

ATTACHMENT D



POST 10
Description
This will provide for a switchboard operator/receptionist to be stationed at the main guard desk at the Independence Avenue entrance (Post 1) of the Hubert H. Humphrey Building (HHH).  
General Requirements
The contractor will provide one switchboard operator/receptionist to be located at Post 1 in accordance with the specific requirements of the original SOW and other relevant documents such as post or special orders.  The contractor will provide all management, supervision, personnel resources, material, supplies and equipment (except as otherwise provided), and will plan, schedule, coordinate and ensure the effective performance of the additional services. 

The contractor will fully uniform and equip the switchboard operator/receptionist in accordance with applicable General Services Administration (GSA) regulations.  This position is authorized to wear a Adress uniform,@ to include a blazer with company crest, in lieu of the standard GSA guard uniform.  

Specific Requirements

The HHH is located at 200 Independence Avenue, SW, Washington, D.C.  It is bounded by Independence Avenue, Second, Third, and C Streets southwest.  The main entrance and main guard desk are located on the Independence Avenue side.  A second major entrance is located on the Third Street side.  The loading dock is located on the C Street side with entrance/exit ramps located on Second and Third Streets.

Security hours for the HHH are 6:30 P.M. to 6:30 A.M. Monday through Friday, 6:30 P.M. Friday to 6:30 A.M. Monday, and all Federal holidays or when the Federal Government is closed.  Security hours are also instituted under special security conditions or for special circumstances.  During security hours, only the Independence Avenue entrance is open.

The new post, location, type, and hours of operation are:

Post #
Description
Time of Day
Per Day    Week  



  10

Fixed, Post 1 
0800 - 1630
   8    five days, Mon.-






   
   
   Fri., excluding

   
   
   holidays

The primary duties of this position are reception and information related consisting of greeting visitors, providing verbal information on building access, phone directory information, office and organizational directory information, room directions, and assuring proper sign in procedures and issuance of badges for visitors.  

Common Elements
This post has the same common elements which are listed in the original SOW and which include:  

1.  Operates under the rules and regulations governing public buildings and grounds.  This includes Federal Property Management Regulations, Title 41, Code of Federal Regulations, Subpart 101-20.3; and Title 18, United States Code, Section 930.  

2.  Operates in conformance with DHHS contract specifications, relevant specific items in the contract statement of work, relevant specific items in the contract between HHS and the contractor, special orders issued by the contract Project Officer or the Chief, Physical Security, temporary orders/assignments as issued by the Chief, Physical Security; temporary orders as issued by authorized persons; and orders/assignments as issued or dictated by emergency or special conditions. 

3.  All officers are required to receive, secure and account for all found property.  Found property will be held at the post until the end of the day.  At the end of each day, or the first of each morning, all found property will be delivered to the Physical Security Office.  

4. Obtain professional assistance in accordance with 

procedures in the Officer's Duty Book in the event of injury or illness to Government employees or others while in the building or on the grounds.

Specific Elements
Additional specific requirements of this position include:

1.  Responsibility for visitor processing including proper sign in and sign out procedures, issuance of a visitor badge, verification of identification and personal information, notification of office or person expected to be visited, verification of meeting attendees from special lists, and other visitor verification and processing procedures as directed.

2.  Provide building information such as locations of elevators or public telephones, instructions for use of Ain house@ phones, location of auditorium or other major conference rooms, location of rest rooms, and other general building directory information.

3.  Provide building personnel directory information, where appropriate, or provide instructions on use of the automated directory available at the main guard desk.  

4.  Verify employees who do not posses their ID badge through use of the video verification system.  Use of this system will eliminate the need for these employees to have an escort sign them into the building.  

5.  Provide back up monitoring support for the CCA and CCTV systems as required or as dictated by emergency situations.  

Specific requirements, procedures, and individual actions are contained in the Guard Post Orders or special orders issued by the Security Officer.  Added requirements which may affect the cost of the contract will be negotiated by the contract administrator.

Qualifications and Quality Control

All other provisions of the original SOW and contract remain in force.  This relates to all personnel qualifications, training requirements, and quality control plans and implementation.
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