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REG STER OF WAGE DETERM NATI ONS UNDER | U. S. DEPARTMENT OF LABOR
THE SERVI CE CONTRACT ACT | EMPLOYMENT STANDARDS

ADM NI STRATI ON

By direction of the Secretary of Labor WAGE AND HOUR DI VI SI ON

|
| WASHI NGTON D. C. 20210
|
|
|
|

Wage Deternination No.: 2005-

2103
WIlliam W Gross Di vi si on of | Revi sion No.: 4
Director Wage Deterninations| Date OF Revi sion:

07/ 05/ 2007

I
States: District of Col unbi a, Maryland, Virginia

Area: District of Colunbia Statew de

Maryl and Counties of Calvert, Charles, Frederick, Montgomery, Prince
Ceorge's, St

Mary' s

Virginia Counties of Alexandria, Arlington, Fairfax, Falls Church,
Fauqui er, King

George, Loudoun, Prince Wlliam Stafford

**Fringe Benefits Required Foll ow the Cccupational Listing**

OCCUPATI ON CODE - TITLE M NI MUM
WAGE RATE

01000 - Admi nistrative Support And Clerical Occupations
01011 - Accounting Cerk |

13.79

01012 - Accounting Clerk 1|1
15. 49

01013 - Accounting Clerk |11
18. 43

01020 - Adnministrative Assistant
23.59

01040 - Court Reporter
18. 43

01051 - Data Entry Operator |
12. 67

01052 - Data Entry Operator 11
13.82

01060 - Dispatcher, Mtor Vehicle
16. 50



01070
13. 29
01090
13. 29
01111
13.72
01112
15. 32
01113
18. 74
01120
21. 66
01141
10. 23
01191
14. 74
01192
16. 29
01261
15. 60
01262
18. 43
01263
21. 66
01270
21.29
01280
12.72
01290
15. 60
01300
15. 60
01311
17.03
01312
18. 39
01313
21. 66
01320
15. 82
01410
23.59
01420
18. 43
01531
12. 07
01532
13.01
01533
13.99
01611
13.76
01612
15. 60

Document Preparation Clerk

Dupl i cati ng Machi ne Operat or
General Cerk I

General Clerk Il

General Clerk |11

Housi ng Referral Assistant
Messenger Couri er

O der Clerk |

O der Clerk 11

Per sonnel Assistant (Enmploynment) |
Per sonnel Assistant (Enploynent) 11
Per sonnel Assistant (Enmploynment) 111
Production Control Clerk

Recepti oni st

Rental Clerk

Schedul er, Maintenance

Secretary |

Secretary 11

Secretary 111

Service Order Dispatcher

Supply Technici an

Survey Wor ker

Travel Clerk |

Travel Clerk Il

Travel Clerk |11

Word Processor |

Word Processor 11



01613 - Word Processor 111
18. 43
05000 - Autonotive Service Occupations
05005 - Autonobil e Body Repairer, Fiberglass
25. 26
05010 - Autonotive Electrician
21. 37
05040 - Autonotive G ass Installer
20. 14
05070 - Autonotive Worker
20. 14
05110 - Mbbil e Equi pnent Servicer
17.31
05130 - Motor Equi prent Metal Mechanic
22.53
05160 - Mbotor Equi prent Metal Worker

20. 14

05190 - Motor Vehicle Mechanic
22.53

05220 - Motor Vehicle Mechanic Hel per
16. 81

05250 - Motor Vehicle Uphol stery Worker
19. 66
05280 - Motor Vehicle Wecker
20. 14
05310 - Painter, Autonotive
21. 37
05340 - Radi ator Repair Speciali st
20. 14
05370 - Tire Repairer
14. 43
05400 - Transni ssion Repair Specialist
22.53
07000 - Food Preparation And Service Cccupations
07010 - Baker

13. 18
07041 - Cook
11. 97
07042 - Cook 11
13. 28
07070 - Di shwasher
9.76
07130 - Food Service Worker
10. 25
07210 - Meat Cutter
16. 07
07260 - Waiter/Waitress
8.59

09000 - Furniture Mintenance And Repair Cccupations
09010 - Electrostatic Spray Painter

18. 05
09040 - Furniture Handl er

12.78
09080 - Furniture Refinisher



18. 39
09090 - Furniture Refinisher Hel per

14. 11

09110 - Furniture Repairer, M nor
16. 31

09130 - Uphol sterer
18. 05

11000 - General Services And Support Occupations
11030 - Cl eaner, Vehicles

9.67

11060 - El evator Operator
9.79

11090 - Gardener
15.70

11122 - Housekeepi ng Aide
10. 89

11150 - Janitor
10. 89

11210 - Laborer, G ounds Mi ntenance
12. 07

11240 - Maid or Housenman
10. 84

11260 - Pruner
11. 37

11270 - Tractor Operator
14. 19

11330 - Trail Maintenance Worker
12. 07

11360 - W ndow Cl eaner
11. 31

12000 - Health GCccupations
12010 - Anmbul ance Driver
16. 06
12011 - Breath Al cohol Technician
17. 67
12012 - Certified Occupational Therapi st Assistant
20. 31
12015 - Certified Physical Therapist Assistant
19. 99
12020 - Dental Assistant

16. 90

12025 - Dental Hygieni st
40. 68

12030 - EKG Techni ci an
24.34

12035 - El ectroneurodi agnosti c Technol ogi st
24. 34
12040 - Energency Medical Techni ci an

17. 67

12071 - Licensed Practical Nurse
18. 60

12072 - Licensed Practical Nurse |
20. 82

12073 - Licensed Practical Nurse 11



21.79
12100 - Medi cal Assistant
14. 23
12130 - Medical Laboratory Technician
18. 04
12160 - Medical Record Cerk
14. 96
12190 - Medi cal Record Technician
16. 67
12195 - Medical Transcriptioni st
16. 46
12210 - Nucl ear Medi ci ne Technol ogi st
28. 93
12221 - Nursing Assistant |

9.75

12222 - Nursing Assistant |
10. 96

12223 - Nursing Assistant |11
12.99

12224 - Nursing Assistant |V
14.58

12235 - Optical Dispenser
16. 67

12236 - Optical Technician
14. 41

12250 - Pharnmacy Technici an
15.75

12280 - Phl ebot oni st
14.58

12305 - Radi ol ogi ¢ Technol ogi st
27.61

12311 - Registered Nurse
24.92

12312 - Registered Nurse |
31. 22

12313 - Registered Nurse |1, Specialist
31. 22

12314 - Registered Nurse 11
37.77

12315 - Registered Nurse 111, Anesthetist
37.77

12316 - Registered Nurse IV
45. 28

12317 - Schedul er (Drug and Al cohol Testing)
18. 04
13000 - Information And Arts QOccupations
13011 - Exhibits Specialist |

18. 55

13012 - Exhibits Specialist Il
23.33

13013 - Exhibits Specialist |11l
28.11

13041 - Illustrator

18. 73



13042 - Illustrator |
23.42

13043 - Illustrator |11
28. 82

13047 - Librarian
25. 45

13050 - Library Aide/Cerk
12.52

13054 - Library Information Technol ogy Systens Adm ni strator
22.99

13058 - Library Technician

17. 88

13061 - Media Specialist |
16. 58

13062 - Media Specialist Il
18. 55

13063 - Media Specialist 111
20. 68

13071 - Phot ographer |
14. 67

13072 - Phot ographer 11
17.18

13073 - Photographer 111
21.52

13074 - Phot ographer 1V
26. 05

13075 - Phot ographer V
29.15

13110 - Video Tel econference Techni ci an
16. 58

14000 - Information Technol ogy Occupations
14041 - Conputer Operator

16. 72

14042 - Conputer Operator 11
18. 71

14043 - Conputer COperator 111
20. 86

14044 - Conputer Operator |V
23.18

14045 - Conputer Operator V
25. 66

14071 - Conputer Programmer | (1)
21. 60

14072 - Computer Progranmer |1 (1)
26. 37

14073 - Conmputer Programmer 11 (1)
27.62

14074 - Conputer Progranmer |V (1)
27.62

14101 - Computer Systenms Analyst | (1)
27.62

14102 - Conputer Systems Analyst I (1)
27.62

14103 - Conputer Systenms Analyst 111 (1)



27.62
14150
16. 72
14160
23.18
15000 -
15010
34. 39
15020
42.72
15030
50. 66
15050
31. 26
15060
29.09
15070
50. 66
15080
24.95
15090
23.87
15095
29.19
15110
19. 04
15120
19. 04
16000 -
16010
8. 95
16030
8. 95
16040
12. 21
16070
8. 95
16090
8. 95
16110
8. 95
16130
8. 95
16160
8. 95
16190
12. 30
16220
13.01
16250
9.81
19000 -
19010
18. 95

- Peripheral Equi pnent Operator
- Personal Conputer Support Technician

I nstructional Occupations
- Aircrew Training Devices Instructor (Non-Rated)

- Aircrew Training Devices Instructor (Rated)

- Air Crew Training Devices Instructor (Pilot)

- Conput er Based Training Specialist / Instructor
- Educational Technol ogi st

- Flight Instructor (Pilot)

- Graphic Arti st

- Technical Instructor

- Technical Instructor/Course Devel oper

- Test Proctor

- Tutor

Laundry, Dry-Cl eaning, Pressing And Rel ated Cccupations
- Assenbl er

- Counter Attendant

- Dry Cl eaner

- Finisher, Flatwork, Machine

- Presser, Hand

- Presser, Machine, Drycleaning

- Presser, Machine, Shirts

- Presser, Machine, Waring Apparel, Laundry
- Sewi ng Machi ne Operator

- Tailor

- \Washer, Machi ne

Machi ne Tool Operation And Repair Cccupations
- Machi ne-Tool Operator (Tool Room



19040
23.05
21000 -

21020
17. 26

21030
21.29

21040
21.29

21050
12. 65

21071
13. 21

21080
17. 28

21110
14. 46

21130
14. 46

21140
10. 44

21150
14. 35

21210
17. 26

21410
17. 26
23000 -

23010
25.68

23021
24. 46

23022
25.68

23023
26. 97

23040
16. 61

23050
23.42

23060
18. 71

23080
19. 90

23110
20. 60

23120
14. 43

23125
24.98

23130
20. 36

23140
18. 70

- Tool And Di e Maker

Mat eri al s Handl i ng And Packi ng Occupati ons
- Forklift Operator

- Material Coordinator

- Material Expediter

- Material Handling Laborer
- Order Filler

- Production Line Wirker (Food Processing)
- Shi ppi ng Packer

- Shi ppi ng/ Recei ving Cl erk
- Store Worker |

- Stock Clerk

- Tools And Parts Attendant
- Warehouse Speci al i st

Mechani cs And Mai ntenance And Repair Occupations
- Aerospace Structural Welder

- Aircraft Mechanic |

- Aircraft Mechanic |

- Aircraft Mechanic 111

- Aircraft Mechani c Hel per
- Aircraft, Painter

- Aircraft Servicer

- Aircraft Worker

- Appliance Mechanic

- Bicycle Repairer

- Cable Splicer

- Carpenter, Mintenance

- Carpet Layer



23160
25.37
23181
22.08
23182
23.44
23183
24.70
23260
17.90
23290
21. 46
23310
16. 50
23311
22.81
23312
19. 38
23370
20.91
23380
24. 46
23381
18. 71
23382
19. 90
23391
16. 50
23392
19. 18
23393
21. 46
23410
21.96
23411

Facility)

23.13
23430
21. 46
23440
21. 46
23460
21. 46
23465
20. 36
23470
14. 27
23510
19.76
23530
21.77
23550
21.52
23580

El ectrici an, M ntenance

El ectroni cs Techni ci an Mai nt enance

El ectroni cs Techni ci an Mai nt enance |

El ectroni cs Technici an Mai ntenance ||

Fabri c Worker

Fire Alarm System Mechan

c

Fire Extingui sher Repairer

Fuel Distribution System Mechanic

Fuel Distribution System Operator

Gener al Mai nt enance Wor ker

Ground Support Equi pnent
Ground Support Equi pnent
Ground Support Equi pnent
Gunsmith

Gunsmith |

Gunsmith |1

Heating, Ventilation And

Heating, Ventilation And

Heavy Equi pnent Mechanic
Heavy Equi pnent Oper at or

| nstrunent Mechani c

Mechani ¢

Ser vi cer

Wor ker

Ai r-Condi tioni ng Mechanic

Ar

Labor at ory/ Shel ter Mechanic

Labor er

Locksm th

Contdi ti oni ng Mechani c (Research

Machi nery Mai ntenance Mechanic

Machi ni st, Mi nt enance

Mai nt enance Trades Hel per



15.10
23591
21. 46
23592
22.61
23593
23.72
23640
23.30
23710
21.00
23760
20. 36
23790
22.76
23810
20. 99
23820
21. 46
23850
21. 46
23870
19. 18
23890
21. 46
23910
20. 05
23931
25.22
23932
26.58
23950
24.43
23960
21. 46
23965
21. 46
23970
21. 46
23980
16. 50
24000 -
24570
11. 58
24580
16. 15
24610
9. 58
24620
12.95
24630
16. 75
25000 -
25010

- Metrol ogy Techni ci an

- Metrol ogy Technician |1

- Metrol ogy Technician |1

- MIIwight

- Ofice Appliance Repairer

- Painter, Mintenance

- Pipefitter, Mintenance

- Plunber, Maintenance

- Pneudraulic Systens Mechanic

- Rigger

- Scal e Mechanic

- Sheet-Metal Worker, Mintenance
- Smal |l Engi ne Mechanic

- Tel ecommuni cati ons Mechanic |

- Tel ecommuni cati ons Mechanic |

- Tel ephone Li neman

- \Wel der, Conbi nation, Mintenance
- Vell Driller

- Woodcraft Worker

- Woodwor ker

Per sonal Needs Cccupations
- Child Care Attendant

- Child Care Center Clerk

- Chore Aide

- Family Readi ness And Support Services Coordi nator
- Homenaker

Pl ant And System Operations Cccupati ons
- Boil er Tender



24.98
25040
20. 23
25070
24.98
25190
17. 56
25210
20. 23
27000 -
27004
17. 66
27007
11.51
27008
19. 83
27010
23. 26
27030
17. 66
27040
19. 83
27070
22.39
27101
11.51
27102
17. 66
27131
23.94
27132
26. 60
28000 -
28041
12. 35
28042
13. 30
28043
8.40
28210
13.01
28310
11. 59
28350
14. 56
28510
10. 62
28515
18. 04
28630
11. 59
28690
16. 85
29000 -

- Sewage Pl ant Operator

- Stationary Engi neer

- Ventilation Equi prent Tender

- Water Treatnent Plant Operator

Protective Service Cccupations
- Alarm Monitor

- Baggage | nspector

- Corrections Officer

- Court Security Oficer
- Detection Dog Handl er
- Detention Oficer

- Firefighter

- Cuard |

- Cuard 11

- Police Oficer |

- Police Oficer Il

Recreati on Cccupations
- Carnival Equi pnent Operator

- Carnival Equi pnent Repairer

- Carnival Equpment Worker

- Cate Attendant/ Gate Tender

- Lifeguard

- Park Attendant (Aide)

- Recreation Aide/Health Facility Attendant
- Recreation Specialist

- Sports Oficial

- Swi nmm ng Pool Operator

St evedori ng/ Longshorenmen Occupati onal Services



29010
20.55
29020
20.55
29030
20.55
29041
19. 18
29042
21.64
30000 -
30010
34.71
30011
23.94
30012
26. 36
30021
17. 06
30022
19. 03
30023
23.76
30030
24.85
30040
22.19
30061
17.92
30062
20. 06
30063
22. 36
30064
27.51
30081
20.19
30082
22.67
30083
25.37
30084
31. 43
30085
38. 44
30086
46. 51
30090
21. 36
30210
22. 36
30240
26. 31
30361

Bl ocker And Bracer

Hat ch Tender

Li ne Handl er

St evedore |

St evedore ||

Techni cal Cccupations

Air Traffic Control Specialist,
Air Traffic Control Specialist,
Air Traffic Control Specialist,
Ar cheol ogi cal Techni ci an
Archeol ogi cal Technician |
Archeol ogi cal Technician I
Cart ographi c Techni ci an

Civil Engineering Technician
Drafter/ CAD Operator |
Drafter/CAD Operator 11
Drafter/ CAD Operator 111
Drafter/ CAD Operator |V

Engi neeri ng Techni ci an

Engi neeri ng Technician 11

Engi neeri ng Technician 11

Engi neeri ng Technician IV

Engi neeri ng Technician V

Engi neeri ng Techni ci an VI

Envi ronmental Techni ci an
Laboratory Technici an

Mat hemat i cal Techni ci an

Par al egal / Legal Assi stant |

Center (HFO (2)

Station (HFO (2)

Term na

(HFO) (2)



20. 03
30362 - Paral egal / Legal Assistant |

24.82

30363 - Paral egal / Legal Assistant 111
30. 35

30364 - Paral egal / Legal Assistant |V
36.73

30390 - Photo-Optics Technician
24.85

30461 - Technical Witer |
20. 69

30462 - Technical Witer 11
25.30

30463 - Technical Witer 111
30.61

30491 - Unexpl oded Ordnance (UXO) Technician
22.06

30492 - Unexpl oded Ordnance (UXO) Technician |
26. 69

30493 - Unexpl oded Ordnance (UXO) Technician I
31.99

30494 - Unexpl oded (UXO) Safety Escort
22.06

30495 - Unexpl oded (UXO) Sweep Personne
22.06

30620 - Weat her Observer, Conbined Upper Air Or Surface Progranms (2)
22. 14

30621 - Weat her Observer, Senior (2)
23.98
31000 - Transportation/ Mbile Equi pment Operation Occupations

31020 - Bus Aide

11.99
31030 - Bus Driver
17.54
31043 - Driver Courier
12.71
31260 - Parking and Lot Attendant
9. 06
31290 - Shuttle Bus Driver
13. 89
31310 - Taxi Driver
13.98
31361 - Truckdriver, Light
13. 89
31362 - Truckdriver, Medium
17. 09
31363 - Truckdriver, Heavy
18. 40
31364 - Truckdriver, Tractor-Trailer
18. 40

99000 - M scel |l aneous Cccupations
99030 - Cashier

10. 03
99050 - Desk Cerk



10. 45
99095 - Enbal ner

21.77

99251 - Laboratory Ani mal Caretaker |
10. 47

99252 - Laboratory Animal Caretaker 11
10. 85

99310 - Mortician
27.25

99410 - Pest Controller
14. 54

99510 - Phot ofi ni shi ng Wor ker
11.59

99710 - Recycling Laborer
15.73

99711 - Recycling Specialist
18.72

99730 - Refuse Coll ector
14.01

99810 - Sales Cerk
11. 87

99820 - School Crossing Guard
11. 37

99830 - Survey Party Chief
19.76

99831 - Surveying Aide
12. 28

99832 - Surveying Technician
18.78

99840 - Vendi ng Machi ne Attendant
12. 61

99841 - Vendi ng Machi ne Repairer
16. 37

99842 - Vendi ng Machi ne Repairer Hel per
12. 61

ALL OCCUPATI ONS LI STED ABOVE RECEI VE THE FOLLOW NG BENEFI TS

HEALTH & WELFARE: $3.16 per hour or $126.40 per week or $547.73 per
nont h

VACATI ON: 2 weeks paid vacation after 1 year of service with a
contractor or

successor; 3 weeks after 5 years, and 4 weeks after 15 years. Length of
service

i ncl udes the whole span of continuous service with the present
contractor or

successor, wherever enployed, and with the predecessor contractors in

t he

performance of similar work at the sanme Federal facility. (Reg. 29 CFR



4.173)

HOLI DAYS: A minimum of ten paid holidays per year, New Year's Day,
Martin Luther
King Jr's Birthday, Washington's Birthday, Menorial Day, |ndependence

Day, Labor

Day, Col unbus Day, Veterans' Day, Thanksgiving Day, and Christnmas Day.
(A

contractor may substitute for any of the naned holidays another day off
with pay in

accordance with a plan communicated to the enpl oyees involved.) (See 29
CFR 4174)

THE OCCUPATI ONS WHI CH HAVE PARENTHESES AFTER THEM RECEI VE THE FOLLOW NG
BENEFI TS (as
nunber ed) :

1) Does not apply to enpl oyees enployed in a bona fide executive,

admi ni strative,

or professional capacity as defined and delineated in 29 CFR 541. (See
CFR 4. 156)

2) Al R TRAFFI C CONTROLLERS AND WEATHER OBSERVERS - NI GHT PAY & SUNDAY
PAY: If you
work at night as part of a regular tour of duty, you will earn a night
differentia
and receive an additional 10% of basic pay for any hours worked between
6pm and 6am

If you are a full-time enployed (40 hours a week) and Sunday is part of
your
regul arly schedul ed workweek, you are paid at your rate of basic pay
pl us a Sunday
prem um of 25% of your basic rate for each hour of Sunday work which is
not overtine
(i.e. occasional work on Sunday outside the normal tour of duty is
consi der ed
overtime work).

HAZARDOUS PAY DI FFERENTI AL: An 8 percent differential is applicable to
enpl oyees

enployed in a position that represents a high degree of hazard when
wor king with or

in close proximty to ordinance, explosives, and incendiary nmaterials.
Thi s

i ncl udes work such as screening, blending, dying, mxing, and pressing
of sensitive

ordance, explosives, and pyrotechnic conpositions such as |ead azide,
bl ack powder

and phot ofl ash powder. All dry-house activities involving propellants
or

explosives. Denilitarization, nodification, renovation, denolition, and



mai nt enance

operations on sensitive ordnance, explosives and incendiary material s.
Al

operations involving regrading and cleaning of artillery ranges.

A 4 percent differential is applicable to enpl oyees enployed in a
position that

represents a | ow degree of hazard when working with, or in close
proximty to

ordance, (or enployees possibly adjacent to) explosives and incendiary
material s

whi ch involves potential injury such as |aceration of hands, face, or
arns of the

enpl oyee engaged in the operation, irritation of the skin, mnor burns
and the

like; mniml damage to inmedi ate or adjacent work area or equi pnment
bei ng used.

Al'l operations involving, unloading, storage, and hauling of ordance,
expl osive, and

i ncendi ary ordnance material other than small arnms ammunition. These
differentials

are only applicable to work that has been specifically designated by the
agency for

ordance, explosives, and incendiary material differential pay.

** UNI FORM ALLOWANCE **

If enployees are required to wear uniforms in the performance of this
contract

(either by the terns of the Governnent contract, by the enployer, by the
state or

local law, etc.), the cost of furnishing such unifornms and nmintaining
(by

| aundering or dry cleaning) such unifornms is an expense that nay not be
borne by an

enpl oyee where such cost reduces the hourly rate below that required by
t he wage

determination. The Departnment of Labor will accept paynment in accordance
with the

foll owi ng standards as conpli ance:

The contractor or subcontractor is required to furnish all enployees
with an

adequat e nunber of uniforms without cost or to reinburse enpl oyees for
t he actual

cost of the uniforns. |In addition, where uniform cl eaning and

mai nt enance i s nade

the responsibility of the enployee, all contractors and subcontractors
subject to

this wage determ nation shall (in the absence of a bona fide collective
bar gai ni ng

agreenent providing for a different amount, or the furnishing of
contrary

affirmative proof as to the actual cost), reinburse all enployees for



such cl eani ng

and mai ntenance at a rate of $3.35 per week (or $.67 cents per day).
However, in

t hose instances where the uniforns furnished are made of "wash and wear"
materials, may be routinely washed and dried with other persona
garnents, and do

not require any special treatnment such as dry cleaning, daily washing,
or commerci a

| aundering in order to neet the cleanliness or appearance standards set
by the terns

of the Governnment contract, by the contractor, by law, or by the nature
of the work,

there is no requirenment that enpl oyees be reinbursed for uniform

mai nt enance costs.

The duties of enployees under job titles |isted are those described in

t he

"Service Contract Act Directory of Cccupations”, Fifth Edition, Apri
2006,

unl ess otherwi se indicated. Copies of the Directory are available on the
Internet. A

links to the Directory nay be found on the WHD honme page at
http://ww. dol . gov/ esa/ whd/ or through the Wage Determ nati ons On-Line
(WDOL) Wb

site at http://wdol.gov/.

REQUEST FOR AUTHORI ZATI ON OF ADDI Tl ONAL CLASSI FI CATI ON AND WAGE RATE
{Standard Form
1444 (SF 1444)}

Conf or mance Process:

The contracting officer shall require that any class of service enpl oyee
which is

not listed herein and which is to be enployed under the contract (i.e.
the work to

be perforned is not performed by any classification listed in the wage
deternmination), be classified by the contractor so as to provide a
reasonabl e

relationship (i.e., appropriate |level of skill conparison) between such
unli sted

classifications and the classifications listed in the wage

det erm nati on. Such

conformed cl asses of enployees shall be paid the nonetary wages and
furni shed the

fringe benefits as are determned. Such conform ng process shall be
initiated by

the contractor prior to the performance of contract work by such
unlisted class(es)

of enployees. The confornmed classification, wage rate, and/or fringe
benefits shal

be retroactive to the commencenent date of the contract. {See Section
4.6 (O (vi)}

When rultiple wage determ nations are included in a contract, a separate



SF 1444

shoul d be prepared for each wage determination to which a class(es) is
to be

conf or med.

The process for preparing a conformance request is as foll ows:

1) When preparing the bid, the contractor identifies the need for a
conf or med
occupation) and conputes a proposed rate).

2) After contract award, the contractor prepares a witten report
listing in order

proposed classification title), a Federal grade equival ency (FGE) for
each

proposed classification), job description), and rationale for proposed
wage

rate), including information regarding the agreenent or disagreenent of
t he

authorized representative of the enpl oyees involved, or where there is
no aut horized

representative, the enployees thenselves. This report should be
submitted to the

contracting officer no later than 30 days after such unlisted class(es)
of enpl oyees

performs any contract work.

3) The contracting officer reviews the proposed action and pronptly
subnmits a report

of the action, together with the agency's recomendati ons and pertinent
i nformati on including the position of the contractor and the enpl oyees,
to the Wage

and Hour Division, Enploynment Standards Administration, U S. Departnent
of Labor,

for review. (See section 4.6(b)(2) of Regulations 29 CFR Part 4).

4) Wthin 30 days of receipt, the Wage and Hour Divi sion approves,

nodi fies, or

di sapproves the action via transnittal to the agency contracting

of ficer, or

notifies the contracting officer that additional tine will be required
to process

t he request.

5) The contracting officer transnmits the Wage and Hour decision to the
contractor.

6) The contractor inforns the affected enpl oyees.

Information required by the Regul ations nust be submitted on SF 1444 or
bond paper.

When preparing a confornmance request, the "Service Contract Act
Directory of



Occupations"” (the Directory) should be used to conpare job definitions
to insure

that duties requested are not performed by a classification already
listed in the

wage determi nation. Renenber, it is not the job title, but the required
t asks that

deternm ne whether a class is included in an established wage

det er m nati on.

Conf ormances may not be used to artificially split, conbine, or
subdi vi de

classifications listed in the wage determ nation.
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1. Covenant Against Contingent Fees:

The Contractor warrants that no person or selling agency has been employed or retained
to solicit or secure the contract upon an agreement or understanding for a commission,
percentage, brokerage, or contingent fee, excepting bona fide employees or bona fide
established commercia or selling agencies maintained by the Contractor for the purpose
of securing business. For breach or violation of this warranty, the District will have the
right to terminate the contract without liability or in its discretion to deduct from the
contract price or consideration or otherwise recover, the full amount of the commission,
percentage, brokerage, or contingent fee.

2. Shipping | nstructions — Consignment:

Unless otherwise specified in this Invitation for Bids/Request for Proposals, each case,
crate, barrel, package, etc., delivered under this contract must be plainly stencil marked or
securely tagged, stating the Contractor’ s name, contract number and delivery address as
noted in the contract. In case of carload lots, the Contractor shdl tag the car, stating
Contractor’ s name and contract number. Any failure to comply with these instructions
will place the materia at the Contractor’ srisk. Deliveries by rail, water, truck or
otherwise, must be within the working hours and in ample time to alow for unloading
and if necessary, the storing of the materials or supplies before closing time. Deliveries at
any other time will not be accepted unless specific arrangements have been previously
made with the contact person identified in the contract at the delivery point.

3. Patents:

The Contractor shdl hold and save the District, its officers, agents, servants, and
employees harmless from liability of any nature or kind, including costs, expenses, for or
on account of any patented or unpatented invention, article, process, or appliance,
manufactured or used in the performance of this contract, including their use by the
District, unless otherwise specifically stipulated in the contract.

4, Quality:
Contractor’ s workmanship shall be of the highest grade, and al materias provided under
this Contract shall be new, of the best quality and grade, and suitable in every respect for
the purpose intended.

5. I nspection Of Supplies:

@ Definition. “ Supplies,” asused in this clause, includes, but is not limited to raw materials,
components, intermediate assemblies, end products, and lots of supplies.

(b) The Contractor shall be responsible for the materials or supplies covered by this contract
until they are delivered at the designated point, but the Contractor shal bear all risk on
rejected materials or supplies after notification of rejection. Upon the Contractor’ sfailure
to cure within ten (10) days after date of notification, the District may return the rejected
materials or supplies to the Contractor at the Contractor’ s risk and expense.

(c) The Contractor shdl provide and maintain an inspection system acceptable to the District
covering supplies under this contract and shall tender to the District for acceptance only
supplies that have been inspected in accordance with the inspection system and have been
found by the Contractor to be in conformity with contract requirements. As part of the
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system, the Contractor shal prepare records evidencing al inspections made under the
system and the outcome. These records shall be kept complete and made available to the
District during contract performance and for as long afterwards as the contract requires.
The District may perform reviews and evaluations as reasonably necessary to ascertain
compliance with this paragraph. These reviews and evaluations shall be conducted in a
manner that will not unduly delay the contract work. The right of review, whether
exercised or not, does not relieve the Contractor of the obligations under this contract.

(d) The District has the right to inspect and test all supplies called for by the contract, to
the extent practicable, at al places and times, including the period of manufacture,
and in any event before acceptance. The District will perform inspections and tests in
amanner that will not unduly delay the work. The District assumes no contractual
obligation to perform any inspection and test for the benefit of the Contractor unless
specifically set forth elsewhere in the contract.

(e If the District performs inspection or test on the premises of the Contractor or
subcontractor, the Contractor shal furnish, and shall require subcontractors to
furnish, without additional charge, al reasonable facilities and assistance for the
safe and convenient performance of these duties. Except as otherwise provided in
the contract, the District will bear the expense of District inspections or tests
made at other than Contractor’ s or subcontractor’ s premises; provided, that in
case of rgection, the District will not be liable for any reduction in the value of
inspection or test samples.

(1) When supplies are not ready at the time specified by the Contractor for
inspection or test, the Contracting Officer may charge to the Contractor
the additional cost of inspection or test.

(2) Contracting Officer may aso charge the Contractor for any additional
cost of ingpection or test when prior rejection makes re-inspection or
retest

) The Didtrict has the right either to reject or to require correction of
nonconforming supplies. Supplies are nonconforming when they are defectivein
material or workmanship or otherwise not in conformity with contract
requirements. The District may reject nonconforming supplies with or without
disposition instructions.

()] The Contractor shall remove supplies rejected or required to be corrected.
However, the Contracting Officer may require or permit correction in place,
promptly after notice, by and at the expense of the Contractor. The Contractor
shall not tender for acceptance corrected or rejected supplies without disclosing
the former rgjection or requirement for correction, and when required, shall
disclose the corrective action taken.

(h) If the Contractor failsto remove, replace, or correct rejected supplies that are
required to be replaced or corrected within ten (10) days, the District may either
(2) by contract or otherwise, remove, replace or correct the supplies and charge
the cost to the Contractor or (2) terminate the contract for default. Unless the
Contractor corrects or replaces the supplies within the delivery schedule, the
Contracting Officer may require their delivery and make an equitable price
reduction. Failure to agree to a price reduction shall be a dispute.
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0

(m)

If this contract provides for the performance of District quality assurance at
source, and if requested by the District, the Contractor shal furnish advance
notification of the time (i) when Contractor inspection or tests will be performed
in accordance with the terms and conditions of the contract, and (ii) when the
supplies will be ready for District inspection.

The Didtrict request shall specify the period and method of the advance notification and
the District representative to whom it shal be furnished. Requests shal not require more
than 2 business days of advance notification if the District representative is in residence
in the Contractor’ s plant, nor more than 7 business days in other instances.

The Digtrict will accept or reject supplies as promptly as practicable after
delivery, unless otherwise provided in the contract. Ditrict failure to inspect and
accept or rgject the supplies shall not relieve the Contractor from responsibility,
nor impose liability upon the District, for non-conforming supplies.

Inspections and tests by the District do not relieve the Contractor of responsibility for
defects or other failures to meet contract requirements discovered before acceptance.
Acceptance shall be conclusive, except for latent defects, fraud, gross mistakes
amounting to fraud, or as otherwise provided in the contract.

If acceptance is not conclusive for any of the reasons in subparagraph (I) hereof, the
Didlrict, in addition to any other rights and remedies provided by law, or under provisions
of this contract, shall have the right to require the Contractor (1) at no increase in contract
price, to correct or replace the defective or nonconforming supplies at the origina point
of delivery or at the Contractor’ s plant at the Contracting Officer’ s eection, and in
accordance with areasonable delivery schedule as may be agreed upon between the
Contractor and the Contracting Officer; provided, that the Contracting Officer may
require a reduction in contract price if the Contractor fails to meet such delivery schedule,
or (2) within areasonable time after receipt by the Contractor of notice of defects or
noncompliance, to repay such portion of the contract asis equitable under the
circumstances if the Contracting Officer elects not to require correction or replacement.
When supplies are returned to the Contractor, the Contractor shdl bear the transportation
cost from the original point of delivery to the Contractor’ s plant and return to the original
point when that point is not the Contractor’ s plant. If the Contractor fails to perform or
act asrequiredin (1) or (2) above and does not cure such failure within a period of 10
days (or such longer period as the Contracting Officer may authorize in writing) after
receipt of notice from the Contracting Officer specifying such failure, the District will
have the right to return the rejected materials at Contractor’ s risk and expense or contract
or otherwise to replace or correct such supplies and charge to the Contractor the cost
occasioned the Didtrict thereby.

6. I nspection Of Services:

(@)

()

Definition. “ Services’ as used in this clause includes services performed,
workmanship, and materia furnished or utilized in the performance of services.

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

(f)

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

If the Digtrict performs inspections or tests on the premises of the Contractor or
subcontractor, the Contractor shal furnish, without additional charge, al reasonable
fecilities and assistance for the safety and convenient performance of these duties.

If any of the services do not conform to the contract requirements, the District
may require the Contractor to perform these services again in conformity with
contract requirements, at no increase in contract amount. When the defectsin
services cannot be corrected by performance, the District may require the
Contractor to take necessary action to ensure that future performance conforms to
contract requirements and reduce the contract price to reflect value of services
performed.

If the Contractor fails to promptly perform the services again or take the
necessary action to ensure future performance in conformity to contract
requirements, the District may (1) by contract or otherwise, perform the services
and charge the Contractor any cost incurred by the District that is directly related
to the performance of such services, or (2) terminate the contract for default.

The waiver of any breach of the contract will not constitute a waiver of any subsequent
breach thereof, or awaiver of the contract.

(@)

(0)

Default:

The District may, subject to the provisions of paragraph (c) below, by written
notice of default to the Contractor, terminate the whole or any part of this
contract in any one of the following circumstances:

(@) If the Contractor fails to make delivery of the supplies or to perform the
services within the time specified herein or any extension thereof; or

2 If the Contractor fails to perform any of the other provisions of this
contract, or so fails to make progress as to endanger performance of this
contract in accordance with itsterms, and in either of these two
circumstances does not cure such failure within a period of ten (10) days
(or such longer period as the Contracting Officer may authorizein
writing) after receipt of notice from the Contracting Officer specifying
such failure.

In the event the District terminates this contract in whole or in part as provided in
paragraph (a) of this clause, the District may procure, upon such termsand in
such manner as the Contracting Officer may deem appropriate, supplies or
service smilar to those so terminated, and the Contractor shall be liable to the
District for any excess costs for similar supplies or services, provided, that the
Contractor shall continue the performance of this contract to the extent not
terminated under the provisions of this clause.
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(€)

(f)

@

Except with respect to defaults of subcontractors, the Contractor shall not be
liable for any excess costs if the failure to perform the contract arises out of
causes beyond the control and without the fault or negligence of the Contractor.
Such causes may include, but are not restricted to, acts of God or of the public
enemy, acts of the District or Federal Government in either their sovereign or
contractua capacity, fires, floods, epidemics, quarantine restrictions, strikes,
freight embargoes, and unusually severe weather; but in every case the failure to
perform must be beyond the control and without fault or negligence of the
Contractor. If the failure to perform is caused by the default of the subcontractor,
and if such default arises out of causes beyond the control of both the Contractor
and the subcontractor, and without the fault or negligence of either of them, the
Contractor shall not be liable for any excess cost for failure to perform, unless the
supplies or services to be furnished by the subcontractor were obtainable from
other sources in sufficient time to permit the Contractor to meet the required
delivery schedule.

