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SECTION B: SUPPLILS OR SERVICES — The following quantities are estimates,

CLIN | Description Unit Base Year OptYri Opt ¥r2 Opt ¥Yr3 Opt¥r4
l File Maintenance
Est Annual Qty (see
betow)
Reference Refiling Doe
Artifacts Retrieved &
Refiled File
Unit Price Doc
Total Price
2 Copying
Est Annual Qry {ses
below)
References Papes
Other Pages
Office Action Images | Pages
PCT Papes i
Unit Price Pages
Total Price
3 Deeument Receipt
& Mailing
Est Annual Qty (see
below)
Qutgoing Mail Doe
[ncoming Mail Doc
Unit Price Doc
Total Price
4 Print Working File
Est Annual Qty
File
Unit Price File .

Total Price
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SECTION B: SUPPLIES OR SERVICES

CLIN ! Description [Unit | BaseYear | Opt¥ri Opt ¥r2 ' OptYr3 L Opt¥Yr4
5 General Clerieal '
Sapport

Est Annua} Qty
Labor Categories*

]

Total Hours
Total Price

] Incoming ail
Processing
Estimated Annual
Qty {see below)
US Received
PCT Recejved
Faxes Received

Unit Price
Total Price

6a Customer Service
Window
Estimated Annual
Oty

Labor Category

Unit Price
Total Price




SECTION B:

DOCIOPAPTIZNN0N24: PATENT OFFICE SUPPORT SERVICES (POSS)

SUPPLIES OR SERVICES

CLIN

Description

Unit

Base Yr

Opt¥ri

OptYri

QpiYr3

OptYrd

Fee Collection

Ta

New
Applications

Estimated Annual
Lty (see below)

Us

Application

PCT

Application

Linit Price

Anpplication

Total Price

7b

QOther

Estimated Annual
Ity (see below)

Us

Dot

PCT

Doc

Refunds
Processed

Refund

Tinit Price

Document

Tetal Price

Formality
Review

Estimated Annual
{1ys {See Below)

8a

MNew
Applications

Uility

Application

Design

Application

Provisional

Application

USPTO form

Application

SB/6Y

Unit Price

Total Price
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SCHEDULE B: SUPPLIES OR SERVICES

: CLIN

Description

| Unit

Base Year

L Opt¥ri

Opt ¥r2

OptYrd

} Opt¥r4

&b

Follow-On
Documents

Estimated
Annuai Qty (see
below)

Missing Part
rEsponses

Doc

Change of
Address
Requests

Doc

Corrected filing
receipty
Requasts

Do

Revoeation/PO
A Requests

Diac

PDX Request

Doc

USPTO form
SB/6Y

Doc

Unit Price

Doc

Total Price

PCT 371 BIB
Data Entry &
Mailing

. Est Annual Qty
! (see below)

Files Key

Application

Unit Price

Application

Total Price

10

PCT
Internaticnal
BIB Data Eniry

Est Annual Qty
{see below)

International

Application

Unit Price

Application

Total Price

|

|

L L

|
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CLIN

Description

| Unit

Base Year

 Opt Year 1

Opt Year 2

OptY¥r3

Opt ¥r 4

13

PCT Printing
& Mailing

Estimated
Annual Qty (see
below}

Cutgoing Office
Action

Doc

Linit Price

Boc

Taotal Price

2

Couricr
Suppori

Estimated

Annual Qty

Month

Unit Price (per
month)

Vehicle

Total Price

13

Project
Management
Stafl — Patents

Estimated
Annual Qty

Month

Unit Price

Manth

Total Price

14

Transitioning
Plan**

Total

Grand Total
(Base plus all
Opticns)
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SECTION C - DESCRIPTION/SPECIFICATIONS/STATEMENT OF WORK
C.1 STATEMENT OF WORK/SPECIFICATIONS

The Contractor shall furnish the necessary personnel, material, equipment, services, and
facilities (except as otherwise provided or specified) to perform the following Statement of
Work (SOW)/Specifications.

C.2 SCOPE OF WORK

{a) The objective of this procurement is to obtain mission essential services in support of
patent application processing. Requirements include receiving and processing United States
{U.8.) and international applications and application-related papers; maintaining
miscellanenus paper files, coilecting fees and updating electronic financial records;
menitoring electronic mailboxes and managing, forwarding, and ¢losing messages; mailing
exeminer office actions and other documents; conducting legal and content reviews of newly
submitted applications and follow-on documents for USPTO compliance and compileteness,
creating electronic bibliographic data records, and preparing and mailing notices to
applicants; copying technical references, application documents and other materials; printing
and delivering working files for examiner use, sorting and delivering incoming maif and other
materials; and locating and delivering residual paper application files in response to requests
or in order to match incoming papers.

{b) In 2043, the United States Patent and Trademark Office {USPTO) started implementation
of the Image File Wrapper (IFW) system. Patent appiications that are processed using [FW
are called [FW applications in this Staternent of Work {SOW}. Some parts of [FW
applications Including seme drawings and text files, may be stored in the Supplemental
Complex Repository for Examiners (SCORE} system. Other parts of an IFW application such
as color drawings, confidential information, or non-paper objects that are not in the [FW
database or in SCORE are put in an Actifact Files. Nearly all pending patent applications are
now [FW. A non-1F'W, paper application, would not normally have content in SCORE or any
artifact [iles. The Office may convert a residual paper application to IFW. A residual paper
application is one fijed prior to the date that the Office started scanning the specific
information type into [IFW and has not yet been converted to IFW. When the Office converts
a paper file to IFW, some of the content may be placed in SCORE and/or artifact files.

{c)This statement of work covers processing of both [FW and residual paper applications,
however, nearly all of the work is for [FW applications. The majority of patent applications
and follow-on documents are submitted using the Electronic Web filing systems (EFS).

These submissions are converted into electronic images and are stored in the I'W system and
some drawings and all text files are loaded in SCORE. The IFW and SCORE systems are
used for all stages of the application examination process. The minority of patent applications
and follow-on documents are received in the mail, walk-up window, or by fax. The office
converts the paper documents to efectronic images for [FW and SCORE where the processing
is the same as an EFS Web filed application or document. Applications and follow-on
documents received in paper may also have an artifact file that contains items that are not
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scanned into IFW or scanned or loaded into SCORE. The artifact files are also used for
examination. The Office expects an increase in electronically filed documents and a decrease
in paper or fax documents during the life of the contract. A very small number of patent
applications still remain in paper for various reasons. The contractor is required to perform
the appropriate processing for both paper and TEW applications. The USPTO is continuously
working on upgrading information technology (IT). [t is anticipated that most [T systems
referenced in this SOW will be replaced or significantly upgraded during the lile of this

cantract.

C.2.1 FILE MAINTENANCE (CLIN 1: Base Year, Option Year 1, Option Year 2,
Option Year 3 & Option Year 4)

(On-site Search File Maintenance

(a) Nearly all examiner searches are made using electronic databases. A relatively very small
collection of references that are not available electronically are maintained in paper as the
examiner search file (ESF). The examiners' search file currently contains foreign patent
documents and non-patent literature (NPL} which are searched by patent examiners and other
users to identify existing prior art. The examiner search file (ESF) is housed in the concourse
level of the Randolph Building in Alexandria, VA, Given the very low usage of the ESE, the
Office may eliminate ESF collections and ESF locations before or during the life of the
contract, The ESF is housed in storage cabinets cantaining multiple drawers arranged in
columns. These cabinets are commonly called "shoecases" and the individual drawers are
referred to as "shoes." Each shoe is labeled to provide for easy identification of its contents.
Shoecases are built of metal or wood, typically in two (2) or three (3) sections. The average
shoecase consists of three (3) columns holding a total of approximately 81 shoes; however,
some shoecases exist which consist of two (2) or four (4} columns of shoes. Shoes are utilized
within each column from top to bottom. Each shoe is equipped with a label holder into which
the appropriate label (also called a “shoe tag") is inserted. A pink label identifies a shoe
containing foreign patent documents filed by US classification; a yellow [abel identifies a
shoe containing foreign patent documents filed on the basis of the International Patent
Classification (IPC) system; a blue label identifies a shoe containing NPL. The Office is
working with the European Patent Office on a Cooperative Patent Classification (CPC)
System. During the life of the contract, the Office may decide to eliminate all or part of the
ESF or establish new procedures for filing that may reorganize some or all of it.

(b) Fareign patent decuments filed by US classification usually are filed in the shoes in
publication date sequence within classification. Foreign patent documents whose filing labels
contain a sequence number (a derivative of the publication date) will be filed using this
number. All ather foretgn documents will be filed by reference to the publication data shown
on the document. If more than one document contains the same publication date, the
dacuments are filed in alphabetical order, by country, within the publication date. The label
on each shoe containing foreign patent documents filed by US classification contains the word
"Foreign” followed by the class/subclass (e.g., 320/23) and the publication date range (e.g.,
Jan 1993 - Dec. 1993) within the shoe. The label for the first drawer of foreign patent
documents in a US classification always begins with "G" as the lower lunit; the label for the

10
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last drawer always has the upper limit defined as "To Date." Frequently, foreign documents
for multiple classifications may be filed in one (1) shoe. In this situation, cardboard sheets
should be inserted between ihe last document of a classification and the first documer:t of the

next,

(c) Foreign patent documents filed by 1PC also are filed in the shoes in publication date
sequence within classification. The label on each such shoe contains the word "Foreign”
followed by the IPC Subclass and Group designation (e.g., A61K 001); in many instances a
range of IPC designations are cited.

(d) Non-patent literature (NPL) is filed in the shoes immediately behind the foreign
documents. Filing of NPL may begin in the last drawer of foreign documents. [n this
situation, a cardboard sheet {s inseried between the foreign and NPL documents and the shoe
tag is marked to indicate NPPL is in the shoe. NPL are filed in publication date sequence with
any undated documents placed behind those with dates.

(e) The contractor shall refile all documents removed from the examiner search file (ESF) as
well as initially file materials being added to the ESF. The Office is not currently adding
documents to the ESF. In each search room, there is a designated location where documents
to be refiled in the ESF can be dropped. The contractor is required to empty these drop boxes
daily and shall correctly refile all documents within eight (8) work hours of pickup. During
document refiling, the contractor should identify any damaged documents and repair/replace
and refile those documents within 16 work hours.

(f) In addition to refiling documents, the contractor shall periodically monitor the condition of
each search room and shall promptly take such actions as necessary to insure the neat and
orderly condition of that search room; e.g., shifting documents between shoes to eliminate
overfilling of a shoe, replacing shoes left lying on top of shoecases or on the floor, and
replacing/correcting shoe tags as necessary.,

(2) The contractor shall refile documents at minimum accuracy and timeliness levels of 98%.
The Government will randomly inspect the quality and timeliness of the contractor's work.
The conlractor shall correct any problems or deficiencies within eight (8) work hours of
receiving notification that such exist. The contractor will provide bi-weekly and monthly
reports of filing work as required by the Government.

(h) The File room contains national and international patent applications (Search copy-pink,
Home copy-buff, and Official copy-blue folders) and related files received prior to 2007. All
contractor personnel working in the PCT file room must sign in and out on the Government-
provided log sheets. All application files coming inte or going oul of the {ile room must have
their Patent Application Locating and Monitoring (PALM) location information promptly
updated. If PALM is nonoperational, incoming files should not be refilled until the PALM
information can be updated; a sheet should be attached to each outgoing file indicating that
PALM was down and the file was not charged to the reguester.

11
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{3) Requests for files will be given to the contractor via c-mail or fax machine. The contractor
will process any request for five (5) or fewer files and deliver to the requestor within three (3)
business days. Requests for more than five (5) files must be processed and delivered to the
requestor with five (5) business days. If a file cannot be located in the file room, the
contractor will notify the requestor by email within five (5) business days.

(j) Files returned to the file room should be refilled in the appropriate location with five (5)
business days of their return to the file room. Within five (5) business days of their receipt,
documents 1o be associated with files will be matcned with the appropriate file{s) and refilled
or placed for the next mailroom pickup.

(k) The contractor will insure thar all application files are accurately filed and will perform
housekeeping functions as necessary to insure an orderly file room in which the shelving and
waork space are efficiently utilized. Shifting of files may be appropriate if shelving space is
reguired for other purpeses. Specific instructions and a desired completion time will be
provided to the confractor at the start of each project. As requested by the Government, the
contractor will conduct a full inventory of the file room and/or work spaces by entering the
‘information for each application file into the PALM system.

Artifact Files

{a} Some application documents {e.g,, plant color drawings and confidential references) and
non-scannabie iterns (e.g., computer disks) are placed in Artifact Files, which are stored in
designated filing areas, Fewer items will require stovage in an Artifact File as the Office’s
technology improves. Each Artitact File contains a machine readable bar code label
containing the application serial number and the appropriate alpha suffixes. A patent
application may have one (1), none, or several artifact files agsociated with it. Artifact files for
plant applications are forwarded to the Technology Center (TC) as scon as they are prepared,
All other artifact files are forwarded to the TC as soon as the Office of Patent Application
Processing (OPAP) processing is compieted and the applications' PALM status changes to 20
or higher which indicates that the application has completed formality review and has been
docketed to the TC. The Contractor receives reports that list the applications in the QIPE File
room that are in status 20 or higher and that need to be pulled and sent 1o the TC file room or
the Files Repository. Due to technology improvements, which have decreased and will
continue to decrease the number of artifact files being created, the Office plans to consalidate
the Office of Initial Patent Examination “OIPE” room. Patent Cooperation Treaty “PCT”
files have been consolidated to the file room at the Randolph Building in Alexandria. For this
contract, the contraclor will merge and manage all artifact files for pending applications in the
examination artifact file rooms. As needed, artifact [lles are retrieved from the fite area for
use in pre-examination, examination, and post-examination of the related application, Files
are rarely required for pre-examination processing; however the contractor will identify and
forward ali new artifact files from the indexing and scanning contractor containing CDs for
review (o the CD revigw staff, curvently in OPAP. Following completion of the examination

process, artifact files for allowed cases will be ordered from the file room by the Office of
Dava Management (ODM) as needed. Artifact files for abandonced and other applications

12



DOCSOPAPT1I300024: PATENT OFFICE SUPPORT SERVICES (POSS)

periodicafly will be purged {rom the file room and sent to the file repository as directed by the
Government,

(b} The contractor shall insure that all artifact files delivered/returned to a filing arca are
promptly and accurately refiled within four (4) work hours of receipt; multiple artifact files
for the same application must be collocated in the filing area. Prior to returning a file to a
shelf, the contractor must update PALM location information by scanning the bar code label
containing the application serial number; no artifact file is to be placed on a shelf before its
location information is correctly updated. During the filing process, the contractor shall
identify any actifact file folder and/or bar code label affixed to the folder that i3 damaged and
shall pronptly take the appropriate steps to replace the folder and/or bar code label within
four (4) worl hours.

(¢) An examiner and other authorized personnel may request retrieval of artifact files by either
(1) completing a retrieval request form and placing it in the retrieval request box located in
each TC service center or (2) sending an e-mail to the appropriate Outiook mattbox. The
contractor shall pick up retrieval requests from each designated drop location & minimum of
twice each workday {approximately %:30 a.m. and | p.m.) and shall check the appropriate
Dutiook maiiboxes for the presence of new requests no less than once each hour during the
workday. After retrieving/receiving file requests, the contractor shall promptly iocale the
requested file, charge it to the new location, and deliver it to the appropriate examiner
mailbox or other employee delivery location. Every attempt must be made to locate the
recuested file. The contractor must deliver all requested files to the designated location(s)
{usually the examiner mailboxes) on the next regularly scheduled pickup/delivery run (e.g.,
request retrieved in the morning--file delivered in the allerncon; request retrieved in the
afternoon--file delivered the next morning). If after eight (8) work hours the contractor is
unable to locate the requested file, the contractor shall promptly notify the requester that the
file has not been found and that the contractor will continue to search. If the requested file
has not beent found after 24 work hours, the contractor shall promptly notify the Contracting
Officer Technical Representative (COTR) or other designated Government Representative.

