
































Section B 
PRICE SCHEDULE OF SERVICES 

 
BASE YEAR 

 
LINE                         EXTENDED 
ITEM     DESCRIPTION                                                AMOUNT      
 
0001   Cost Recovery Research Team1   
 Discipline         Total Work Hrs Hourly Rate       Amount   
 Supervisory Accountant      ________hrs. $______/hr $_______ 
 Operating Accountants (1)  ________hrs       $______/hr     $_______ 

Operating Accountants (2)  ________hrs       $______/hr     $_______ 
Operating Accountants (3)  ________hrs       $______/hr     $_______ 
 

 Subtotal for Labor      $_______ 
 Plus Variable Overhead   ______% $_______ 
 Plus G&A Overhead    ______% $_______ 
 Plus Profit     ______% $_______ 
 
 Total for Line Item 0001       $__________ 
 
0002   Travel2     Estimated lump sum  
      amount per year   $      5,000.00 
 
 
 TOTAL ESTIMATED AMOUNT FOR THE BASIC YEAR  $___________ 
 (Includes extended amounts of line items 0001 and 0002 above) 
 
 
 
0003 Additional Support Personnel3 
           UNIT    EXTENDED  
          PRICE       AMOUNT 
 
 Operating Accountant   Est. 3840 Hrs.  $______ $___________ 
 
 Accounting Clerk Level  Est. 1920 Hrs.  $______ $___________ 

                                                 
1 The lump sum price shall include all costs as discussed in Section H entitled “ Special Contract Requirements”, 
paragraph H-2. Contractor invoices and Government Payments for this line item shall be processed in accordance 
with Section H, paragraph H.3. 
2 Travel shall be directed by the Government and reimbursed as discussed in Section H, paragraphs H-2, and H-5. 
3 Unit prices and extended amounts shall include all costs as discussed in Section H, paragraph H-4.  Travel shall be 
directed by the Government and reimbursed as discussed in Section H, paragraphs H-4 and H-5.  Additional support 
personnel hours will be ordered in quantities and disciplines required by the Government through issuance of a 
formal modification to this contract as discussed in Section H, paragraph H-4. 
 



Section B 
PRICE SCHEDULE OF SERVICES 

 
OPTION YEAR 1 

 
LINE                         EXTENDED 
ITEM     DESCRIPTION                                                AMOUNT      
 
0001   Cost Recovery Research Team4   
 Discipline         Total Work Hrs Hourly Rate       Amount   
 Supervisory Accountant      ________hrs. $______/hr $_______ 
 Operating Accountants (1)  ________hrs       $______/hr     $_______ 

Operating Accountants (2)  ________hrs       $______/hr     $_______ 
Operating Accountants (3)  ________hrs       $______/hr     $_______ 
 

 Subtotal for Labor      $_______ 
 Plus Variable Overhead   ______% $_______ 
 Plus G&A Overhead    ______% $_______ 
 Plus Profit     ______% $_______ 
 
 Total for Line Item 0001       $__________ 
 
0002   Travel5     Estimated lump sum  
      amount per year   $      5,000.00 
 
 
 TOTAL ESTIMATED AMOUNT FOR THE BASIC YEAR  $___________ 
 (Includes extended amounts of line items 0001 and 0002 above) 
 
 
 
0003 Additional Support Personnel6 
           UNIT    EXTENDED  
          PRICE       AMOUNT 
 Operating Accountant   Est. 3840 Hrs.  $______ $___________ 
 
 Accounting Clerk Level  Est. 1920 Hrs.  $______ $___________ 

                                                 
4 The lump sum price shall include all costs as discussed in Section H entitled “ Special Contract Requirements”, 
paragraph H-2. Contractor invoices and Government Payments for this line item shall be processed in accordance 
with Section H, paragraph H.3. 
5 Travel shall be directed by the Government and reimbursed as discussed in Section H, paragraphs H-2, and H-5. 
6 Unit prices and extended amounts shall include all costs as discussed in Section H, paragraph H-4.  Travel shall be 
directed by the Government and reimbursed as discussed in Section H, paragraphs H-4 and H-5.  Additional support 
personnel hours will be ordered in quantities and disciplines required by the Government through issuance of a 
formal modification to this contract as discussed in Section H, paragraph H-4. 
 



Section B 
PRICE SCHEDULE OF SERVICES 

 
OPTION YEAR 2 

 
LINE                         EXTENDED 
ITEM     DESCRIPTION                                                AMOUNT      
 
0001   Cost Recovery Research Team7   
 Discipline         Total Work Hrs Hourly Rate       Amount   
 Supervisory Accountant      ________hrs. $______/hr $_______ 
 Operating Accountants (1)  ________hrs       $______/hr     $_______ 

Operating Accountants (2)  ________hrs       $______/hr     $_______ 
Operating Accountants (3)  ________hrs       $______/hr     $_______ 
 

 Subtotal for Labor      $_______ 
 Plus Variable Overhead   ______% $_______ 
 Plus G&A Overhead    ______% $_______ 
 Plus Profit     ______% $_______ 
 
 Total for Line Item 0001       $__________ 
 
0002   Travel8     Estimated lump sum  
      amount per year   $      5,000.00 
 
 
 TOTAL ESTIMATED AMOUNT FOR THE BASIC YEAR  $___________ 
 (Includes extended amounts of line items 0001 and 0002 above) 
 
 
 
0003 Additional Support Personnel9 
           UNIT    EXTENDED  
          PRICE       AMOUNT 
 
 Operating Accountant   Est. 3840 Hrs.  $______ $___________ 
 
 Accounting Clerk Level  Est. 1920 Hrs.  $______ $___________ 

                                                 
7 The lump sum price shall include all costs as discussed in Section H entitled “ Special Contract Requirements”, 
paragraph H-2. Contractor invoices and Government Payments for this line item shall be processed in accordance 
with Section H, paragraph H.3. 
8 Travel shall be directed by the Government and reimbursed as discussed in Section H, paragraphs H-2, and H-5. 
9 Unit prices and extended amounts shall include all costs as discussed in Section H, paragraph H-4.  Travel shall be 
directed by the Government and reimbursed as discussed in Section H, paragraphs H-4 and H-5.  Additional support 
personnel hours will be ordered in quantities and disciplines required by the Government through issuance of a 
formal modification to this contract as discussed in Section H, paragraph H-4. 
 



Section B 
PRICE SCHEDULE OF SERVICES 

 
OPTION YEAR 3 

 
LINE                         EXTENDED 
ITEM     DESCRIPTION                                                AMOUNT      
 
0001   Cost Recovery Research Team10   
 Discipline         Total Work Hrs Hourly Rate       Amount   
 Supervisory Accountant      ________hrs. $______/hr $_______ 
 Operating Accountants (1)  ________hrs       $______/hr     $_______ 

Operating Accountants (2)  ________hrs       $______/hr     $_______ 
Operating Accountants (3)  ________hrs       $______/hr     $_______ 
 

 Subtotal for Labor      $_______ 
 Plus Variable Overhead   ______% $_______ 
 Plus G&A Overhead    ______% $_______ 
 Plus Profit     ______% $_______ 
 
 Total for Line Item 0001       $__________ 
 
0002   Travel11     Estimated lump sum  
      amount per year   $      5,000.00 
 
 
 TOTAL ESTIMATED AMOUNT FOR THE BASIC YEAR  $___________ 
 (Includes extended amounts of line items 0001 and 0002 above) 
 
 
 
0003 Additional Support Personnel12 
           UNIT    EXTENDED  
          PRICE       AMOUNT 
 
 Operating Accountant   Est. 3840 Hrs.  $______ $___________ 
 
 Accounting Clerk Level  Est. 1920 Hrs.  $______ $___________ 

                                                 
10 The lump sum price shall include all costs as discussed in Section H entitled “ Special Contract Requirements”, 
paragraph H-2. Contractor invoices and Government Payments for this line item shall be processed in accordance 
with Section H, paragraph H.3. 
11 Travel shall be directed by the Government and reimbursed as discussed in Section H, paragraphs H-2, and H-5. 
12 Unit prices and extended amounts shall include all costs as discussed in Section H, paragraph H-4.  Travel shall be 
directed by the Government and reimbursed as discussed in Section H, paragraphs H-4 and H-5.  Additional support 
personnel hours will be ordered in quantities and disciplines required by the Government through issuance of a 
formal modification to this contract as discussed in Section H, paragraph H-4. 
 



