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ARTICLE  1.  STATEMENT OF WORK

	1.0 The Subcontractor shall provide facility, personnel, systems, equipment, supplies and transportation necessary to perform Records Storage and Retrieval Services for the Jet Propulsion Laboratory (JPL).  Services shall include, but not be limited to, accession, storage and maintenance, retrieval, pick-up, delivery, and destruction or other disposition of records as specified by JPL.  The Subcontractor shall have physical custody, not ownership, of JPL records and the contents of the inventory database. In addition, the Subcontractor shall interface with the Federal Records Center (FRC) in Perris, CA in delivering records to the FRC and receiving and delivering to/from JPL records stored at the FRC.  In performance of this effort, the Subcontractor shall:


	1.1 Facility 

1.1.1 Provide and maintain a secure facility dedicated to records storage with capacity to support the current JPL records inventory (See EXHIBIT 1) and all subsequent additions of records during the life of this contract.

1.1.1.1 Facility shall protect records from all hazards including, but not limited to, damage by fire, water, theft, temperature and humidity, dust, mold, rodents, or other pests and other contaminants.  
1.1.1.2    In addition to standard records storage, the facility shall also provide separate archival, climate-controlled storage which is maintained at 35% RH + 5% and a temperature < 68 degrees.
1.1.2 Provide and maintain space for occasional on-site review of stored records by JPL personnel.  The review space shall have standard office-level lighting and adequate worktables with convenient access to a phone, computer connection, fax, and reproduction equipment.

1.1.3 Be accessible for periodic inspections by JPL and shall also be accessible for tours by other parties as designated by JPL.

1.1.4 Facility must have in place security, fire alarm and automatic sprinklers in accordance with current codes and laws, including, but not limited to: 

1.1.4.1 Access limited only to authorized persons 

1.1.4.2 Secure loading and unloading area  

1.1.4.3 “No smoking” policy 

1.1.5 The Subcontractor shall monitor the facility, maintain evidence of its monitoring activities, and report any breaches to JPL within one business day of the Subcontractor’s own knowledge.

1.2 Records Inventory Database

1.2.1 Maintain a database of JPL records stored at the Subcontractor’s facility.

1.2.1.1 The minimum metadata in the database shall include:

· Name of JPL records custodian

· Barcode number

· Location

· Date received

· JPL shipment number

· Box number of JPL shipment number

· Record Type/Location: 1, 2 or 3

1.2.1.2 Provide an online interface to the records inventory database via a secure web-based browser.  This interface shall be accessible by 8-10 JPL personnel who shall be able to search for and retrieve entries, determine the status of any box or request at any time, edit entries, spot-audit activities, and create ad hoc reports. 

1.2.1.3 Continuously maintain the inventory database with indexing information and shelf locations for all new boxes keeping the database current to within one day of activities.

1.2.1.4 Accommodate requests from JPL for additional fields to be added to the database.

1.2.1.5 Have capability to produce reports for JPL upon request.

1.2.1.6 Contents of the database shall be maintained by the Subcontractor but shall be owned by JPL.

1.2.1.7 Upon JPL request, the Subcontractor shall transfer the database contents to JPL and/or the successor vendor as a comma delimited file.

1.3 Personnel

1.3.1 JPL records may contain export-controlled information; therefore the Subcontractor shall limit unsupervised access to JPL records to personnel who are US citizens or legal permanent residents.

1.3.2 Subcontractor personnel shall handle JPL records in accordance with the General Provision entitled “Compliance with Export Regulations.” 

1.3.3 Subcontractor shall identify (2-4) personnel who will pick up and deliver records to desktops throughout JPL.  Said personnel shall be US citizens or legal permanent residents and must submit personal information and be approved for unescorted access to JPL through JPL’s badging system.

1.3.4 Subcontractor shall notify JPL of changes in staffing so that authorized access to JPL (through badging) is current.

1.3.5 Subcontractor shall provide a single local point-of-contact, available during JPL’s normal business hours (M-F 8 AM – 5 PM) and a designated alternate to serve as the primary interface in facilitating the daily oversight of the Contract within the general scope of this Statement of Work.

1.4 Disaster Prevention and Recovery

1.4.1 Subcontractor shall take all possible precautions to reduce the risk of any disasters and to mitigate the effects, should a disaster occur. 