{d) As requested by the Government, the contractor will locate and rermove from the artifact
file room those artifact files listed on a Government provided report and wilt deliver the files
to the specified location(s) after updating PALM. The contractor will have one (1) month to
remove files and send them to the [iie mainlenance location on the concourse location of the
Randelph building. For other locations, the COTR and contracter wifl mutually agree upon a
turnaround time that may be less than one (1) month. The Goverrunent also may require the
contractor to inventory the contents of any or all of the artifact file areas. Such an Inventory
will be conducted by scanning the bar code jabe! on each file in order to update the PALM
location information. Details (location, required turnaround time, etc.) of each inventory will
be mutuaily agreed upon by the COTR and the contractor prior (o initiation of the work.

{&} The contractor shall meet all turnaround simes and shali perform the work at a minimum
accuracy level of 99%. The Government will randomiy inspect the qualtity and timeliness of
the contractor's work. The contractor shall correct any problems or deficlencies within eight
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(8) work hours of receiving notification that such exist. The contractor will provide bi-
weekly and monthiy reports of artifact file retrieval work as requirec by the Government,

C.2.2 COPYING (CLIN Z: Base Ycear, Option Year 1, Option Year 2, Option Year 3,
and QOption Year 4)

Technolopy Center Copying

(a) Most office actions are automatically lcaded into [FW. Some actions including most
related to PCT, have not yet been automated and may reguire the contractor to make a copy of
some or all of the office action prior to mailing. During the life of the contract, the
goverrnent plans to automate nicre actions and expects the number of actions that require
copies made to decline. The government may also make periodic requests for high volume
cepies. The contractor is required to provide the equipment and material to make these
copies. The Government wili provide space in the Remsen building at LU'SPTO's Alexandria
campus for contractor personnel and equipment in support of this requirement.

IFW Anplications excent PCT

{2) Almost all actions for non PCT applications are produced by the USPTO electronically
using the Office Action Creation System (OACS) electronic red folder (eRed Folder) and will
not require the contractor 1o provide copies. Some newer or uncommon types of office
actions have not or wiil not be automated initially and will require the contractor to process in
paper. At least once in the morning and once in the afternoon of each workday, the contractor
1s required to pick up from designated locations red or colored action folders containing office
actions to be copied, mailed, and scanned. For each action, the contractor shall deterinine the
delivery method for the office action, Many office actions are delivered to the applicant
electronically and will not require copies. Buring the [ife of the contract, it is possible that the
majority of actions will be delivered electronically. For the office actions that are not
delivered electronically, the contractor must make the necessary copies to have one (1) copy
of the action 1o mail to the applicant and one (1) copy to send for scanning into [FW. The
contractor shall disassemble, reproduce, and reassemble all documents requiring copying.
Each copy must be produced on 8 12" x 11" paper. The copy for mailing sheuld have one (1)
staple placed in the upper left-hand comer, The original for scanning should not be stapled,
Copies must be an accurate and complete reproduction of the original with tinages properly
centered and properly stapled together. After confirming that they meet required standards,
the contractor shal] insert the copies and the source documents into the appropriate aetion
folder and shall deliver the folder to the appropriate location for the next processing phase
(e.g., mailing). The contractor is vequired to complete all copying and deliver the folder to the
designated location no later than eight (8) work hours after folder piekup.

(b) As requested by the Government, the contractor will copy other materiais placed in a
designated pickup location and containing a Contractor Copying Request Form. Typically,
such requests will be for high-volume copying such as biweekly PALM reports or similar
materials. Requests for a small number of copies {e.g., one (1) or two {(2) copies of one (1) or
two (2) pages) should be returned to the Goverjunent Representalive without action. Required

14
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turnaround time will be annotated on the Request Form; however, the Government will not
request less than four (4) work hours at any time. [f adjustment to the requested turnaround
time is desired, the contractor should discuss the reguest with the Government Representative.
Paper Applicatigns

(a) Although nearly ali pending applications have been converted to IFW there may be some
residual paper applications that require pickup. At least once in the morning and once in the
afterncon of each workday, the contractor is required to pick up paper applications from
designated |ocations containing foreign and/or NPL references to be copied. Afier taking all
retrieved files to the copy equipment area, the contractor must change each file's location in
the PALM system before beginning any other work processing. If the PALM system is
nonoperational, the contractor should begin processing the work but should update the PALM
information as soon as the system becomes operational. Using the information contained on
form USPTO-892 as guidance, the contractor shall disassemble, reproduce, and reassemble all
documents provided for copying. Each copy must be produced on 8 12" x 11" or A4 paper
and should have one (1) staple placed in the upper left-hand corner. Copies must be legible
and complete, possess images which are distinct and properly centered, and be properly
stapled together. If the reference copies provided by the examiner are the search file coples or
are personal copies to be returned to the examiner, the contractor shall make two {2} copies of
each such docurnent - - one {1} for mailing to the apphcant and one {1} for inclusion in the
application fite. If the reference copies provided by the examiner are to be mailed to the
applicant, the contractor shall make one (1) copy of each such document Tor inclusion in the
application file; criginal source documents should be returned promptly to a reference filing
pickup location for refiling in the search file, returned to the examiner, or inserted in the
application file as appropriate.

(h) The centractor shall verify that all references listed for copying are available in the
appiication file. If listed references are missing, the contractor shall copy those references
available, note which references are missing, and return the fite to the Government
Representative, The contractor Is required to complete ali copying and deliver the application
file 10 the designated location no later than eight (8) work hours after file pickup. All files
must have their location changed in the PALM system prior fo leaving a copy requirement
area. 1f the PALM system is nonoperational, the contractor must insure that when the
applications are delivered to the next processing stage the PALM information is updated.

PCT IFW Applications

{aj Many PCT application actions including search reports and written opinions are still
produced in paper. The Office plans to move most PCT actions into the electronic processing
system. This may occur before the start of the contract or early in the life of the contract.
Once electronic, the copy requirement will decrease significantdy. At least once in the
morning and once in the afternoon of each workday, the contractor is required to pick up from
designated locations pink or colored ection folders coataining office aciions to be copiad,
maited, and scanned. Currently il PCT actions are mailed but during the iife of the contract,
the Office may implement electrenic delivery for PCT application office actions. For the
office actions that are not delivered electronically, the contractor must make the necessary
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copies to have one (1) copy of the action to mail to the applicant and one (1) copy to send for
indexing and scanning into IFW. The contractor shall disassemble, reproduce, and
reassemble all documents requiring copying. The copy to be mailed must be on A4 paper.
The contractor may need to reduce the image to fit on Ad naper. The copy to be scanned may
be on 8 A" x 11" or A4 peper, Each copy to be mailed should have one (1) staple placed in
ihe upper left-hand corner. The original for scanning should not be stapled. Copies must be
accurate and complete reproductions of the original, with images properly centered, and
properly stapled together. After confirming that they meet required standards, the contractor
shall insert the copies and the source documents into the appropriate action folder and shall
deliver the folder to the appropriate tocation for the next processing phase {e.g., mailing). The
contractor is required to complete all copying and deliver the folder to the designated location
no later than eight (8) work hours after folder pickup.

(&) The contractor shali meet ail turnaround times and shall perform copying and copy
assembly work at minimuom guality and accuracy levels of 98%. The Government will
randamly inspect the quality and timeliness of the contracior’s work. The contractor shall
correet any problems or deficiencies within eight {8) hours of receiving notification that such
exist. Copying work which must be redane will be at no charge to the Government. The
contractor will provide bi-weekly and monthly reports of copying and/or copy assembly work
as required by the Government.

C.2.3 DOCUMENT RECEIPT AND MAIL (CLIN 3: Base Year, Option Year 1, Option
Year 2, Option Year 3 and Option Year 4)

{a) The TC matlroom Is located i the Concourse level of the Remsen building which is one
(1) of the four (4} buildings (Jefferson, Remsen, Randolph, and Knox) at USPTO's Carlyle
campus which house patent exarviners. Mail is delivered to the mailroom at least twice each
day. TC outgoing mail is delivered to this mailroom from which mail center personnel
retrieve it from the TC Service Center and other designated locations and take it o the mail
center for metering and pickup by the U.S. Post Office. The contractor is required to staff the
TC mailroom and process both incoming and outgeing mail.

(b} The contractor shall sort all incoming mail, deliver it to designated locations, and place it
in the appropriate mail boxes or other areas. All inceming mail shall be delivered within two
(2) work hours of receipt in the maiiroom.

(¢) Once each morning and once each aflernoon, the contractor shall pertorm pickups and
deliveries within the tech centers and to other designated locations within the USPTO
Alexandria campus. Materials retrieved during pickups must be delivered to designated
Carlyle locations nc later than during the next scheduled pickup/detivery, Materials retrieved
during pickups and which require delivery between tive Randoiph Square Building
{Shirlington) in Arlington, VA and Cariyle must be transported to the other building ne later
than the next scheduled courier run; delivery to the designated location in either location must
aceut no later than the next scheduled delivery run in that building. Only the foilowing
locations are approved for pickups/deliveries by the contractor errand runners:
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Internal Tech Center locations

- Director's office, .

- Examiner mailboxes {not individual examiner offices), Service Centers
« Classification unit,

- Head Supervisory Legal Instruments Examiner (HSLIE) offices

- Paralegal office,

« Special Program Examiner (SPRE} office,

- Supervisory Patent Examiner (SPE) offices,

- Tech Support Team Leader,

+ License and Review;

Other USPTO Locations

- COTR,

- Office of Human Resources,

+ Scientific and Technical Information Center,
- File Infermation Unit {FIU)}-Reeord Room,

- Office of Petitions,

- Cemmissioner and Deputy Commissioners for Patents,
- Office of Patent Application Processing

+ PCT Operations,

- Office of Data Management,

- Patent Academy.

(d) The contractor shall direct to the COTR all requests for deliveries to locations not Listed
above.

(¢} The contractor will receive paper copies of references that the examiner wants to include
in an OACS eRed Felder office action with a request for the contractor to convert the
decument to a PDF. The contractor will retrieve the requests from the pick-up boxes in the
service centers, scan the document using government furnished equipment, and send an e-
mail to the examiner with the PDF file attached. The contractor shall return the paper copy to
the examiner. Scanned PDFs must be e-mailed to the examiner and paper copy returned to
the examiner no later than eight {8) work hours after documents to be scanned are retrieved
from the drop off box.

{f) The contractor shall institute such quality checks as are required and shall perform all PDF
file creation at minimum quality and aceuracy levels of 8%, and a minimum timeliness level
of 98%. The Government will randomly inspect the contractor's work. The contractor is
required to correct any probiems or deficiencies within four (4} worlc hours of recerving
notification that such exist. Work to correct contractor-gencrated errors will not be charged o
the Government. The contraclor will provide daily, weekly and/or monthly reports of
scanning work as required by the Government, Most outgoing aclions that the contractor is
responsible for mailing are produced electronically using OACS eRed Folder. Currently the
eRed Folder actions print on multiple printers in the contractor’s area continuously throughout
the day. Other actions that require mailing, the contractor retrieves in file wrappers or foiders
from designated pick-up locations at least twice per day and makes copies as required under
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(.2.2. For any paper application received, the contractor must update the PALM location.

An Office action usually set a respense period that directly impacts patent pendency. An
Office high priority is to reduce patent pendency. Alse, patent examiners have production
requirements and measurement points at the end of each bi-week, quarter, mid-year, and end
of year. The contractor will need to adjust to high velumes expected during these periods and
still meet processing time requirements.

{g) The contractor will review office actions prior 1o mailing,

» Review the Office Actien Summary (PTG-326 or PTG-90) ang determing if thers are
attachments to be mailed; verify al! attachments are present, Promptly return the
office actions to the Government if any of the noted attachments are missing; if any
attachments appear to not belong with the office action; if disbursement of
attachinents has not been clearly identified; or any other problems exist which would
prevent the prompt, accurate mailing of the office aciion.

o Verify the last page of the office action contains the examiner signature. Promptly
return to the Government any office action that has not been properly signed by the
examiner.

s Determine whether a Notice of References Cited (PTO-892) and related reference are
present. If the PTO-892 is hand-written, return the action to the Government. If the
examiner has cited foreign or NPL references which will be mailed with the office
action (LS references are not muailed with office actions), this form along with one (1)
copy of each cited reference must be present, Promptly return the action to the
Government Representative if any of the cited references are not present or if
references are present which are not cited. [f move than one (1) copy of any reference
is present, check with the Government Representative to verify disposition of tae
additional copies.

«  Verify that the office action ts complete and legible. Pages in an office action are
normally sequentially numbered. Promptly return the action fo the Government if the
office action ts Incomplete or illegible,

(h} After completing the verification process, the contractor will prepare the action for
mailing. The contactor will determine if the delivery method is electronic or mail. If mail,
the contractor niust determine the number of envelapes reguired to mail the office action and
any references and attachments. This number will determine the number of copies of the
PTO-90 which must be printed. The contractor will use PALM EXPO o print the action for
mailing. The comactor will select the action to matl and the number of copies. The PTO-90
will print with the appropriate mailing date (if before 2 pam.; next business day i after 2 p.m.
or next business day date box is checked). The PT0-80 will show the correspondence address
of the attorney or applicant of record, and the statutory period to respond to the office action.

(1) The contractor shall quality check the printed document 1o insure the printed information is
appropriately piaced and clearly readable; if it is not, the contractor must reprint the form in
the required manner, If PALM does not print the desired action and displays an error message
(¢.g., The system has no action to mail), the contractor should not make & sccond attempt,
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(j) The office action along with a screen print showing the ercor message shall be promptly
returned to the Government Representative,

(k) After printing the PTQ-90 form, and if the delivery method is electronic, the contractor
should discard the action. The applicant will receive an e-mail notification that they have an
office action and they can access the office action in Private Patent Application Information
Retrieval (PAIR). If the delivery method is mail, the contractor shatl assemble the form, the
coffice action, and any attachments and references and fuid and Insert into the appropriate size
window envelope (i.e., piggyback if there are reference copies, legal-size white window
envelope if there are not) the copy of the office action. If using a piggyback envelope, the
contractor shall insert the references and all but the first page of the office action into the large
envelope and shalf fold and insert the first page of the office action in the window portion of
the envelope, ensuring that the mailing address 15 clearly visible in the address window,
When an office action is mailed in multiple envelopes, each envelope must be appropriately
marked; e.g., F 0f 2,2 0f 2, slc.

{13 Prior to inserting them in the appropriate mailing envelope, the contractor shal! verify the
presence of all required documents to be matled, insure all documents meet required quality
standards, and verify that the name and serial number printed on the PTQ-%0 form agree with
the name and serial number on the office action. The envelope should then be securely sealed
and placed in the designated mail pickup location.

{m} The contracter will use PALM EXPO to print a Notice of Allowance for mailing. The
Notice of Allowance printing process does not pring a PT0O-90. The contractor shall quality
check the printed document to insure the printed information is appropriately placed and
clearly readsble; if it is not, the contractor must reprint the form in the required manner.

{n} When an office action is printed from PALM prior to 2:00 pum., the current day's date will
print on the document. In order to insure that the metered date applied in the mail center will
be the same as the date prinled on the document, the contractor must insure that these
documents are processed in sufficient time for the Mail Center (o retrieve the envelopes and
apply the postage meter prior to pick up by the U.S. Post Office. If an office action is printed
after 2;:00 p.m., the next business day's date will print on the document. In order to insure the
document date and the postage meter date agree, the contractor must hold the envelopes for
pickup by the mail center the next day.

{0} The contractor will monitor the OACS eRed Folder printing process and lake steps to
resolve infrequent but recurring problems with knows solutions. To klentify and resolve
these problems, the contractor witl monitor daily reports and print actions that failed w print
automatically. The contractor witl evaluate error messages and take steps to identify
defective documents and take appropriate action o obtain replacements. As the USPTO
changes the system, some recurring problems will be fixed but new ones may be created.

{p} Prior to contract award or during the life of the contract, the government plans to change
the contractor review process from paper to electronic, The government may also determine
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after system and process improvements that the quaiity of the office actions is sutficient as to
not require contractor review.

(q) Most office actions that are not electronically processed using OACS eRed Folder are in
red, pink, or other color office action folders. The contractor will perform the same quality
checks and mailing process as for the eRed Folder actions. Ifa red action folder is returned to
the Gevernment for correction, it is reconuniended that the contractor maintain a record of all
folders returned and when they are received back from the Government. Office action folders
are not autematically loaded into [FW, so the contractor may need to make a copy of the
office action as described in C.2.2 prior to mailing. For color action folders, the contractor
will assemble one (1) copy of the office action, form, and any attachments and references in
the office action folder. After mailing, the contractor shall place the folder in the designated
focation far indexing and scanning inte IFW. The contractor shall insure the folder and alf
required dociments are placed in the designated pickup location no later than four {4} work
hours alter completing mailing of the office action.