Section B 
PRICE SCHEDULE OF SERVICES 

 
OPTION YEAR 4 

 
LINE                         EXTENDED 
ITEM     DESCRIPTION                                                AMOUNT      
 
0001   Cost Recovery Research Team13   
 Discipline         Total Work Hrs Hourly Rate       Amount   
 Supervisory Accountant      ________hrs. $______/hr $_______ 
 Operating Accountants (1)  ________hrs       $______/hr     $_______ 

Operating Accountants (2)  ________hrs       $______/hr     $_______ 
Operating Accountants (3)  ________hrs       $______/hr     $_______ 
 

 Subtotal for Labor      $_______ 
 Plus Variable Overhead   ______% $_______ 
 Plus G&A Overhead    ______% $_______ 
 Plus Profit     ______% $_______ 
 
 Total for Line Item 0001       $__________ 
 
0002   Travel14     Estimated lump sum  
      amount per year   $      5,000.00 
 
 
 TOTAL ESTIMATED AMOUNT FOR THE BASIC YEAR  $___________ 
 (Includes extended amounts of line items 0001 and 0002 above) 
 
 
 
0003 Additional Support Personnel15 
           UNIT    EXTENDED  
          PRICE       AMOUNT 
 
 Operating Accountant   Est. 3840 Hrs.  $______ $___________ 
 
 Accounting Clerk Level  Est. 1920 Hrs.  $______ $___________ 

                                                 
13 The lump sum price shall include all costs as discussed in Section H entitled “ Special Contract Requirements”, 
paragraph H-2. Contractor invoices and Government Payments for this line item shall be processed in accordance 
with Section H, paragraph H.3. 
14 Travel shall be directed by the Government and reimbursed as discussed in Section H, paragraphs H-2, and H-5. 
15 Unit prices and extended amounts shall include all costs as discussed in Section H, paragraph H-4.  Travel shall be 
directed by the Government and reimbursed as discussed in Section H, paragraphs H-4 and H-5.  Additional support 
personnel hours will be ordered in quantities and disciplines required by the Government through issuance of a 
formal modification to this contract as discussed in Section H, paragraph H-4. 
 



 
 



Section C-1 

Section C 
STATEMENT OF WORK 

 
C-1. General Scope of Work: The contractor is required to provide all non-personal services to 
establish and maintain litigation sufficient, site/project specific cost documentation files on 
Hazardous, Toxic, and Radioactive Waste (HTRW) projects accomplished by the Corps of 
Engineers.   Non-personal services will include all labor, equipment (except computers), materials 
and facilities to: 
 
    a.  Provide and operate a contractor owned/leased central document storage and maintenance 
facility physically located in Omaha, Nebraska.   
 
   b. Research, identify, and accumulate cost records into site/project-specific cost documentation files 
in accordance with the approved work plan discussed below.  Store these cost documentation files in 
the contractor owned/leased and operated central records storage and maintenance facility located in 
Omaha, Nebraska until approval is granted to transfer the site file records to the Federal Records 
Center.  Assemble, maintain and update cost documentation files in accordance with the approved 
work plan.  Provide the Environmental Protection Agency (EPA) or Department of Justice (DOJ) 
requested cost documentation files by the date specified by the Contracting Officerís Representative 
(COR). 
 
     c. Provide all travel and associated expenses necessary to assemble and maintain cost documentation 
files.  Travel will be conducted to any U.S. Army Corps of Engineers office located in the (50) United 
States.  All travel expenses will be reimbursed at actual cost in accordance with the government travel 
regulations as discussed in Section H, Special Provisions.   
 
     d.  Create duplicate site files for submission to EPA or DOJ for each documentation request 
received.  Redact the records removing Privacy Act protected information prior to submission. 
 
     e. Prepare monthly work plans for the review and approval of the Contracting Officer or his 
authorized representative; trip reports as identified in paragraph C-3.e. and monthly summary reports 
on execution as define in paragraph C-3.h. herein. 
  
C-2.  Background: 
 
     a. The Environmental Protection Agency (EPA) has overall responsibility for implementing the 
Comprehensive Environmental Response Compensation and Liability Act of 1980, (CERCLA); as 
amended by the Superfund Amendment and Reauthorization Act of 1986 (SARA).  This provides for 
the recovery from responsible parties of all environmental response costs incurred by the federal 
government. 
 
   b.  As an agent of EPA, the U.S. Army Corps of Engineers (USACE) is responsible for 
establishing and maintaining site-specific documentation required to substantiate the work 
performed and the cost incurred at each site. 
 
    c. The Corps of Engineers has several districts, divisions and laboratories currently performing 
work under the HTRW (Hazardous, Toxic and Radioactive Waste) Programs.  These offices and their 
geographic locations are identified in Appendix A. 
 



Section C (cont.) 

 Section C-2 

    d.  From the inception of the HTRW Programs until 1995, the Corps of Engineers operated under 
an accounting system known as the Corps of Engineers Management Information System (COEMIS). 
Coded accounting entries were made based on various documents received/created in the Finance and 
Accounting office (invoices, receiving reports, collections and disbursements, labor documents, etc.).  
COEMIS operated in a batch mode with updates processed on an average of twice a week.  Data 
processed throughout the month was summarized in month-end reports that include monthly 
transaction listings.  Accounting functions were performed at various accounting centers located 
throughout the continental United States.  This concept created a centralized housing of cost 
documentation at each center performing the disbursing function.  In-house cost documentation such as 
labor, motor vehicle charges, reproduction, ADP and other support services were generally retained 
by the office generating the documents. 
  
    e. In 1995, the Corps began converting to a real-time accounting system with electronic signature 
capability known as the Corps of Engineers Financial Management System (CEFMS).   Conversion 
was completed in 1998.  With the completion of the conversion process, finance and accounting 
functions shifted from geographically located finance centers to a single finance center located in 
Millington, Tennessee.  The Finance Center is responsible for archiving all electronically 
generated/signed documents as well as all contractor invoices.  The local finance and accounting office 
is responsible for maintaining all traveler receipts, requests for cost transfers, credit card invoices, and 
airline payment vouchers.  Under CEFMS, most all in-house cost records exist in electronic format. 
Appendix B contains a listing of the various Corps offices, the date of conversion to CEFMS, and the 
date accounting functions were transferred to the Finance Center.  The contractor will be provided 
limited access to CEFMS. 
 
C-3.  Performance Requirements: The contractor is required to meet the following performance 
requirements: 
 
   a. Operate from and centrally locate all site/project-specific cost documentation files in Omaha, 
Nebraska or general vicinity (see Paragraph C-11) until such time as permission is received to transfer 
the site files to the Federal Records Center. Files shall be held readily accessible to the Contracting 
Officer or his authorized representatives.  This access is required for the verification of contractor 
performance, affidavit and testimony preparation, and technical problem resolution for both DOJ and 
EPA.  Authorized Government representatives will be provided access to the contractorís facility and 
cost documentation records at all times during normal duty hours defined as the hours between 7:30 
AM and 5:00 PM, Monday through Friday.  Weekends and federal holidays are excluded.  The 
contractor will also provide access to the facility and cost documentation records by authorized 
Government representatives at other than normal duty hours (weekends, holidays, and after duty 
hours) after the contractor receives written or verbal notice from the Contracting Officer or his 
authorized representative.  The access list will be updated periodically as the Contracting Officer 
determines necessary.    
 
    b. Develop general office procedures for document retrieval, certification of CEFMS generated 
documents, site file preparation, cost recovery assembly, quality assurance verification, and inventory of 
missing documents in accordance with the standard operating procedures (SOP) provided.  Deviations 
from the SOP require the written approval of the Contracting Officer (CO) or the Contracting Officerís 
Representative (COR).  Changes to the SOP will be made by the CO or COR for approved deviations 
and upon receipt of updates/changes issued by the CEFMS system administrators.  
 
     c. Based on past cost documentation experience and existing/projected workload requirements, the 
Government has determined that the contractor must maintain staffing levels at the numbers and types 



Section C (cont.) 

