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CFOPD-18-C-017 Temporary Support Services

B.1

B.2

B.3

B.4

B4.1

B4.2

SECTION B
PRICE SCHEDULE
GENERAL INFORMATION

The District of Columbia Office of the Chief Financial Officer, Office of Contracts
(“District”), on behalf of the Office of Tax and Revenue (“OTR”), Returns Processing
Administration (“RPA”) has a requirement for temporary support services to augment
OTR'’s permanent staff to maintain an efficient operation to best serve District residents.

CONTRACT TYPE
The District awards a Requirements Task Order Contract based on Firm Fixed unit prices.

DESIGNATION OF SOLICITATION FOR THE DISTRICT OF COLUMBIA
SUPPLY SCHEDULE

This contract is designated only for certified small business enterprise (SBE) offerors on
the District of Columbia Supply Schedule (DCSS) under the provisions of the “Small,
Local, and Disadvantaged Business Enterprise Development and Assistance Act of 20057,
effective October 20, 2005 (D.C. Law 16-33; D.C. Official Code § 2-218.01 et seq.) as
amended and 27 DCMR § 2100 and 2104.

PRICING SCHEDULE

The District will purchase its requirements of the services included herein from the
Contractor. The estimated quantities stated in the Pricing Schedule reflect the best
estimates available. The estimate shall not be construed as a representation that the
estimated quantity will be required or that conditions affecting requirements will be
stable. The estimated quantities shall not be construed to limit the quantities which may
be required from the Contractor by the District or to relieve the Contractor of its
obligation to fill all such requirements.

The stated fixed unit price for each Contract Line Item Number (CLIN) shall be inclusive
of all the Contractor’s direct cost, indirect cost, and profit including material, and
delivery. The price shall include all cost associated with the services described in and
required by the Contract.
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CFOPD-18-C-017

B.S PRICING

B.5S.1 BASE YEAR

Temporary Support Services

CLIN ITEM DESCRIPTION UNIT | FIRM FIXED | ESTIMATED | TOTAL NOT
UNIT PRICE QUANTITY | TO EXCEED
General Clerk II, Data
001 | Perfection Branch/Code Hourly $26.64 8,320 $221.644.80
and Edit Unit
BASE YEAR TOTAL PRICE $221,644.80
B.5.2 OPTION YEAR ONE
CLIN ITEM DESCRIPTION UNIT | FIRM FIXED | ESTIMATED | TOTAL NOT
UNIT PRICE QUANTITY | TO EXCEED
General Clerk II, Data
101 | Perfection Branch/Code Hourly $ 27.04 8,320 $224.972.80
and Edit Unit
OPTION YEAR ONE TOTAL PRICE $224.,972.80
B.5.3 OPTION YEAR TWO
CLIN ITEM DESCRIPTION UNIT | FIRM FIXED | ESTIMATED | TOTAL NOT
UNIT PRICE QUANTITY | TO EXCEED
General Clerk II, Data
201 | Perfection Branch/Code Hourly $ 27.45 8,320 $228.384.00
and Edit Unit

OPTION YEAR TWO TOTAL PRICE

$228.384.00
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B.5.4 OPTION YEAR THREE

Temporary Support Services

CLIN ITEM DESCRIPTION UNIT | FIRM FIXED | ESTIMATED | TOTAL NOT
UNIT PRICE QUANTITY | TO EXCEED
General Clerk II, Data
301 Perfection Branch/Code Hourly $27.86_ 8,320 $231,795.20
and Edit Unit
OPTION YEAR THREE TOTAL PRICE $231,795.20
B.5.5 OPTION YEAR FOUR
CLIN ITEM DESCRIPTION UNIT | FIRM FIXED | ESTIMATED | TOTAL NOT
UNIT PRICE QUANTITY | TO EXCEED
General Clerk II, Data
401 | Perfection Branch/Code Hourly $28.28 8,320 $235.289.60

and Edit Unit

OPTION YEAR FOUR TOTAL PRICE

$235.289.60

Page 4 of 30




CFOPD-18-C-017 Temporary Support Services

B.5.6 Summary

| Period of Performance Totals
B.5.1 Base Year $ 221.,644.80
B.5.2 Option Year One $ 224972.80
B.5.3 Option Year Two $ 228.384.00
B.5.4 Option Year Three $ 231,795.20
B.5.5 Option Year Four $ 235.289.60
B.5.6.1 Grand Total $ 1,142,086.40
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CFOPD-18-C-017 Temporary Support Services

C.1.

C.2.

C.2.1

C22

C3

C3.1

SECTION C
STATEMENT OF WORK
SCOPE

The District of Columbia Office of the Chief Financial Officer, Office of Contracts
(District), on behalf of the Office of Tax and Revenue (OTR), Returns Processing
Administration (RPA) has a requirement for temporary support services to augment
OTR’s permanent staff to maintain an efficient operation to best serve District residents.

BACKGROUND

Within the Office of Tax and Revenue (OTR), under the Chief Financial Officer (OCFO)
for the Government of the District of Columbia (District) is the Returns Processing
Administration (RPA). The RPA is responsible for receiving tax returns, payments,
depositing remittances, crediting taxpayer accounts, capturing necessary data from the tax
returns to validate and compute tax, and submitting correct data to the Modernized
Integrated Tax System (MITS).

RPA has a requirement to augment its permanent staff by having a Contractor provide
temporary staff during times as deemed necessary by the District. RPA’s temporary
staffing needs are to address high-volume periods, or as necessary, year-round to maintain
an efficient operation to best serve the taxpaying public.

REQUIREMENTS

The Contractor shall provide personnel for temporary support services as defined in this
Section:

a) The Contractor shall sign a Confidentiality and Non-Disclosure Agreement
(Attachment J.3) and provide the signed affidavit to the District;

b) The Contractor’s Temporary Services employees shall sign a Confidentiality and
Non-Disclosure Certification once selected to perform the duties as described in
Section C.3 Requirements;

c) The Contractor shall certify that all applicants meet the requirement as defined in
Sections C.3.3 Requirements;

d) The Contractor shall provide next day replacement personnel as deemed
necessary by RPA management.; and

e) The Contractor shall provide evidence of background clearance to the District
prior to placement of temporary staff at OTR, RPA.
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CFOPD-18-C-017 Temporary Support Services

C.3.2 The Contractor’s provided personnel shall at a minimum, be able to perform the following
tasks and responsibilities:

1.

10.

11.

Support functions pertaining to the processing of all tax returns, tax documents,
information files and correspondence routed in or out of the OTR;

Open and examine contents of business and individual income tax returns and related
mail, attach all tax returns to related documents and/or payments and determine the
proper designation for response or further processing;

Assist in the handling of all incoming mail that is sorted and prepared for placement

into a variety of designated categories:

(a) Route returns by assigning the appropriate routing code and attaching a routing
and control form,;

(b) Determine mail type and prepare documents for scanning; and

(c) Count and batch returns and correspondence.

Perform data entry as it relates to production reports, returned mail, or other reports
that are used within the Receipt and Control Branch;

Assist the Records Management Unit with the preparation of files to be sent to the
Federal Records Center;

Assist the Records Management Unit with filing returns/batches and pulling
returns/documents based on requests;

Assist, as needed, in preparing returns/documents that will be processed through the
Scanning Unit;

Examine and verify that the proper forms, returns, and attachments are present and
completed. If necessary, print and mail pre-written correspondence to taxpayer;

Examine and verify the accuracy of tax returns (including forms and attachments) by
utilizing a comprehensive knowledge of applicable internal procedures and formal tax

regulations;

Assist the Data Management Unit in preparing or receiving work going to or coming
from the lock box contractor; and

Use computer programs to verify accuracy of returns and make corrections as
necessary to individual and business tax returns that contain errors.
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CFOPD-18-C-017 Temporary Support Services

C.3.3 General Clerk 11, Data Perfection Branch/Code and Edit Unit

1. The Contractor shall provide the following quantity of personnel for the contract term:

JANUARY | FEBRUARY | MARCH | APRIL | MAY | JUNE | JULY | AUGUST | SEPTEMBER

4 6 6 6 6 6 6 6 6

2. Knowledge, Skills and Abilities

In addition to the tasks and responsibilities in Section C.3.2, the Contractor’s personnel
shall have the following knowledge, skills and abilities:

a. High school diploma or equivalent with at least 1 year of experience in the field
or in a related area.

b. Ability to follow instructions and guidelines to perform the functions of the job
and pay close attention to details.

c. Ability to perform basic keyboard/word processing and applications Microsoft
Outlook and Microsoft Suites.

C.3.4 Work Guidelines for Temporary Employment Staff

a) The Contractor shall provide the required quantity of personnel to perform
temporary support services for a tour of duty of 7:00 AM and 6:30 PM, Monday
through Friday excluding holidays and days appointed by the Mayor. The
personnel shall report to the Office of Tax and Revenue, Returns Processing
Administration 1101 4™ Street, SW, 2" Floor Washington, DC 20024.

b) The District reserves the right to adjust the tour of duty, within the hours outlined
above, based on the needs of the RPA. The District will not require the
Contractor’s personnel, to work a tour of duty exceeding eight (8) hours.

c¢) The Contractor’s personnel shall be entitled to a thirty (30) minute unpaid lunch
break and two (2) fifteen (15) minute unpaid breaks. The fifteen (15) minute
breaks shall be taken one (1) in the morning and (1) in the afternoon.

d) The Contractor will be compensated for actual hours worked and mandatory
training sessions by the Contractor’s personnel which does not include morning,
lunch and afternoon breaks.

e) The District may offer work on Saturday, but will not be required.

f)  The Contractor shall ensure that all Contractor personnel providing temporary
services attend all mandatory training sessions directed by the OCFO.

g)  The Contractor shall ensure that all Contractor personnel providing temporary
services maintain professional behavior and adhere to the OCFO Code of
Conduct, revised 2014 (Attachment J.4) and OCFO Dress Code Personnel
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CFOPD-18-C-017 Temporary Support Services

Policies and Procedure Manuel, Chapter VI Office Protocol Section 601 Dress
Code (Attachment J.5) and which shall be provided to the Contractor upon
contract award.
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CFOPD-18-C-017 Temporary Support Services

D.1

D.2

SECTION D
PACKAGING AND MARKING
PACKAGING

All reports and deliverables that are in “hard copy” and physically transported through the
U.S. mail or private courier services are to be securely packaged using the Contractor’s
best practices.

MARKING

Unless otherwise specified herein, all reports and deliverables delivered under this contract
must be plainly marked, stating the Contractor’s name, contract number and addressed to
the recipient, including the name of the office or floor, and the recipient’s office telephone
number as noted in the contract.
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SECTION E

INSPECTION, ACCEPTANCE AND WARRANTY OF SERVICES

E.1 INSPECTION

E.1.1 All supplies and services provided by the Contractor under this contract shall be subject to
inspection by the Contracting Officer’s Technical Representative (“COTR”) identified in
Section G.1 (b).

E.1.2 Inspection of Supplies

(a)
(b)

(c)

(d)

(e)

Definition. “Supplies,” as used in this clause, includes, but is not limited to raw
materials, components, intermediate assemblies, end products, and lots of supplies.
The Contractor shall be responsible for the materials or supplies covered by this
contract until they are delivered at the designated point, but the Contractor shall
bear all risk on rejected materials or supplies after notification of rejection. Upon
the Contractor’s failure to cure within ten (10) days after date of notification, the
District may return the rejected materials or supplies to the Contractor at the
Contractor’ s risk and expense.
The Contractor shall provide and maintain an inspection system acceptable to the
District covering supplies under this contract and shall tender to the District for
acceptance only supplies that have been inspected in accordance with the inspection
system and have been found by the Contractor to be in conformity with contract
requirements. As part of the system, the Contractor shall prepare records evidencing
all inspections made under the system and the outcome. These records shall be kept
complete and made available to the District during contract performance and for as
long afterwards as the contract requires. The District may perform reviews and
evaluations as reasonably necessary to ascertain compliance with this paragraph.
These reviews and evaluations shall be conducted in a manner that will not unduly
delay the contract work. The right of review, whether exercised or not, does not
relieve the Contractor of the obligations under this contract.
The District has the right to inspect and test all supplies called for by the contract,
to the extent practicable, at all places and times, including the period of
manufacture, and in any event before acceptance. The District will perform
inspections and tests in a manner that will not unduly delay the work. The District
assumes no contractual obligation to perform any inspection and test for the benefit
of the Contractor unless specifically set forth elsewhere in the contract.
If the District performs inspection or test on the premises of the Contractor or
subcontractor, the Contractor shall furnish, and shall require subcontractors to
furnish, without additional charge, all reasonable facilities and assistance for the
safe and convenient performance of these duties. Except as otherwise provided in
the contract, the District will bear the expense of District inspections or tests made
at other than Contractor’ s or subcontractor’ s premises; provided, that in case of
rejection, the District will not be liable for any reduction in the value of inspection
or test samples.

(1) When supplies are not ready at the time specified by the Contractor for
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CFOPD-18-C-017 Temporary Support Services

()

(2

(h)

)

V)

()

M

(m)

inspection or test, the Contracting Officer may charge to the Contractor the
additional cost of inspection or test.
(2) Contracting Officer may also charge the Contractor for any additional cost

of inspection or test when prior rejection makes re-inspection or retest.
The District has the right either to reject or to require correction of nonconforming
supplies. Supplies are nonconforming when they are defective in material or
workmanship or otherwise not in conformity with contract requirements. The
District may reject nonconforming supplies with or without disposition instructions.
The Contractor shall remove supplies rejected or required to be corrected. However,
the Contracting Officer may require or permit correction in place, promptly after
notice, by and at the expense of the Contractor. The Contractor shall not tender for
acceptance corrected or rejected supplies without disclosing the former rejection or
requirement for correction, and when required, shall disclose the corrective action
taken.
If the Contractor fails to remove, replace, or correct rejected supplies that are
required to be replaced or corrected within ten (10) days, the District may either (1)
by contract or otherwise, remove, replace or correct the supplies and charge the
cost to the Contractor or (2) terminate the contract for default. Unless the Contractor
corrects or replaces the supplies within the delivery schedule, the Contracting
Officer may require their delivery and make an equitable price reduction. Failure
to agree to a price reduction shall be a dispute.
If this contract provides for the performance of District quality assurance at source,
and if requested by the District, the Contractor shall furnish advance notification
of the time (i) when Contractor inspection or tests will be performed in accordance
with the terms and conditions of the contract, and (ii) when the supplies will be
ready for District inspection.
The District request shall specify the period and method of the advance notification
and the District representative to whom it shall be furnished. Requests shall not
require more than 2 business days of advance notification if the District
representative is in residence in the Contractor’ s plant, nor more than 7 business
days in other instances.
The District will accept or reject supplies as promptly as practicable after delivery,
unless otherwise provided in the contract. District failure to inspect and accept or
reject the supplies shall not relieve the Contractor from responsibility, nor impose
liability upon the District, for non-conforming supplies.
Inspections and tests by the District do not relieve the Contractor of responsibility
for defects or other failures to meet contract requirements discovered before
acceptance. Acceptance shall be conclusive, except for latent defects, fraud, gross
mistakes amounting to fraud, or as otherwise provided in the contract.
If acceptance is not conclusive for any of the reasons in subparagraph (I) hereof,
the District, in addition to any other rights and remedies provided by law, or under
provisions of this contract, shall have the right to require the Contractor (1) at no
increase in contract price, to correct or replace the defective or nonconforming
supplies at the original point  of delivery or at the Contractor’ s plant at the
Contracting Officer’s election, and in accordance with a reasonable delivery
schedule as may be agreed upon between the Contractor and the Contracting
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Officer; provided, that the Contracting Officer may require a reduction in contract
price if the Contractor fails to meet such delivery schedule, or (2) within a
reasonable time after receipt by the Contractor of notice of defects or
noncompliance, to repay such portion of the contract as is equitable under the
circumstances if the Contracting Officer elects not to require correction or
replacement. When supplies are returned to the Contractor, the Contractor shall
bear the transportation cost from the original point of delivery to the Contractor’ s
plant and return to the original point when that point is not the Contractor’ s plant.
If the Contractor fails to perform or act as required in (1) or (2) above and does not
cure such failure within a period of 10 days (or such longer period as the
Contracting Officer may authorize in writing) after receipt of notice from the
Contracting Officer specifying such failure, the District will have the right to return
the rejected materials at Contractor’ s risk and expense or contract or otherwise to
replace or correct such supplies and charge to the Contractor the cost occasioned
the District thereby.