(1) Nearty all pending patent applications are in IFW but on very rare occasion, the Office
may need 10 mail an office action for a paper file. The contractor will perfonm the same
quality checks and mailing processes as for the eRed Folder office actions. [ta paper
application s returned to the Government for carvection, the contractor will use PALM 10
dispatch the case 10 the approprisle team leader, The contractor will insert the office action
copy in the right-hand clamp of the file under the prints and insert the reference copies under
all papers in the center of the file. The contractor will stamp or write the mail date in the
appropriate location on the application {ile. The contractor will use PALM to dispatch the
application to the appropriate location.

(s) The contractor i3 required to plan his work to account for possible PALM problems and to
aceomplish required turnaround times despite high velumes of work normally encountered
just before and immediately after "count Monday." Note: See Atlachment § for definition
“count Monday.”

(t) The contractor shall mail sl Notices of Allowance within one (1) work day of retrieval
from the pickup location and any Accelerated mail notices within one (1} business hour of
reczipt during business howrs. All other mailing processing should be performed immediately
foliowing retrieval by the contractor; the contractor shall have the sealed envelopes available
for mailroom pickup no later than two (2) work days after retrieval of the work. The
contractor shall perform all document receipt and mailing work at minimum quality,
timeliness, and accuracy levels of 99%. The contractor shall take any and all steps to insure
that mailing is performed as required and to insure that office actions are not erroneously
placed in folders and not mailed, The Government will randomly inspect the quality and
timeliness of the contractor's work. The contractor shall correct any problems or deficiencies
within four {4} work hours of receiving notification thal such exist. The contractor will
provide daily, weekly and muonthly reports of document receipt and mailing work as required
by the Government.
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.24 PRINT WORKING FILE (CLIN 4; Base Year, Option Year 1, Option Year 2,
Option Year 3, and Option Year 4)

(a) The contractor shall monitor the appropriate 1FW mailbox (s} in order to promptly wdentify
examiner requests for creation of a working file. For requests from patent examiners, only the
following documents are authorized for printing by the contractor and inclusion in a working
file: Specification, Abstract, Claims, and/or Drawings. The contraclor may also receive
requests from the Solicitor’s Office. For the Selicilor’s Office, requests for all IFW
documents for inciusion in & working file are authorized. Using Government-provided
equipiment, the contractor shal! print from IFW the requested documents and shalt insert these
documents into the folders identified for this purpose, [n addition, the contractor must print a
serial number and bib data label and affix each to the front of the folder. Completed working
files must be delivered to the examiner's mailbox, Solicitor’s Office, or other requestor’s
focation, no later than one (1) work day from the original request.

{b) The contractor shall retrieve from each TC's service centers working files identified for
shredding and shall dispose of them in the TC shredding bin. Felders, which are reusable,
should be emptied and saved by placiag them in close proxiniity to the working file printer(s).
The contracter may be required to deliver the shredding bins to a designated location when
pickup by the shredding contractor is scheduled.

(c) The contractor shall institute such quality checks as are required and shall perform all
working file production work at minimum quality and accuracy levels of 100%, and a
minimum timeliness level of 98%. The Government will randomly inspect the contracter's
work. The contractor is required to correct any problems or deficiencies within four (4) work
hours of receiving natification that such exist. Work to correct contractor-generated ervors
will not be charged 1o the Government.  The contractor will provide daily, weekiy and
montily reports of scanning work as required by the Government.

C.2.5. GENERAL SUPPORT (CLIN 5: Base Year, Option Year I, Option Year 2,
Option Year 3 and Option Year 4)

{a) As required by the Government, the contractor shall provide ongoing services in support
of patent application examining and processing. Work in this CLIN will support the Office of
the Commissioner for Patents (1 position), Office of Petitions (4 positions), Office of PCT
Legal Administration (2 positions), Patent Training Academy (3 positions), File Information
Unit (4 positions), Office of Data Management (3 positions), and olher USPTO business units
that inay require general clerdeal services not covered in other CLINs,  There are currently 17
General Clerical Staff positions needed under this requirement. This may be subject 1o
change based on the need of each business unit. Representative tasks include answering
phones, processing examining case transfers, researching PALM to locate application
information, and docketing cases to examiners. All work will be performed under the
supervision of'a Tech Center or other contractor supervisor witl technical advice provided by
the Government as necessary, The contractor will provide bi-weekly and monthly reports of
this work as requested by the Government.

Requirements related to the Office of Petitions include:

21



DOCS0PAPT1300024: PATENT OFFICE SUPPORT SERVICES (POSS)

+ processing incoming mail including opening, sorting, and routing within three (3)
work hours of receipt;

» collecting fees inciuding entering appropriate information into Revenue Accounting
and Management (RAM) financiai system {Attachment 1}, printing infermation on
designated sheet and forwarding for scanning into IFW, providing RAM data
information and/or financial documents {e.g., checks) to Finance;

s+ correctly processing petitions received in the clfice including researching status,
identifying file location and ordering file (if paper file), performing other appropriate
actions as direcled by Paralegal,

« maintaining tickler files 1o monitor due dates and notifying Petitions’ personnel when
due dates are approaching and/or have passed;

«  receiving walk-tn petitions by going to puard station to accept delivery, stamping
receipt date on document, and returning document fo office;

v escorting non-PTO personned from the guard station to the Petitions office;

» mailing petition decisions and other office actions including updating PATLM,
stamping doctments with mail dute, insuring all attachments are mailed, submitting
copy of all outgoing documents for indexing and scanning into IFW; and

« maintaining {iles and other records as required by Petitions' staff.

Requirements related to the Office of Data Management include:
»  Ordering and sending fiies from and to the File Repository
s  Monitoring [FW clectronic mailboxes and ¢losing messages n JFW
»  Mailing of Issue Notifications and Certificates of Correction each week

(b} The work hours may vary hased upon the needs of the specific business unit or job
functions. The general clerk support office hours will range from 7:00 a.m. to 6:00 p.m. The
hours of the business units or job functions are subjeet to change without notice. The
contractor will provide daily, bi-weekly and monthly reports for each area supported under
this CLIN.

C.2.6 INCOMING MAILL PROCESSING (CLIN 6: Base Year, Option Year 1, Option
Year 2, Option Year 3, and Option Year 4)

(2} The majority of applications and follow-on documents are submitied electronically by
applicants using EFS-Web. The Office expects the proportion of documents submitted
electronically to increase aver the life of this contract. New patenl applications and follow-on
documents may also be received in the mail or at the walk up window. Follow-on documents
may be received by fax. The contractor is responsible for the initial processing of mait, walk-
up window, and fax documents usually following the same processes and procedures.

(b) The USPTO has established a Central Fax where most incoming "official” faxes are
received. The USPTO zlso has a specific fax for issue fees. The contractor shall retrieve and
process documents printed on the fax printing government furnished equipment. The
contractor shall perform basic maintenance on the equipment 1o include loading paper,
changing toner cartridges, clearing paper jams, and other basic services 1¢ keep the equipment
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operational. The contractor shall report system failures to the USPTO Help Desk and when
required follow simpie instructions 10 assist the Help Desk with the resolution of the problem.
The contractor will apply the date to the faxed document using the actual date of receipt at the
USPTO or the first business day afler receipt. The contractor should keep a log of all
documents that do not print within one {1) business day of receipt to support inguiries
concerning perceived delays in processing that are caused by USPTO systems. USPTO rules
da not allow the filing of a patent application by fax. The contractor shali identify any new
patent application request sent by fax and give it to a designated government representative to
return (o the sender.

{¢) Several times each workday, mail is defivered to the OPAP open/sort area by the USPTO
mai} center. This mail includes new applications and follow-on papers. The contractor shall
open gll envelopes, remove the contents, and accurately record the mail receipt date shown on
the envelope. For US application-related documents, the date should be placed in the upper
lefi comer of the first page of cach unique document. For applications filed under the PCT,
the cate should be stamped across the top right-hand side of the {irst page of each anigue
document. If multiple documentsfapplications are bound together, the contractor must be sure
{o keep the documents together but must record the maii receipt date on the first page of any
cover letter and each unigue document. International and national stage applications filed
together under the PCT must be kept together. The date stamip or label shoutd be applied to
white space, such as is the margin, whenever possible.

{d) The contractor will identify specific types of computer media containing Computer
Readable Form (CRF) of biotechnological sequences listings in new applications and follow-
on documents and deliver them to the (CRF) processing staff. The contractor should keep a
[og recording the application number, effective receipt date, and date delivered to the CRF
processing staff. fn the future, the government plans to load additional types of documents to
LSPTO systems instead of creating artifact {iles. The contraclor may receive new procedures
to identity and direct such electronic mediz or load them to a USPTC system. The contractor
wiil identify and Joad CRF files on CB for PCT applications inte the POWER system prior to
torwarding to the CRF pracessing siaif.

{e) For patent applications and follow-on documents the contractor wiil deliver the documents
to the designated location for pickup by the indexing/scanning contractor. For each newly
recetved patent application, the contractor must determine the correct malil daze {generally the
date received in the USPTO mailroowm or, in the case of express mail, the date depasited with
the US Post Office). In addition, the contractor must determine the appropriate application
type {i.e., PCT, 371, regular Utility, Plant, Design, Request for Reexamination, Provisional,
Reissue, and assign an application serial number to each new application. Using government
provided material and equipment, the contractor will creale a control sheet (Attachment 23,
that will be used by the scanpipg contractor, The controf sheet will include the application
serial number, effective receipt date, actual receipt date at USPTO, and application type ind
subject matter. For each PCT International Application (IA) and 371 Naticnal Slage
Application, the contractor will create the application number record in PALM and ontera
imited amount of bibliographic dara. Aller insuring the application documentis are sceurely
bundled together {the contractor shall prompily forward the applications for fee collection).
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Following collection of the appropriate fees, the contractor will deliver the applications to the
designated location {or pickup by the indexing and scanning contractor,

(f) The contractor shall perform Incoming Mail Processing work at minimum quality,
accuracy, and timeliness levels of 99%. The Government will randomly inspect the
cantractor’s work. The contractor is required to correct any problems or deficiencies within
four {4} work hours of receiving notification that such exist. Work to correct contractor-
generaled errors will niot be charged to the Government. The contractor will provide daily,
weekly and monthly reports of U.S. mail, fax, and window work as required by the
Government.

{g)} The contractor is required to complete opening, sorting, and accurate routing of all non-fee
mail within two (2) workdays of its receipt at the USPTO and all fee mail (inctuding fee
collection) within three (3) workdays of its receipt at the USPTO. All mail containing fees
must be processed in a muanner to support collection of all fees within two (2) accounting days
of their receipt in USPTQ. On a normal work dey, the Office of Finance closes the current
business day accounting date and changes the accounting date lo the next business day at 1:45
P.M. The Office of Finance usually announces and closes an accounting date early on the last
business day of the fiscal year {September 30} or when the USPTO announces early dismissal.
The Office may deemn it necessary to close an accounting date early for other very rare and
unusual circumstances.

C.2.6 1 Customer Service Window (CLIN 6a: Base Year, Option Ycear 1, Option Year 2,
Option Year 3, and Option Year 4}

{a} The contractor is required to staff the Customer Services Window at USPTO's Alexandria
campus {rom &30 a.m. until midnight each workday unless otherwise directed by the
Government. The Custormer Service Window must remain open until midnight any day that
the USPTO opens for business. If the USPTO closes early, the Customer Service Window
must still remain open until midnight. The Customer Service Window will only close if the
USPTO is closed for the entire day. if a customer presents a receipt and requests that it be
date stamped, the contractor must review the materials to insure the docuwments listed were
received. Any discrepancies must be noted on the receipt and the transmittal letter prior to
stamping the current day's date on the receipt. The contractor shall process the documents
received al the window following the same procedures and timeliness requirements as
documents recelved by USPS mail, C.2.6.

C.2.7 FEE COLLECTION (CLIN 7)

{a) New Applications. (CLIN 7a: Base year, Option Year 1, Option Year 2, Option Year
3, and Optioa Year 4)

{1) As part of the initial processing of newly received L.S. applications, the contractor will
determine the number of claims contained in each application and shall caleulate application
fees accordingly. For newly received applications Giled under the PCT, the centractor shall
collect submitted fees in accordance with applicant instructions. The contractor will utilize
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government furnished computers 1o post application {ees to the RAM financial system. Fees
are received either by check, charge, or authorization to deduct fees from specified deposit
accounts. The contractor will enter the fee code, foe amount, application serial number, mail
date, receipt date, and/or other data as required, The contractor must engure that the serial
number contained on an application and entered info the RAM systern are identical.

(2) At the end of cach workday, the contractor is required to generate from RAM a printout of
that day's work which will be used to reconctie that day's transactions. After correcting any
ervors and compieting the reconciliation, the contractor will deliver ali documents and
financial instruments to the designated location(s).

(3) The contractor must process afl fees within two (2) accounting days of their receipt at the
USPTO. A guality level of 100% is required for posting of fees to the correct application
serial number; other aspects of fee collection shall be performed at minimum quality and
accuracy levels of 98%. The Government will randomly inspect the contractor's work, The
contracior is required to correct any probleiss or deficiencies within four (4} work hours of
receiving notiftcation that such exist. Work to correct contractor-generated errors will not be
charged to the Government. The contractor will provide weekly and monthly reports of RAM
suppart work as required by the Government.

b. Other (CLIN 7b: Base Year, Option Year 1, Option Year 2, Option Year 3, and
Option Year 4)

(1) As required by the Government, the contractor wili utilize government furnished
computers 1o post to the RAM financial system various fees received in the USPTO and not
associated with the initial receipt and precessing of a patent application (c.g., petition fees,
extension of time fees, issue fees). Fees are veceived either by check, charge, or authorization
to deduct fees from specified deposit accounts, The contractor will enter the fee code, fee
ameunt, application serial number, and/or other data as required. As appropriate, the
contractor will back out previously paid fees and/or will process refunds to applicants er their
attorneys, agents and/or representatives. As required by govermment procedures, the
contractor will create a notice of fee due and send the notice for indexing and scanning. This
nolice serves to notify the next processor that the proper fee was not collected. The contractor
must ensure that the serial number contained on documents, on checks (if present), and
entered inte the RAM system are identical. The contractor also must ensure thai all fee
transaciion information is propetly annotated on documents by using the endorsers and that
PALM information is updated as appropriate. Refund Request Letlers capured in OFIS are
forwarded daily to the contractor elecironically. The contractor shall review and process
these letters utilizing RAM, IFW, PALM and PALM EXPO.

(2) At the end of each workday, the contractor is reguired to generate a printout of that day's
work which will be used to reconcile that day's transactions. After correcting any errors and
completing the reconciliation, the contractor will deliver all documents and financial
irstruments to the designated focation(s).

(2]
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(3) The contractor must process all fees within twe (2) accounting days of their receipt at the
USPTO. A quality level of 100% is required for posting of fees to the correct application
serial number; other aspects of fee collection shall be performed at minimum quality and
accuracy levels of 98%. The Government wili randomly inspect the contractor’s work. The
contractor is required to correct any problems or deficiencics within four {(4) work hours of
receiving notification that such exist. Work ta correct contractor-generated errors will not be
charged to the Government. The conlractor will provide weekly and monthly teports of RAM
support work as required by the Government.

(4) As specified by the Government, the conlractor must verify that auto fee collection
occurred for EFS Web filed applications/documents that appropriate fees were posted to the
Revenue Accounting and Managemens (RAM) system. The contractor shall promptly make
any corrections, adjustiments, elc. as necessary to insure correct processing of fees.

(5) As specified by the government, the contractor will apply fees to specific application
numibeys when the USPTO receives a wire transfer, ACH credit, or similar transfer of money
where the money is not appropriately applied to the correct application number or fee code.
The contractor will perform this work Tor Foreign Origin Search Ceopy (FOSC) applications
where fees are received from PCT receiving offices when the US has been designated as the
search authority. The USPTO is undertaking a fee modernization project that may expand the
methods of fee payiment to include ACH credits that may require similar processing by the
contractor. The contractor may start (o see the impact of fee modernizalion during the Znd or
later contract year period, Fee modernization may require the contractor to enter more or less
data than today but the goal of the Office is for more customer processing of fees and less by
the government and the contractor.

