


 

GOVERNMENT OF THE DISTRICT OF COLUMBIA  
OFFICE OF THE CHIEF FINANCIAL OFFICER 
TASK ORDER/DELIVERY ORDER FOR SERVICES 
OFFEROR TO COMPLETE BLOCKS 18A & 29 

1.REQUISITION NUMBER 

 
 

PAGE 
 

1 of 28 and    
Attachments 

2.  TASK ORDER AGREEMENT NO. 

 
CFOPD-18-C-033 

3.Award/Effective Date  

 
See Box 30C 
   

4. CONTRACTOR’S 
CONTRACT NUMBER 

  DCSS CW28635  
 GSA         
 Cooperative 

Agreement            

5. SOLICITATION 
NUMBER  

CFOPD-18-D-033 
 

6. CAPTION  

 
Temporary Support Services 

7. PROGRAM OFFICE CONTACT (COTR): 

 
Office of Chief Financial Officer  
Office of Financial Operations and Systems 
1100 4th Street, SW, Suite E800 
Washington, DC, 20024 

A. NAME 

 
Vanessa Jackson 
Senior Manager Financial 
Operations 

B. TELEPHONE  (No Collect Calls) 

 
(202) 442-8220 

 

8. EMAIL: 
 

Vanessa.Jackson@dc.gov 
 

9. ISSUED BY                                                                     

District of Columbia Office of the Chief Financial Officer 
Office of Management and Administration  
Office of Contracts 
1100 4th Street, SW, Suite E610 
Washington, DC 20024 
(202) 442-7012 
 

10. THIS ACQUISITION IS 
 

  UNRESTRICTED 
  SET ASIDE  FOR 
  SMALL BUSINESS 
  SMALL DISADV. BUS. 
  DCSS 
  COG 

SIC: 
 
SIZE STANDARD:

11. DELIVERY FOR FOB 
DESTINATION UNLESS 
BLOCK IS MARKED 
 

  SEE SCHEDULE 

12. PAYMENT DISCOUNT 
TERMS 
 
     SEE SCHEDULE 

  13. RESERVED 

14. METHOD OF SOLICITATION 
 
   RFTOB              IFB            RFP             2-STEP 

15.  CONTRACTOR / OFFEROR       

Midtown Personnel, Inc.  
1130 Connecticut Avenue NW, Suite 1101 
Washington, DC 20036 
Attn: Tasha Manzano, Sr. Director of Government Services 
Telephone 202-887-4747  
Email: tasha@themidtowngroup.com 

16.  PAYMENT WILL BE MADE BY                                                                 CODE 

 
District of Columbia Government 
Office of the Chief Financial Officer - OMA 
Office of Financial Operations 
1100 4th Street, SW, Suite E600 
Washington, D.C. 20024 
     15A.  DUNS CODE    15B. TAX ID NO.   52-1645512 

17. DELIVER TO 

Office of the Chief Financial Officer 
Office of the Chief Information Officer 
1101 4th Street, SW, Suite W350 
Washington, DC, 20024       

18. ADMINISTERED BY 

DC Office of the Chief Financial Officer 
Office of the Chief Information Officer 
1101 4th Street, SW, Suite W350 
Washington, DC, 20024       

18A. CHECK IF REMITTANCE IS DIFFERENT AND PUT SUCH ADDRESS IN OFFER 
 

18B. SUBMIT INVOICES TO ADDRESS SHOWN IN BLOCK 16 UNLESS 
BLOCK BELOW IS CHECKED                   
 

  SEE EXHIBIT D OF TASK ORDER 

19 
IEM NO. 

20 
SCHEDULE OF SUPPLIES/SERVICES 

21 
QUANTITY 

22 
UNIT 

23 
UNIT PRICE 

24 
AMOUNT 

  
Contractor shall provide Temporary Support Services in 
accordance with the enclosed statement of work and Contract 
No.: CFOPD-18-C-033. 

