issued security badge identifying him/her. A minimum of two working days advance notice is needed for site badging.

Subcontractor employees will be required to submit to vehicle searches and not personally carry or transport prohibited articles.

5.3 Work Location / Potential Access Requirements

The Tri-Cities and north throughout the Hanford Site.
5.4 Site Access and Work Hours
Hanford personnel at the Hanford Site work a standard 4/10 schedule.  The standard work week consist of ten (10) hours of work between 6:00 am and 4:30 pm, with one-half hour designated as an unpaid period for lunch, Monday through Thursday.

Work performed outside normal operating hours shall be coordinated and/or approved through the BTR and/or the Contract Specialist prior to performing the work.
6.0 MEETINGS 

Subcontractor shall participate in all meetings as required by the Buyer’s Technical Representative (BTR).

7.0 DELIVERABLES AND PERFORMANCE SCHEDULE REQUIREMENTS

7.1 Deliverables

The Subcontractor shall provide the documentation and schedules specified within this Subcontract.  The documents shall be submitted to the Buyer.

A. Deliverables Required Before Beginning Service

The following plans are required to have been approved by the Buyer and on file with the Subcontractor:

· Mail Sorting Facility Operation Plan
· Safety Plan

· Training Plan 

· Security Plan

· Quality Plan
· Transition Plan

· Staffing Plan
B. Deliverables Required During Service Execution

The Contractor shall submit the following reports per the schedule specified:
a.
Mail Performance Survey - Initially required the second and the fourth month of the Subcontract period and then quarterly if service is determined to be satisfactory by Buyer in writing.

b.
Estimated Billing (Accrual Report) - Due the fifteenth (15th) of each month in accordance with the paragraph below entitled, "Estimated Billing".

c.
Badge Report - A list of all badges issued and held by Subcontractor employees during the reporting term and the status of those employees for whom badges were issued.  Reports shall be due March 15 and September 15 of each Subcontract year.

d.
Metered Mail Reports - Metered mail reports shall be maintained by the Subcontractor, and the Account Summary Report shall be submitted by the tenth (10th) of each month with the monthly invoice.

e.
Records Reporting.  By October 15th each Subcontract year, the Subcontractor shall provide to the BTR record volume information for the Records Information Document System (RIDS) (see section 3.4).
f.
Annual Mail Report Data:  Upon request from the BTR, or no later than the first working Monday in October of each Subcontract Year, the Subcontractor shall provide to the Buyer and BTR, summary mail postage and count information on Domestic and Overseas USPS, plus any accompanying costs (e.g., postage box rental fees, postage due) and cooperate with the BTR and the Buyer in regards to completing any required questionnaires.  

C. Deliverables Required Following Work Completion

The following deliverables shall be submitted to the Buyer within thirty (30) days following completion of the Work:
· Final Report in accordance with the Closeout requirements.
7.2 Schedule

Start Date: __10/1/2016________





Completion Date: __9/30/2019________
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