C.2.8 FORMALITY REVIEW (CLIN 8: Base Year, Option Year 1, Option Year 2,
Option Year 3, and Option Year 4)

{a) The contractor will review newly received U.S. patent applications for completeness
and compliance with ali filing requirements and readiness for examination, The contractor
wif] enter bibliographic and other data inte the PALM Pre-exam system to produce filing
receipts and other notices. In addition, the contractor will review documents submitted by
the applicant to authorize the USPTO to send search results to the European Patent Office
(EPO). Applicants typically use USPTO form SB/6YS buy may provide authorization on the
Application Data Sheet (ADS), oath, or other application documents. The contractor will
review the documents for correct signature, title, application number, and proper language.
The contractor will record autherizations in PALM and send notices for defective requests.
The USPTO may add additional pateni olfices to this document sharing arrangement, The
contractor will review and process responses to notices and various other correspondence.
{f the application fails to meert the requirements within required time periods, the contractor
will process the abandonment or termination of the application. Applications received in
paper or electronically receive the same formalities revigw in [FW and require the same
bibliographic data to be in PALM. The workload in formalities review is not significantly
impacted by changes In electronic filing rates since both paper and electronically filed
applications currenty require a formalilies review. The Office plans to move to a text based
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application processing system. One (1) goal of the system is to automate as much of the
formalities review process as practical. During the life of the contract, the application
format, software, and procedures used for formalities review may change significantly.

(b) The contractor will receive & eeport or notification of applications that may be ready
for formalities review, Approximately 2% of these applications will need additional
processing by the government or other governinent contractor staff before the contractor
can complete formalities review. The contractor will identify these issues and create
records of the issues that will direct the issue to the appropriate party for resolution and to
track the issue until resolution. Using ¢lectronic IFW images and the information
contained therein, the contractor will review each application to determine the presence of
all required documents, information, and sigratures and will enter the appropriate data into
the PALM Pre-exam system. The contractor shall determine the number of claims
contained in an application, the appropriate {iling fees for that application, and whether
the amount previously recorded in RAM for that application is cosreet. If the RAM
amount i$ incorrect, the contractor will take the appropriate action o rectify the situation
{e.g., generate refund, charge additional fees to deposit acoount, notily applicant of
additional fee requirement). For any application determined to be incompleie or
missing part, the contractor shall prepare for mailing to the applicant the appropriate
correspandence. For cach application fer which a {iling date is granted, the contractor
wili prepare a tiling recetpt {or maihing to the applicant.

{¢) When a response (for example Missing Part or Omutted Item) to a Pre-Exam notice is
received in OPAP, the contractor will take the appropriate action(s) to complete formality
review of that application including adjusting RAM entrics to insure RAM data is
complete and accurate. I the pre-examination requirements specified on the formalities
reyiew notice are not met by the due date, the application is tevminated or abandoned.
The contractor will review applications listed on the potential abandonment report or as
notified by the government and verify that a proper response was not received. fa
proper response was received, the contractor will process the response. It a proper
response was not received, the contractor will process the termination or abandoament of
the application by producing the notice of termination of proceedings or the notice of
abandonment. The contractor will refund filing foes, less the processing fee, for
incomplete appiications or as specified in USPTO procedures or petition decision, The
contractor wiil review the abandoament reports weekly and review and process the requests
within ten (10} work days of receiving the list.

(d) If during the course of performing the formality review the contractor identifies a
problem with the indexing of a document, the conwractor should correct the document
code and split or merge documents where possible without re-scanning. Documents
with image guality problems or indexing issues that the contractor cannot fix sheuld be
reported to the indexing/scanning contractor for correction. The contractor will provide
the government with a weekly report of indexing issues fixed and issues sent to the
indexing/scanning contractor for resolution.

(e) The contractor will make drafl notices and {iling receipts available to the government for
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ingpection. The government will inspect a smnple of the work for accuracy and return errors
to the contractor for validation of the error and correction.  The government wili notify the
contractor of work that is accepted by the government and is ready for mailing. Accepted
work wil} include the work that was part of the patch of work from which the government
selected the sample but was not sampled and any that were sampled and for which the
government did not find an ervor. The government will complete the inspection within two
{2) business days. I{ the government does not complete the inspection within two (2) business
days, the contractor should initiate creation of the official notice. 1f the contractor is unable to
initiate the creation of the official notice due to the government, the contraciors time 10
complete formalities review and mailing will be extend by the same number of days as were
caused by the government delay. The contractor will create the official notice and filing
receipt; the system will set the mail date and load a copy of the notice into [IFW. If the
application is not part of the electronic notification process, the contractor will print the final
notice, inserl it in an envelope and deliver it to the designated pick-up location for mailing by
the USPTQ Mail Center. The Oflice expects increased participation in the electronic
notification process so the volume of wodk maiied in paper may decline over the life of the
contract. The USPTO may change the mailing precesses and integrate this majling into an
automated centralized mailing system that woald aitow tihe Office to obtain discounts on
postage and other benefits.

{f) The USPTO may decide to shift the inspection process until afler the contractor has set the
mail date for the cutgoing action. If the goverament implements (his procedure, the
contractor woultd nol need to submit the draft worlk to the government for inspection. The
government will sample work aller mailing and repoit the grror rate and errors found to the
contractor.: The contractor will have five (5) business days to contest the errors. If the error
rate i higher than permitted for any period of two (2) weeks or more, the contractor i3
required to develop and present to the COTR a quality improvement plan within ten (10)
business days of notification.

(g) For each newly received application, the contractor must complete formality review
processing (including generating and mailing appropriate correspondence) no later than
ten (10) work days from the time that application is released and considered ready for
formality review, If a case must be sent for correction of an error/problem created during
an earlier processing step {e.g., fee collection, scanning, classification), the contractor wil}
be allowed three (3) additional work days to complete formality review after the
corrected case becomes available. Processing of all Missing Part and Incompiete
responses must be completed within ten (10} work days of the contractor’s receipt of
the document in their [IFW mailbox or other notification. A small number of
applications are subject to expedited processing by the USPTO. The contractor should
give priority processing to such applications when they are detected by the contractor,
1f the government or government system is able to identify these applications, the
eontraclor must compiete formalities review processing and mailing within five (5)
busingss days from the time the application is ready for processing or identification of
the reguest for expedited processing, whichever iz later.
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{h)} The contractor shall perform all work at minimum accuracy and timeliness levels of
99%. The Government will randomly inspect the quality and timeliness of the
contractor's work. The contractor shall correct any problems or deficiencies within eight
(8) work hours of receiving notification that such exist. The contractor will provide
daily, weelly and monthly reports of formality review processing as required by the
Government.

{1) The government will provide access to written instruction on the initial formalities review
and follow-on document processing, (Altachment 3). The govermnent will jssue instructions
1o clarify or modify these instructions for a varisty of reasons o include: implementation of
new laws or rules, changes in automated gystems, and changes in applicant [ilings.

{.2.8.1 Initial Formalities Review of New Utilitv. Plant, Reissue or Re-Examination
Design, and Provisional Applications (CLIN 8a: Base Year, Option Year 1, Option Year
2, Option Year 3, and Option Year 4}

(a} The contractor will process regular wtility and plant epplications. The government
currently processes reissue and re-examination applications but may turn this work over o the
contractor during the life of this contract. Formalities review on 371 Naticnal Stage
applications is currently performed by the government. The government anticipates that
government employees will continue 1o complete the formalities review process for 371
National Stage applications. New non-provisional utility and plant applications are subject to
pre-grant publication. The contractor will be responsible for determining if the applications
subject to pre-grant publication that are processed by the contractor under this CLIN meets
the requirements for pre-grant publication. Reissue, re-examination, design, and provisional
application are not subject to pre-grant publication so the contractor will not be responsible
for reviewing such applications for pre-grant publication requirements.

{b) The contractor will perform initial formalities review on all newly filed design
applications. Design applications may enly properly have one {1} claim, usually have a brief
description and should always contain drawings. Design applications are not published prior
1o grant so the contractor will enforce fewer formalities review requirements for design
applications.

{cy The contractor will perform initial formalities review on all newly filed provigicnal
applications. Provisional applications are simiar 1o ulility applications but are not examing
and are not published so the contractor wiil enforce fewer formalities review reguirements for
provisional applications.

C.2.8.2 Formality Review - Follow-gn Papers (CLIN 8b: Base Year, Option Year 1,
Option Year 2, Option Year 3, and Option Year 4)

(a) The contractor shall process follow-on documents directed to them. The contractor
shall provide bib data maintenance and customer service support as required by the
Covernment. The contractor will receive raquests lo update bibliographic and other
information documents related to a patent application. The contractor will normally
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receive all requests for early publication, to rescind acn-publication, for corrected filing
receipts (both U.S. and PCT 371), and all requests refated to pravisional applications.
Other requests such as petition decisions will be directed based upon the action required by
the petition decision, The contractor shall review the request, enter the updated
information tn PALM Pre-Exam, and produce a corrected or updated filing receipt and/or
notice, or select the appropriste denial letter. Such requests may be received with follow-on
responses o notices, The contractor shall process each request within ten (10} work days
of receiving the request.

(b} Government customer service reprasentatives will create customer inguiry requests using
the customer service database ar other systems to request expedited, special, or corrective
processing of patent applications. The contractor shall process the request and update the
customer service database and/or other system(s) within eight (8) work hours of receiving the
request.

(c)The USPTO is part of a priority document exchange with several other countries. We
expect the list of participating countries 1o increase over time. The contractor witl record a
request to retricve during normal formalities review if a priority claim is made to an
application from a participating country, The contractor shall alse receive reguests related to
priority document exchange. Applicants may file as part of a new application or as a follow
on document a request Tor the USPTO 1o electronically vetrieve a priority document fiom a
participating country. These may be submitled if the application was filed prinr ta the
participation date of the country thal has the priority document that the applicant wants
retrieved by the USPTO. Applicants may also submit a permission to grant access that
authorizes the USPTO to give access 1o their US application to another country that
participates in the priority document exchange program. Requests received with 2 new
application will be processed as part of new case formality review. If the document is
received as a follow-on document, the contractor shall review the documents for acceptability and
enter the appropriate data in PALM Pre-Exam. If the document is unaceeplable, the
contractor shall enter the appropriate data in PALM Pre-exam and then generate and prepare for
mailing, the appropriate Informalities Notice.

{d) The comractor shali monitor selected IFW mailboxes and process approximately S00-1600
requests per year of incoming priority documents 1o determine if the correct priority document
was retrieved. When the applicant requests retrieval of a pricrity document that is 2
priority document in another participating office’s patent application, the USPTO system
may retrieve all of the priority documents in the participating office’s patent application.
The contractor shall compare the incoming priority documents against the retrieval request,
updating PALM Pre-exam, as appropriate, and closing and annotating rot needed documents in
IFw,

{€) For each newly received follow-on document, the contractor must complete processing
(including generating and msiling appropriate correspondence and /or updating W database) no
later than 10 work days from the time thet the document is released and considered ready for
progessing.
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(f) For each newly received follow-on USPTO form SB/6% decument, the contractor will
review the document submitted by the applicant to authorize the USPTO 1o send search
results to the EPC. Applicants typically use USPTO form SB/69 but may provide
aytherization on the Application Data Sheet {ADS), Oath, or other application documents
which authorizes or grant permission to the USPTO to capture EPO results. The centractor
will review the document Tor correct stgnature, titie, application number, and proper
language. The contractor will record authorization in PALM and send notices for defective
requests. The USPTO may add additicnal patent oftices to this document sharing
arrangements.

(g) The contractor shall perform all work at minimum accuracy and timeliness levels of
99%. The Government will randomly inspect the guality and timeliness of the contractor's
work. The contractor shall carrect any problems or deficiencies within eight {(8) work hours
of receiving notification that such exist. The contractor will provide daily, weekly and
monthly reports of formality review processing as required by the Government.

C2.9PCT 371 NATIONAL STAGE DATA ENTRY AND MAILING (CLIN 9: Base
Yeay, Option Year 1, Option Year 2, Option Year 3, and Option Year 4)

{a) Currently government stalf performs the formalities review process on PCT 371 national
stage applications. The government will notify the contractor, currently by using an IFW
message, when they have completed formalities review. The contractor wilf enter or validate
bibliographic data generally foliowing the same rules for capture as they follow for regular
utility appiications. The contractor will make deaft netices and filing receipts available 1o the
government for inspection. The government witl inspect 2 sampie of the work for accuracy
and return contractor errors 10 the contractor for validation of the error and correction. The
government will netily the contractor of work that is accepted by the government and is ready
for mailing. Accepted work will include the work that was part of the baich of work from
which the government selected the sample but was not sampled and any that were sampled
and for which the povernment did not find an error. The government will camiplete the
inspection within two {2) business days. [f the government does not complete the inspection
within two (2) business days, the contractor should initiate ercation of the official notice. If
the contractor is unable to initiate the creation of the official notice due to the government, the
comtractor’s time to complete National Stage bib data entry and mailing will be extended by
the same number of days as was caused by the government defay. The contractor will create
the official notice and filing receipt. The system will set the mail date and load a copy of the
notice into IFW. if the application is sot part of the electronic notification process, the
contractor will print the final notice, insert it in an enveiope and deliver it to the designated
pick-up location for mailing by the USPTO Mail Center. The Office expects increased
participation in the electronic notitication process so the volume of work mailed in paper may
decline over the lite of the contract, The USPTO may change the mailing processes and
integrate this mailing into an automated centralized matling system that would altow the
Office to obtain discourts on postage and other beretils,

{b) The USPTO inay decide to shift the inspection process untii after the contracter bas set the
mai} date for the outgoing action. If the government implements this procedure, the
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contractor would not need to submit the draft worlk to the government for inspection. The
sovernment will sample wark after mailing and repert the error rate and errors found to the
contractor. The cantractor will have five (5) business days to contest the errors. Ifthe error
rate is higher than permitted for any period of two (2) weeks or move, the contractor is
required to develop and present to the COTR a quality improvement plan within ten (10)
business days of natification.

{c) All PCT 371 national stage bib data entry and mailing for an application must be
completed within five (5) work days of the contractor's receipt of the application. This
includes up to two (2) days for government inspection of the draft. The contractor shall
perform the work at minimum accuracy and timeliness levels of 98%. The Government will
randomly inspect the quality and timeliness of contractor's work, The contractor shall correct
any problems or deficiencies within four (4) work hours of receiving notification that such
exist. The contractor will provide daily, weekly and monthly reports of bib data capture work
as required by the Government.

C210 PCT INTERNATIONAL BIB DATA ENTRY (CLIN 10: Base Year, Option Year
1, Option Year 2, Optien Year 3, and Option Year 4)

(2) Using PCs, the contractor shall key and verify prescribed bibliographic data for PCT
International applications (Attachment 4). Most applications are filed electronically which
may automatically load some or all of the bibliographic data. Some paper filed applications
will contain a PCT Easy disk. 1fa PCT Easy disk is contained in an international application,
the contractor will transfer data from that disk to the data entry system as appropriate. The
contractor will verify and correct data that was loaded by the electronic filing system or PCT
Easy disk. The contactor will enter data not automatically loaded and data for paper filed
applications that do not have a PCT Easy disi.

(b) All bib data entry for an application must be completed within two (2) work days of the
contractor's receipt of the application. The contractor shall perform the work at minimum
accuracy and timeliness levels of 98%. The Government will randomly tnspect the quality
and timeliness of contractor's work. The contractor shall correct any problems or deficiencics
within four (4) work hours of receiving notification that such exist. The contractor will
provide daily, weekly and monthly reports of bib data capture work as required by the
Government.

