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1.0 INTRODUCTION / BACKGROUND

The Subcontractor is required to provide staff augmentation support as set forth herein:
2.0 Objective

The Subcontractor shall provide on-site support to the MSC Electrical Utilities (EU) Department in support of facility programs.  Also this position will be responsible for supporting and implementing practices for compliance with obligations contained in DOE contract Number DE-AC06-08RL-14728 (MSC contract), Washington State and Federal regulatory requirements.
3.0 DESCRIPTION OF WORK – SPECIFIC  

This position is responsible for supporting the development and maintenance of procedures (both business control and technical) and other documents originating from within EU.  The selected candidate will perform the following:

· Assist the procedure coordinator in migrating EU business control, maintenance, and operating procedures into the Mission Support Alliance Procedure System (MSAPS).

· Function as an EU procedure writer within the MSAPS.

· Support subject matter experts and technical authorities in the development and release of business control and maintenance procedures as assigned.

· Facilitate the periodic reviews of EU procedures and live editing during review meetings, as necessary.

· Support the development and release of other EU documents and reports as assigned.

· Other administrative tasks as assigned including reporting, organizing, charting, analyzing, or communicating.

4.0
Qualifications
A. The Subcontractor must meet the following minimum qualifications:  

Minimum Qualifications:  

· BS/BA degree.

· Two years of writing and editing procedures or other related experience. 

·  Microsoft Word proficiency.
  Desired Qualifications:

· Hanford work experience.

· Procedure development in maintenance, operations, or industrial field.

· Computing experience in writing or procedure-related platforms or applications.

· Agile learner.
· Ability to construct short, sharp, and strong sentences.

· Ability to comprehend technical discussions and translate into written concepts.

· Excellent communication skills and able to prioritize and coordinate multiple tasks.
· Knowledge and experience in writing and editing procedures for facilities subject to U.S. Department of Energy Order 422.1, Conduct of Operations, and related standards.
· Microsoft Excel, Visio or other application proficiency including ability to produce graphical representations on a computer.
· Ability to work independently and within teams including documenting SME analysis or details.
5.0
REQUIREMENTS

General
Subcontractor shall operate to MSA policies, procedures, and processes. MSA will supervise and direct the day to day work activities of the Subcontractor’s personnel.

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.

5.1      Engineering Requirements
APPLICABLE ENGINEERING CODES AND STANDARDS

	
	Number
	Title

	1.
	N/A
	


None.  However, communicating and working with subject matter experts to ensure engineering details are properly documented may be required.

 5.2      Environmental, Safety, & Health 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 and safety requirements of all applicable laws, regulations and directives.

The Subcontractor shall exercise a degree of care commensurate with the work and the associated hazards.  The Subcontractor shall ensure that management of environmental and safety 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 environmental and safety 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 all environmental and safety requirements to the lowest tier Subcontractor performing work on the Hanford site commensurate with the risk and complexity of the work.

                             APPLICABLE ES&H AND REQUIREMENTS
	
	Number
	Title

	1.
	N/A
	


None.  However, communicating and working with subject matter experts to ensure applicable ES&H requirements are properly documented may be required.

5.3      Quality Assurance Requirements

APPLICABLE QUALITY ASSURANCE STANDARDS

	
	Number
	Title

	1.
	N/A
	


None.  However, communicating and working with subject matter experts to ensure applicable QA requirements are properly documented may be required.

5.4       Government Property

The Subcontractor will be responsible for managing the Government-owned property as required in the Subcontract Provisions.  Any future assigned property will be documented per procedure.
6.0
PERSONNEL REQUIREMENTS

6.1
Training
A. Hanford site-specific general training requirements to safely perform this work will be designated by the Buyer’s Technical Representative (BTR).

B. The following types of training qualifications are required:
· Hanford General Education Training (HGET)/MSA General Education Training (MGET) is required.

· Other site specific training may be required as determined during performance of this scope of work.
6.2
Security and Badging Requirements

A. For any on site work, see Special Provisions – On-Site Services for details.

B. The Subcontractor shall wear a Buyer-issued security badge identifying themselves.  A minimum of two working days advance notice is needed for site badging.

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

D. Subcontractor will not require an access authorization (security clearance). 

· A security clearance is required for all Subcontractors who will have: (1) access to classified matter, (2) access Special Nuclear Material (SNM), and/or   (3) require frequent, unescorted access to secured areas.  

· A facility clearance must be in place at Hanford for the individuals employer (facility), before a security clearance may be granted Facility Clearance (FCL) approval will be required for a facility to be eligible to (1) access, handle or possess classified information, (2) SNM, or other hazardous material presenting a potential sabotage threat, or (3) responsibilities for safeguarding $5M+ of government property.  If any of these criteria apply to the SOW, the Contract Specialist needs to be notified immediately, in order to process clearance paperwork. The work cannot begin until an FCL is in place.  A new FCL is required for each subcontract meeting the criteria. 
· A subcontractor that will not possess classified information or matter, or SNM at the subcontractor’s place of business and will only access such security activities at other cleared facilities must be cleared as a “non-possessing facility.” 

6.3     Work Location/Potential Access Requirements:

Specific work location(s) for the performance of this work is at 200E 2101M, with an after-hour proxy access requirement to the building.

6.4
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.
7.0
MEETINGS, SUBMITTALS

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

8.0
SCHEDULE REQUIREMENTS

8.1
Schedule


Start date:  7/18/16

Completion date:    9/30/2017

Option1: 10/1/2017-09/30/2018


Option2: 10/1/2018-09/30/2019
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