E.1.3 Inspection of Services

(a)
(b)

(c)

(d)

(e)

Definition. “Services” as used in this clause includes services performed,
workmanship, and material furnished or utilized in the performance of services.
The Contractor shall provide and maintain an inspection system acceptable to the
District covering the services under this contract. Complete records of all inspection
work performed by the Contractor shall be maintained and made available to the
District during contract performance and for as long afterwards as the contract
requires.

The District has the right to inspect and test all services called for by the contract,
to the extent practicable at all times and places during the term of the contract. The
District will perform inspections and tests in a manner that will not unduly delay
the work.

If the District performs inspections or tests on the premises of the Contractor or
subcontractor, the Contractor shall furnish, without additional charge, all reasonable
facilities and assistance for the safety and convenient performance of these duties.
If any of the services do not conform to the contract requirements, the District may
require the Contractor to perform these services again in conformity with contract
requirements, at no increase in contract amount. When the defects in services
cannot be corrected by performance, the District may require the Contractor to take
necessary action to ensure that future performance conforms to contract
requirements and reduce the contract price to reflect value of services performed.
If the Contractor fails to promptly perform the services again or take the necessary
action to ensure future performance in conformity to contract requirements, the
District may (1) by contract or otherwise, perform the services and charge the
Contractor any cost incurred by the District that is directly related to the performance
of such services, or (2) terminate the contract for default.
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E.2

E.3

E.3.1

ACCEPTANCE

Acceptance of all products and services provided under this contract shall be performed by
the COTR. Acceptance means approval by the COTR of specific services as partial or
complete performance of the contract.

WARRANTY OF SERVICES

The time period for this warranty provision is the life of the contract plus all active
options and extensions.

E.3.2 Warranty Provision:

(a) Notwithstanding inspection and acceptance by the District or any provision

concerning the conclusiveness thereof, the Contractor warrants that all services
performed under this contract will, at the time of acceptance, be free from defects
in workmanship and conform to the requirements of this contract. The Contracting
Officer shall give written notice of any defect or nonconformance to the Contractor
within 30 days from the date of discovery. This notice shall state either:

(1) That the Contractor shall correct or re-perform any defective or
nonconforming services; or

(2) That the District does not require correction or reperformance.

(b) If the Contractor is required to correct or reperform, it shall be at no cost to the

District, and any services corrected or reperformed by the Contractor shall be
subject to this clause to the same extent as work initially performed. If the
Contractor fails or refuses to correct or reperform, the Contracting Officer may, by
contract or otherwise, correct or replace with similar services and charge to the
Contractor the cost occasioned to the District thereby, or make an equitable
adjustment in the contract price.

(c) Ifthe District does not require correction or reperformance, the Contracting Officer

shall make an equitable adjustment in the contract price.
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F.1

F.2

F.2.1

F.2.2

F.23

F.3

F3.1

F.3.2

SECTION F

DELIVERABLES / PERFORMANCE
TERM OF CONTRACT

The term of the contract shall be for a period of from one year from date of award.

OPTION TO EXTEND THE TERM OF THE CONTRACT

The District may extend the term of this contract for a period of four (4), one-year option
periods or successive fractions thereof, by written notice to the Contractor before the
expiration of the contract; provided that the District will give the Contractor preliminary
written notice of its intent to extend before the contract expires. The preliminary notice does
not commit the District to an extension. The exercise of this option is subject to the
availability of funds at the time of the exercise of this option.

If the District exercises this option, the extended contract shall be considered to include
this option provision.

The price for the option period shall be as specified in the Section B of the contract.

DELIVERABLES

The Contractor shall perform the activities required to successfully complete the District’s
requirements and submit each deliverable to the COTR identified in section G.9 in
accordance with Section C.

The Contractor shall submit to the District, as a deliverable, the report described in section
I.31 that is required by the 51% District Residents New Hires Requirements and First
Source Employment Agreement. Ifthe Contractor does not submit the report as part of the
deliverables, final payment to the Contractor shall not be paid pursuant to Section G.6.
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SECTION G

CONTRACT ADMINISTRATION DATA

G.1 CONTRACT ADMINISTRATION
(a) Contracting Officer
The Contracting Officer for this contract is:

Anthony A. Stover, CPPO
Contracting Officer

Office of the Chief Financial Officer
Office of Contracts

1100 4th Street SW Suite 610 East
Washington, DC 20024

Ph. # (202)-442-7122

Fax # (202)-442-6454

Email: Anthony.Stover(@dc.gov

The Contracting Officer is the ONLY official authorized to legally bind the
District or make changes to the terms and conditions of this contract. Only he
or his designee can increase, decrease, extend or terminate this agreement. All
other changes are unauthorized.

(b) Contracting Officer Technical Representative (COTR)

The COTR for this contract will maintain a close relationship with the Contractor and will
ensure that the Contractor’s work conforms to the day-to-day technical requirements of the
contract. Itis understood and agreed that the COTR shall not have authority to make
changes in the scope or terms and conditions of the contract. The COTR is:

Ezeth Halliday

Office of the Chief Financial Officer
Office of Tax and Revenue

Returns Processing Administration
1101 4th Street, SW, 4" Floor
Washington, DC, 20024

Telephone: (202) 442-6572

Email: Ezeth.Halliday@dc.gov

G.2 INVOICE PAYMENT

G.2.1 The District will make payments to the Contractor, upon the submission of proper invoices,
at the prices stipulated in this contract, for supplies delivered and accepted or services
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G.2.2

G3

G3.1

G3.2

G.33

G4

G4.1

performed and accepted, less any discounts, allowances or adjustments provided for in this
contract.

The District will pay the Contractor on or before the 30" day after receiving a proper
invoice from the Contractor. The District reserves the right to conduct post payment
reviews or audits.

INVOICE SUBMITTAL

The Contractor shall submit proper invoices on a monthly basis or as otherwise specified
in the contract.

The Contractor shall submit payment requests in electronic format through the DC Vendor
Portal www.vendorportal.dc.gov by selecting the applicable purchase order number which
is listed on the Contractor’s profile.

To constitute a proper invoice, the Contractor shall attach to all payment request the invoice
and all supporting documentation or information.

THE QUICK PAYMENT PROVISIONS

INTEREST AND PENALTIES TO CONTRACTORS

G.4.1.1 The District will pay interest penalties on amounts due to the Contractor under the Quick

Payment Act, D.C. Official Code §2-221.01 et seq., for the period beginning on the day
after the required payment date and ending on the date on which payment of the amount
is made. Interest shall be calculated at the rate of 1.5% per month. No interest penalty
shall be paid if payment for the completed delivery of the item of property or service is
made on or before the 15t day after the required payment date for any other item.

G.4.1.2 Any amount of an interest penalty which remains unpaid at the end of any 30-day period

shall be added to the principal amount of the debt and thereafter interest penalties shall
accrue on the added amount.

G.4.2 PAYMENTS TO SUBCONTRACTORS

G.4.2.1 The Contractor shall take one of the following actions within 7 days of receipt of any

amount paid to the Contractor by the District for work performed by any subcontractor
under a contract:

a. Pay the subcontractor for the proportionate share of the total payment

received from the District that is attributable to the subcontractor for work
performed under the contract; or
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G.4.22

G4.23

G424

G.S

G.5.1

G.5.2

G.53

G.6

G.6.1

b. Notify the District and the subcontractor, in writing, of the Contractor’s
intention to withhold all or part of the subcontractor’s payment and state the
reason for the nonpayment.

The Contractor shall pay any lower-tier subcontractor or supplier interest penalties
on amounts due to the subcontractor or supplier beginning on the day after the
payment is due and ending on the date on which the payment is made. Interest shall
be calculated at the rate of 1% per month. No interest penalty shall be paid if
payment for the completed delivery of the item of property or service is made on or
before the 15t day after the required payment date for any other item.

Any amount of an interest penalty which remains unpaid by the Contractor at the
end of any 30-day period shall be added to the principal amount of the debt to the
subcontractor and thereafter interest penalties shall accrue on the added amount.

A dispute between the Contractor and subcontractor relating to the amounts or
entitlement of a subcontractor to a payment or a late payment interest penalty
under the Quick Payment Act does not constitute a dispute to which the District of
Columbia is a party. The District of Columbia may not be interpleaded in any
judicial or administrative proceeding involving such a dispute.

ASSIGNMENT OF CONTRACT PAYMENTS

The Contractor may assign funds due or to become due as a result of the performance of
this contract to a bank, trust company, or other financing institution.

Any assignment shall cover all unpaid amounts payable under this contract, and shall not
be made to more than one party.

Notwithstanding an assignment of contract payments, the Contractor, not the assignee, is
required to prepare invoices. Where such an assignment has been made, the original
copy of the invoice must refer to the assignment and must show that payment of the
invoice is to be made directly to the assignee as follows:

Pursuant to the instrument of assignment dated

make payment of this invoice to
(name and address of assignee).

FIRST SOURCE AGREEMENT REQUEST FOR FINAL PAYMENT
For contracts subject to the 51% District Residents New Hires Requirement and First

Source Employment Agreement, final requests for payment shall be accompanied by the
report or a waiver of compliance pursuant to Section [.31.
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G.6.2 No final payment shall be made to the Contractor until the CFO has received the
Contracting Officer’s final determination or approval of waiver of the Contractor’s
compliance with 51% District Residents New Hires Requirement and First Source
Employment Agreement requirements.
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H.1

H.2

H.3

H.3.1

SECTION H
SPECIAL CONTRACT REQUIREMENTS
STAFFING

The Contractor shall not employ or permit the employment of any unfit or unqualified
person or persons not skilled in the tasks assigned to them by the contractor. The
Contractor shall at all times employ sufficient labor to carry out functions and services in
the manner and time prescribed by the Contract. The Contractor shall be responsible to the
District for all acts and omissions of the Contractor’s employees, agents and subcontractors
and the Contractor shall enforce strict discipline among the Contractor’s employees, agents
and subcontractors performing the services under the Contract. Any person employed by
the Contractor shall, at the written request of the District, and within the District’s sole
discretion, be removed immediately by the Contractor from work relating to the Contract.

SUBCONTRACTS

The Contractor hereunder shall not subcontract any of the Contractor’s work or services to
any subcontractor without the prior, written consent of the Contracting Officer in
consultation with the COTR. Any such subcontract shall specify that the Contractor and
the subcontractor shall be subject to every provision of this Contract. Notwithstanding any
such subcontract approved by the District, the Contractor shall remain liable to the District
for all Contractor's work and services required hereunder, including any work conducted
by a subcontractor.

CERTIFIED BUSINESS ENTERPRISE SUBCONTRACTING REQUIREMENTS

Beneficiaries of all non-construction contracts for government-assisted projects in excess
of $250,000, unless a waiver has been approved by the Director of the Department of Small
and Local Business Development in accordance with D.C. Code §2-218.51, are required
to:

(a) Subcontract at least 35% of the dollar volume to small business enterprises, as defined
in D.C. Code §2-218.32; or

(b) If there are insufficient qualified small business enterprises to completely fulfill the
requirement set forth in H.3.1(a), then the subcontracting requirement may be satisfied
by subcontracting 35% of the dollar volume to any qualified certified business
enterprises, as defined in D.C. Code §§2-218.31-39a; provided, that all reasonable
efforts shall be made to ensure that qualified small business enterprises are significant
participants in the overall subcontracting work.

(c) For each government-assisted project for which a certified business enterprise is
utilized to meet the subcontracting requirements set forth above in H.3.1(a) or H.3.1(b),
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H.3.2

the certified business enterprise shall perform at least 35% of the contracting effort with
its own organization and resources.

(d) Beneficiaries certified as a small business enterprise, local business enterprise, or
disadvantaged business enterprise shall not have to comply with Sections H.3.1(a) or
H.3.1(b).

(a) For each government-assisted project for which a certified business enterprise is selected

as a Beneficiary and is granted points or a price reduction pursuant to D.C. Code §2-218.43
or is selected through a set-aside program, the certified business enterprise shall perform
at least 35% of the contracting effort with its own organization and resources and, if it
subcontracts, 35% of the subcontracted effort shall be with certified business enterprises.

(b) For each government-assisted project for which a certified joint venture is selected as a

Beneficiary and is granted points or a price reduction pursuant to D.C. Code §2-218.43 or
is selected through a set-aside program, the certified business enterprise shall perform at
least 50% of the contracting effort with its own organization and resources and, if it
subcontracts, 35% of the subcontracted effort shall be with certified business enterprises.

(¢) For each government-assisted project of $1 million or less for which a certified business

H.3.3

H.34

enterprise is selected as a Beneficiary and is granted points or a price reduction pursuant to
D.C. Code §2-218.43 or is selected through a set-aside program, the certified business
enterprise shall perform at least 50% of the on-site work with its own workforce.

Bids or proposals responding to a solicitation, including an open market solicitation, shall
be deemed nonresponsive and shall be rejected if a subcontracting plan is required by law
and the Beneficiary fails to submit a subcontracting plan as part of its bid or proposal. The
subcontracting plan required shall be provided before the District accepts the submission
of the bid or proposal.

A Beneficiary’s subcontracting plan shall specify all of the following:

(a) The name and address of the subcontractor;
(b) A current certification number of the small or certified business enterprise;
(c) The scope of work to be performed by the subcontractor; and

(d) The price to be paid by the Beneficiary to the subcontractor.
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H.3.5

H.3.6

H.3.7

H.3.8

H.3.9

No Beneficiary shall be allowed to amend the subcontracting plan filed as part of its bid or
proposal except with the consent of the Director of the Department of Small and Local
Business Development. Any reduction in the dollar volume of the subcontracted portion
resulting from such amendment of the plan shall inure to the benefit of the District.