If this contract is terminated as provided in paragraph () of this clause, the
Digtrict, in addition to any other rights provided in this clause, may require the
Contractor to transfer title and deliver to the District, in the manner and to the
extent directed by the Contracting Officer, (i) completed supplies, and (ii) such
partially completed supplies and materials, parts, tools, dies, jigs, fixtures plans,
drawing information, and contract rights (hereinafter called “ manufacturing
materias’) as the Contractor has specifically produced or specificaly acquired
for the performance of such part of this contract as has been terminated; and the
Contractor shall, upon direction of the Contracting Officer, protect and preserve
property in possession of the Contractor in which the District has an interest.
Payment for completed supplies delivered to and accepted by the District will be
at the contract price. Payment for manufacturing materials delivered to and
accepted by the District will be at the contract price. Payment for manufacturing
materias delivered to and accepted by the District and for the protection and
preservation of property shall bein an amount agreed upon by the Contractor and
Contracting Officer; failure to agree to such amount shall be a dispute concerning
aquestion of fact within the meaning of the clause of this contract entitled
“Disputes’. The District may withhold from amounts otherwise due the
Contractor for such completed supplies or manufacturing materials such sum as
the Contracting Officer determines to be necessary to protect the District against
loss because of outstanding liens or claims of former lien holders.

If, after notice of termination of this contract under the provisions of this clause,
it is determined for any reason that the Contractor was not in default under the
provisions of this clause, or that the default was excusable under the provisions
of this clause, the rights and obligations of the parties shall, if the contract
contains a clause providing for termination of convenience of the District, be the
same asif the notice of termination had been issued pursuant to such clause. See
Clause 20 for Termination for Convenience of the District.

The rights and remedies of the District provided in this clause shdl not be
exclusive and are in addition to any other rights and remedies provided by law or
under this contract.

As used in paragraph (c) of this clause, the terms * subcontractor(s) means
subcontractor(s) at any tier.
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9. I ndemnification:

The Contractor agrees to defend, indemnify and hold harmless the Didtrict, its officers,
agencies, departments, agents, and employees (collectively the “ District”) from and
against any and all claims, losses, liabilities, penalties, fines, forfeitures, demands, causes
of action, suits, costs and expenses incidental thereto (including cost of defense and
attorneys fees), resulting from, arising out of, or in any way connected to activities or
work performed by the Contractor, Contractor’ s officers, employees, agents, servants,
subcontractors, or any other person acting for or by permission of the Contractor in
performance of this Contract. The Contractor assumes all risks for direct and indirect
damage or injury to the property or persons used or employed in performance of this
Contract. The Contractor shal also repair or replace any District property that is
damaged by the Contractor, Contractor’ s officers, employees, agents, servants,
subcontractors, or any other person acting for or by permission of the Contractor while
performing work hereunder.

The indemnification obligation under this section shall not be limited by the existence of any
insurance policy or by any limitation on the amount or type of damages, compensation or
benefits payable by or for Contractor or any subcontractor, and shall survive the termination
of this Contract. The District agrees to give Contractor written notice of any claim of
indemnity under this section. Additionally, Contractor shal have the right and sole authority
to control the defense or settlement of such claim, provided that no contribution or action by
the District is required in connection with the settlement. Monies due or to become due the
Contractor under the contract may be retained by the District as necessary to satisfy any
outstanding claim which the District may have against the Contractor.

10. Transfer:
No contract or any interest therein shall be transferred by the parties to whom the award
is made; such transfer will be null and void and will be cause to annul the contract.

11. Taxes:

@ The Government of the District of Columbiais exempt from and will not pay
Federal Excise Tax, Trangportation Tax, and the District of Columbia Sales and
Use Taxes.

(b) Tax exemption certificates are no longer issued by the Digtrict for Federal Excise
Tax. The following statement may be used by the supplier when claiming tax
deductions for Federal Excise Tax exempt items sold to the District.

“The District of Columbia Government is Exempt from Federal Excise Tax —
Registration No. 52-73-0206-K, Internal Revenue Service, Batimore, Maryland.”

Exempt From Maryland Sales Tax, Registered With The Comptroller Of The
Treasury As Follows:

a) Déliveriesto Glenn Dale Hospital — Exemption No. 4647
b) Dédiveriesto Children’ s Center — Exemption No. 4648

) Ddliveries to other District Departments or Agencies — Exemption No. 09339

“The District of Columbia Government is Exempt from Sales and Use Tax —
Regigtration No. 53-600, The District of Columbia Office of Tax and Revenue.”
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12.

13.

14.

Appointment of Attorney:

@ The bidder/offeror or contractor (whichever the case may be) does hereby irrevocably
designate and appoint the Clerk of the District of Columbia Superior Court and his
successor in office as the true and lawful attorney of the Contractor for the purpose of
receiving service of al notices and processes issued by any court in the District of

Columbia, as well as service of al pleadings and other papers, in relation to any action or

legal proceeding arising out of or pertaining to this contract or the work required or
performed hereunder.

(b) The bidder/offeror or contractor (whichever the case may be) expressly agrees
that the validity of any service upon the said Clerk as herein authorized shall not
be affected either by the fact that the contractor was personally within the District
of Columbia and otherwise subject to persond service at the time of such service
upon the said Clerk or by the fact that the contractor failed to receive a copy of
such process, notice or other paper so served upon the said Clerk provided the
said Clerk shall have deposited in the United States mail, registered and postage
prepaid, a copy of such process, notice, pleading or other paper addressed to the
bidder/offeror or contractor at the address stated in this contract.

District Employees Not To Benefit:

Unless a determination is made as provided herein, no officer or employee of the Digtrict
will be admitted to any share or part of this contract or to any benefit that may arise
therefrom, and any contract made by the Contracting Officer or any District employee
authorized to execute contracts in which they or an employee of the Didtrict will be
personaly interested shall be void, and no payment shall be made thereon by the District
or any officer thereof, but this provision shall not be construed to extend to this contract
if made with a corporation for its genera benefit. A District employee shall not be a party
to a contract with the District and will not knowingly cause or allow a business concern
or other organization owned or substantially owned or controlled by the employee to be a
party to such a contract, unless a written determination has been made by the head of the
procuring agency that there is a compelling reason for contracting with the employee,
such as when the District’ s needs cannot reasonably otherwise be met. (DC
Procurement Practices Act of 1985, D.C. Law 6-85, D.C. Official Code, section 2-310.01,
and Chapter 18 of the DC Personnel Regulations)

The Contractor represents and covenants that it presently has no interest and shall not
acquire any interest, direct or indirect, which would conflict in any manner or degree with
the performance of its services hereunder. The Contractor further covenants not to
employ any person having such known interests in the performance of the contract.

Disputes:

A. All disputes arising under or relating to this contract shall be resolved as provided
herein.

B. Claims by a Contractor against the Digtrict.

Claim, as used in Section B of this clause, means a written assertion by the
Contractor seeking, as a matter of right, the payment of money in a sum certain, the
adjustment or interpretation of contract terms, or other relief arising under or relating
to this contract. A claim arising under a contract, unlike a claim relating to that
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contract, isaclaim that can be resolved under a contract clause that provides for the
relief sought by the claimant.

(@) All clams by a Contractor against the Digtrict arising under or relating to a
contract shall be in writing and shall be submitted to the Contracting Officer for a
decision. The contractor’ s claim shall contain at least the following:

(@) A description of the claim and the amount in dispute;
2 Any data or other information in support of the claim;

3 A brief description of the Contractor’ s efforts to resolve the dispute prior
to filing the claim; and

()] The Contractor’ s request for relief or other action by the Contracting
Officer.

(b) The Contracting Officer may meet with the Contractor in afurther attempt to resolve
the claim by agreement.

(c) For any claim of $50,000 or less, the Contracting Officer shall issue a decision
within sixty (60) days from receipt of awritten request from a Contractor that a
decision be rendered within that period.

(d) For any claim over $50,000, the Contracting Officer shal issue a decision within
ninety (90) days of receipt of the claim. Whenever possible, the Contracting
Officer shal take into account factors such as the size and complexity of the
claim and the adequacy of the information in support of the claim provided by
the Contractor.

(e) The Contracting Officer’ s written decision shdl do the following:
(@] Provide a description of the claim or dispute;
2 Refer to the pertinent contract terms;
3 State the factua areas of agreement and disagreement;

4 State the reasons for the decision, including any specific findings of fact,
although specific findings of fact are not required and, if made, shall not
be binding in any subsequent proceeding;

@) If dl or any part of the claim is determined to be valid, determine the
amount of monetary settlement, the contract adjustment to be made, or
other relief to be granted;

(6) Indicate that the written document is the contracting officer’ sfinal
decision; and

) Inform the Contractor of the right to seek further redress by appealing the
decision to the Contract Appeals Board.

(f) Any failure by the Contracting Officer to issue adecision on acontract claim
within the required time period will be deemed to be a denia of the claim, and
will authorize the commencement of an appeal to the Contract Appeals Board
as authorized by D.C. Official Code § 2-309.04.
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(9) (1) If aContractor is unable to support any part of hisor her clamand it is

(h)

0]

determined that the inability is attributable to a material
misrepresentation of fact or fraud on the part of the Contractor, the
Contractor shall be liable to the District for an amount equal to the
unsupported part of the claim in addition to al costs to the District
attributable to the cost of reviewing that part of the Contractor’ s claim.

2 Liability under paragraph (g)(1) shall be determined within six (6)

years of the commission of the misrepresentation of fact or fraud.

The decision of the Contracting Officer shal be final and not subject to review
unless an administrative appeal or action for judicia review istimely
commenced by the Contractor as authorized by D. C. Official Code § 2-309.04.

Pending final decision of an appeal, action, or final settlement, a Contractor
shall proceed diligently with performance of the contract in accordance with
the decision of the Contracting Officer.

C. Claimsby the District against a Contractor

(@) Claim asusedin Section C of this clause, means a written demand or written

assertion by the Didtrict seeking, as a matter of right, the payment of money
in asum certain, the adjustment of contract terms, or other relief arising
under or relating to this contract. A claim arising under a contract, unlike a
claim relating to that contract, is a claim that can be resolved under a contract
clause that provides for the relief sought by the claimant.

(b) (1) All claims by the Didtrict against a Contractor arising under or

relating to a contract shall be decided by the Contracting Officer.

(2) The Contracting Officer shall send written notice of the claim to the
Contractor. The Contracting Officer’ swritten decision shall do the
following:

(@) Provide adescription of the claim or dispute;
(b) Refer to the pertinent contract terms;
(c) Statethefactual aress of agreement and disagreement;

(d) State the reasons for the decision, including any specific findings of
fact, athough specific findings of fact are not required and, if made,
shall not be binding in any subsequent proceeding;

(e) If dl or any part of the claim is determined to be valid, determine the
amount of monetary settlement, the contract adjustment to be made,
or other relief to be granted;

(f) Indicate that the written document is the Contracting Officer’ sfina
decision; and

(g9) Inform the Contractor of the right to seek further redress by
appealing the decision to the Contract Appeals Board.
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15.

16.

(3) The decision shall be supported by reasons and shall inform the
Contractor of its rights as provided herein.

(4) The authority contained in this clause shal not apply to aclaim or dispute for
penalties or forfeitures prescribed by statute or regulation which another
District agency is specifically authorized to administer, settle, or determine.

(5) Thisclause shall not authorize the Contracting Officer to settle,
compromise, pay, or otherwise adjust any claim involving fraud.

(c) The decision of the Contracting Officer shall be final and not subject to review
unless an administrative appeal or action for judicia review istimely
commenced by the Contractor asauthorized by D.C. Officia Code §2-309.04.

(d) Pending final decision of an apped, action, or final settlement, the Contractor
shall proceed diligently with performance of the contract in accordance with
the decision of the Contracting Officer.

Changes:

The Contracting Officer may, at any time, by written order, and without notice to the
surety, if any, make changes in the contract within the general scope hereof. If such
change causes an increase or decrease in the cost of performance of this contract, or in
the time required for performance, an equitable adjustment shall be made. Any claim for
adjustment under this paragraph must be asserted within ten (10) days from the date the
change is dffered; provided, however, that the Contracting Officer, if he or she
determines that the facts justify such action, may receive, consider and adjust any such
claim asserted at any time prior to the date of final settlement of the contract. If the
parties fail to agree upon the adjustment to be made, the dispute shall be determined as
provided in the Disputes clause a Section 18. Nothing in this clause shall excuse the
Contractor from proceeding with the contract as changed.

Termination For Convenience Of The District:

@ The District may terminate performance of work under this contract in whole or,
from timeto time, in part if the Contracting Officer determines that a termination
isin the Didtrict’ sinterest. The Contracting Officer shall terminate by delivering
to the Contractor a Notice of Termination specifying the extent of termination
and effective date.

(b) After receipt of a Notice of Termination, and except as directed by the
Contracting Officer, the Contractor shall immediately proceed with the following
obligations, regardless of any delay in determining or adjusting any amounts due
under this clause:

(@] Stop work as specified in the notice.

2 Place no further subcontracts or orders (referred to as subcontractsin this
clause) for materias, services, or facilities, except as necessary to
complete the continued portion of the contract.

3 Terminate al contracts to the extent they relate to the work terminated.
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(€)
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4) Assign to the District, as directed by the Contracting Officer, al rights,
title and interest of the Contractor under the subcontracts terminated, in
which case the District will have the right to settle or pay any termination
settlement proposal arising out of those terminations.

5 With approvad or ratification to the extent required by the Contracting
Officer, settle all outstanding liabilities and termination settlement
proposals arising from the termination of subcontracts. The approval or
ratification will be final for purposes of this clause.

(6) As directed by the Contracting Officer, transfer title and deliver to the
District (i) the fabricated or unfabricated parts, work in process,
completed work, supplies, and other materials produced or acquired for
the work terminated, and (ii) the completed or partially completed plans,
drawings, information, and other property that, if the contract has been
completed, would be required to be furnished to the District.

(7 Complete performance of the work not terminated.

8 Take any action that may be necessary, or that the Contracting Officer
may direct, for the protection and preservation of the property related to
this contract that is in the possession of the Contractor and in which the
District has or may acquire an interest.

9 Useits best efforts to sell, as directed or authorized by the Contracting
Officer, any property of the types referred to in subparagraph (6) above;
provided, however, that the Contractor (i) is not required to extend credit
to any purchaser and (ii) may acquire the property under the conditions
prescribed by, and at prices approved by, the Contracting Officer. The
proceeds of any transfer or disposition will be applied to reduce any
payments to be made by the District under this contract, credited to the
price or cost of the work, or paid in any other manner directed by the
Contracting Officer.

After the expiration of ninety (90) days (or such longer period as may be agreed
to) after receipt by the Contracting Officer of acceptable inventory schedules, the
Contractor may submit to the Contracting Officer alist, certified as to quantity
and quality of termination inventory not previoudy disposed of excluding items
authorized for disposition by the Contracting Officer. The Contractor may
request the District to remove those items or enter into an agreement for their
storage. Within fifteen (15) days, the District will accept title to those items and
remove them or enter into a storage agreement. The Contracting Officer may
verify the list upon removal of the items, or if stored, within forty five (45) days
from submission of the list, and shall correct the list, as necessary, before final
settlement.

After termination, the Contractor shall submit afinal termination settlement
proposal to the Contracting Officer in the form and with the certification
prescribed by the Contracting Officer. The Contractor shall submit the proposal
promptly, but no later than one year from the effective date of termination, unless
extended in writing by the Contracting Officer upon written request of the
Contractor within this one year period. However, if the Contracting Officer
determines that the facts justify it, a termination settlement proposal may be
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(€)

(f)

received and acted on after one year or any extension. If the Contractor failsto
submit the proposal within the time alowed, the Contracting Officer may
determine, on the basis of information available, the amount, if any, due to the
Contractor because of the termination and shall pay the amount determined.

Subject to paragraph (d) above, the Contractor and the Contracting Officer may
agree upon the whole or any part of the amount to be paid because of the
termination. The amount may include a reasonable allowance for profit on work
done. However, the agreed amount, whether under this paragraph (€) or
paragraph (f) below, exclusive of costs shown in subparagraph (f)(3) below, may
not exceed the total contract price as reduced by (1) the amount of payment
previousy made and (2) the contract price of work not terminated. The contract
shall be amended, and the Contractor paid the agreed amount. Paragraph (f)
below shall not limit, restrict, or affect the amount that may be agreed upon to be
paid under this paragraph.

If the Contractor and the Contracting Officer fail to agree on the whole amount to
be paid because of the termination work, the Contracting Officer shall pay the
Contractor the amounts determined by the Contracting Officer as follows, but
without duplication of any amounts agreed on under paragraph (e) above:

@ The contract price for completed supplies or services accepted by the
District (or sold or acquired under subparagraph (b)(9) above) not
previoudy paid for, adjusted for any saving of freight and other charges.

2 Thetotd of :

() The costs incurred in the performance of the work terminated,
including initial costs and preparatory expense allocable thereto,
but excluding any costs attributable to supplies or services paid
or to be paid under subparagraph (f)(1) above;

(D) The cost of settling and paying termination settlement proposals
under terminated subcontracts that are properly chargeable to the
terminated portion of the contract if not included in
subparagraph (f)(1) above; and

(@ii) A sum, as profit on subparagraph f(1) above, determined by the
Contracting Officer to be fair and reasonable; however, if it
appears that the Contractor would have sustained aloss on the
entire contract had it been completed, the Contracting Officer
shall alow no profit under this subparagraph (iii) and shall
reduce the settlement to reflect the indicated rate of loss.

3 The reasonable cost of settlement of the work terminated, including-

() Accounting, legal, clerical, and other expenses reasonably
necessary for the preparation of termination settlement proposals
and supporting data;

(i) The termination and settlement of subcontractors (excluding the
amounts of such settlements); and
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(iii) Storage, transportation, and other costs incurred, reasonably
necessary for the preservation, protection, or disposition of the
termination inventory.

(9 Except for normal spoilage, and except to the extent that the District expressly
assumed the risk of loss, the Contracting Officer shall exclude from the amounts
payable to the Contractor under paragraph (f) above, the fair value as determined
by the Contracting Officer, of property that is destroyed, lost, stolen, or damaged
S0 as to become undeliverable to the Didtrict or to a buyer.

(h) The Contractor shall have the right of appeal, under the Disputes clause, from
any determination made by the Contracting Officer under paragraphs (d), (f) or
(), except that if the Contractor failed to submit the termination settlement
proposa within the time provided in paragraph (d) or (j), and failed to request a
time extension, there is no right of appedl. If the Contracting Officer has made a
determination of the amount due under paragraph (d), (f) or (j), the District will
pay the Contractor (1) the amount determined by the Contracting Officer if there
isno right of appedl or if no timely appeal has been taken, or (2) the amount
finally determined on an apped.

() In arriving at the amount due the Contractor under this clause, there shall be
deducted:

@ All unliquidated advances or other payments to the Contractor under the
termination portion of the contract;

2 Any claim which the District has against the Contractor under this
contract; and

3 The agreed price for, or the proceeds of sae of, materias, supplies, or
other things acquired by the Contractor or sold under the provisions of
this clause and not recovered by or credited to the Digtrict.

) If the termination is partial, the Contractor may file a proposal with the
Contracting Officer for an equitable adjustment of the price(s) of the continued
portion of the contract. The Contracting Officer shall make any equitable
adjustment agreed upon. Any proposal by the Contractor for an equitable
adjustment under this clause shall be requested within ninety (90) days from the
effective date of termination unless extended in writing by the Contracting
Officer.

(k) (1) The District may, under the terms and conditions it prescribes, make partial
payments and payments against costs incurred by the Contractor for the
terminated portion of the contract, if the Contracting Officer believes the total of
these payments will not exceed the amount to which the Contractor shall be
entitled.

(2) If thetotal payments exceed the amount finally determined to be due, the Contractor
shall repay the excess to the District upon demand together with interest computed at
the rate of 10 percent (10%) per year. Interest shall be computed for the period from
the date the excess payment is received by the Contractor to the date the excess
payment is repaid. Interest shall not be charged on any excess payment dueto a
reduction in the Contractor’ s termination settlement proposal because of retention or
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17.

18.

19.

other disposition of termination inventory until 10 days after the date of the retention
or disposition, or a later date determined by the Contracting Officer because of the
circumstances.

() Unless otherwise provided in this contract or by statute, the Contractor shall
maintain al records and documents relating to the terminated portion of this
contract for 3 years after fina settlement. This includes all books and other
evidence bearing on the Contractor’ s costs and expenses under this contract. The
Contractor shall make these records and documents available to the District, at
the Contractor’ s office, at al reasonable times, without any direct charge. If
approved by the Contracting Officer, photographs, micrographs, or other
authentic reproductions may be maintained instead of original records and
documents.

Recovery Of Debts Owed The District:

The Contractor hereby agrees that the District may use al or any portion of any
consideration or refund due the Contractor under the present contract to satisfy, in whole
or part, any debt due the District.

Retention and Examination Of Recor ds:

The Contractor shall establish and maintain books, records, and documents (including
electronic storage media) in accordance with generally accepted accounting principles
and practices which sufficiently and properly reflect al revenues and expenditures of
funds provided by the District under the contract that results from this solicitation.

The Contractor shall retain all records, financia records, supporting documents,

statistical records, and any other documents (including electronic storage media)
pertinent to the contract for a period of three (3) years after termination of the contract, or
if an audit has been initiated and audit findings have not been resolved at the end of three
(3) years, the records shall be retained until resolution of the audit findings or any
litigation which may be based on the terms of the contract.

The Contractor shall assure that these records shall be subject at al reasonable timesto
inspection, review, or audit by Federal, Digtrict, or other personnel duly authorized by the
Contracting Officer.

The Contracting Officer, the Inspector Genera and the District of Columbia Auditor, or
any of their duly authorized representatives shall, until three years after final payment,
have the right to examine any directly pertinent books, documents, papers and records of
the Contractor involving transactions related to the contract.

Non-Discrimination Clause:

(@) The Contractor shall not discriminate in any manner against any employee or
applicant for employment that would constitute a violation of the District of
Columbia Human Rights Act, approved December 13, 1977, as amended (D. C.
Law 2-38; D. C. Officiad Code §2-1402.11) (2001 Ed.)(“ Act” as used in this
Section). The Contractor shall include a similar clause in al subcontracts, except
subcontracts for standard commercia supplies or raw materias. In addition,
Contractor agrees and any subcontractor shall agree to post in conspicuous places,
available to employees and applicants for employment, notice setting forth the
provisions of this norntdiscrimination clause as provided in Section 251 of the Act.
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()

Pursuant to rules of the Office of Human Rights, published on August 15, 1986 in
the D. C. Register, Mayor’ s Order 2002-175 (10/23/02), 49 DCR 9883 and

Mayor’ s Order 2006-151 (11/17/06), 52 DCR 9351, the fdlowing clauses apply to
this contract:

@

2

©)

4

©)

The Contractor shal not discriminate against any employee or applicant
for employment because of actual or perceived: race, color, religion,
national origin, sex, age, marital status, persona appearance, sexual
orientation, gender identity or expression, familial status, family
responsibilities, disability, matriculation, political affiliation, genetic
information, source of income, or place of residence or business. Sexual
harassment is aform of sex discrimination which is prohibited by the
Act. In addition, harassment based on any of the above protected
categoriesis prohibited by the Act.

The Contractor agrees to take affirmative action to ensure that applicants
are employed, and that employees are treated during employment,
without regard to their actua or perceived: race, color, religion, nationa
origin, sex, age, marital status, persona appearance, sexua orientation,
gender identity or expression, familial status, family responsibilities,
disability, matriculation, political affiliation, genetic information, source
of income, or place of residence or business.

The affirmative action shall include, but not be limited to the following:
@ employment, upgrading or transfer;

(b) recruitment, or recruitment advertising;

(c) demotion, layoff, or termination;

(d) rates of pay, or other forms of compensation; and

(e selection for training and apprenticeship.

The Contractor agrees to post in conspicuous places, available to
employees and applicants for employment, notices to be provided by the
Contracting Agency, setting forth the provisions in subsections (b)(1)
and (b)(2) concerning non-discrimination and affirmative action.

The Contractor shdl, in al solicitations or advertisements for employees
placed by or on behalf of the Contractor, state that all qualified
applicants will receive consideration for employment pursuant to the
non-discrimination requirements set forth in subsection (b)(2).

The Contractor agrees to send to each labor union or representative of
workers with which he has a collective bargaining agreement or other
contract or understanding, a notice to be provided by the contracting
agency, advising the said labor union or workers  representative of that
contractor’ scommitments under this nondiscrimination clause and the
Act, and shall post copies of the notice in conspicuous places available to
employees and applicants for employment.
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20.

21.

22.

23.

(6) The Contractor agreesto permit access to his books, records and
accounts pertaining to its employment practices, by the Chief
Procurement Officer or designee, or the Director of Human Rights or
designee, for purposes of investigation to ascertain compliance with this
chapter, and to require under terms of any subcontractor agreement each
subcontractor to permit access of such subcontractors books, records,
and accounts for such purposes.

) The Contractor agrees to comply with the provisions of this chapter and
with al guidelines for equal employment opportunity applicable in the
District of Columbia adopted by the Director of the Office of Human
Rights, or any authorized official.

8 The Contractor shdl include in every subcontract the equal opportunity
clauses, subsections (b)(1) through (b)(9) of this section, so that such
provisions shall be binding upon each subcontractor or vendor.

9 The Contractor shall take such action with respect to any subcontract as
the Contracting Officer may direct as ameans of enforcing these
provisions, including sanctions for noncompliance; provided, however,
that in the event the Contractor becomes involved in, or is threatened
with, litigation with a subcontractor or vendor as a result of such
direction by the contracting agency, the Contractor may request the
District to enter into such litigation to protect the interest of the District.

Definitions:

The terms Mayor, Chief Procurement Officer, Contract Appeals Board and District will
mean the Mayor of the District of Columbia, the Chief Procurement Officer of the
District of Columbia or higher alternate, the Contract Appeals Board of the District of
Columbia, and the Government of the District of Columbia respectively. If the Contractor
isan individual, the term Contractor shall mean the Contractor, his heirs, his executor and
his administrator. If the Contractor is a corporation, the term Contractor shall mean the
Contractor and its successor.

Health And Safety Standards:

Items delivered under this contract shall conform to al requirements of the Occupational
Safety and Health Act of 1970, as amended (“ OSHA™), and Department of Labor
Regulations under OSHA, and al Federa requirements in effect at time of bid
opening/proposa submission.

Appropriation Of Funds;

The Didgtrict’ sliability under this contract is contingent upon the future availability of
appropriated monies with which to make payment for the contract purposes. The legal
liability on the part of the District for the payment of any money shall not arise unless
and until such appropriation shall have been provided.

Buy American Act:

@ The Buy American Act (41 U.S.C. 810a) provides that the Digtrict give
preference to domestic end products.
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(b)

“Components,” as used in this clause, means those articles, materias, and
supplies incorporated directly into the end products.

“Domestic end product,” as used in this clause, means, (1) an unmanufactured
end product mined or produced in the United States, or (2) an end product
manufactured in the United States, if the cost of its components mined, produced,
or manufactured in the United States, exceeds 50 percent of the cost of al its
components. Components of foreign origin of the same class or kind as the
products referred to in paragraphs (b)(2) or (3) of this clause shall be treated as
domestic. Scrap generated, collected, and prepared for processing in the United
States is considered domestic.

“End products,” as used in this clause, means those articles, materias, and
supplies to be acquired for public use under this contract.

The Contractor shall deliver only domestic end products, except those-
(@] For use outside the United States;

2 That the Didtrict determines are not mined, produced, or manufactured in
the United States in sufficient and reasonably available commercia
quantities of a satisfactory quality;

3 For which the District determines that domestic preference would be
inconsistent with the public interest; or

(@) For which the District determines the cost to be unreasonable.

24. Service Contract Act of 1965:

(@)

(b)

(©

Definitions. “Act,” as used in this clause, means the Service Contract Act of
1965, as amended (41 U.S.C. 8351, et seq.).

@ “Contractor,” as used in this clause, means the prime Contractor or any
subcontractor at any tier.

2 “Service employee,” as used in this clause, means any person (other than
aperson employed in a bona fide executive, administrative, or
professional capacity as defined in 29 CFR 541) engaged in performing a
District contract not exempted under 41 U.S.C. 8356, the principal
purpose of which isto furnish services in the United States, as defined in
section 22.1001 of the Federa Acquisition Regulation. It includes al
such persons regardless of the actual or aleged contractua relationship
between them and a contractor.

Applicability. To the extent that the Act applies, this contract is subject to the
following provisions and to al other applicable provisions of the Act and
regulations of the Secretary of Labor (20 CFR part 4). All interpretations of the
Act in Subpart C of 29 CFR 4 are incorporated in this contract by reference. This
clause does not apply to contracts or subcontracts administratively exempted by
the Secretary of Labor or exempted by 41 U.S.C. 8356, as interpreted in Subpart
Cof 29CFR 4.

Compensation
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2

Each service employee employed in the performance of this contract by
the Contractor or any subcontractor shall be paid not less than the
minimum monetary wages and shall be furnished fringe benefitsin
accordance with the wages and fringe benefits determined by the
Secretary of Labor or the Secretary's authorized representative, as
specified in any wage determination attached to this contract.

If awage determination is attached to this contract, the Contractor shall
classify any class of service employees not listed init, but to be
employed under this contract (i.e., the work to be performed is not
performed by any classification listed in the wage determination) so as to
provide areasonable relationship (i.e., appropriate level of skill
comparison) between such unlisted classifications and the classifications
listed in the wage determination. Such conformed class of employees
shall be paid the monetary wages and furnished the fringe benefits as are
determined pursuant to the procedures in this paragraph. This
conforming procedure shall be initiated by the Contractor prior to the
performance of contract work by the unlisted class of employee.

(® The Contractor shall submit Standard Form (SF) 1444, Request
for Authorization of Additional Classification and Rate, to the
Contracting Officer no later than 30 days after the unlisted class
of employee performs any contract work. The Contracting
Officer shdl review the proposed classification and rate and
promptly submit the completed SF 1444 (which must include
information regarding the agreement or disagreement of the
employees authorized representatives or the employees
themselves together with the agency recommendation), and all
pertinent information to the Wage and Hour Division,
Employment Standards Administration (ESA), Department of
Labor. The Wage and Hour Division will approve, modify, or
disapprove the action or render afina determination in the event
of disagreement within 30 days of receipt or will notify the
Contracting Officer within 30 days of receipt that additiona time
IS necessary;

(b)  Thefina determination of the conformance action by the Wage
and Hour Division shall be transmitted to the Contracting Officer
who shall promptly notify the Contractor of the action taken.
Each affected employee shall be furnished by the Contracting
Officer with awritten copy of such determination or it shall be
posted as a part of the wage determination,;

(© The process of establishing wage and fringe benefit rates that
bear a reasonable relationship to those listed in awage
determination cannot be reduced to any single formula. The
approach used may vary from wage determination to wage
determination depending on the circumstances. Standard wage
and salary administration practices which rank various job
classifications by pay grade pursuant to point schemes or other
job factors may, for example, be relied upon. Guidance may aso
be obtained from the way different jobs are rated under Federa
pay systems (Federa Wage Board Pay System and the Genera
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4

(d)

(€

(f)

(9)

Schedule) or from other wage determinations issued in the same
locality. Basic to the establishment of any conformable wage
rate(s) is the concept that a pay relationship should be
maintained between job classifications based on the skill
required and the duties performed;

In the case of a contract modification, an exercise of an option, or
extension of an existing contract, or in any other case where a
Contractor succeeds to a contract under which the classification
in question was previoudly conformed pursuant to this clause, a
new conformed wage rate and fringe benefits may be assigned to
the conformed classification by indexing (i.e., adjusting) the
previous conformed rate and fringe benefits by an amount equal
to the average (mean) percentage increase (or decrease, where
appropriate) between the wages and fringe benefits specified for
all classifications to be used on the contract which are listed in
the current wage determination, and those specified for the
corresponding classifications in the previoudly applicable wage
determination. Where conforming actions are accomplished in
accordance with this paragraph prior to the performance of
contract work by the unlisted class of employees, the Contractor
shall advise the Contracting Officer of the action taken but the
other procedures in this clause need not be followed;

No employee engaged in performing work on this contract shall
in any event be paid less than the currently applicable minimum
wage specified under section 6(a)(1) of the Fair Labor Standards
Act of 1938, as amended;

The wage rate and fringe benefits finally determined under this
clause shdll be paid to al employees performing in the
classification from the first day on which contract work is
performed by them in the classification. Failure to pay the
unlisted employees the compensation agreed upon by the
interested parties or finally determined by the Wage and Hour
Division retroactive to the date such class of employees
commenced contract work shal be aviolation of the Act and this
contract;

Upon discovery of failure to comply with this clause, the Wage
and Hour Division shall make afina determination of
conformed classification, wage rate, and/or fringe benefits which
shall be retroactive to the date such class or classes of employees
commenced contract work.

If the term of this contract is more than 1 year, the minimum wages and
fringe benefits required for service employees under this contract shall be
subject to adjustment after 1 year and not less often than once every 2
years, under wage determinations issued by ESA.

The Contractor can discharge the obligation to furnish fringe benefits
specified in the attachment or determined under paragraph (2) of this
clause by furnishing any equivaent combinations of bona fide fringe
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(d)

C)

(f)

benefits, or by making equivalent or differential cash payments, in
accordance with Subpart B and C of 29 CFR 4.

Minimum wage: In the absence of a minimum wage attachment for this contract,
the Contractor shall not pay any service or other employees performing this
contract less than the minimum wage specified by section 6(a)(1) of the Fair Labor
Standards Act of 1938, as amended (29 U.S.C. 8206). Nothing in this clause shall
relieve the Contractor of any other legal or contractual obligation to pay a higher
wage to any employee.

Successor contracts: I this contract succeeds a contract subject to the Act under
which substantially the same services were furnished and service employees were
paid wages and fringe benefits provided for in a collective bargaining agreement,
then, in the absence of a minimum wage attachment to this contract, the Contractor
may not pay any service employee performing this contract less than the wages and
benefits, including those accrued and any prospective increases, provided for under
that agreement. No Contractor may be relieved of this obligation unless the
limitations of 29 CFR 4.1c(b) apply or unless the Secretary of Labor or the
Secretary's authorized representative:

D Determines that the agreement under the predecessor was not the result of
arms-length negotiations; or

(2  Finds, after ahearing under 29 CFR 4.10, that the wages and benefits
provided for by that agreement vary substantially from those prevailing for
similar servicesin the locality or determines, as provided in 29 CFR 4.11,
that the collective bargaining agreement applicable to service employees
employed under the predecessor contract was not entered into as a result of
arm's length negotiations. Where it is found in accordance with the review
procedures provided in 29 CFR 4.10 and 4.11 and parts 6 and 8 that some or
all of the wages and fringe benefits contained in a predecessor Contractor's
collective bargaining agreement are substantially at variance with those
which prevail for services of a character smilar in the locality, and that the
collective bargaining agreement applicable to service employees employed
under the predecessor contract was not entered into as aresult of arm's length
negotiations, the Department will issue anew or revised wage determination
setting forth the applicable wage rates and fringe benefits. Such
determination shall be made part of the contract or subcontract, in
accordance with the decision of the Administrator, the Administrative Law
Judge, or the Board of Service Contract Appedls, as the case may be,
irrespective of whether such issuance occurs prior to or after the award of a
contract or subcontract (53 Comp. Gen. 401 (1973)). In the case of awage
determination issued solely as aresult of afinding of substantia variance,
such determination shall be effective as of the date of the final administrative
decision.

Notification to employees: The Contractor shall notify each service employee
commencing work on this contract of a minimum wage and any fringe benefits
required to be paid, or shal post a notice of these wages and benefitsin a
prominent and accessible place at the worksite, using such poster as may be
provided by the Department of Labor.
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(h)

(i)

0

Safe and sanitary working conditions: The Contractor shall not permit services

called for by this contract to be performed in buildings or surroundings or under
working conditions provided by or under the control or supervision of the
Contractor that are unsanitary, hazardous, or dangerous to the health or safety of
service employees. The Contractor shall comply with the health standards applied
under 29 CFR Part 1925.

Records: The Contractor shall maintain for 3 years from the completion of work,
and make available for inspection and transcription by authorized ESA
representatives, arecord of the following:

(1) For each employee subject to the Act:
(@  Nameand address;

(b)  Work classification or classifications, rate or rates of wages and
fringe benefits provided, rate or rates of paymentsin lieu of
fringe benefits, and total daily and weekly compensation;

(c) Daily and weekly hours worked; and

(d)  Any deductions, rebates, or refunds from total daily or weekly
compensation.

2 For those classes of service employees not included in any wage
determination attached to this contract, wage rates or fringe benefits
determined by the interested parties or by ESA under the terms of
paragraph (c)(3) of this clause. A copy of the report required by
paragraph (e) of this clause will fulfill this requirement.

3 Any list of the predecessor Contractor's employees which had been
furnished to the Contractor as prescribed by this clause. The Contractor
shall also make available a copy of this contract for inspection or
transcription by authorized representatives of the Wage and Hour
Division. Failure to make and maintain or to make available these
records for ingpection and transcription shall be a violation of the
regulations and this contract, and in the case of failure to produce these
records, the Contracting Officer, upon direction of the Department of
Labor and notification to the Contractor, shall take action to cause
suspension of any further payment or advance of funds until the violation
ceases. The Contractor shdl permit authorized representatives of the
Wage and Hour Division to conduct interviews with employees at the
worksite during normal working hours.

Pay periods: The Contractor shal unconditionally pay to each employee subject
to the Act all wages due free and clear and without subsequent deduction (except
as otherwise provided by law or regulations, 29 CFR part 4), rebate, or kickback
on any account. These payments shall be made no later than one pay period
following the end of the regular pay period in which the wages were earned or
accrued. A pay period under this Act may not be of any duration longer than
semi-monthly.