 Section C-3 

of personnel presented in Section H, Special Provisions of this contract.  Qualification statements for 
each position are provided in paragraph C-10 of this section. 
 
     d. Perform travel in accordance with the travel schedule provided by the Government.  A travel 
schedule will be prepared by the Contracting Officerís Representative and furnished to the Contractor 
on a quarterly basis.  Travel dates will be subject to change dependent upon workload requirements and 
cost recovery action due dates. 
 
     e. Prepare a travel work plan and submit it to the Contracting Officer (CO) or his representative 
(COR) not later than ten working days prior to departure.  The plan will identify the status of document 
retrieval at the field office location, types of documents to be retrieved, the targeted timeframe, and 
team staffing level.  The contractor shall prepare and submit a trip report to the COR not later than 40 
working hours after the date of return.  The trip report shall compare actual to projected 
accomplishments and any additional information specified by the COR. 
 
    f. All excess documents containing Privacy Act protected data or confidential contractor business 
information must be shredded to protect the interest of those involved.  A shredder is needed with 
the following minimum capabilities: 
 

Speed (FPM)      20 
Shred Type Cross-Cut 
Sheet Capacity       5 
Must be capable of handling staples  

 
     g. Fire Detection/Alarm System:  System must include both heat and smoke detectors 
throughout the entire facility to include the storage, office and break areas.  A Security Service 
must monitor the system during all non-work hours.   
 
     h.  Prepare and submit a monthly summary of actual contractor performance with each invoice.  
This summary will include an accounting of labor hours by labor category (Supervisory Accountant, 
Operating Accountant, Accounting Clerk,) and by task assignment as identified in Appendix C. The 
monthly invoice shall not be considered properly prepared if submitted without the monthly summary. 
 
     i.  On all Superfund projects, prepare all site-specific cost documentation files, in accordance with 
paragraph C-4 through C-7 below.  
 
C-4.  Work Breakdown:  The contractor will complete the tasks described in the general 
categories of work below. Work requirements will be further defined, as necessary, 
through memorandums from the COR. 
 
     (a) Pre-CEFMS Conversion Documents: 
 
      (1) Identify and separate cost recovery documentation from normal mission related Corps 
documents. 
 
      (2) The following categories of cost are identified for documentation purposes: 

- Payroll (Labor) 
- Travel 
- Commercial/Miscellaneous Payment Vouchers 
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 Section C-4 

- Military Interdepartmental Purchase Requests 
- Contract Payments 
- Other in-house distributive costs (vehicle charges, reproduction, ADP charges, 

and any other costs of this nature.) 
 

      (3) Copy funding agreements, bill documents, transaction listings and correspondence 
documents pertaining to each site-specific file. 
 
      (4) Inventory and retrieve all cost documents identified from the Corps of Engineers 
Management Information System (COEMIS) Register of Accepted Transaction report. 
 

b.  CEFMS Documents: 
 
      (1) Based on the project list provided by the COR, generate monthly cost and/or billing 
documents and transaction listings from the CEFMS system. 
 
      (2) Utilizing the transaction listings for the project, generate various documents as 
identified in the SOP provided by the COR. 
 
     (3) Utilizing the Finance Centerís Optical Disk Imaging (ODI) system, retrieve all available 
invoices. 
 
      (4) Create a listing of missing documents and submit the listing to the COR. 
 
      (5) When the COR provides the documents received from the local Corp office, insert those 
documents into the proper site file location and remove the items from the missing document list. 
 
      (6) Maintain a master database of all missing documents and a project status database. 
 
C-5.  Records Management: 

 
     a.  Pre-CEFMS Conversion: Utilizing the review of financial system outputs, all accounting 
documents associated with cost recovery projects will be retrieved from the document files and 
copied for the site files.  Two sets of files will be created.  The original file, which remains in the 
custody of the local Finance and Accounting Officer, will contain the original Superfund site-
specific documents.  The site file, to be stored by the contractor in the central storage and 
maintenance facility located in the vicinity of Omaha, Nebraska (see paragraph C-11) will contain 
copies of Superfund site-specific documents.  Separate site files will be established for each 
Superfund Interagency Agreement (IAG) and Military Interdepartmental Purchase Request (MIPR). 
 
     b. CEFMS Documents:  All documents retrieved from the CEFMS system, ODI system, and 
from the local Corps office will be maintained in a site file create for that particular IAG or MIPR.   
No original documents will be handled.  The responsibility for maintaining original documents 
remains with the local Corp office. 
 
C-6.  Records Retrieval: 
 
     a.  Retrieval of historical documentation from inactive files (those housed in either local 
Records Holding Areas or Federal Records Centers) will require coordination with the local 
records manager.  The custodian of the records will coordinate removal of records from either 
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 Section C-5 

type of holding area.  The Standard Form 135 will indicate the custodian and a point of contact in 
the appropriate Records Management Office.  Standard Form 135 will be provided to the 
contractor by the Government.  Standardized forms will be used to identify the removal of specific 
records from the inactive files. 
 
     b.  In accordance with Army Regulations, retrievals from Federal Records Centers require a 
Corps employee be present.  Contract personnel will not transport original documents.  The 
designated Corps employee will make the required arrangements for shipment back to the Corps 
Office.  Advance notice will be provided to the designated Records Management Office point of 
contact by the Contracting Officerís Representative 30 days prior to departure for the site. 
 
     c. Missing or destroyed documentation will be identified and reported to the Contracting 
Officerís Representative in the monthly status report. 
 
C-7.  Reconciliation of Cost and Adjustments. 
 
     a.  The Contractor will reconcile, on a monthly basis, all cost documentation to both the 
transaction listing and monthly billings.  Missing or incomplete documents will be added to the 
missing document database.   
 
     b. Discrepancies between documentation and financial system output will be identified by the 
contractor and provided to the local USACE point of contact for resolution. 
 
C-8.  Cost Recovery Actions. 
 
     a.  The Contracting Officerís Representative in writing to the contractor will perform 
coordination of cost recovery requests. 
 
     b.  The Contractor shall prepare cost documentation packages for submission to the U.S. 
Department of Justice or the Regional U.S. Environmental Protection Agency for the site in 
accordance with the specification outlined by Appendix D. 
 
     c. The contractor, prior to submission of cost recovery documentation to the contracting 
Officerís Representative, shall conduct a quality assurance review of the submission and verify the 
missing document inventory. 
 
     d.  Contractor performance time for recovery purposes will be established by the COR.  
Compliance with court-imposed deadlines may require performance times of less than 30 days.  
(Emergency situations, as determined by the Contracting Officerís Representative, may require 
same day turnaround.) 
 
C-9.  Travel Requirements.  The contractor may be required to travel and perform temporary duty 
up to 10% of the time. 
 
     a.  While operating in a travel status, contractor personnel will advise the local Finance and 
Accounting Officer of the records management and retrieval procedures identified in this section 
and further developed in the standard operating procedures.  At that time, the contractor will be 
advised by the local Finance and Accounting Officer of any variations due to local procedures or 
vendor systems and briefed accordingly.   
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     b.  Each Corps office will provide workspace and all equipment, including but not limited to 
reproduction capability, necessary for the performance of each approved work plan. 
 