No multiyear contracts or extended contracts, which are not in compliance with D.C. Code
§2-218.46 or this Section H.3 at the time of the contemplated exercise of the option or
extension, shall be renewed or extended, and any such option or extension shall be void.

A Beneficiary shall submit within 15 days of contract award, to the Contracting Officer,
project manager, District of Columbia Auditor and the Director of the Department of Small
and Local Business Development copies of the executed contracts with the subcontracts
identified in the subcontracting plan. Failure to submit copies of the executed contracts
shall render the underlying contract voidable by the District.

The Beneficiary shall provide written notice to the Department of Small and Local
Business Development and District of Columbia Auditor upon the initiation and
completion of a project.

Within 15 days after the end of each quarter, the Beneficiary shall provide a quarterly report
to the Department of Small and Local Business Development, the Contracting Officer,
project manager and the District of Columbia Auditor which shall include a list of each
subcontractor identified in the subcontracting plan and for each subcontract:

(a) The price to be paid by the contractor to the subcontractor;
(b) A description of the goods procured or the services contracted for;
(c) The amount paid by the contractor to the subcontractor under the subcontract; and

(d) A copy of the fully executed subcontract, if it was not provided in a prior quarterly
report. If not included, the Beneficiary shall not receive credit toward the
subcontracting requirements of this section for that subcontract.

H.3.10 The Beneficiary shall meet on an annual basis with the Department of Small and Local

Business Development, the Contracting Officer, project manager and the District of
Columbia Auditor to provide an update of the subcontracting plan for utilization of small
business enterprises and certified business enterprises. The Department of Small and Local
Business development shall provide the Beneficiary with a 30-day written notice of the
meeting.

H.3.11 A Beneficiary and/or certified business enterprise subject to this section, that fails to meet

the requirements of this section shall be subject to penalties set forth in D.C. Code §2-
218.63.

H.3.12 Waiver of Subcontracting Requirements

Page 22 of 30



CFOPD-18-C-017 Temporary Support Services

(a) The Director of the Department of Small and Local Business Development may waive
the subcontracting requirements only if there is insufficient market capacity for the
goods and services that comprise the project and such lack of capacity leaves the
contractor commercially incapable of achieving the subcontracting requirements.

(b) Prior to submission of bids or proposals, the Beneficiary may request a waiver of the
subcontracting requirements by timely filing a written request with the Contracting
Officer detailing the reasons justifying a waiver, including the Beneficiary’s efforts to
secure involvement by Certified Business Enterprises. The Contracting Officer will,
in turn, use the Beneficiary’s information to submit a waiver request to the Director of
the Department of Small and Local Business Development.

(c) The Contracting Officer will provide written notice of the waiver determination to the
Beneficiary prior to the acceptance of bids or proposals and upon a decision of the
waiver by the Director of the Department of Small and Local Business Development.

(d) The Beneficiary should provide the following information in its waiver request to the
Contracting Officer to demonstrate the Beneficiary’s good faith efforts to secure
involvement by a Certified Business Enterprise:

i.  Whether the Beneficiary advertised in general circulation, trade association, or
other media outlets concerning the subcontracting opportunity;

ii.  Whether the Beneficiary provided written notice to a reasonable number of
certified business enterprises that their interest in the subcontracting
opportunity was being solicited;

iii.  Whether the Beneficiary conducted any pre-solicitation or pre-bid conferences
to inform certified business enterprises of the subcontracting opportunity;

iv.  Whether the Beneficiary provided sufficient time to allow certified business
enterprises to participate effectively in its efforts to secure involvement by a
certified business enterprise;

v.  Whether the Beneficiary followed up responses of interest by conducting
negotiations with certified business enterprises;

vi.  Whether rejections by the Beneficiary of certified business enterprises as being
unqualified were based on sound reasoning and thorough investigation of their
capabilities;
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vii.  Whether the Beneficiary made efforts to assist interested certified business
enterprises in obtaining bonding, lines of credit, or insurance required by the
Beneficiary;

viil. ~ Whether the Beneficiary effectively used the services of the Department of
Small and Local Business Development, (202) 727-3900 and
http://dslbd.dc.gov, in recruiting qualified certified business enterprises; and

ix.  Whether bids submitted by certified business enterprises were excessive or
noncompetitive based upon a review of prevailing market conditions.

(e) While the information described in (d) above will assist the Director of the Department
of Small and Local Business Development in reviewing the waiver request, it does not
guarantee that a waiver will, in fact, be approved. Additional factors may be
considered, and additional information may be requested from the Beneficiary to
support the waiver request.

H.3.13 In additional to the information provided by the Beneficiary, the Contracting Officer will
include the following information in its written request for a waiver:

(a) The number of certified business enterprises, if any, qualified to perform the elements
of the work that comprise the project;

(b) A summary of the market research or outreach conducted to analyze the relevant
market; and

(c) The consideration given to alternate methods for acquiring the work to be
subcontracted in order to make the work more amenable to being performed by certified
business enterprises.

H.3.14 For purposes of this Section H.3, the term:

(a) “Beneficiary” means a business enterprise that is the prime contractor or developer on
a government-assisted project.

(b) “Government-assisted project” means:

1. A contract executed by an agency on behalf of the District or pursuant to statutory
authority that involves District funds or, to the extent not prohibited by federal law,
funds that the District administers in accordance with a federal grant or otherwise;

ii. A project funded in whole or in part by District funds;

1ii. A project that receives a loan or grant from a District agency;
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1v.

V1.

H.3.15

H.4

H.4.1

H.4.2

H.4.3

H.4.4

H.4.5

A project that receives bonds or notes or the proceeds thereof issued by a District
agency, including tax increment financing or payment in lieu of tax bonds and notes,
or industrial revenue bonds;

A project that receives District tax exemptions or abatements that are specific to the
project and not to the nature of the entity undertaking the project, such as a religious
institution or nonprofit corporation; or

A development project conducted pursuant to a disposition under section 1 of An Act
Authorizing the sale of certain real estate in the District of Columbia no longer
required for public purposes, approved August 5, 1939 (53 Stat. 1211; D.C. Official
Code § 10-801).

Notwithstanding the requirements set forth in this Section H.3, a Beneficiary, and any
other certified business enterprise subject to this section, shall fully comply with the
requirements set forth in D.C. Code §§ 2-218.46, 2-218.51. If there is a conflict between
the requirements set forth in this Section H.3 and D.C. Code §§ 2-218.46, 2-218.51, the
requirements set forth in D.C. Code §§ 2-218.46, 2-218.51 shall govern.

WARRANTIES

The Contractor warrants and agrees that it is lawfully organized and constituted under all
federal, state and local laws, ordinances and other authorities of its domicile and is
otherwise in full compliance with all legal requirements of its domicile.

The Contractor warrants and agrees that it is of legal authority and capacity to enter into
and perform under the Contract, and that it has the financial ability to perform its
obligations under such Contract.

The Contractor warrants and agrees that it has been duly authorized to operate and do
business in all places where it will be required to do business under the Contract that it has
obtained or will obtain all necessary licenses and permits required in connection with such
Contract; and that it will fully comply with all laws, decrees, labor standards and
regulations of its domicile and wherever performance occurs during the term of such
Contract.

The Contractor warrants and agrees that it has no present interest and shall not acquire any
interest which would conflict in any manner with its duties and obligations under the
Contract.

The Contractor warrants and agrees that all systems analysis, systems design and
programming pursuant to the Contract or for use in its performance there under has been
and shall be prepared or done in a high quality, professional and competent manner using
only qualified personnel.
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H.4.6

H.4.7

H.4.8

H.4.9

The Contractor further represents and warrants that all programs implemented in its
performance under the contract shall meet the performance standards required there under
and shall correctly and accurately perform their intended functions on the equipment
supplied by the District or Contractor.

The Contractor warrants and agrees that all services provided by it under the Contract shall
be performed in a prompt, high quality, professional and competent manner using only
qualified personnel.

The Contractor warrants and agrees that it will not take any action inconsistent with any of
the terms, conditions, agreements, or covenants set forth in this contract without the express
written consent of the District.

The Contractor warrants and agrees that it shall keep all equipment in good condition and
repair, and shall not permit anything to be done that may materially impair the value
thereof. The Contractor shall use such equipment only in the ordinary course of its
performance under the Contract and shall not permit such equipment to be used in violation
of any applicable law, regulation or policy of insurance. The Contractor agrees to develop
a maintenance and replacement schedule subject to approval by the District and agrees to
comply with that schedule.

H.4.10 The Contractor warrants and agrees that it shall not sell, assign, lease, transfer, pledge,

H.5

H.6

hypothecate, or otherwise dispose of any component of any goods, system proposed in the
Contract or any interest therein, or permit any of it to become a fixture or accession to other
goods or property without the prior written consent of the District.

Disclosure of Litigation

Each Offeror shall include in its proposal a complete disclosure of any material civil or
criminal litigation or indictment either threatened or pending involving the Offeror. The
Offeror shall also disclose any material litigation threatened or pending for subcontractors,
consultants, and/or lobbyists. For purposes of this section, material refers to any action or
pending action that a reasonable person knowledgeable in the industry would consider
relevant or any development such a person would want to be aware of in order to stay fully
apprised of the total mix of information relevant to the industry and its operations. This is
a continuing disclosure requirement; any litigation commencing after submission of a
Proposal shall be disclosed in a written statement within fifteen (15) days of its occurrence.
The Contractor shall be required to file with the District comprehensive monthly reports
regarding all threatened or pending litigation involving the Contractor’s District of
Columbia operations and all threatened or pending litigation that may be considered
material to the overall operations of the Contractor.

CONTINUITY OF SERVICES

The Contractor recognizes that the services provided under this contract are vital to the
District of Columbia and must be continued without interruption and that, upon contract
expiration or termination, a successor, either the District Government or another
Contractor, at the District’s option, may continue to provide these services. If another
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H.7

H.7.1

H.7.2

H.7.3

H.8

Contractor is awarded a future contract for performance of the required services, the
original Contractor shall cooperate fully with the District and the new Contractor in any
transition activities that the Contracting Officer deems necessary during the term of the
contract. To that end, the Contractor agrees to exercise its best efforts and cooperation to
effect an orderly and efficient transition to a successor.

BACKGROUND INVESTIGATIONS AND OTHER INTEGRITY
REQUIREMENTS

The District may initiate investigations into the backgrounds of any of the Contractor’s
officers, principals, investors, owners, employees, vendors, subcontractors, or
subcontractors’ officers, principals, owners, employees or vendors, or any other associates
of the Contractor(s) it deems appropriate. Such background investigations may include the
completion of certain documents, and fingerprint identification by appropriate law
enforcement agencies.

The Contractor agrees that, during the term of the Contract and any renewal thereof, it shall
be obligated to provide such information about its officers, directors, employees and
owners, as well as all information about its subcontractors’ officers, directors, employees
and owners, as the District may prescribe. The Contractor also agrees that the District may
conduct background investigations of such persons.

The District may also require that contractors (1) fully cooperate with official inquiries by
responding to questions truthfully and under oath when required, whether orally or in
writing, (2) provide documents and other information of official interest, and (3) attend
integrity training.

Key Personnel

H.8.1 The Contractor shall assign to this contract the following key personnel:

A. General Clerk II

H.8.2 The Contractor shall make no substitutions of key personnel unless the substitution is

directed by the Contracting Officer (District) necessitated by illness, death, or termination
of employment. The Contractor shall notify the Contracting Officer immediately after the
occurrence of any of these events. Resumes shall be submitted to the Contracting Officer
for review by the District. The Contractor shall supply comparable qualified individuals
to perform the work. All key personnel shall be approved by the District prior to making
any permanent substitutions. The Contractor shall provide a detailed explanation of the
circumstances necessitating the proposed substitutions, complete resumes for the proposed
substitutes, and any additional information requested by the Contracting Officer. The
contract will be modified to reflect any District approved changes of key personnel.
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I.1

1.2

1.3

1.4

L5

1.6

SECTION I
CONTRACT CLAUSES

CONTRACTS THAT CROSS FISCAL YEARS

Continuation of this contract beyond the current fiscal year is contingent upon future
fiscal appropriations.

CONFIDENTIALITY OF INFORMATION

All information obtained by Contractor relating to any employee or customer of the
District will be kept in absolute confidence and shall not be used by Contractor in
connection with any other matters, nor shall any such information be disclosed to any
other person, firm, or corporation, in accordance with the District and Federal laws
governing the confidentiality of records.

TIME

Time, if stated in a number of days, will include Saturdays, Sundays, and holidays, unless
otherwise stated herein.

OTHER CONTRACTORS

The Contractor shall not commit or permit any act that will interfere with the performance
of work by another District contractor or by any District employee.

SUBCONTRACTS

The Contractor hereunder shall not subcontract any of the Contractor’s work or services
to any subcontractor without the prior written consent of the CO. Any work or service so
subcontracted shall be performed pursuant to a subcontract agreement, which the District
will have the right to review and approve prior to its execution by the Contractor. Any
such subcontract shall specify that the Contractor and the subcontractor shall be subject
to every provision of this contract. Notwithstanding any such subcontract approved by
the District, the Contractor shall remain liable to the District for all Contractor's work and
services required hereunder.

ORDER OF PRECEDENCE

A conflict in language shall be resolved by giving precedence to the document in the
highest order of priority that contains language addressing the issue in question. The
following documents are incorporated into the contract by reference and made a part of
the contract in the following order of precedence: (1) Task Order, (2) the Contractor’s
Proposal and (3) the Contractor’s DC Supply Schedule contract.
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SECTION J
ATTACHMENTS
Attachment Document
Number
J.1 Bidder/Offeror Certifications
J.2 Doing Business with Integrity
J.3 Confidentiality and Non-Disclosure Agreement
Government of the District of Columbia
J.4 Office of the Chief Financial Officer
Code of Conduct Revised 2014
Government of the District of Columbia
15 Office of the Chief Financial Officer
: Personnel Policies and Procedure Manuel
Chapter VI Office Protocol Section 601 Employee Dress Code
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SECTION K

REPRESENTATIONS, CERTIFICATIONS AND OTHER STATEMENTS OF
OFFERORS

This Section K and the Bidder/Offeror Certification Form (Attachment J.1) must be completed
and returned with all requested supporting documentation in order for a bid/proposal to be
considered responsive to the solicitation.

K.1

K.2

&@mturc

K.3

AUTHORIZED OFFICERS

The Contractor shall list the names of persons authorized to negotiate on the Contractor’s
behalf in connection with this Request for Proposals (list names, titles, and telephone
numbers of the authorized negotiators):

TIM BOOIKER SIDENTR (PO, (202)319-4300
XeLl NP OF OP S, (202 \B-2333F

PENDING LEGAL CLAIMS AGAINST THE DISTRICT

The Offeror must disclose any pending legal claims against the District. Pending legal
claims includes, but is not limited to, Federal and District court litigation, administrative
actions such as contract appeals or protests, claims for money damages from the District,
and any other type of action (court or administrative) against the District. Offerors with
pending legal claims against the District are not automatically precluded from contract
award. If Offeror does not have any pending legal claims against the District, please
indicate this below.