1.4.2 Subcontractor shall provide one electronic copy or 4 hard copies of its Disaster Prevention and Recovery Plan to JPL.  Plan shall include at a minimum:

1.4.2.1.1 A regularly maintained internal disaster plan

1.4.2.1.2 A process for accommodating JPL priorities in recovering records in the event of a disaster

1.4.3 Subcontractor shall test the disaster prevention and recovery plan at least annually.

1.4.4 Subcontractor shall provide JPL with any updates to the plan.

1.5 Services

1.5.1 Subcontractor shall implement and maintain a barcode tracking system for creation and maintenance of an accurate inventory of records in storage.

1.5.2 Subcontractor shall provide records storage services at the box and file level.

1.5.2.1 Subcontractor shall provide standard pick-up service by noon the next business day for requests received by 3pm. Pick-up (and delivery) shall be provided during JPL’s normal business hours and shall be limited to one trip per day to JPL, unless filling a rush request.

1.5.2.2 Subcontractor shall accept and process storage requests only when they have been authorized by the JPL Records Management staff.  

1.5.2.3 Subcontractor shall accept records storage requests via e-mail or other mutually agreed upon system.

1.5.2.4 The Subcontractor shall also accept fax and phone requests on an exception basis.

1.5.2.5 Subcontractor shall pick up records from JPL desktops and transport to its facility (See Section 1.6, JPL PICK UP and DELIVERY LOCATIONS, EXHIBIT 2, JPL Main Map and EXHIBIT 3, Estimated Service Volume) 

1.5.2.6 Subcontractor shall affix and scan barcodes, enter metadata and location information into Subcontractor database, and shelve the records.

1.5.2.7 The Subcontractor shall provide JPL Records Management with a copy of the work orders, including metadata or a mutually acceptable equivalent list on a weekly (or more frequent) basis.

1.5.3 The Subcontractor shall provide records retrieval services at the box and file level.  Retrievals shall be processed as follows.

1.5.3.1 Retrieval requests shall only be processed for requests approved by JPL Records Management staff.

1.5.3.2 The Subcontractor shall receive the request via e-mail or other mutually agreed upon system.  (JPL may forward, and the Subcontractor shall be able to receive, requests 24x7 even though they might not be processed until business hours.)

1.5.3.3 The Subcontractor shall also accept fax and phone requests on an exception basis.

1.5.3.4 For records stored at the Subcontractor‘s facility, Subcontractor shall retrieve the records from shelves, including records from climate controlled storage, and deliver to JPL desktops.

1.5.3.5 For records stored at the FRC, JPL shall submit an Official Form 11, “[NARA] Reference Request - Federal Records Center” to the FRC with a copy to the Subcontractor.  FRC will pull records and ship the box(es) to the Subcontractor.

1.5.3.5.1 The Subcontractor shall accept the delivered records and match them to the request. 

1.5.3.5.2 The Subcontractor shall track online (accessible to JPL) the status of the box(es) until delivered back to the FRC.

1.5.3.5.3 The Subcontractor shall deliver records to JPL desktops.

1.5.4 Records Returns

1.5.4.1 The Subcontractor shall pick up records retrieved from storage.  

1.5.4.2 The Subcontractor shall include pick-ups of “returns” in the next regularly scheduled trip, whether to JPL or the FRC, rather than scheduling a special trip.

1.5.5 Pick-up and Delivery

1.5.5.1 The Subcontractor shall provide standard pick-up and delivery service by noon the next business day for requests received by 3pm. Pick-up and delivery shall be provided during JPL’s normal business hours and shall be limited to one trip per day to JPL, unless filling a rush request.

1.5.5.2 The Subcontractor shall provide delivery of rush retrieval requests within four business hours for items housed at the Subcontractor’s facility.  

1.5.5.3 The Subcontractor shall provide a mechanism for request and delivery of emergency/off-hour requests.

1.5.6 Send Records to the FRC for storage

In some cases, JPL may choose to send some records to the Federal Records Center for storage. JPL shall identify these records and complete and submit an SF 135, “Records Transmittal and Receipt” form.  JPL will coordinate a periodic, mutually-acceptable delivery schedule with the Subcontractor and the FRC.

1.5.6.1 Once a delivery is scheduled, the Subcontractor shall pull the records from storage and insert a copy of SF 135 and the customer-supplied container list, if separate, in the first box of the accession.

1.5.6.2 The Subcontractor shall add the FRC’s accession number to the outside of each box in the delivery.

1.5.6.3 The Subcontractor shall arrange the boxes on pallets per the FRC guidelines. 

1.5.6.4 The Subcontractor shall ensure that the delivery is shrink-wrapped for the transfer.

1.5.6.5 The Subcontractor will transport the records to the FRC at the pre-negotiated rate. Alternatively, JPL may choose to provide transportation to the FRC.

1.5.7 The Subcontractor shall provide records destruction services when authorized by the JPL Records Manager, and shall provide a Certificate of Destruction.