C-10.  Position Qualification Statements: 
 
     a.  Supervisory Accountant ñ Position responsibilities include, but are not limited to; overall 
management and coordination of work activities, which will require a high degree of proficiency in 
verbal and written communications skills.  One year of experience in cost recovery documentation 
procedures, an additional year of general accounting experience and a Bachelor of Science or Arts 
degree.  Twenty-four (24) college credit hours of accounting are required. Six credit hours of 
computer science courses may be substituted for an equivalent number of accounting credit hours. 
 
     b.  Operating Accountant ñ Position responsibilities include secondary management and 
coordination skills.  The operating accountant will be responsible for team management and 
direction and possess a general knowledge of governmental accounting.  This position will serve as 
a liaison for resolution of problems/technical questions involving Corps operations, between the 
Contracting Officerís Representative and other contract staff members. An Associates Degree in 
Arts & Science, one year of general accounting experience and twelve (12) college credit hours of 
accounting are required.  Six (6) credit hours of accounting and four years of cost recovery 
experience can be substituted for the Associates Degree and required accounting hours.   
 
      c.  Accounting Clerk, Level III ñ Position responsibilities include cataloging and inventorying 
cost documentation and reconciliation of cost documentation to monthly bill documents.  The 
individual must be able to recognize apparent mismatching of documents to report output data 
through like data appearing on both source and output documents.  Other duties include, but are not 
limited to; document retrieval from all source files, and use of an accounting manual to identify 
transaction codes for documentation purposes.  One year of entry-level accounting and/or 
bookkeeping and six (6) college credit hours of accounting are required. 
 
C-11.  Other Requirements. 
 
     a.  Office operations will be located within a 50-mile radius of Omaha, Nebraska.  The 
contracting Officerís Representative must have access to that location as specified in paragraph C-3 
above. 
 
     b. Each member of the contractorís staff must be equipped with a LaserJet printer capable of 
producing up to 500 pages of printout per normal business day. 
 
     c.  The contractor is required to maintain reproduction capability at the central record storage 
and maintenance facility.  Reproduction capability shall be maintained at a minimum level of 
10,000 copies per month during normal business hours. 
 
      d.  The Contractor is required to furnish sufficient storage within the central record 
maintenance and storage facility, to store all active site files and those accumulated throughout 
contract performance until permission is obtained to transfer records to the Federal Records Center.  
Seven hundred (700) cubic feet of storage is currently sufficient to store existing files.  The 
Government projects storage requirements to increase approximately 25% in the option years. 
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C-12.  Special Provisions 
  
     a.  User Ids and passwords will be provided to each member of the contractorís staff.  Access to 
the MRR LAN system or CEAP centers will be authorized for the sole purpose of retrieving 
records from the various CEFMS databases.  Use of other applications or access to the Internet 
system via the MRR LAN is strictly prohibited.  Log-in/out times will be monitored by the CO or 
COR.  Violations of this restriction will be subject to fines of $250 per event, a reduction in 
payment of labor equal to the on-line time utilized and a fee equal to the standard fees assessed by 
the internet service companies.  User Ids and passwords of Contractor staff violating this provision 
will be terminated.  Violators will be removed from further involvement with this contract. 
 
     b.  For security purposes, each member of the contractorís staff associated with this contract is 
required to take the online INFOSEC training provided by the COR, submit a Standard Form 85P ñ 
Questionnaire for Public Trust Positions and may be subject to background checks.  All employees 
will be fingerprinted and issued a government ID.  Failure to provide the requested information will 
bar those individuals from performing under this contract.    Insert Security Language clause 
 
C-13. Government Furnished Property. 
 
     a. Computer Hardware/Software:  Due to security requirements, the government will provide 
each member of the contractorís cost recovery staff with the appropriate computer hardware and 
software needed to access the CEFMS accounting system and the Finance Center Optical Disk 
Imaging system.  The government will also provide email communications and the necessary 
software to maintain the required databases.  Any and all upgrades or repairs will be the 
responsibility of the government.   All peripheral equipment (printers/scanners) will be procured 
and maintained by the contractor. 
 
     b. The successful contract will also be responsible for the storage, maintenance and updating of 
approximately 650 cubic feet of existing cost documentation files.  
 
     c. An itemized list of Government furnished property will be provided to the successful 
contractor upon contract award. 
 



Section H-1 

Section H 
SPECIAL CONTRACT REQUIREMENTS 

 
H-1. Wage Rate Determination No 1994-2325 Revision No 25 dated 6/6/2003 will be applicable.  
See section J. 
 
H-2. The lump sum price identified in the “extended amount” column of Line Item 0001 shall 
include all costs (direct and indirect labor, facilities, equipment, reproduction, materials, 
overhead, G&A, profit, etc.) needed to perform all requirements of the contract for an entire 
contract performance year (calculated from date of contract award or date option year exercised).  
As a minimum, the Contractor shall provide a Cost Recovery Research Team, which consists of 
one (1) Supervisory Accountant, and three (3) Operating accountants.  Travel expenses associated 
with performing the work shall be reimbursed as discussed below and are not included in the 
lump price (extended amount) of Line Item 0001. 
 
H-3.  The Contractor may bill for services provided under Line Item 0001 on a monthly basis 
only.  The contractor shall only be paid for services provided.  Manpower shortages experienced 
on the Cost Recovery Research Team shall be deducted from the monthly billing.  The monthly 
billing shall be calculated by dividing the total lump sum amount by a number equal to the 
number of calendar months existing in the performance period.  The monthly bill shall be reduced 
by the fully burdened rate of disciplines not provided during the service period (month). 
 
Example:  Billing for the Month of February 
 
 Billing conditions: 

a. Total lump sum amount of Item 0001 = $240,000 
b. During the month of February the contractor experienced a shortage of 80 man-hours 

of operating accountant services on the Cost Recovery Research Team. 
c. The fully burdened rate of an operating accountant = $35.00 

 
The total bill for contract line item 0001 in the month of February is calculated as 
follows: 
         $240,000 divided by 12 = $20,000 – ($35 x 80 hrs) = $17,200 
 
Note: A fully burdened rate = the direct labor rate + variable overhead expense + profit. 
 

H-4.  If additional support is required and authorized by the Contracting Officer, such support 
shall be acquired by discipline at the unit price specified in Line Item 0003.  The unit price 
specified in Line Item 0003 shall include all costs (direct and indirect labor, overhead, G&A, 
profit reproduction, materials, facilities, equipment, etc.).  Travel expenses shall be reimbursed as 
discussed below and are not to be included in the unit prices or extended amounts of Line Item 
0003.  The Government is under no obligation to order all or any portion of the estimated hours.  
The Government may order all or any portion of the estimated hours of this Line Item.  The 
Contractor is required to furnish services under Line Item 0003 in the quantities ordered and at 
the unit prices specified in the schedule.  The contractor shall provide the additional support 
ordered under line 0003 within 20 calendar days after receiving a properly prepared and signed 
contract modification. 
 
H-5.  Travel costs will be paid at the current Government Per Diem Rate in effect for the area of 
travel in accordance with the Joint Travel Regulations (JTR, Vol. II).  Per diem shall be 
reimbursed per person, per calendar day spent in travel status.  No per diem will be paid for travel 
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of less than twelve hours on any given day.  Transportation will be public conveyances and 
reimbursed on an actual cost basis. Travel by commercial plane is limited to tourist class. 
 
H-6. CENTRAL CONTRACTOR REGISTRATION 
 
The Defense Federal Acquisition Regulation Supplement (DFARS) Case 97-005 Final Rule 
requires contractor registration in the Department of Defense Central Contractor Registry (CCR) 
in order to be awarded any contract, purchase order, basic agreement, basic ordering agreement, 
or blanket purchase agreement issued after June 1, 1998. 
 
In an effort to streamline the acquisition process the Federal Government has established the 
CCR.  The CCR serves as a centralized repository consisting of pertinent procurement and 
financial information about firms qualified to do business with the Government. 
 