Withholding of payments and termination of contract: The Contracting Officer
shall withhold from the prime Contractor under this or any other District contract
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with the prime contractor any sums the Contracting Officer, or an appropriate
officer of the Labor Department, decides may be necessary to pay underpaid
employees. In the event of failure to pay any employees subject to the Act al or
part of the wages or fringe benefits due under the Act, the Contracting Officer
may, after authorization or by direction of the Department of Labor and written
notification to the Contractor, take action to cause suspension of any further
payment or advance of funds until such violations have ceased. Additionally,
any failure to comply with the requirements of this clause may be grounds for
termination for default. In such event, the District may enter into other contracts
or arrangements for completion of the work, charging the Contractor in default
with any additional cost.

(k) Subcontracts: The Contractor agrees to insert this clause in al subcontracts.

() Contractor's report:

(m)

(n)

@ If there is awage determination attachment to this contract and any
classes of service employees not listed on it are to be employed under the
contract, the Contractor shal report promptly to the Contracting Officer
the wages to be paid and the fringe benefits to be provided each of these
classes, when determined under paragraph (c) of this clause.

2 If wages to be paid or fringe benefits to be furnished any service
employees under the contract are covered in a collective bargaining
agreement effective at any time when the contract is being performed,
the Contractor shdl provide to the Contracting Officer a copy of the
agreement and full information on the application and accrua of wages
and benefits (including any prospective increases) to service employees
working on the contract. The Contractor shal report when contract
performance begins, in the case of agreements then in effect, and shall
report subsequently effective agreements, provisions, or amendments
promptly after they are negotiated.

Contractor's Certification: By entering into this contract, the Contractor (and
officials thereof) certifies that neither it (nor he or she) nor any person or firm
who has a substantial interest in the Contractor's firm is a person or firm
ineligible to be awarded District contracts by virtue of the sanctions imposed
under section 5 of the Act. No part of this contract shall be subcontracted to any
person or firm ingligible for award of a Digtrict contract under section 5 of the
Act. The penalty for making false statementsis prescribed in the U.S. Crimina
Code, 18 U.S.C. §1001.

Variations, tolerances, and exemptions involving employment: Notwithstanding
any of the provisionsin paragraphs (c) through (1) of this clause, the following
employees may be employed in accordance with the following variations,
tolerances, and exemptions authorized by the Secretary of Labor.

(D(@) Inaccordance with regulations issued under Section 14 of the Fair Labor
Standards Act of 1938 by the Administrator of the Wage and Hour
Division, ESA (29 CFR 520, 521, 524, and 525), apprentices, student
learners, and workers whose earning capacity isimpaired by age or by
physical or mental deficiency or injury, may be employed at wages lower
than the minimum wages otherwise required by section 2(a)(1) or 2(b)(1)
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of the Service Contract Act, without diminishing any fringe benefits or
payments in lieu of these benefits required under section 2(a)(2) of the
Act.

(i) The Administrator will issue certificates under the Act for employing
apprentices, student-learners, handicapped persons, or handicapped
clients of sheltered workshops not subject to the Fair Labor Standards
Act of 1938, or subject to different minimum rates of pay under the two
acts, authorizing appropriate rates of minimum wages, but without
changing requirements concerning fringe benefits or supplementary cash
paymentsin lieu of these benefits.

(i)  The Administrator may also withdraw, annul, or cancel such certificates
under 29 CFR 525 and 528.

2 An employee engaged in an occupation in which the employee
customarily and regularly receives more than $30 a month in tips shall be
credited by the employer against the minimum wage required by section
2(a)(2) or section 2(b)(1) of the Act, in accordance with regulations in 29
CFR 531. However, the amount of credit shall not exceed 40 percent of
the minimum rate specified in section 6(a)(1) of the Fair Labor Standards
Act of 1938 as amended.

25. Cost and Pricing Data:

@ This paragraph and paragraphs b through e below shall apply to contractors or
offerorsin regards to: (1) any procurement in excess of $100,000, (2) any
contract awarded through competitive sealed proposals, (3) any contract awarded
through sole source procurement, or (4) any change order or contract
modification. By entering into this contract or submitting this offer, the
Contractor or offeror certifiesthat, to the best of the Contractor’ s or offeror’ s
knowledge and belief, any cost and pricing data submitted was accurate,
complete and current as of the date specified in the contract or offer.

(b) Unless otherwise provided in the solicitation, the offeror or Contractor shall,
before entering into any contract awarded through competitive sealed proposals
or through sole source procurement or before negotiating any price adjustments
pursuant to a change order or modification, submit cost or pricing data and
certification that, to the best of the Contractor’ s knowledge and bdlief, the cost or
pricing data submitted was accurate, complete, and current as of the date of
award of this contract or as of the date of negotiation of the change order or
modification.

(c) If any price, including profit or fee, negotiated in connection with this contract,
or any cost reimbursable under this contract, was increased by any significant
amount because (1) the Contractor or a subcontractor furnished cost or pricing
data that were not complete, accurate, and current as certified by the Contractor,
(2) asubcontractor or prospective subcontractor furnished the Contractor cost or
pricing data that were not complete, accurate, and current as certified by the
Contractor, or (3) any of these parties furnished data of any description that were
not accurate, the price or cost shall be reduced accordingly and the contract shall
be modified to reflect the reduction.
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@

(€)

(f)

@

Any reduction in the contract price under paragraph ¢ above due to defective data
from a prospective subcontractor that was not subsequently awarded, the
subcontract shall be limited to the amount, plus applicable overhead and profit
markup, by which (1) the actua subcontract or (2) the actua cost to the
Contractor, if there was no subcontract, was less than the prospective subcontract
cost estimate submitted by the Contractor; provided that the actual subcontract
price was not itself affected by defective cost or pricing data.

Cost or pricing data includes all facts as of the time of price agreement that
prudent buyers and sellers would reasonably expect to affect price negotiations
significantly. Cost or pricing data are factual, not judgmental, and are therefore
verifiable. While they do not indicate the accuracy of the prospective

Contractor’ s judgment about estimated future costs or projections, cost or pricing
data do include the data forming the basis for that judgment. Cost or pricing data
are more than historical accounting data; they are all the facts that can be
reasonably expected to contribute to the soundness of estimates of future costs
and to the validity of determinations of costs already incurred.

The following specific information should be included as cost or pricing data, as
applicable:

(@) Vendor quotations;
2 Nonrecurring costs,
3 Information on changes in production methods or purchasing volume;

4 Data supporting projections of business prospects and objectives and
related operations costs;

@) Unit — cost trends such as those associated with |abor efficiency;
(6) Make or buy decisons;
) Estimated resources to attain business goas,

8 Information on management decisions that could have a significant
bearing on costs.

If the offeror or contractor is required by law to submit cost or pricing datain
connection with pricing this contract or any change order or modification of this
contract, the Contracting Officer or representatives of the Contracting Officer shall
have the right to examine al books, records, documents and other data of the
Contractor (including computations and projections) related to negotiating, pricing, or
performing the contract, change order or modification, in order to evaluate the
accuracy, completeness, and currency of the cost or pricing data. The right of
examination shall extend to all documents necessary to permit adequate evaluation of
the cost or pricing data submitted, along with the computations and projections used.
Contractor shall make available at its office at al reasonable times the materials
described above for examination, audit, or reproduction until three years after the later
of:

(@] final payment under the contract;
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26.

27.

2 final termination settlement; or

3 the final disposition of any appeals under the disputes clause or of
litigation or the settlement of claims arising under or relating to the
contract.

Multiyear Contract:

If this contract is a multiyear contract, then the following provision is made part of this
contract:

If funds are not appropriated or otherwise made available for the continued performance
in a subsequent year of amultiyear contract, the contract for the subsequent year shall be
terminated, either automatically or in accordance with the termination clause of the
contract. Unless otherwise provided for in the contract, the effect of termination isto
discharge both the District and the Contractor from future performance of the contract,
but not from the existing obligations. The Contractor shall be reimbursed for the
reasonable value of any non-recurring costs incurred but not amortized in the price of the
supplies or services delivered under the contract.

Termination Of Contracts For Certain Crimes And Violations:

@ The District may terminate without liability any contract and may deduct from
the contract price or otherwise recover the full amount of any fee, commission,
percentage, gift, or consideration paid in violation of thistitle if:

@ The Contractor has been convicted of a crime arising out of or in
connection with the procurement of any work to be done or any payment
to be made under the contract; or

2 There has been any breach or violation of:

(A)  Any provision of the Procurement Practices Act of 1985, as
amended, or

(B) The contract provision against contingent fees.
(b) If acontract is terminated pursuant to this section, the Contractor:

(@] May be paid only the actual costs of the work performed to the date of
termination, plus termination cogts, if any; and

2 Shall refund al profits or fixed fees realized under the Contract.

(c) The rights and remedies contained in this are in addition to any other right or
remedy provided by law, and the exercise of any of them is not awaiver of any
other right or remedy provided by law.
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1 Introduction

1.1 Purpose

The purpose of this docunment is to provide instructions for internal DC
gover nment personnel to

use the LSDBE Online application to input information into the Local, Snall
Di sadvant aged



Busi ness Enterprise (LSDBE) database and to prepare on-demand conpliance and
certification

reports.

1.2 Scope

Thi s docunent covers only those functions accessed via the DC intranet. The
docunent has been

broken into sections by roles. The follow ng rol es have been covered:

* Admi nistrators

« Contract Mnagers

« Conpliance Managers

e Certification Managers

* Certification Specialists

e Agency LSDBE Liai sons

In addition to the application that is used by internal users, the application
al so has an external or

Internet interface where conpanies can apply for initial LSDBE certification
recertify, or

upgrade their certification as well as enter or verify paynment information on
contracts.

1.3 Audience

The audi ence for this docunent includes:

 Administrators

e Contract Mnagers

 Conpliance Managers

e Certification Managers

e Certification Specialists

» Agency LSDBE Li ai sons

1.4 Overview

This application was devel oped to assist the Departnment of Small and Loca
Busi ness

Devel opnent (DSLBD)to track conpanies as they apply for LSDBE certification and
noni tor the

vari ous awards and paynents to ensure | ocal businesses are receiving the
benefits set aside for

them In addition to the application that is used by internal users (see list in
Section 1.3

Audi ence), the application also has an external or Internet interface where
conpani es can apply

for initial LSDBE certification, recertify, or upgrade their certification as
wel |l as enter or verify

paynment i nformation.

2 Common Features for Al Users

2.1 Ceneral Rules for Usage

Do NOT use the Browser's back button; use the Go Back button within the
application to return to the previous page.

All new internal users will be required to change their passwords at the first
| ogi n.

Any user that has a password reset will also receive a tenporary password and
wil |

be required to change the password at the first login. Users will be

automatically

directed to the Change Password screen

Fields with an asterisk .. are required fields.

Sel ecting a colum heading allows you to display the entire table, sorted by the
sel ected col um headi ng. Sel ecting the heading one time will display that colum



in an ascending order (Ato Z); selecting it a second tinme will sort in a
descendi ng

order (Z to A).

2.2 Login

All users nust log in to the application by entering a usernane and password. |f
a user cannot

remenber his usernane or password, he can obtain the information by selecting

t he Forgot Your

Password or Usernane |ink.

Figure 1: Login Screen

2.3 Forgot Your Password or Usernane

Sel ecting the Forgot Your Password or Usernane |ink displays the foll ow ng
screen.

Figure 2: Forgot Password Screen

Enter your first nane, last nane, and enmil and then select "Submit." You wll
recei ve an enmi

with your username and a tenporary password.

2.4 Change Your Password

Sel ecting the Change Your Password |ink displays the follow ng screen

Fi gure 3: Change Your Password Screen

You may change your password at any tine before or after login. If you received
a tenporary

password via enmail, you will be directed here after |ogin. Enter your usernane,
your current or

tenporary password, enter a new password, enter the sane new password in the
Confirm

Password field, and select "Submit." You will be directed to your Administration
page when the

action conpletes. Select "Cancel” to return to the previous page w thout taking
any action.

2.5 Admini stration Screen

Successful login will take you to an Adm nistration screen that is specific to
your assigned role

within the system An exanple is bel ow

Figure 4: Exanple of an Adnministration Screen

Some areas to point out are the role in the title of the screen. The buttons and
the left navigation

menu have the sane functionality. Al users will see the “Update Profile,”
“Change Password”
and “Log Qut” buttons. Other buttons on the screen will vary depending on a

user's assigned role.
2.6 Update Profile
After successful login, all users can update their own profile.

Figure 5: Update Profile Screen

This screen allows you to change any field in your user profile by sinply
selecting the field and

entering new information into it. Required fields have an asterisk. Sel ect
“Update Profile” to save

the changes. Select “Cancel” to take no action and return to the Adm nistration
screen.

2.7 Log Qut

Selecting the “Log Qut” button |logs out the user and returns to the Login screen
(see Figure 1).



3 Admi nistrator Role

3.1 Administration Screen

The Adm nistrator's Adm nistration screen is displayed. Select one of the
options |isted.

Figure 6: Administrator's Adm nistration Screen

3.2 View Update User

Sel ecting the “View Update User” button displays the follow ng screen
Figure 7: View Update Users Screen

1. The default view displays all users in the system and consists of many pages.
You

shoul d enter sonme search criteria in order to narrow down the |ist.

2. Enter information into any or all of the fields as desired. If you enter
nmultiple fields,

the systemw Il display only those results that match all entered criteria.
Check the Search Active Users Only box to limt the search to only active users;
unchecking the box will search both active and inactive users. If this is the
only

criteria you want to see, select the “Search” button, and the results will be

di spl ayed in

the table below If you want to enter other criteria, you may do so before

sel ecting the

“Search” button.

Enter the |last nane of a user in the Last Nane field. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

but t on.

Enter the first name of a user in the First Nane field. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

butt on.

Sel ect a specific User Role fromthe drop-down list. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

butt on.

Sel ect a specific Agency fromthe drop-down list. If this is the only criteria
you want

to see, select the “Search” button, and the results will be displayed in the

t abl e bel ow.

If you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Enter a user's enmil address in the Email field. If this is the only criteria
you want to

see, select the “Search” button, and the results will be displayed in the table
bel ow. |f

you want to enter other criteria, you may do so before selecting the “Search”
butt on.



Enter a username in the Usernane field. If this is the only criteria you want to
see,

sel ect the “Search” button, and the results will be displayed in the table bel ow
If you

want to enter other criteria, you may do so before selecting the “Search” button
All users that neet your search criteria will be displayed in the results table.

Sel ecting a colum

headi ng allows you to display the entire table, sorted by the selected colum
headi ng. Sel ecting

t he heading one tinme will display that columm in an ascending order (Ato Z);
selecting it a second

time will sort in a descending order (Z to A).

3. You can use the check boxes in the results table to performcertain functions
on

several users on the sanme page

To reset a user's password, you can check the box directly in front of the
Last/First

Nanme col umm, scroll to the bottom of the table, ensure the field at the bottom
reads

“Reset Password,” and then select “Submit.” Al users that you checked will have
their passwords reset and will receive an emanil with a tenmporary password.

You can al so set a user to Active or Inactive with the sane techni que and

sel ecting the

appropriate option fromthe list. You can performthese functions fromthe

i ndi vidual's

profile via the Update icon.

4. To look at an individual's profile select the Update icon in the row for an
i ndi vi dual user. This opens the Update User screen (see Figure 8).

3.2.1 Update User

Fi gure 8: Update User Screen

This screen contains the selected user's profile.

1. You can edit any of the fields on the screen by sinply entering new
information into

any of the fields. Required fields are identified with an asteri sk.

2. Select a “User Role.” Note that the Agency drop-down list is only available
if the

Agency Liaison role is selected.

3. You can al so make the user Active by selecting the “True” radio button or

I nactive by

sel ecting the “False” radio button. Active is the default setting.

4. You can reset the password for this user by checking the “Reset Password” box.
Resetting the password will generate an enmil to the user with a new tenporary
password.

Sel ect “Save” when you have nade all the changes you desire. Sel ecting “Cancel”
will return you

to the previous screen w thout performng any action

3.3 Add New User

Sel ecting the “Add New User” button displays the foll ow ng screen.

Figure 9: Add New User Screen

1. Enter new user information into all of the fields. Required fields are
identified with an

asterisk. The systemw ||l generate the usernane as the |ast nane and first
initial; if

this is correct, you can leave it there, otherwi se you can enter a new usernane.
Each



username nust be unique and only one usernanme per role is allowed.

2. Select a “User Role.” Note that the Agency drop-down list will appear if the
Agency

Liaison role is selected. Select an agency for an Agency Liaison

3. You can al so make the user Active by selecting the “True” radio button or

I nactive hy

selecting the “False” radio button. Active is the default setting.

4. Sel ect “Save” when you have nmade all the changes you desire. Sel ecting
“Cancel ”

wWill return you to the previous screen w thout perform ng any action. The system
will

automatically send an email to the user with their usernane and a tenporary
passwor d.

4 Contract Manager

4.1 Contract Manager Adm nistration screen

The Contract Manager Adm nistration screen displays. Select one of the options
listed.

Fi gure 10: Contract Manager Administration Screen

4.2 Add New LSDBE PI an

Sel ecting the Add New LSDBE Pl an button returns the follow ng screen.

Figure 11: Add New LSDBE Plan - Locate a Contract

1. Enter a valid contract nunber in the field.

2. Select “Continue.”

The screen will refresh and display all contracts with the entered nunmber. Note
t hat some

contracts may contain a contract nodification nunber, a task order nunber, or a
task order

nodi fi cati on nunber.

Figure 12: Add New LSDBE Pl an—Sel ect a Contract

If multiple contracts are returned:

1. Select the desired one to enter a new LSDBE Pl an (see figure bel ow).

2. Select “Continue” to nove to the next step

If you select a contract that already has a plan associated with it and try to
continue, the follow ng

error-message screen di spl ays.

Figure 13: Add New LSDBE Pl an—Error Message

1. If you need to edit the existing plan, select the “here” link to go to the
Updat e Pl an
screen.

2. You nmay al so choose a different contract

3. Select “Continue.”

The screen refreshes and displays the followi ng screen where LSDBE dollars are
added to the

plan. Notice that the contract and any nod or task order nunmbers associated with
it are displayed

in the read-only contract information section.

Figure 14: Add New LSDBE Pl an—Enter Contract Dollars for LSDBEs

1. Enter the dollar anpunt that is set aside for the LSDBE subcontracting plan
Noti ce

that the percentage of the total contract anount is automatically cal cul ated for
you.

2. Select “Continue” to nove on to the next step

The following screen is where LSDBE subcontractors are added to the plan



Figure 15: Add New LSDBE Pl an—Add LSDBE Subcontractors to the Pl an

Any adjustnment to the contract dollar value can be nmade in the Contract Tota
Dol l ars for

LSDBEs fi el d.

1. Enter the entire Federal Enployee ldentification Nunber (FEIN) of the LSDBE
subcontractor identified on the plan. Select the “Find” key to display the
subcontractor's conpany i nformation.

Figure 16: Add New LSDBE Pl an—Add LSDBE Subcontractors to the Pl an

2. Verify that this is correct and select the “Add” button. This places the
subcontract or

into the plan (see figure bel ow).

Figure 17: Add New LSDBE Pl an—Add LSDBE Subcontractors to the Plan

1. Add the dollar value and a description of the work the subcontractor will be
doi ng.

2. To add another contractor to the plan enter another FEIN into the field and
sel ect

“Find.” Continue to add LSDBEs to the plan until the total dollars equals the
set - asi de

dollars and the total percentage is 100. The “Save LSDBE Pl an” button will then
be

avai |l abl e.

3. Select “Save LSDBE Plan” to input the LSDBE Pl an and associate it with the
specific

contract. You are now finished with the subcontractor plan for the sel ected
contract.

4.3 Update LSDBE Pl an

Sel ecting “Update LSDBE Pl an” fromthe Adm nistration screen displays the

foll owi ng screen.

Fi gure 18: Update LSDBE Pl an—Search Screen

1. Enter information into any or all of the fields as desired. If you enter
multiple fields,

the systemw || display only those results that match all entered criteria.

Enter Contract Nunber search criteria by entering the whole contract nunber into
the field. If this is the only criteria you want to see, select the “Search”
button, and the

results will be displayed in the table below. If you want to enter other
criteria, you

may do so before selecting the “Search” button

Enter Prinme Contractor search criteria by FEIN or Conpany Nane. If this is the
only criteria you want to see, select the “Search” button, and the results wll
be

di splayed in the table below. If you want to enter other criteria, you may do so
bef ore

sel ecting the “Search” button

Enter Award Date search criteria in nmdd/yyyy format. If this is the only
criteria

you want to see, select the “Search” button, and the results will be displayed
in the

table below. If you want to enter other criteria, you may do so before selecting
t he

“Search” button.

Enter End Date search criteria in nmdd/yyyy format. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table



below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

but t on.

Enter Agency search criteria by selecting an agency fromthe drop-down list. If
this is

the only criteria you want to see, select the “Search” button, and the results
will be

di splayed in the table below. If you want to enter other criteria, you may do so
bef ore

sel ecting the “Search” button

2. Select the “Search” button to refresh the screen. Al active subcontractor
paynment s

that neet all search criteria entered will be displayed in the results table.

Figure 19: Update LSDBE Pl an—Search Results

Sel ecting a colum heading allows you to display the entire table, sorted by the
sel ected col um

headi ng. Sel ecting the heading one tinme will display that colum in an ascending
order (Ato 2),

selecting it a second tinme will sort in a descending order (Z to A).

1. If you searched by Contract No., the results will display all contracts with
any task

order nunber, nodification (MOD) nunber, or task order MOD nunmber associ ated
with the contract.

2. To view the details for a particular paynent, select the View icon at the end
of

the row. This will take you to the detailed screen for that paynment.

3. To delete a subcontracting plan that has no paynments associated with it

sel ect the

Del ete icon at the end of the row

Fi gure 20: Update LSDBE Pl an—Edit Fields

You may edit any of the follow ng fields:

1. Contract Dollars

2. Enter a new subcontractor via FEIN

3. Delete a subcontractor

4. Change the Plan Dollars, Award Date or Wdrk Description for an LSDBE (Changes
to the Plan Dol lars and subcontractor information nust always ensure that 100
per cent

of the Contract Dollars is accounted for.)

5. Select Save to LSDBE Pl an when you have conpl eted your edits. Select “Go Back
to

the Beginning” to exit this screen without naking any changes.

4.4 View Subcontractor Paynents

Sel ecting “View Subcontractor Paynments” displays the follow ng screen.

Fi gure 21: View Subcontractor Paynments

1. The default view displays all subcontractor payments in the database. This
will be

many pages of materi al

2. To narrow down the nunber of items displayed, enter search criteria in the
top box

and select the “Search” button. You can fine-tune what is displayed by selecting
any

combi nation of paynents to include (checked boxes) or exclude (unchecked boxes).
3. To print out the results, select the Print icon

4.5 Generate Paynments Reports



Sel ecting “Generate Paynments Reports” displays the follow ng screen.

Fi gure 22: Generate Paynent Reports

4. Enter criteria to custom ze the output of your Payments Report. Enter as much
or as

little information in the fields as you desire.

Enter Paynents criteria by checking the paynent types you want to include in
your

report and unchecking those to exclude fromyour report. If this is the only
criteria

you want to see on your report, select the “Generate Report” button, and the
results

will be displayed in a new screen. If you want to enter other criteria, you may
do so

before selecting the “CGenerate Reports” button.

Enter Prine Contractor criteria by entering either the Conpany Nane or FEIN into
the fields. If you enter two or nore letters into the Conpany Nane field, select
t he

“Find” button to see a list of conpanies that have those letters in the name and
sel ect

the desired one. If this is the only criteria you want to see on your report,

sel ect the

“Cenerate Report” button, and the results will be displayed in a new screen. If
you

want to enter other criteria, you may do so before selecting the “Generate
Reports”

butt on.

Ent er LSDBE Subcontractor criteria by entering either the Conpany Name or FEIN
into the fields. If you enter two or nore letters into the Conpany Nanme field,
sel ect

the “Find” button to see a |ist of conpanies that have those letters in the name
and

sel ect the desired one. If you enter two or nore letters into the name field,
sel ect the

“Find” button to see a list of conpanies that have those letters in the name. |f
this is

the only criteria you want to see on your report, select the “Generate Report”
butt on,

and the results will be displayed in a new screen. If you want to enter other
criteria,

you may do so before selecting the “Generate Reports” button

Enter Date Range criteria by entering a From and To dates in nm dd/yyy format.

| f

this is the only criteria you want to see on your report, select the “Generate
Report”

button, and the results will be displayed in a new screen. If you want to enter
ot her

criteria, you may do so before selecting the “Generate Reports” button

5. Selecting “Generate Report” after entering sonme criteria will allow the
systemto

gather all results that neet the criteria you entered. The results are displayed
on a new

screen.

For the follow ng exanple, Javier's Conpany Il and the dates of 7/1/2005 to

12/ 31/ 2005 were

input into the filter fields and “Generate Report” was sel ected.

Figure 23: Print Paynments Report—Print Screen



Select “Print This Report” to pop-up a print dialog wi ndow. For your ease of
readi ng, you may

wi sh to set your printer preferences or options to print this report in a

| andscape view. You should

al ready have a printer set as your default printer in order to do this. The
followi ng figure depicts

one type of printer wi ndow that you may see. The actual w ndow you see depends
on your

network configuration, printer, and what versions of software are running on
your conputer and

printer. Select the “Print” button to send the report to the printer

Figure 24: Print Pop-up W ndow

4.6 Create Mail Merge Data File

Selecting Create Mail Merge Data File will display the follow ng screen:

Figure 25: Create Mail Merge Data File Screen

The entire process has been explained in detail, including using Mcrosoft Wrd
to generate

| abel s and letters, in the Mail Merge User Cuide (accessible fromthe Help link
on the screen

above). You should refer to this manual for all the details on using the Mi
Merge feature.

Figure 26: Miil Merge User's Guide

This section will only explain how to create the mail nerge data file that wll
be used in

M crosoft Word.

Sel ect the "Save As.."” button and the File Downl oad popup appears.

Figure 27: File Downl oad Popup

Sel ect "Save" to bring up the followi ng screen where you will need to specify
where to place the

mai |l nerge file.

Figure 28: Save As Dial og Box

The system defaults the data file nane to LSDBE Data_File (current date) but you
may renane

it and choose where on your |ocal or network drives to save the file.

You nust select the "Save as type" to be Text Docunent (*.txt)

Sel ect the "Save" button on the Save As dialog box to create the data file. Once
the file has been

created and saved, a message appears stating, that the save was successful. You

may "Cl ose" the

popup w ndow.

Fi gure 29: Downl oad Conpl ete Popup W ndow

5 Conpl i ance Manager

5.1 Conpliance Manager Adm nistration

The Conpliance Manager Administration screen displays. Select one of the options
listed.

Figure 30: Conpliance Manager Adm nistration Screen

5.2 View LSDBE Pl ans

Sel ecting the “View LSDBE Pl ans” button displays the follow ng screen. The
default view

di splays all active LSDBE plans in the database. This will nost |ikely take
several pages to

di spl ay.



Figure 31: View LSDBE Pl ans Screen

1. The default view shows all active contracts where LSDBE subcontractor plans
are

required in the results table. This may be several pages. You should enter sone
search

information in the search box to narrow down the results table.

2. Enter information into any or all of the fields as desired.

Enter Prine Contractor search criteria by Conpany Name and/or FEIN. |f you enter
two or nore letters into the name field, select the “Find” button to see a I|ist
of

conpani es that have those letters in the nane. If this is the only criteria you
want to

see, select the “Search” button, and the results will be displayed in the table
bel ow. |f

you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Ent er LSDBE Subcontractor search criteria by Conpany Nane and/or FEIN. |If you
enter two or nmore letters into the nane field, select the “Find” button to see a
list of

conpani es that have those letters in the nane. If this is the only criteria you
want to

see, select the “Search” button, and the results will be displayed in the table
bel ow. |f

you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Enter Contract Nunber search criteria by entering the whole contract nunber into
the field. If this is the only criteria you want to see, select the “Search”
button, and the

results will be displayed in the table below. If you want to enter other
criteria, you

may do so before selecting the “Search” button

3. Al active contracts with LSDBE subcontracting plan requirenments that neet
your

search criteria will be displayed. If there is nore than one page, go to the
next page by

selecting the nunber in the list at the top right of the table. Selecting a
col um

headi ng all ows you to display the entire table, sorted by the selected colum
headi ng.

Sel ecting the heading one tine will display that colum in an ascendi ng order (A
to

Z); selecting it a second time will sort in a descending order (Zto A). To

sel ect any

one plan to view, select the Viewicon at the end of the row. This will take you

to the next screen.

Figure 32: View LSDBE Pl ans Detail ed Screen

This is the detailed LSDBE plan screen. Al information is read-only.
The header information for a contact is displayed. Header information cones from
OCP and

consi sts of:

e Contract Nunmber, MOD or Task Order nunbers (if applicable)

 Amount of the contract

» Agency providing the contract

e Prine contractor (“Awarded To")

« Date of Award (date the contract was given to the prinme contractor)
» Contract End Date (date the contract is set to expire)



e Caption (a brief description or title for the contract as recorded in OCP' s
dat abase)

Informati on for each LSDBE subcontractor is provided in a table. Selecting a
col um headi ng

allows you to display the entire table, sorted by the selected colum headi ng.
Sel ecting the

headi ng one tinme will display that colum in an ascending order (Ato 2);
selecting it a second
time will sort in a descending order (Z to A). The display includes

Subcontractor's Nane, Award

Date, Plan Dollars that were set aside for the subcontractor, and Plan %
(percent age of the set-

aside dollars for that particular subcontractor; if you add the plan percentages
t oget her, they equa

100 percent.)

Select the Print icon to print out a copy of this page.

5.3 View Contract Paynents

Sel ecting “View Contract Paynents” displays the follow ng screen

Figure 33: View Contract Paynents Screen

1. The default view shows all active subcontractors with any kind of paynents
attached

to themin the results table. This may be several pages. You should enter sone
search

information in the search box to narrow down the results table.

2. Enter information into any or all of the fields as desired. |If you enter

mul tiple fields,

the systemw || display only those results that match all entered criteria.
Enter Contract Nunber search criteria by entering the whole contract nunmber into
the field. If this is the only criteria you want to see, select the “Search”
button, and the

results will be displayed in the table below. If you want to enter other
criteria, you

may do so before selecting the “Search” button.

Enter Prine Contractor search criteria by FEIN or Conmpany Nane. |If this is the
only criteria you want to see, select the “Search” button, and the results wll
be

di splayed in the table below. If you want to enter other criteria, you may do so
before

sel ecting the “Search” button.

Enter Award Date search criteria in mifdd/yyyy format. If this is the only
criteria

you want to see, select the “Search” button, and the results will be displayed
in the

table below. |If you want to enter other criteria, you may do so before selecting
t he

“Search” button.

Enter End Date search criteria in nmdd/yyyy format. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

butt on.

Ent er Agency search criteria by selecting an agency fromthe drop-down list. If
this is



the only criteria you want to see, select the “Search” button, and the results
will be

di splayed in the table below. If you want to enter other criteria, you may do so
before

sel ecting the “Search” button.

Sel ect Paynment search criteria by checking the boxes in front of the type of
paynent s

you want to see. If you do not want to see a particular type of paynents,
uncheck the

box and that type will not show up in the results table. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

butt on.

3. Al active subcontractor paynents that neet all search criteria entered wll
be

di splayed in the results table. Selecting a colum heading allows you to display
t he

entire table, sorted by the selected colum headi ng. Sel ecting the headi ng one
time

will display that colum in an ascending order (Ato Z); selecting it a second
time will

sort in a descending order (Zto A). To view the details for a particular
payment, sel ect

the Viewicon at the end of the row. This will take you to the detail ed screen
for

t hat paynent.

Figure 34: View Contract Paynents detail Screen

1. The Contract Information box is read-only and contains the follow ng contract
i nformati on:

e« Contract Nunmber, MOD or Task Order nunbers (if applicable)

 Amount of the contract

» Agency providing the contract

* Prine contractor (“Awarded To”)

« Date of Award (date the contract was given to the prinme contractor)

» Contract End Date (date the contract is set to expire)

e Caption (a brief description or title for the contract as recorded in OCP's
dat abase)

The default view shows all paynments for the contract. This may be several pages
of

i nformati on. To narrow down the display, enter information into any or all of
t he

fields as desired. If you enter multiple fields, the systemw || display only
those results

that match all entered criteria.

Enter Subcontractor Nane in the search field. If this is the only criteria you
want to

see, select the “Search” button, and the results will be displayed in the table
bel ow. |f

you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Enter Paynent |ssue Date search criteria in the fields provided. You should
enter a



date range in mdd/yyy format, with both a fromand to dates. If this is the
only

criteria you want to see, select the “Search” button, and the results will be
di splayed in

the table below. If you want to enter other criteria, you may do so before
sel ecting the

“Search” button.

Sel ect Paynment search criteria by checking the boxes in front of the type of
paynent s

you want to see. If you do not want to see a particular type of paynents,
uncheck the

box and that type will not show up in the results table. If this is the only
criteria you

want to see, select the “Search” button, and the results will be displayed in
the table

below. If you want to enter other criteria, you may do so before selecting the
“Sear ch”

butt on.

2. Al subcontractor paynents that nmeet your search criteria will be displayed
in the

results table. Selecting a colum heading allows you to display the entire table,
sorted

by the sel ected colum headi ng. Selecting the heading one tinme will display that
colum in an ascending order (Ato Z); selecting it a second time will sort in a
descending order (Z to A). Select the Print icon to print out a copy of the page.
5.4 Vi ew Subcontractor Paynents

Sel ecting the “View Subcontractor Payments” button displays the foll owi ng screen.

Fi gure 35: View Subcontractor Paynents Screen

1. The default view displays all active subcontractors with any kind of paynents
attached to themthat are in the database.

2. To narrow down the nunber of items displayed, enter search criteria in the
top box

and select the “Search” button. You can fine tune what is displayed by selecting
any

combi nation of paynents to include (checked boxes) or exclude (unchecked boxes).
3. To print out the results, select the Print icon

5.5 Generate Paynments Report

Sel ecting the “Generate Paynments Report” button displays the follow ng screen.
Figure 36: Print Paynent Reports Screen

1. Enter criteria to custom ze the output of your Paynents Report. Enter as much
or as

little information in the fields as you desire.

Enter Paynents criteria by checking the paynment types you want to include in
your

report and unchecking those to exclude fromyour report. If this is the only
criteria

you want to see on your report, select the “Generate Report” button, and the
results

will be displayed in a new screen. If you want to enter other criteria, you may
do so

before selecting the “Cenerate Reports” button.

Enter Prine Contractor criteria by entering either the Conpany Nane or FEIN into
the fields. If you enter two or nore letters into the Conpany Nane field, select
t he



“Find” button to see a list of conpanies that have those letters in the name and
sel ect

the desired one. If this is the only criteria you want to see on your report,

sel ect the

“Generate Report” button, and the results will be displayed in a new screen. |If
you

want to enter other criteria, you may do so before selecting the “Generate
Reports”

butt on.

Enter LSDBE Subcontractor criteria by entering either the Conpany Nane or FEIN
into the fields. If you enter two or nore letters into the Conpany Nanme field,
sel ect

the “Find” button to see a |list of conpanies that have those letters in the nanme
and

sel ect the desired one. If you enter two or nore letters into the name field,
sel ect the

“Find” button to see a list of conpanies that have those letters in the nanme. |f
this is

the only criteria you want to see on your report, select the “Generate Report”
butt on,

and the results will be displayed in a new screen. If you want to enter other
criteria,

you may do so before selecting the “CGenerate Reports” button

Enter Date Range criteria by entering a “Fronf and “To” dates in nm dd/yyy
format.

If this is the only criteria you want to see on your report, select the
“Cenerate Report”

button, and the results will be displayed in a new screen. If you want to enter
ot her

criteria, you may do so before selecting the “Generate Reports” button

2. Selecting “Generate Reports” after entering sonme criteria will allow the
systemto

gather all results that neet the criteria you entered. The results are displayed
on a new

screen.

For the follow ng exanple, Test-Conpany-forUserlD 183 was i nput as the
Subcontract or Name.

Figure 37: Print Paynments Report — Generate Report Sel ected

Select “Print This Report” to pop-up a print dialog window. For your ease of
readi ng, you may

wi sh to set your printer preferences or options to print this report in a

| andscape view. You should

al ready have a printer set as your default printer in order to do this. The
following figure depicts

one type of printer wi ndow that you may see. The actual w ndow you see depends
on your

network configuration, printer, and what versions of software you are running on
your conputer

and printer. Select the “Print” button to send the report to the printer
Figure 38: Print Pop-up W ndow

5.6 Process Business Opportunities

Busi ness opportunities allow both conpani es and agencies to “advertise” for
additional help as

well as allowing certified LSDBE conpanies to | ook for new or additional work
Qpportunities



are subnmitted in two ways. Prine contractors (vs. public agencies and conpani es)
may submit an

opportunity for an existing contract while they are | ogged into the application.
Any agency or

conpany can submit an opportunity via the Internet. Al opportunities are

revi ewed and either

approved or rejected. Enmils are automatically sent to the conpani es that sent
in the opportunities

letting them know t he status.

Sel ecting the “Process Business Opportunities” button displays the follow ng
screen.

Fi gure 39: Approve Business Opportunities Screen

The default view lists all opportunities subnmtted by both the public and prine
contractors.

