JSC PRINTING AND MAIL SUPPORT SERVICES

PRINTING AND MAIL SUPPORT SERVICES

ABC SERVICES Company, Inc.

NAS9-xxxxx


ATTACHMENT L-3 TASK ORDER

	National Aeronautics and Space Administration

Lyndon B. Johnson Space Center

Houston, TX  77058
	    ORDER FOR SUPPLIES OR SERVICES
	
	

	1.  PURCHASE ORDER NO.
	2.  DATE OF ORDER
	

	
	
	

	3.
ISSUING OFFICE
	4.  SHIP TO:
	Transportation Officer

	
NASA Johnson Space Center, Houston, TX  77058
	
	NASA Johnson Space Center

	
Attn:
	Gail Rollins
	
	Houston, TX  77058

	
Org./Buyer:
	BJ
	
	Mark For:  Accountable Property

	Tel. No.:
	281-244-8439
	Fax:
	281-483-4173
	
	Purchase Order No:
	

	5.  CONTRACTOR
	TN:
	
	6.  DELIVER ON OR BEFORE:

	PAMSS Contract
	Period of Performance: April 5, 2004 – April 4, 2005.



	PHONE:
	
	F.O.B. POINT:
	

	7.  CONFIRMING ORDER:
	8.  BILLING ADDRESS:

	
FROM:
	
	
	     NASA Johnson Space Center

	
TO:
	
	
	     Attn: BJ2/Gail Rollins
Procurement Group

	
DATE:
	
	
	     2101 NASA Parkway, Houston, TX  77058-3696

	
	                   Contract No.:
	
	

	
	
	

	9.  TYPE OF ORDER:



	
	
	PURCHASE:  REFERENCE
	
	
	X
	DELIVERY:  Except for the Terms and Conditions of Purchase

	
	
	
Order listed on the following page, this delivery order is subject to

	
Please furnish the following on the terms and conditions specified 
	
instructions contained on this form and is issued subject to the

	
on this order.
	
terms and conditions of contract number:
	NAS 9-TBD 
	

	
	
	

	10.  DISCOUNT TERMS:
	11.

	
	BY
	
	
	
	

	
	
	CONTRACTING OFFICER
	
	DATE
	

	12.  SCHEDULE

	
	DESCRIPTION
	QUANTITY 
ORDERED
	UNIT
	UNIT
PRICE
	AMOUNT
	QUANTITY
ACCEPTED

	
	The Contractor shall provide the services necessary to fulfill the requirements identified in the attached Statement of Work for PAMSS IDIQ Task Order #1.
	
	
	
	
	

	13.  FOR JSC INTERNAL USE ONLY:
	14.  Total

	PURCHASE REQUEST NO.:
	TBD
	
	COMP.
	
	PART.
	PPC:
	
	      $

	APPROPRIATION DATA:
	
	

	ACCOUNTING CODE:
	TBD
	

	REISSUE TO:
	
	

	15.  QUANTITIES IN “QUANTITY ACCEPTED” COLUMN HAVE BEEN:

	
	
	INSPECTED
	
	ACCEPTED
	
	RECEIVED

	TO CONFORM TO THE CONTRACT.
	BY
	
	
	
	

	ACCEPTANCE WILL BE AT JSC UNLESS OTHERWISE NOTED.
	
	Authorized U.S. Government Representative
	
	Date
	

	JSC Form 1429 (Rev June 26, 2000) (MS Word August 1995)
	


Approvals

Task Order:
Printing and Mail Services Support for the Johnson Space Center

Subtask Orders:
1. Duplicating and Printing for JSC

2. Mail and Distribution services for JSC

Performance Period:

04/05/04 – 04/04/05

Funding Organization:
TBD

Approved By:___________________________________
____________




PAMSS Program Manager


         Date

Approved By:____________________________________
____________




JSC PAMSS Budget Analyst


Date

Approved By:____________________________________
____________




JSC PAMSS COTR




Date

Approved By:___________________________________
____________




JSC PAMSS Contracting Officer


Date

1. Duplicating and Printing

The Contractor shall operate an installation-based duplicating and printing program to support all JSC program, project and institutional requirements.  The Contractor shall produce: 

· Paper and electronic copies from paper and electronic printmaster originals.    

· One/two-sided copying and duplication

· Online electronic publishing, 

· High-speed reprographic production

· Color reproduction and bindery operations

· Bindery operations include fold, laminate, tape bind, GBC (General Binding Corporation) bind, stitch bind, saddle stitch bind, drill, collate, cut, tie and pad, but are limited to job size and quantities  

· Printed copies from electronic media including files from remote sources, CD’s, and floppy disks

· Copies shall also be produced from electronic files transmitted directly to the JSC print server that may require additional modification by the machine operator and/or a systems analyst before print 

·  Security clearances shall be required for some work in this area

· Support to the GPO (Government Printing Office) function

· Writing printing specifications for local contracts and GPO orders

· Sending printing orders to GPO and local term contracts 

· Communicating with customers, GPO and local contractors

· Maintain a database that contains all print requests.  

· Database must have the ability to provide various types of reports for the purpose of quality control and tracking contract requirements

2.  MAIL AND DISTRIBUTION SERVICES

The Contractor shall provide the JSC mail pickup, processing and delivery of Mail. The contractor shall provide the following services:

· Pick up and deliver official mail from the local post office in accordance with US Postal Service guidelines. 

· Process all official incoming and outgoing Registered, Certified, Insured, Express and Priority mail in compliance with US Postal Service domestic mail regulations, international mail regulations and NASA Headquarters and JSC mail handling procedures. 

· Preparing postal logs and applicable postal forms required for each specific type of mailing.  The Contractor shall advise and assist customers as required, wrap official packages and prepare for mailing, including affixing metered postage to US Postal Service mailings. 

· Process all incoming tray mail; 

· Sort and set aside official “fan” mail; city, state and Federal Government mail; and all other official correspondence

· Serve as the central point for incoming and outgoing classified material and process incoming, outgoing, and JSC internal classified mail.  

· Assigning control numbers, maintaining an accurate control log, preparing appropriate forms, producing reports regarding the meters, tracking the amount of mail coming in/out, preparing classified documents and mailing or delivering same.  

· Handle classified documents in accordance with JSCM 1600D "JSC Security Manual", at all times and establish and maintain a database for proper and efficient control of classified documents.  

· Security clearances shall be required for some work in this area.  In response to any emergency directive, the Contractor shall provide all required support  

· Distribution of printed documents and information from other NASA organizations.  

· Courier service between various buildings onsite and off shall be provided 
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