The Debt Collection Improvement Act of 1996 (DCIA) requires, with few exceptions, that 
payments to contractors be made by electronic funds transfer (EFT).  To ensure accurate and 
timely payments, CCR has provided Defense Finance and Accounting Service (DFAS), with 
automated access to vendor EFT data. 
 
There are many benefits to registering through CCR.  These include: 
 • One time registration with annual updates versus multiple registrations and repetitive 
data entry at multiple DOD sites. 
 • Greater visibility and access to DOD procurement agencies for both Electronic Data 
Interchange (EDI) and non-EDI capable firms. 

• Reduces errors and expedites payments using Electronic Funds Transfer (EFT). 
 
How to Register: 

1. Value Added Network (VAN): If you have arranged for EDI capability through a 
VAN that deals with the Government, then they can help you register for CCR. 

2. Internet Registration: Simply log on to the CCR website at: http://ccr.edi.disa.mil.  
Follow the instructions at this site. 

3. Registration Assistance Center:  Can provide you with paper forms.  Call 1-888-227-
2423 for the Center nearest you. 

 
 
H-7 GOVERNMENT FURNISHED PROPERTY ADMISTRATORS.  
 
The following U.S. Army Corps of Engineers employee is designated as the Government 
Furnished Property Administrator: 
 
  Lucy A. Harris  CENWO-HX-T  (402) 697-2433 
 
.   
 
 
 
 
 

 
END OF SECTION H 
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Section L 
INSTRUCTIONS, CONDITIONS AND NOTICES TO OFFERORS 

 
 

L-1. QUOTE SUMITTAL.  This is NOT a public bid opening.  For the work described herein, the 
quotes will be received until the date and time listed in (Block 8, Standard form 1449) at the place 
for receiving quotes in the office of the Commander: 

 
U.S. Army Corps of Engineers 
ATTN: Contracting Division, Lila Anson 
106 So. 15th St. 
Omaha, NE  68102 
 

L-2.  QUOTER’S QUESTIONS AND COMMENTS.  Questions and/or comments relative to this 
request for quote should be submitted in writing to the Omaha District Corps of Engineers.  It is 
suggested that comments reach this office no later than 15 calendar days prior to the date set for 
receiving quotes in order that changes, if needed, may be added by amendment. 

 
a. The address for submitting questions and comments via U.S. mail is: 

 
U.S. Army Corps of Engineers 
Attn: Contracting Division, Lila Anson 
106 So. 15th St.  
Omaha, NE  68102 

 
b. The address for submitting questions and comments via e-mail is: 

 
Lila.J.Anson@usace.army.mil 
 

c. The fax number for submitting questions and comments via facsimile is: 
      (402) 221-4199 

 
L-3. QUOTE CLARITY:  Quote clarity, organization, and cross-referencing are mandatory.  A 
quote that does not conform to the following mandatory requirements shall be considered non-
responsive and the quote returned to the offeror.  A quote shall be submitted in the format 
described in Paragraph L-4 below in an original plus four (4) copies.  The quote shall address all 
elements identified in Paragraphs L-5 and L-6 below.  The original and all copies will be tabbed 
and indexed to clearly identify each element.  Absolutely no material shall be incorporated by 
reference. 
 
L-4.  QUOTE FORMAT:  All quotes shall be submitted in two (2) volumes.  The Technical 
Quote shall be submitted as Volume I and shall address all elements described in Paragraph L-5 
below.  The Cost Quote shall be submitted as Volume II and shall address all elements described 
in Paragraph L-6.  Quote format and the number of copies to be submitted are shown on the 
following page.  The Government will evaluate price and the other factors listed in paragraphs L-
5 and L-6 to arrive at the overall best value to the government. 
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QUOTE FORMAT 
 
NUMBER OF 
COPIES 

VOLUME I – TECHNICAL QUOTE 
A. Experience/Past Performance 
B. Organization & Personnel 
C. Company Resources 
D. Management Plans & Procedures 

Original + 4 copies 

VOLUME II – COST QUOTE 
A. Standard Form 1449 (from Section A) 
B. Price Schedule of Services (Section B) 
C. Breakdown of Section B Pricing 
D. Variable Overhead Rate 
E. G&A Overhead Rate 
F. Audit & Financial Statements 
G.  Representations, Certifications, & Other   
Statements of Offerors (Section K) 

Original + 4 copies 

 
L-5. TECHNICAL QUOTE ELEMENTS 
 

a. Experience/Past Performance: 
 
      (1) Experience:  Provide an overview of company history and type of work the company 

specializes in (not to exceed 2 pages).  Provide a narrative description of company experience either 
private industry or Government for a maximum of five (5) contracts performed within the last ten 
(10) years similar to the work described in Section C, Statement of Work.  At a minimum, the 
narrative description should include the following: 
 

  (A) Title, contract number, and location of contract. 
  (B) Name and address of Government agency or private company contracted with. 
  (C) Level of participation: prime contractor, joint venture, or subcontractor. 
  (D) Description of work performed. 
  (E) Problems encountered and solutions arrived at. 
 
     (2) Past Performance: Provide a primary point of contact and alternate point of contact 

including job titles and phone numbers for each of the contracts listed.  Total submission for this 
section should not exceed 30 pages.  The government reserves the right to contact points of contact 
and use the resulting communications or any other feasible source in it’s overall evaluation of past 
performance.  References should be given advance notice of potential Government inquiry regarding 
the contractor’s past performance.  References should be available and willing to answer the 
Government’s questions.  Offerors with no past performance will receive a neutral rating. 

 
    (3) Quality of Work: Provide evidence of quality of work for the contracts described in 

Experiences /Past Performance.  Evidence of quality of work and may include, but is not limited to, 
the following: 
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   (A) Performance ratings or evaluations. 
  (B) Performance or achievement awards. 
  (C) Whether the contract was completed under the budgeted amount, within the 
budgeted amount, or over the budgeted amount. 
  (D) Whether the contract was completed ahead of schedule, on schedule, or behind 
schedule. 
  (E) Any other awards, citations of merit, etc. that indicate quality of work. 
 
  (4) Terminations:  Identify any and all Government contracts terminated for default or 
convenience of the Government in the last ten years.  Identify any and all private contracts terminated 
prior to contract completion in the last ten years.  Include a brief narrative of the service provided, 
Government agency or private company contracted with, point of contact with telephone number, 
type of termination and reason for termination. 
 
     b. Organization & Personnel: 
 
          (1) Cost Recovery Research Team (CCRT): List the names, disciplines and qualifications of 
personnel employed or to be employed to support this requirement (not to exceed 2 pages per 
person).  If positions are currently vacant, provide a staffing plan.  Describe the capacity to access 
additional personnel necessary to accomplish an unexpected increase in workload. 
 
          (2) Management Staff: List the names and resumes of the contractor management staff 
responsible for providing contract performance oversight (not to exceed two pages per person). 
  
          (3) Identify all current company commitments and demonstrate the company’s ability to 
assume the additional workload represented by this requirement and the priority that this requirement 
will carry in relation to current company commitments. 
 
          (4) Identify the company size, diversity, and include an organizational chart that details the 
company organizational structure.  This should include a discussion of the offeror’s ability to 
reallocate resources and staffing to the project as well as the geographic location of the management 
staff in relation to the CRRT. 
 
     c. Company Resources: 
 
          (1) Identify location, size and description of the proposed central records storage and 
maintenance facility.  Description of proposed central records storage and maintenance facility 
should include: 
 
     (A) Fire protection system 
     (B) Access and security 
     (C) Method of storage 
     (D) Location of facility in relation to CRRT, computer and reproduction equipment and 
Contracting Officer’s Representative. 
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          (2) Provide a description of peripheral computer equipment and other equipment to be utilized. 
 
          (3) Provide a description of reproduction equipment and capability to be utilized. 
     d. Management Plans & Procedures: 

          (1) Provide a standard office operating procedure (not to exceed 10 pages) that identifies how 
the offeror will accomplish priority and routine document retrieval, site file preparation, cost recovery 
assembly and quality assurance verification, re-submission of documentation, maintenance of 
inventory of missing documents, and site file maintenance and closeout. 
 