1. If the display if very large, you nmay want to narrow down your search. Enter
a word

or phrase to search for a specific opportunity. If this is the only criteria you
want to

see, select the “Search” button, and the results will be displayed in the table
bel ow. If

you want to enter other criteria, you may do so before selecting the “Search”
but t on.

Check the “Hide Public” box to display only prine-contractor submtted
opportunities. Check the “Hide Prinme” box to display only the publicly subnitted

opportunities. Do not check both boxes or else nothing will be displayed. The
def aul t

is to display both kinds of opportunities (both boxes unchecked). If this is the
only

criteria you want to see, select the “Search” button, and the results will be

di spl ayed in

the table below. If you want to enter other criteria, you may do so before
sel ecting the

“Search” button.

2. The submitted opportunities are displayed in a table with the follow ng
fields:

e Opportunity Nane (brief description of the opportunity)

 Source (public or prinme)

* Begin Date (date the opportunity is avail able)

« Bid Due Date (date bids are due into the agency or conpany)

e Opportunity Value (dollar anount avail abl e)

e« Agency or Conpany (that submitted the opportunity)

Choose an opportunity b

Figure 40: Subcontracting Opportunity Submitted by a Public Conpany
Sel ect an opportunity to see the details of the subm

necessary (i.e., wording, punctuation, granmar).

The difference between a prime-conpany opportunity submtted via LSDBE Onli ne
and one sent

invia the Internet is that the pr

are currently associated wth.

Sel ect “Publish to Web” to accept the opportunity or “Reject” t
ener ate Agency Reports

Figure 41: View Agency Conpliance Screen

Enter an Agency fromthe drop-down |ist and sel ect “Continue”.

The foll owi ng screen displays the agency goals with all purchase orders in the
systemto date; this



will nost likely be several pages.

Fi gure 42: Agency Conpliance Information Screen

1. The selected agency's fiscal year goals that were input by the Agency at the
start of

the fiscal year are displayed. Agencies are allowed to input their goals only
once per

fiscal year. The fields displayed are:

 Expendabl e Budget

* Annual LSDBE Goal —the ampunt of the expendabl e budget that the agency has
conmitted to set aside for LSDBE awards

 Fiscal Year—the date of the displayed budget

« Percentage of Expendabl e Budget —the percentage of the expendabl e budget that
was set aside for LSDBE awards

* Purchase Orders to Date—the total of all purchase order that are currently in
PASS

* Percentage of Goal -how much of the total set-aside for LSDBE awards has

been awar ded.

The Purchase Order (PO) information shown in the table at the bottomis updated
regularly from PASS and is read-only. Selecting a colum heading allows you to
display the entire table, sorted by the selected colum headi ng. Selecting the
headi ng

one tinme will display that colum in an ascending order (Ato Z); selecting it a
second

time will sort in a descending order (Z to A).

2. The “Update” button will be shown if the agency has entered their fiscal year
goal s.

Use this button to open up the Expendabl e Budget and Annual LSDBE CGoal fields
for

editing. Enter the changes and sel ect “Save.”

3. Select the Print icon to print out a copy of this report.

5.8 Add Purchases Not Recorded in PASS

Sel ecting "Add Purchases Not Recorded in PASS" fromthe Adm nistration screen
wi |l display

the foll owi ng screen.

Figure 43: Add Purchases Not Recorded in PASS Screen

1. Select an Agency fromthe dropdown |ist.

2. Enter a Vendor nane. You may enter part of a nane and select Search to see a
list of

all vendors that match the search criteria.

3. Enter an Amount in the Amount field.

4. Enter the Date the purchase was nade.

5. Select a Source fromthe drop-down field. Your choices are DCSS (DC Supply
Schedul e) or PC (Purchase Card).

6. Enter an ldentification or Authorization Code (typically, when PC is selected
as the

Source this field will be utilized). This field may be I eft Dbl ank.

7. Enter a Description of the purchase.

8. Select Add to enter the purchase into the |ist.

Select the Edit icon for a specific itemto change the fields, if necessary. The
fields above the

table will populate with that item s information. Make your changes in the
fields and Sel ect Apply
Changes.

Select the Delete icon to renpbve an itemfromthe |ist.
5.9 Generate Reports



Sel ecting “CGenerate Reports” fromthe Adm nistration screen will display the
foll owi ng screen.

Figure 44: Print Reports Screen

Choose a type of report fromthe drop down nenu. The screen will refresh and
di splay the

foll owi ng screen.

Figure 45: Enter Report Criteria

1. Enter the required report criteria in the fields provided. Criteria wll
differ for each

report.

2. Select “Generate Report.’

A sanple report is shown bel ow.

Figure 46: Generate Report Screen

Select “Print this Page” to pop-up a print dialog wi ndow. For your ease of
readi ng, you may w sh

to set your printer preferences or options to print this report in a |andscape
vi ew. You shoul d

al ready have a printer set as your default printer in order to do this. The
following figure depicts

one type of printer wi ndow that you may see. The actual w ndow you see depends
on your

network configuration, printer, and what versions of software are running on
your conputer and

printer. Select the “Print” button to send the report to the printer

6 Certification Manager

Certification Managers and Certification Specialists can perform nost of the
same tasks.

Managers have the added responsibility to assign specific applications to
speci ali sts, update

incorrect FEINs, generate reports, and create mail nerge files for letters and
| abel s.

6.1 Certification Manager Adm nistration

Figure 47: Certification Manager Adm nistration Screen

6.2 Assign Specialists

Sel ecting “Assign Specialists” displays the follow ng screen

Figure 48: Assign Specialists

A certification manager will be able assign a specific certification specialist
to an application.

1. The default vieww Il list every application in the system To narrow down

t he

di splay, enter information into any or all of the fields as desired. If you
enter multiple

fields, the systemw |l display only those results that match all entered
criteria. Search

criteria includes:

Conpany—enter a conpany nane in the field. If this is the only criteria you want
to

see, select the “Search” button, and the results will be displayed in the table
bel ow. |f

you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Speci al i st —Sel ect a specialist fromthe drop-down list, all applications
assigned to



this specialist will be displayed. If this is the only criteria you want to see
sel ect the

“Search” button, and the results will be displayed in the table below If you
want to

enter other criteria, you may do so before selecting the “Search” button

App Type—Sel ect a specific application type to display. Types avail able are:

Certification, Joint Venture, Recertification, Upgrade or All. If this is the
only criteria

you want to see, select the “Search” button, and the results will be displayed
in the

table below. If you want to enter other criteria, you may do so before selecting
t he

“Search” button.

St at us—Sel ect a specific application status to be displayed. Status types are:
Approved, Data Entry, Denied, Held in Abeyance, Pending, Provisional, Referred
to

LBOC, Referred to OAG Returned or Wthdrawn. If this is the only criteria you
want

to see, select the “Search” button, and the results will be displayed in the

t abl e bel ow.

If you want to enter other criteria, you may do so before selecting the “Search”
but t on.

Sel ect the “Reset” button to clear all search fields. Al results that neet your
search

criteria will be displayed. Selecting a colum heading allows you to display the
entire

tabl e, sorted by the selected colum headi ng. Selecting the heading one tine
will

di splay that colum in an ascending order (A to Z); selecting it a second tinme
will sort

in a descending order (Zto A).

2. To assign a specialist or change specialists, select either the “Assign” or
“Change”

link in the Certification Specialist colum. Select a specialist's nane fromthe
dr op-

down |ist and select the “Save” |ink; selecting Cancel returns to the previous
origi na

assi gnment wi t hout change.

Fi gure 49: Assign Specialist Field Open

6.3 View Assigned Applications

See section 7.2

6.4 Add New Application

See section 7.3

6.5 Joint Venture Application

Sel ect Joint Venture Application to display a registration screen as shown bel ow

Fi gure 50: Register — Joint Venture Application

You should enter the nane of the joint venture in the Conpany Name field. It
shoul d consi st of

part of the nanes of both conpanies involved and include "JV' at the end.
Conpl ete the

regi stration and select Submit to bring up the foll owi ng screen

Figure 51: Add New Application — Joint Venture

1. Select the conpany name fromthe Select Conmpany list.

2. Select Joint Venture as the Application Type

3. Select Create Application to bring up the follow ng application screen



Figure 52: Joint Venture Application Details Screen

Enter the "Certified LSDBE Conpany"” by entering all or part of the conpany nanme
in the

LSDBE Name field and selecting "Select". Once the conpany nane is filled in, the
"Principa

Contact" information will be filled in and the "Certification Categories" wil
update. You may

change the Principal Contact information if you desire. Select "Save & Continue"
to save the

application.

Fi gure 53: Submi ssion & Checklist Screen

You can print out any of the needed checklist, affidavits, or fornms by selecting
any of the links on

the screen above. They will open as pdf files in a separate wi ndow. Sel ect
Subnmit Fina

Application to place it in a Pending state.

6.6 Update FEIN

Sel ect Update FEIN to display the followi ng screen where you can change the FEIN
for a

conpany.

Figure 54: Update FEIN Screen

To update an FEIN:

1. Select the desired conpany fromthe "Sel ect Conpany" |list or enter all or
part of a

conpany's name in the "Find a Conpany" field and select "Search". If there are
several conpanies with all or part of the name you entered, they will be shown
in the

"Sel ect Conpany" |ist.

2. Once you have selected a conpany, the screen will update and display the
"Current

FEIN' for the conpany and a field where you can enter the "New FEI N".
Fi gure 55: Conpany Sel ected for FEIN Update

3. Select the "Update FEIN' button to make the change. A popup w ndow will ask
you if

you are sure you want to change the FEIN. Select "OK' to make the change, sel ect
"Cancel" to close the popup w thout making any changes to the record.

Fi gure 56: Update FEIN Confirmation Popup W ndow

4, After the change has been nmade, you will see an entry in the "Change History"
t abl e.
The old FEIN and the new FEIN wi || be displayed along with your username and the

date and tinme the change was made.

Figure 57: Updated FEIN

5. Use the "Back" button to return to the previous screen when you are done.
6.7 Generate Reports

Sel ecting Cenerate Reports displays the follow ng screen

Figure 58: Print Reports Screen

Sel ect one of the available reports fromthe drop-down list. The screen
refreshes and di splays the

criteria required for report generation

Figure 59: Generate Report Screen

1. Enter the required report criteria in the fields provided. Criteria wll
differ for each

report.



2. Select “Generate Report”. A sanple report is shown bel ow.

Figure 60: Print Report Page

Select “Print this Page” or “print window to pop-up a print dialog wi ndow For
your ease of

readi ng, you may wish to set your printer preferences or options to print this
report in a |landscape

view. You should already have a printer set as your default printer in order to
do this. The

following figure depicts one type of printer wi ndow that you may see. The actua
wi ndow you see

depends on your network configuration, printer, and what versions of software
are runni ng on

your conputer and printer. Select the “Print” button to send the report to the
printer.

Figure 61: Print Wndow (your wi ndow may be different)

6.8 View Print Current LSDBE |nformation

See Section 7.4

6.9 Create Mail Merge Data File

Selecting Create Mail Merge Data File will display the follow ng screen:
Figure 62: Create Mail Merge Data File Screen

The entire process has been explained in detail, including using Mcrosoft Wrd
to generate

| abel s and letters, in the Mail Merge User Cuide (accessible fromthe Help Iink
on the screen

above). You should refer to this manual for all the details on using the Mai
Merge feature

Figure 63: Miil Merge User's Guide

This section will only explain howto create the mail nmerge data file that wll
be used in

M crosoft Word.

Sel ect the "Save As.." button and the File Downl oad popup appears.

Figure 64: File Downl oad Popup

Sel ect "Save" to bring up the followi ng screen where you will need to specify
where to place the

mai |l nerge file.

Fi gure 65: Save As Di al og Box

The system defaults the data file nane to LSDBE Data File (current date) but you
may renane

it and choose where on your |ocal or network drives to save the file.

You nust select the "Save as type" to be Text Docunent (*.txt)

Sel ect the "Save" button on the Save As dialog box to create the data file. Once
the file has been

created and saved, a message appears stating, that the save was successful. You

may "Cl ose" the

popup w ndow.

Fi gure 66: Downl oad Conpl ete Popup W ndow

7 Certification Specialist

7.1 Certification Specialist Adm nistration

Figure 67: Certification Specialist Adm nistration Screen

7.2 View Assigned Applications

Sel ecting “View Assigned Applications” displays the follow ng screen
Figure 68: View Assigned Applications



1. To narrow down the display, enter information into any or all of the fields
as desired.

If you enter multiple fields, the systemw |l display only those results that
mat ch al

entered criteria. Search criteria includes:

Conpany—enter a conpany nane in the field. If this is the only criteria you want
to

see, select the “Search” button, and the results will be displayed in the table
bel ow. If

you want to enter other criteria, you may do so before selecting the “Search”
but t on.

Speci al i st—Sel ect a specialist fromthe drop-down |ist, all applications
assigned to

this specialist will be displayed. If this is the only criteria you want to see,
sel ect the

“Search” button, and the results will be displayed in the table below. If you
want to

enter other criteria, you may do so before selecting the “Search” button
App Type—Sel ect a specific application type to display. Types avail able are:

Certification, Joint Venture, Recertification, Upgrade or All. If this is the
only criteria

you want to see, select the “Search” button, and the results will be displayed
in the

table below. If you want to enter other criteria, you may do so before selecting
t he

“Search” button.

St at us—Sel ect a specific application status to be displayed. Status types are:
Approved, Data Entry, Denied, Held in Abeyance, Pending, Provisional, Referred
to

LBOC, Referred to OAG Returned or Wthdrawn. If this is the only criteria you
want

to see, select the “Search” button, and the results will be displayed in the

t abl e bel ow.

If you want to enter other criteria, you may do so before selecting the “Search”
butt on.

Select the “Reset” button to clear all search fields. Al results that nmeet your
search

criteria will be displayed. Selecting a colum heading allows you to display the
entire

tabl e, sorted by the selected colum heading. Selecting the heading one tine
wil |

di splay that colum in an ascending order (Ato Z); selecting it a second tine
will sort

in a descending order (Z to A).

2. Select “Details” in the desired rowto view a specific application. The
screen di spl ays

t he application for the conpany.

Figure 69: View Assigned Application—bPetails Selected For an Application in List
1. You should review the application as per your normal business procedures. Use
t he

Step boxes at the top to review the applications page by page. If the
application you

are updating has not been conpleted, some boxes will be gray (or if that
particul ar

step is not applicable).



2. Select the other available tabs to collect nore information, enter the
recei pt of

checklist items, or change the status of the application.

3. If you have made changes or added information, be sure to select the “Save &
Continue” button before |eaving the page.

4. Select the Print icon to print out a summary report of the application data.

Figure 70: View Assigned Application-Additional Info Tab

If a conpany has an owner listed or you enter one, you may need to coll ect
addi ti onal information

such as the “Race,” “Place of Birth” and “Proof of Citizenship.” Enter the data
and sel ect “Add”

to insert in into the database. Select “Save Changes” when you are done.

Figure 71: View Assigned Applicati on—hecklist Tab

When a conpany returns the required docunentation to DSLBD to conplete the
application,

enter the date the itemwas received in the date fields at the end of each row
Sel ect Updat e each

time you enter a date. The conpany will see this information when |ogging in and
checking its

application status.

Figure 72: View Assigned Application—Status Tab

Use the Status tab to change the status of the application

1. If you need to issue a “Tenporary LSDBE #” enter it in this field and sel ect
“Save.”

Sel ect “Reset” to clear the field.

2. Enter information concerning various actions for the application, such as the
date it

was received, whether a site visit is required and other items in this area.

Sel ect * Save

Tracking Dates” to save the information. Select “Reset” to clear the fields.

3. Enter the DSLBD reconmendati on and Comments in this area. Sel ect “Save
Recommendation” to keep the information or “Reset” to clear the fields.

4. Select a new status fromthe drop-down |ist and then sel ect “Change Status.”
Your business procedures dictate a specific order for the status changes to
occur.

These procedures remain the same; you are just documenting each step in the
procedure. Once all the prelimnary steps have been acconplished, and the
application

has been either approved or rejected by SLBOC, select the correct status in the
Change Status field and then select “Change Status.” |If approved, the system
wil |

automatically generate the LSDBE nunber and place it in the Issued LSDBE# fiel d.

5. The Status History in the bottomright of the screen lists all statuses the
application

has had, who perforned the change and the date it was effective.

7.3 Add New Application

Applications may be received by mail or hand delivered to the DSLBD of fice.
These applications

must still be entered into the systemso the information gets into the database.
Sel ect “Add New

Application” fromthe Adm nistration screen.

Figure 73: Add New Application Screen

To add an application, first you nust check to see if the conpany is in the
dat abase. Enter the



conmpany name or part of the nane in the “Search Conpanies” field; if any
conpanies in the

dat abase match the search criteria entered, they are displayed in the “Sel ect
Conpany” field.

Sel ect a conpany.

If the conpany is not in the database, you nmust first register the conpany
before you can add a

new application. Register a new conpany by selecting the “Regi ster New Conpany”
butt on.

Figure 74: Conpany Registration Screen

Enter the following information in the Conpany Information section:

e« Conpany Name—The full nanme of the conpany

e FEINThe tax identification nunber that is put on the conpany's incone tax
forns

(This 9-digit nunber is generally issued by the IRS but may be a Social Security
Nunber . )

* Busi ness Phone—fhe phone nunber for the conpany

» Website—Provide the URL for the conpany's website if applicable

e Conpany Mailing Address — The address where conpany mail is received (The
fields

are Street, City, State, and Zip Code.)

Enter the nane of a person in the conpany who is the contact that DSLBD
interfaces wth:

* First Nane

* Last Nane

« Phone—Enter a nunber where this person can be reached.

e Emuil —Enter an emnil address where DSLBD can send nmessages; this should be one
that is used frequently.

* Username—Enter a usernane that you will easily renenber.

e Password—Enter a password that you will easily renmenber, the password nust be
between 5 and 25 characters and is case sensitive.

e Confirm Password—Enter the same password that you entered above.

Select “Subnmit” to enter the conpany into the system An email will be sent to

t he conpany

providing themw th the usernanme and password you entered.

Select the “Create New Application” link on the left navigation bar to return to
the Add New

Application screen

Figure 75: Add New Application Screen

1. Select the conpany fromthe “Sel ect Conmpany” |ist.

2. Using the drop-down list in the “Sel ect Application Type” field. Application
types are

Certification, Joint Venture, Recertification, and Upgrade. The system wil |

det erm ne

what application types are available to select. If the conpany is doing business
with

anot her conpany and that conpany is certified, you can select the Joint Venture
application. The systemw |l not allow a new application to be created if there
is

al ready one in process in the system

3. Select “Create Application” when all appropriate infornmation has been

sel ect ed.

Sel ect “Cancel” to |l eave the screen without performnming any functions.

The Application types available will vary depending on what applications are



already in the systemif the conpany has been certified before. Application
types

avail abl e are:

Certification—for a newy registered conpany. The Certification application has
16 pages total. As you progress through the applications, sone questions wll
not

be displayed if anything other than corporation is selected in the business
structure

qguestion, some questions will be displayed if LLC is selected as the business
structure, and the |ocal unenpl oynent conpensati on number question is not

di spl ayed for a sole proprietorship business structure. The program uses behi nd-
the-scenes logic to display only those questions that apply, based on the
answer s

to the business structure question.

Recertification—for an existing conpany that is within 90 of their current
expiration date nor 2 years past their expiration date. The Recertification
application has four pages.

Upgrade—for a currently certified conpany that has undergone sone change t hat
affects their certification classification. This could be a nove to a new zone,
addi ng additional categories or other itens. The Upgrade has six pages.

Joint Venture is for conpanies that are collaborating with an LSDBE conpany

for a while. The Joint Venture has one page.

The foll owi ng exanple is for a conpany applying for recertification. The nunber
of pages for the

application appears above the first question as a row of nunmbered boxes. The
current page is

shown as a white nunbered box, conpleted pages are bl ue nunbered boxes, and
pages not yet

conpl eted are shown in grey boxes.

Figure 76: Add Application—Recertification Application Sel ected

Enter information fromthe paper application into the fields on the screen. Each
application page

has additional information available if you select the Help icon.

Sel ect “Save & Continue” to progress through the application.

When you enter a District “Business Location Address,” it will be verified
agai nst the MAR and
if it does not quite match what is in the database, you will be asked if the

address is the one you
want. You may opt to accept the address as it was entered.

You can print out a Sunmary Report of all information on the application by
sel ecting the Print

i con.

If any required fields are missing, you will not be able to continue entering

dat a beyond t hat

screen. Once all required informtion has been entered, select “Submit”. This
changes the status

for this application to “Pending” on the Application List.

7.4 Joint Venture Application

Refer to Section 6.5

7.5 View Print Current LSDBE |nformation

Selecting the “View Print Current LSDBE Information” button displays the
foll owi ng screen.

Figure 77: View Print Current LSDBE Information Screen
Enter an LSDBE' s conpany name or FEIN into one of the fields. If you want to use
t he search



feature, enter the first fewletters of a conmpany's name in the “LSDBE Conpany
Nanme” field and

sel ect the “Search” button. The results will be displayed in a pop-up |list and
you can select a

nane fromthe list.

Once you have a valid LSDBE Conpany Name or FEIN, select the “View Print Current
Information” button to display the report. The following figure is a sanple of
t he LSDBE

Summary Revi ew Report.

Use the Print link on the screen to print out a copy of the report. Use the
print dialog box to adjust

the [ayout (landscape or portrait) if you desire. Use the “Go Back” link to
return to the previous
page.

Figure 78: View Print Current LSDBE |Information Summary Report

8 Agency LSDBE Liai son

Figure 79: Agency Liaison Adm nistration Screen

8.1 Cenerate Conpliance Report

Sel ecting “Generate Conpliance Report” for the first time in a fiscal year
di spl ays the foll ow ng

screen.

Figure 80: View Print Agency Conpliance Report—Enter Goals

Enter your Agency's yearly goals. You will be allowed to enter this only once
and cannot change

it. If changes need to be made, you nust contract the Conpliance Manager who has
the capability

of adjusting the values for you. You will need to provide witten authorization
to DSLDB i n order

to have a change made.

If you select “Cenerate Conpliance Report” after your goals have been entered,
the foll ow ng

screen is what you will see.

Figure 81: View Print Conpliance Report — Read or Print only

All P.O data in the table cones from PASS and is automatically updated ever 24
hours. Sel ect

the Print icon to print a copy of the report.

Appendi x A: Acronyns, Abbreviation, and Definitions

Term

Definition

ANC

Advi sory Nei ghborhood Commi ssion

CAD

Contract Activity Database

CADS

Contracting Activity Database System
DBE

Di sadvant aged Busi ness Enterprise
DSLBD

Department of Small and Local Busi ness Devel opnent
DZE

Devel opnment Enterprise Zone

FEI' N

Federal Enpl oyee Identification Nunber



LBE

Local Business Enterprise

LRB

Longti me Resi dent Busi ness

L SDBE

Local, small, disadvantaged busi ness enterprise
MAR

Mast er Address Repository

NI GP

Nati onal Institute of Government Purchases
OCP

O fice of Contracting and Procurenent

OCTO

O fice of the Chief Technology Oficer
PASS

Aut omat ed Purchasi ng System

ROB

Resi dent Owned Busi ness

RSD

Requi rements Specification Docunent
SBE

Smal | Busi ness Enterprise



YOUR LETTERHEAD

EQUAL EMPLOYMENT OPPORTUNITY (EEO) POLICY STATEMENT

SHALL NOT DISCRIMINATE AGAINST ANY EMPLOYEE OR
APPLICANT FOR EMPLOYMENT BECAUSE OF ACTUAL OR PERCEIVED: RACE, COLOR,
RELIGION, NATIONAL CRIGIN, SEX, AGE, MARTAL STATUS, PERSONAL APPEARANCE,
SEXUAL ORIENTATION, GENDER IDENTITY OR EXPRESSION, FAMILIAL STATUS, FAMILY
RESPONSIBILITIES, MATRICULATION, POLITICAL AFFILIATION, GENETIC INFORMATION,
DISABILITY, SOURCE OF INCOME, OR PLACE OF RESIDENCE OR BUSINESS.

AGREES TO AFFIRMATIVE ACTION TO ENSURE THAT APPLICANTS
ARE EMPLOYED, AND THAT EMPLOYEES ARE TREATED DURING EMPLOYMENT WITHOUT
REGARD TO THEIR ACTUAL OR PERCEIVED: RACE, COLOR, RELIGION, NATIONAL ORIGIN,
SEX, AGE, MARITAL STATUS, PERSONAL APPEARANCE, SEXUAL ORIENTATION, GENDER
IDENTITY OR EXPRESSION, FAMILIAL STATUS, FAMILY RESPONSIBILITIES,
MATRICULATION, POLITICAL AFFILIATION, GENETIC INFORMATION, DISABILITY, SOURCE
OF INCOME, OR PLACE OF RESIDENCE OR BUSINESS. THE AFFIRMATIVE ACTION SHALL
INCLUDE, BUT NOT BE LIMITED TO THE FOLLOWING: (A) EMPLOYMENT, UPGRADING, OR
TRANSFER; (B) RECRUITMENT OR RECRUITMENT ADVERTISING; (C) DEMOTION, LAY OFF,
OR TERMINATION; (D) RATES OF PAY, OR OTHER FORMS OR COMPENSATION; AND (E)
SELECTION FOR TRAINING AND APPRENTICESHIP.

AGREES TO POST IN CONSPICUOUS PLACES THE PROVISIONS
CONCERNING NON-DISCRIMINATION AND AFFIRMATIVE ACTION.

SHALL STATE THAT ALL QUALIFIED APPLICANTS WILL RECEIVE
CONSIDERATION FOR EMPLOYMENT PURSUANT TO SUBSECTION 1103.2 THROUGH 1103.10
OF MAYOR'S ORDER 85-85; “EQUAL EMPLOYMENT OPPORTUNITY REQUIREMENTS IN
CONTRACTS.

AGREES TO PERMIT ACCESS TO ALL BOOKS FERTAINING TO ITS
EMPLOYMENT PRACTICES, AND TO REQUIRE EACH SUBCONTRACTOR TO PERMIT ACCESS
TO BOOKS AND RECORDS.

AGREES TO COMPLY WITH ALL GUIDELINES FOR EQUAL
EMPLOYMENT OPPORTUNITY APPLICABLE IN THEDISTRICT OF COLUMBIA.

SHALL INCLUDE IN EVERY SUBCONTRACT THE EQUAL
OPPORTUNITY CLAUSES, SUBSECTION 11032 THROUGH 110310 SO THAT SUCH
PROVISIONS SHALL BE BINDING UPON EACH SUBCONTRACTOR OR VENDOR.

AUTHORIZED OFFICIAL AND TITLE DATE
AUTHORIZED SIGNATURE FIRM/ORGANIZATION
NAME



YOUR LETTERHEAD

ASSURANCE OF COMPLIANCE WITH EQUAL EMPLOYMENT OPPORTUNITY REQUIREMENTS

MAYOR’S ORDER 85-85, EFFECTIVE JUNE 10, 1985, AND THE RULES IMPLEMENTING MAYORS
ORDER 85-85, 33 DCR 4952, (PUBLISHED AUGUST 15, 1986), “ON COMPLIANCE WITH EQUAL
OPPORTUNITY REQUIREMENTS IN DISTRICT GOVERNMENT CONTRACTS,” ARE HEREBY INCLUDED
AS PART OF THIS BID/PROPOSAL. THEREFORE, EACH BIDDER/OFFEROR SHALL INDICATE BELOW
THEIR WRITTEN COMMITMENT TO ASSURE COMPLIANCE WITH MAYOR’S ORDER 85-85 AND THE
IMPLEMENTING RULES. FAILURE TO COMPLY WITH THE SUBJECT MAYOR’S ORDER AND THE
IMPLEMENTING RULES SHALL RESULT IN REJECTION OF THE RESPECTIVE BID/PROPOSAL.

I, , THE AUTHORIZED REPRESENTATIVE OF
,  HEREINAFTER REFERRED TO AS “THE
CONTRACTOR,” CERTIFY THT THE CONTRATOR IS FULLY AWARE OF ALL OF THE PROVISIONS OF
MAYOR’S ORDER 85-85, EFFECTIVE JUNE 10, 1985, AND OF THE RULES IMPLEMENTING MAYOR’S
ORDER 85-85, 33 DCR 4952. | FURTHER CERTIFY AND ASSURE THAT THE CONTRACTOR WILL FULLY
COMPLY WITH ALL APPLICABLE PROVISIONS OF THE MAYOR’S ORDER AND IMPLEMENTING
RULES IF AWARDED THE D.C. GOVERNMENT REFERENCED BY THE CONTRACT NUMBER ENTERED
BELOW. FURTHER, THE CONTRACTOR ACKNOWLEDGES AND UNDERSTANDS THAT THE AWARD
OF SAID CONTRACT AND ITS CONTINUATION ARE SPECIFICALLY CONDITIONED UPON THE
CONTRACTOR’S COMPLIANCE WITH THE ABOVE-CITED ORDER AND RULES.

CONTRACTOR

NAME

SIGNATURE

TITLE

CONTRACT NUMBER

DATE



EQUAL EMPLOYMENT OPPORTUNITY
EMPLOYER INFORMATION REPORT

GOVERNMENT OF THE DISTRICT OF COLUMBIA Reply to:
DC Office of Contracting and Procurement Office of Contracting and Procurement
Employer Information Report (EEO) 441 4" Street, NW, Suite 700 South

Washington, DC 20001

Ingtructions:
Two (2) copies of DAS 84-404 or Federal Form EEO-1 shall be submitted to the Office of Contracting and Procurement.

One copy shall be retained by the Contractor.

Section A — TY PE OF REPORT

1. Indicate by marking in the appropriate box the type of reporting unit for which this copy of the formis submitted (MARK ONLY ONE BOX)

Single Establishment Employer Multi-establishment Employer:
(1) 8 Single-establishment Employer Report (2) y Consolidated Report
(3) ¥ Headquarters Report
(4) ¥ Individual Establishment Report (submit one for each
establishment with 25 or more employees)

(5) y Speciad Report

1. Total number of reports being filed by this Company.

Section B—COMPANY IDENTIFICATION (To be answered by all employers) OFFICIAL
USE
ONLY
1. Name of Company which owns or controls the establishment for which this report isfiled a
Address (Number and street) City or Town Country State Zip Code b.
b.  Employer
Identification No.
2. Establishment for which this report isfiled. OFFICIAL
USE
ONLY
a  Name of establishment c.
Address (Number and street) City or Town Country State Zip Code
d.

b.  Employer Identification No.

3. Parent of affiliated Company

a Name of parent or affiliated Company b.  Employer Identification No.

Address (Number and Street) City or Town Country State Zip Code

Section C - ESTABLISHMENT INFORMATION

1. Isthelocation of the establishment the same as that reported last year? 2. Isthemajor business activity at this establishment the same OFFICIAL
0 Yes 0©ONo 0 Didnotreport 0 Report on combined asthat reported last year? OYes O No USE
last year basis O Noreport lastyear  © Reported on combined basis ONLY

2. What isthe mgjor activity of this establishment? (Be specific, i.e., manufacturing steel castings, retail grocer, wholesale plumbing
supplies, titleinsurance, etc. Include the specific type of product or service provided, aswell asthe principa business or industrial
activity.

3. MINORITY GROUP MEMBERS: Indicateif you are aminority business enterprise (50% owned or 51% controlled by minority members).

6Yes O No

DAS 84-404 (Replaces D.C. Form 2640.9 Sept. 74 which is Obsolete) 84-2P891




SECTION D - EMPLOYMENT DATA

Employment at this establishment — Report all permanent, temporary, or part-time employees including apprentices and on-theob
trainees unless specifically excluded as set forth in the instructions. Enter the appropriate figureson al linesand in all columns.
Blank spaces will be considered as zero. In columns 1, 2, and 3, include ALL employees in the establishment including thosein
minority groups

MINORITY GROUP EMPLOYEES

TOTAL EMPLOYEESIN ESTABLISHMENT MALE FEMALE
Totd Total Total
JOB Employees Male Femae
CATEGORIES Including Including Including Black Asian | American | Hispanic | Black Asian  American  Hispanic
Minorities Minorities Minorities Indian Indian

@ @ (©)] @ ® © 0 ® © (19 11)

Officias and
Managers

Professionals

Technicians

Sales Workers

Office and Clerica

Craftsman (Skilled)

Operative (Semi-
Skilled)

Laborers(Unskilled)

ServiceWorke's

TOTAL

Total employ reported
in previous report

(The trainee below should also be included in the figures for the appropriate occupation categories above)

Formal | (1) 2 3 (4) () (6) (7 @ | © (10) (11)
Oon- lor
The-Job | &
Trainee
Production
1. How wasinformation asto race or ethnic group in Section D obtained? 2. Dates of payroll period used
a. 0 Visua Survey c. 6 Other Specify 3. Pay period of last report submitted for this
b. 8 Employment Record establishment.

Section E— REMARKS Usethis Item to give any identification data appearing on last report which differs from that given above,
explain major changesin composition or reporting units, and other pertinent information.

| Section F - CERTIFICATION

Check 1. & All reports are accurate and were prepared in accordance with the instructions (check on consolidated only)
One 2.8 Thisreport isaccurate and was prepared in accordance with the instructions.
Name of Authorized Official Title Signature Date
Name of person contact regarding Address
Thisreport (Type of print) (Number and street)
Title City and State Zip Code Telephone Number Extension

INFORMATION CITED HEREIN SHALL BE HELD IN CONFIDENCE.



DEPARTMENT OF SMALL AND LOCAL BUSINESS DEVELOPMENT
CONTRACT COMPLIANCE DIVISION

SUBCONTRACT SUMMARY FORM

This SUMMARY form is to be completed by the PRIME contractor.

BID NO. CCB NUMBER: ol pages
*NOTE:  The standared for minarity subcaniracting 1s 25% of the TOTAL contract dollac | AMOUNT OF PRIME CONTRACT: §
amount (o be subcontracted. AMOUNT OF ALL SUSCONTRACTS: § equals
% OF THE PRIME CONTRACT |
NAME QF PRIME CONTRACTOR: ADORESS:
TELEPHONE NO.
PROJECT NAME: PROJECT DESCRIPTIONS:
ADDRESS:
WARD NO.:

SECTION 1 LIST ALL SUBCONTRACTORS THAT WILL BE UTILIZED ON THE ABQVE PROJECT
1. NAME OF SUBCONTRACTOR 1. 1S THIS A *MINORITY SUB? 1. § AMOUNT OF SUBCONTRACT
2. ADDRESS YES HO aquals{=)
3. CONTACT PERSON 2. TRADE OR BUSINESS PROQUCT | 2. % {percantj OF TOTAL
4. MBOC CERT. NO. 5. PHONE NQ. THAT SUB WILL PROVIDE. PRIME CONTAACT.
L 1. MINQRITY SUBCONTRACTOR 1.5
i_ YES NO equals( =)
4: 5. 2. : 2. e
' 1. MINORITY SUBCONTRACTOR 1. %
i. YES . NO aquals( =)
4: n 5. 2. 2. ) VA
1. 1. MINORITY SUBCONTRACTOR | g
g- YES ne equals( =)
4: 5. 2. 2. %
1 1. MINORITY SUBCONTRACTOR |4 g
i. YES NO equals( =)
‘. 5. 2. 2. %
1. 1. MINORITY SUBCONTRACTOR 1%
i. YES NG equals( =)
4, 5: 2. . SR Y
1. 1. MINORITY SUBCONTRACTOR [ (g
;. YES NO equals{ = }_
4. 5. 2. 2. Y
1. 1. MINORITY SUBCONTRACTOR 1% .

. ; YES NO equals{ =}
. 5. 2. 2. %,
1 1. MINORITY SUBCONTRACTOR 1. %
:f;- YES ND equais( =)
4. 5. 2. 2. ¥
1 1. MINORITY SUBCONTRACTOR 18 i
; YES NO equals( =)
4? 5. 2. 2. %
1 1. MINORITY SUBCONTRACTOR [ :
§A YES NO equals( =)
4: 5. 2. 2. Y
1. 1. MINORITY SUBCONTRACTOR 1.3
i- YES NO 7 equalst =)
. 5. 2, 2 %,

TOTAL DOLLAR AMOUNT SUBCONTRACTED TO *MINORITY BUSINESS ENTERPRISES. §

PERCENT OF PRIME CONTRACT.

./- -




SOLICITATION NO:

PROJECTED GOALS AND TIMETABLES FOR FUTURE HIRING

MINORITY GROUP EMLOYES GOALS TIMETABLES

JOB MALE FEMALE

CATEGORIES AMERICAN AMERICAN
BLACK  ASIAN INDIAN  HISPANIC BLACK ASIAN  INDIAN  HISPANIC

OFFICIALS &
MANAGERS

PROFESSIONALS

TECHNICIANS

SALES
WORKERS

OFFICE AND
CLERICAL

CRAFTSMANS
(SKILLELD)

OPERATIVE
(SEMI-SKILLED)

LABORERS
(UNSKILLED)

SERVICE
WORKERS

TOTALS

NAME OF AUTHORIZED OFFICIAL: TITLE: SIGNATURE:

FIRM NAME: TELEHONE NO: DATE:

INDICATE IF THE PRIME UTILIZES A “MINORITY FINANCIAL INSTITUTION”

Yes No
NAME:
ADDRESS:

TYPE OF ACCOUNT/S:




District of Columbia Register

GOVERNMENT OF THE DISTRICT OF COLUMBIA

ADMINISTRATIVE ISSUANCE SYSTEM
SUBJECT: Compliance with Equal Opportunity Obligations in Contracts

ORIGINATING AGENCY: Office of the Mayor

By virtue of the authority vested in me as Mayor of the District of Columbia by Section 422 of the District of
Columbia self-government and Government Reorganization Act of 1973 as amended, D.C. Code section 1-242
(1981-Ed.), it is hereby ORDERED that Commissioner’s Order No. 73-51, dated February 28, 1973, is hereby
rescinded and reissued in its entirety to read as follows:

1. Establishment of Policy: There is established a policy of the District of Columbia Government to:

(@) provide equal opportunity in employment for all persons with respect to any contract by and
with the Government of the District of Columbia.

