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STATEMENT OF WORK
Requisition #: 295349

Title: STAFF AUGMENTATION TECHNICAL WRITER/EDITOR & PROCEDURE SPECIALIST BLANKET MASTER AGREEMENT
Revision Number: 0

Date: November 10, 2016.
1.0
Objective
This work is to provide administrative functions or program support services to WRPS.  The individual performing the work is subject to controls, processes and procedures established by Washington River Protection Solutions (WRPS).

The objective of this subcontract is to provide technical writing/editing support and procedure specialist support to supplement WRPS staff through peak workloads. 

2.0
Background/Introduction
This work provides administrative or program support functions only.  No hands-on field work activities will be performed.

WRPS operates and manages the 200 Area Tank Farm facilities for the United States Department of Energy-Office of River Protection (ORP). From time to time, WRPS subcontracts for technical writing and editing support personnel to support and to assist existing WRPS operations and project activities. 

This contract focuses on the following areas of support:  

· Senior Technical Writer/Editor

· Technical Writer/Editor

· Procedure Specialist 

· Senior Procedure Specialist

3.0
Scope

The Subcontractor shall recruit technically qualified personnel on an as needed basis for planned and emerging work in support of various technical writing and/or editing and procedure support activities, through all available resources (i.e. websites, career fairs, recruiting agencies, etc.).  Subcontractor personnel will work in WRPS facilities, use WRPS equipment, and be directed daily by WRPS staff.

Experience level and qualifications of the various labor categories for are contained in Table 1, Labor Categories/Qualifications. 

As part of this Subcontract, the Subcontractor shall identify and provide a single point of contact to perform on-site coordination activities. Any charges for the Subcontractor Site Coordinator shall be borne by the Subcontractor and not billed directly to WRPS under the Subcontract. The Subcontractor Site Coordinator shall be responsible for all issues directly related to the acquisition, control, and administration of the staffing including:
a. Recruit technically qualified personnel through all available resources.

b. Providing resumes for qualified candidates when requested by authorized WRPS personnel, utilizing Attachment A.

c. Coordinate interviews as requested  by authorized WRPS personnel

d. Provide coordination with WRPS to schedule Subcontractor staff for initial testing, badging, training, etc.

e. Providing work schedules and assignment locations to Subcontractor staff,

f. Providing appropriate Subcontractor personnel qualification records to WRPS;

g. Coordination of any Subcontractor employee-related matters as required for Subcontractor personnel (e.g. medical testing, dismissal/release or security screening)

4.0
Submittals

No submittals are expected as part of this scope.

5.0
Acceptance Criteria
Work products and services provided must meet established applicable WRPS procedures for control and review of work products.

Subcontractor personnel provided under this subcontract shall possess the qualifications identified in the various labor categories identified in Table 1.

Certifications and any other job specific, required qualifications may be identified on Attachment A, Technical Writer/Editing & Procedure Specialist Staff Aug Request Form.   

6.0 Configuration Management and Standards

6.1
Configuration Management Requirements
There are no specific Configuration Management requirements applicable to this SOW.

6.2 
Applicable Standards


There are no specific applicable standards identified for this SOW.
7.0 ESH&Q Requirements

7.1 Quality Assurance Requirements

The Subcontractor shall follow standard commercial quality practices.

7.2 Special ESH&Q Requirements

Preliminary hazard assessment PHA ID: 31 is to be used for general office duties performed in TOC-controlled office facilities only.  Prior to performing any activities outside of the office facility, a job hazard analysis (JHA) must be completed to cover the activities to be performed.  The JHA must be approved by a TOC Safety Representative.
7.3 Price-Anderson Amendments Act Requirements 
This 7.3 section and the General Provisions Article 2.11 entitled, Price-Anderson Amendments Act (PAAA), are both determined to be not applicable.

8.0 Verification/Hold Point

N/A

9.0
Reserved
10.0
Work Location/Potential Access Requirements
WRPS’s solicitations to the subcontractor will include the applicable work locations and access requirements for each release (Attachment A).  

Work schedules and facility operations are not consistent on the Hanford Site. WRPS typical work schedule is 4x10’s Monday through Thursday.  However there are some organizations that support the 8x9 with alternate Friday closures or a 5x8’s work week. 

WRPS will not be subject to any additional costs which result from Subcontractor’s assignment to an alternate work schedule.  