          (2) Provide a staffing plan that establishes how the offeror will maintain an experienced and 
qualified workforce during periods of work buildup and decline.  In addition, the staffing plan should 
demonstrate how vacancies will be filled and should provide assurances that vacancies will be filled 
within the time frames stated in the staffing plan. 
 
          (3) Provide a sample monthly summary contract performance report. 
 
L-6. COST QUOTE ELEMENTS 
 
     a.  Standard Form 1449 fully completed and signed by an authorized representative of the offeror. 
 
     b. “Price Schedule of Services” (Section B) completed for the base year and each option year. 
 
     c.  Provide a detailed breakdown of proposed price for Line Item 0001 and each discipline in Line 
Item 0003 as stated in Section B.  The detailed breakdown shall include prices proposed in the base 
year and each option year.  Detail the price breakdown in the format provided in Appendix E or in 
current company accounting standard format: 
  

(1) Variable Overhead Rate:  Identify the overhead rate associated with those overhead 
elements that will fluctuate based upon staffing.  Variable overhead items includes but is not limited 
to; company contributions to retirement plans, health and life insurance, paid leave, supplies, etc.  
Provide a complete company cost pool breakout with calculations that clearly indicate how the 
company overhead rate is established and how it is applied to direct costs. 
 

(2) General & Administrative (G&A) Rate: Identify the company G&A rate and provide a 
complete company cost pool breakout with calculations that clearly indicate how the company 
overhead rate is established and how it is applied to direct costs. 
 

(3) Audit and Financial Statements:  Provide a copy of the contractor’s most recent federal 
audit.  If no recent federal audit is available, provide copies of the contractor’s most recent private 
audit and most recent financial statements. 
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Section M 
EVALUATION FACTORS FOR AWARD 

 
 
52.217-5 EVALUATION OF OPTIONS (JULY 1990) 
 
Except when it is determined in accordance with FAR 17.206(b) not to be in the Government’s 
best interests, the Government will evaluate offers for award purposes by adding the total price 
for all options to the total price for the basic requirement.  Evaluations of options will not 
obligate the Government to exercise the option(s). 

(End of provision) 
. 
 
M-1.  QUOTE EVALUATION 
 
     a. Properly submitted quotes will be evaluated to determine the overall best value to the 
government price and other factors considered.  The Government intends to award a contract 
based on initial offers and without further discussions or a request for a best and final offer.  
However, if determined to be in its best interests, the Government reserves the right to hold 
discussions or request revised final offers. 
 
     b. The technical evaluation elements are Experience/Past Performance, Organization & 
Personnel, Company Resources, and Management Plans & Procedures.  Both the Technical 
Quote and Cost Quote will be evaluated subjectively to determine which quote provides the best 
overall value to the Government, price and other factors considered.  The Government reserves 
the right to award to othe r than the lowest priced offer. 
 
          d. The list below shows a breakdown of the technical evaluation criteria. 
 
            A. Experience/Past Performance 

1. Experience 
2. Past Performance 
3. Quality of Work 
4. Terminations 

 
            B. Organization & Personnel 

1. Cost Recovery Research Team 
2. Management Staff 
3. Company Commitment 
4. Company Size, Diversity, & Structure 

 
            C. Company Resources 

1. Facility 
2. Office and Computer Peripheral Equipment 
3. Reproduction Equipment 
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            D. Management Plans & Procedures 
1. SOP for Office 
2. Staffing Plan 
3. Sample Monthly Summary 

 
M-2. TECHNICAL EVALUATION 

(1) Experience/Past Performance:  Experience and past performance are equally important. 
 

               (A) Experience and References:  Firms demonstrating experience in similar work will 
receive a more favorable rating than firms demonstrating only experience in general accounting 
or cost accounting.  Similar work means providing a similar type of support to agencies or 
companies as the work described in Section C, Statement of Work.  This includes knowledge of 
the rules of evidence, protection of original documents, use of Optical Disk Imaging systems, 
problems with altered or enhanced documents, redacting requirements, and reconciling 
documents to financial reports.  Number of years of experience and complexity of work will also 
be considered.  Among other things, the government may ask references to confirm the 
description of work for the contract, to evaluate the contractor’s performance, and whether or not 
they would recommend the contractor to the Government.   
 
               (B) Past Performance:  The government will more highly value independent 
documentation that demonstrates excellent customer satisfaction.  Completion schedules and 
resolution of problems are equally important, but are less important than the factor listed above.  
The government will evaluate budget overruns and/or cost savings.  The government reserves the 
right to access internal and external sources to assess past performance. 
 
               (C) Terminations:  The government will evaluate the proposal based on the number and 
type of contract terminations prior to contract completion.  No fault terminations will not impact 
the evaluation but terminations for fault will.  (For example, a Government contract terminated 
for convenience will not be evaluated the same as a Government contract terminated for default.)  
The government reserves the right to access internal and external sources, Government 
publications and reference materials to determine if terminations have occurred and, if 
applicable, the type and reason for the termination. 
 
               (D) Neutral Score:  In accordance with FAR 15.305, an offeror without relevant past 
performance will not be evaluated either favorable or unfavorably on past performance.   
 
          (2) Organization and Personnel 
 
               (A) Cost Recovery Research Team (CRRT): CRRT staff qualifications and the 
offeror’s ability to staff are equally important.  The Government will evaluate the proposal based 
on meeting the position qualifications stated in Section C, paragraph C-10.  The Government will 
look favorably on employees who exceed the qualifications in Section C, Paragraph C-10.   
Staffing methods that use multiple manpower sources, such as re-assignment of employees 
within the organization or use of temp agencies or employment agencies are more favorable than 
less dependable staffing methods such as newspaper advertising or unemployment agencies.  
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               (B) Management Staff:  Management staff experience is more important than formal 
education.  Firms who demonstrate a management staff with at least 5 years of general 
management experience will be looked upon more favorably than those with less than 5 years.  
Firms with a management staff that has additional experience in work similar to that stated in 
Section C. Statement of Work will also receive a higher rating.   When the Government evaluates 
formal education, favorable consideration will be given to management staff personnel with 4-
year degrees and those with post-graduate degrees (e.g. MBA). 
 
               (C) Company Commitment:  Project priority and ability to assume additional workload 
are equally important.  The Government will evaluate the portion of organization workload this 
project represents to the offeror.  Emphasis will be placed on the offeror’s ability to identify and 
acquire resources for additional work. 
 
               (D) Company Size, Diversity, and Structure: The offeror’s ability to reallocate 
resources and staffing to the project is the most important factor followed by location of 
management staff and management staff functions, which are equally important to each other.  
The Government will look more favorably upon a management staff located in the same 
commuting area as the CRRT.  A firm will also receive an unfavorable evaluation when the 
management staff personnel also function as a member of the CRRT. 
 
          (3) Company Resources 
 
               (A) Facility:  Location of the facility in relation to the Contracting Officer’s 
Representative is the most important factor.  Additional consideration will be given based upon 
the type of fire protection system, access and security as well as the storage methods used.  Easy 
access and retrieval are preferable. 
 
               (B) Office and Peripheral Computer Equipment:  All equipment must conform to the 
specification in Section C.  Equipment proposals that exceed or enhance the requirements in 
Section C will be looked more favorably, including backup equipment provisions to avoid 
downtown. 
 
               (C) Reproduction Equipment:  Copier speed is the most important factor and is 
followed by multi-copy function, reduction function, and availability of backup equipment, 
which are all of equal importance. 
 
          (4) Management Plans and Procedures 
 
                (A) Standard Operating Procedures (SOP) for Office:  The Government will evaluate 
these items of the SOP with equal importance: Comprehensiveness, control/protection of 
records, quality assurance, confidentiality measures, use of automation, proper prioritization of 
work in scheduling process, problem resolution, training plan, method of determining project 
status and completion, and method for evaluating time utilization and/or workload analysis. 
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               (B) Staff Plan:  The ability to add/delete staff on short notice and how the staffing plan 
compensates for vacancies to ensure progress of work is equally important.  A less important 
factor that will also be evaluated is the offeror’s plan for filling vacancies in a timely manner. 
 