1.5.8 The Subcontractor shall provide additional support as required for special projects that may arise (e.g., data entry) at the pre-negotiated rate.

1.6 Locations

1.6.1 Provide all equipment to facilitate records transfers, pick-up and delivery between the Subcontractor’s facility and JPL desktops at the following locations:

1.6.1.1 4800 Oak Grove Drive, Pasadena CA  91109 (Note: there are 177+ buildings at this location)

1.6.1.2 Building 600, 540 W. Woodbury Road, Altadena CA  91001

1.6.1.3 Building 601, 500 W. Woodbury Road, Altadena CA  91001

1.6.1.4 Building 602, 464 W. Woodbury Road, Altadena CA  91001

1.6.1.5 Building 606, 455 W. Montana Street, Pasadena CA  91103

1.6.2 Must be flexible in providing service as locations may be added or removed during the course of this contract.  It is assumed that any additional locations will be in the Pasadena – La Canada – Altadena CA area.

1.6.3 Deliver boxes to and, in rush situations, retrieve boxes from the Federal Records Center at 23123 Cajalco Road, Perris, CA  92570.

1.7 Records Transition from the Existing Contract

1.7.1 Assume responsibility for records currently in storage, to include:

1.7.1.1 Pick-up and transfer of records from the current facility to the Subcontractor’s facility. 

1.7.1.2 Accept existing records and archive storage boxes and special containers for non-textual items.  Records are stored in JPL-provided cubic foot boxes (10”x12”x15”) with folding flaps, not separate lids.   

1.7.1.3 Scan barcodes as boxes are transferred from the current facility  

1.7.1.3.1 Barcode any boxes without barcodes

1.7.1.4 Update the locations as the boxes are transferred

1.7.1.5 Match barcodes to records in the inventory database 

1.7.1.6 Provide emergency retrieval services throughout the transition

1.8 Subcontractor Reports

1.8.1 Subcontractor shall submit a monthly management report to JPL in a format to be agreed upon by the parties of this contract.  The report shall include, but not be limited to, the following:  statistical information, accomplishments, problems, issues or concerns encountered within the Subcontractor’s area of responsibilities, and proposed system improvements.  JPL may request ad hoc reports, usually not more than 12 per year.  

1.8.2 Subcontractor shall notify JPL within one business day of any facility breach.

1.8.2.1 Subcontractor shall report corrective action plan and resolution in a timely manner.

1.9 Meetings

In addition to routine contact, the Subcontractor shall meet with the JPL Contract Technical Manager and/or designated customer representative at least quarterly to discuss the monthly reports and any other relevant topics.  The meeting dates and locations will be determined by JPL (either at JPL, the Subcontractor’s facility, or via teleconference)  The Subcontractor shall partner with JPL to continuously review and improve all associated interfaces and processes to streamline and improve service to JPL personnel.

1.10 Termination

This procurement will be re-competed at the expiration of the contract.  

1.10.1 Prior to completion, expiration, or termination of this contract, begin transfer of all records, including the content of the inventory database, to JPL and/or the successor Subcontractor.  

1.10.2 Upon completion, provide a “gap” tape of inventory database  contents.
1.10.3 Transfer shall include palletizing and shrink-wrapping records.  

2.0 The following exhibits are hereby incorporated into this RFI:
Exhibit 1:  Current JPL records inventory

Exhibit 2: JPL Main Map
Exhibit 3: Estimated Service Volume

      2.1        Subcontractor shall Complete Exhibit 4 – Checklist for 36 CFR 1228 Subpart K,  

             Subcontractor shall check either box Yes or No for every line item, subcontractor could    

             provide any comments if necessary.
3.0 JPL will:
3.1 Provide the Subcontractor with copies of, and consultation on, all applicable JPL and NASA policies and procedures.

3.2 Monitor Subcontractor services, including Subcontractor’s performance for quality, schedule, and customer service.

3.3 Distribute customer satisfaction surveys periodically to JPL personnel.

3.4 Perform periodic audits of invoices.

3.5 Provide Subcontractor a priority list for recovery of records in the event of a disaster.

3.6 Support the Subcontractor in continuous review and improvement of interfaces and processes.


4.0 Delivery Instructions
4.1 Except as otherwise provided in this Subcontract, the point of inspection, acceptance and delivery of all supplies deliverable under this Subcontract shall be the addresses as stated under Section 1.11 of this Article.  All such supplies shall be packaged, packed, boxed, or crated in such a manner to ensure safe delivery.  Time is of the essence in the performance of this Subcontract.
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