Mind c. doe hav ' 0
NS Ahe. DSt

The Contractor hereby certifies that the information provided above is true, correct and

complete.
Z/"" Zé//ﬁ’ PRESDENT 2 CED

Title

TERMS AND CONDITIONS CERTIFICATION

The Contractor hereby certifies that it has read, understands, acknowledges and agrees to
comply with the terms and conditions as set forth in this solicitation/contract/resultant
contract, without exception.

S spccbet 00ED

tghature Date Title
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ATTACHMENT J.1
BIDDER/OFFEROR CERTIFICATION FORM

COMPLETION
The person(s) completing this form must be knowledgeable about the bidder's/offeror’s business and operations.
RESPONSES

Every question must be answered. Each response must provide all relevant information that can be obtained within the limits of the law. Individuals and sole
proprietors may use a Social Security number but are encouraged to obtain and use a federal Employer Identification Number (EIN). Provide any explanation at the end
of the section or attach additional sheets with numbered responses. Include the bidder's/offeror’s name at the top of each attached page.

GENERAL INSTRUCTIONS
This form contains four (4) sections. Section I concerns the bidder's/offeror's responsibility; Section I includes additional required certifications; Section II relates to
the Buy American Act (if applicable); and Section IV requires the bidder's/offeror’s signature

PD-18-D-017

Legal Business Entity Name: MindFinders, Inc. “[Solicitation #: CFO

Address of the Principal Place of Business (street, city, state, zip code) Telephone # and ext.: (202) 400-2602 Fax #: (202) 450-5693
1200 18th Street NW, Suite 550 x305

Washington, DC 20036

Email Address: contactus@themindfinders.com Website: www themindfinders.com

Additional Legal Business Entity Identities: If applicable, list any other DBA, Trade Name, Former Name, Other Identity and EIN used in the last five (5) years and the
status (active or inactive).
Type: Name: EIN: Status:

1.1 Business Type (Pleasc check the appropriate box and provide additional information if necessary.):

Corporation (including PC) Date of Incorporation: March 21, 2001
[T Joint Venture Date of Organization:

[] Limited Liability Company (LLC or PLLC) Date of Organization:

O Nonprofit Organization Date of Organization:

O Partnership (including LLP, LP or General) Date of Registration or Establishment:
[T] Sole Proprietor How many years in business?:

[] Other Date established?:

If "Other," please explain:

1.2 Was the bidder's/offeror’s business formed or incorporated in the District of Columbia?
Yes [ ] No

1f "No" to Subpart 1 2, provide the jurisdiction where the bidder's/offeror's business was formed or incorporated. Attach a Certificate or Letter of Good Standing from
the applicable jurisdiction and a certified Application for Authority from the District, or provide an explanation if the documents are not available.

State Country

1.3 Please provide a copy of each District of Columbia license, registration or certification that the bidder/offeror is required by law to obtain (other than those provided
in Subpart 1.2). If the bidder/offeror is not providing a copy of its license, registration or certification to transact business in the District of Columbia, it shall either:

(a) Certify its intent to obtain the necessary license, registration or certification prior to contract award; or
(b) Explain its exemption from the requirement.

[PARE 2: INDIVIDUAL RESPONSIBILITY.
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Wxthm the past ﬁve (5) years has anyrcurrent or former owner, partner director, ofﬁccr prmcnpal or any person in a position mvolved in the admmxstrahon of funds or
currently or formerly having the authority to sign, execute or approve bids, proposals, contracts or supporting documentation on behalf of the bidder/offeror with any
government entity:

2.1 Been sanctioned or proposed for sanction relative to any business or professional permit or license? [ Yes No
2.2 Been under suspension, debarment, voluntary exclusion or determined ineligible under any federal, District or state statutes?

pel tary 81 y [ Yes No
2.3 Been proposed for suspension or debarment? [ Yes No

2 4 Been the subject of an investigation, whether open or closed, by any government entity for a civil or criminal violation for any [ ves [
business-related conduct? es No

2.5 Been charged with a misdemeanor or felony, indicted, granted immunity, convicted of a crime, or subject to a judgment or a
plea bargain for:

(a) Any business-related activity; or
(b) Any crime the underlying conduct of which was related to truthfulness?

2.6 Been suspended, cancelled, terminated or found non-responsible on any government contract, or had a surety called upon to
complete an awarded contract? [ Yes No

Please provide an explanation for each "Yes" in Part 2.

] Yes No

:Busmzssm.svmsmmn'&'

Wlthm the past five (5) years, has the bldderloffe;or

3.1 Been under suspension, debarment, voluntary exclusion or determined ineligible under any federal, District or state statutes? [] ves [@ N
es o
32 Been proposed for suspension or debarment?
prop pe [ Yes No
3.3 Been the subject of an investigation, whether open or closed, by any government entity for a civil or criminal violation for any 0O @
business-related conduct? Yes No
34 Been charged with a misdemeanor or felony, indicted, granted immunity, convicted of a crime, or subject to a judgment or &
plea bargain for: L] Yes No
(a) Any business-related activity; or
(b) Any crime the underlying conduct of which was related to truthfulness?
35 Been disqualified or proposed for disqualification on any government it or license?
q pr sq Y 8 perm 7 Yes No
36 Been denied a contract award or had a bid or proposal rejected based upon a non-responsibility finding by a government
entity? ] Yes No
3 7 Had a low bid or proposal rcjected on a government contract for failing to make good faith efforts on any Certified Business
Enterprise goal or statutory affirmative action requirements on a previously held contract? ] Yes s
38 Been suspended, cancelled, terminated or found non-responsible on any government contract, or had a surety called upon to
complete an awarded contract? [ yes [4 No

Please provide an explanation for each "Yes" in Part 3

PARL 4: CERTIFICATES AND LICENSES
Within the past five (5) years, has the bidder/offeror:

4.1 Had a denial, decertification, revocation or forfeiture of District of Columbia certification of any Certified Business Enterprise
or federal certification of Disadvantaged Business Enterprise status for other than a change of ownership? O

Yes No

Please provide an explanation for "Yes" in Subpart 4 1

4.2 Please provide a copy of the blddel‘s/offeror's Dlstnct of Columbla Office of Tax and Revenue Tax Cmmcauon AtTddvn

PART 8: LEGAL PROCEIDINGS

Within the past five (5) years, has the bxdder/oﬁ"eror

5.1 Had any liens or judgments (not including UCC filings) over $25,000 filed against it which remain undischarged?

[ ves No

[f"Yes" to Subpart 5.1, provide an explanation of the issue(s), relevant dates, the Lien Holder or Claimant's name, the amount of the lien(s) and the current status of the
issue(s).

5.2 Had a government entity find a willful violation of District of Columbia compensation or prevailing wage laws, the Service
Contract Act or the Davis-Bacon Act? L ves No
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5.3 Received any OSHA citation and Notification of Penalty containing a violation classified as serious or willful? ] ves 3 N
es 0

Please provide an explanation for each "Yes" in Part 5.

PART 6 5F|NANGI’ALM\§D GR(_x}SQLW ATION
6.1 Within the past st five (5) years, has the bidder/offeror received any formal unsatisfactory performancc assessment(s) from any

government entity on any contract? O Yes No
If "Yes" to Subpart 6.1, provide an explanation of the issue(s), relevant dates, the government entity involved, any remedial or corrective action(s) taken and the current

status of the issue(s).

NFORMATION,

st

6.2 Within the past five (5) years, has the bidder/offeror had any liquidated damages assessed by a government entity over
$25,0007 [ Yes No
If “Yes" to Subpart 6.2, provide an explanation of the issue(s), relevant dates, the government entity involved, the amount assessed and the current status of the issue(s)

6.3 Within the last seven (7) years, has the bidder/offeror initiated or been the subject of any bankruptcy proceedings, whether or

not closed, or is any bankruptcy proceeding pending? O ves No
If "Yes" to Subpart 6.3, provide the bankruptcy chapter number, the court name and the docket number. Indicate the current status of the proceedings as “initiated,”
“pending" or "closed".

6.4 During the past three (3) years, has the bidder/offeror failed to file a tax retum or pay taxes required by federal, state, District
of Columbia or local laws? O Yes No

If"Yes" to Subpart 6.4, provide the taxing jurisdiction, the type of tax, the liability year(s), the tax liability amount the bidder/offeror failed to file/pay and the current
status of the tax liability

6.5 During the past three (3) years, has the bidder/offeror failed to file a District of Columbia unemployment insurance return or

failed to pay District of Columbia unemployment insurance? £ ves No
If "Yes" to Subpart 6 5, provide the years the bidder/offeror failed to file the return or pay the insurance, explain the situation and any remedial or corrective action(s)
taken and the current status of the issue(s).

6.6 During the past three (3) years, has the bidder/offeror failed to comply with any payment agreement with the Internal Revenue
Service, the District of Columbia Office of Tax and Revenue and the Department of Employment Services? L] Yes a

[f "Yes" to Subpart 6.6, provide the years the bidder/offeror failed to comply with the payment agreement, explain the situation and any remedial or corrective action(s)
taken and the current status of the issue(s).

6.7 Indicate whether the bidder/offeror owes any outstanding debt to any state, federal or District of Columbia government

O Yes & No

[f "Yes" to Subpart 6.7, provide an explanation of the issue(s), relevant dates, the government entity involved, any remedial or corrective action(s) taken and the current
status of the issue(s).

6.8 During the past three (3) years, has the bidder/offeror been audited b overnment entity?
g the p 3y Y any g ty [ Yes No

(a) If"Yes" to Subpart 6.8, did any audit of the bidder/offeror identify any significant deficiencies in internal controls, fraud or
illegal acts; significant violations of provisions of contract or grant agreements; significant abuse; or any material disallowance?

[ ves [ no

(b) If"Yes" to Subpart 6.8(a), provide an explanation of the issue(s), relevant dates, the government entity involved, any remedial or corrective action(s) taken and the
current status of the issue(s)

PART 7: RESPONSE UPDATE REQUIREMENT LT
7.1 In accordance with the requirement of Section 302(c) of the Procurement Practices Reform Act of 2010 (D.C. Official Code § 2-3)3 02) the bidder/offeror shall
update any response provided in Section I of this form during the term of this contract:

(a) Within sixty (60) days of a material change to a response; and

(b) Prior to the exercise of an option year contract
l?ART«&‘ EREEDOM QF ANFO OR‘\!AfFION ?\ CE(EOL
8.1 Indicate whether the bidder/offeror asserts that any information provided in response to a question in Section I is exempt from
disclosure under the District of Columbia Freedom of Information Act (FOIA), effective March 25, 1977 (D C. Law 1-96; D.C
Official Code §§ 2-531, et seq.) Include the question number(s) and explain the basis for the claim. (The District will determine
whether such information is, in fact, exempt from FOIA at the time of request for disclosure under FOIA )

[ Yes No
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The bidder/offeror certifies that
1.2 No person listed in clause 13 of the Standard Contract Provisions, “District Employees Not To Benefit”, will benefit from this contract.

1.3 The following person(s) listed in clause 13 of the Standard Contract Provisions may benefit from this contract. (For each person listed, attach the affidavit required
by clause 13.)

(a)

The bidder/offeror certifies that:

2.1 The signature of the bidder/offeror is considered to be a certification by the signatory that:
(a) The contract prices have been arrived at independently without, for the purpose of restricting competition, any consultation, communication or agreement
with any bidder/offeror or competitor related to:
(i) Those prices;
(ii) The intention to submit a bid/proposal; or
(iii) The methods or factors used to calculate the prices in the contract.
(b) The prices in this contract have not been and will not be knowingly disclosed by the bidder/offeror, directly or indirectly, to any other bidder/offeror or
competitor before bid/proposal opening unless otherwise required by law; and
(c) No attempt has been made or will be made by the bidder/offeror to induce any other concern to submit or not to submit a contract for the purpose of
rostricting competition.
2.2 The signature on the bid/proposal is considered to be a certification by the signatory that the signatory:
(a) Is the person in the bidder's/offeror’s organization responsible for determining the prices being offered in this contract, and that the signatory has not
participated and will not participate in any action contrary to subparagraphs 2. 1(a)(i) through (a}(iii) above; or
(b) Has been authorized, in writing, to act as an agent for the following principal in certifying that the principal has not participated, and will not participate, in
any action contrary to subparagraphs 2.1(a)(i) through (a)(ii1) above:

Tim Booker, President & CEQ

[Insert full name of person(s) in the organization responsible for determining the prices offered
in this contract and the title of his or her position in the bidder's/offeror's organization]
(i) As an authorized agent, certifies that the principals named in subparagraph 2 2(b) above have not participated, and will not participate, in any action
contrary to subparagraphs 2.1(a)(i) through (a)(iii) above; and
(i1) As an agent, has not participated and will not participate in any action contrary to subparagraphs 2 [(a)(i} through (a)(iii) above.
2.3 If the bidder/offeror deletes or modifies subparagraph 2,1(b) above, the bidder/offeror must furnish with its bid a signed statement setting forth in detail the

3.1 L hereby certify that [ am fully aware of the contents of Mayor's Order 85-85 and the Office of Human Rights rcg
comply with them while performing this contract.

ulations in t of , agr

4.1 1 hereby certify that [ am fully aware of the requirements of the Workforce Intermediary Establishment and Reform of the First Source Amendment Act of 2011
(D C. Law 19-84), and agree to enter into a First Source Employment Agreement with the Department of Employment Services if awarded any contract valued at
$300,000 or more which receives funds or resources from the District, or funds or resources which, in accordance with a federal grant or otherwise, is administered by
the District government.

4.2 1certify that the Initial Employment Plan submitted with my bid or proposal is true and accurate.

- - s — N ——————

1

1.1 The bidder/offeror certifies that each end product, except the end products listed below, is a domestic end product (as defined in Paragraph 23 of the Standard
Contract Provisions, "Buy American Act"), and that components of unknown origin are considered to have been mined, produced or manufactured outside the United
States.
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EXCLUDED END PRODUCTS

COUNTRY OF ORIGIN

Name [Print and sign]: Tim Booker Telephone #: (202) 3694300 Fax #: (202) 450-5693
e
C‘PmrcsidcnUCEO Email Address: tbooker@themindfinders.com

N /318

The District of Columbia is hereby authorized to verify the above information with appropriate government authorities. Penalty for making false statements is a fine of
not more than §1,000.00, imprisonment for not more than 180 days, or both, as prescribed in D.C. Official Code § 22-2405. Penalty for false swearing is a fine of not
more than $2,500.00, imprisonment for not more than three (3) years, or both, as prescribed in D.C. Official Code § 22-2404.
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ATTACHMENT J].2

GOVERNMENT OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

DOING BUSINESS WITH INTEGRITY

Introduction

You are receiving this because you are a contractor or a vendor who does repeated
business with the Office of the Chief Financial Officer (OCFO), Government of the
District of Columbia, or you are an organization or individual outside the OCFO with

whom we frequently interact.