               (C) Sample Monthly Summary:  The most important factor is whether the sample 
monthly summary meets the requirements stated in Section C, paragraph C-4.  The Government 
will also evaluate whether the monthly summary reflects the relationship between project 
execution and hours billed and whether or not vacation and/or absences are identified. 
 
     b. COST EVALUATION:  The Cost Quote will be subjectively evaluated to determine the 
best overall value to the Government, price and other factors considered.  All elements of the 
Cost Quote should be complete and accurate as of the date of the quote. 
 
 
 
 

END OF SECTION M 
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Appendix A 
Corps Offices and Locations  

 
USACE Finance Center   5722 Integrity Drive  Millington, TN 
Waterways Experiment Station 3909 Halls Ferry Road Vicksburg, MS 
Memphis District   167 North Main St.  Memphis, TN 
New Orleans District   Foot of Prytania  New Orleans, LA 
St. Louis District   1222 Spruce Street  St. Louis, MO 
Vicksburg District   2101 North Frontage Rd  Vicksburg, MS 
Baltimore District   10 South Howard St  Baltimore, MD 
New England District   696 Virginia Road  Concord, MA   
New York District   26 Federal Plaza  New York, NY 
Norfolk District   803 Front Street  Norfolk, VA 
Philadelphia District   100 Penn Square East  Philadelphia, PA 
Buffalo District   1776 Niagara St.  Buffalo, NY 
Chicago District   111 N. Canal St.  Chicago, IL 
Detroit District   477 Michigan Ave   Detroit, MI 
Rock Island District   Clock Tower Bldg.   Rock Island, IL 
St. Paul District   190 Fifth Street East  St. Paul, MN 
Ohio River Regional Ofc   550 Main St   Cincinnati, OH 
Huntington District   502 Eighth Street  Huntington, WV 
Louisville District   600 Dr. Martin L. King Pl Louisville, KY 
Nashville District   110 9th Avenue South  Nashville, TN 
Pittsburgh District   1000 Liberty Ave   Pittsburgh, PA 
Kansas City District   601 E. 12th St   Kansas City, MO 
Omaha District   106 So. 15th St.  Omaha, NE 
Portland District   333 SW First Ave   Portland, Or 
Seattle District   4735 East Marginal Way S. Seattle, WA 
Walla Walla District   201 North 3rd Ave  Walla Walla, Wa 
Charleston District   69A Hagood Ave  Charleston, SC 
Jacksonville District   400 W. Bay St   Jacksonville, FL  
Mobile District   109 St. Joseph St.  Mobile, AL 
Savannah District   100 West Oglethorpe Ave Savannah, GA 
Wilmington District   69 Darlington Ave   Wilmington, NC 
Los Angeles District   911 Wilshire Blvd   Los Angeles, CA 
Sacramento District   1325 J Street   Sacramento, CA 
San Francisco District   333 Market ST  San Francisco, CA 
Albuquerque District   4101 Jefferson Plaza, NE Albuquerque, NM 
Ft. Worth District   819 Taylor St   Ft. Worth, TX 
Galveston Distric t   2000 Fort Point Rd   Galveston, TX 
Little Rock District   700 West Capitol  Little Rock, AR 
Tulsa District    1645 S. 101 East Ave   Tulsa, OK 
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Appendix B 
CEFMS Conversion and 

Transfer to Finance Center 
 

 Deployment Transfer to 
DISTRICT Date Finance Center 

   
Huntsville Nov-93 Nov-96 
Memphis May-97 May-98 
New Orleans May-97 Jun-98 
St. Louis May-97 May-98 
Vicksburg May-97 May-98 
Rock Island Apr-97 Feb-98 
St. Paul Apr-97 Feb-98 
Baltimore Feb-98 Mar-99 
New York Feb-98 Feb-99 
Norfolk Feb-98 Apr-99 
Philadelphia Feb-98 Apr-99 
New England Feb-98 Feb-99 
Portland Nov-97 Jul-98 
Seattle Nov-97 Jul-98 
Walla Walla Nov-97 Jul-98 
Kansas City Nov-96 Nov-97 
Omaha District Nov-96 Nov-97 
Huntington Feb-97 Mar-98 
Louisville Feb-97 Mar-98 
Nashville Feb-97 Mar-98 
Pittsburgh Feb-97 Mar-98 
Buffalo Apr-97 Jan-98 
Chicago Apr-97 Jan-98 
Detroit Apr-97 Feb-98 
Charleston May-96 Jul-97 
Jacksonville May-96 Jun-97 
Mobile May-96 Jun-97 
Savannah May-96 Jul-97 
Wilmington May-96 Jul-97 
Los Angeles Jan-98 Jan-99 
Sacramento Jan-98 Nov-98 
San Francisco Jan-98 Nov-98 
Albuquerque Mar-96 Mar-97 
Ft. Worth Apr-95 Mar-97 
Galveston Mar-96 Mar-97 
Little Rock Mar-96 Apr-97 
Tulsa Mar-96 Apr-97 
WES Jun-94 Jan-97 
 



Appendix C
Sample

Monthly Status Report
Projects in Progress

Documented Number Employee
District IAG/MIPR Project Thru Date of Hours Category
Baltimore DW9693864 A.I.W. Frank/Mid County May-00 25.00 Clerk
Philadelphia DW96941744 Ciba Geigy Corp Aug-01 10.00 Clerk
Etc.

Projects QA'd
Missing Doc Number Employee

District IAG/MIPR Project List Sent of Hours Category
Chicago W58XQG72127432 Chicago-Metro MP 03-Jun-03 3.00 Oper
ERDC W16ROE10743424 Glen Ridge 05-Jun-03 2.00 Oper
New York DW96934140 Glen Ridge 03-Jun-03 12.00 Oper
Etc.

Cost Recoveries
Complete Number Employee

District IAG/MIPR Project In Progress of Hours Category
Alaska DW96957274 Ketchikan Pulp Complete 23.00 Oper
ERDC W68MD980866848 Ketchikan Pulp Complete 3.00 Oper
Charleston DW96934533 Koppers Co In Progress 12.00 Supv
Etc.

Documents Inserted
Number Employee

Suspense Number Date of Hours Category
03-0233 6/10/2003 0.25 Oper
03-0234 6/10/2003 0.75 Oper
03-0236 6/10/2003 1.00 Oper
Etc.

Other (See attached) 36.00

Total Hours 128.00
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Sample
Monthly Status Report

Page 2
Other Number Employee 
Activities of Hours Category

Meetings 1.50 Supv
3.00 Oper
1.50 Clerk

Training 24.00 Oper

Leave 8.00 Clerk
40.00 Oper

Misc 2.00 Clerk
35.00 Supv

Meetings: Staff meeting to go over problems discovered during the QA of completed projects.

Training: COR provided training to the Operating Accountants on changes to CEFMS access
procedures and menu changes.

Misc:  Accounting Clerk was directed to shred duplicate travel vouchers received from Buffalo.
Supervisory accountant researched discrepancies in the project status report at the direction of 
the COR.

Summary of Staff Hours
Vacancies

Position Avail hrs Hrs Wkd Leave Holidays Unauth Lv
Clerk 184.00 180.00 4.00 0.00 0.00
2 Oper 368.00 344.00 24.00 0.00 0.00
Supv 184.00 184.00 0.00 0.00 0.00

736.00 708.00 28.00 0.00 0.00

Append. C-2
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Appendix D 
SPECIAL INSTRUCTIONS 

COST RECOVERY 
COEMIS DOCUMENTATION PACKAGE 

 
HIGHLIGHTING – DOJ must be able to make additional copies of the documents.  Test 
the highlighter before marking documents.  If the highlighted document cannot be copied 
without the highlight showing – DO NOT HIGHLIGHT.  A suggested highlighter that 
has worked is the “Faber-Castell-Textliner 48,” in florescent yellow. 
 