C2.11 PCT PRINTING AND MAILING (CLIN 11: Base Year, Option Year 1, Option
Year 2, Option Year 3, and Option Year 4)

(2) The PCT Operations office generales forms, letters, and other materials which must be
mailed to applicants and international organizations. The Office is also responsibie for
transmitting record and search copies to the International Burcau and International Search
Authorities. At least once in the morning and once in the afternoon of each workday, the
contractor shall retrieve copy and mailing warlk from the designated PCT Operations
Workflow and Electronic Review (POWER) workflow system queues (Attachment 5), The
contractor shall follow the instructions on the designated form to print and mail copies to the
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applicant and international organizations {Attachment 5.1}, Currently all actions are mailed to
the applicant for PCT applications but this may be done by electronic delivery In the future.
The USPTO electronically transmits the record copy of internationat applications to the
International Buveaw. The USPTO also sends search copies to some searching authorities,
however most still receive paper. The contractor will also make electronic copies (e.g. CD)
for some international organizations or for certain electronic [iles such as biological sequence
listings (Attachment 5.2). The office expects to zutomatically transmit more documents o
more locations in the future. The contractor will use the POWER system to generate forims
for FOSC applications. The contractor will provide the forms to the government
representative {or FOSC applications that do not have fee posted, The government will
inform the contractor when the fees are collected or provide the comractor instructions for
posting of the fee, The contractor will print and mail the completed forms after the search fee
has been property collected and posted. The contractor will maii one (1) copy of the
completed form to the applicant, one (1) copy to the International Bureau, and place one (1)
copy in the designated location for pickup by the indexing and scanning contractor. For any
given file, all processing must be completed and the associated envelopes ready for pickup by
the USPTO mail center within one (1) work day from file pickup. The date applied by the
contractor to any form and/or letter prepared for mailing must be the same as the metered date
which will be applied to the envelope in the USPTO mail center. The contractor will identify
the materials to be mailed and will delermine lhe appropiate processing required in
accordance with governiment provided specjlications, The contractor musl insure that all
materials inserted into window envelopes for mailing have their address readily visible and
the envelopes are securely sealed,

{b) The contractor shall meet all turnaround times and shall perform mailing work at
minimum quality and timeliness jevels of 99%. The Government will randomly inspect the
guality and timeliness of contractor’s work, The contractor shall correct any problems or
deficiencies within four (4) work hours of receiving notification that such exist, The
contractor wili provide daily, weekly and monthly reports of PCT mailing work as required by
the Government.

{c) The file room contains national and international PCT patent applications (Search copy-
pink, Home copy-buff, and Official copy-blue folders) and refated files received prior to 2007
and currently is located on the course level of the Randolph Building.

(d) All contractor personnet working in the PCT file room must sign in and out on the
Government-provided log sheets. All application files coming into or going out of the file
room mus: have their PALM location information promptly updatod, i PALM is
nonoperational, incoming files should not be refifed until the PALM information can be
updated; a sheet should be attached to each outgoing file indicating that PALM was down and
the {ile was nol charged to the requester,

{e) Requests for files will be given to the contractor via e-mail or fax machine. The contractor

will process any request for five (3) or fewer files and deliver w the requestor within three (3)
business days. Requests for more than five {5) files must be processed and delivered o the
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requestor within five (5) business days. If a file cannot be located i the file room, the
contractor will notify the requester by e-mail within five {3} business days.

{f) Files returned to the file room should be refiled in the appropriate location within five (5)
business days of their return to the tile room. Within [ive (3) business days of their receipt,
documents to be associated with {iles will be matched with the appropriate file{s) and refiled
or placed [or the next mailroom pickup,

(2) The contractor will insure that all application liles are accurately filed and will perform
housekeeping functions as necessary to insure an orderly fil2 room in which the shelving and
work space are efficiently utilized. Shifting of files may be appropriate if shelving space is
required for other purposes. Specific instructions and a desired completion time witl be
provided to the coatractor at the start of cach project. As requested by the Government, the
contractor witl conduct a fuil inventory of the file room andior work spaces by entering the
information for each apolication file into the PALM system.

C.2.12 COURIER SUPPORT (CLIN 12: Base Year, Option Year 1, Option Year 2,
Option Year 3, and Option Year d)

To support file retrieval and deiivery and movement of other documents and fees, the
contractor must provide courier service botween the USETO buiidings in Shirlington and
Alexandria, this may inciude adding delivery locations near the USPTO campus, but not in
USPTO leased space. The courer service will have unlimited pickups and deliveries and
miust gccur at each location 2 migimum of once each morning and ance each afternoon, Other
pickups/deliveries must occur as needed to meet the requirements of this statement of work.
Additiona! times and/or USPTO locations may be requested by the COTR.

C213 PROJECT MANAGEMENT STAFF (CLIN 13: Base Year, Option Year 1,
Options Year 2, Option Year 3, and Option Year 4)

{a) The contractor witl provide project management and project managerent staff to manage
all contractor personnel and all contractor functicns provided for In this contract. The
contractor shall have a Project Manager who has authority and responsibility for ail aspects of
the work perforimed by the contractor. The contractor wilf provide an Operations Manager to
manage the daily operations of the contract. The Operations Manager must possess in-depth
knowledge of day-to-day operations, cantract requirements and workflow,

{0} The Project Manager and Operations Manager shali be the primary point of contact for the
Contracting Officer Technical Representative (COTR). The Project Manager, Operations
Manager, and COTR shall meet at least once per month to discuss the status of all services.
The Project Manager and Operations Manager shall ensure timely submission of all required
reports and report change to project management staff to the COTR. The Project Managoer
and Operations Manager shall designate a capable alternate when they are out of the office.
The alternate shall be responsive to the COTR or the COTR's alternate when the COTR is out
of the office. The Project Manager must have demonstrated praject and personnel gkills in
coordination and completion of large projects. Must have experience in planning, setting

34



DOCSIPAPTI00024: PATENT OFFICE SUPPORT SERVICES (POSS)

deadlines, assigning responsibilities, leading and direciing the work to oliers, and monitoring
project completion. The Project Manager must have eight (8) years or more of demonstrated
experience in the field or in a managerial related area. Project Management certification is
preferred, but not required. However, the Project Manager must have at least a Bachelor’s
degree in the related subject avea. The Operations Manager must have demonstrated skills in
personne! management and six (6 to eight (8) years of demonstrated experience in program
or preject management or in a managerial related area. The Project Manager and Operations
Manager are identificd as “Key Personne!” in the contract. The project management staff
shall ensure the smooth functioning of the services requived under the contract. The project
management staff will work closely with the government operations managers to address
eperational issues and challenges and to implement new processes and procedures.

{¢) The contractor shall provide a management structure that may Include managers,
supervisors, and team leads saefficient (0 supervise and lead the production personnel. The
production management personnel shall be on-site during the day-time business hours worked
by their personnel. Contractor personnel working under the general clerical support CLIN
will typically recelve day-to-day direction from an authorized government representaiive after
coordination with the contractor’s munagement teae.

{d) The contractor’s management team will be responsible for measuring quality and
timeliness and ensuring that the production timeliness and quality requirements are met. The
management team will be responsible for workflew and responding to government requests to
process work.
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SECTION D - PACKAGING AND MARKING
D.1 MARKING REQUIREMENTS

The Contractor shall mark and/or label all shipping containers helding original application
files and all products/deliverables being refurned or delivered to the USPTO and its
customers. The shipping containers shall be plainly and substantially marked o show the
contract mumber, 4 brief description of the contents, Confractor’s pame, and the name of the
Contracting Officer’s Technical Representative (COTR).

D.2 PACKAGING AND PACKING REQUIREMENTS

‘The Contractor shall package alf products defivered under thig contract to ensure safe delivery
at their destination{s) in accordance with nonmal commercial practice for domestic shipment.
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SECTION E - INSPECTION AND ACCEPTANCE
E.1 52.252-2 CLAUSES INCORPORATED BY REFERENCE. (Feb 1998)

This contracl incorporates one or miore clauses by reference, with the same foree and effect as
if they were given in full text. Upon request, the Contracting Officer will make their fuli text
available. Also, the full text of a clause may be accessed electronically at this/these
address{es):

http/fwww. arnel,gov
hitp://www.acquet. gov

I£,2 52.246-04 INSPECTION AND QUALITY ASSURANCE REQUIREMENTS

(a) Definition. “Services,” ag used in this clause, includes services performed, workmanship,
and material furnished or utilized in the performance of services.

(b} The Contractor shali provide and maintain an inspection system acceptable to the
Government covering the services under this contract. Complete records of all ingpection
work performed by the Contractor shall be maintained and made available to the Government
during contract performance and for as long afterwards as the contract requires.

{c} The Government has the right to inspect and test all services called for by the contrzet, to
the extent practicable at all times and places during the lerm of the contract. The Government
shall perform inspections and tests in a manner that will not unduly delay the work,

(d) If the Government performs inspections or tests on the premises of the Contractor or a
subcontractor, the Contractor shail furpish, and shall require subcontractors to furish, at no
increzse in coniract price, ail reasonable facilifies and assistance for the safe and convenient
performance of these duties.

{e) If any of the services do not conform with contract requirements, the Government may
require the Contractor o performt the services agam in conformity with contract requirements,
at no ingrease in contract amount. When the defocts in services cannol be corrected by
reperformance, the Government may (1) Reguire the Contractor 1o take necessary action to
ensure that futuce performance conforms to contract requirements; and (2) Reduce the
contract price to veflect the reduced value of the services performed.

{f) If the Contractor fails to promptly perform the services again or (o take the necessary
action to ensure future performance in conformity with contract requirements, the
Government may— (1) By contract or otherwise, perform the services and charge to the
Contractor any cost incurred by the Government that is directly related to the pecformance of
such service; or (2) Terminate the contract for default.

E3 GOVERNMENT INSPECTION

{a) On anongoing basis, Government personnel wiil conduct inspections of the contractor’s
work, primarily utilizing random sampling.

(b) Unacceptable work will be corrected by the contractor in accordance with Section C.
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E. SECTION F - DELIVERIES OR PERFORMANCE
F.1 52.252-2 CLAUSES INCORPORATED BY REFERENCE {Feb 19Y8)

This contract incorporates one or more clauses by reference, with the same force and effect as
if they were given in full text. Upon request, the Contracting Otficer will make their full text
available, Also, the full text of a clause may be accessed electronically at this/these
address(es):

hitny//www arnet gov
htto/www.acgnet.goy

Clause Title B Date
52.242-17 Government Delay of Work Apr 1884
52.246-2 Inspection and Supplies — Fixed Price Aug 1986

F.2 GOVERNMENT HOLIDAYS

The following legal holidays are observed by the USPTO. Holidays falling on Saturday are
pbserved on the Friday preceding the holiday while those holidays falling on Sundays are
ahserved on the Monday Tollowing the holiday.

New Year’s Day January i

Martin Luther King’s Birthday Third Monday in lanusry
President’s Day Third Monday in February
Memorial Day Last Monday in May
independence Day July 4

Labor Day First Monday in September
Columbus Day Second Monday in October
Veterans Day November 11

Tharksgiving Day Fourth Thursday in November
Christmas Day December 23

[nauguration Day As Applicable every 4th year

(Any other day designated by Federal Statue, Executive Order or Presidential Proclamation)

The Contractor shall establish duty hours for contractor employees that will ensure that all
services speeified in the contract are provided Monday through Friday, except on the Federal
helidays listed above, on any day the office is officially closed, or when the Office grants
administrative leave or an early dismissal to its employees. For periods during which the
office is closed, the Government will accept invoicing only for hours actually worked by the
contractor employees and approved in advance by the COTR. However, in the event of the
Office granting early dismissal to its employees, the contractor shall be required to maintain
staff at the Customier Service Window, The duty hours of the Customer Service Window are
frarn 8:30 to midnight daily, Maonday through Friday, unless otherwise directed,
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The Contractor shall comply with the following relative 1o scheduling work and accessing
USPTO buildings.

¢ Listed Governrment holidays: Regular work not scheduled; overtime work performed
only if approved in advance by COTR.

s Early dismissal of USPTO employees due to poor weather conditions. Contractar may
dismiss employees or may reguest permission from the COTR for some or all contract
employees to continue working.

» Earfy dismissal of USPTO employees and/or building closed due o emergency:
Contractor may not continue to wark and must dismiss centractor employees until
building(s) reopen. (If some USPTO buildings remain open, the contractor may, after
notilying the COTR, remporarily reassign affected contract employees to another
{open) building and continue working.)

s Any day (other than those listed above) designated as a holiday by Federal Statue,
Executive Order, or Presidential Proclamation: Regular work not scheduled; overtime
work performed only if approved in advance by COTR.

F.3 PERIOD OF PERFORMANCE

Base Period: September 1, 2013 — August 31, 2014
Option Period 1: September [, 2014 — August 31,2015
Option Period 2: Sepiember 1, 2015 - August 31,2016
Option Period 3: September 1, 2016 —~ August 31, 2017
Option Period 4: September |, 2017 — August 31, 2018

¥d PLACE OF PERFORMANCE

All contract performance shall be gccomplished al the USPTO buildings in Alexandria and
Shirlington, or in other USPTO facilitics, which may be cstablished. All direct charged
personnel under this requirement shall receive office space with the exception of the courier.
USPTO wili not provide office space for overhead support personnel, ete.

F.5 REPORTS
(&) Delivery of reports, unless otherwise specified, shali be made to the following:
{Name and address to be provided at a later date)

(b} Unless otherwise specified, all documenls/reports prepared and submitted by the
contractor to the Government under this contract shalf inelude the following information on
the first page of each document report:

- Contractor name

- Contract number

- Tille of report

- Date of report, and

- Time period covered
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SECTION G - CONTRACT ADMINISTRATION DATA
.1 CONTRACT ADMINISTRATION

Motwithstanding the Conlractor's responsibility for total management during the performance
of the contract, the administration of the contract will require maximuem coordination between
the USPTO and the Contractor. The following individuals will be the USPTO points of
contact during the performance of the condract.

(a) Contracting Officer's Technical Representative

A Contracting Officer's Technical Representative (COTR) will be designated on authority of
the Contracting Officer to monitor all technical aspects and assist in administering the
contract. The types of actions within the purview of the COTR's authority are to assure that
the Contractor performs the technical requirements of the contract: © perform or cause to be
performed inspections necessary in connection with performance of the contract; to maintain
both written and oral communications wilh the Contractor concerning the aspects of the
contract within his/her purview; to issue writtes intsrpretations of technical requiremnents of
Government drawings, desigas and specificalions; to monitor the Contractor's performance
under the contract and neotify the Contractor end Contracting Officer of any deficiencics
observed; and to coordinate Government-Furnished Property or Data availabifity and provide
for site entry of Contractor personnetl it required. A letter of designation will be issued to the
COTR with a copy supplied to the Contractor, stating the responsibilities and limitations of
the COTR. This letter will clarify to all parties to the contract the responsibilities of the
COTR. At no time may the scope of work, price, delivery dates, or other mutually agreed
upon lerms or provisions of the contract be changed without being executed in writing by the
Comracting Officer authorizing such changes.

{b) Contracting Officer

All comtract administration will be eifected hy the Contracting Officer, address ag shown on
the face page of the contract. Communications pertaining to contract administration matters
will be addressed to the Contracting Ofticer. No changes in or deviation from the scope of
work shall be effected without a Supplemental Agreement executed by the Contracting
Officer authorizing such changes.

G.2 CONTRACTING OFFICER’S AUTHORITY

The Contracting Officer is the only person authorized to make or approve any changes in any
of the requirements of the contract and notwithstanding any provisions contained elsewhere in
the contract, the said authority remains solely in the Contracting Officer, In the cvent the
Contractor makes any changes at the direction of any person other than the Contracting
Oficer, the change will be considered to have been made without authority and no adjustment
will be made in the contract price to cover any Increase in costs incurred as a regult thereof,
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G3 CONTRACTING OFFICER'S TECHNICAL REPRESENTATIVE (COTR})

(a) The Contracting Officer hereby designates the individual named below as the Contracting
Officer's Technical Representative,

The COTR may be changed at any time by the Government without prior notice to the
Contractor but notification of the change, including the name and address of the successor
COTR, will be promptly provided to the Contractor by the Contracting Officer in writing,

(b} The responsibilities and limitations of the COTR are as follows:

(1} The COTR is responsible for the technical aspects of the project and technical
Haison with the Contracter, The COTR is also responsible for the final inspection
and acceptance of all reports, and such other responsibilities as may be specified in
the contract.