11.0
Training
HGET is mandatory for work on Hanford Site and facility-specific training may be required.  

12.0
Qualifications
At a minimum, the Subcontractor shall recruit qualified staff to perform the work required.  Individual’s resume(s) submitted for consideration for performing work under this subcontract will be reviewed for compliance with Table 1.  Personnel performing this work shall have the education, training, experience, qualification and certification to perform those tasks assigned (see Table 1).  Documentation of personnel certification shall be provided upon request. Background checks and work history may be verified by WRPS.

13.0
Special Requirements
Desired qualifications will be outlined at the time of each solicitation on the Attachment A.  

14.0
Reporting/Administration
Individual tasks (releases) will provide details as to the specific service required, where the work is to be performed, and applicable work schedule.  If requested by the BTR, the Subcontractor shall provide reports to document tasks completed and any events encountered.

The Subcontractor shall provide the BTR with the following information prior to starting work:

· Subcontractor employee name and Hanford identification number (if known)

15.0
Workplace Substance Abuse Program Requirements
A Workplace Substance Abuse Program is not required for this SOW.

TABLE 1 – LABOR CATEGORIES/QUALIFICATIONS

	Labor Category
	Experience Level/Qualifications

	Technical Writer/Editor
	A technical writer provides superior writing, editing and formatting services under supervision.

· Minimum Qualifications: 

· Impeccable writing, spelling, and grammar skills

· 2 years of technical writing experience

· Bachelor’s or Associate’s degree in English or equivalent field experience

· Knowledgeable of Microsoft products (e.g., Word, Visio, Excel and Outlook)

· Experience working in a government environment using government procedures and documents

	Senior Technical Writer/Editor
	A senior technical writer/editor provides superior writing, editing and formatting services. A senior technical writer may supervise and mentor less experienced writers, create style guides and manage documentation projects.
· Minimum Qualifications: 

· Impeccable writing, spelling, and grammar skills, and Technical Communications, or related field

· 5 years of technical writing experience including proofing and editing

· Bachelor’s or Associate’s degree in English or equivalent field experience

· Knowledgeable of Microsoft products (e.g., Word, Visio, Excel and Outlook)

· Experience working in a government environment using government procedures and documents

	Procedure Specialist
	A Procedure Specialist develops and/or edits technical operating and maintenance procedures and supports activities performed by the procedures group.
· Minimum Qualifications: 

· 2 years of procedure writing experience including proofing and editing

· Bachelor’s or Associate’s degree in English or equivalent field experience

· Technical skills and knowledge of components and/or systems (e.g. electrical, instrumentation, mechanical)

· General understanding of the development and structure of technical procedures and use of the procedure processes

· Knowledgeable of Microsoft products (e.g., Word, Visio, Excel and Outlook)

· Strong technical writing skills

	Senior Procedure Specialist


	A Senior Procedure Specialist develops and/or edits technical operating and maintenance procedures and supports activities performed by the procedures group.
A Senior Procedure Specialist may supervise and mentor less experienced Procedure Specialists. 
· Minimum Qualifications: 

· 7 years of procedure writing experience including proofing and editing

· Bachelor’s or Associate’s degree in English or equivalent field experience

· Technical skills and knowledge of components and/or systems (e.g. electrical, instrumentation, mechanical)

· General understanding of the development and structure of technical procedures and use of the procedure processes

· Knowledgeable of Microsoft products (e.g., Word, Visio, Excel and Outlook)

· Strong technical writing skills


	ATTACHMENT A

TECHNICAL WRITER/EDITOR & PROCEDURE SPECIALIST

STAFF AUG REQUEST FORM 

	Requisition Number: 
	     
	

	

	Labor Category:
	 Senior Technical Writer/Editor
	 Technical Writer/Editor

	Labor Category:
	 Senior Procedure Specialist
	 Procedure Specialist

	

	Estimated Hours: 
	     
	

	

	Reporting Point of Contact:
	     
	

	

	Reporting Point of Contact Phone Number:
	     
	

	

	Subcontractor Work Location & Schedule:
	     
	

	

	

	Release Period of Performance: 

	Desired Start Date
	     
	End Date
	     
	

	

	Training Requirements:

	     

	

	

	

	Type of Support:

	     

	

	

	Desired Qualifications:

	     

	

	

	Comments / Remarks:

	     

	

	

	

	Core BTR:
	Susan Littlejohn
	Phone Number:
	376-2931
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