 
 

See Exhibit B.4 
Price Schedule 

 
 
$394,846.40 

25. ACCOUNTING AND APPROPRIATION DATA 

 
  

26. TOTAL AWARD (FOR GOVT. USE ONLY) 

 
$394,846.40

27.  CONTRACTOR IS REQUIRED TO SIGN THIS DOCUMENT AND RETURN TWO (2) 
COPIES TO THE ISSUING OFFICE.  CONTRACTOR AGREES TO FURNISH AND DELIVER ALL 
ITEMS SET FORTH OR OTHERWISE IDENTIFIED ABOVE AND ON ANY ADDITIONAL 
PAGES SUBJECT TO THE TERMS AND CONDITIONS SPECIFIED HEREIN. THIS ORDER IS 
ISSUED SUBJECT TO THE TERMS AND CONDITIONS OF THE CONTRACT IDENTIFIED IN 
BLOCK 4.  CONTRACTOR’S PROPOSAL DATED July 9, 2018 IS INCORPORATED BY 
REFERENCE. 
 

28.  AWARD OF CONTRACT:   

 
YOUR OFFER ON SOLICITATION (BLOCK 5) INCLUDING ANY ADDITIONS OR 
CHANGES WHICH ARE SET FORTH HEREIN, IS ACCEPTED AS TO ITEMS: See 
Schedule B.  THIS ORDER IS ISSUED SUBJECT TO THE TERMS AND 
CONDITIONS OF THE CONTRACT IDENTIFIED IN BLOCK 4. 

29A.  SIGNATURE OF OFFEROR /CONTRACTOR 
 
 
 

30A.  DISTRICT OF COLUMBIA (SIGNATURE OF CONTRACTING OFFICER)  
 
 

29B. NAME AND TITLE OF SIGNER (TYPE OR PRINT) 
 

29C. DATE  SIGNED  30B. NAME OF CONTRACTING OFFICER (TYPE OR PRINT) 

 
Anthony A. Stover, CPPB 

30C  DATE SIGNED 
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SECTION B 

PRICE SCHEDULE  

B.1 GENERAL INFORMATION 

The Office of Chief Financial Officer (OCFO), on behalf of the Office of Financial 
Operations and Systems (OFOS) has a requirement for temporary support services on a 
temporary basis to augment OFOS permanent staff to maintain an efficient operation.  

 
B.2 CONTRACT TYPE 
 
 The District awards a Requirements type contract based on Firm Fixed unit prices. 

B.3      DESIGNATION OF AWARD FOR THE DISTRICT OF COLUMBIA SUPPLY 
SCHEDULE  

 This contract is designated only for certified small business enterprise (SBE) bidders on 
the District of Columbia Supply Schedule (DCSS) under the provisions of the “Small, 
Local, and Disadvantaged Business Enterprise Development and Assistance Act of 2005”, 
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. Bidders must be certified at the time of submittal 
of bid. 

 
B.4 PRICING SCHEDULE 
  
B.4.1 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. 

 
B.4.2 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 travel, material, and 
delivery. The price shall include all cost associated with the services described in and 
required by the Contract.  
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B.5 PRICING 

B.5.1 BASE YEAR 

 CLIN ITEM DESCRIPTION UNIT FIRM FIXED 
UNIT PRICE 

ESTIMATED 
QUANTITY 

TOTAL NOT 
TO EXCEED  

001 
 
Secretary II 

 
Hour 

 
$28.45 4,160 $118,352.00 

002 
 
Receptionist 

 
Hour 

 
$21.90 2,080 $45,552.00 

003 
 
Human Resource Analyst 

 
Hour 

 
$37.01 6,240 $230,942.40 

 $394,846.40 

 