(2} The COTR is not authorized to make any commitments or otherwise obligate the
Government or authorize any changes, which affect the contract price, terms or
conditions, Any Contractor reguest for changes shall be referred to the
Contracting Ofticer directiy or through the COTR. No such changes shall be made
withour the expressed prior authorization of the Contracting Officer. The COTR
may designate assistant COTR{s) to act for him by naming such assistant in
writing and transmitting a copy of such designation through the Contracting
Officer to the Contractor.
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G4 INVOICING AND PAYMENT INSTRUCTIONS

(&) For Patent Office Support Services work completed by the contractor and inspected and
accepted by the USPTO, invoices shall be submited in an original and iwo (2} copies to the
following address:

1.8, Patent and Trademark Qffice
Office of Finance, Mail Stop 17
P.C. Box 1430

Alexandria, VA 22313-1430
e-mail: OfficecfFinanceZiusoto.goy
fax: 703-739-6353

(b) An invoice shall be provided for each completed CLIN from an executed modification.
To constitute a proper invoice, the invoice must include the following information or attached
documentation:
{33 Name of Contraclor, invoice number and invotce date;
2y Contract number and task/delivery order number {one per invoice);
(3} Description, price, and quantity of each CLIN ordered under that specific
task/delivery order;
(4) Payment terms;
(5) Name, title, phone number, and complete mailing address of responsible
official to whom payiment is to be sent.
(6) Period of perlormance covered by the invoice
(7) The following statement on the origina! of each invoice:

COTR'S CERTIFICATION

f certify to the best of my knowledge and belief that the services/products shown on the
invoice have been performed and are accepled.

COTR Signature Date

(c) If itenss are rejected for failure to conform ta the contract requirements, the provisions in
the Prompt Payment clause (FAR 52.232-235--see Section I) wilf apply to the new acceptance
of replacement items.

G.5 INVOICING/PAYMENT FREQUENCY

The Contractor shall submit invoices twice a month by individual task order based on
workdays.
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G.6 ELECTRONIC PAYMENT INFORMATION

{(a) The information required by the clause 52.232-38, Submission of Electronic Funds
Transfer Information with Offer, shall be forwardad by the Contractor to the below designated
office no later than seven (7} days after contract award:

U.5. Patent and Trademark Office
Gifice of Finance, Mail Stop 17
I'.O. Box 1450

Alexandria, VA 22313-1450

{b} Tn the evenl payment is assigned to a bank, thrift, or other financing institution pursuant to
the clause FAR 52.232-23, Assipnment of Claims, the Contractor shiould forward the form 1o
the assignee for completion,
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SECTION H - SPECIAL CONTRACT REQUIREMENTS
H1PTO-04C - SECURITY CLAUSE
ACCESS TO GOVERNMENT FACLITIES

During the life of the contract, the right of ingress and egress to and from the Government
facility for Contracter personnel shall be made available as required per each individual task
order. During all operations on Government premises, Contractor personnel shail comply with
ihe rules and regulations governing the conduct of personnel and the operations of the facility.
The Government reserves the right to require contractor persenne to $ign in Upon mMgress or
sign ouwt upon egress 1o and from the Government facility,

DUPLICATION AND DISCLOSURE OF CONFIDENTIAL DATA

Duplication or disclosure of confidential data provided by the USPTO, or to which the
Contractor will have access as a result of this contract, is prohibited. 1t is understood that
throughout performance of the contract, the Contractor may have access (o confidential data
which is the sole property of the USFTO, as well as access to proprictary data which is the
sole property of other than the contracting parties. The Contractor hereby agrees te maintain
the confidentiality of all such data to which access may be obtained throughout contract
performance whether title thereto vests in the USPTO or otherwize. The Contractor hereby
agrees not to disclose said dala, any interpretation thercof or data derivative therefrom, to
unauthorized parties in contravention ol these provisions, without priar written approval of
the CO or the party in which title thereto is whotly vested. This clause also applies to any
subcontractors and/or consultants used by the Contractor,

GOVERNMENT FURNISHED DATA (IF APPLICABLE)

The Government shall deliver to the Contractor, as may be requested, Government-Furnished
Data (GFD) during the performance of this contract. GFD will be delivercd o the Contractor
as specitied in each task ordec(s). Title 1o GFD shall remain in the Government, and the
Contractor shail use the GFD only in connection with this contract. Upon comipietion of or
termination of this contract, the Contracter shall return 1o the Government afl GFD.

RIGHTS IN DATA (IF APPLICABLE)

The Government shail have uniimited vights in software flrst produced in the performance of
this contract. For the purposes of this clause, “software first produced in the performance of
this conptract” shall include, but not be limited to the following: non-COTS computer program
developed or previcusly developed and implemented by the Contracror in the performance of
this contraci, refated computer data bases and documentation thereof, source code, abject
code, algorithms, jtbravy code, library vouting, and technical data of all software first produced
in the performance of this contract. For the purpose of this clause, “unlimited rights™ shall
mean the right of the USPTO, at no extra cost to the USPTO or recipients, to use, disciose,
reproduce unlimited copies, prepare derivative works, distribute unlimited copies to the public

44



DOCSOPAPTI300024: PATENT OFFICE SUPPORT SERVICES (POSS)

and foreign government patent offices, and perform publicty and display publicly, in any
mamner and for any purpose, and to have or permit others to do so.

SECRECY AND USE OF PATENT INFORMATION

Waork under this contract does not affect the national security. However, patent applications
are required by law (35 U.8.C. 122} to be kept in confidence. Information contained in any
patent application file(s) is restricted 1o authorized Contractor personnel on a need-to-know
basts. The Contractor acquires no right or privilege to usc or disclose any information
contained in any patent application file (in any form whatsoever) except to perform the work
under the contract. Further, the Contractor shatl not copyright or make any use or disclosure
whatsoever of any patent information contalned in any application or related copy or data
furnished to the Contractor by the Government, or obtained by the Contractor from the
Government, except perlorming the requirements of this contracl. Securily requirements of
patent application file data maintained in a compuler-accessible medium are an extension of
the seeurity requirements for the hard copy or of patent appiication folders. Al processing,
storage, or transmission of patent application {ile data by means of clectronic commumications
systemns is prohibited unless use of such systems is approved by the USPTO. All personnel
having access to patent application files or data or information concerning the same, must take
the following affirmation, signed in writing: “[ do swear or affirm that T wiil preserve the
applications for patents in secrecy, that T will not divulge any information concerning the
same {0 unauthorized persons while employed In work under this contract or an any time
thereafier, and that | take this obligation freely, and without mental reservation or purpose of
evasion.” Cach employee’s signed oath, ar aflirmation, shall be rewined in the Contractor’s
file, subject to inspection by authorized Government representatives, Without advance natice,
the Government shall have the right to inspeet the Contractor’s premises, records, and work in
process pertaining to the secrecy of patent information.

H2PTO-06 LIMITATION ON CONTRACTOR ADVERTISEMENT

The Contractor agrees not to refer to awards in commercial advertising in such a manner as ta
state or inply that the product or service provided 1s endorsed or preferred by the Federal
Government or is considered by the Government (o be superior 1o other products or services.
Advertisements, press releases and publicity of a contract by a supplier shall not be made
without the prior express written permission of the Contracting Officer.

H.3 PTO-17 CONTRACTOR FOIA REQUIREMENT

Upon award of any contract resulting from this solicitation, the contractor shall be required to
submit in electronic (pdl or .bf) format, a copy of the conlract with any proposed redactions it
believes are necessary and required by taw. If the contractor is proposing any redactions to the
contract, the basis for the redactions si:all be submitted in wriiing and must accompany the
electronic copy of the comtract, This submission is due within 14 days of contract award. [f
the Contracting Officer agrees with the contractor's proposed redactions, the document will be
forwarded to the USPFTO FOIA Officer for posting to the agency's 2-FOIA website.
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Submission of the contract document in the required format and any written justification for
the proposed redactions shall be provided at no cost to (he government.

IL4 INSURANCLE COVERAGE

Pursuant 1o the clause “Insurance - Work on a Goverpunent Instaliation (FAR 52.228-53," the
Contractor will be required to present evidence to show, as a minimum, the amounts of
insurance coverage indicated befow:

(a)

(b)

(¢}

(d

e

(©)

Workers Compensation and Employer's Liability. The Contractor is required to
comply with applicabie Federal and State workers' compensation and occupational
disease statutes, If occupational diseases are not compensable under those slatutes,
they shall be covered under the employer's liability section of the insurance policy,
except when contract operations are so commingled with a Contractor's commercial
operations that it would aot be practical to require this coverage. Employer's
Hability coverage of at least $100,000 shall be required, except in States with
exclusive or monopelistic funds that do not penmit workers' conpensation 10 be
written by private carriers. '

General Liability. The Contractor shall have bodily tajury Hability Insurance
coverage writien on the compechensive form of policy of al ieast $500,000 per
aceurTence.

Automoebile Liahility. The Contractor shall have autoniohile liability insurance
written on the comprehensive {orm of policy. The policy shall provide for bodily
injury and property damage liability covering tie operation of all automobiles used
i connection with performing the contract. Policies covering automobiles operated
in the United States shall provide coverage of at least $200,000 per person and
$500,000 per occurrence for bodily injury and $20,000 per occurrence for property
damage.

Adreraft Public and Passenger Liability. When aircraft are used in connection with
performing the cantract, the Contractor ghall have aircraft public and passenger
liability insurance. Coverage shall be at least $200,000 per person and $500,000 per
occurrence for bodily injury, other than passenger Hability, and $260,000 per
occurrence for property damage. Coverage for passenger liability bodily injury
shall be at least $200,000 multiplied by the number of seats or passengers,
whichever is greater.

The Contractor, in addition to the above insurance coverage, shalf carry Praperty
Damage insurance, which will fully repiace all Government property damaged, lost,
stolen, destroyed, by the Contractor during the performance of the contract, or shall
otherwise credit the proceeds to or equitably reimburse the Government, as directed
by the Contracting Otficer.
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1.5 DELIVERY/TASK ORDER PROCEDURES

All work shall be initiated only by issuance of a delivery/task order fully executed by the
Contracting Officer (CO}. The Government is only liable for the terms and conditions of this
contract to the extent that a fully executed delivery/task order has been issued apd covers the
required work. Charges for any work not authorized will be disallowed. The Contractor shall
review this information, notify the USPTO of any difficuity in performing the work as
planned, and then agree upon the requirements and/or objectives to be achieved.

The Contractor shall acknowledge receipt of each delivery/task order by returning receipt of
each delivery/task order by returning to the CG and COTR a signed copy of the delivery order
within two {2} days after receipt. The Confractor shall begin work on the delivery/task order
in accordance with the effective date indicated on the delivery/task order.

The Contractor shall notify the CO of any instructions or guidance the Contractor considers to
be a change to the delivery/task order which will impact the cost, schedule or deliverables
content of the baseline work plan. In cases where technica! instructions or other events may
dictate a change from the baseline, delivery/task orders may be formally modified in writing
by the CO to reflect changes to tasking.

Delivery/task orders may be placed during the period of performance of the contract. Any
order issued during the period of performance of this contract and not completed within that
time shall be governed by the contract terms to the same exfent as if the order were completed
during the contract’s period of performance, including the contract and individual order
ceiling prices. Work performed on such orders after the end of the contract’s peried of
performance shali continue 1o be charged ar the last effective rates.

H.6 KEY PERSONNEL

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

(&) During the first 180 days of performance, the Contracior shall miake no substitutions of
key personnel unless the substitution is necessitated by illness, death, or termination of
employment. The Contractor shall notify the Contracting Officer within 15 calendar days
after the occurrence of any of these events and provide the information required by paragraph
{c} below. After the initial 180-day period, the Contractor shall submit the information
required by paragraph (¢} to the Contracting Officer at least 15 days prior to making any
permanent substitutions.

{c) The Contractor shal} provide a detailed explanation of the circumstances necessitating the
propesed substitutions, complete resumes for the proposed substitutes, and any additional
information requested by the Contracting Officer. Proposed substitutes should have
comparable qualifications to those of the persons being replaced. The Contracting Officer
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will notify the Contractor within 15 calendar days after receipt of all required nformation of
the decision an substitutions. The contract will be modified to reflect any approved changes
of key personnel.

L7 NO WAIVER OF DELIVERY SCHEDULE

(a) None of the following shali be regarded as an extension, waiver, or abandonment of the
delivery schedule of a waiver of USPTO s right to teeminate for defauit: (i) Delay by the
USPTO in terminating for default; (if) Acceptance of delinquent deliveries; and (1if)
Acceptance or approval of samples submitied either after default in delivery orin sufficient
time for the contractor to meet the delivery schiedule.

{b) Any assisiance rendered to the Coniractor on this contract or acceptance by the USPTO of
definguent geods or services hereunder will be solely for the purpose of mitigating damages
and is not to be construed as an intention on the part of the USPTO to condone any
deiinquency, or as & waiver of any rights the USPTO may have under subject contract.

[L.8 NOTICE TO THE GOVERNMENT OF DELAYS

In the event the Contractor encounters difficulty in meeting performance requirements, or
when It anticipates difficulty in complying with the contract delivery schedule or date, or
whenever the Contractor has knowledge that any actual or potential situation 1s delaying ar
threatens to delay the timely performance of this contract the Contractor shall immediately
notity the Contracting Officer and the COTR, via telephone, e-mail, or in writing, giving
pertinent details, provided, however, that this data shall be informational only in character and
that this provision shall not be construed as a waiver by the Government of any delivery
schedule or date or of any rights or remedies provided by law or under this contract.

1.9 ORGANIZATIONAL CONFLICYT OF INTEREST

A. Tie Contractor warrants that, (o the best of the Contractor’s knowledge and belief, there
are ne relevant facts or cireumstances which could give rise to an erganizational conflict of
interest, as defined in FAR Subpart 9.5 or that the Contractor has disclosed al such relevant
information.

B. The Contractor agrees that if an acwual or potential organizational cenflict of interest is
discovered after award, the Contractor will make a full disclosure in writing to the
Contracting Officer (CO). This disclosure shall include a description of actions, which the
Contractor has taken or proposes to take, afler congultation with the CO, to avoid, mitigate, or
neutralize the actual or potential conflict,

C. Remedies. The CO may lerminate this contract for convenience, in whole or part, if it
deems such tenmination necessary to avoid an organizational conitict of interest. If the
Contractor was aware of a potential organizationa! conflict of interest prior 1o award or
discovered an actual or potential conflict after award and did not disclose or misrepresented
refevant information o the CO, the Government may lerminale the contract for default, debar
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the Contractor from Government contracting, or pursue such other remedies as may be
permitted by law or this contract.

D. The Contractor further agrees to insert provisions which shall conform substantially to the
fanguage of this clause, inctuding this paragraph {d}, in any subcontractor or consultant
agreement hereunder,

.10 PROHIBITION AGAINST PRIVATE SECTOR BOUNTY SEARCHES

The Contractor agrees, in the performance of this contract, not 10 pursue bounties offered by
private sector sources for identifying prior art. The Contractor further agrees not to allow its
employees to pursue bounties offered by private sector sources for identifying prior art and to
take such reasonable measures as are necessary to restrict participaiion in the pursuit of
bounties. Censequently, acceptance of payments from outside sources by the Contractor or its
employees performing services under this contract for prior art search activities may subject
the Contractor {0 termination of the contract. The Contractor agrees o insert the substance of
this clause in any employment agreement issued in the performance of this contract.

The Contractor agrees to immediately notify in writing, the Contracting Officer, named
herein, in the event that the Contractor determines or has reason to suspect a breach of this
requirement.