(b) prohibit discrimination in employment because of race, color, religion, national origin, sex,
age, marital status, personal appearance, sexual orientation, family responsibilities, matriculation,
political affiliation, or physical handicap;

(c) provide equal opportunity to all persons for participation in all District of Columbia Government
contracts, including but not limited to lease agreements, Industrial Revenue Bond financing, and Urban
Development Action grants;

(d) provide equal opportunity to minority business enterprises in the performance of District of
Columbia Government contracts in accordance with Mayor’s Orders, District of Columbia laws, and
rules and regulations promulgated by the Minority Business Opportunity Commission; and

(e) promote the full realization of equal employment through affirmative, continuing programs
by contractors and subcontractors in the performance of contracts with the District of Columbia
Government.

2. Delegation of Authority: The Director of the Office of Human Rights (hereinafter “Director”) is delegated
the authority vested in the Mayor to implement the provisions of this order as set forth herein, and any
rules, regulations, guidelines, and procedures adopted pursuant thereto.

3. Responsibilities: The Director of the Office of Human Rights shall be responsible for establishing and
ensuring agency compliance with the policy set forth in this Order, any rules, regulations, and procedures
that may be adopted by the Office of Human Rights pursuant to this Order, and any other equal opportunity
provisions as may be added as a part of any contract.

4, Powers and Duties: The Director of the Office of Human Rights shall have the following powers
and duties:

(a) to establish standards and procedures by which contractors and subcontractors who perform under
District of Columbia Government contracts shall comply with the equal opportunity provisions of their
contracts; to issue all orders, rules, regulations, guidelines, and procedures the Director may deem
necessary and proper for carrying out and implementing the purposes of this Order;

(b) to assume equal opportunity compliance jurisdiction over any matter pending before a contracting
agency where the Director considers it necessary or appropriate for the achievement of the purposes of



()

(d)

(€)

(f)

(¢))

(h)

(i)

this Order, keep the contracting agency informed of all actions taken, and act through the contracting
agency to the extent appropriate and practicable;

to examine the employment practices of any District of Columbia Government contractor or
subcontractor, or initiate the examination by the appropriate contracting agency to determine whether
or not the contractual provisions specified in any rules and regulations adopted pursuant to this Order
have been violated, and notify the contracting agency of any action taken or recommended;

to monitor and evaluate all District of Columbia Government agencies, including those independent
agencies and commissions not required to submit the Affirmative Action Programs of their contractors
to the Office of Human Rights for approval, to ensure compliance with the equal opportunity
obligations in contracts;

to use his or her best efforts to cause any labor union engaged in work under District of

Columbia Government contracts, any referral, recruiting or training agency, or any other representative
of workers who are or may be engaged in work under contracts and subcontracts to cooperate in and to
comply with the implementation of the purposes of this Order;

to notify, when appropriate, the concerned contracting agencies, the Office of Federal Contract
Compliance Programs, the U.S. Department of Justice, or other appropriate Federal, State, and District
agencies, whenever the Director has reason to believe that practices of any contractor, labor
organization, lending institution, insurance firm, or agency violate provisions of Federal, State, or
District, laws;

to enter, where the determinations are made by Federal, State, or District agencies, into reciprocal
agreements with those agencies to receive the appropriate information;

to hold hearings, public or private, as necessary to obtain compliance with any rules,

regulations, and procedures promulgated pursuant to this Order, and to issue orders relating thereto.

No order to terminate or cancel a contract, or to withhold from any contractor further District of
Columbia Government contractors shall be issued without affording the contractor an opportunity for a
hearing. Any order to terminate or cancel a contract or to withhold from any contractor further District
of Columbia Government contracts shall be issued in accordance with rules, and regulations pursuant
to the Administrative Procedure Act, as amended and;

to grant waivers from the minimum standards for the employment of minorities and women in
Affirmative Action Programs in exceptional cases, as circumstances may warrant.

Duties of Contracting Agencies: Each contracting agency shall have the following duties:

(@)

(b)

(©)

(d)

the initial responsibility for ensuring that contractors and subcontractors are in compliance
with any rules, regulations, and procedures promulgated pursuant to this Order;

to examine the employment practices of contractors and subcontractors in accordance with
procedures established by the Office of Human Rights, and report any compliance action to the
Director of the Office of Human Rights;

to comply with the terms of this Order and of the orders, rules, regulations, guidelines, and
procedures of the Office of Human Rights issued pursuant thereto in discharging their responsibility
for securing contract compliance; and

to secure compliance with any rules, regulations, and procedures promulgated pursuant to

this Order before or after the execution of a contract by methods, of conference, conciliation and
persuasion. No enforcement proceedings shall be initiated, nor shall a contract be cancelled or
terminated in whole or in part, unless such methods have first been attempted.

Procedures: The procedures to be followed in implementing this Order shall be those set forth in



Orders, rules, regulations, and guidelines as may be promulgated by the Office of Human Rights.

7. Severability: If any section, subsection, sentence, clause, phrase, or portion of the provisions in
this Order is for any reason declared by any court of competent jurisdiction to be invalid or
unconstitutional, such section, subsection, sentence, clause, phrase, or portion shall be deemed a separate,
distinct, and independent provision, and such holding shall not affect the validity of the remaining
provisions of this order.

8. Effective Date: This Order shall become effective immediately.

Signed by Marion Barry, Jr.
Mayor

ATTEST: Signed by Clifton B. Smith
Secretary of the District of Columbia




OFFICE OF HUMAN RIGHTS

NOTICE OF FINAL RULEMAKING

The Director of the Office of Human Rights hereby gives notice of the adoption of the following final rules
governing standards and procedures for equal employment opportunity applicable to contractors and subcontractors
under District of Columbia Government Contracts. Notice of Proposed Rulemaking was published for public
comment in the D.C. Register on April 11, 1986 at 33 DCR 2243. Based on some the comments received and upon
further review by the Office of Human Rights, minor revisions were made in the rules at the following subsections:
1104.1, 1104.2, 1104.4, 1104.13, 1104.17(e) (5), 1104.28, 1107.1, 1199.1, and at page 15 the definition of minority
was written out in addition to citing its D.C. Code. None of the revisions change the intent of the proposed final
rules. Final action to adopt these final rules was taken on August 4, 1986, and will be effective upon publication of
this notice in the Register.

CHAPTER 11 EQUAL EMPLOYMENT OPPORTUNITY REQUIREMENTS IN CONTRACTS

1100.

1100.1

1100.2

1101

1101.1

1102

1102.1

1103

1103.1

1103.2

PURPOSE

These rules shall govern standards and procedures to be followed by contractors and
subcontractors performing under District of Columbia Government contracts for goods
and services, including construction contracts, for the purpose of assuring equal
employment opportunity for minorities and women.

These rules establish requirements for contractors and subcontractors regarding their
commitment to observe specific standards for the employment of minorities and women and to
achieve affirmative action obligations under District of Columbia contracts. These rules are not
intended nor shall be used to discriminate against any qualified applicant for employment or
employee.

SCOPE

Except as hereinafter exempted, the provisions of this chapter shall apply to all District of
Columbia Government contracts subject to Mayor’s Order No. 85-85, and any rules, regulations,
and procedures promulgated pursuant to that Mayor’s Order.

COVERAGE

The provisions of this chapter shall govern the processing of any matter before the Office
Human Rights involving the following:

(a) Discrimination in employment on grounds of race, color, religion, national origin, sex, age,
marital status, personal appearance, sexual orientation, family responsibilities, matriculation,
political affiliation, or physical handicap by any District of Columbia Government contractor;
and

(b) Achievement of affirmative action obligations under District of Columbia contracts.
CONTRACT PROVISIONS

Each contract for goods and services, including construction contracts, except construction
subcontracts for standard commercial supplies or raw materials, shall include as express
contractual provisions the language contained in subsections 1103.2 through 1103.10.

The contractor shall not discriminate against any employee or applicant for employment because

of race, color, religion, national origin, sex, age, marital status, personal appearance, sexual
orientation, family responsibilities, matriculation, political affiliation, or physical handicap.

10



1103.3

1103.4

1103.5

1103.6

1103.7

1103.8

1103.9

1103.10

1104

1104.1

The contractor agrees to take affirmative action to ensure that applicants are employed, and that
employees are treated during employment, without regard to their race, color, religion, national
origin, sex, age, marital status, personal appearance, sexual orientation, family responsibilities,
matriculation, political affiliation, or physical handicap. The affirmative action shall include, but
not be limited to the following:

@ Employment, upgrading, or transfer;

(b) Recruitment or recruitment advertising;

(© Demotion, layoff, or termination;

(d) Rates of pay, or other forms of compensation; and
(e Selection for training and apprenticeship.

The contractor agrees to post in conspicuous places, available to employees and applicants for
employment, notices to be provided by the Contracting Agency, setting forth the provisions in
subsections 1103.2 and 1103.3 concerning non-discrimination and affirmative action.

The contractor shall, in all solicitations or advertisements for employees placed by or on behalf of
the contractor, state that all qualified applicants will receive consideration for employment
pursuant to the non-discrimination requirements set forth in subsection 1103.2

The contractor agrees to send to each labor union or representative of workers with which it has a
collective bargaining agreement, or other contract or understanding, a notice to be provided by the
Contracting Agency, advising each labor union or workers’ representative of the contractor’s
commitments under this chapter, and shall post copies of the notice in conspicuous places
available to employees and applicants for employment.

The contractor agrees to permit access to all books, records, and accounts, pertaining to its
employment practices, by the Director and the Contracting Agency for purposes of investigation
to ascertain compliance with this chapter, and to require under terms of any subcontractor
agreement each subcontractor to permit access of such subcontractors, books, records, and
accounts for such purposes.

The contractor agrees to comply with the provisions of this chapter and with all guidelines for
equal employment opportunity applicable in the District of Columbia adopted by the Director, or
any authorized official.

The prime contractor shall include in every subcontract the equal opportunity clauses, subsections
1103.2 through 1103.10 of this section, so that such provisions shall be binding upon each
subcontractor or vendor.

The prime contractor shall take such action with respect to any subcontractor as the Contracting
Officer may direct as a means of enforcing these provisions, including sanctions for non-
compliance; provided, however, that in the event the prime contractor becomes involved in, or is
threatened with, litigation with a subcontractor or vendor as a result of such direction by the
contracting agency, the prime contractor may request the District to enter into such litigation to
protect the interest of the District.

AFFIRMATIVE ACTION PROGRAM

Each apparent low bidder for a construction contract shall complete and submit to the Contracting
Agency, prior to the execution of any contract in the amount of twenty-five thousand dollars
($25,000) or more, and each contractor covered under subsection 1105.1, an Affirmative Action
Program to ensure equal opportunity which shall include specific standards for the utilization of
minorities and women in the trades, crafts and skills to be used by the contractor in the
performance of the contract.

11



1104.2

1104.3

1104.4

1104.5

1104.6

1104.7

1104.8

Each apparent low bidder or offeror for a non-construction contract shall complete and

submit to the Contracting Agency, prior to the execution of any contract in the amount of ten
thousand dollars ($10,000) or more, and each contractor covered under subsection 1105.2 , an
Affirmative Action Program to ensure equal opportunity which shall include specific standards for
the utilization of minorities in the job categories specified in subsection 1108.4.

To ensure equal opportunity each Affirmative Action Program shall include the following
commitments:

@ With respect to construction contracts, each contractor shall certify that it will comply
with the provisions of this chapter, and submit a personnel utilization schedule for all the
trades the contractor is to utilize, indicating the actual numbers of minority and female
workers that are expected to be a part of the workforce performing under the contract;
and

(b) With respect to non-construction contracts, each contractor shall certify that it will
comply with the provisions of this chapter, and shall submit a personnel utilization
schedule indicating by craft and skill, the minority composition of the workforce related
to the performance of the work under the contract. The schedule shall include all workers
located in the facility from which the goods and services are produced and shall include
the same information for other facilities which have a significant relationship to the
performance of work under the contract.

If the experience of the contractor with any local union from which it will secure employees
indicates that the union will not refer sufficient minorities or women to meet minority or female
employment commitments, the contractor shall, not less than ten (10) days prior to the
employment of any person on the project subject to the jurisdiction of that local union, do the
following:

@ Notify the District of Columbia Department of Employment Services and at least two (2)
minority and two (2) female referral organizations of the contractor’s personnel needs,
and request referral of minority and female workers; and

(b) Notify any minority and female workers who have been listed with the contractors as
awaiting vacancies.

If, within five (5) working days prior to commencement of work, the contractor determines that
the Department of Employment Services or the minority or female referral organizations are
unable to refer sufficient minorities or women to meet its commitments, the contractor may take
steps to hire, by referral or otherwise, from the local union membership to fill the remaining job
openings, provided that it notifies the local union of its personnel needs and of its employment
commitments. Evidence of the notification shall be provided to the Contracting Agency.

The contractor shall have standing requests for additional referrals of minority and female workers
with the local union, the Department of Employment Services, and the other referral sources, until
such time as the contractor has met its minority and female employment commitments.

If the contractor desires to lay off some of its employees in a given trade on a construction site, it
shall ensure that the required number of minority and female employees remain on the site to meet
the minority and female commitments.

No contractor shall refuse employment to any individual who has minimal facility to speak

English except where the contractor can demonstrate that the facility to speak English is necessary
for the performance of the job.
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1104.9

1104.10

1104.11

1104.12

1104.13

1104.14

1104.15

1104.16

1104.17

No union with which the contractor has a collective bargaining agreement shall refuse to refer
minority and female employees to such contractor.

To the extent that contractors have delegated the responsibility for some of their employment
practices to some other organization or agency which prevents them from meeting their equal
opportunity obligations, those contractors shall not be considered to be in compliance with this
chapter.

The obligations of the contractor shall not be reduced, modified, or subject to any provision in any
collective bargaining agreement with labor organization which provides that the labor
organizations shall have the exclusive or primary opportunity to refer employees.

When any contractor employs a minority person or woman in order to comply with this chapter,
those persons shall be advised of their right to seek union membership, the contractor shall
provide whatever assistance may be appropriate to enable that person to obtain membership, and
the contractor shall notify the appropriate union of that person’s employment.

The contractor shall not discharge, refuse to employ, or otherwise adversely affect any minority
person or woman because of any provision in any collective bargaining agreement, or any
understanding, written or oral that the contractor may have with any labor organization.

If at any time, because of lack of cooperation or overt conduct, a labor organization impedes or
interferes with the contractor’s Affirmative Action Program, the contractor shall notify the
Contracting Agency and the Director immediately, setting forth the relevant circumstances.

In any proceeding involving a disagreement between a labor organization and the contractor over
the implementation of the contractor’s Affirmative Action Program, the Contracting Agency and
the Office of Human Rights may become a party to the proceeding.

In determining whether or not a contractor is utilizing minorities and females pursuant to Section
1108, consideration shall be given to the following factors:

@ The proportion of minorities and women employed in the trades and as laborers in the
construction industry within the District of Columbia;

(b) The proportion of minorities and women employed in the crafts or as operatives in non-
construction industries with in the District of Columbia;

(c) The number and ratio of unemployed minorities and women to total unemployment in the
District of Columbiga;

(d) The availability of qualified and qualifiable minorities and women for employment in any
comparable line of work, including where they are now working and how they may be
brought into the contractor’s workforce;

(e The effectiveness of existing training programs in the area, including the number who
complete training, the length and extent of training, employer experience with trainees,
and the need for additional or expanded training programs; and

()] The number of additional workers that could be absorbed into each trade or line of work
without displacing present employees, including consideration of present employee
shortages, projected growth of the trade or line of work, and projected employee
turnover.

The contractor’s commitment to specific standards for the utilization of minorities and females as
required under this chapter shall include a commitment to make every good faith effort to meet
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those standards. If the contractor has failed to meet the standards, a determination of “good faith”
shall be based upon the contractor’s documented equal opportunity efforts to broaden its equal
employment program which shall include, but may not necessarily be limited to, the following
requirements:

@ The contractor shall notify the community organizations that the contractor has
employment opportunities available and shall maintain records of the organizations’
responses;

(b) The contractor shall maintain a file of the names and addresses of each minority and

female worker referred to it and what action was taken with respect to each referred
worker. If that worker was not sent to the union hiring hall for referral or if the worker
was not employed by the contractor, the contractor’s file shall be documented and the
reasons therefore;

(c) The contractor shall notify the Contracting Agency and the Director when the union or
unions with which the contractor has a collective bargaining agreement has not referred
to the contractor a minority or female worker originally sent to the union by the
contractor for union registration, or the contractor has other information that the union
referral process has impeded the contractor’s efforts to meet its goals;

(d) The contractor shall participate in training programs related to its personnel needs;
(e) The contractor shall disseminate its EEO policy internally by doing the following:
(1) Including it in any organizational manual;
2 Publicizing it in company newspapers, annual report, etc.;
3) Conducting staff, employee, and union representatives meetings to explain and

discuss the policy;

4) Posting; and

(5) Reviewing the policy with minority and female employees.

0] The contractor shall disseminate its EEO policy externally by doing the following:
Q) Informing and discussing it with all recruitment sources;
2 Advertising in news media, specifically including news media directed to

minorities and women;

3) Notifying and discussing it with all known minority and women’s organizations;
and
4) Notifying and discussing it with all subcontractors and suppliers.
1104.18 The contractor shall make specific recruitment efforts, both written and oral, directed at all

minority and women’s training organizations within the contractor’s recruitment area.

1104.19 The contractor shall encourage present employees to assist in the recruitment of minorities and
women for employment.

1104.20 The contractor shall validate all qualifications, selection requirements, and tests in accordance
with the guidelines of the Equal Employment Opportunity Commission.
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1104.21

1104.22

1104.23

1104.24

1104.25

1104.26

1104.27

1104.28

1104.29

1104.30

1104.31

1104.32

1104.33

1104.34

1105

1105.1

1105.2

The contractor shall make good faith efforts to provide after school, summer and vacation
employment to minority youths and young women.

The contractor shall develop on-the-job training opportunities, and participate and assist in any
association or employer group training programs relevant to the contractor’s employee needs.

The contractor shall continually inventory and evaluate all minority and female personnel for
promotion opportunities.

The contractor shall make sure that seniority practices, job classifications, qualifications, etc. do
not have a discriminatory effect on minorities and women.

The contractor shall make certain that all facilities and company activities are nonsegregated.

The contractor shall continually monitor all personnel activities to ensure that its EEO policy is
being carried out.

The contractor may utilize minority banking facilities as depositories for funds which may be
involved, directly or indirectly, in the performance of the contract.

The contractor shall employ minority and female workers without respect to union membership in
sufficient numbers to meet the minority and female employment standards, if the experience of the
contractor with any labor union from which it will secure employees does not indicate that it will
refer sufficient minorities and females to meet its minority and female employment standards.

The contractor shall ensure that all of its employees as well as those of its subcontractors are made
knowledgeable about the contractor’s equal opportunity policy.

[Reserved]

Each contractor shall include in all bid invitations or other pre-bid communications, written or
otherwise, with respect to prospective subcontractors, the standards, as applicable, which are
required under this chapter.

Whenever a contractor subcontracts a portion of the work in any trade, craft or skill it shall include
in the subcontract, its commitment made under this chapter, as applicable, which shall be adopted
by its subcontractors who shall be bound thereby and by the regulations of this chapter to the full
extent as if it were the prime contractor.

The prime contractor shall give notice to the Director and the Contracting Agency of any refusal
or failure of any subcontractor to fulfill its obligations under this chapter.

Failure of compliance by any subcontractor shall be treated in the same manner as a failure by the
prime contractor.

EXEMPTIONS

Prospective construction contractors shall be exempt from submitting Affirmative Action
Programs for contracts amounting to less than twenty-five thousand dollars ($25,000); provided,
that when a construction contractor accumulates contracts amounting to twenty-five thousand
dollars ($25,000) or more within a period of twelve (12) months that contractor shall be required
to submit an Affirmative Action Program for each contract executed thereafter.

Prospective non-construction contractors shall be exempt from submitting Affirmative Action
Programs for contracts amounting to less than ten thousand dollars ($10,000); provided, that when
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1106

1106.1

1106.2

1106.3

1106.4

1107

1107.1

1108

1108.1

1108.2

1108.3

1108.4

a non-construction contractor accumulates contracts amounting to ten thousand dollars ($10,00) or
more during a period of twelve (12) months that contractor shall be required to submit an
Affirmative Action Program for each contract executed thereafter.

NONRESPONSIBLE CONTRACTORS

If a bidder or offeror fails either to submit a complete and satisfactory Affirmative Action Program
or to submit a revised Affirmative Action Program that meets the approval of the Director, as
required pursuant to this chapter, the Director may direct the Contracting Officer to declare the
bidder or offeror to be nonresponsible and ineligible for award of the contract.

Any untimely submission of an Affirmative Action Program may, upon order of the Director, be
rejected by the Contracting Officer.

In no case shall there be any negotiation over the provision of specific utilization standards
submitted by the bidder or offeror after the opening of bids or receipt of offer and prior to award.

If any directive or order relating to nonresponsibility is issued under this section, the Director shall
afford the bidder or offeror a reasonable opportunity to be heard in opposition to such action in
accordance with subsection 1118.1, or in support of a request for waiver under section 1109.

NOTICE OF COMPLIANCE

Each Contracting Agency shall include, or require the contract bidder or offeror to include, in the
invitation for bids or other solicitation used for a D.C. Government-involved contract, a notice
stating that to be eligible for consideration, each bidder or offeror shall be required to comply with
the provisions of this chapter for the trades, crafts and skills to be used during the term of the
performance of the contract whether or not the work is subcontracted.

MINIMUM STANDARDS FOR MINORITY AND FEMALE EMPLOYMENT

The minimum standards for the utilization of minorities in the District of Columbia Government
construction contracts shall be forty-two percent (42%) in each trade for each project, and an
aggregate workforce standard of six and nine-tenths percent (6.9%) for females in each project.
Any changes in Federal standards pertaining to minority group and female employment in
Federally-involved construction contracts shall be taken into consideration in any review of these
requirements.

The construction contractor’s standards established in accordance with subsection 1108.1 shall
express the contractor’s commitment of the forty-two percent (42%) of minority personnel who
will be working in each specified trade on each of the contractor’s District of Columbia
Government projects, and the aggregate standard of six and nine-tenths percent (6.9%) for the
employment of females in each District of Columbia Government contract.

The hours for minority and female workers shall be substantially uniform throughout the entire
length of the construction contract for each trade used, to the effect that the same percentage of
minority workers in the trades used shall be working throughout the length of work in each trade
on each project, and the aggregate percentage in each project for females.

The minimum standard for the utilization of minorities in non-construction contracts shall be
twenty-five percent (25%) in each of the following nine (9) job categories:

@ Officials and managers;

(b) Professionals;
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(© Technicians;

(d) Sales workers;

(e) Office and clerical workers;

()] Craftpersons (Skilled);

(9) Operative (Semi-skilled);

(h) Laborers (Unskilled); and

(1 Service workers.

With respect to non-construction contracts the contractor’s standards established in accordance
with subsection 1108.4 shall express the contractor’s commitment of the twenty-five percent
(25%) of minority personnel who will be working in each specified craft or skill in each contract.
WAIVERS

The Director may grant a waiver to a prospective contractor from the requirement to submit a set
of minimum standards for the employment of minorities and women in a particular contract, if
before the execution of the contract and approval of the Affirmative Action Program, the
contractor can document and otherwise prove it is unable to meet the standards in the performance
of the contract.

SOLICITATION OF CONTRACT

Each solicitation for contract covered by section 1104 shall contain a statement that contractors
shall comply with the minimum standards established pursuant to these rules for ensuring equal
opportunity.

The contract solicitation shall require that each bidder or offeror certify that it intends to meet the
applicable minimum standards in section 1108 in order to be considered for the contract.

PRIOR TO EXECUTION OF CONTRACT

Upon being designated the apparent low bidder or offeror, that contractor shall submit a detailed
Affirmative Action Program that sets forth the following:

Q) The composition of its current total workforce; and

2 The composition of the workforce by race, color, national origin, and sex to be used in
the performance of the contract and that of all known subcontractors that will be utilized
to perform the contract.

The apparent low bidder or offeror shall submit an Affirmative Action Program in accordance
with section 1104 describing the actions it will take to ensure compliance with this chapter which
shall be subject, prior to the execution of any contract, to the approval of the Director.

If the Office of Human Rights does not act within ten (10) working days after the receipt of the

Affirmative Action Program sent for approval, the Contracting Agency may proceed on its own
determination to execute the contract.
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The apparent low bidder or offeror shall submit an Affirmative Action Program within a period of
time to specified by each Contracting Agency, but which shall not exceed ten (10) working days
after becoming the apparent contractor.

The apparent low bidder or offeror shall furnish all information and reports to the Contracting
Agency as required by this chapter, and shall permit access to all books or records pertaining to its
employment practices or worksites.

No contract subject to section 1104 shall be executed by the Contracting Agency, if the apparent
low bidder or offeror does not submit an Affirmative Action Program, or if the Program has been
disapproved in writing by the Director.

If there is disagreement between the contractor and the Contracting Officer as to the adequacy of
the Affirmative Action Program, the matter shall be referred to the Director for a decision.

AFTER EXECUTION OF CONTRACT

Each contractor shall maintain throughout the term of the contract the minimum standards for the
employment of minorities and women, as set forth in the approved Affirmative Action Program.

Each contractor shall require that each subcontractor, or vendor under the contract comply with
the provision of the contract and the Affirmative Action Program.

Each contractor shall furnish all information as required by this chapter, and permit access to all
books and records pertaining to the contractor’s employment practices and work sites by the
Director and the Contracting Agency for purposes of investigation to ascertain compliance with
this chapter.

MONITORING AND EVALUATION

The Director shall, from time to time, monitor and evaluate all District of Columbia Government
agencies, including those independent agencies and commissions not required to submit the
Affirmative Action Program of their contractors, to ensure compliance with the equal opportunity
obligations in contracts, as provided for in this chapter.

AFFIRMATIVE ACTION TRAINING PROGRAM

Each contractor, in fulfilling its affirmative action responsibilities under a contract with the
District of Columbia Government, shall be required to have, as part of its Affirmative Action
Program, an existing training program for the purpose of training, upgrading, and promotion of
minority and female employees or to utilize existing programs. Those programs shall include, but
not be limited to, the following:

@ To be consistent with its personnel requirements, the contractor shall make full use of the
applicable training programs, including apprenticeship, on-the job training, and skill
refinement training for journeymen. Recruitment for the program shall be designed to
provide for appropriate participation by minority group members and women;

(b) The contractor may utilize a company-operated skill refinement training program. This
program shall be formal and shall be responsive to the work to be performed under the
contract;

(© The contractor may utilize formal private training institutions that have as their objective

training and skill refinement appropriate to the classification of the workers employed.
When training is provided by a private organization the following information shall be
supplied:
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(1) The name of the organization;

(2) The name, address, social security number, and classification of the initial
employees and any subsequent employees chosen during the course of the
course of the contract; and

3) The identity of the trades, and crafts or skills involved in the training.

If the contractor relies, in whole or in part, upon unions as a source of its workforce, the contractor
shall use its best efforts, in cooperation with unions, to develop joint training programs aimed
toward qualifying more minorities and females for membership in the union, and increasing the
skills of minority and female employees so that they may qualify for higher paying employment.

Approval of training programs by the Contracting Agency shall be predicated, among other things,
upon the quality of training, numbers of trainees and trades, crafts or skills involved, and whether
the training is responsive to the policies of the District of Columbia and the needs of the minority
and female community. Minority and female applicants for apprenticeship or training should be
selected in sufficient numbers as to ensure an acceptable level of participation sufficient to
overcome the effects of past discrimination.

COMPLIANCE REVIEW

The Director and the Contracting Agency shall review the contractor’s employment practices
during the performance of the Contract. Routine or special reviews of contractors shall be
conducted by the Contracting Agency or the Director in order to ascertain the extent to which the
policy of Mayor’s Order No. 85-85, and the requirements in this chapter are being implemented
and to furnish information that may be useful to the Director and the Contracting Agency in
carrying out their functions under this chapter.

A routine compliance review shall consist of a general review of the practices of the contractor to
ascertain compliance with the requirements of this chapter, and shall be considered a normal part
of contract administration.

A special compliance review shall consist of a comprehensive review of the employment practices
of the contractor with respect to the requirements of this chapter, and shall be conducted when
warranted.

ENFORCEMENT

If the contractor does not comply with the equal opportunity clauses in a particular contract,
including subsections 1103.2 through 1103.10 of this chapter, that contract may be cancelled in
whole or in part, and the contractor may be declared by the Director or the Contracting Officer to
be ineligible for further District of Columbia Government Contracts subject to applicable laws and
regulations governing debarment.

If the contractor meets its goals or if the contractor can demonstrate that it has made every good
faith effort to meet those goals, the contractor will be presumed to be in compliance with this
chapter, and no formal sanction shall be instituted unless the Director otherwise determines that
the contractor is not providing equal employment opportunity.

When the Director proceeds with a formal hearing she or he has the burden of proving that the
contractor has not met the requirements of this chapter, but the contractor’s failure to meet its
goals shall shift to it the requirement to come forward with evidence to show that it has met the
good faith requirements of this chapter.
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COMPLAINTS

The Director may initiate investigations of individual instances and patterns of discriminatory
conduct, initiate complaints thereupon and keep the Contracting Agency informed of those
actions.

If the investigation indicates the existence of an apparent violation of the non-discrimination
provisions of the contract required under section 1103 of this chapter the matter may be resolved
by the methods of conference, conciliation, mediation, or persuasion.

If an apparent violation of the non-discrimination provisions of the contract required under section
1103 of this chapter is not resolved by methods of conference, conciliation, mediation, or
persuasion, the Director of the Contracting Officer may issue a notice requiring the contractor in
question to show cause, within thirty (30) days, why enforcement proceedings or other appropriate
action should not be initiated.

Any employee of any District of Columbia Government contractor or applicant for employment
who believes himself or herself to be aggrieved may, in person or by an authorized representative,
file in writing, a complaint of alleged discrimination with the Director.

HEARINGS

In the event that a dispute arises between a bidder, offeror or prospective contractor and the
Director or the Contracting Officer as to whether the proposed program of affirmative action for
providing equal employment opportunity submitting by such bidder, offeror or prospective
contractor complies with the requirements of this chapter and cannot be resolved by the methods
of conference, conciliation, mediation, or persuasion, the bidder, offeror or prospective contractor
in question shall be afforded the opportunity for a hearing before the Director.

If a case in which an investigation by the Director or the Contracting Agency has shown the
existence of an apparent violation of the non-discrimination provisions of the contract required
under section 1103 is not resolved by the methods specified in subsection 1117.2, the Director
may issue a notice requiring the contractor in question to show cause, within thirty (30) days, why
enforcement proceedings or other appropriate action should not be initiated. The contractor in
question shall also be afforded the opportunity for a hearing before the Director.

The Director may hold a hearing on any compliant or violation under this chapter, and make
determinations based on the facts brought before the hearing.

Whenever the Director holds a hearing it is to be held pursuant to the Human Rights Act of 1977,
a notice of thirty (30) working days for the hearing shall be given by registered mail, return receipt
requested, to the contractor in question. The natice shall include the following:

(@) A convenient time and place of hearing;

(b) A statement of the provisions in this chapter or any other laws or regulations pursuant to
which the hearing is to be held; and

(© A concise statement of the matters to be brought before the hearing.

All hearings shall be open to the public and shall be conducted in accordance with rules,
regulations, and procedures promulgated pursuant to the Human Rights Act of 1977.

SANCTIONS
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The Director, upon finding that a contractor has failed to comply with the non-discrimination
provisions of the contract required under section 1103, or has failed to make a good faith effort to
achieve the utilization standards under an approved Affirmative Action Program, may impose
sanctions contained in this section in addition to any sanction or remedies as may be imposed or
invoked under the Human Rights Act of 1977.

Sanctions imposed by the Director may include the following:

@ Order that the contractor be declared ineligible from consideration for award of District
of Columbia Government contracts or subcontracts until such time as the Director may be
satisfied that the contractor has established and will maintain equal opportunity policies
in compliance with this chapter; and

(b) Direct each Contracting Officer administering any existing contract to cancel, terminate,
or suspend the contract or any portion thereof, and to deny any extension, modification,
or change, unless the contractor provides a program of future compliance satisfactory to
the Director.

Any sanction imposed under this chapter may be rescinded or modified upon reconsideration by
the Director.

An appeal of any sanction imposed by order of the Director under this chapter may be taken
pursuant to applicable clauses of the affected contract or provisions of law and regulations
governing District of Columbia Government contracts.

NOTIFICATIONS

The Director shall forward in writing notice of his or her findings of any violations of this chapter
to the Contracting Officer for appropriate action under the contract.

Whenever it appears that the holder of or an applicant for a permit, license or franchise issued by
any agency or authority of the Government of the District of Columbia is a person determined to
be in violation of this chapter the Director may, at any time he or she deems that action the
Director may take or may have taken under the authority of this chapter, refer

to the proper licensing agency or authority the facts and identities of all persons involved in the
violation for such action as the agency or authority, in its judgement, considers appropriate based
upon the facts thus disclosed to it.

The Director may publish, or cause to be published, the names of contractors or unions which
have been determined to have complied or have failed to comply with the provisions of the rules
in this chapter.

DISTRICT ASSISTED PROGRAMS

Each agency which administers a program involving leasing of District of Columbia Government
owned or controlled real property, or the financing of construction under industrial revenue bonds
or urban development action grants, shall require as a condition for the approval of any agreement
for leasing, bond issuance, or development action grant, that the applicant undertake and agree to
incorporate, or cause to be incorporated into all construction contracts relating to or assisted by
such agreements, the contract provisions prescribed for District of Columbia Government
contracts by section 1103, preserving in substance the contractor’s obligation under those
provision.

DEFINITIONS
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The following words and phrases set forth in this section, when used in this chapter, shall have the
following meanings ascribed:

Contract — any binding legal relationship between the District of Columbia and a contractor for
supplies or services, including but not limited to any District of Columbia Government or District
of Columbia Government assisted construction or project, lease agreements, Industrial Revenue
Bond financing, and Urban Development Action grant, or for the lease of District of Columbia
property in which the parties, respectively, do not stand in the relationship of employer and
employee.

Contracting Agency — any department, agency, or establishment of the District of
Columbia which is authorized to enter into contracts.

Contracting Officer — any official of a contracting agency who is vested with the
authority to execute contracts on behalf of said agency.

Contractor — any prime contractor holding a contract with the District of Columbia
Government. The term shall also refer to subcontractors when the context so indicates.

Director — the Director of the Office of Human Rights, or his or her designee.

Dispute — any protest received from a bidder or prospective contractor relating to the effectiveness
of his or her proposed program of affirmative action for providing equal opportunity.

Minority — Black Americans, Native Americans, Asian Americans, Pacific Islander
Americans, and Hispanic Americans. In accordance with D.C. Code,
Section 1-1142(1) (Supp. 1985).

Subcontract — any agreement made or executed by a prime contractor or a subcontractor
where a material part of the supplies or services, including construction, covered by an
agreement is being obtained for us in the performance of a contract subject to Mayor’s
Order No. 85-85, and any rules, regulations, and procedures issued pursuant thereto.

Subcontractor — any contractor holding a contract with a District prime contractor calling

for supplies or services, including construction, required for the performance of a contract subject
to Mayor’s Order No. 85-85, and any rules, regulations, and procedures promulgated pursuant
thereto.
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GOVERNMENT OF THE DISTRICT OF COLUMBIA
OFFICE OF THE CHIEF FINANCIAL OFFICER

OFFICE OF TAX AND REVENUE
*x ok ok
]

]
TAX CERTIFICATION AFFIDAVIT

THISAFFIDAVIT ISTO BE COMPLETED ONLY BY THOSE WHO ARE REGISTERED TOCONDUCT BUSINESS IN THE
DISTRICTOF COLUMBIA.

Date

Name of Organization/Entity:

Address:

Business Telephone No.:

Principal Officer:

Name: Title;

Soc. Sec. No.:

Federd Identification No.:

Contract No.:

Unemployment Insurance Account No.;

| hereby certify that:
1. | have complied with the applicable tax filing and licensing requirements of the District of Columbia.
2. Thefollowing information is true and correct concerning tax compliance for the following taxes for the past
five (5) years:
Current Not Current Not Applicable
District: Sadlesand Use )
Employer Withholding
Ball Park Fee
Corporation Franchise
Unincorporated Franchise
Personal Property
Real Property
Individual Income

e e e T L W e N

~— — N

e e Y T Y N Y Y
—~

—_ A~ A~~~

)
)
)
)
)
)
)

The Office of Tax and Revenueis her eby authorized to verify the above information with the appropriategover nment
authorities. The penalty for making false statementsisa finenot to exceed $5,000.00, imprisonment for not mor ethan 180
days, or both, asprescribed by D.C. Official Code § 47-4106.