B.5.2 OPTION YEAR 1 

 CLIN ITEM DESCRIPTION UNIT FIRM FIXED 
UNIT PRICE 

ESTIMATED 
QUANTITY 

TOTAL NOT 
TO EXCEED  

101 
 
Secretary II 

 
Hour 

 
        $28.45 4,160 $118,352.00 

102 
 
Receptionist 

 
Hour 

 
$21.90 2,080 $45,552.00 

103 
 
Human Resource Analyst 

 
Hour 

 
$37.01 6,240 $230,942.40 

 $394,846.40 
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B.5.3 OPTION YEAR 2 

 CLIN ITEM DESCRIPTION UNIT FIRM FIXED 
UNIT PRICE 

ESTIMATED 
QUANTITY 

TOTAL NOT 
TO EXCEED  

201 
 
Secretary II 

 
Hourly 

 
$29.02 4,160 $120,723.20 

202 
 
Receptionist 

 
Hourly 

 
$22.34 2,080 $46,467.20 

203 
 
Human Resource Analyst 

 
Hourly 

 
$37.75 6,240 $235,560.00 

 $402,750.40 

 

B.5.4 OPTION YEAR 3 

 CLIN ITEM DESCRIPTION UNIT FIRM FIXED 
UNIT PRICE 

ESTIMATED 
QUANTITY 

TOTAL NOT 
TO EXCEED  

301 
 
Secretary II 

 
Hourly 

 
        $29.02 4,160 $120,723.20 

302 
 
Receptionist 

 
Hourly 

 
$22.34 2,080 $46,467.20 

303 
 
Human Resource Analyst 

 
Hourly 

 
$37.75 6,240 $235,560.00 

 $402,750.40 

 



CFOPD-18-C-033   
Temporary Support Services 

Page 5 of 28 
 

B.5.5 OPTION YEAR 4 

 CLIN ITEM DESCRIPTION UNIT FIRM FIXED 
UNIT PRICE 

ESTIMATED 
QUANTITY 

TOTAL NOT 
TO EXCEED  

401 Secretary II 
 
Hourly 

 
$29.60 4,160 $123,136.00 

402 Receptionist 
 
Hours 

 
$22.79 2,080 $47,403.20 

403 Human Resource Analyst 
 

Hours 
 

$38.51 6,240 $240,302.40 

 $410,841.60 

 

B.5.6 Summary  
 

Period of Performance Totals

B.3.2   Base Year 
 

$394,846.40 

B.3.3 Option Year One 
 

$394,846.40 

B.3.4 Option Year Two 
 

$402,75040 

B.3.5 Option Year Three 
 

$402,750.40 

B.3.6 Option Year Four 
 

$410,841.60 

B.3.7 Grand Total 
 

$_2,006,035.20_ 
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SECTION C 
 

STATEMENT OF WORK  
 
C.1. SCOPE 
 
 The Office of Chief Financial Officer (OCFO), on behalf of the Office of Financial 

Operations and Systems (OFOS) has a requirement for temporary support services on a 
temporary basis to augment OFOS’ permanent staff to maintain an efficient operation. 

 
C.2. BACKGROUND 
 
C.2.1 The District, under the auspices of the District of Columbia Department of Human 

Resources (DCHR) has contracted with KPMG, LLP to assist in identifying present and 
past District Government Employees who were incorrectly coded in a retirement plan. 
The Office of Pay and Retirement Services (OPRS) will assist in this endeavor by 
coordinating with the Federal Office of Personnel Management (OPM), the Social 
Security Administration (SSA), the Internal Revenue Service (IRS), the District of 
Columbia Retirement Board (DCRB), and the Office of the Chief Financial Officer 
(OCFO), Office of Finance and Treasury and agencies for final resolution. This will 
include placing individuals in the correct retirement plan, providing appropriate years of 
service, creating all supporting paperwork and reallocating funds to “make whole” each 
identified individual to the extent possible under law and statue. 

 
 
C.3 REQUIREMENTS 
 
C.3.1 The Contractor shall provide temporary personnel services as defined in Section C 

Requirements. 