Our purpose is to advise you of the high expectation of integrity that we strive to bring to
bear in all of our business relationships.

Environment of Trust

The Office of the Chief Financial Officer is committed to maintaining working
relationships that are founded on fair and honest exchanges in all of our business
interactions. Our employees are held to high standards of ethical behavior in the conduct

of their official business.

We want to share these expectations of ethical business practices with you to ensure that
our business relationships are conducted with the highest level of honesty and integrity.

OCFO Code of Conduct for Employees
The OCFO Code of Conduct imparts three fundamental values for employees:

e Employees should conduct themselves in such 2 manner as to maintain and
enhance the integrity and professional reputation of the OCFO organization

e Employees should not use their position to secure unwarranted privileges, awards,
or exemptions for themselves or others

e Employees should avoid real or perceived conflicts of interest between the
employee’s private interest and the employee’s official duties.

For your reference, the OCFO Code of Conduct can be accessed electronically at
www.cfo.dc.gov. Go to Information, click on Integrity and Oversight, then click on
Integrity Documents to reach the Code of Conduct.
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Confidentiality of Financial and Other Information

We expect our employees to maintain absolute confidentiality concerning all information
that they obtain, observe, or create relating to the financial affairs of those we do business
with. We vigorously investigate any compromise of confidentiality by employees or any
attempts to improperly obtain such information by private parties or businesses.

Bribery and Conflict of Interest

In addition to our standards of conduct, there are certain criminal statutes in the federal
criminal code relating to bribery and conflict of interest that apply not only to employees
of the federal government, but also to employees of the District of Columbia.

The offer of anything of value in expectation of specific performance by a
government employee is a crime, and even the appearance of such activity should

be avoided.

Employees may not accept anything of value (other than their government
salaries) for the performance of their duties. This is outlined below under

Gratuities and Other Gift Rules.

Our employees are required to report all offers of bribes and gratuities to us, and
we ensure that these matters are investigated and addressed. Likewise, we
encourage anyone who believes they may have been solicited for a bribe or
gratuity by an OCFO employee to report the matter immediately, as indicated at
the end of this document.

We also expect our employees to avoid conflicts of interest or the appearance of
conflicts of interest. A particularly sensitive issue for government employees is
the offer of employment with a company doing business with the OCFO. At any
point when a government employee is considering employment with a private
company that has a business relationship with the government, that employee
must discontinue work on any assignment involving that company or face the
very real possibility of violating conflict of interest statutes. This could also
jeopardize the company’s eligibility to be awarded government contracts.

Employees are also expressly forbidden from performing official duties in
situations involving friends, relatives or persons or businesses with whom they, or
their family members, have a financial relationship. At any point where such a
relationship is discovered or develops, the employee must discontinue their
involvement in the official matter. For the employee and the business entity to
continue to conduct official business after such a conflict is evident, would be

inappropriate and possibly illegal.
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Gratuities

It is always gratifying to hear that our staff has provided exemplary service to those with
whom we do business. Sometimes, however, the expression of appreciation is made in a
form that is inappropriate for government employees to accept.

OCFO employees are prohibited by law from accepting money or other things of value as
an appreciation for a job well done. Sometimes even the mere offer of something of
value may violate bribery and gratuity statutes. A more appropriate expression of
gratitude for the service rendered is a letter to the employee’s supervisor. If you don’t
know who that is, you may simply send your letter to the Office of the Chief Financial
Officer, and it will be routed to the proper official.

Other Gift Rules

Gifts of food and/or beverages, even during holiday seasons and other celebratory
occasions, are not acceptable if the giver has a business relationship of any kind with the
D.C. Government. Such offers, while well-intentioned, tend to give the impression of a
special relationship between the giver and the government employee.

This rule does not apply to the offer and acceptance of an insignificant item, such as a
soft drink, coffee, donuts and other modest items of food and refreshments when not
offered as part of a meal. Additional information on gift rules and exceptions is
contained in OCFO Code of Conduct, which can be accessed electronically at
www.cfo.dc.gov. Go to Information, click on Integrity and Oversight, then click on
Integrity Documents to reach the Code of Conduct.

Compliance with Contracting Rules and Regulations

Ensuring compliance with the provisions of contracts is an important expectation of
government employees. Even so, we have seen examples where the rules were not
followed, usually based on the “need to get the job done.” Such behavior puts both the
government employee and the contractor in jeopardy.

If modifications to existing contracts are necessary, they should be formally pursued in
accordance with OCFO contracting rules and regulations. No work outside the
specifications of a contract should be performed without an approved contract
modification. Performing work outside of contract specifications or beyond authorized
funding, could result in a default for the contractor and denial of payment for such work.
In the more extreme cases, failure to comply with contracting regulations could be
considered fraud and may be investigated as a criminal violation.

Reporting Misconduct, Fraud, Waste and Abuse

The OCFO has a zero tolerance policy for fraud and misconduct involving its employees
and programs. Similarly, we do not tolerate attempts to corrupt our employees.
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The Office of Integrity and Oversight is an independent entity of the OCFO with
responsibility for protecting the integrity of the OCFO and preventing fraud and other
misconduct in OCFO programs. OIO conducts investigations of alleged employee
misconduct and works closely with federal and District law enforcement agencies in
investigating criminal offenses affecting the integrity of the OCFO.

We all want the government’s business to be conducted fairly, impartially, and with the
highest degree of integrity. The best way to ensure this is to report any indication that
illegal acts or administrative misconduct may have occurred. Here is how you can report
such matters, by telephone, in person, mail, or electronically:

OCFO Office of Integrity and Oversight

1100 4™ Street, S.W.; Suite 750-E
Washington, DC 20024
(202) 442-6433

In addition to receiving your report, investigators are available to discuss any questions or
concerns you may have about the matter. Reporting can also be done electronically at the
OCFO website: www.cfo.dc.gov. Under Information, click on the Integrity and
Oversight link, and then click on Reporting Incidents and Concermns.

OCFO Confidential Hotline

In order to address any concern about reporting anonymously, the OCFO has contracted
with an independent, third-party organization that provides a confidential hotline service.
This hotline is available for reporting allegations of OCFO employee misconduct, and
frand, waste and abuse involving OCFO programs.

Reports can be made by telephone to this toll-free hotline, which is staffed 24 hours a
day, at 1-877-252-8805, or it can be accessed at www.ocfo.ethicspoint.com.

District of Columbia Office of the Inspector General

Reports of fraud, waste and abuse may be reported to the Office of the Inspector General
by telephone at 1-800-521-1639, or electronically at www.oig.dc.gov.

This document was prepared by the Office of Integrity and Oversight, Office of the Chief Financial Officer
(Revised May 2010)



ATTACHMENT J.3
Confidentiality and Non-Disclosure Affidavit

This Confidentiality and Non-Disclosure Affidavit (“Affidavit”) is entered into by MINDFINDERS
(“Contractor”).

1. The Contractor and the Office of Chief Financial Officer of the District of Columbia (“OCFO”) have
entered into contract CFOPD IBRDONF , as amended (the “Contract”).

2. In performing these activities, Contractor understands that all information provided to it by the
OCFO, including, but not limited to, the Office of Tax and Revenue (“OTR”) or any other agency
within the OCFO is confidential (1) which are District tax returns or return information (2) which is
identified as confidential at the time of disclosure or (3) which is such that a reasonable person
would consider, from the nature of the information and circumstances of disclosure, is confidential,
with the exception of information that is shown to have been:

(a) Rightfully in the possession of Contractor prior to the date of disclosure of such information
to Contractor, as evidenced by written documents; or

(b) In the public domain prior to the date of disclosure to Contractor; or

(c) Supplied to Contractor by a third party who is under no obligation to the OCFO to maintain
such information in confidence; or

(d) Developed by or for Contractor independently of the disclosure made under this Affidavit.

3. Any Federal tax returns or return information (hereafter referred to as returns or return information)
made available shall be used only for the purpose of carrying out the provisions of the Contract.
Information contained in such material shall be treated as confidential and shall not be divulged or
made known in any manner to any person except as may be necessary in the performance of the
Contract. Inspection by or disclosure to anyone other than an officer or employee of the contractor is
prohibited.

4. In order to safeguard District and Federal confidential information from unauthorized disclosure by
Contractor in performance of its tasks under the Contract, Contractor agrees to comply with and
assume responsibility for compliance by its employees of the following requirements:

(a) All work will be done under the supervision of Contractor or Contractor employees.

(b) The Contractor and the Contractor’s employees with access to or who use FTI must meet
the background check requirements defined in IRS Publication 1075.

(c¢) Any such confidential information made available in any format shall be used only for the
purpose of carrying out the provisions of the Contract.



(d) Such confidential information will be treated as confidential and will not be divulged or

made known in any manner to any person except as may be necessary in the performance of
the Contract or as may be required by law, regulation or legal process. Thus, Contractor

- shall limit disclosure of such information within its own organization to only its partners,

directors, officers, principals, or employees having a need to know, or partners, directors,
officers, principals, or employees of affiliated entities or subcontractors having a need to
know. Any personal or tax information protected by law from disclosure inadvertently
given to Contractor by the OCFO, OTR, or any other. department within the OCFO is
protected tax information and is not to be disclosed under the confidentiality provisions of
sections 820.01(d)(1) and (3), 821(d)(2), 1805.04, 2018, 2210, 3719, 4406 of the Title 47 of
the D.C. Official Code, sections 508.1 and 608.1 of the District of Columbia Municipal
Regulations, and L.R.C. § 6103.

(e) Disclosure to anyone other than such directors, officers, or employees, of Contractor, or

other than an OCFO official involved in review and evaluation of the functions of the
OCFO, is prohibited.

(f) All such confidential information will be accounted for upon receipt and properly stored

before, during, and after processing.

(g) In addition, all related output will be given the same level of protection as required for the

source tax information material. All returns and return information will be accounted for
upon receipt and properly stored before, during, and after processing. No work involving
returns and return information furnished under the Contract will be subcontracted without
prior written approval of the IRS.

(h) All computer systems processing, storing and transmitting confidential information must

()

0)

meet or exceed reasonable computer access protection controls. To meet these
requirements, the operating security features of the system must have the following
minimum requirements: a security policy, accountability procedures and documentation.
Reasonable security features must be activated to protect against unauthorized use of and
access to confidential information.

In addition, all computer systems receiving, processing, storing or transmitting Federal Tax
Information must meet the requirements defined in IRS Publication 1075. To meet
functional and assurance requirements, the security features of the environment must
provide for the managerial, operational, and technical controls. All security features must
be available and activated to protect against unauthorized use of and access to Federal Tax
Information.

Contractor agrees that, at the time the work is completed, at the request of the OCFO, any
such confidential information processed during the performance of the Contract will be
completely purged from all data storage components of Contractor’s computer facilities, and
no output will be retained by Contractor; provided, however, Contractor may retain a copy
of such information to the extent required by professional standards, Contractor’s policies or
in connection with computer system backups. If immediate purging of all information



storage components is not possible, Contractor certifies that any such information, including
any Federal Tax Information, remaining in any storage component will be safeguarded to
prevent unauthorized disclosures.

(k) Contractor will be responsible for the destruction of spoilage or any known intermediate
hard copy printouts related to the confidential information, and will provide the OTR or
representative designated by the OCFO with a statement containing the date of destruction,
description of material destroyed, and the method used. Contractor may retain a copy of
such information to the extent required by professional standards or Contractor’s policies.
However, any Federal Tax Information processed, as described above in this paragraph, will
be given to the OCFO or his or her designee. If this is not possible, Contractor will be
responsible for the destruction of the spoilage or any intermediate hard copy printouts, and
will provide the above-referenced statement to the OCFO or his or her designee.

(1) Contractor will maintain a list of employees authorized access to such information.
Contractor will provide this list to, OTR, or the designated OCFO agency and provide
updates of any changes to that list promptly after they occur. Such list will be provided upon
request to the IRS reviewing office. No work involving Federal Tax Information furnished
under this contract will be subcontracted without prior written approval of the IRS.
Contractor shall include with each list and update an Affidavit Acknowledgment Form
(enclosed) signed by each employee authorized to access to such information.

(m)This Affidavit shall not be construed as creating, conveying, transferring, granting or
conferring upon Contractor or any other person any rights, license or authority in or to the
information exchanged, except the limited right to use such information for the purposes
specified in the Contract.

(n) No license or conveyance of any intellectual or property rights is granted or implied by this
Affidavit or the Contract.

(o) Neither the OCFO nor its representative agencies has an obligation under this Affidavit to
purchase any service, goods, or intangibles from Contractor or any other person.

(p) Furthermore, Contractor hereby acknowledges and agrees that the exchange of information
under the Contract shall not commit or bind the District or its representative agencies and/or
employees to any present or future contractual relationship (except as specifically stated
herein), nor shall the exchange of information be construed as an inducement to act or not to
act in any given manner.

(q) No specification in this Affidavit of any particular remedy shall be construed as a waiver or
prohibition of any other remedies in the event of a breach, or threatened breach of this
Affidavit.

(r) This Affidavit is made under and shall be construed according to the laws of the District. In
the event that this Affidavit, is breached, any and all disputes must be settled in a court of



competent jurisdiction in the District of Columbia. The parties agree to waive any right to a
trial by jury.

(s) If any of the provisions of this Affidavit are found to be unenforceable, the remainder shall
be enforced as fully as possible and the unenforceable provision(s) shall be deemed
modified to the limited extent required to permit enforcement of the Contract as a whole.

(t) The OCFO will have the right to void the contract if the Contractor fails to provide the
safeguards described above.

5. INSPECTION. The IRS and the OCFO, with 24 hour notice, shall have the right to send its
inspectors into the offices and plants of the Contractor to inspect facilities and operations performing
any work with FTI under this contract for compliance with requirements defined in IRS Publication
1075. The IRS’ right of inspection shall include the use of manual and/or automated scanning tools
to perform compliance and vulnerability assessments of information technology (IT) assets that
access, store, process or transmit FT1. On the basis of such inspection, corrective actions may be
required in cases where the contractor is found to be noncompliant with contract safeguards.

6. CRIMINAL/CIVIL SANCTIONS

(a) Each officer or employee of any person (including Contractor) to whom returns or return
information is or may be disclosed shall be notified in writing by such person that returns or
return information disclosed to such officer or employee can be used only for a purpose and to
the extent authorized herein, and that further disclosure of any such returns or return information
for a purpose or to an extent unauthorized herein constitutes a felony punishable upon conviction
by a fine of as much as $5,000 or imprisonment for as long as five years, or both, together with
the costs of prosecution. Such person shall also notify each such officer and employee that any
such unauthorized future disclosure of returns or return information may also result in an award
of civil damages against the officer or employee in an amount not less than $1,000 with respect
to each instance of unauthorized disclosure. These penalties are prescribed by IRCs 7213 and
7431 and set forth at 26 CFR 301.6103(n)-1.