Thisaffidavit must be notarized and becomesvoid if not submitted within 90 days of the date notarized.

Signature of Authorizing Agent Title
Print Name

Notary: DISTRICT OF COLUMBIA, ss:

Subscribed and sworn before me this day of Month and Y ear
Notary Public:

My Commission Expires:




FIRST SOURCE EMPLOYMENT AGREEMENT

Contract Number:

Contract Amount:

Project Name:

Project Address: Ward:

Nonprofit Organizationwith 50 Employees or Less: (Yes) (No)

ThisFirst Source Employment Agreement, in accordance with D. C. Law 14-24, D.C. Law 5-93,
and Mayor's Order 83-265 for recruitment, referral, and placement of District of Columbia
residents, is between the District of Columbia Department of Employment Services, hereinafter
referred to as DOES, and

hereinafter, referred to as EMPLOYER. Under this Employment Agreement, the EMPLOY ER
will use DOES as its first source for recruitment, referral, and placement of new hires or
employees for the new jobs created by this project and will hire 51% District of Columbia
residents for all new jobs created, as well, as 51% of apprentices employed in connection with
the project shall be District residents registered in programs approved by the District of
Columbia A pprenticeship Council.

I. GENERAL TERMS

A. The EMPLOY ER will use DOES as its first source for the recruitment,
referral and placement of employees.

B. The EMPLOYER shall require al contractors and subcontractors, with
contracts totaling $100,000 or more, to enter into a First Source
Employment Agreement with DOES.

C. DOES will provide recruitment, referral and placement services to the
EMPLOY ER subject to the limitations set out in this Agreement.

D. DOES participation in this Agreement will be carried out by the Office of
the Director, with the Office of Employer Services, which is responsible
for referral and placement of employees, or such other offices or divisions
designated by DOES.



This Agreement shall take effect when signed by the parties below and
shall be fully effective for the duration of the contract and any extensions
or modifications to the contract.

This Agreement shall not be construed as an approval of the
EMPLOYER'S bid package, bond application, |ease agreement, zoning
application, loan or contract/subcontract.

DOES and the EMPLOY ER agree that for purposes of this Agreement,
new hires and jobs created (both union and nonunion) include all
EMPLOYER'S job openings and vacancies in the Washington Standard
Metropolitan Statistical Area created as aresult of internal promotions,
terminations, and expansions of the EMPLOY ER'S workforce, as a result
of this project, including loans, lease agreements, zoning applications,
bonds, bids, and contracts.

For purposes of this Agreement, apprentices as defined in D.C. Law 2-
156, as amended, are included.

The EMPLOYER shall register an apprenticeship program with the D.C.
Apprenticeship Council for construction or renovation contracts or
subcontracts totaling $500,000 or more. This includes any construction or
renovation contract or subcontract signed as the result of, but is not limited
to, aloan, bond, grant, Exclusive Right Agreement, street or aley closing,
or aleasing agreement of real property for one (1) year or more.

All contractors who contract with the Government of the District of
Columbiato perform information technology work with a single contract
or cumulative contracts of at least $500,000, let within any twelve (12)
month period shall be required to register an apprenticeship program with
the District of Columbia Apprenticeship Council.

Theterm " information technology work” shall include, but is not limited
to, the occupations of computer programmer, programmer analyst, desktop
specialist, technical support specialist, database specialist, network support
specialist, and any other related occupations as the District of Columbia
Apprenticeship Council may designate by regulation.

1. RECRUITMENT

A.

The EMPLOY ER will complete the attached Employment Plan, which
will indicate the number of new jobs projected, salary range, hiring dates,
and union requirements. The EMPLOY ER will notify DOES of its
specific need for new employees as soon as that need is identified.
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B. Notification of specific needs, as set forth in Section I1.A. must be given to
DOES at least five (5) business days (Monday - Friday) before using any
other referral source, and shall include, at a minimum, the number of
employees needed by job title, qualification, hiring date, rate of pay, hours
of work, duration of employment, and work to be performed.

C. Job openings to be filled by internal promotion from the EMPLOY ER'S
current workforce need not be referred to DOES for placement and
referral.

D. The EMPLOY ER will submit to DOES, prior to starting work on the
project, the names, and social security numbers of all current employees,
including apprentices, trainees, and laid-off workers who will be
employed on the project.

1. REFERRAL

DOES will screen and refer applicants according to the qualifications
supplied by the EMPLOYER.

IV. PLACEMENT

A. DOES will notify the EMPLOYER, prior to the anticipated hiring dates,
of the number of applicants DOES will refer. DOES will make every
reasonable effort to refer at least two qualified applicants for each job
opening.

B. The EMPLOYER will make al decisions on hiring new employees but
will in good faith use reasonable efforts to select its new hires or
employees from among the qualified persons referred by DOES.

C. In the event DOES is unable to refer the qualified personnel requested,
within five (5) business days (Monday - Friday) from the date of
notification, the EMPLOY ER will be free to directly fill remaining
positions for which no qualified applicants have been referred.
Notwithstanding, the EMPLOY ER will still be required to hire 51%
Didtrict residents for the new jobs created by the project.

D. After the EMPLOY ER has selected its employees, DOES will not be
responsible for the employees' actions and the EMPLOY ER hereby
releases DOES, and the Government of the District of Columbia, the
District of Columbia Municipal Corporation, and the officers and
employees of the District of Columbia from any liability for employees
actions.



V. TRAINING

DOES and the EMPLOY ER may agree to develop skills training and o
the-job training programs; the training specifications and cost for such
training will be mutually agreed upon by the EMPLOY ER and DOES and
set forthin a separate Training Agreement.

VI.  CONTROLLING REGULATIONS AND LAWS

A.

To the extent this Agreement is in conflict with any labor laws or
governmental regulations, the laws or regulations shall prevail.

DOES will make every effort to work within the terms of all collective
bargaining agreements to which the EMPLOYER is a party.

The EMPLOY ER will provide DOES with written documentation that the
EMPLOYER has provided the representative of any involved collective
bargaining unit with a copy of this Agreement and has requested
comments or objections. If the representative has any comments or
objections, the EMPLOY ER will promptly provide them to DOES.

VIl. EXEMPTIONS

A.

Contracts, subcontracts or other forms of government-assistance less
than $100,000.

Employment openings the contractor will fill with individuals already
employed by the company.

Job openings to be filled by laid-off workers according to formally
established recall procedures and rosters.

Suppliers located outside of the Washington Standard Metropolitan
Statistical Area and who will perform no work in the Washington
Standard Metropolitan Statistical Area.

VIlIl. AGREEMENT MODIFICATIONS, RENEWAL, MONITORING, AND PENALTIES

A.

If, during the term of this Agreement, the EMPLOY ER should transfer
possession of all or a portion of its business concerns affected by this
Agreement to any other party by lease, sale, assignment, merger, or
otherwise, the EMPLOY ER as a condition of transfer shall:

1. Notify the party taking possession of the existence of the
EMPLOY ER'S Agreemert.

2. Notify the party taking possession that full compliance with this
Agreement is required in order to avoid termination of the project.
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3. EMPLOYER shall, additionally, advise DOES within seven (7)
business/calendar days of the transfer. This advice will include the
name of the party taking possession and the name and telephone of
that party's representative.

B. DOES shall monitor EMPLOY ER'S performance under this Agreement.
The EMPLOYER will cooperate in DOES monitoring effort and will
submit a Contract Compliance Form to DOES monthly.

C. To assist DOES in the conduct of the monitoring review, the EMPLOY ER
will make available payroll and employment records for the review period
indicated.

D. If additional information is needed during the review, the EMPLOYER
will provide the requested information to DOES.

E With the submission of the final request for payment from the Didtrict, the
EMPLOYER shall:

1. Document in areport to the Contracting Officer its compliance with
the requirement that 51% of the new employees hired by the project be
District residents; or

2. Submit arequest to the Contracting Officer for awaiver of compliance
with the requirement that 51% of the new employees hired by the
project be District residents and include the following documentations:

a. Materia supporting a good faith effort to comply;

b. Referras provided by DOES and other referral sources; and

c. Advertisement of job openings listed with DOES and other
referral sources.

F. The Contracting Officer may waive the requirement that 51% of the new
employees hired by the project be District residents, if the Contracting Officer
finds that:

1. A good faith effort to comply is demonstrated by the contractor;

2. The EMPLOYER islocated outside the Washington Standard
Metropolitan Statistical Area and none of the contract work is
performed inside the Washington Standard Metropolitan Statistical
Areg;

The Washington Standard Metropolitan Statistical Areaincludes
the District of Columbia, the Virginia Cities of Alexandria, Falls
Church, Manasas, Manasas Park, Fairfax, and Fredericksburg; the
Virginia Counties of Fairfax, Arlington, Prince William,
Loundon, Stafford, Clarke, Warren, Fauquier, Cul peper,
Spotsylvania, and King George; the Maryland Counties of
Montgomery, Prince Georges, Charles, Frederick, and Calvert;
and the West Virginia Counties of Berkeley and Jefferson.
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3. The EMPLOYER entersinto a special workforce development training
or placement arrangement with DOES; or

4. DOES certifies that insufficient numbers of District residentsin the
labor market possess the skills required by the positions created as a
result of the contract.

G. Willful breach of the First Source Employment Agreement by the
EMPLOYER, or failure to submit the Contract Comp liance Report, or
deliberate submission of falsified data, may be enforced by the
Contracting Officer through imposition of penalties, including monetary
fines of 5% of the total amount of the direct and indirect labor costs of the
contract.

H Nonprofit organizations with 50 or less employees are exempted from the
requirement that 51% of the new employees hired on the project be
District residents.

The EMPLOY ER and DOES, or such other agent as DOES may
designate, may mutually agree to modify this Agreement.

J.  The project may be terminated because of the EMPLOY ER'S non-compliance
with the provisions of this Agreement.

IX. Is your firm a certified Local, Small, Disadvantaged Business Enterprise (LSDBE)?
YES NO
If yes, certification number:

X. Do you have aregistered Apprenticeship program with the D.C. Apprenticeship Council?
YES NO
If yes, D.C. Apprenticeship Council Registration Number:

XI. Indicate whether your firm is a subcontractor on this project: YES NO
If yes, name of prime contractor:

Dated this day of 20

Signature Dept. of Employment Services Signature of Employer

Name of Company

Address

Telephone

E-mail



EMPLOYMENT PLAN

NAME OF FIRM

ADDRESS

TELEPHONE NUMBER FEDERAL IDENTIFICATION NO.
CONTACT PERSON TITLE

E-mail: TYPE OF BUSINESS:
ORIGINATING DISTRICT AGENCY

CONTRACTING OFFICER: TELEPHONE NUMBER:

TYPE OF PROJECT

FUNDING AMOUNT

PROJECTED START DATE

PROJECT DURATION

NEW JOB CREATION PROJECTIONS (Attach additional sheets, as needed.) Please indicate
the new position(s) your firm will create as a result of this project.

JOBTITLE |#OFJOBS
FT PIT

SALARY
RANGE

UNION MEMBERSHIP
REQUIRED
NAME LOCAL#

PROJECTED
HIRE DATE

I @ | m 9 O @™ >
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CURRENT EMPLOYEES:. Please list the names and socia security numbers of al current
employees including apprentices and trainees who will be employed on the project. Attach
additional sheets as needed.

NAME OF EMPLOYEE SOCIAL SECURITY NUMBER or
EMPLOYEE IDENTIFICATION NUMBER

First Source Enploynent Agreement — DCOCP-V20705



SOLICITATION: DCFL-2007-R-10011 ATTACHMENT J.2.5

P

Office of Contracting
& Procurement

* * %
= GOvErnment of the

mmmmm District of Columbia

COST / PRICE DISCLOSURE CERTIFICATION

RFP Number: __ DCFL-2005-R-0002 Closing Date:
Caption: Total Proposed Amount:
The undersigned

(please print name and title of offeror’ s authorized signatory) hereby certifies that, to the best of my
knowledge, the cost and pricing data (i.e. at the time of price agreement this certification represents
that all material facts of which prudent buyers and sellers would reasonably expect to affect price
negotiations in any significant manner) submitted was accurate, complete, and current as of

(date of RFP closing or conclusion of negotiations as appropriate) .
The undersigned further agrees that it is under a continuing duty to update cost or pricing data
through the date that negotiations, if any, with the District are completed. The undersigned further
agrees that the price, including profit or fee, will be adjusted to exclude any significant price
increases occurring because the cost or pricing data was inaccurate, incomplete or not current. (See
D.C. Procurement Regulations, 27 DCMR, Chapter 6, Section 699, Chapter 16, Section 1624; and
Section 32 of the Standard Contract Provisions for Use with District of Columbia Government
Supply and Services Contracts, October 1, 1999, as amended).

Signed: Date:

Title:

Company:

Address;

DUNS#:

Phone;

Fax:




SOLICITATION: DCFL-2007-R-10011 ATTACHMENT J.2.5

COST/PRICE DATA REQUIREMENTS

1. GENERAL INFORMATION:

11

1.2

13

14

Offerors submitting cost/price proposals, in response to a District Request For Proposal
(RFP), sole source procurement, change order, or contract modification exceeding $500,000
in total value, must include a complete cost and pricing data breakdown (i.e., data that is
verifiable and factual) for al costs identified in the proposal, and relevant to the
performance of the contract. The requirement for submission of cost or pricing data is met
when all accurate cost or pricing data reasonably available to the Offeror has been
submitted, either actually, or by specific identification, to the District. If not available at the
time of submission, as later information comes into the Offeror’ s possession, it should be
promptly submitted to the District in a manner that clearly demonstrates its relationship to,
and effect on, the Offeror’ s cost/price proposal. This requirement continues up to the date
of final agreement on price and/or other issues, as agreed upon between the parties.

There is aclear distinction between submitting cost or pricing data and merely making
available books, records and other documents without identification or context. By
submitting a cost/price proposal, the Offferor, if selected for negotiation, grants the
Contracting Officer, or an authorized representative, the right to examine, at any time before
award, those books, records, documents, and other types of factual information, regardless
of form or whether such supporting information is specifically referenced or included in the
proposal as a basis for pricing, that will permit an adequate evaluation of the proposed
cost/price.

The cost/price proposal will represent the offeror’ s understanding of the RFP' s requirements
and the offeror’ s ability to organize and perform those requirements effectively and
efficiently. The evaluation of the Offeror’ s cost/price proposal will be based on an analysis
of the realism and completeness of the cost data, the conformity of the cost to the offeror’ s
technical data and the proposed allocation of labor-hours and skill sets. Pertinent cost
information, including but not limited to Defense Contract Auditing Agency (DCAA) and/or
the Department of Labor (DOL) recommended rates for direct labor, overhead, general and
administrative expense (G&A), €tc., as necessary and appropriate, must be used to arrive at
the most probable cost to be incurred by the Offeror. If the District considers the proposed
costs to be unrealistic, the Offeror should adjust its proposed costs accordingly. Any
inconsistercy, whether real or apparent, between promised performance and cost or price
should be explained in the cost/price proposal. The burden of proof for cost credibility rests
with the Offeror.

The Offeror must submit its cost/price proposal in hard copy as well as on a diskette, which
isinaformat (i.e. MS Office, Lotus 1-2-3, etc.) specified and/or provided by the Agency
Contracting Officer in the solicitation package. All cost/price proposals should provide a
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cost summary by all cost elements, cross-referenced to supporting documentation. See
Table No. (1.4).

15  Thefollowing information shall be included in this section, for the prime contractor and
each proposed subcontractor:

(@ A properly completed “ Cost/Price Disclosure Certification.’

(@ ldentification of any estimates, along with the rationale and methodol ogy
used to develop them, including judgmental factors used in projecting future
costs, based on known data, and the timing, nature and extent of any material
contingencies.

(c) Disclosure of any other activities or likely events which could materialy
impact specific costs (i.e., existing large material and supply inventories,
management/ownership changes, new technologies, collective bargaining
agreements, etc.)

(d) Disclosure of any and all awarded and pending contracts with the District of
Columbia, including contract number(s), amount, type (fixed price, cost
reimbursement, etc.), agency, and a brief description of services.

(e) Source of approval and the latest date of approval of the offeror’ s Accounting
system.
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Table (1.4)
Example Cost Summary For mat

Cost Item Base Term

4, etc. Total

| 2
T2
_|
|II\J§_
_|
IIwQ_
_|

3

Direct Labor
Categories

+ Employee A

+ Employee B

¢+ Employee C
Total Labor Hours

|70
lw)
|70
lw,
|70
lw)
|70
T
lw,

Total Labor Dollars

Fringe Benefit

Labor Overhead *

Total Direct Labor

Other Direct Costs
+ Equip. & Supplies
¢+ Materials
¢+ Travel
¢+ Other

Subcontractors
¢+ Sub A
+ SubB

ODC Overhead *

Total ODC &
Subcontractors

G&A

Fee/Profit

Total Price

H = Hours R = Rate D =Dallars (Rate X Hours= Dallars)

Note: Provide cost information similar to the above format for each option/out-year

* Note: Small, field-based trade providers typically have a labor or combined overhead cost components. Larger, more diversified providers
may have separate labor, and/or ODC or combined overhead component.
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Table (1.4)
Example Cost Summary For mat

Cost Item Option Year 1

4, etc. Total

| 2
T2
_|
|II\J§_
_|
IIwQ_
_|

3

Direct Labor
Categories

+ Employee A

+ Employee B

¢+ Employee C
Total Labor Hours

|70
lw)
|70
lw,
|70
lw)
|70
T
lw,

Total Labor Dollars

Fringe Benefit

Labor Overhead *

Total Direct Labor

Other Direct Costs
+ Equip. & Supplies
¢+ Materials
¢+ Travel
¢+ Other

Subcontractors
¢+ Sub A
+ SubB

ODC Overhead *

Total ODC &
Subcontractors

G&A

Fee/Profit

Total Price

H = Hours R = Rate D =Dallars (Rate X Hours= Dallars)

Note: Provide cost information similar to the above format for each option/out-year

* Note: Small, field-based trade providers typically have a labor or combined overhead cost components. Larger, more diversified providers
may have separate labor, and/or ODC or combined overhead component.
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Table (1.4)
Example Cost Summary For mat

Cost Item Option Year 2

4, etc. Total

| 2
T2
_|
|II\J§_
_|
IIwQ_
_|

3

Direct Labor
Categories

+ Employee A

+ Employee B

¢+ Employee C
Total Labor Hours

|70
lw)
|70
lw,
|70
lw)
|70
T
lw,

Total Labor Dollars

Fringe Benefit

Labor Overhead *

Total Direct Labor

Other Direct Costs
+ Equip. & Supplies
¢+ Materials
¢+ Travel
¢+ Other

Subcontractors
¢+ Sub A
+ SubB

ODC Overhead *

Total ODC &
Subcontractors

G&A

Fee/Profit

Total Price

H = Hours R = Rate D = Dallars (Rate X Hours= Dallars)
Note Provide cost information similar to the above format for each option/out-year

* Note: Smdll, fied-based trade providers typically have alabor or combined overhead cost components. Larger, more diversified providers may have
separate labor, and/or ODC or combined overhead component.
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2. SUPPORTING COST DATA:

2.1 The Offeror shall provide, for each cost element, a narrative description, in sufficient detail, to
demonstrate price reasonableness, credibility and reliability. The Offeror shall provide its
assumptions and methodol ogies used to estimate each cost element (significant item and
quantity estimates, labor hour expenditure patterns and mix, etc.). The following information
shall be included in this section:

21.1.

2.1.2.

2.1.3.

214.

The Offeror’ stotal estimated costs plus its fee (if applicable) for providing all of the
requirements of the RFP, as proposed in their technical proposal. Offerors should
support their best estimates of all costs (direct, indirect, profit, etc.) to be incurred in
the performance of the contract.

When proposing multiyear/option year pricing, the estimated proposed costs shall
include a breakdown of all cost elements for the base year as well as each option/out-
year. Labor, other direct costs, indirect costs and profit shall each be clearly
identifiable. If different from the Defense Contract Auditing Agency (DCAA) or
Department Of Labor (DOL) recommended rates, the Offeror shall provide a
thorough explanation for the variation(s) of rates.

The Cost Summary Format (Tablel.4) provides aformat for the Offeror to submit to
the District a pricing proposal of estimated cost by line item, along with supporting
documentation that is adequately cross-referenced and suitable for cost realism
analysis. A cost-element breakdown shall be attached for each proposed line item
and must reflect any other specific requirements established by the Contracting
Officer. When more than one contract line item is proposed, a summary of the total
amount covering al line items must be furnished for each cost element.

If the Offeror has an agreement with a federal, state, or municipal government
agency on the use of a Forward Pricing Rates Agreement (FPRA) or other rate
agreement for labor, fringe benefits, overhead and/or general and administrative
expense, the Offeror must identify the agreement, provide a copy and describe its
nature, terms and duration.

3. SPECIFIC COST ELEMENTS:

A well- supported cost/price proposal reduces the effort needed for review and facilitates informed
negotiations. The following are the minimum criteria that constitute an acceptable cost/price

proposal:

31

Direct labor: A task-phased annual breakdown of labor rates and labor hours by
category or skill level, including the basis for the rates and hours estimated (i.e.,
payroll registers, wage determinations, collective bargaining agreements, historical
experience, engineering estimates, etc.).

3.1.1 The Offeror shall use the following Table No. (3.1.1) to exhibit its total labor
hours by prime contractor and subcontractor(s). A separate table should be
completed for each year (base and out-years).
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Table (3.1.1)
Annual Labor Summary
Item Task Task Task Task Base Y ear
1 2 3 4 Total

Labor Category, Prime

Employee A
Employee B
Employee C

Labor Category, Sub.

Employee D
Employee E
Employee F
L abor Category,
Consultant
Employee G
Employee H

Total Labor Hours by

Task

Note: Do not include wage rates in this table

3.1.2 A standard of 40 hours/week, 1,920 hours/year is recommended. If another

3.13

314

standard is used, it should be precisely defined. Any deviation from the
above labor-hour projection without substantiation may form the basis to
reject the response to the RFP. The proposed labor-hours shall include prime
contractor, subcontractor and consultant hours.

The Offeror shall also submit Table No. (3.1.4.b), depicting the labor mix
percentages as proposed for the base year as well as the out-years and should
match the personnel experience requirements specified in the RFP, Section
(to be referenced by the Contract Specialist), under Personnel Experience.
All of the RFP Key positions must be included within the Senior Staff
categories. To provide a better understanding of this format, Table No.
(3.1.4.9) is provided as an example.

The Offeror shall describe how the hourly direct labor rate was derived and
indicate whether these rates are subject to any collective bargaining
agreement(s), the Service Contract Act (SCA), Davis-Bacon, or any other
specia agreement which controls the labor rate indicated. When proposing
price escalation for option/out- years, the Offerors must follow instructions
provided under Economic Price Adjustments, Section H, of this RFP.
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Table(3.1.4.9)

Summary of Proposed Annual labor Mix Category (with examples)

OFFEROR’' S PERCENT OF PLANNED
NAME LABOR MIX LABOR TIME ON SOW
CATEGORY CONTRACT ASSIGNMENT STATUS
(Notel) (Note 2) (Note 3) (Note 4) (Noteb) (Note 6)
Able, Jackson Sr. Staff Level 1 | Program Director PT/10% N/A PCE/E
Black, William E. | Sr. Staff Level 1 | Psychiatrist PT/20% C.3 PCE/E
White, PamelaA. | Sr. Staff Level 2 | Clinic Manager PT/50% C4.1l PCE/P
Green, Robert T Sr. Staff Level 3 | Counseling Supvs. PT/50% C4.2 PCE/P
Ross, Allen Jr. Staff Level 1 Counselor FT/100% C.4.3 PCE/E
Note 1. Last name, first name, middle initial, grouped by task as specified in SOW. Attach resume for each name on list. The names on this

Note 2:
Note 3:
Note 4:

Note 5:
Note 6:

list and the resumes are to be in the same order.

Staff levelsin each Labor Mix should be classified by the level of expertise and years of experience.

Offerors interna labor category.

State whether the individual is employed full time (FT) or part time (PT) and the planned percentage of the named person's production
time that is to be applied as a direct charge to the contract.

Identify by SOW paragraph(s) and task number, the major tasks to which the individual is expected to be assigned.

Enter PCE if individua is to be a prime contractor employee; enter SCE if the individual is to be a subcontractor employee; enter
CON if individual isto be a consultant. Enter E if employee as of the date of this proposal; enter P if the individual is a pending
employee as of date of the proposal. Signed Commitment Agreements are required for all individuals with P status. A copy of each
agreement is to be inserted behind the resume section in the technical proposal.
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Table (3.1.4.b)

Summary of Proposed Annual labor Mix Category

OFFEROR’ S PERCENT OF PLANNED
NAME LABOR MIX LABOR TIME ON SOW
CATEGORY CONTRACT ASSIGNMENT STATUS

(Notel) (Note 2) (Note 3) (Note 4) (Note 5) (Note 6)

Labor Category, Prime

Employee A
Employee B
Employee C
Employee D

L abor Category, Sub.

Employee E
Employee F
Employee G
Labor Category, Consultant

Employee H
Employee |

Last name, first name, middle initial, grouped by task as specified in SOW. Attach resume for each name on list. The names on thislist and

Note 2:
Note 3:
Note 4:

Note 5:
Note 6:

the resumes are to be in the same order.

Staff levelsin each Labor Mix should be classified by the level of expertise and years of experience.

Offerorsinternal |abor category.

State whether the individual is employed full time (FT) or part time (PT) and the planned percentage of the named person's production
time that is to be applied as a direct charge to the contract.

Identify by SOW paragraph(s) and task number, the major tasks to which the individual is expected to be assigned.

Enter PCE if individual is to be a prime contractor employee; enter SCE if the individual is to be a subcontractor employee; enter
CON if individual isto be a consultant. Enter E if employee as of the date of this proposal; enter P if the individual is a pending
employee as of date of the proposal. Signed Commitment Agreements are required for all individuals with P status. A copy of each
agreement is to be inserted behind the resume section in the technical proposal.
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3.2

3.3

Indirect Costs: The Offeror shal indicate it’ s proposed Fringe, Overhead and General &
Administrative rates for each applicable fiscal or calendar year (as appropriate). The
Offeror shall indicate if these rates are subject to a Forward Pricing Rate Agreement. If the
proposed Indirect Rates differ from the Forward Pricing Rate Agreement, the Offeror shall
provide an explanation. The Offeror shall provide its actual indirect rates for overhead,
G&A and fringe benefits for at least the past three (3) years and shall explain the basis for
any significant rate difference between the prior three year period and the rates proposed
now.

Other Direct Costs: Other Direct Costs consists of materials, travel, reproduction, postage,
telephone, supplies for the prime and all subcontracted effort. Thisincludes al other direct
costs associated with performance of the contract. Travel costs shall be in accordance with
GSA Joint Travel Regulations for airfare, hotel, and per diem allowances. All other direct
costs should be specifically identified and explained. If an allocated portion of a Direct cost
isaso included in an Offeror’ sindirect rate (such as General and Administrative), the
Offeror should state so and list the types of expenses included in the indirect rate.

3.3.1 The Offeror should identify types, quantities, and costs of al materials and supplies
proposed including a non-loaded priced listing of individual materials or supplies
ordered, or a consolidated and priced bill of materials for the entire proposal. A
thoroughly documented bill of materials includes part numbers, description, unit
costs, quantity required, extended cost (including delivery charges) and basis for the
proposed cost (price quotation, prior buy, signed purchase orders, etc.) plus any other
nonrecurring costs. Deliverable materials are items delivered as a part of the work
product. Examples of this are copies and binders delivered to the Government as a
report or software ordered for and installed on a computer in a District Government
office.

3.3.2 The Offeror shall use the following Table (3.3.2) to exhibit its total other direct costs
(ODC) by prime and subcontractor(s). A separate table should be completed for
each year (base and out- years).



SOLICITATION: DCFL-2007-R-10011

Other Direct Costs (ODC) Summary

Table (3.3.2)

ATTACHMENT J.2.5

Item

Task 1

Task 2

Task 3

Task 4
Total

Supplies and Materials
Office Equipment
Travel
Airfare
Hotel
Meals & Incidentals
Ground Transportation

Telecommunications
Occupancy
- Rent

Utilities

Building Maintenance
Transportation
Client Care Cost

Food

Medical

Clothing

Persona Hygiene
Other

Total ODC by Task

Note: Sate each individual cost element being proposed. Describe in the narrative section of the
cost proposal, how each cost element is derived and why it is being proposed. (Not all cost
elementsin the table above will apply to each solicitation. The above table should be tailored to the

requirements of the RFP.)

3.4 __Subcontracting Costs: Each subcontract must be addressed separately. For any

subcontract exceeding $25,000 the cost/price proposal must show the names, quantities,
prices, deliverables, basis for selection, and degree of competition used in the selection
process. The subcontractor's cost or pricing data should be included along with the prime
Offeror's proposal. If available, the Offeror should also include the results of its review
and evaluation of the subcontract proposals. The Offeror shall provide copies of any
cost or price analyses of the subcontractor costs proposed.

3.5 Start-up Costs: As appropriate, the Offeror shall identify all start up costs associated with

this effort.

Base Y ear
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3.6 Other Historical Data: All offerors with current or past experience (within three to five
years) for similar requirements, as described herein, must submit, as a part of their cost
data, the following:

(& Contract Number.

(b) Government agency (federal, state, District, municipal) the contract was awarded

(¢) Name and phone number of the Contracting Officer.
(d) Name and phone number of the Contract Administrator.

() Name and phone number of the Contracting Officer’ s Representative (if
applicable) and the Contract Administrator.

() Period of Performance of the Contract.
(9) Total amount of contract(s)

In addition to the above data, the following table (No. 3.6) will be completed and submitted with the
cost data:

Table (3.6)

Format for Historical Data

Proposed Contract Delivered Contract *
Number Contract Average Number Contract Average
Of Hours** | Vaue Hr Rate Of Vaue Hr Rate
Hours**
Direct Labor
L oaded
Labor***

*  Should include any increased scope officially added to contract.

** |f provided different number of hours, the difference should be explained.

*** |_oaded labor should include all loading and profit. If significant material (i.e., greater than
5%) isincluded in the contract, data shall be presented both with and without material cost.

In addition, any other data the offeror believes is necessary should be provided in this section.

Note: For data submitted in the above table for “ delivered Contract” , the Offeror shall indicate
the date as of which, the submitted data is current.




f\: B | DISTRICT oF COLUMBIA
o sl DEPARTMENT OF CORRECTIONS
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- Date*' - "'Apan 2001

Statem ent S Rt g

1
'F'_ .
I

1 puRPDSE AND SCOPE Toi issue a Reoords Reten’non Schedule and emergency
implementation procedures for a recofd disposition and dlsposal program for.the. DCDC
. A records disposition program provides for the effectrve and efficient: management of-
records no longer needed in oﬁ' ice space, to conduct current bus;ness '

This directwe does not oontarn procedures for management of rnscroﬁche audlovrsua! and
eieci:ronrc reccrds S

. PROGRAM oedecnves

a.- Records wul be cirsposed of in compllance wrth the Records Retenﬂon Scheﬂu}e -
' (Aﬁachments1 and 2) ‘ LR

b. Temporary reccrds whose authonzed retentlon periods have expxred wrll be prompt’v
disposed of, usually by dest“uctron or occ;asmnaliy by authonzed donauon to “‘!Iglbl"
_ persons or organlzahons _

or

Reearas no lmge. needed in the aﬁ‘ ice space buz not yet eiigible for Tinal dispositioh
. will be trmely and syste"}atlcaliy transferred to a desrgnated records srorage site. "

O

The tdentrf cation, re’nr:ng, transfer and retneva[ of records at the Washington Na’nona!
" Records Center (WNRC) shall be timely .nplemen

3 DlRECTiVE-IS REFERENCED
| D.0.-1300.1A “Freedcar'1 of Inrormation Act (FOIA) and anacy Ac:t (4/5/78)
4 AUTHORITY '

a. D.C. Code Chapter 29 "Public Records Management" &8 1-2901, 2902 and 2806




d.

b.

- a. Al
" Correctional Agencies: 2-CO-1E-01.

PS2002.1 .
- T 4/Bio1 -
- R Page2of 11

District Personnel Manual (DPM), Ghapter 31A, “Records Management and Privacy of

"f'e{.FGrde

. STANDARDS REFERENCED . |
~ American Correctional Association 2™ Edition Standards for Administration of

American Cofrectional Association 3" Edition Standards for Adult Local Detention -
Facifities; 3-ALDF1E-04 ..~ 7 7 oooT Lo

- American Correctional Assodiation (AGA) 3° Edition Standards for Adult Correctional

: :institurticns: 3-4092

a.

- American Correctional Association 3% Edition é-téndards for Adult Community - .
" Release Services: 3ACRS-1E-01 - C : B

_ RESPONSIBILITIES

THE RECORDS MANAGEMENT OFFICE (DCRMO) for the. District of Columbia
Government. Provides oversight for the DCDC records management program. This
agency is responsible for appraising all District records, approving their disposition,
providing program assistance and records center storage, evaluating records
management programs and serving as the custodian of pemmanent records.

DCDC RECORDS ADMINISTEATOR. in accordance with D.C. Code § 1-2906, an
employee shall be designated as the Records Management Officer of the Agency,.

" who shall carry out the records management program activities and sarve as liaison o

. the D.C. Public Records Administrator. Program responsibilities include issuing up-to-
- date records management program directives, staff training and monitoring of the

program to ensure compliance with the DCDC policy and procedures, and D.C.
_govemx_fnent statues and regulations. The DCDC Records Management Officer shali

1) Lead and manage a deparnnent;wide records management program. .

2) Develop records management policiss, procedures, guidance and fraining
materials. ‘ : . -

3) Coorc;inate the éf)proval of the Department’s records disposition schedules and
training materials. : L . '

4) Coordinate records management issues with other D.C. Government agencigs.

5} Serve as the DCDC Vital Records Officer and coordinate with the depariment’s



PS2002.1 |
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emergency management prcgram L
6) Ensure that deslgnated DCDC staff are aware oftherr records mana“'gemen{‘ TN
responsibr!mes. L :

7)) Conduot penod:o evaiuaﬁcns ofﬁe records management programs wzthm the ) ', |
DCDC. . % 3 e

8) Implement approved records drsposmons emsunng that no records are destroyed e
without proper authonzaton as specrﬁed by“the D C Records Schedule —— T

9) lnventory and schedule records created and maln‘talned by the DGDC

10) Systemahcaily revsew records d:sposrtlon schedules file pians and procedures | .
' ona tnennral basrs to ensure’ that they are cun‘en’r and update them as necessary R

11) Conduct & program of reguiar mternai records management rev:ews 1o assrst
‘ programs rn lmplemen’ﬂng appropnate records management procedures

c. The DCDC General Counsei shali ass:st in. determlmng what records are. needed tom ol
provide adequate and proper documientation of Departrnent activities and in specifying
appropriate retention for records.’ The Inspector General shall assist in- determining '
the retention of Depan:ment reccrds that may be needed forintemal audit pumoses.
Department managers are responsible fors ensunng that their programs are - properly”
documented and that records created by their prograrn areas are managed according
to relevant reguiahons and policies. - c IS :

d. pCDC Execuﬁves, Wardens, Admlmstrators and Ofﬁce Chiefs sha

' 1) Ensure that thzs dlrectrve is rmplernented and adhered to wrthrn their respecﬁ\re B
areas of | program respcnsrblirty R ‘

L

- 2) t.ach Executrve Manager Warden Admzmstrator or cfﬁce chief shall conduct an |
- annual internal_ Review, documentmg compirance with prccedures contained wrthxn '
this drrectrve EUR

e. AH DCDC ernployees and contract staﬁ sha!i

1) Safeguard all records they create coIJeot or maintain commensurate with the risk
- and magnitude of the harm that wouid result from the loss, misuse, unauthorized
- access o or medification of information. Appropriate safeguard’s shall be adopted
to ensure confidentiality and overall security as required in PS 1300.1B "Freedom
of Information Act (FOIA) and anacy Act’.
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2) Conduct work in accordance wrth D C Government records management ' ‘
regutatrons and DCDC records management pohby and procedures

: 3) Create and. manage the records necessary to document therr ofﬁclal actwrtles
“This inciudes creating appropriaie records. dccurnentmg mesfings, .convirsations,
electronic mail messages, ‘telephone calis and . other forms of oornmumcetlon that
affect the conduct of official Department busmess ' : :

4) Destroy reoords only in acoordance wrﬂ'r approved records dlsposrbon schedules
" and remove records from the DCDC onlywrth authonzatlon T .

PS20024°

B T IR E AL L Pagsdoitt:c

_5) File personal papers and nonrecord matenals separately from ofﬁctal DCDC_ G

reoords

i The DCDC Traln:ng Admimstrator shalt in consuttatlon wrth the Records R

- Administrator, develop and administer training-for. ldentiﬁed ernpioyees to ensure that o

requrrements of this Program Statement are rnet.

7 REQUIREMENTS

a. RECORBS MANAGEMENT. Records Management rneans ‘the rnanagenai actrvrtl.s
involved. wrth respect to records. creation, records’ mamtenance and use, and records
disposition in order o achieve adequate and proper documentatton of the policies and

. transactionsof the District Governrnent, and eﬁectrve and econornlca! rnanagement of .

- agency operatlons

in setting’ forth records managernent respons:bllmes Dlstnct jaw requires each agency'. .

the organization, functions, pohcres decisions, procedures and essentaai transachons
_f the agency, that are designed to furnish the information necessary 16 protect the .
“legal and- financial nghts of the Govemrnent and of persons dsrectiy af‘ected by the
agency‘sactmrhes : B ii e . T

b RECORDS As the beszc adrnmrstraﬁve ‘[00! by which the Govemment does its work
. records are & basrc ccrnponent of each agency‘s information resources.