(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 
in Section C; 

(c) The Contractor shall certify that all applicants meet the requirement as defined in 
Section C; 

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

(e) The Contractor shall provide evidence of background clearance to the District 
prior to placement of temporary staff at OFOS. 
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C.3.2   The Contractor shall provide personnel to perform the duties of the following positions: 

(a) Secretary II – Two People; 

(b) Receptionist – One Person; and 

(c) Human Resource Analyst – Three People. 

C.3.3 The Contractor shall provide two (2) people for this position.  The Contractor shall 
provide personnel to perform the duties of Secretary II 

C.3.3.1 Qualifications 

 The Contractor shall provide resumes of the proposed personnel.  The Contractor’s 
provided personnel shall, at minimum, have the following qualifications: 

a) A high school diploma or equivalent with a minimum of two (2) years of 
experience in the field or related area; 

b) Ability to communicate effectively both orally and in writing to a variety of 
audiences; 

c) Ability to provide clerical support and work with highly confidential information 
in a large organization; and 

d) Ability to perform basic business applications Microsoft Outlook and Microsoft 
Suites (Word, Excel, Access, etc.).  

C.3.3.2 Position Description 

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

a) Screen telephone calls, visitors, and incoming correspondence; 

b) Respond to requests for information; 

c) Determine which requests should be handled by the director, appropriate staff 
member or other offices; 

d) Maintain supervisor’s calendar, make appointments, and arrange meetings; 

e) Prepare routine non-technical correspondence;  

f) Review materials and documents for typographical accuracy and proper format; 

g) Update and maintain recurring internal reports, such as policy and procedures; 

h) Assemble background materials as directed; 

i) Attend meetings and record and report on the proceedings; 

j) Review outgoing and incoming materials and correspondence for internal; 
consistency and conformance with supervisor’s procedures; assure that proper 
clearances have been obtained; 

k) File and collect information from the files or staff for routine inquiries on office 
program(s) or periodic reports, as directed; and 

l) Control mail and assure timely staff response. 
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C.3.4 The Contractor shall provide one (1) person for this position. The Contractor shall provide 
personnel to perform the duties of Receptionist 

C.3.4.1 Qualifications 

The Contractor shall provide resumes of the proposed personnel.   The Contractor’s 
provided personnel shall, at minimum, have the following qualifications: 

a) A high school diploma or equivalent with a minimum of two (2) years of experience 
in the field or related area; 

b) Ability to communicate effectively both orally and in writing to a variety of 
audiences; 

c) Ability to multi-task and work within high pressure environment provide clerical 
support and work with highly confidential information in a large organization; 

d) Excellent organizational and interpersonal skills; and 

d) Ability to perform basic business applications Microsoft Outlook and Microsoft 
Suites (Word, Excel, Access, etc.). 

C.3.4.2 Position Description 

a) Answer phones and route call to specific individuals; 
b) Answer inquiries relating to OFOS 
c) Greet visitors warmly and make sure they are comfortable 
d) Call persons waiting for visitor and book them a room to meet 
e) Schedule meetings and conference rooms 
f) Coordinate mail flow in and out of office 
g) Collect and distribute packages and other mail 
h) Handles requests and complaints in calm and professional manner. 
i) Coordinate office activities. 
j) Arrange appointments/transportation. 
k) Send email and faxes. 
l) Perform basic bookkeeping, filing, and clerical duties. 
m) Prepare forms 
n) Take and relay messages. 
o) Update appointment calendars.  
p) Schedule follow-up appointments 

C.3.5 The Contractor shall provide three (3) people for this position.  The Contractor shall 
provide personnel to perform the duties of Human Resource Analyst:   

C.3.5.1 Qualifications 

The Contractor shall provide resumes of the proposed personnel.  The Contractor’s 
provided personnel shall, at minimum, have the following qualifications: 
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a) Minimum two (2) years from an accredited college or university in business 
administration, human resources management, finance, accounting, public 
administration or a related field; 

b) Minimum five (5) years of progressively responsible recent experience (within the 
last 7 years) working in a human resource, employee benefits environment one year 
of which should include administering retirement benefits. 