(b) Each officer or employee of any person (including Contractor) to whom returns or return
information is or may be disclosed shall be notified in writing by such person that any return or
return information made available in any format shall be used only for the purpose of carrying
out the provisions of the Contract. Information contained in such material shall be treated as
confidential and shall not be divulged or made known in any manner to any person except as
may be necessary in the performance of this contract. Inspection by or disclosure to anyone
without an official need-to-know constitutes a criminal misdemeanor punishable upon conviction
by a fine of as much as $1,000.00 or imprisonment for as long as 1 year, or both, together with
the costs of prosecution. Such person shall also notify each such officer and employee that any
such unauthorized inspection or disclosure of returns or return information may also result in an
award of civil damages against the officer or employee in an amount equal to the sum of the
greater of $1,000.00 for each act of unauthorized inspection or disclosure with respect to which
such defendant is found liable or the sum of the actual damages sustained by the plaintiff as a
result of such unauthorized inspection or disclosure plus in the case of a willful inspection or



disclosure which is the result of gross negligence, punitive damages, plus the costs of the action.
The penalties are prescribed by IRCs 7213A and 7431.

(c) Additionally, it is incumbent upon the Contractor to inform its officers and employees of the

penalties for improper disclosure imposed by the Privacy Act of 1974, 5 U.S.C. 552a.
Specifically, 5 U.S.C. 552a(i)(1), which is made applicable to contractors by 5 U.S.C.
552a(m)(1), provides that any officer or employee of a contractor, who by virtue of his/her
employment or official position, has possession of or access to agency records which contain
individually identifiable information, the disclosure of which is prohibited by the Privacy Act or
regulations established thereunder, and who knowing that disclosure of the specific material is so
prohibited, willfully discloses the material in any manner to any person or agency not entitled to
receive it, shall be guilty of a misdemeanor and fined not more than $5,000.

(d) Contractor will participate in safeguard awareness training, provided by OTR, prior to accessing

and/or handling Federal Tax Information. Contractor hereby certifies that each individual
understands the OCFO’s security policy and procedures for safeguarding IRS information.
Contractor will maintain their authorization to access Federal Tax Information through annual
recertification. The initial certification and recertification will be documented and placed in the
OCFO’s files for review. As part of the certification and at least annually afterwards,
Contractors will be advised by the OCFO of the provisions of IRCs 7431, 7213, and 7213A. The
training provided by the OCFO before the initial certification and annually thereafter will also
cover the incident response policy and procedure for reporting unauthorized disclosures and data
breaches. For both the initial certification and the annual certification, Contractor will sign,
either with ink or electronic signature, a confidentiality statement certifying their understanding
of the security requirements.

WHEREFORE, Contractor acknowledges that they have read and understand this Affidavit and
voluntarily accept the duties and obligations set forth herein.

CONTRACTOR:

By: ,Z —= Date: ﬂ;/ﬁ/ 45

Name: T\ BOOKER

Title:

PRESIDENT 2 (EO




Attachment J.6

GOVERNMENT OF THE DISTRICT OF COLUMBIA
Office of the Chief Financial Officer
Office of Tax and Revenue

* % ok
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TAX CERTIFICATION AFFIDAVIT

THIS AFFIDAVIT IS TO BE COMPLETED ONLY BY THOSE WHO ARE REGISTERED TO CONDUCT BUSINESS IN
THE DISTRICT OF COLUMBIA.

Date
™M BOOKER
Name of Organization/Entity M\NDF\NDERS, INC.
Business Address (include zip code) | 1200 18TH STREET, Nl ) SWTE S5O
Business Phone Number(s) WASHINGTON, DC 20030

(202)400- 2L02 EXT. 303

o _ T\M BOOKER
Principal Officer Name and Title PRES\DENT 2 CEO

Square and Lot Information

Federal Identification Number O\34 [n [o\0R\O

Contract Number Sa-Q303dUuu
Unemployment Insurance Account No. 123y 5\_\_

"I hereby authorize the District of Columbia, Office of the Chief Financial Officer, Office of Tax and Revenue;
consent to release my tax information to an authorized representative of the District of Columbia agency from
which | am seeking to enter into a contractual relationship. | understand that the information released under this
consent will be limited to whether or not | am in compliance with the District of Columbia tax laws and regulations
as of the date found on the government request. | understand that this information is to be used solely for the
purpose of determining my eligibility to enter into a contractual relationship with a District of Columbia agency. |
further authorize that this consent be valid for one year from the date of this authorization."

| hereby certify that | am in compliance with the applicable tax filing and payment requirements of the District of
Columbia.

The Office of Tax and Revenue is hereby authorized to verify the above information with the appropriate
government authorities. The penalty for making false statements is a fine not to exceed $5,000.00, imprisonment
for not more than 180 days, or both, as prescribed by D.C. Official Code § 47-4106.

Signature of Authorizing Agent Y %f—- Title |PRES \DENT 2_ Cel
> _—

Office of Tax and Revenue, PO Box 37559, Washington, DC 20013




1. Contract Number Page of Pages

AMENDMENT OF SOLICITATION / MODIFICATION OF CONTRACT CW26853 1 [ 1
2. AmendmentMadification Number | 3. Effective Date 4. Requisition/Purchase Request No. 5. Solicitation Caption
See block 15C

MO0O009 Temporary Support Services
6. Issued by: Code | S5CDH | 7. Administered by (If other than line 6)
Office of Contracting and Procurement Office of Contracting and Procurement
DC Supply Schedule DC Supply Schedule
441 4™ Street, NW, Suite 7008 441 4" Street, NW, Suite 7008
Washington, DC 20005 Washington, DC 20001

202.727.0252
8. Name and Address of Contractor (No. street, city, county, state and zlp code) 9A. Amendment of Solicitation No.
MindFinders, Inc. 5 -
12 18" street NW 8. Dat
Suite 550 « 10A. Medification of Contract/Order No.
Washington, DC 20036 CW26853

Attention: Tim Booker
Tel #: (202) 400-2602 Fax: (202) 450-5693

10B. Dated (See item 13)

02/21/14

Code Facility X

11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

DThe above numbered solicilation Is amended as set forth in item 14. The hour and date specified for raceipt of Offers X is extended._ is not extended.

Offers must acknowledge receipt of this amendment prior to the hour and dale specified in the solicitation or as amended, by one of lhe following metheds:

(a) By compleling ltems 8 and 15, and relurning copies of the amendment: (b) By acknowledging receipt of this amendment on each copy of the offer
submilted; or (c) BY separate lelter or fax which includes a reference to the solicilation and amendment number. FAILURE OF YOUR ACKNOWLEDGMENT TO
BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT IN REJECTION
OF YOUR OFFER. If by virlue of this amendment you desire to change an offer already submitled, such may be made by lelter or fax, provided each letter or
tefegram makes reference 1o lhe solicitation and this amendment, and Is received prior to the opening hour and dale specified.

12. Accounting and Appropriation Data:

13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14

A. This change order is issued pursuant to (Spacify Authority): 27 DCMR, Chapter 36, Contract Modifications
The changes set forth in Item 14 are made in the contract/order no. in item 10A

B. The above numbered contract/order is modified to reflect the administrative changes (such as changes In paying office, appropriation data
elc.) sel forth in item 14, pursuant to the authority of 27 DCMR, Chapter 36, Section 3601.2.

C. This supplemental agreement is entered into pursuant to authority of: The Changes Clause

D. Other (Specify type of modification and authority) Exercise of Option, 27 DCMR, Chapter 20, Section 2008
X Transition of Contracling Officer

E. IMPORTANT: Contractoris ___Orisnot_X__is required to sign this document.

14. Description of amendment/modification (Organized by USC Section headings, including solicitation/contract subject matter where
feasible.)
A. Pursuant to section 4.8, Quick Payment Act:

Delete: interest shall be calculated at the rate of 1.0%
Insert: Interest shall be calculated at the rate of 1.5%

Except as provided herein, all terms and conditions of the document is referenced in item 9A or 10A remain unchanged and in {ull force and effect.

15A. Name and Tille.ofSigner (Type or print) ) 16A. Name of Contracling Ofiicer
d/’ S jo
- o e ?tﬂ?ﬁw ek~ James A. Webb

-15B. N:ame of anlrac(or 15C. Dale Signed 16B. District of Columbia 16C. Date Signed
{ ; < Tyve- o/
Mvd €ozdets,, /s 18

{Signalurs of C: g Officar)

(Signature ol porson authorized to sign)
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0007 02/21/16 Temporary Support Services
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Office of Contracting and Procurement Office of Contracting and Procurement
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MindFinders, Inc. TR
1050 Connecticut Avenue, NW )
Suite 1000 10A. Modification of Contract/Order No.
Washington, DC 20036 ol Pr—

Attention: Tim Booker
Tel #: (202) 400-2602 Fax: (202) 450-5693

10B. Dated (See Item 13}

02/21/14

Code Facllity X

11. THIS ITEM ONLY APPLIES TO AMENDMENTS OF SOLICITATIONS

DThe above numbered solicitation is amended as set forth in item 14. The hour and date specified for recsipt of Offers X is extended._ s not extended.
Offers must acknowledge recelpt of this amendment prior to the hour and date specified in the solicitation or as amended, by ons of the following methods:

(a) By completing items 8 and 15, and retuming copies of the amendment: (b) By acknowledglng receipt of this amendment on each copy of the offer
submitted; or (c) BY separate letler or fax which includes a reference to the soficitalipn and amendment number. FAILURE OF YOUR ACKNOWLEDGMENT TO
BE RECEIVED AT THE PLACE DESIGNATED FOR THE RECEIPFT OF OFFERS PRIOR TO THE HOUR AND DATE SPECIFIED MAY RESULT IN REJECTION
OF YOUR OFFER. If by virtue of this amendment you desirs to change an offer already submitted, such may be made by letter or fax, provided each lelter or
telegram makes reference to the solicitation and this amendment, and is received prior lo the opening hour and date specifled.

1 2 Accounung and Approprialion Data:

13. THIS ITEM APPLIES ONLY TO MODIFICATIONS OF CONTRACTS/ORDERS,
IT MODIFIES THE CONTRACT/ORDER NO. AS DESCRIBED IN ITEM 14

A. This change order is issued pursuant to (Specify Authority): 27 DCMR, Chapter 36, Contracl Modifications
The changes sef forth In Item 14 are made in the contract/order no. in item 10A

B. The above numbered contract/order Is modified to reflect the administrative changes (such as changaes in paying office, appropriation data
etc.) set forth In Item 14, pursuant to the authority of 27 DCMR, Chapter 36, Section 3601.2.

C. This supplemental agreement is entered Into pursuant to authority of: The Changes Clause

D. Other {(Specify type of modification and authority} Exerclse of Option, 27 DCMR, Chapter 20, Section 2008
X Transition of Contracting Officer

E. IMPORTANT: Contractoris ___ Orisnot _X__lIs required to sign this document.

14. Description of amendment/modification (Organized by USC Section headings, including solicitation/contract subject matter where
feasible.)
A. Pursuant to section 1.9, Option to Extend the Term of the Contract, Contract Number CW26853 the contract is

modified as follows:

1. The District of Columbia Office of Contracting and Procurement hereby exercises its option to extend the
term of the contract for the period of February 21, 2017 through February 20, 2018 (Option Year 3). The
maximum contract amount is $10,000,000.00.

B. The contractor is bound by Wage Determination No. 2015-4281, rev. 3, dated 04/08/2016 issued by the
Department of Labor. (Attached)

Except as provided herein, all terms and conditions of the document is referenced in ltem 9A or 10A remain unchanged and in full force and effect.

15A. Name and Title of Signer (Type or print) 16A. Name of Contracting Officer
James A. Webb

3B. Name of Contractor 15C. Date Signed 16B. District of Columbia 16C. Date Signed

—
{Signature of person authodized 1o sign) Q}))}tl“- - / @’Uﬁmhm of Contracting Officer) 1 iy lg 0 20’ ?




Dianne E. Copeland, CPA
P.O. Box 314
Greenbelt, MD 20768
301-651-9335

REPORT OF INDEPENDENT AUDITOR

Mr. Tim Booker
President and CEO
MindFinders, Inc

1 have conducted an evaluation of the accounting system of MindFinders Inc. located at
1200 18" Street N.W. Suite 550, Washington DC, 20036, for compliance with DCAA
requirements and to determine whether the accounting system is capable of accumulating
contract costs consistent with the cost principles set forth in the Federal Acquisition
Regulation Part 31.2.

I have determined the following regarding the accounting system of MindFinders, Inc.

1.

AW

9.

10.
11,

12.

The accounting system is maintained in accordance with Generally Accepted
Accounting Principles.

There is a proper segregation of direct costs from indirect costs.

Direct costs are identified and accumulated by contract.

There is a logical and consistent method for the allocation of indirect costs to
intermediate and final cost objectives.

Costs are accumulated under general ledger control.

There is a timekeeping system that identifies employees' labor by intermediate or
final cost objectives.

There is a labor distribution system that charges direct and indirect labor to the
appropriate cost objectives.

Management determines, on a monthly basis, costs charged to contracts through
routine posting of books of account.

Costs which are not allowable in terms of FAR Part 31.2 or with other contract
provisions are excluded from costs charged to government contracts.

The accounting system provides financial information required by contract
clauses concerning limitation of costs or limitation of payments,

The accounting system provides financial information required to support contract
billings.

The accounting system is designed and records are maintained in such a manner
that adequate, reliable data can be developed for use in pricing follow-on
acquisitions.

13. The accounting system is currently in full operation.



Based on my evaluation of the accounting system of MindFinders, Inc, I certify that it is
in compliance with DCAA requirements and is capable of accumulating costs under
Federal Government contracts.

,‘QMZ&PJM%

Dianne E. Copeland, CPA
April 13, 2016



ATTACHMENT J4

GOVERNMENT OF THE DISTRICT OF COLUMBIA
Office of the Chief Financial Officer

* * %k
e
G o

Code of Conduct

Revised February 2014

MESSAGE FROM THE CHIEF FINANCIAL OFFICER

Public confidence is critical to the effectiveness of the Office of the Chief Financial Officer. This requires our
continuing vigilance to improve management systems and promote a culture of integrity within the OCFO.

OCFO employees are expected to be honest, hardworking and eager to meet the high standards of public service.
Employees are required to read thoroughly the Code of Conduct, and conduct themselves in accordance with its
contents. Although many of the standards and concepts within the Code are straightforward, some are more complex
and may require additional time for review. Employees are required to familiarize themselves with the document in its
entirety to ensure proper compliance is maintained at all times.

The Code of Conduct emphasizes that:

» The OCFO has a zero tolerance policy for fraud and misconduct

+ Employees must report fraud, misconduct, suspicious activity and other violations

+ The OCFO will support employees in meeting this reporting responsibility; will take action on matters that are
reported; and will not tolerate retaliation against whistleblowers

+ Failure to abide by the Code of Conduct will lead to disciplinary action.