' 1) Records are lmportant because they: protect the legal, financial, and other rights
of the Government. and its citizens; ensure e continuity and consistency in
I administration; assist agency officials and their successors in making informed
policy and program ]udgments provrde mt"orrnation required by the Congress and
others 1o oversee the agency's actwrtles and document the agency s orgamzation
structure and achrevements :

. 2) Records are made or received by a Drstnct agency either to compiy with a taw orto
‘conduct publlc business. As a resuit, they betong o the Govemment rather than to

o  are rmemm s e . .
- o R e P R
g e el =

.. head to make and preserve records. containing adequate and proper ¢ documentation of . 7. k
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L '.in'di\}idﬁaié, and their legal disposition depends on the prior approval of the
- ‘Archivist of the District of Columbia. o ot '

ey Records are, or should be, preserved because they consituts evidencs or contain.
.-, information of value. They décument an agency's organization; functions, and. - -
‘.. actvities or the persons, places; things; or matiers dealt with by anagency.
" :Agency records’ value falls info three overlapping categéries: . - .0
| ~'#) Adrpiﬁistraﬁvé Value | _ | S
" All records have administrative value because they are necessary to conduct -

 the agency's current business, The duration of this value may be long or short.
~Some:records, such as program directives, have long:term administrative value.
:Others, such as messenger service files, have short-term. administrative value.
‘Many records at operating levels have short-term administrative vaiue because
~ they afe comespondence duplicated elsewhere, reports summarized at higher.
' agency levels, or logs Serving as temporary controls. ©+ . . H ‘

* b) Fiscal Vaiue . . _ A
. .Along with general administrative value, some records may have fiscalvalue.
*. -Records with fiscal value document the agency's financial fransactions and
' obligations. They include budget records, which show how expenditures were
-planned; voucher or expenditure records, that indicate the purposes for which
funds were spent; and a'ccounﬁpg records, that classify and summarize agency
expenditures. L L R SRR ,

- . .¢} Legal Value - : _ _ ‘ Ny
“* . Besides administrative' and fiscal valiie, racérds may also have legal value.

Special concern for legal value applies only to temporary records, because if -
records are permanent they will always be available to protect legal rights. The

DCRS designates as temporary many records with legal value, such as those

relating o contracts, claims, property disposal, payroll, and civilian perscnnel.

. Some legal values relate to records that the law requires the Government to
~create and maintain in the course of its operations. Others, however, are guiie
- broad and do not necessarily involve an agency's operations. Instead they are
intended to protect the rights of individuals and organizations. Such records are -
useful in-documenting legally enforceable rights or obligations of the
Government and persons directly affected by an agency's aciivities.

‘Examples of recards with legal value include formal decisions andlegal :
opinions; documents containing evidence of actions in particular cases, such as

. claims papers and legal dockets; and documents involving legal agreements, .
such as leases, tities, and contracts. They also include records relating to
criminal investigations, workers' compensation, exposure to hazardous material,




i

e e T S 20021
B P C I SR N L

"

"and the isstiance of licenses and pefnits. Still-other exafnples include records’ v
relating o loans, subsidies, and granits; entitiement programs such as food, .0 T -
stamps ‘and social security; and survivor benefits in Govemment pensionand . .

<.
EE FCRL T T
R PO T

4) Records vary widely in their pﬁ&siéaiffbiirﬁ:.df}{qﬁéréc’céﬁéﬁés,-fﬁeﬁlﬁéﬁy‘,‘b}e'}on; e
paper, electronic, auciiqvisual';,;micrdfon;;,rqr-_oﬂner-.met'_jia. e

5) Accordirig to the lfe cycle concept, retords godhtough three basicstages: (1) 71,
creation (o receipt), (2) maintenance and'use, and (3) disposfiion. . .0"

T

JRUUR

2) Disposition méans toss actioris ake resarding Disiict icords aftér they are.— ©
no lohger needed in oﬁcespacetoconduct eyrienit agency-business. LT
b) 5&%9655! refers to ohly;ﬁjﬁ%e final, aahonstaken r_éggajrdii)g‘.feff;poréryi_reéordé.' o
' that expire after their retention periods. {1t normalty means destroction ofthe’s '~

-t X

record content, siich as by. recyciing or burring the record. It is the finataction =~
taken regarding expiration, of a temporary retords retention period. . The termis ... .
also used occasionally to mean the transfer of temporary records frorn District PR
control by-donating them to an eligible person or organization. after. eceiving the

[ N S p—

DCRMO' approval. &, ©ei =0 2in T T

¢) Seheduling records is the process, of-dévelopirig-2 document that provides -
mandatory instruction for what to do withiyecords no longer needed for current ..
govemnment business. This document is the DCDC Records Retention: -~
Schedule: \ . oo e U i T

8) Most records cannot and sholiid not be kept permanently or even for long pefiods.
Al records, régardiess of media, fal irffg ane of two categories for disposition . .
PUMPOSES: & . 1t 1 TEC L L S ..

a) Teiporary records. These should be'destroyed, or in rare instances donatsd; - .-
“““ afier & fixed period of fime or-after gccurrence of a specified event. The fime ‘
o may range from a few months 1o miany years. Most District records are

o mporaly. b e, fewales ¢
" b)Permanent records. These are sufficiently, valuable for historical or other

purpeses to warrant continued preservation by the District Govemnment.

Relatively few District records are permanent, although the. exact percentage
dgiffiers from agency fo agency. . L S '

7) Nonrecord Materials

- a) Only the Records Administrator shalj determine record.or nonrecord status,
N } ~ after obtaining any necessary advice from the agency's legal counsel. The.
following guidefines apply to nonrecords:
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= -_- .. (1) Nonrecord materials ‘should not be filed together with ﬁcbgds.

" (2) Nenrecord

materials should be destroyed when no longer needed for
- reference, T T '

(3) D_CRMO’S approvai Is not requiréd 16 destroy such materiais. -
: "b) Nonrecord materials durrqntly-iﬁclude: -

(1) l-hfénﬁaﬁon copies of correspondence, dirlec‘cives, forms, and other
-+ documents on which no administrative action is recorded or taken.

{2) Routting siips and transmittal sheets adding no information to that contained

" in the transmitted material. .

© (3) TicKeer, follow up, or suspense copies of comespondence, provided they are
.. exira copies of the originals. L . SR

' (4) Duplicate copies of documents maintained in the same file.

(5) Exira copies of printed or processed materials for \&hich compiéte' -reéo'rtc'i;

sets exist, such as current and superseded manuals maintained outside the -
.- . . office responsible for maintaining the record set. ' '

(6) Catalogs, trade journals, and other publications that éré_'reqeived from other
 Government agencies, commercial firms, or private institutions and that o
require no action and are not part of 2 case on which action is taken.
“o'%(7) Physical sxhibits, arfffacts, and ofher matarial objects lacking' evidential - .
’_ vaiue, e s
-8) Personal Papers : , L .
.- 2) Some Govemnment employees, especially executives, senior siaff; scientists,
" and other specialists, accumulate and keep various personal papers at the
+ - office. The maintenance of personal papers in agency space and equipmeant
- requires agency approval and aiso compliance with District and agency ‘
Teguirements. If kept there, such personal papers must be clearly designated as
“such and maintained separately from records. - '

" b) Personal papers are documéntary materials belonging to an indi;ri'dual that are
~ not used to conduct agency business, They relate solely to an individual's -

~ personal and private affairs or are used exclusively for that individual's
convenience. They may refer to or comment on the subject matter of agency
business, provided they are not used to conduct that business. In contrast io

both records and nonrecord materials, personai papers are not Govermnmeni-
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- owned. Certain documentary materials are ciéarly personal and may readily be
“  identified and claimed as such. Categoriesof, personal papers include:

. ) Materials accumulated by an individual before joining Government service that -
. are not iater used io conduct Govemiment business: Examples include previous .
work files, polifical materials, and reference files. ' S
" {1) Materials brought into or accumulated in the office that are notusedfo -
. . -conduct agency business and that relate solely to an individual's family © .
... 'matters, outside business pursuits, professional activities, or private political
. *associations. Examples inciude family and personal correspondence,
" voluriteer and community service records, fiterature from professional S
organizations, and manuscripts and drafts of articles and books. . .

. | (2) Work-related materials, such as diaries, journals, notes, personal calendars,

. and appointment schedules, that are not prepared, received, or used-in the

process of transacting agency business. Although these materials ‘contain
work-related information, they are personal papers if they are claimed as

- such and serve only the individual's own purpose (e.g., as reminders ari';l'
personal observations about work-related and other topics). This category is

" the most difficult to distinguish from agency records because of its work-.
" related content. ’ : AR -

d; Some materials -appeaﬁng-tc':_be peréon‘él"papers could prove 16 be agency.
: S " records. Determining their record status depends on all the circumstances of .
=~ their creation, maintenance and use, and disposition. :

. &) Even though documeﬁtary. inateﬁals may _hé\.;e designations such as "personial,”
' nconfidential,” or "private,” they are records ii they are created or received by
the agency to conduct Government business and if they are preserved or
funchions, and activities or contain information on the persons, places, things, or
matters dealt with by the agency. . .

| f) Employees shall be careful not to mix personal papers with District records.
'~ Although personal papers may be destroyed or removed at the owner's

discretion, it is flilegal to destroy or remove records without prbper’aumoﬁzaﬁon.

9. PROCEDURES.

M .

"1,

‘Each employee and manager of the DCDC shall manage records throtighott their life
cycle that includes the following components: ‘ o

a. Records Creation!Co!iet;t?on. An official record shall be created to appropriatety”
document all department functions, policies, decisions, procedures and essential
transactions. - ‘ o :

appropriate for pressivation becausé they document the agency's organizafion, . o
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b. Records Mamtenance and Use Record ﬁllng mdexrng and’ stcrage shall be
maintaired ini accordance with DO 1210: 1A, Departrnent of Correchons
Standard Fi Img System" dated September 1 1974 -

¢ Records Drsposrhcn

- 1) DCDC records that match those rdent;ﬁed in the overall Drstnct cf Columbra
Govermment Records Retention Schedule dre’listed in Attachment 1.. This'. -~ Lo
schedufe shall be sh;icdy:an lﬁm’,ety adhered to for the @pcsrhon and d:sposai of j o

- ~.'.~ 3 e———, .-‘

2) In addition, DCDC specrﬁc records are rdent;ﬁed in the DCDC Records Retenaon —f:;f. T
Schedule (Attachment 2):This schedule shall be stnctly and brﬁely adhered to for B
the d:sposrbon and drsposa! of rdenhﬁed records SR 2 TR

2) Employees shali Hiot destroy any records that are not mcluded on the Records
Retention Schedule; In this instance, the employee shail consult wrth the DCDC
Records Admmzstrator for drsposrtron guxdance S .

3) Requested changes to the Records Retenﬁon Scheduie (1 e., fo rnclude records
not containedin me‘Records Reten’aon Schedule or-to transfer retain or destroy
_ records for a. different time penod) must be. subrmtted to the DCDC. Records
Admrmstrator for change approval by the DCRMO : . :

3 ldentrfy and segregate ﬁ!es that are targeted for storage transfer or destruchon
10, Storage of Records Outsrde of the Ofﬁce L |

a. Each empioyee must pack reccrds rn the ongrnal ﬁlmg order or a fogrcal order that
reqr.nres mmrmum retneva! trme I : ‘

. ;." '~.

1) Only boxes of the type and srze contamed on page 1 of Attachment 2¢can be used

2) Pack the boxes as n‘ they are ﬁle drawers They should be in the same order j I
which are malntarned mn actwe ﬁi Co _ _ .

" 3) Place ietter—srze records in the box wrth labels facmg the numbered end The
numbered end should be opposrte the stapied end

| 4y Place | legal—srze records in the box S0 that the labels face the Ieﬁ of the box as you-
" face the numbered ehd. - - o e g

~ 5) Leave all guides and tabs in the records if they will heip WNRC personnel servics
' the records. i oo ' :




6) Do not over pack the boxes Da not add addﬂzoha1 matenal

7) Each box must be at least 4 fun i '-f .

-8) Usmg a biack maglc rnarker m the upper lefl; eomer of the box, wme the

Accession Number (for- exampie 351-99—111) .The (351) descéribes the reeord,;;. :;"-:_"': -

group classification. The (99) describes the: year the records-are transferred of-
marked for siorage The (111)- descnbes 1he ene “ﬁme umque number of the

records ﬁzatare transferred o stored J S I R

oty e et
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9) Onthe UPPEF ﬂghf comner Of the. box same srde as ’the accession number Wnte the o x

number of the partlcular boxand the totai number ofthe boxes in the entire
accession group For exampie label the ﬁrst box i ah accesslon group of- 50
boxes 1/50 The one represents the ﬁrst box |n an actessron group of 50

' 10) Prepare a Irst of the ﬁles that are contarned m each storage box.

I T P (A i A

t___,m._ Lot

). The proeedunes hsted below shali be adhered to in the rehrement of records to the
Nabonal Recerds Center (NRC) st N : .

1) Perform au Steps In sa (1) through (10) above

2) Comp]ete the SF 135 Washmgten Natldnal Records Cemer (WNRC‘ 'e-ques arﬁ
forward itto the DCDC Records Admmlstrater , A

3) The Records Admrmstra’cor shall review the request to detenmne uaat rt conpnes
with the DCDC Rétention Schedule and the procedures contained herein.
Requests ¢ détermined to be in noncomphance wnli be returmned tO‘the requestmg
ser\nce area for cerrecbve actlon e . . .

4) Requests meetmg the necess : ry;.requrrements for re’urement ) WNRC shali be
fogged into the’ Request for Records Ret:rernent database for tracking e"d
transport purposes A

: :5) The DCDC Reco rds A dm:mstrator shaH forward nach Request for Returement to the.

- D.C. Records Management Ofﬁce for approval

8) The DCDC Records Admm:strator shali iog eam approval in the tracking database -
. and retumn the approved requesi(s) to the requesting semce area with the requ:red :

SF 135 “Records’ Transmrttai and. Recelpt”

7) Records shall be prepared for ret;rement to the WNRC in accordance with
Attachment 2, page 12 and transported fo the Lorton Supply Management Office
for pickup and delivery o the WNRC. The ongmal SF 135 shall be submitied with
approved re nrﬁs for retirement.
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8) A sarnple of each record bexng refired or destmyed (see Sectxon 11 for”
destrucﬁon) shall be xnc!uded wrth the SF 135 orthe documented request for -
desﬁucﬁon - , , ,

1 i. stpesa! of Recmﬂs Tempo"aw records no longer neaded— to conda"t ager-'y
B busmess shall be disposed of by desﬁ'ucﬁon as follows:

) a.,". Utsllzaﬂon of shredders when the volume of records do not exceed 25 boxes

B b Sent to the Ofﬁce of Fac:]‘:txes Managemnnt o be bumed at the auﬂ‘:onzed mcmerator '
-.or _ :

. Gi- Bylddhaﬁon ’:o an eligible person(s) or organization(s) after receiving approval by the
.. P.C. Records Management Ofﬁce .

- For recordkaepmg purposes service areas shall provide the DCDC Records Admm:stzator : '

- with a listing of all records destroyed and/or donated. The list shall include date of and
means of disposal; if donated, the name and location of the :ndmdual or orgamzatlon '

recewlng the donated records.
die Washington -

Director

| ‘_Af'achment - DCDC Records Retention and Disposal Schedule
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REQUEST FOR APPROVAL OF AGENCY RECORDS RETENT!ON SCHEDULE

- " 1 Nameongency 2. ScheduleNc ;' 3. AmendmentNo'

s D DARTMENTQFCORR.ECTIONS °1'°1 R

' '. 7 Achon Requested

- 4 PersonmthWhomto Confer - T 5. Address | '. L — S.Aﬁlephbhe.. 1

o RegmaC G:lmore " | 1923 VermontAve N-119 | (202) 674-2059

NW DC 200014125

Soeb LTV fpcad A e e

o A. '.‘ L Approval of agency re::ords retentlon sc:hedule

IR B - ' Approval of amendment to agency reten’uon schedule

T &.zagmarks.

X Approvai of revised agency retennon schedule

;-".Sigr}atur‘el ongency Rep ntaﬁve:' Titie - '_ ; Daiz

K £

. f‘; .’
Director B 7/5/6 -

'Cidie'-Washingtbﬁ
O CONCURRENCES AND APPROVALS

Slgnature ofD C. Arfi(nmst K N Date

(‘OM ﬁ“—« - QéA%ﬂ‘/

~ | Sighatfire of Public Records Administrator o - Date
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DISTRICT OF COLUMBIA -
GENERAL'RECORDS SCHEDULE1 , =

PERSONNEL RECORDS

- Agency personnel records reiate to the superv:s:on over and management of D:stnct : .
o jempioyees This schedule covers the disposition of.all ‘official personnel folders of ... - .
"~ District employees and all other records relatmg tc perscnnel wherever located i in the , -

L, agency , ‘ L . . . ] . ' - | ) _ PR S _____._.. P .‘,.u

. The most. mpcrtant types of records the Ofﬁcral Perscnnel Folders and Servnce Record
o 'Cards are malntained accordlng tc Drstnct Personnel Manual Chapter 31, wh!ch

.....

o .\ecords created pnorto January 1 1921, must be offered to the D.C. Archrves before L
< ;applytng the drsposrbon mstructrons set fcrth in 1h|s schedule '

Th:s general records schedule was approved by ﬂ'ae D. C Records Dnspoerhon
o Commrttee on-June 17, 1987 it replaces D.C. Scheduie 40, Sechon 1.

ITEM . ',DESCRIPTION R _ AUTHORIZED DISPOSITION
o 23 :
LT Standards of Conduct Flles

. - Correspcndence memorenda and other Destrcy when cbsolete or superseded
T records relating to codes of ethlce and
T ‘standarde of conduct.

. ' 24 Labor Management Re!aﬁcne Records.

- @ -tabor Management-Relations General -~ -~ - - - cr e
and Case files, excluding records of ' ' -
the EOM/Office of Labor Liaison.

[Office of Labor Liaison records are
- covered by DCSHB503]

Correspondence, memoranda,
reports and other records relating to
the relationship between
management and emplioyee unions
or other groups. -
' ("I) Office hegctietihg agreement ~ Destroy when 5 years old.
(2) Other offices Destroy when superseded or obeoiete.

b. Labor Arbitration Generza! and Case

1  Tssued 4/8%



F‘Ies .
Correspondence forms and background
papers. rela’ung to labor arbrtratlon cases case

25 Tralmng Records S

a.: Tralmng Alds B -'. Ll T _"E-"

' (‘f) One: copir of each manual syllabus Submrt request fcr dlsposmon authonty
" fextbook, and othertrammg a:d toDC Archwes - oo Tl
deve}cped by” the agency PR NE : : * Sl
.' K . 'I\ < .‘ . . S : 5 -. . ‘. - -.:,‘4 “ .
(2) Tratmng alds from ather agenctes or R R O RN E
anate mstltuflons e e \Destroy when cbsoiete ot- superseded

Moo

b. General Fﬂe of Agency Trammg il
('I) Correspandence memc:randa S Destroy when 5 years old of. 5 years
agr.eements ‘Authorizations). reports after cempletion 6f a specrﬁc "tramlng
requlrement reviews, plans and -'.._-program . R
‘objectiveé relatifg’ 16 the et S .';:ﬂ
-, establishment.and operation of © LR PR AL A
.+ training, courses and conferencas el
. (Included - y _
_;-areTra:nmg Forms. 10A 11 1'1A, L .
1B, 191G, and DCSF . | o RN et T e el
-'1207-&)

@ Background and work papers ae L B
o .-xi.-l.j Destroy when 3'years old. -

N

Issued 4/89



- Govemment—wnde prcgrams- S 2o

' ,Documents reqwred by the Comptrclrer Genera! te be mamtarned fcr Sﬁe audlt are

DISTRIC’I“ or'cowmm

Payrel]mg and Pay Adniimstrahon Records :_; s

l e, K _'-'1:1‘

Payrolhng and pay admrmstra‘uon records pertam to] drsbursements to ernployees of the

District government ; for personal services. ThIS schedﬂle apphes 16 the pay records. that "~ S

are commion-to all agencies; biit it éxcludes. (a) individual retirement record cards ;"

(Standard.Form 2806 or.equivalént) that.are mairitained diring.émployee duty; (b) ﬁL_,s T '
- maintained in agency Space for audrt by the. Generai Acccunhng Office under. secﬁon e e
117(b) of the Budget gnd: Accounhng Prccedures Actcf 1850¢ ‘and (C)- records reiatmg to_' N

tax withhoiding, sa’wngs bonds or i deh’t,y bcnds or other records held: by the, .
appropriate units of the U.s. Treasury Department respcnsubie for the related

e e . ..u_. T I PR e e ‘.,-:.»-:1' ARTITE RA

.o yoeoomi
.'., LA L

- . SR R C -

segments of accountable’ officer's acoounts in'no event may- dlsposal bé made . of
records’ pertalmng to accourits; clalms OF demands mvdlvmg the. Government of: the

United States which have riot beery settled or adjusted by the Gengral: Accountmg Ofﬁce. '1_ K

unless the agerity concemed has writien - apprcval cf ’rhe Comptroﬂer Genreral, as’.
required by 82-Stat: 1301 (424 U.S.C. 3309) ‘Most pay accounts-are prepared, and .
mainiained in accordance with Title S—Pay Leave angd Allcwances and lncorporated in.

: the GAO Mar:ua] fcr Gu:dance of Federal agencsee l ;.,

‘ tn the payrcihng process drﬁerent ‘cypes of records are accumulated Under Trﬂe 6 cf the

GAO Manual these reccrds are normally srte~audrted on a sample basis by GAO - _
representatwes who'examine pnmaniy the eamings’ record card, payroll change shps E
that are prepared fo. dccument changes in nommal- pay, certification shegts containing
the signatures of the’ certlfylng officer; checkhsis piepared in lieu cf the more formal -
payrolis by Department of the Treasury or Ioca! dtsbursmg personnel sourcé personnel

documents $tich &8, basictime and; aﬁendance reports and. copies.of. perscnnel actlon e

forms documenﬁﬂg changes T pay. ln addition, ‘pay registers and cther accountmg
devnce= are rnamtarned to check and ba!ance the acccunts - -

All payrcli sys ems requrre Lhe marntenance of a, Feave card fo WhICh lnfcrmatlon s

‘posted from'more detarled records kept by time and aﬁendance clerks located -
throughout an agency. Two basic forms. or 'variations of them are used by agencies: (a) -

leave record- (Optional Form:1137) which shows, leave taken by an employee over a

" two-year period; and (b) time.and attendance report {Optional Form 1130) which is a,

combination fime and atiendance and leave racord designated io be mamtained in
agenmes in which the tlrne-keepmg function s decentralized -

One time and aﬁendance repcrt (Opt;cna! Form 1130) s mamtamed for each emplcyec
each pay period, and the current leave siatus fi ngure is accumuiated from pay period tc
pay period. :



_ DISTRICT OF COLUMEIA GENERAL RECORDS SCHEDULE 2

2

' '-Q'thet-récofés inc:idental,;_o the payroliing process ar,é; (&) w‘:thhbl'din'gj'tax and sa"'vings

. bond records; (b) reports made to the Treasury Department units and the Office of T
- " Personnel Management on income tax and retirement transactions for persons .

employed prior fo October 1, 1987, and (c) other records not pertaining fo individuals,
.but._l'*ath"e_r.to the general administration of the payrolling office and the payroliing
function: = © - L S _

I many cases the records will be if electronic form, as the payrolling process has been

L _ converted:fo eléctronic data processing throughout the District government. With the

exception of records created in central processing facilities described under item 17;all- - --
records described in this schedule are authorized for disposal in both hard copy and
. electronic forms, as provided in Schedule 40, Section 28, Machine-Readabie Records,
- and DCGRS 23, Records Common to Most Offices. - ' o
. Records'created prior to January 1, 1921 must be.offéred to'the D.C. Archives before
- applying the disposition instructions set forth in-this schedule. I

o 't"‘nig généraf records schedule was _apprcvéd by the D.C. Records Disposition
.. Committee on February 15, 1988. It replaces D.C. Scheduie 40, Section 2.

1‘.,' In-'di'vidmd Accounts Files, o

- Individual earning and service cards, such Transfer to the Records Center. o
as Optional Form 1127 or equivalent. . ~

- a. Forindividuals employed prior to (1) i filed in official personnel folder .
= 10/01/87. - ' (OPF) or in individual pay folder adjacert.
e T o to the OPF, destroy with OPF, (See =
B . DCGRS 1, liem 1,2) (2) Knotin or
S .- adjacent to the OPF, destroy. 56 years .
after the date of the last entry on the card.

b.  Forindividuals employed for the first  Transfer to the Records Center: (1) if
Time after 9/30/87 who will not be filed in T C
covered under the Civil Service - Official Personnel Folder (OPF) or in -

_Retirement System. ’ . individual pay folder adjacent to the OPF,
oo Tl destroy with OPF. (See DCGRS 1, tem
1,2). {2) If not filed in or filed adjacent to
the OPF, destroy 56 years afier the date
ofthe lastentryonthe card.. . . . - ..

2. Payroll Correspond':éhce Files.

General correspondence files maintained Destroy when 2 years old.
by payroll - units pertaining to payroll
preparation and processing.

{2

(Issued 0/8%)
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<

3 Txme and Attendance Reports Fiias.

. a Op’uonal Form ‘1130 or equwalent

(1) Payro!l prepara’non and - Destroy after audit or when 3 years oid

g Process:r*g coples ' wh;chgver Is sooner. g
a (2) All other cop:es. T ' Destroy 6 months aﬂerthe end of the pay :

A S penod - e . :

b Fiexltlme At‘tendancg Records ERE LT o

Supplementa! time and attendance ' Destroy after audrt or when 3 years old
.. Records, such as sign-in/sign-out sheets whlchever is sooner

" . .and work reports uséd for time accountmg T
under ﬂexrtlme systems - : :

X Indmdna! Authorized A]lotments Filcs

A e a U.S. Savings Bcnd Authonzahon
v ", .. Standard Form 1192 or equivalent,
" and authorization for individual
allotment to the D. C One Fund

Campasgn
e (1) If reoord is maintained on eei'ﬁ'ting Destroy when superseded or after
o record card. . _ . separation of employee. If employee. .

“ transfers within'an agency or between :

agencies, these authorizations must also
, S oo be transferred. See Treasury Fiscal

oo R : o " Requirements Manual, para. 6030.10 jor

R S ' IR . instructions regarding savings bonds. .

authorizations, and Federal Personne! *
L _ _ . Manual (FPM) Chapter 550, oubchapter

o ' . 3, Part 8, for instructions regarchng
T o " " aliotment authonzations

(2) ¥ record is not maintained elsewhere.  Destroy 3 years after supe;rs_aded or3
, _ S years after separation of employes. See

i S : (1) above for transfer instructions. - |

5. Bond Registration Files. .

Issuing agent’s copies of bond . Destroy when 2 years_oid. |
registration s_tubs. T ‘ o

) g : 6. Bond Receip.t and Transmittal Files. c

[¥3 ]

(issusd 0/89)



'7.

10.

i1.

12.

N mve Record Cards

H
P L R T
o R

:, ".‘ et

DISTRICT OF COLUMBIA GENERAL RECORDS SCHEDULE 2

Rece:pts for and transmrﬁai of U S :
Savmgs Bonds and checks‘ IR

Bond Purchase F iles

Fonns and reports wﬂ;h reiated

documents’ perlammg to depos[ts and
purchase of bonds

5

Leave Appharhon Fﬂes -‘.' - R :

[ "-

Applloatxon for Leave SF 71 or

equivalent, and supportmg documents
relating to requests for and approval of
takmg Ieave .

. '

Leave record oards such as OF 1137 or
equrvalent, maintained’ separateiy from' .

pay and eamings records, and OF 1130
when used as a1eave record

a. Pay or ﬁsoal oopies

b. Other c:oples.

I_mve Data Flies -":

' “'-?.eoords of leave da‘ta such as SF 1 150 i
‘prepared except as noted 1n the FPM
DEBAB it

Onglrai copy of SF 1150

..l‘."'."-
. Lo ey

f

'

Destroy when 3 years old

. LN

L Destroy when 3 years old

Destroy 3 months aﬁer the end of the

penod covered

JH e

il riie on nght sxde of OPF See D\.,GRS 1

' j item 1 2.

b. Agency'c';ooy'.'.'ﬁ; : ..f.' .

Notiﬁoation of Per'soixn'el Acﬁon- '

Pay or nscal copy of SF 50 or equwalent
not fiied in the Official Personnel Folder.
Budget Authorization Referexnce Files.

Copies of budget authorizations in
operating payroll units used o contro}

=Y

Destroy when 3 years oid.

Destroy after rela’red pay records are
. audited by. or when 3 years old
whichever is sooner.

Destroy when superseded.

{Issued 0/89)

Destroy after audlt orwhen 3 years old )
whlchever is sooner :

T n s e




14.

16.

' dtsburs:ng ofﬁces wrth releted papere

_ _(1) lf eamlng record card :,s mamtamed.

b stburemg off icar Gopy used m St

F:sr:.al Schedules F:ies. ;

Memorandum copres of payrolls check

' fists and related certification sheets, such L X

as, SF, 101‘#\, St ‘1128A,\or equwalente
a. Secunty coples of documents ot
prepared ¢ or used for dlsbursement by

b AII other ooples

e et

(2) ’f eammg raGOl"d Cal‘d IS not PN

Mamtalned > _' SRR

< Desb*oy when Records Center reoewes

o .oovenng the same payroll umt

seoond subsequentpayroll or checkhst

top te
_,..

Tyt

n"-'..=, L

. . Y . [ DT
N Sy ; . . J

'Destroy aﬁer audlt Dr when 3 years old

whlchever :s sooner SORG

M
noad . -
a"-".‘ \

T:‘ansfer to Records Center when 3 year* o
oid Destroy when 10 yeare old C

'.i.,:; .
. .

Pa}ToIl Controi Fﬂs
‘Payroll control reglsfem

Paymll (‘han,,e F ﬁes

g ray-oll ohange sllps, exc!usav: of Lhese of

ihe OPF suc:h as SF 1126

ar ” s
I

"._i

a Copy used In audxt

- e
eenlhe A W

R O T

Prepanng ohecks

c. A[I other coples

Memorandum coples of nsr:.el schedules' .

.used in the payrol] process..

a: Cop_y used in audii.

b. All other copies

‘ ;"- audited by or when 3 years old

Destroy after aud:t or when 3 years oid
whlchever is sooner o

Deetroy wnen reiated pay rec:ords are

- wdoer Crel,

W,,h_, _hever lS sooner A

. ’ ,'Des_’groy after preparahon of'"cf_neok"s.

Destroy 1 month aﬁer the. end of the pay o
pened

" «Destroy after audits or when 3 yesars oid,
whlchever 1S SDONET.

Destroy T menth afier the end of the pay

" (issued 0/89)
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- . _ 17 Admm:stratrve Payroll Repért Files.

_=Reports statistics, with suppomng and
- related records pertaining to payroll
" operations and pay administration.

2. Reports and data used:for workioad

' '".and personnel management purposes.

" " b. Allother reports and data |

- 18

“Tax Files.

oA Wﬂhholding tax exemption certificates,
-such as IRS From W-4, and simifar tax -
~ exemption forms.

b. Returns on income taxés withheld

Such as IRS Form W-2.

e Reports of withheld taxes, such as

_ RS Form W-3, with related papers,

19",

. including reports relating to mcome and

socnal secunty taxes

Retirement Files,

a. Reports and registers.

'Reports, registers, or other control

- . documents, and other records relating to

20.

- -retirement, such as SF 289? or '

equwalen‘c

b. Assistance files.

. Corespondence, memoranda, annuity
" estimates, and other records used to

assist retiring employees or survivors
clairn insurance or refirement benefits.

Insurance Deduction Files.

Reports and related papers including
coples of vouchers and schedules of
payments pertaining to insurance
deduciions,

- period: o

~Debtroy when 2 years old

 Destroy when 3 years old.

Destroy 4 years aﬁer forrn is supersnded-
or obsolete

Destroy when 4 years old.

Destroy when,4 years old. -

- Destroy when 3 years oid.

Destroy when 1 year old.

Destroy when 3 years old.

{Issued 0/89)
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21 Levy and Garmshment Files

.. Official. Notlce of Levy or Gamtshment x Destroy when 3 years old
. .- (IRS Formh B68A.or equivalent), change SRR
. glip, work papers, correspondence, |
o release and other forms, and other L e e
s recerds relating to charges: against . ’ _‘.- ‘_- ,-'.'l-‘ T
“~. . retirement funds or attachment of salary . L Lo
for payment of back i income taxes or:
: other debts of Dlstnct emp!oyees K

2. WageSuweyFii&s. B '_‘-. o

e _Wage survey reports and data '. _ Destroy aﬁer completlon of sec:ond
RN background documents and -, | Burvey succeedmg wage survey
correspondence pertaining to area wages - :
. paid for each employee class;. - :
.:%' " background papers estabhshlng need, .
.. -+ . authorization, directicn, and @nalysis of '
. wage surveys; development and’
- . 'implementation of wage schedules; and e
+request for and authorization of specific . | f‘ oo ,
- -rates;{excluding ‘authorized’ and wage ., Y '
' schedules and wage survey recapltulatlon L
. shnets) .

3 ;
i
. )
oy Ll ' L
v
l., ' * :: A
il
7 {(fszned 0/89)
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. 0% DISTRICT OF.COLUMBIA © ..
" GENERALRECORDS SCHEDULES *

S er“bqni_remenvt,.S‘t{pp!y; and Granf Records -°
~ This schedule covers the most frequently found agency: records relating to-procuremert,
supply, and grant programs. Since many District sgencies conduct grant programs. .- .
- which docurnent projects contracted between the ageficy.and an outsidé party, grant - ..
records are included as an adjunct to-procurement and:supply.records. This schedyle:- -
. also covers bid records, inventory records, telephidne toll records, and contractors’ -, ..
- payrolirecords. < . 0 T L Sl S
D.C. government agency procurement and ‘'supplyrecords document the acquisition of - - -
. goods-and nonpersonal services; controlfing‘the voltrne 'of stock on hand, reporting o
‘procurement naeds; and related supply, matters which -are part of daily procurement -. -, - ¢ ¢
- operations. The basic procurement files refiect a considérable range 'of procedure, from'
simple small purchases to complicated prime contractor and subcontractor operations.

" Frequently £opies of procuremert papers becoms integral parts of other files i the S
~ agency, such as.project files of varidus types or general ubject files pertainingto .

- program operatiofis. Such copies are not covered by this schedule because they cannot

* be considered and e{';ali.-ratfed separately from the 'ﬁles,lfdr‘whicﬁ- they are a part. :

The Ge”éfaI;Aéff‘OUﬂﬁ';Qfoﬁ.&e'no"lo_ﬁ{;éf requires agencies to maintain a separate file -
- of contracts for site audit. The agency contratt file$ maintained in the contracting -~ -
“officer's office are accessible to GAD auditors and have generally been usedinthe . -
past. P e -

In no event may dispesal be made of raé_crd,s'b.e,rté‘inihg’ to :abcounfs, claims or demands L
involving the U.S. govermnment which have nt}tje_t been settled of adjusted by the -
. General Accounting Office without written approval of the Comptroller General, as -

" required by 44 LJ.8.C.- 3808 5w iy

Records documenting procurement and-supply in agenicies are largely standardized by
' various regulations, but the physical arrangement of the transaction files themselves -
differs in the various agencies. In all agencies the official contract files, for example,
contain a minimum core of 'specified documents, but there are also other documents
that vary in accordance with what the individual agency deems to be best for its own
operating purposes. .. - T R

‘Me key procurement file is the transaction case file containing the formal contract-or -
informal purchase order or lease agreements and all related papers. The documents
fiowing into the transaction file differ in detail, but they include, in addifion to the
purchase documents, specifications; bids, schedules of delivery, initiating requisitions,
invoices, and correspondence. Other copies of these documents, made for expediiing
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DisTRICT e;cowm GENERAL RECORDS SCHEDULES :
and other admtmstra’nve purposes are scaﬁered throughout the mspec’oon shrppmg,
‘ ’~expedmng and other unrts of the agency procurement organrzatron e
Other ‘r' les related to the procuremenf and Suppiy ﬁmmon mclude reports used for
. supply L
_manaoement ourposes by the agency crea‘nng {he records as well 2§ tne sr.an ager
involved. wrth QOVEmment-wade programs Iowl reqursmon stock inventory ﬁles and

B _'_'other mrnor SUppfy papers

Records created pnor to January ‘1 ‘1921,. must be oﬁered to the D. C Archrves before
= apptymg the dlsposrraon rnstructlons set fcrth m thls scheduie . '

KB

: _Thrs genera! records schedule was approved by the Board of Commrsszonersu on
January 28 1985, : ol -

.
n‘,.s-'"

ITEM Dﬁsémbﬁ S .. " AUTHORIZED DISPOSITION '

1. Procurement Records (Umque)
.Procurement ﬁies dccumentmg the S Su’omlt request for drsposmon aurhonry to
initiation and development of transactlons D.EC Archwes T
that deviate from established precedents : - U :.'