H.11L SERVICE CONTRACT ACT WAGE DETERMINATION

The contract is subject to the Service Contract Act of 1965, [n the performance of this
contract, the Contracior shall comply with the wage determination issued by the 1.8,
Department of Labor., The latest wage determination {WD) 2003-2103 Rev. 12 dated
06/13/2012 is incorporated into this contract. See Attachment 10 as noted in Section J, This
WD remains in effect unless otherwise vpdated prior to the submission of proposals.
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SECTION [~ CONTRACT CLAUSES
[.1 52.252-2 Clauses Incorporated by Reference. (Feb 1998)

This contract incorporaies ong or more clauses by reference, with the same force and effect as
if they were given in full text. Upon request, the Contracting Officer will make their full text
available. Also, the full text of a clause may be accessed electronically at this/these
address{es):

littp:/fwww.arnet.goy
hiip://www.acgnel.pov

“I'his Page Intentionally Left Blank”
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Clause Title Date
$2.202-1 | Definitions  Jan 2012
52.203-3 | Gratuities Apr 1984
52.203-5 | Covenant Against Contingent Fecs | Apr 1984
1 52.203-6 | Restrictions on Subcontract Sales to the Government Sept 2006
0 52,203-7 | Anti-Kickback Procedures Oct 2010
1 52.203-8 | Cancellation, Recission, and Recovery ol Funds for Illegal or
; Improper Aetivity o | Jan 1997 ¢
52-203-10 | Price or Fee Adjustment for [legal or Iimproper Activity | Jan 1997 |
52.204-4 | Printed or Copied Double-Sided on Recycled Paper May 2011
52.204-7 Central Contractor Registration T Aug 2012
52.204-9 | Personal Identity Verification of Contraclor Personned Jan 2011
52.207-3 i Right of the First Refusal of Emplovment - May 2006
52.209-6 | Protecting the Government's Interest When Subcontracting
with Contractors Debarved, Suspended, or Proposed for
Debarment. Dec 2010
52.214-34 | Submission of Offers in the English Languape Apr 1991
1 52.214-35 | Subimission of Offers in U.S. Currency Apr 1991
52.215-2 | Audit and Records — Negoliation, Oct 2010
1 52.215-8 | Order of Precedence — Uniform Contract Format - Qct 1997
52.215-11 | Price Reduction lor Detective Certified Cost or Pricing Data -
| Modifications. Aug 2011
152.215-13 | Subcontractor Certified Cost or Pricing Data — Modification Oct 2010
52.213-14 | Integrity of Unit Prices Oct 2010
32.215-21 | Requirement {or Certified Cost or Pricing Data and Data Other
Than Certified Cost or Pricing Data — Modification Oct 2010
52.222.3 Convict Labor June 2003
52.222-4 § Contract Work Hours and Safety Standards Act - Overtime
Compensation July 2005
52.222-21 | Prohibition of Segregated "acilitics I'eb 1999
52.222-24 | Preaward On-Site Equa! Opportunity Compliance Evaluation Feb 1099
52.222-26 | Equal Opportunity _ Mar 2007
52.222-35 : Equal Opportunity for Special Disabled Veterans, Veterans of | Sep 2010
the Vielnam Era, and Other Eligible Veterans.
§2.222-36 | Affirmative Action lor Workers with Disubilities Oct 2010
52.222-37 | Employment Repoits Velerans . Sen 2010
52.222-41 | Service Contract Act of 1965 Nev 2607
52.222-43 | Fair Labor Standards Act and Service Contract Acl — Price
Adjuystment, Sep 2009
1522236 | Drug-Free Workplace May 200}
52.223-13 | Reserved
52.223-14 | Reserved
52.225-13 | Restrictions on Certain Foreign Purchases Jupe 2008
52.227-1 | Authorization and Consent Pec 2007
52.227-14 | Rights in Data —General Dec 2007
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52.228-5 Insurance — Work on a Government Installation Jan 1997 |
52.429-3 Federal, State, and Local Taxes (State and Local Adjustments) | Apr 2003
52.232-1 | Payments Apr 1584
52.232-8 | Discounts for Prompt Payment Feb 2002
52.233-17 | Interest Oct 2010
52.232-23 | Assignunent of Claims Jan 1980
52,232-25 | Proypt Payment Get 2508
52.232-33 | Payment by Electronic Funds Transfer — Centrai Contractor

Registration et 2003
52.233-1 Disputes July 2002
52233-3 | Protest After Award Aug 1994
52.233-4 | Applicable Law for Breach of Contract Claim Oct 2004
52.237-2 | Protection of Government Buildings, Eguipment, and Apr 1984

Vegetation
52.237-3 | Continuity of Services Jan 1991
52.239-1 Privacy or Securily Safeguards Aug 1996
52.242-13 | Bankrupicy July 1895
52.242-15 | Stop Work Order Apr 1984
52.242-17 | Government Delay of Work Apr 1984
52.243-1 Changes — Fixed Price Aug 1984
Al
52.244-2 | Subcontracts Qet 2010
52.245-2 | Government Property Installation Operation Services Apr2012
52.248-1 Value Engineering Cet 2010
52.249-2 | Termination for Convenience of the Government (Fixed Price} | Apr2012
52.249-8 Default (Fixed Price Supnly and Service) Apr 1984
52.253-1  : Computer Generated Forms Jan 199/

1.2 52.216-18 ORDERING. {Oct 1995)

{a) Any supplies andt services to be furnished under this contract shall be ordered by issuance
of delivery orders or task orders by the individuals or activities desigrated in the Schedule.
Such orders may be issved from September 1, 2013 through Angust 31, 2014,

(by All delivery orders or task orders are subject 1o the terms and conditions of this contract.
In the event of conflict between a delivery order or task order and this contract, the contract
shall control,

{c} If mailed, a delivery order or task order is considered “issued” when the Government
deposits the order in the mail. Orders may be issued orally, by facsimile, or by electronic
commerce methods only if authorized in the Schedule.

1.3 32.216-19 ORDER LIMITATIONS (OQCT 1995)
(a) Minimum order. When the Government veguires supplies or services covered by this
contract in an amount of less than $10,000, the Government is not obligated to purchase, naor

is the Contractor obligated to furnish, those supplies or services under the contract.
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(b) Maximum order, The Contractor is not obligated to honor—
(1) Any order for a single item in excess of §4,000.000.006;
(2) Any order for a combination of items in excess of $4.000.000.00; or
(3) A series of orders from the same ordering office within 30 days that together call for
quantities exceeding the Himitation in pavagraph (b}(1) or (2} of this section.

(c) If this is a requirements contract {i.e., includes the Requirements clause at
subsection 32.216-21 of the Federal Acquisition Regulation {(FAR)), the Government is not
required to order a part of any one requirament from the Contractor i that requirement
exceeds the maximum-order Himitations In paragraph (b) of this section,

{d) Notwithstanding paragraphs (b) and (¢) of'this seetion, the Contractor shall hoenor any
order exceeding the maximum order limitations in paragragh {b), unless that order (or orders)
is returned to the ordering office within 7 days ailer issuance, with written notice stating the
Contractor’s intent not to ship the item {or items) called for and the reasons. Upon receiving
ihis notice, the Government may acquire the supplics or services from another source,

14 52.216-22 INpEFINITE QUANTITY (QCT 1995)

{a} This is an indefinite-quantity contract for the supplics or services specified, and
effective for the pertod stated, in the Schedule. The quantities of supplics and services
specified in the Schedule are cstimates only ard are not purchased by this contract.

(b) Delivery or performance sha!l be made only as authorized by orders issued in
accordance with the Ordering clause. The Contractor shall furnish to the Government, when
and if ordered, the supplies or services specified in the Schedule up to and including the
quantity designated in the Schedule as the “maximun.” The Government shall order at least
the quantity of suppiies or services designated in the Schedule as the “minimum.” '

(c) Except for any limitations on quantities in the Order Limitations clause or in the
Schedule, there is no Himit on the number of orders that may be issued. The Government may
issue orders requiring delivery to muitiple destinations or performance at muitiple locations.

(d} Any order issued during the effective period of this contract and not completed within
that pertod shall be completed by the Contractor within the time specified in the order. The
contract shall govern the Contractor’s and Government’s rights and obligations with respect
to that order to the same extent as if the order were completed during the contract’s effective
period; provided, that the Contractor shall not be required o make any deliveries under this
contract after 180 days after contract date.

1.552.219-6 NOTICE OF TOTAL SMALL BUSINESS SET-ASIDE {(NOV 2011)

{a) Definition, “Small business concern,™ as used in this clause, means a concern, including its
affiliates, that is independently owned and operated, not dominant in the field of operation in
which it is bidding on Government contracts, and qualified as a small business under the size
standards in this seiicitation.
() Applicabitiry. This clause applies anly to—

(1) Contracts that have been totally set aside or reserved for small business concerns; and

(2) Orders set aside for small business concerns under muftiple-award contracts as
described in 8.405-5 and [6.505{b)(2)(1)(F).
{c) General,
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{1} Offers are solicited only from small business concerns. Offers reegived from
concerns that are not smatl business concerns sha!l be considered nonresponsive and will be
rejecled.

(2} Any award resulting from this solicitation will be made to a small business concern,
(d) Agreement. A simal] business concern submitting an offer in its own name shall furnish, in
performing the contract, only end items manufactured or produced by small business concerns
in the United States or its outlying areas. If this procurement is processed under simplified
acquisition procedures and the total amount of this contract does not exceed $25.000, a small
business concern may furnish the preduct of any domestic firm. This paragraph does not
apply to construction or sgrvice contracts.

L6 52,217-8 OPTION TO EXTEND SERVICES (Nov 1959)

The Government may require continued performance of any services within the Jimits and at
the rates specified in the contract. These rates may be adjusted only as a resuit of revisions to
prevailing labor rates provided by the Secretary of Labor. The option provision may be
exercised more than once, but the total extension of performance hereunder shall not exceed
4 months, The Contracting Officor may exercise the eption by written notice to the Contractor
within 30 days of contract expiration.

1.7 52.217-9 OPTION TO EXTEND THE TERM OF THE CONTRACT (Mar 2660)

{a) The Government may extend the term of this contract by writien naotice to the Contractor;
provided that the Governiment gives the Contractor a preliminary written notice of its intent to
extend at least 30 davs before the contract expires, The preliminary notice does not commit
the Government to an extension.

(b} [fthe Government exercises this aption, the extended contract shall be considered to
include 1lis option clause.

() The tatal duration of this contract, including the exercise of any options under this clause,
shall not exceed five (5) years.

Exercise of an option will result in the following contract modifications:

The Pertod of Performance of the contract will be extended as follows:

Ontion Period Period of Performance

Option { September 1, 2014 1o August 31, 2015
| Cption 1 September 1, 2015 to August 31, 2016
| Option 111 September 1, 2016 to August 31,2017

Option IV September }, 2017 to Augusi 31, 2018
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1.8 52.222-42 STATEMENT OF BEQUIVALENT RATES FOR FEDERAL HIRES (IVIAY 1989)

In compliance with the Service Contract Act of 1963, as amended, and the regulations ¢f the
Secretary of Labor {29 CFR Part 4), this clause identifies the classes of service employees
expected to be employed under the contract and states the wages and fringe benefits payable
to ¢ach if they were employed by the contracting agency subject 1o the provisions of
3U.8.C. 3341 or 5332.

1.9 52.252-6 AUTIIORIZED DEVIATIONS IN CLAUSES. {Arr 1984)

{a) The use in this sclicitation or contract of any Federal Acquisition Regulation {48 CFR
Chapter 1} clause with an authorized deviaticn is indicated by the addition of
“DEVIATION)” after the date of the clzuse.

(b) The use in this sclicitation or coatract of any Commerce Acguisition Repulation ¢lause
with an authorized deviation is indicated by the addition of "(DEVIATION) after the name
of the regulation,

[10 SYSTEM FOR AWARD MANAGEMENT (SAM)

(a) The General Services Administration (GSA) has implemented a system for vendors doing
business with the Federal Government 1o manage their entity information in one centra!
location, this new database is cailed Svstem for Award Manapement {SAMD. This first
phase of SAM became effective July 30, 2012, and includes capabilities for Central
Contractor Registration {CCR), Federal Agency Registration {FedReg), Online
Representations and Certifications Application (ORCA), and the Excluded Parties List
System (EPLS}). For more information please go to SAM.

(b) All contractors/vendors doing business with or would fike te do business with the USPTO
must have an active registration in SAM.
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.11 PTO-68C PHYSICAL ACCESS

(a} The performance of this contract requires contractors 1o have physical access to Federal
premises for more than 180 days or access to a Federal information systerm. Any items or
services delivered under this contract shall comply with the Department of Commerce
personal identity verification procedures that implement HSPD-12, FIPS PUB 201, and OMDR

Memorandum M-03-24,

{b} The Contractor shall insert this clause in all subcontracts when the subcontractor is
required to have physical zecess to a Federally controlied faciiity or access to a Federa]
information system.

1.12 PT0-10 ~ Agency-Level Protest Procedures (DEC 19946)

a. PURPOSE:

To implement the requirements of Executive Order No. 12579 and Federal Acquisition
Regulation (FAR 33.103). Orn Qctober 23, 1995, President Clinton signed Executive Order
No, 12979, which direcis heads of execulive agencies 1o develop administrative procedures
for resolving protests to awards of procurement contracts within their agencies at a level
above the Contracting Officer. Authority to administer prosurement-related directives hag
been delegated within the Department of Commerce through the Chief Financial Officer and
Assistant Secretary for Administration to the Director for Acquisition Management
(Procureient Exceutive). The Depariment's goal is to encourage protesters to resolve their
protests at the agency level, help build confidence in the Government's acquisition system,
and reduce protests to the General Accounting Office and other external fora, Priorto
submission of an agency protest, ali parties shall use thetr best eftorts to resoive concerns
raised by an interested party at the Contracting Officer leved through open and frank
discussions. If concerns cannot be resolved, protesters may use these procedures when a
resclution is requested from the agency at a level above the Contracting Officer.

b. DEFINITIONS:

An agency protest is one that may be tiled with either the contracting officer or the protest
deciston authority but not both. When a protester decides to file a protest at the agency level
with the protest decision avthority, the guidelines set forth in these established agency level
profest procedures sbove the contracting officer appiy. These procedures are in addition to the
existing protest procedures contained in the Federal Acquisition Regulation (FAR) Part
33.102.

A day is a calendar day. In computing a period of time for the purpose of these procedures,
the day from which the period begins to run is not counted. When the last day of the period is
a Seturday, Sunday, or Federal boliday, the period extends to the next day that is nota
Saturday, Sunday, or Federal holiday. Similarly, when the Washington, DC offices of the
Department of Commerce are closed for all or part of the fast day, the period extends to the
next dav on which the Departiment 1s open.
¢. PROCEDURES:

i. Protesters using these procedures may protest to the protest decision authority

wha will make the final decision for the Deparument. Protests shall be addressed to:
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Chief Financial Officer

.S, Patent & Trademark Glfice
P.O. Box 1450

Alexandria, VA 22313-1450

The outside of the envelope or beginning of the FAX transmission must be maiked
"Agency-level Protest”. The protester shall also provide a copy of the protest within |
day to the responsible contracting officer and a copy 1o the addressee indicated below:

Office of the General Counsel
General Law Office

U.5. Patent & Trademark Office
P.G. Box 1450

Alexandria, VA Z2313-1450
{FAX Number 571-273-0099;

ii. Election of forum: White 2 protest is pending at the agency fevel with the protest
decision authority, the protester agrees not to protest (o the Government
Accountability Office (GAO) or any other external forums. If the protester has already
fiied with the GAO or other external forums, the procedures described here may not be

used.

a.

&

Protests based upon alleged improprieties in 2 solicitation which are
apparent prior to bid opening or time set for receipt of proposals shall be
filed prior to bid opening or the time set for receipt of proposals. If the
contract has been awarded, protests must be [iled within 10 days after
contract award or 3 days after the date the protester was given the
opportunity to be debriefed, whichever date iy later. In cases other than
those covered in the preceding two sentences, protests shall be filed not
later than 10 days after the basis of the protest is known or should have
been known, whichever is earlier,

To be filed on a given day, protests must be received by 4:30 PM current
local time. Amy protests received afier that time will be considered to be
filed on the next day. Incomplete submissions wilf not be considered filed
until alt information is provided,

To be complete, protests must contain the following information:

1. the protester's name, address, telephone number, and fax number

2. the solicitation or contract number, name of centracting office and the
contracting officer

a detailed statement of all factual and legal grounds for protests, and an
explanation of how the protester was prejudiced

copies of relevant documents supporting protester's statement

a request for ruling by the agency

Statement as to form of relief requested

all information establishing that the protester is an interested party for
the purpose of filing a protest

8. all information establishing the timeliness of the protest

Ll
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9, All protests must be signed by an authorized representative of the

protester. Within 14 days after the protest is filed, the Contracting
Officer will prepare an administrative report that responds to the issues
raised by the protester and addresses any other issues, which, even if
not raised by the protester, have been identified by agency officials as
being relevant to the faimess of the procurement process. For good
cause shown, the protest decision authority may grant an extension of
time for fiiing the administrative report and for issuing the written
decision. When an extension is granted, the protest decision authority
will notify the protester and all interested parties within I day of the
decision to grant the extension. Unless an extension is granted. the
protest decision authority will issue a decision within 35 days of the
protest. The protest decision authority's final decision will be binding
on the Department of Commerce and not subject to further appeals.
The protest decision authority shall send & writter: raling and a
summary of the reasons supporting the ruiing o the protester by
certified mail, return receipt requested with information copies to the
applicable contracting oflice and Office of Acquisition Management.

iii. Effect of protest on award and performance: When a protest is filed prior to
award, a contract may not be awarded unless authorized by the Head of the
Contracting Activity (}ICA) based on a written [inding that:

a.
b.

the supplies or services are urgently required,

delivery ov performance would be unduly delaved by failure to make the
award promptly, or

a prompt award will be in the best interest of the Government.