The Code of Conduct is not intended to be all inclusive. The OCFO Shared Values describes in greater detail how we
see ourselves as an ethical organization. It is intended to assist all of us in making ethical work-related decisions.
The document is available on our CFO Intranet site by accessing the Ethics and Integrity link and is also available in
print from the Human Resources Division.

| strongly encourage you to take advantage of the OCFO resources available to help you do the right thing. Read the
Code of Conduct and the Shared Values and actively participate at our annual mandatory integrity and ethics
awareness training. Also, seek advice. You may start with your supervisor or go directly to those with particular
expertise in this area, i.e., the Ethics Officer and the Office of Integrity and Oversight.

Maintaining the integrity of the OCFQ is every employee's responsibility. Managers have a special accountability and
responsibility for creating an ethical climate, serving as examples of upholding the highest standards of integrity, and
maintaining a robust internal control program that safeguards the integrity of their operations, including preventing
and promptly detecting fraud.

The success of the OCFO depends upon us meeting both our legal and ethical responsibilities. | have no doubt that
through your dedication and hard work, we will continue to build upon our achievements and maintain the confidence
of the public we serve.
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MISSION, VALUES AND ZERO TOLERANCE POLICY FOR MISCONDUCT

The mission of the Office of the Chief Financial Officer (OCFO) is to enhance the fiscal and financial stability,
accountability, and integrity of the Government of the District of Columbia (District).

The OCFO has identified three strategic values to achieve its mission:

* Integrity
» Accountability
» Public Service

The mission can only be accomplished if all OCFO employees take notice of their professional and ethical obligations
and perform their duties with honesty and integrity. Thus, the Office of the Chief Financial Officer is committed to a
zero tolerance policy for fraud and misconduct.

Responsibilities

The OCFO expects employees to act with integrity, not only in terms of their own conduct, but in fulfilling their duty to
report fraud, misconduct and suspicious or inappropriate activity, consistent with the OCFO zero tolerance policy.

Employees are required to acknowledge receipt of the Code of Conduct, read and follow its rules, attend annual
OCFO integrity and ethics training, and request clarification when necessary from their supervisor, the Office of
General Counsel or the Office of Integrity and Oversight, as appropriate.

Failure to abide by this Code of Conduct, or any law and regulation, will lead to disciplinary action appropriate to the
violation, up to and including termination of employment.

Preamble

This Code of Conduct (Code) is designed to give all OCFO employees notice of their professional and ethical
obligations, and to guide them in the fulfillment of their professional duties.

The Code imparts three fundamental values:

» Employees should conduct themselves in such a manner as to maintain and enhance the integrity and
professional reputation of the OCFO organization

» Employees should not use their position to secure unwarranted privileges, awards, or exemptions for
himself/herself or others

+ Employees should avoid real or perceived conflicts of interest between the employee's private interest and the
employee's official duties.

Employees shall not engage in criminal, infamous, or dishonest conduct, or any conduct prejudicial to the D.C.
Government. This Code is not intended to be all-inclusive. Any act that tends to discredit the OCFO should be
avoided, regardless of whether it is described in this Code.

In the event an OCFO organization (or an agency outside of the OCFO cluster in which OCFO employees function)
promulgates rules of conduct unique to its mission that may overlap with the OCFO code, the more restrictive rule
should always be followed.

Questions and Advice

The OCFO Ethics Officer is available to provide guidance regarding this Code and can be reached at (202) 442-
8073. The OCFO Intranet site also contains relevant information on ethics issues.



Notice of Non-Discrimination

Employees shall not discriminate against or harass any other employee, applicant for employment or person dealing
with the OCFO on official business on the basis of actual or perceived race, color, religion, national origin, sex, age,
marital status, personal appearance, sexual orientation, familial status, family responsibilities, matriculation, political
affiliation, disability, source of income, or place of residence or business.

Sexual Harassment, a form of sex discrimination, is prohibited, and will not be tolerated.
Employees who engage in discriminatory conduct will be subject to disciplinary action.

The EEO and Diversity Specialist for OCFO is available to address these issues and can be reached at (202) 442-
4069.

I. WORKPLACE PROFESSIONALISM

Employees are expected to conduct themselves with the public and with their fellow employees in a manner which
will enhance public respect for, and confidence in, the employee and the Office of the Chief Financial Officer as a
whole.

The OCFO is committed to maintaining a work environment free from violence, threats of violence, harassment,
intimidation, and other disruptive behavior. Such conduct in the workplace or in connection with official business will
not be tolerated and will be dealt with appropriately. This includes disciplinary action as well as possible criminal
penalties.

Employees shall:

» Treat members of the public in a courteous manner

+ Deal with co-workers, supervisors and other government employees in a professional and respectful manner
+ Perform their duties in a wholly impartial manner

+ Maintain accurate records

* Wear OCFO identification at all times while on duty.

Additionally, employees shall avoid any action that may lead members of the public to believe that the employee is:

+ Using public office for private gain

« Giving preferential treatment to any citizen

» Making work-related decisions contrary to agency/department policy

« Using one's official position to harass or intimidate any person or entity.

[l. CONFIDENTIALITY

Employees shall not disclose official information without proper authority. Employees should keep confidential all
sensitive information, such as financial information that may adversely affect the District's financial position, District,
State and Federal tax information and employee personnel records.

An employee may not engage in a financial transaction using nonpublic Government information, nor allow the
improper use of such information to further his/her own private interest or that of another, whether through advice or
recommendation, or by unauthorized disclosure.

It is unlawful for any employee or any former employee to divulge the amount of income or any information set forth
or disclosed in any tax record or other confidential information.

The following are examples of prohibited activities:

+ Accessing personnel records for personal use or curiosity or disseminating that information to unauthorized
individuals

+ Divulging information related to the District's cash flow or deficit status

» Accessing tax records for personal use



« Working on matters involving family, friends, or associates (the employee must notify his/her supervisor and
request reassignment of the work)

+ "Browsing" of tax records or payroll data in order to satisfy personal curiosity

+ Giving information to friends or relatives concerning taxpayers

+ Disclosing confidential information relating to internal policies, procedures, and investigations.

If an employee is uncertain whether disclosure is authorized in a particular situation, he or she should discuss the
facts with a supervisor or the Office of General Counsel.

Safeguarding Sensitive Information and Reporting Its Theft or Loss

All employees must make every effort to assure the security of government property and information and prevent the
unauthorized disclosure of protected information/data in the use of District owned or leased computers.

The theft of government property must be promptly reported to your manager and to the Office of Integrity and
Oversight. If the theft involves sensitive data, such as social security numbers, confidential tax information, or other
sensitive financial information in the possession of the OCFO, the theft must be reported immediately to your
manager and to OIO, along with notification that the stolen property contains sensitive information. The police also
should be contacted as circumstances warrant.

Receiptof Subpoenas, Summonses, and FOIA Requests

All subpoenas and summonses should be submitted promptly to the Office of General Counsel. All Freedom of
Information Act requests should be submitted promptly to the agency FOIA officer or the Office of General Counsel
for an appropriate response.

Contact with the Media

All requests from the news media for information of any kind regarding the operations and responsibilities of the
OCFO must be referred to the OCFO Office of Communications.

[1l. CONFLICT OF INTEREST

Employees should perform all responsibilities with the highest degree of integrity and professionalism. This conduct
is necessary for the fair and impartial administration of laws, regulations and policies.

Conflict of Interest:
A situation in which an employee's private interests, usually financial, conflicts or raises a reasonable question
of conflict with his/her official duties and responsibilities.

Below are some areas in which a conflict may arise:

Outside Employment and Outside Activities

The Office of the Chief Financial Officer has determined that effective administration of its ethics program requires
prior approval of specific types of outside activities including outside employment, as described below. In addition,
the OCFO has identified certain activities that are specifically prohibited, as described in this section and in the
sections that follow on Representation, and Specific Prohibitions on Tax-Related Activities.

Prior approval may not be necessary for activities that are religious, social, political, charitable, personal or honorary
in nature. However, an employee may not engage in outside employment or any other outside activity which is not
compatible with the full and proper discharge of his or her duties and responsibilities as a government employee.
Questions about permissible activities must be referred to the OCFO Ethics Officer.

Employees may, with prior written approval of their supervisor and the Director of Human Resources, engage in
outside employment and activities. The employment/activity must not interfere with the efficient performance of the
employee's official duties. Furthermore, it must not create a real conflict of interest, or create the appearance of a
conflict of interest, between the employee's private interest and the employee's duties and responsibilities with the
OCFO.



As a general matter, OCFO employees are permitted to engage in outside employment and activities, such as
teaching, writing, speaking engagements, and consulting, that are not prohibited by law, regulation or OCFO
standards--provided that such activities are conducted outside of the employee's regular working hours, or while the
employee is on annual leave or leave without pay. The OCFO Ethics Officer must review all requests for service as
an expert witness and compensation for teaching, speaking or writing that relates to the employee's official duties
prior to submitting the request to the Director of Human Resources for approval.

Representation as an Agent or Attorney

An OCFO employee may not represent another as an agent or attorney, with or without compensation, before an
agency, officer, commission, or court in connection with any matter in which the District is a party or has a direct and
substantial interest. This provision applies whether or not the employee makes a personal appearance in the
proceeding.

Specific Prohibitions on Tax-Related Activities

The following activities are prohibited for all Office of Tax and Revenue (OTR) employees and any OCFO employee
who has been notified in writing by the OCFO that his/her position precludes such activities:

« Tax return preparation for compensation, gift or favor; employees should also limit free tax return preparation
except for family, family business, and organized nonprofit projects, such as volunteers in tax assistance. This
prohibition applies to all District, local, state and federal taxes

« Appearing on behalf of any taxpayer as a representative before any District, local, state or federal agency in
any action involving a tax matter, except on written authorization by the Chief Financial Officer or his/her
designee

« Performance of legal services involving District, local, state or federal tax matters.

» Tax related debt collection; this prohibition applies to all District, local, state and federal taxes.

« Tax and financial planning or tax counseling for compensation; this prohibition applies to all District, local,
state and federal taxes

+ Real Property appraisals for District properties

« Participation in real property tax sales or sales of property seized by the Office of Tax and Revenue (see
restriction for family members at the end of this list)*

« Participation as an agent in real estate transactions in the District

« Title searches for District properties.

*Family members of OTR employees and designated OCFO officials, as described above, are also prohibited from
participating in these activities. For this purpose, a family member is an employee's spouse/domestic partner,
relatives of the employee and of the employee's spouse/domestic partner who are full time residents of the
employee's household, and the employee's minor children, irrespective of residence.

Prohibition Concerning D.C. Government Public Auctions

Current D.C. regulations prohibit all D.C. Government employees, their agents, or members of their households from
bidding or purchasing District surplus property offered at public auction. OCFO employees are subject to this
prohibition regardless of whether an OCFO agency is involved in the auction.

Prohibitions Concerning the Purchase of D.C. Lottery Tickets

By statute, employees of the D.C. Lottery and Charitable Games Control Board (DCLB) and family members are
prohibited from purchasing DCLB lottery tickets and sharing and receiving DCLB lottery prizes, and they are subject
to other restrictions relating to purchasing tickets in the District of Columbia for games administered by a multi-state
lottery with which DCLB is associated. DCLB employees should consult the Ethics Officer for guidance.

The above-cited restrictions also apply to any OCFO employee (and family members) who has been so notified in
writing by the OCFO in view of the duties of the position and relationship to DCLB operations.

Disqualification from Certain Assignments

Employees have an obligation to avoid the potential conflicts of interest that exist in their employment. Employees
should not participate in a tax-related action or assignment involving the employee, a member of the employee's



family, or any individual or business with which the employee or member of the employee's family or household has a
personal or financial interest.

Employees have a duty to disclose and report promptly the existence or possible existence of a conflict of interest to
their agency head or his/her designee. If a conflict exists, the employee should request from his/her supervisor a
reassignment of any case which involves the employee's immediate family, friend, or any person or entity with whom
the employee has a significant relationship.

Post-Employment Restrictions

OCFO employees who are thinking about seeking a job outside the District Government need to be aware of the
legal requirements that apply to the process of looking for other work. In addition, both current and former employees
should know about potential post-employment restrictions before they begin a non-Government job. These
restrictions are needed to safeguard public confidence in the integrity of Government employees by preventing actual
and apparent conflicts of interest. Employees should pay close attention to these requirements because they carry
potential criminal and administrative sanctions.

As a general rule, an employee may not participate personally and substantially, as a government employee, in any
particular matter in which a person or an organization, with whom he/she is seeking employment or has any
arrangement concerning prospective employment, has a financial interest. The post-employment laws contain more
detail than can be fully described in this document.

Employees who are thinking about seeking employment or are actually doing so may obtain oral or written advice on
seeking other employment or the post-employment laws from the OCFO Ethics Officer. Former OCFO employees
may also contact the Ethics Officer with post-employment questions.

Federal Bribery and Conflict of Interest Laws

OCFO employees generally understand that they are bound by the various laws, including criminal statutes,
contained in the D.C. Code. However, there are certain criminal statutes in the federal criminal code that apply not
only to employees of the federal government, but also to officers and employees of the District of Columbia
government. These crimes, known as the Bribery and Conflict of Interest statutes, are set forth in Chapter 11 of Title
18 of the United States Code, specifically Sections, 201, 203, 205, 207, 208, 209 and 216.

IV. OTHER ETHICAL CONSIDERATIONS

Surreptitious Tape Recordings in the Workplace

Recording conversations in the workplace or while conducting business on behalf of the OCFO with a recording or
electronic transmission device, without the knowledge and consent of all parties who are part of the conversation, is
prohibited. This prohibition is intended to eliminate a chilling effect on the expression of views that may exist when
one person is concerned that his or her conversation with another is being secretly recorded. This concern can inhibit
spontaneous and honest dialogue, especially when sensitive or confidential matters are being discussed. Any
employee who records or electronically transmits a conversation in violation of this policy shall be subject to
termination.

Duty to be Honest

Itis vital to the OCFO that the public is able to rely on the honesty of all of our employees. Therefore, employees
shall perform their duties with honesty and integrity. An employee shall not make any false or misleading verbal or
written statements in matters relating to his/her official duties, submit false claims or make false allegations, or
engage in any dishonest or illegal activity.

Duty to File Returns and Pay Tax

OCFO employees must set the highest example for tax compliance with all applicable local, state, and federal tax
laws and display the highest level of ethical conduct in the resolution of disputed personal tax issues. This includes
the accurate reporting of all income, deductions and credits, assuring that tax withholding is sufficient to meet legal



requirements, and that property tax information is accurate. Each OCFO employee is required to file timely all
applicable local, state, and federal tax returns, and make payment in full when due. Employees are responsible for
their personal tax compliance and should be knowledgeable of their tax affairs even if they are handled by a
professional, spouse, or others.

Duty to Satisfy Just Financial Obligations

Employees shall pay each just financial obligation in a proper and timely manner. For the purpose of the Code of
Conduct, a "just financial obligation" means one acknowledged by the employee or reduced to judgment by a court or
one imposed by law; "in a proper and timely manner" means in a manner which the OCFO determines does not,
under the circumstances, reflect adversely on the OCFO as an employer. In the event of a dispute between an
employee and an alleged creditor, this section does not require the OCFO to determine the validity or amount of the
disputed debt.