REDACTING - Employee home addresses, phone numbers, social security numbers, 
credit card numbers and driver’s license numbers, must be rendered unreadable on all 
travel records submitted to EPA or DOJ.  On labor documents and transaction listings, 
redact all but the last four digits of the social security number.  
 
LABOR DOCUMENTS – Labor documents are to be sorted in the order they appear on 
the RAT listing.  If a document creates two transactions (such as for Regular and 
Overtime hours), two copies of the document are to be included in the submitted package.  
The applicable item on the document is to be highlighted with florescent yellow.  The 
supervisor certification page is to be attached (stapled) BEHIND the labor document. 
 
TRAVEL – Travel documents are to be arranged and stapled together in the following 
order: 

ENG 4480 
 Request for Reimbursement (DD 1351-2) 
 Miscellaneous Receipts 
 Travel Advance Form (if applicable) 
 Travel Order (DD 1610) 

Travel Computation Page (if ITAS program used) 
 Disbursement Document (SF 1166) 
 
CONTRACT – The contract payment record should be arranged as follows: 
  
 ENG 4480  
 ENG 93 
 Disbursement Document  (SF 1166) 
 
In a situation where multiple ENG 4480 documents from different months are combined 
in one payment, a copy of the invoice and disbursement voucher will be attached to each 
ENG 4480.   
 
MISCELLANEOUS PAYMENTS – There are four key elements to a payment; 
disbursement vouchers, invoice, receiving report, and purchase order or contract.  For 
documentation purposes the ENG 4480 is also a valuable document since it links the 
transaction to the payment document.  Often the ENG 4480 will double as a receiving 
report (the receiving report data and signature will appear in the Description block).  The 
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receiving official also has the option to use a copy of the Purchase Order as a receiving 
report (Block 26).  The document should be in the following order: ENG 4480, purchase 
order, receiving report, invoice and disbursement voucher.  BE SURE THE INVOICE IS 
INCLUDED – if the invoice is multiple pages long, only the applicable pages and the 
total page is needed. 
 
IN-HOUSE CHARGES  - A variety of forms are used to procure in-house services.  
Documentation consists of a copy of the in-house service request and associated billing. 
The documentation provided must clearly identify the services requested, the cost 
incurred and the relationship of the cost to the project. 
 
MISSING DOCUMENTS  – Missing documents should be flagged on the Register of 
Accepted Transactions.  Using a pencil, place an “M” at the end of the transaction to 
indicate that the document is missing.  All missing documents are to be put into the 
missing document database.   If only a part of the document is missing such as the hotel 
receipt, receiving report, DOV, etc., the missing element(s) should be referenced in the 
memo field of the missing document database. 
 
Prepare submissions by IAG and/or MIPR for each site.  Documentation is accumulated 
for each month in which cost is incurred, (even if a bill was not issued or the project is 
carrying a credit balance).  A tape is run of all costs reported on the register of accepted 
transactions and attached to it.  The transaction listing is attached behind the bill 
document (if one was generated).  For each line of cost data on the RAT, supporting 
documentation should be attached in the order they appear on the RAT.  Under no 
circumstances are original documents to be removed from the custody of the local 
Finance and Accounting Officer. 
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SPECIAL INSTRUCTIONS 
COST RECOVERY 

CEFMS DOCUMENTATION PACKAGE 
 

HIGHLIGHTING – DOJ must be able to make additional copies of the documents.  Test 
the highlighter before marking documents.  If the highlighted document cannot be copied 
without the highlight showing – DO NOT HIGHLIGHT.  A suggested highlighter that 
has worked is the “Faber-Castell-Textliner 48,” in florescent yellow. 
 
REDACTING - Employee home addresses, phone numbers, social security numbers, 
credit card numbers, and driver’s license numbers must be rendered unreadable on all 
travel records submitted to EPA or DOJ.  
 
DOCUMENT ORDER – The top document will be the bill document followed by the 
monthly transaction listing.  The cost documents will be attached in the order they appear 
on the transaction listing.   Due to the difference between billing dates and the transaction 
report dates, a bill may incorporate a portion of the next or previous month’s transaction 
listing.  In those cases, the applicable transactions will be highlighted.  An adding 
machine tape will then be run to demonstrate that the billing and transaction listings are 
in balance. 
 
LABOR DOCUMENTS – Labor documents will be sorted in the order they appear on the 
transaction listing.  If a document is associated with more than one transaction, a copy of 
the document will be provided for each entry on the transaction listing. 
  
TRAVEL – Travel documents are to be arranged and stapled together in the following 
order: 
 
 CEFMS Accounts Payable View Screen 

Request for Reimbursement (DD 1351-2) 
Miscellaneous Receipts 

 Travel Order (DD 1610) 
 CEFMS Check Register View Screen 
 
AIRLINE TICKET PAYMENTS – The payment package is to be arranged in the 
following order: 
 
 CEFMS Accounts Payable View Screen 
 Receiving Report 
 Invoice 
 Travel Order 
 CEFMS Check Register View Screen 
 
CONTRACT – The contract payment record should be arranged as follows: 
  
 CEFMS Accounts Payable View Screen 
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 CEFMS Check Register View Screen 
 
ACCRUALS – Provide a copy of the CEFMS Accounts Payable View Screen and the 
following statement added to the bottom of the form: “Accrual canceled on <date>”. 
 
MISCELLANEOUS PAYMENTS – There are four key elements to a payment; 
disbursement vouchers, invoice, receiving report, and purchase order or contract.  For 
documentation purposes the Accounts Payable View Screen is also a valuable document 
since it links the transaction to the payment document. The document should be in the 
following order:  
 

CEFMS Accounts Payable View Screen 
Receiving report 
Invoice 
CEFMS Check Issue View Screen.  

 
IN-HOUSE CHARGES – The documentation for in-house services consist of a copy of 
the CEFMS facility transaction and a copy of the associated Purchase Request (PR&C). 
 
MISSING DOCUMENTS – Incomplete documents will be tagged.  Commercial 
vouchers with missing invoices will be tagged with a green tab.  Travel vouchers that are 
missing some or all of the traveler receipts will be tagged with a yellow tab.  Cost transfer 
vouchers that are missing the justification receive a pink tab.  In a situation where the 
transaction listing cannot be balanced to the bill document or a problem exists with a 
particular voucher that cannot be resolved before submission, the voucher or bill will be 
given a red tag.  All missing documents must be entered into the missing document 
database. 
  
Prepare submissions by agreement and/or MIPR for each site.  The Bill documents 
control the records submitted.  Documentation is accumulated for each bill issued 
regardless of whether it covers one or multiple months.  The documents supporting the 
billed cost will be attached in the order they appear on the transaction listing.   Included 
in the package submitted to the COR is a database file of all the missing/incomplete 
documents. 
 



APPENDIX E
EXAMPLE PRICING BREAKDOWN FORMAT

CLIN 0001 - Base Year

Category Tot Wk Hrs Hrly Rate Amount Rates
Supervisory Accountant $0.00 $0
Operating Accountant (1) $0.00 $0
Operating Accountant (2) $0.00 $0
Operating Accountant (3) $0.00 $0

Sub-Total Labor $0

Variable Overhead Amount
Vacation $0
Holidays $0
Sick Leave $0
Supplies $0
Equipment $0
FICA/Medicare $0
Etc. $0

Sub-Total  Variable Overhead $0 0.00%

Genral & Administrative Overhead Amount
Facility Lease $0
Leasehold Improvements $0
Alarm System $0
Custodial Service $0
Etc. $0

Sub-Total G&A Overhead $0 0.00%

Total Cost $0

Profit $0 0.00%

Total Price CLIN 0001 - Base Year $0

Note: Use the same detail for each discipline listed in Line Item 0003.
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