When a protest is filed within 10 days afier contract award or 5 days alter a
debriefing date was offered to the protester under a timely debriefing request in
accordance with FAR 15.506, whichever is later, the Contracting Cfficer shali
inunadiately suspend performance pending the resoiution of the protest wilhin the
agency. including any review by an independent higher official, unless continued
performarce s justified. The tTCA may authorize contract performance,
notwithstanding the protest, based on a written finding that:

d.

contract performance would be in the best interest of the Uniled States, or

e. urgent and compelling circumstances that significantly affect the interests of

IES:

the United States will not permit waiting for a decision,

The protest decision authority may grant one ar more of the following remedies:
i, terminate the contract,

re -compete the requirement,

issue & new solicitation,

refrain from exercising options under the contract,

award 4 contract consistent with statutes and regulations,

i.
il.
it
v.
V.
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vi.  amend the solicitation provisions which gave rise to the protest and continue
with the procurement,

vil.  such other remedies as the decision-maker may determine are necessary to
correct a defect.

L13 PTO-11 SECURITY REQUIREMENTS FOR INFORMATION TECHINOLOGY
RESOURCES (AUGUST 2009)

(a) Applicability. This clause is applicable to all contracts that require Contractor electronic
access to Department of Commerce/USPTO sensilive non-national security or national
security information contained in systems, or administeative control of systems that process or
store information, that directly support the mission of the Agency.

(b) Definitions,

For the purposes of this clause the term "Sensitive” 1s defined by the guidance set forth in:

The Computer Security act of 1987 (P.L. 100-235)
{(hitp://www/osec.doc zov/ciofiny/TTSec/esa-1987 heml), inciuding the {ollowing definition
of the term

(1} sensitive information "._.any information, the loss, misuse, or unauthorized access
1o, ot madification of which could adversely affect the national interest or the, conduct of
federal programs, or the privacy to which individuals are entitied under section 552a of title 3,
United States Code (The Privacy Act), but which has not been specifically authorized under
criteria established by an Executive Ovder or an Act of Conguress to be kept secret in the
interest of national defense or foreign policy.”

{2y For purposes of this clause, the term "National Security” is defined by the
guidance set forth in:

a. The DOC IT Security Program Policy and Muumum Implementation
Standards, section 4.3 (http:/iwww.osec doc sov/icio/[ TSIT/DOC-TT-Security-
Program-Policy. htm).

b. the DGC Security Manual, Chapter 18
(http:/home.commerce. gov/osy/SecurityManua/Security%20Manual %20Cont

¢. Executive Order 12958, s amended, Classified National Security Information.
Classified or national security information is information that has been
specifically authorized 1o be protected frem unauthorized disclosure in the
interest of national defense or foreign policy under an Executive Order or Act
of Congress.

{3) Information technology resources include, but are not limited to, hardware,
application software, system software, and information (dala). Information technology
services include, but are not Jimited to, the management, operation (including input,
processing, transmission, and output), maintenance, prograntming, and system administration
of computer systems, networks, and telecommunications systems.

{t) The contractor shall be responsible for imptementing sufficient Information Technology
security to reasonably prevent the compromise of DOC/UISPTO 1T resources for all of the
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contracior’s systemns that are interconnected with a DOC/USPTO network or DOC/USPTO
systems that are operated by the Contractor,

(d) All Contractor personnel performing under this contract and Contractor eguipment used to
process ot store DOCAISPTO data, or to connect to DOC/USPTO networks, must comply
with the requirements contained in the DOC Information Technology Management Handbook
(hitg://'www.osec.doc.gov/cio/eio it policy page.him}.

(e} Contractor personnel requiring a user account for access to sysiems operated by the
Cantractor for DOC/USPTO or interconnected to & DOC/USPTO network to perform contract
services shali be screened at an appropriate level in accordance with the Commerce
Acquisition Manual {CAM) 1337.70, Secunity Processing Requirenents for Service
Contracts,

{f) Within 5 days after contract award, the Contractor shall certify in writing to the COR that
its current employees, in performance of the contract, have completed initial I security
orientation training in DOC IT Security policies, procedures, computer ethics, and best
practices, in accordance with DOC [T Security Program Policy, chapter 15, section 15.3. The
Contractor shall provide this written certification to the COR within 30 days of a new
employee beginning work under the contract. The COR will inform the Contractor of any
other available DOC training resources. Annually thereafter the Contractor shall certify in
writing to the COR that its employees, in performance of the contract, have complete annual
refresher training as required by section 15.4 ot the DOC IT Security Program Policy.

(z) Within 3 days of contract award, the Contractor shall provide the COR with signed
acknowledgement of the provisions as contained in Comunerce Acquisition Regutation
(CAR), 1352.209-72, Restrictions Against Disclosures,

{h} The Contractor shall afford DOC/USPTO, including the Office of the Inspector General,
access to Contractor's and subcontractor's facilities, installations, operations, documentation,
databases, and personnel used in performance of the contract. Access shall be provided to the
exlent requirement to carry out a program of IT inspection, investigation, and audit to
safeguard against threats and hazards to the integrity, availab:lity, and confidentiality of
DOC/USPTO daza or to the function of computer systems operated on behalf of
DOC/USPTO, and to preserve evidence of computer crime.

(1) For all Contractor-owned systems for which performance of the contract requires
interconnection with a DOC/USPTO network or that DOC/USPTO data be processed or
stoved on them, the Contractor shail provide, implement and maintain a Security
Authorization Package in accordance with NIST, DOC, and USPTO policies, procedures,
manuals and guidance. Specifically:

{1} Within 14 calendar days after contract receipt, the Contractor shall submit for
USPTO approval a project plan detailing the actions and tunetable nesded to complete the
Securnity Authorization o Operate Procass. After approval by USPTO, the Coutractor shall
follow the work plan schedule to complele the autherization activities in accordance with
applicable policies and guidance. The Security Awthorization project plan approved by
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USPTO shall be incorporated as part of the contract and will be used by USPTO as the basis
for activities involving Security Authorization to Operate and continuous monitoring.

(2) The Coniractor shall develep a Security Authorization Package (SAP) conforming
to applicable policies and guidance. The SAP shall detail, append or address the following:

a) The Contractor shall develop and document a System Security Plan {S5P)
which shal} include, but is not limited to, Deseription of the Information
System, System Boundary, System Security Categorization, documentation of
the selection of security controls and security control implementation
applicable to the Contracior system (with verification of the Common
Contrels),

) The Contractor shall develop a Security Test and Evaluation (ST&E) Plan in
accordance with applicable policies and guidetines. The Contractor shall
subsequently assess the system in accordance with the approved plan, The
Contractor shall develop the Security Assessment Report and shall conduct
remedintion actions based on the preliminary veport. The Contractor shall
create POAS&Ms for these controls which can not be remediated prior to
submittal of the package for Authorization.

¢) After authcrization of the system by a USPTO Autherizing Official. the
Contractor shall maintain the approved fevel of the system security as
documented in the Security Accreditation Package and assist the COR in
annual assessments of control effectivencss in accordance with applicable
pelicies and guidance.

(3) The Contractor shali complete the following activities as part of the USPTO
continuous menitoring strategy: quarierly vulnerability scans, quarterly POA&M updates,
annual contingency plan testing, ahnual security awareness training, ardd annual assessments
of al least 33 percent (173} of the security controls applicable for the system in addition 1o
DOC and USPTO critical/volatile controis unless otherwise specified by USPTO. The
Contractor shall remedigte within 30 days any vulacrability found during vulnerability
scanning or security control assessments. The Contractor shall ereate and submit to the
CACG a POA&M item for any vulnerability not remediated within 30 days of discovery. The
Contractor shall perform a Security Impact Anaiysis in accordance with applicable nolicies
and gutdelmes for all proposed changes which alfect the Information System or the system
environment,

(4} Contractor systems shall have a current baseline configuration documented and
maintained as required in the USTTO Secure Baseline Policy, The contractor shall develop,
document and maintain, for cach system that may process, store, or transmit USPTO sensitive
but unclassificd (SBU) information, a current baseline configuration based on
recommendations established by USPTO, NIST, the Center for Internet Security (CIS)
benchmarks, and operating system and application vendors/manuiacturers to ensure secure
configurations of IT products. This requires the Contractor to:

a) Identify IT vroducts that process, stere, or transmit USPTQ SBU
information.

by Identify checklists applicable for the [T products identified in the
preceding activity, using the USPTO Sccurily Configuration Baselines that
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are avatiable for the Contractor's 1T products. 1f the Contractor has an 1T
product that has not been documented by USPTO, the Contractor shall
refer to checklists and or secure best practices provided by NIST, CIS
benchmarks, operating systems, or applicatien vendors/manutacturers.

¢) Test the security settings and document the results and mitigate any non-
compliance issties.

d) Document the sccure configuration settings for each IT product.

e} Implement the configuration settings within the production environment.

(5) The contractor shall develop, document and maintain for each system a procedure
for compliance with the Federal Desktop Core Confliguration such that:

a) The Contractor shall ceetify applications are fully functional and operate
correctly as intended on systems using the Federal Desktop Core Configuration
{FDCC). This includes Internet Explorer 7 configured to operate on Windows
XP and Vista (in Protected Mode on Vista), Guidance may be found at
htip:Hesrenist.gov/itsec/guidance. WinXP hunl for Windows XP settings) and
http://esrenist.gov/isec/guidance_visiahuml (for Windows Vista settings).

b) The standard installation, operation, maintenance, update, and/or patching of
software shall not alter the conliguration settings from the approved FDCC
configuration. The information technology should also use the Windows
Instailer Service for installation to the default "program files” directory and
should be able 1o silently install and uninstall.

¢) Applications designed for normal end users sihall run in the standard user
context witlioul elevated system administration privileges.

(6) Any activity identified above may be subject to USPTO independent verification
and validation and approval.

{7} Failure to complete any of the above activitics may result in termination of the
contract.

(8) Contracter shall incorporate this clause in al} subeontracts that meet the conditions
in paragraph (a) of this clause.

L14 PTO-12 SECURITY PROCESSING REQUIREMENTS FOR
CONTRACTOR/SUBCONTRACTOR PERSONNEL WORKING ON A
DEPARTMENT OF COMMERCE/USPTO S{TE OR 1T SYSTEM (HIGH OR
MODERATE RISK CONTRACTS)

CAR 1352.237-71 Security Processing Requirements for Contractor/Subcontractor Personnel
Working on a Department of Commerce/USPTO Site or I'T System (High or Moderate Risk
Contracts)
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A. Investigative Requirements for High and Moderate Risk Contracts

All contractor {and subconiractor) persennel proposed to be employed under a High or
Moderate Risk contract shail undergo security processing by the USPTG Office of Security
before being eligible to work on the premises of any Departinent of Commerce/USPTO
facility, or through a Department of Conunerce/USPTO IT system. All USPTO security
processing pertinent to this contract will be conducted at no cost to the contractor, The Jevel
of contract risk will determine the type and scope of such processing as noted below.

b Non-IT Service Contracts

a. High Risk — Background Investigation (B1)
b. Moderate Risk — Moderate Background Investigation (MBI}

2. 1T Service Contracts

a, High Risk 1T~ Background Investigation (BI}
b. Moderate Risk IT — Background [nvestigation (B[}

3. In addition to the investigations noted above, non-U.S. citizens must have a pre-
appointment check that includes a Customs and Immigration Service (CIS — formerly
Immigration and Naturalization Service) agency check.

B. Additional Requirements for Foreign Nationals (Non-U.S. Citizens)

« To be employed under this contract within the United States, non-U.S. citizens must
have:

« Official legal status in the United States
Continuously resided in the United States for the last two years; and

» Advance approval from the servicing Security Officer of the contracting operating unit
in consultation with the Office of Security (OSY) headguarters. (The OSY routinely
cansules with appropriale agencies regarding the use of non U.S, citizens on contracts
and can provide up-to-date information coscerning this matter.)

C. Security Processing Requircment
1. Processing requirements for High and Moderate Risk Contracts arc as follows:
a. The contractor must compflete and submit the following forms to the Contracting Officer
Representative (COR):
o Standard Fonm 85F (SF 830}, Questionnaire for Public Trust Positions;
FD3 258, Fingerprint Chart with OPM's designation in the ORI Block; and
Credit Release Authorization.
b. The COR will review these forms for completeness, initiate the CD-254, Conuract Security

Clagsification Specification, and forward the documents to the cognizant Security Qfficer.
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c. Upon completion of the security processing, the Office of Security, through the servicing
Security Officer and the COR, will notify the contractor in writing of the individual's
eligibility to be given access to a Department of Commerce/USPTO facility or Department of

Commerce/USPTO IT system.

2. Security processing shall consist of limited personal background inquiries pertaining to
verification of name, physical description, marital status, present and former residences,
education, employment histery, criminal record, personal references, medical fitness,
fingerprint classification, and other pertinent information. For non-U.S. citizens, the COR
must request an Immigration and Customs Enforcement (formerly INS) agency check. Jt is
the option of the Office of Security to repeat the security processing on any contract employee
at its discretion.

D. Notification of Disqualifying Information

If the Office of Security receives disqualifying information on a contract employee, the COR
will be notified. The COR, in coordination with the contracting officer, will immediately
remove the contract employee from duty requiring access to Departmental facilities or IT
systems. Contract employees may be barred [rom working on the premises of a facility for

any of the following:
+ Conviction of a felony of a crime of violence or of a misdemeanor invelving moral

turpitude.
« Falsification of information entered on sccurity screening forms or of other documents

submitted to the USPTO.

« Improper conduct once performing on the contract, including criminal, infamous,
dishonest, immeoral, or notoriously disgraceful conduct or other conduct prejudicial to
the Government regardless of whether the conduct directly related to the contract.

» Any behavior judged to pose a potentiai threat to Departmental information systems,
personnel, property, or other assets.

NOTE: Failure to comply with the requirements may result in termination of the contract or
removal of some contract employees from Department of Commerce/USPTO facilities or
access to [T systems.

E. Access to National Securify Information

Compliance with these requirements shall not be construed as providing a contract employee
clearance to have access to national security information.

F. Contractor shall include the substance of this clause, including this paragraph, in all
subcontracts.

L1S PTO-16C CONTRACTOR NOTIFICATION REQUIREMENT

The Contractor is required to notify the Contract Officer's Representative (COR) within one
business day upon temporary or perimanent termination of a Contractor employee, when that
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Contractor employee has USPTO system access rights, and at any other time when a
Contractor employee no Jonger requires USPTO [T systen access pernissions.
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SECTION J - LIST OF DOCUMENTS, EXITIBITS AND OTHER ATTACHMENTS

J.1 ATTACHMENT LISTING

ARl ol A

Ram/Fee Processing Documents
Controt Sheets

Formality Review Manual

PCT BIB Data Entry

. Power Workflow System Consale

5.8 PCT Printing and Mailing
5.b CD Buming Sequence Listing

6.
7.
8.

9,

Definitions & Acronyms

Goverament Furnished Equipment List

Manual of Patent Examining Procedure (MPEP] i3 available at:
http://wwaw.uspto.zov/web/offices/pac/mpep/index. itml

Statement of Contract Employee Relative to Non-Disclosure of Patent Information Form

10. Depariment of Labor Wage Detcrmination (WD) 20805-2103 Rev 12 dated 06/13/12. This

remains in effect unless otherwise updated prior to the submission of proposals,
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