C.3.6.2 Position Description 

a) Provides pension benefit estimates and performs benefit calculations, including 
retroactive payments for District and Federal employees in accordance with documented 
processes and procedures. 

b) Verifies that pension benefit applications are complete and accompanied by required 
documentation.  Refers incomplete applications back to the appropriate government 
agency for certification and/or investigation. 

c) Verifies that CSRS applications are complete and that retirement contributions support 
the certification and/or investigation. 

d) Gathers and validates appropriate documentation and identifies areas requiring immediate 
Knowledge of employee benefits, qualified pension plans, laws and regulations 
governing same. 

e) Knowledge of the principles, practices and procedures of qualified retirement plans and 
their administration. 

f) Highly skilled in prioritizing and organizing high-volume work in a customer service-   
oriented environment. Must be detail oriented.  

g) Ability to perform business applications Microsoft Outlook and Microsoft Suites (Word, 
Excel, Access, etc.) and other support software used in the preparation of retirement 
computations, routine correspondence and payables. 

h) Strong financial, analytical, auditing, and research skills. 
i) Develop and test data bases and solve complex problems. 

 
C.3.7     Work Guidelines for Temporary Employment Staff  

a) The Contractor shall provide the required quantity of personnel to perform 
temporary support for a tour of duty of 9:00 AM and 5:30 PM, Monday through 
Friday excluding holidays and days appointed by the Mayor. The personnel shall 
report to the Office of Financial Operations and Systems 1100 4th Street, SW, 
E800 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 OFOS. 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. 
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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 Contractor shall ensure that all Contractor personnel providing temporary 
services attend all mandatory training sessions directed by the OCFO. 

f) 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 
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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



CFOPD-18-C-033   
Temporary Support Services 

Page 11 of 28 
 

SECTION D 

PACKAGING AND MARKING 

D.1 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. 

D.2 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 

 
Inspection of all goods and services provided by the Contractor under this task order shall be 
performed by the Contracting Officer’s Technical Representative (“COTR”) identified in 
Section G.1(b).   
 

E.2 ACCEPTANCE 
 

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

 
E.2.1 Receipt of all equipment procured and configured as specified in Section C. Ownership of 
 all procured equipment must be transferred from vendor to the OCFO within 30 days of 
 receipt.  
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SECTION F 

DELIVERABLES / PERFORMANCE 

F.1 CONTRACT PERIOD 

F.1.1. Base Paid Period.  The base paid period shall begin on the date of the Contracting Officer’s 
signature and end one (1) year thereafter.  

F.1.2. Options to extend. 

The District may extend the term of this contract for four (4) one-year option periods or 
fractions thereof. The District may exercise an option by written notice to the Contractor 
before expiration of the contract. The preliminary notice does not commit the District to an 
extension.   

F.2 DELIVERABLES  
 

All deliverables shall be submitted in accordance with the statement of work in Section 
C. 
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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.  It is 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: 

 
Vanessa Jackson 
Office of Financial Operations and Systems 
1100 4th Street SW, Suite E800  
Washington, DC 20024 
Phone: 202-442-8220 
Email: Vanessa.Jackson@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 
performed and accepted, less any discounts, allowances or adjustments provided for in this 
contract. 
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G.2.2 The District will pay the Contractor on or before the 30th day after receiving a proper invoice 

from the Contractor. The District reserves the right to conduct post payment reviews or 
audits.   

 
G.3 INVOICE SUBMITTAL 
 
G.3.1 The Contractor shall submit proper invoices on a monthly basis or as otherwise specified 

in the contract.   
   
G.3.2 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. 

 
G.3.3 To constitute a proper invoice, the Contractor shall attach to all payment request the invoice 

and all supporting documentation or information. 
 

G.4 THE QUICK PAYMENT PROVISIONS 
 
G.4.1   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 15th 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 

 
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. 
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G.4.2.2  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 15th day after the required payment date for any other item. 