Requirement for Annual Integrity and Ethics Training

Every OCFO employee shall attend an annual integrity and ethics training presentation sponsored by the OCFO. An
employee must attend an entire session and certify his or her attendance.

D.C. Office of Campaign Finance Disclosure Statement

Each year employees whose official position has been so designated by management must complete and file the
District of Columbia Office of Campaign Finance Financial Disclosure Statement. A letter is mailed to the home
address of covered employees. Covered employees are also required to file a final Financial Disclosure Statement
with the Office of Campaign Finance within 90 days of separation from government service.

OCFO Confidential Financial Disclosure Report (OCFO Form450)

OCFO employees, DS 13 or above, or those employees whose official positions have been so designated by
management, must annually complete the OCFO Confidential Financial Disclosure Report (Form 450). The OCFO
Form 450 is sent electronically to covered employees at the end of the reporting calendar year.

Gifts

The term "gift" includes any gratuity, favor, discount, entertainment, hospitality, loan, forbearance, or other item
having monetary value. It includes services, as well as gifts of training, transportation, local travel, lodgings and
meals, whether provided in-kind, by purchase of a ticket, payment in advance, or reimbursement after the expense
has been incurred.

Gifts From Outside Sources

OCFO employees shall not solicit or accept, either directly or through the intercession of others, any gift from a
taxpayer involved in any tax administration matter or a person or business that:

» Has, oris seeking to obtain, contractual or other business or financial relations with the D.C. Government

+ Conducts operations or activities that are subject to regulation by the D.C. Government

+ Has an interest that may be favorably affected by the performance or non-performance of the employee's
official responsibilities

« Is an organization, most of whose members are described above

» Gives the gift because of your official position.

This rule does not apply to

« Aninsignificant item, such as a soft drink, coffee, donuts and other modest items of food and refreshments
when not offered as part of a meal

+ Unsolicited advertising or promotional material such as pens, pencils, note pads, calendars, and like items of
nominal value

+ ltems of little inherent value that are intended solely for presentation, such as plaques, certificates and
trophies

+ Anything for which you pay market value



» Obvious personal relationships such as those that exist between an employee and his or her parents, children
or spouse, when the circumstances make it clear that the motivating factor in these relationships is the
individual's close family ties, rather than the business of the persons concerned.

There are other exceptions to the "gift rule", such as discounts available for Government employees as a group, and
free attendance at widely attended meetings and events where the employee's attendance is determined to be in the
best interest of the agency. These and other possible exceptions have limitations based on the circumstances.
Therefore, if an employee has any question about whether a gift can be accepted, the employee should contact the
OCFO Ethics Officer for a determination.

Employees should not attend holiday celebrations sponsored or hosted by contractors, entities seeking to obtain
contracts with the District, or entities regulated by the District, nor allow those entities to supply food, refreshments, or
other items of value to employee-hosted events.

Since employees may not accept any gift or thing of value, the acceptance of gifts like travel expenses, lodging,
meals, invitations or tickets to spectator and other events (e.g., a basketball game, the ballet, private club, sports
tournaments, museum admission fees, tours, celebrations, galas), and services (e.g. car washing, investment
counseling) is prohibited.

The offer of something of value may constitute a crime. Except for those areas in which the gift prohibition rule does
not apply, as described above, employees must promptly report to the Internal Security Division of the Office of
Integrity and Oversight (OlO) the offer of any gift or gratuity.

If an employee receives a prohibited gift, including perishable items, which he or she was unable to decline, e.g. it
was delivered to the office, or where circumstances, such as a presentation at a public event or where sensitivities
indicate it would cause embarrassment to a well-intentioned citizen, the employee should promptly contact the
Internal Security Division of the Office of Integrity and Oversight. Internal Security will address the matter and arrange
for the return, disposition or retention of the item, as appropriate.

Any gift offered or received from a foreign government must be reported to the OCFO Ethics Officer, who will
coordinate with Internal Security concerning retention or disposition of the item.

Gifts Between OCFO Employees
The definition of gift is the same as described in the above section.
Gifts To Superiors

Employees should not solicit contributions from other employees for gifts to persons in superior positions, or make a
donation as a gift to a superior, or accept a gift from a subordinate employee. This does not preclude the
presentation or acceptance of a voluntary gift of nominal value, or of a cash donation in a nominal amount, when
given on a special, infrequent occasion, such as birthday, a holiday on which gifts are traditionally given or
exchanged, marriage, birth or adoption of a child, retirement, resignation, illness or death.

For the purposes of this section, the term "gift to a superior" means an item other than cash, and the terms "nominal
value" and "nominal amount" mean, per occasion, a $25 maximum for an employee when making an individual gift or
a $10 maximum per employee when collecting for a group gift to a superior.

Solicitors must make clear to all prospective contributors that contributions are voluntary. Supervisors should not
solicit a gift, or contributions from an employee under his supervision under any circumstances.

Gifts Between Employees

Gifts from superiors to subordinates, as well as gifts between employees that do not involve a subordinate-superior
relationship, are permissible if the gifts:

 Are provided on an occasional basis, such as occasions on which gifts are traditionally given or exchanged,
and

+ Are of a value appropriate to the occasion and the relationship of the employees, and

» Do not create the appearance of impropriety due to the frequency and/or value of the gift(s).

The OCFO Ethics Officer is available to provide guidance on this subject and should be consulted if an employee has
any questions on this subject.



Recommending Professional Assistance

Employees may not recommend or suggest, specifically or by implication, to anyone that he/she obtain the services
of any particular accountant, attorney, or firm of accountants or attorneys, or any other person or professional or
business organization in connection with any official business which involves or may involve the OCFO.

Cooperation with Official Inquiries

Employees shall respond to questions truthfully and under oath when required, whether orally or in writing, and must
provide documents and other materials concerning matters of official interest when directed to do so by competent
D.C. Government authority, such as the OCFO Office of Integrity and Oversight and the D.C. Office of the Inspector
General, and other such agencies.

Use of Government Property and Official Time

Employees have a duty to protect and conserve Government property and resources and shall not use such property
and resources, or allow its use, for other than authorized purposes. Employees shall adhere to District Government
policies concerning the use of Government property, which includes, but is not limited to, information technology
resources and Government motor vehicles.

OCFO policy on the acceptable and intended use of OCFO computers, the D.C. Government email system,
accessing the internet, and other related subjects is available on the CFO Intranet by accessing the Ethics and
Integrity link (Documents).

Employees shall use official time in an honest effort to perform official duties.

Soliciting, Selling and Canvassing

Employees shall not, by any means including email, solicit, make collections, canvass for the sale of any article, or
distribute literature or advertising in any government-owned or leased property or while on duty without appropriate
authority.

Gambling, Betting, and Lotteries

Employees shall not participate, while on government-owned or leased property or while on duty, in any gambling
activity, including the operation of a gambling device, in conducting a lottery pool, in a game for money or property, or
in selling or purchasing a numbers slip or ticket, except for those lawful activities sponsored by the D.C. Lottery and
Charitable Games Board, or necessitated by an employee's agency-approved law enforcement duties.

Political Activities

OCFO employees are reminded of their obligations under District and federal law concerning political activities.
Although government employees are permitted to take part in partisan political campaigns, employees are cautioned
that there are significant restrictions on employees’ political activity. Employees are responsible for familiarizing
themselves with these provisions. If you have questions about the Local Hatch Act, contact the Board of Ethics and
Government Accountability (BEGA) at (202) 481-3411 or visit the BEGA website: www.bega-dc.gov.

If your position is paid in whole or in part by federal funds, be advised that you are also subject to the federal Hatch
Act. If you have questions about the federal Hatch Act, contact the U.S. Office of Special Counsel (OSC) (800) 854-
2824 or visit the OSC website: www.osc.gov. OCFO employees may also contact the OCFO Ethics Officer for
guidance and assistance.

V. ILLEGAL ACTIVITY

Controlled Substances and Intoxicants/Alcohol



No employee shall sell, use or possess controlled substances or intoxicants in violation of the law, while on
government-owned or leased property or official duty, or use a controlled substance or intoxicant, such as alcohol, in
a manner that adversely affects the employee's work performance.

Weapons

No employee shall possess firearms, explosives or other dangerous or deadly weapons, while on official duty or on
government-owned or leased property.

Reporting Arrests, the Filing of Criminal Charges, and the Disposition of Charges

Employees must notify the OCFO Director of Human Resources within seven business days of being arrested for any
offense, and whenever criminal charges have been filed against the employee for any misdemeanor or felony.

Employees are similarly required to report the disposition of any criminal charge regardless of the outcome of the
case by the next business day. This reporting requirement does not apply to the disposition of traffic offenses, except
in the following circumstances:

- The employee was arrested in connection with the traffic offense, or

+ The cited violation was alcohol or drug related, or

» The disposition of the case involved an actual or suspended sentence of incarceration or community service,
or

+ The disposition results in the suspension or revocation of the driver's license of an employee whose official
duties require the possession of a valid driver's license.

VI. RESTRICTIONS IN THE ACQUISITION OF GOODS AND SERVICES

Under no circumstances should an order (written or verbal) be sent to a vendor or contractor without the authorizing
signature of both the OCFO Director of Procurement and the OCFO Financial Officer. If a situation arises where an
OCFO component agency must obligate the government in the form of a purchase order or contract that is
unbudgeted or not identified in its annual budgeted spending plan, the component agency must work directly with the
OCFO Financial Operations staff to identify funding and document the variation from the authorized spending and
determine any financial or operational impact which may occur. It is imperative that these policies and procedures are
followed in order to ensure the financial integrity of the OCFO and the Government of the District of Columbia. Failure
to adhere to these policies and procedures may result in disciplinary action and exposure to civil monetary penalties
and imprisonment.

Use of Government Credit Cards

All purchases for the OCFO with a District Government authorized credit card must be in accordance with District
Government rules and regulations governing the use of these cards. OCFO employees are responsible for knowing
the requirements for use of these cards and shall comply with all such requirements, including the types of purchases
and the dollar ceilings established. Information concerning these requirements is available from your manager or the
OCFO Office of Contracts and Procurement.

Requirement of a Valid Written Contract

Except in cases of authorized purchases under the District's credit card program, all OCFO employees shall obtain
goods and services only in accordance with a valid written contract, pursuant to OCFO rules and regulations
established by the OCFO Office of Contracts and Procurement. No OCFO employee shall enter into an oral
agreement with a vendor to provide goods or services. Information concerning these requirements is available from
the OCFO Office of Contracts and Procurement.

Anti-Deficiency Act Requirements

All employees shall comply with the requirements of the "District Anti-Deficiency Act of 2002" and Mayoral guidance
on the subject. Specifically, all employees are prohibited from: making or authorizing an expenditure or obligation
exceeding an amount available in an appropriation or fund; involving the District in a contract or obligation for the
payment of money before an appropriation is made unless authorized by law; approving a disbursement without
appropriate authorization; or deferring the recordation of a transaction incurred in the current fiscal year to a future



fiscal year. Information concerning the requirements of the Anti-Deficiency Act is available from the Office of General
Counsel.

VIl. REPORTING MISCONDUCT AND OTHER VIOLATIONS

The OCFO provides an environment that fosters employee confidence in meeting his/her responsibility to report
wrongdoing. OCFO management shall take effective action on matters that are reported, and demonstrate
organizational support for employees who in good faith report misconduct and suspicious or inappropriate activity. No
manager shall take or threaten to take any action against any employee as a reprisal for making a complaint or
disclosing information pursuant to this Code of Conduct.

Employees must report promptly to the Office of Integrity and Oversight (OlO) any information that an employee,
former employee, or contractor engaged in

+ Violations of this Code of Conduct

+ Criminal conduct in a matter under the responsibility of the OCFO
» Fraud, waste, abuse

+ Suspicious activity.

Reporting Bribe Attempts and Gratuities

» Employees must promptly report incidents of attempted bribery to OlO, which is responsible for referring the
matter to the law enforcement agency with jurisdiction. Employees should contact OlO for assistance when
uncertain whether a bribe overture was made.

» Employees must promptly report to OIO the offer or receipt of any gift from a prohibited source, as described
in the Gifts section of this Code of Conduct.

Reporting Management Issues and Serious Program Incidents

+ Employees must report management issues and program concerns to their supervisor or other appropriate
management officials.

« Employees must report to OCFO management or to OlO serious instances of mismanagement or abuse which
jeopardize an OCFQ program or operation, the public safety, or where District funds are placed at risk.

How to Report Misconduct and Other Violations
Violations can be reported by telephone, in person, mail or electronically, to
Office of Integrity and Oversight

1100 4th Street, S.W.; Suite 750 E
Washington, DC 20024
(202) 442-6433

Reporting can be done electronically through the CFO Intranet, by accessing the Ethics and Integrity link and
then accessing How to Report Misconduct, Suspicious Activity, and Other Violations, which has a link to the
electronic form.

OCFO Hotline

In order to address any concern an employee may have about reporting anonymously, the OCFO has
contracted with an independent, third-party organization that provides a confidential hotline service, which
ensures that employees can report anonymously.

Information on this system and how it ensures anonymity is contained on the CFO Intranet, by accessing the
Ethics and Integrity link, and then accessing "Reporting Misconduct." This site also has a link to access this
hotline online, or it can be accessed directly at www.ocfo.ethicspoint.com.

Reports can also be made by telephone to this toll-free hotline, which is staffed 24 hours a day, at 1-877-252-
8805.
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Employees may, for whatever reason, report fraud, waste, and abuse directly to the District of Columbia Office of the
Inspector General (OIG). OIG is located at 717 14th Street, N.W., 5th Floor, Washington, DC 20005. Reporting can
be done electronically at www.oig.dc.gov or by telephone at 1-800-521-1639.

VIll. POINTS OF CONTACT ON CODE OF CONDUCT ISSUES

OCFO Confidential Hotline 1-877-252-8805
OCFO Office of Integrity and Oversight (202) 442-6433
OCFO Ethics Officer (202) 442-8073
OCFO Office of General Counsel (202) 727-9528
OCFO Office of Human Resources (202) 442-6523
OCFO EEO and Diversity Specialist (202) 442-4069

DC Office of the Inspector General (202) 727-2540

1"



ATTACHMENT ].5

CHAPTER VI. OFFICE PROTOCOL

601

601.1

601.2

601.3

601.4

601.5

Employee Dress Code

Employees are expected at all times to present a professional image to customers and the
public.

Employees are prohibited from wearing revealing attire, torn clothing, halter tops, shorts,
t-shirts, novelty hats or similar items of casual attire that do not reflect a professional
appearance.

If an employee’s dress in the workplace is not in compliance with this policy, the
employee will be counseled by his /her supervisor.

Employees who do not comply with the OCFO dress policy may be directed to leave the
office to change into more appropriate attire and will be charged annual leave or
compensatory time during such absences, if the supervisor determines that such action is
warranted under the particular circumstances. Repeated violation of the dress policy will
subject the employee to disciplinary action.

Management may implement a “No Tie Summer” or “Business Casual Day” policy,
when appropriate, as long as employees dress in a neat and clean manner and project a
positive image.
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