 
G.4.2.3  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. 

 
G.4.2.4  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. 

 
G.5 ASSIGNMENT OF CONTRACT PAYMENTS 
  
G. 5.1 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.  
 

G.5.2 Any assignment shall cover all unpaid amounts payable under this contract and shall not 
be made to more than one party. 
 

G.5.3 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). 

 
G.6 FIRST SOURCE AGREEMENT REQUEST FOR FINAL PAYMENT 

 
G.6.1 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 I.31.  

 
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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SECTION H 

SPECIAL CONTRACT REQUIREMENTS 

H.1 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.   

H.2 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. 

 
H.3 CERTIFIED BUSINESS ENTERPRISE SUBCONTRACTING REQUIREMENTS 
 
H.3.1 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.   
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(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), 
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).  

H.3.2  
(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.   

 
(c) For each government-assisted project of $1 million or less 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 50% of the on-site work with its own workforce. 

 
H.3.3 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.   

 
H.3.4 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 
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(d) The price to be paid by the Beneficiary to the subcontractor. 

H.3.5 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.   

 
H.3.6 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.   

 
H.3.7 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.   

 
H.3.8 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.  

 
H.3.9 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.   
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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 
 

(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, no later than December 18, 
2015.  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;  
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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; 

vii. Whether the Beneficiary made efforts to assist interested certified business 
enterprises in obtaining bonding, lines of credit, or insurance required by the 
Beneficiary; 

viii. 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. 
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(b) “Government-assisted project” means: 

i. 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; 

 
iii. A project that receives a loan or grant from a District agency; 

 
iv. 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; 

 
v. 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 

 
vi. 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). 
 

H.3.15  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. 

H.4 WARRANTIES 

H.4.1 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. 

H.4.2 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. 

H.4.3 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 
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regulations of its domicile and wherever performance occurs during the term of such 
Contract. 

H.4.4 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. 

H.4.5 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. 

H.4.6 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. 

H.4.7 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. 

H.4.8 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. 

H.4.9 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, 
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. 

H.5 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 
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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. 

H.6 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 
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. 

H.7 BACKGROUND INVESTIGATIONS AND OTHER INTEGRITY 
REQUIREMENTS  

H.7.1 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.  

H.7.2 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. 

H.7.3 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. 

H.8 Key Personnel  

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

(a) Secretary II 
(b) Receptionist 
(c) Human Resource Analyst   
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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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SECTION I 

CONTRACT CLAUSES 

I.1      CONTRACTS THAT CROSS FISCAL YEARS 
 

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

 
I.2      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. 

 
I.3     TIME 

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

 
I.4 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.   

 
I.5 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. 

 
I.6 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 
Bid and (3) the Contractor’s DC Supply Schedule contract. 
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SECTION J 

ATTACHMENTS 

 

Attachment 
Number 

Document 

J.1 
 

Bidder/Offeror Certifications 
 

J.2 Doing Business with Integrity 

J.3 Confidentiality and Non-Disclosure Agreement   

J.4 

 
Government of the District of Columbia 

 Office of the Chief Financial Officer 
Code of Conduct Revised 2014 

  

J.5 

 
Government of the District of Columbia 

 Office of the Chief Financial Officer 
Personnel Policies and Procedure Manuel 

Chapter VI Office Protocol Section 601 Employee Dress Code 
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ATTACHMENT J.3 
Confidentiality and Non-Disclosure Affidavit 

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

1. The Contractor and the Office of Chief Financial Officer of the District of Columbia (“OCFO”) have
entered into contract _________________, 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.

Midtown Personnel

TBD
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(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 I.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 

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.  

 
(i) 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. 

 
(j) 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 
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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. 

 
(l) 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 
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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 FTI. 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 
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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: ________________________________  Date: ____________________________ 

Name: _____________________________ 

Title: ______________________________ 

Tasha Manzano 

 Senior Director of Government Services

07/09/18
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