. with respect togeneral agency -~ ° e A SRR
procurement | programs, other: than those C I ' Y
'covered by 1tem 13 (be!ow)

N

R_al Property. Records " j‘ff';.’f_,'_"' L

Title paoere dooumen’emg the aoqu:smon ~ :-.4--::- S “ ST

* of real property (by. puréhase, : .
condemnation, donatlon exchange or S
otherwuse) ’ : !

a." | Papers for prOperry acqurred pnor to o Submlt request for dssposrtron authonty to

_ January'l 1921 | L B C Archrves
b. Papers for prcperty acqurred since - i Dest"r_oy 10 years afier unconditional sale
January 1, 1921, other than abstrar'i or release by the D.C. govemment of
or cemﬁcare of trtle T ~ conditions, restrictions, mor‘rgages or -
v o otherliens.

¢. Abstract.or certiicate of title.

- Transfer to purchaser after unconditional
- sale or release by the D.C."govemnment of
.- conhditions, restrictions, morigages, or
other liens. '

[N
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PR

3. G-eherai Corre'is:pondence Fiies L

"Corres;:ondence files of operanng i Destmv when _2 vears Qld
- procurement units concerning mtemal : f‘.f R

operation and administration maters not - ’

covered elsewhere in the DCGRS. '

: 4 ‘Routme Procurement Records

, Contract requisition, purchase order
' release, and bond and surety records. ST,
_ mcludlng correspondence and reiated . '
papers pertaining.to award, o '
administration, receipt, inspection end
. payment (other than those covered in ,.;.- - -
ltems 1 12, 13 and 15). o

a Procurement or purcﬁase
- organization copy and re!ated

pepers

1)Transact:ons of more- than h ;4- ' Destroy o years anu mor;'tl‘isl :after final
$10 000 and alf constriction . paymen” ' L
contracts exceedlng $2, 000 . :

2) Transactlone of $10, OOO or Iess ' k Destroy 3 years after fimal pavment.
and constriction contrects under * . (Close file at the end of the fiscal year,
SL,DDD ' ' .. 7 = retain three years and destroy, except

_ that files on which actions are pending
-~ 1" “shall-be brought forward to the next ﬁscal,
Cn year s files for destructron therewrth}

b. Obii'gation'copy .Destroy when funds are obligated.

c. Dther cop:es of records descnbed . ‘Destroy upon fermination or completion.
above used by component elements '
of a procurement office for =~
administrative purposes.

5. Supply Management File.

Files of reports on supply requirements ' i

and procurement matters submitied for ’ Q
supply management purposes {(other than

those incorporated in case files or other

[aY



E F les ofa general nature)

o, "'r.}._. Coples :n other reportmg umts and

"' .ot
\

" p;;sn‘;zci"':of CQI:,UMEL%; GENERAL RECORDS SCHEDULE3 -

- Comes recawed fmm chet umts for
. intemnal pu-poses or for transmzssnon
o to staﬁ agenues

related work papers.

' 8 Soln:tted and Unsohmted Blds and

Proposals Flles _

_ " a Succ-essful Bids and proposais

‘ b Sohcated and unsoilcrted unsuccessful

- bids and proposals

: '-1) When filed separateiy from
contract case ’r' Ies

2) When ﬁied w1th contract ﬁ!es‘ '

a0

. Cancelied soncitaﬁoa files. -

b Formal sollcdatlons of: offer to,

provide products or services (&:g.] ';-

_invitations for Bids, Requests for

o [
he et
s

’ LN

Destroy when 2 years o!d

Desh’s__r}a')"{.\krﬁen i‘i,..yéar' od. "~ '

Destroy with related’ ccpntrac:t case ﬁ!es
.,"‘.(see ltern 4 of thts schedule)

A ‘.-Destroy wher refated contract IS
: ..'completed ' :

Destroy wrth related contract case f‘ 1es :
- '.(see Ibem 4 of this schedule)

. Dastroy 5 years after date of }::anc_;'el,laﬁ'o.n.

.- Quotations) which were cancelied‘ -
. prior award of the. contract; The '

- files include pre-sohcrtatuon =
. documentation on the .
F requnrement any offers, whlch
- were opaned prior 16 thé: -
-canceilatlon dmcumentahon on

. any government-action up to the
* time of cancellation, and evndence

" of the cancellat:on
- 2) Unope?ned bids.

d. Lists or card-files of acceptable
bidders.

7. Public Printer Record.

Records relating o requisitions on the 7

Return o blddEI’

Dmstroy when supﬁrseded or obsolﬁin ‘
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Pnnter and allsupporhng papers

a. Pnn’ung procurnmant tinit copy cf

. . v . .
e s .
BN

Destroy 3 years aﬁer complet:on or

requitsition, invéice, Spetii cationg and cancelhhcrz of requ'smcn BRI

refated papers L ',_.

. b.,':.’Accountmg capy reqmsmon L

10.

1.

; - Non-personal Requxsmun Flie Records

Reqmsrtzcm for | non-persona! serv:ces

such as dupi:catmg, !aundry, binding, and

other semces (excludtng records .

~ assotiated with atcountable oﬁicers
accounts See DCGRS ‘5) '

S N P

Inventor‘y Reqms:tmn Flle Records.

. Requ:srtaan for supphes and equrpment
- for current lnventory I »

; a. Stockroom c:opy

b. All other _cbpiéé.

Inven’tmjr Files.- -

a. '-inventory !lsts P s e b e

b. ‘nventory cards

¢c. Reporiof sﬁ_rv'éy'ﬁ!_es' and other +
papers used as evidence for

_ adjustment of inventory records, not’

otherwise covered in the DCGRS.

Telephone Records,

Destrpy 3 years aﬁer penc-d covered by . ‘
related acccunt. I ,

Destroy when 1 *year old

. wi or
]

Destroy 2 years aﬁer the complet:on or
canceliatlon of requisition.

@estroy when 8 months e!d.- |

"-Deé;trcy?z years from date of Jist " T

L L Destroy 2 years after discontinuance o‘

. itém, or 2 years after stock balance is -
transferred to new card or recorded under
. @ new Classification, or 2 years a¥sr

. equnpment is removed from agency
control

K Destroy 2 years afier date of survey

action ot date of posting of posting
medium.’
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) Contractor s. Payr‘u]l Fii&s. S C
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BT 2
)
L

-Té‘ie pﬁp,ipe;{'_st‘etemen.tjs 'é'r_rd 16i] shps ; Dest;‘oy 3yeéars after penod covered by

related account

[ : . .
40 . J N
P

R Contractor’s payro!ls (constmcnon ', Destroy 3 years aﬁer date of completron

“contracts) submitted in accordance wrth of t:ontract unless contract perfcnnanee is |
. Labor. ‘Dept. reguiations; with relatéd sub)ec:t of enfercement action on such '

certrﬁcatrons anti-klckbeck afﬁdavrts and date

43

‘Tﬂ ’.Elxemptmn Fﬂes S f - . S ~ : P '

other related papers R

o Tex exemptlon cernﬁcates and related vt Destroy 3 years aﬂer pendd covered by

15,

' Apphcatmns memorandums

'Gr:.@iuntCase File Record. " : - "—_f-" A

~ papers._ T related aceount. -
14,0

Graut Apphcanon F‘]e Records A ' .-. B

correspondsnce arid otherrecords o

o 're!atmgtothe decusron to accept or re]ect__ o :" . . I S
S grantapphcetlons N I R .=:.

‘e

k -a Rejected apphcatrons T Destroy 5 years after relectron

b.. Accepted apphcehons ',-' e L R See ltem 15 of thls scheduie

ProposaL. or eepircatrons comtracte e g Submrt request fer d:sposxtmn authonty te': o
- project reporrs -studies, certiﬁcates ‘ '. D CArcnwes

agreements, memoranda : , 3
correspondence, and other recerds

. relating to rece:pt Treview awerd

evaluetlons status and monrtonng of -

. grants; elloc:a’non of funds and pro;ect

16.

= budgets

Gran‘t Cantml F'le Records

-lndexee regrstens logs or other records - De_stroy when supersedad or obsolete. . -
' relating fo confrol of assigning numbers or B

identifying projects, eppllcatrons and '
grants. :

(&)
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st b..

e

1 Grant Compondence and Subject =

. Records ‘ L
[ _ Correspondence andior subject ﬁles Submrt request for d‘SpOSI*IOﬂ a.:thonty to '
». . including meritorandums, studies, . D CArchwes
.. Teports, forms and other records - Co .
' relating to the legal establishment of .. ._f . '

- the grant program, its policies and '
" basic procedures and the '
management and evaluatlon of
.. Qrarits,

b. Corréspon'dence and/or subject files . Destroy when 2 vears old. .
" relating to routine operations and datiy L e o

, activities in admm:stratlon of the grant -

] pregram. . R O

18, Final Product File Records.

o Pubhshed reports books studles o 'Subm:t request for d:spasmen authonty to
. audiovisual materials, or any. other final. D. C Archlves ' co
- grant product and related records i ln
textual or machme-readab!e forrn

|
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DI{STRICT OF COLUMBIA
GENERAL REC”ORDS SCHEDULE 4

et .
.'|

Property Dﬁposal R_eqords

f,

X l}..a'. '

“These reoords pertain, 1 the saias by agencres of re

al and personal property surp!us to- . .

the'needs of the’ governmient. " in rio event: may’ reodrds be. destroyed that pertaln to

accounts o}arms or demands Wthh have not been settied or adjusted

.,‘; K

" Three forms are prescnbed for use by any agency seihng surplus personal property

a Standard Form 1‘14 Sa!e of Government Property [nwtatzon Brd and Acceptance

Related papers that are maintained by the; :agencigs, usuaHy in casé fashion, Sonsist " o

of correspondence blds and other. nobces of’ saie mvorces and sales shps

'b.. Standard Fon'n 120 Report of Excess Persanai Property

Surplus. Personal Property

[P

= G Standard Form 121 Quarterly Repod of Utlixzaﬂon and Dlspcsai of Excess and

" —-
o it

January 26, 1"-‘585

This general records scheduie was approved by the Board of Comrmssmners onc

ITEM BEoCR.u’ 1 10N

1. S“-ph.rs Pronerty Precedenﬁal Cese- ]

F ﬂes

. : LIRS
e e ) e .,.r oat W

Case : f'ies on sales s surplus'

personal properry (as descnbed R
tem 6. below) dooumentmg the
initiation - cand
‘ transact:ons that deviate - from
established precedents with respect to

" Records created pnor te January 1 1921 must be oﬁered (o] the D C. Archwes before
appiymg the dzsposmon mstructions set fod:h m tf'us schedu[e '

" AUTHORIZED DISPOSI’HON

Subrmt reqoest for disposiion -
au_tn'ori'ty:to D.C. Archives. -

development sof ! ,' - s

general’ agency. d!sposa! or io. rnajor'-j |

d:sposal prograrns

" Property D:sposal Case Flies e

2.
Case files on disposai of surpius reali
=z and related personal property
3. acess Real Property Reports,

Sobrnit request for disposition
authority to D.C. Archives.

Submit request for dispostion



L :S;xrplus Property Case_,-Files.

Case filés on sales of sdrpiué

DISTRTCT OF COL UMBIA GENERAL REC'ORDS SCHEDULE 4

'm:scmmon oL AUTHORIZED msrosmon

-agthon_ty to.E.).C‘ Archives.

. ':.-'Pi‘"opéﬁy * Disposal  Correspondence .

.‘Correspondence ﬁ}es ﬂainta:ned by Destroy when2years oid.
. "un#s-’ responsible for property :

' ‘drsposai pertaining to. their operation
:.and administration, and not omermse
. "prov:ded for.

: Excess Personal Propertv Reports S Destrby when 2 years old. '

i
vl

N

. persenal property, compnsmgm__“,m ——— - _

‘invitations, bids, acceptances, lists of

t 'matena!s evidence of sales, and

- related correspondence__(other than

.- .thosé covered in Items 1 and 2"\

a. Transactions of more - than Destroy é.'years afier ﬁ‘na‘ll payment. |

$10, 000

) ‘r:{.' lransac’nons of less than $1D OOB Dastroy 3 years after final ﬁayrheht."

n ;Real Propert} Files. ..

Consists of records i 1ecessary or Transfer to new custodian upon
convenient for the use of real property completion of sale, trade, or donation
sold, donated, or traded to non-federal proceedings, or acceptance of

- af non- Dtstnct ownership, including, ¥ purchase money mortgage.
“pertinent as determined by the -

releasing agency, duplicate copies of
site maps and surveys, plot plans,
architect's sketcpes working .

diagrams, prellmmary drawings,

blueprints, master tracings, utifity

outiet plans, equipment location plans,
specifications, construction progress
photographs, inspection reports,
building and equipment management .

N
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ITEM DESCRIPT!ON

AUTHORJZED stposmon S LR

and malntenance reoords al[owance P " e

lists, and.fitle-papers provided (a) tha’c o Mt
~ the-recordls can be segregated wrthqui B D

harth to-other documents of endunng ",,-,*.'.._"; S T

valug, (b) that no responsxblll'cy : ﬂ.‘r—f ML e

attaches to the District govemment T BT

becduse of disagreement between the T

transferred docyments and’ the .l AP T

physical condition of the property at G e

the time of conveyancs,. See also. {;-'ﬁ ","- W

DCGRS 22, Architectural, Desigri; and el T

Englneenng Drawmgs and Reiated e ’_-,._:j' v

Records R R
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DISTRICT OF COLMIA BRRE i t
"','j'..'_"":}-"GENERALRECORD&SC;EEDIHJE 6','- BRI R

Accountable Oﬁicers‘Aceount Records A

Th!s general schedule covers accountable ofﬁcere re’furne and relaied reeorde

including records urider the- cogmzance of the General Accountmg Ofﬁce (GAD) or the .
'D.C. Office of Flnancsai Management W : . .

Accountame ofﬁcers accounts mciude rec:ord Ceples of aﬂ records concerned wrth the

~ accounting for, evaﬂabzirty, and status of pubhc funds There ere severai types of
accountable ofﬁcers sUch as . K

LR a'-*:

(a) the collectlng ofﬁcer whp receWes' momes ewed to the Distnct gc:vernment
and ensures that lt is. credited to the proper account

i ¥t et s PR
‘o T ! e
. “ll W ;~., . -
.u -“|' ] o [ .

(b) the’ dzsbursnng ofﬁcer who :s responsnbie for providlng documentat:en to the
Office of Fmanc:a! Management since. hé aceemphshes the ac:tUai payment
of pubhc momes to preper credrtors* and . _- : ‘

' (c) the cerhfymg eﬁicer whese sngnature on a Summary attests to the | R
authentlc:rty of VOuchers Iasted on the schedule S b

\ ) e Dlsbursements fer most govei'nment egenetes are made by the Oﬁice of F:nanc::al )
% Management and the'D.C. Controlier. Since. July 1949, disbursements have beer made

for-most agencies on the basis.of. certrﬁed scheduies wrth the deta:ied vouchers ' .
fransferred io the: General Acceuntmg Oﬁ' ice-from the.| agency or held in agency space rf
* site audit was mvoived This procedurs was extended and confirmed. by General
_. Accounting Office General Reguietlnm Nb. 115; iSsued Jariuary 29, 1852, which © ..
- promulgeted a standard' form voucher and schedule of. payments (Standard Fen’n 1886

and 1167) for use by all ‘agencies effechve July ‘l ,1352 and fom':aily ehmmated the
transrer of veuchem ef the Chlef Btsbu 'g_ @ﬁic e

This schedu.e 1c}udes rewrds held for. m»srte eudrt by the Office of r-mancxei
Management or the Generat Accountmg (f)ﬁice as, descnbed in ltem-i(a) below. Under -
on-site'audit, vouchers contracts, schedules -statements of transactionsand -, &
accountability and other related support!ng decuments are'retained in agency spece for
the auditors. Secfion 117(!:)) of the Budget and. Acceuntlng Procedures Act of 1950
(whenever the Comptrolier Genera! determines that audit shall be conducted atthe ,
site), requires agencies ¢ retain these recordg, which are under GAD cognizance. The - -
General Accounting Office:has -given general euthonty o the agencies, if the records
are no longer required for admmlstratlve purposes, to transfer all audited records and

. any unaudited records more than orie ('I) year old.to the: Federal Records Center (FRQ
. Suitland, Maryland. However, to transfer unaudited accountable officers' accounts less
m‘t tharrone (1) year oid, permission must be obtained from the:Director, Office of

%

W Admlmstratlve Serwces GAO. Because the records heretofore transferred to GAO are




e orsrzért?r OF COLt_fr__rrBoi GENERAL RECORDS SCHEDULE 6

--,'retarned m the agency, some agenores have ehmmated the oreatlon of memorandum

o -oopres as described inttem | of this schedule. Records rela’ong to the avarlabrirty

- collecﬂon and oustody of funds mclude
(1) the appropna’uon warrants
(2) othe. documents whroh deposrt funds into ’the Treasury, and

(3) documents which prowde accountable ofﬁcers with status reports on funde in

" tHeir custody, such as the proofs of deposrtory account and statements of
funds to therr credit. . y ,.

) Agency cop}es of these deposr’c and status doouments are so mtrmatety related to the

- accounts of these officers that they are included in this.schedule. The copies recewed
. “by'the. Office of Financial Management are not covered by this schedule and are,
S prowded for in separate schedules r

Records created prior to January 1 1921, must be oﬁered o the D.C. Archwes before

k O .app!yrng the d!sposrtlon metruotrons set forth in this schedule

LT Th:s oeneral records schedule was approved by the Board of Cornmzssroners on .

o 3 January 26, 1965

SR 'Accoii_mble Officers' Files.

a. Original or ribbon copy of accountabie . Destroy B years a"rd 3 'nonths aﬁe. ‘the :
+officers’ accounts maintained in the agency penod of the account
) for sit audit by GAD or Office of Financial
o Management auditors, eonsisting'of

: statements of {ransactions; statements of
accountability, collection scheduies,
collection vouchers, disbursement
vouchers or doouments used as schedules

. .-or vouchers, exclusive of freight records

“and payroll records. If an agenocy is

operating under an integrated accounting
system approved by AQ or D.C. OFM,
certain required documents supporting
vouchers and/or schedules are included in
the site audit records. These records
docurnent only the basic financial
transaction, money received and money

, paid out or deposiied, in the course of
© =i operations of the-agency. All copies except

Issued 1'/90

[



oy

the. cerlrﬁed payment of collectlon copy, \ -5';_ ’ e
usually the onglnal or ribbon | cepy, and all 2
additional or suppertlng documentatton net
involved in-an integrated system are .. :
covered by succeedmg ltems in thls
schedule. " (_ ,
Suite audit records :nclude but are nof S ]

fimited to the Standard Forms listed: below;-" : S e Tl
Also included are equivalent agency fm‘ms R AL .

which document the basic ﬁnenc:a! ;f,' )
transaction as descnbed above '
SF 224 Statement of Transachons Ll

SF 1034 Publnc Voucher for Purchases
and Servnees nther than Personel

SF 1036 Statement of Certn‘"cate and Foleia e

SF 1047 PubllcVoucher for Refunds -'_.5 *'

SF 1069 Voucher for: A!lowance et
Forelgn F-‘ests of Duty ‘ wloaE
SF 1080 Voucher for Transfer between N EREW
A.ppropnatlons and!or Funds L

SF 1!381 Voucher and Schedule of ‘ L
Wrthdrawals and Credits e o

SF 1088 Sehedule of Voucher -
Deduct:ens o

SF 1087 - Schedule and Voucher for
nansportetlon Charges -

SF 1098 Schedule of Cancelled Checks

SF 1113 - " Public V01.lcherfor
Transpo_rtaf_non Cherg_es o

SF1114  Bill of Collection

'SF 1114A Official Receipt

Issuad 1/90

[V3]



SF 1143 Advertlsmg Order

SF 1145 Voucher fqr Payment under

* Federal: TortClalms Act ",j,'._*_ ;-,_

: SF 1 154 PubhoVoucher for Unpard

Compensa‘hon Duea Deceased Cwman "'-
Employee EI e

SF a 156 Pubhc Voucher for Fees and

Mileage of Wimess . " X

I.,f‘ -t

SF 1166 Voucher and Scheduie oi
Payments e :

SF 1185 Schedule of Undeuverable

Checks for Credlt to Gov3mmen’e Agenc;es"

SF 12?8 St‘atement of Accouniablhty
{Fore lgn Serwce Aucount) A

- SF 1219 btatement of Accountablirty

SF 1220 Stafement of Transactions

accordmg to Appropnatlon Funas and ;-

Recerpt Accounts

- Sk 12214 Statement of Transaciions e
According:to. Apprepnatmn Funds anci -
Recelpts Account (Foreign - '

Sennce Accounts)

b. Memorandum or extra caples of
accountable officsré! returns mciudmg
statements of transactions and. - -
accountability; all suppoftmg vouchers, -

e oY
N

account

schedules, and related papers not covered

elsewhere in this schedule, and excluding.

freight records covered'in DCGRS 8 and.

payroll records in DEGRS 2.

GAO Exceptions Files . -

KLY

Destroy 3 years after the penod of thn -'

issued 1/90



 DISTRICT OF COLUMBIAGENERAL RECORDS SCHEDULE 6 -

" General Accounting Office notices.of Destroy 1 year aﬂer excepbon has been
", exceptions, such as Standard. Form 1100, reported as cleared by GAQ.

* formal or informal, and related
v correspcndence

- _Ce_mﬁ&‘_tos Settiement Flies. o

'Cooiee'of certificates of selftlement of -
. - accounts of accountable officers;

. statements of differences, -and related
. records .

©a. Cerhf‘ cates covering closed account : Destroy 2 years after date of settlemerjt.

settlements, supplemental settlements and

. ﬁnal balance settiements.

b. Cerhﬁcates covering periodic ‘ Destroy when 3years oid. -

settlements.

. General Fui:d Files.

- Records relating to availability, coliection, Destroy when 3 years old. -
- custody and deposit of funds including : IR

~ appropriation warrants and certificates of

" deposit (SF 201, 209, 219), and other than

those records covered in ltem 1 of this
section. . :

" Accounting Administrative Files.

N Correspondence reports and data relating

to voucher preparation, adminisirative
audi, and other accous,tlng and dtsburstng
operations.

a. Flles used for workload and personnnl Destroy when 2 years old.

menagement purposes.

b. All other files. . Destroy when 3 years oid.

Federal Personnel Surety Bonds.

a. Oiiicial copies of the bond and aﬁached Destroy when 2 years old
powers of attormey.

Issued 1/90

W




UG DISTRICT OF CO{‘#@@M CENIRALRECORDS SCREDILE 6.

<

CoL ": ‘[) Bonds purchased pnor to January 1 Destroy 15 years aﬁer bond becomes _
o 1955 o R (inactive. | .

T2 Bowds purchased af‘e. uEu&ﬁbEa 21, Destroy 15.years af*er the end of the bo lo!

S ".'_.1955 o At premium period.

ST Other bond files, mctudmg other ooples Destroy whén bond becomes macﬁve or -

. "',--of bonds and related papers. . -* +  after the end of the bond prem:um penod

'Gasohne Sales Tlckeis e

- Hard topies of sales ’nokets ﬁled in support Destroy after audit or when 3 years oid
- -of paid vouchers for credrt care purchases whichever is sooner: ,

. of gasol‘ne

A ."TelephoneTollekets. . . : A
. 'Ongmal and copies of tou ticketsiled in— Destroy after audit-or-when 3 years~old~—---
. support of telephone toll call payments. wh:chever Is sooner.
g Telegrams. ‘ A
' " Original and copies of telegrams filed'in Destroy after audit or when 3 years old
. ,support of telegraph bills. = . - . whlchever is sooner

o

Issued 1/90



Ty

DISTRICT OF COLUM'BIA
GENERAL RECORBS SCHEDULE 9

Travel and Transportatlon Records

L :'l

T"us schedule: covers records pertalmrg to the movement of goods and persons under S

government orders. “Therecord keeping involved. in the movements canters around bri!s I
of lading, transportatlon requests vouchers and assocrated records, lncludmg thcse

.prescribed by Title 5 of the General Aocountmg Office: Pohcy and Procedures Manual,

Copies of some records used to support payments ‘become part of the: accountable
officers’ accounts, or are.accounting postlng medra Their dnsposmon may be covered
by DCGRS 8, Item ‘! or DCGRS 7, ltem 4 or by !tems 1 and 3 of this scheduie

Movement of Goods The key record is the blli of ladmg, of whrch there are several |

- copies for consrgnors oonsrgnees arid the. carriers themseives. The papers related to .

and normally filed with the bill of ladmg itself are varied, and ofter voluminous, These
may consist of shortage and demurrage reports invoiceés, and other descnptrve data
whlch document the transaction. Included.are records relatmg to the. shlpment of. .

housghold effects; authonzed by Taw or regu{ahons for- rnlhtary personnel’; and for.crwhan._ o

employees of theé government. Agencres shlppmg certain vouchers underthe ;| .
Govemment Losses in Shlpment Act; which insures agarnst loss, retain copres of

schedules of material shlpped papers relatrng to clalms Whrch may ensue and cther
. pertinent documents : " R ._. ‘_1 L ;

.,‘..'

‘Movement of. Persons The movement of persons i documented essentzally by coptes" e
of travel orders, authorizing travel:and. subsequent peyment and the standard. vouohers S
showing payment for gfficial travel. The primary- copies. of the travel orders are the': '
- administrative copy maintained’ by the "transportatron unit contro!img the :ssuance of

travel orders and the DOPIES used for encumbrance of funds.

: S ;- - o
Records created pncr to January 1, ‘1921 must‘ be offered to the D C. Archwes before
applylng the drsposmon mstructions set forth ln ’thrs scheduie S e e

o - -.v-.\ e e

This genera! records schedule was approVed by the Board of Oomm:ssroners on
.Ianuary 26, 1965 RN R ; i

ITEM DESCR-IPTION:’- . .. 7 . AUTHORIZED DISPOSITION
L FreightFiles = " ' | e

Records relating ’to fretght consnstmg of
export certificates, transit certificates,
demurrage car records books, shipping
documents pertinent to freight
classification, memorandum copies of -

BT




L DIS]RICT OF C@LUMBIA
GENERAL REC.RDS SCHEDULE 9

’ Travel and Transportatlon Records - ..- ‘-

R ; Tottwrn T o oo R T
.'\ .."‘ . .a.- . "-f’t f-',.,L,._ . e T e . .

SN "

“This scneouie covers records penam:r;g to the movement of goods and persons under R
- government orders: The record kegping' mvolved in the movements centers arotind’ bil!s R
of lading, transportation requests,. votichers; and assogidted records, including .those -
. prescribed by T'iﬂe5 of: the ‘General Aocountmg Ofﬁce Pohcy and Pmcedures ManUa!
Copies of some records used- to stipport peyments betome, paﬁ of the ; eccountable e
officers’ eccounts orarg acooun’ung posting:| medza Thelr disposmon may ‘be’ covered
by DCGRS 8, !tem 1 or, DCGRS 7 ltem 4; or by lterns 1 and 3 of thzs scheduie, a
‘Movement of Goods The key reooro is thie blH of iadxng of whlch there are severat ,
+ copies for copsignors; oonegnees, end the i oamers themselves ‘The papers related oy
and normally filed with-the bill of ladlng itself are- vaned and often voluminous. These’
may consist of shortage and. demurrege repor’cs invoices, and.other descnptwe data
. which document the fransattion. Included. are. rebords reletmg to the shipment of .- o
'+ household effetts; authonzed by law or regulations for mthtery personnei and’ for cmhan s
employees of thé government. Agencres shlpping certaln ‘vouchers undertne
Govemnment Losses in. Sh:pment Act which i insure§’ agamst loss, retain. boples of

schedules of material sh;pped papers rela’cmg ’to cla:ms Which mey ensue and other
periinent documents e e o .

Movement of Persons The movement of persons i documented essent:elly by cap;,,s f'-x
of travel ordérs, authonzmg travel and subsequent peyment and the standargd vouchers :
. showing payment for gfficial travel. The primary goples of the travel orders are the -
- administrative copy: mamtalned by the’ irensporiatson unit controilmg the 1ssuance of
trave| orders, end the coples used for encumbnanoe of. funds

:1.f,~ - : ' PR
Records oreated pnor to Januery 1. 1921 must be oﬁered tothe D. C Arohnfes before
applying the disposmon mstructlons set forth~m ﬂ'us schedu!e ST el ,-.5 SRR

T‘ns general records schedu!e was approved by the Board of Commlssmners on
JanueryZB 1985 e R

ITEM DESCRIPTION -i_;, L. ... AUTHORIZED DISPOSITION
1. ‘Frewhtmes' S L L

R-ecords reletmg to freight consisting of -
export certificates, transit certificates, -~ - -
demuirage car records books, shippmg
documents periinent to freight B
classification, memorandum copies of

(]



. DISIRICT OF COL UMBM 'GEMRAL RECORDS SCHEDULE 6 -

H

) Bonds purchased pnor to January 1,

- i1956

ST 2 Bonds purchased aﬁer December 31,
e ..‘1955 o

K 'b Other bond files, mciudmg cther copies

‘ of bonds and related pepers

L Gasolme Sales Tickets,

' Hard copaes of sales tickets ﬁled in support
of paid vouchers for cred:t care purchases

of gasohne

c Telephone Toll Txckets

; Ongmal and c:opfes of toli tlckets filed in
support of teiephone tolf call payments :

. Telegrams.

.On‘ginal and copies of telegrams filed in
support of telegraph bills. - -

i

'Destroy 15 years aﬁer bond becomes '
'lnachve , . .

Destroy 15 years aﬁer ‘the end of the bond

’ premlum period.”

Destroy when bond becomes iﬁacﬁve or
- afier the end-of the 'bond premium period. .

Destroy after audrt or when 3 years old
Whlchever is sooner.

' Destroy aﬁer audit or when 3 years oid

whichever is sooner.

Destrov after audrt or wnen 3 year“ oid, R
wh:che: is sooner. SN

e

Issned 1/90

-



DI.S'T RICT OF COLUMBM GENERAL RECORDS SCHEDULE 9

: ',"DESCRIPTION L S : AUTHORIZEDDISPOSITION

govemment or cornrnerc::a! bllls of lading,
' shortage and demurrage reports, and all
© - supperting documents; and including

" records relating to the shlpment of |
‘_househo!d goods

a, lssumg ofﬁce memorandum coples . “Destroy wher 3 years old.
B b Ai[ other copies. ' . o ~ Destroy when 1 yaar oid.
.'-.'Lost of Damaged Sh:pment Fﬂs ‘

Schedules of va!ues_shlpped,. : - De.stroi{ when 3 years old. . )

o correspondence, memarandums, reports;
" and‘other records relating to the :

" administration of the "Govemment Losses
~in Shipment Act.” ' ‘

' Passencer Transportatmn Filas

,’Memorandum copies of vouchers (SF
© 1113A),-memorandum copies of '

o transportation requests (SF 1 169), travel

. authorizations, transportation request
. registers, and all supporting papers.

L a 'f.s'suing office memorandum copy. - Destroy when 3 years old. |

b. Obligation copy. L " Destroy when funds are obligater,

s Unused ticket redemphcm forms such -Déstrt:;y when no lohger négded: R

as Form 1170

Passenger Reimbursement Files, -

- Records relating to reimbursing :

individuals, such as travel orders, per
diem vouchers, transportation requests,
hotel reservations, and all supporting
papers documenting official travel by
employess or qthers authorized by law to

travel.
a. Travel administrative office files. Destroy when 3 years old.
b. Obiigé‘don_ copies. ' Destroy when funds are obligated.
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DISTRICT OF COL UMBIA GENERAL REC‘ORDS SCHEDULE 9.
ITEM DESCRIPTION '. e ','fl-' ;
5 General Travel and Transportahon Fil%." ' .' v '__' .-;'«- i -
a. Correspondence forrns and reiated ‘ A g
records pertaining to agency travel and )
transportation functions, not covered : )
elsewhere in thts sec’uon : Len ' .
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DISTRICTO%COL‘UMBIA T
GENERAL RECORDS SCHEDULE 10 e

&

Motor Vehwcle Mamtenance and Ope:‘atlons Records s :

: These reccrds pertam to the managernent marntenance and opera’uon of motar B
vehlcfee used by Dt ’mct govemment agencres

'Thts sectron covers agency records pertalnlng fo the darly use: and operatron of motor

vehicles. In general records pertamrng to motor vehlcies reﬂect a threefoid S
responsrbrlrty - PR , _ -

a. the accumulation of cost and operatrng data for mterna! accountrng and

mariagement purposes’ and for reports slibmitted 1o the Federal Suppty
Servrce (SF 82) and equrvalent D C gov,emment forms '

.',v.‘

" . b. the mamtenance of the veh:cles ﬁnemseives and

protectmg the mterest of the Dlstnct govemment in accldent clarms agalnst rt
- The rerords themseives consrst of chaufreur sewlce ldgs and reports vehxcie repeu and
r*amtenance check—-oﬁ sheets cost Iedgerv and ciaims correspondenc. and. fcnns

| .Records created pnorw January 1 1921 must be offered to the D C Archrves before
- applying the drspccmon mstructrcns set fcrth in *h's schedule

This general records schedule was approved t;ay the Board of Comm:ssroners on
January 26, 1965 L : . R

. o -
. . T A e . - '
ot ‘; B T T T T R T A I R T I T ST L R VR TR L )

1. Motor V’ehicle-Correebooden'r‘e Fffies : h
Correspondence in the operatlng unrt Torf : ."Des?c'roy when 2 years old. =
malntenance and operatron of mator - .. - -
vehicles not otherwrse cdvered in thrs
sec’non

2. Motor Vehtc!e Operetson and
Malnrenance F[ies

a: ODeratmg records lncludlng those ' ' .Destroy when 3 months old.
relating to gas and oil consumption, S ' :
dispatching and scheduhng -

b. Maintenance, records, incliding those * Destroy when 1 year old.
relating to service and repair.

ot Y



.DI.S' TRIC T OF COLUMBLA GENERAL RECORDS SCHEBULE 1 0

L, TTEML DESCRIPT!ON ',; SN :.'.-.',-_:jj ) i AU’IHORIZEDDISPOSI'HON

. f
Lo
. L

- Motor Vehxcie Cost F‘Ees
: Metor vehrcle iedger and work sheets .- Destroy 3 years aﬁer dlswnhnuance of
i provudmg cost and expense data B ledger or date of work sheet

- 4. Motor Veh:cle Reportﬂles

. [N ".

A 5. T Lt . Lt

'Reparts on motor vekies (other fhan , '- DESU'O}' 3y Years after date of report PR

. ‘accident, operatmg and mamtenance P T
,' reports) R -'-, e o e 5 :':'. L ST

L i
. '

- _‘Motor Vehlcle Act.:ldent Fies
" Resgrds relaing t6 motor VE'hlde * 4 Diestivy 6 years after case is closed, -
. accidents, rnaintalned by transportat:on A SR
.cﬁces S T PEMARNURP B Caies
6 . Motor-Veh!cln'Relea'sé Fi iés"’ o

T Records relatlng to transportation sale ."'Destroy 4 years aﬁer vei-ncle ieave
- donatlcn or exchange of vehicles DAY ;agency t:ustody, _

7. MotorVehncie Operatlon F‘ les
" Records rela'ung to mdmdual employee - -,Destroy 3 years aﬁer separatlan of
operation of government owned vehldes emolcye=- or 3 years after recision of -
including driver tests, authonzatims to - authorization to operate. government
~ use, safediiving awards, and relafed -:-; 'owned veh:cle whlchever is sooner
‘ mrrespondence Dol ey
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COI\EV.[UN;[CATION RECORDS

The pnncrpa! records document:ng communrcatron functrons mclude messenger servrce .
- data, teiecommumcatnons servite control and operatronal records summary of Iong

- distance telephone reports; postal records consrstlng S

of Post Ofﬁce forms and support]ng papers marl control records and supportmg and
‘related papers; _agency copies. '

of penalty mail reports and records re!atrng to pnvate dehvery serv:ces (such as Umted
~,‘Parce! Servroe) - R -

‘This sectron covers the records descnbed below wherever located in an ageocy, but
does not cover records whlch reflect govemment—wnde programs rather than
: admxmstratrve management functrons : .

Records created pnor fo January 1, 1921 must be offered to the D.C. Archrves before .
' appfyrng the dzsposmon lnstructrons set forth 1n thrs schedule '

This: general records schedule was, approved by the Board of Comm:ssroners on :
"January 26, 1965 , . '

‘ .DEs, ‘ .. ION '.,. ,‘-‘ S . - } o AUTHORIZED bISPOSITION-' L
1. Messent'rer Semces Fﬂg, “ o ‘ ) '

Daily Iogs assrgnment records and . Destroy when 2 months oid
instructions, dtspatch records;, dellvery

receipts, route schedules and related _
records 1o et 0oL L

2. Communloat:on Comspondencc Reports and SRR e e
nefercnoe Files.. - e o

a. Correspondence and related records 'De’stroy:-when 2 years old,
Pertarning fo mternai admlnrstrataon S -
and operat:on ‘

b. Telecommumcatrons general files Destroy when 3 years old.
including plans, reports, and other .~ .
records-pertaining to equipment -
requests, teiephone servace and Tike
matters. o

c. Telecommumcations statistical reports Destroy when 1 year old.
including cost and volume data.




th
h

v, 1,
3

;ipfsmcrgfgorzmz,{ GENE@@'#ECQ@S SCHEDULE1? .

d Telecommunicat:on reference voucher

ﬁ’és _ ,'; ._-_ UL

Ll = Al
R

(1) Reference coples of vouchers brli

lnvolces and re!ated records u.-_,., CHRr

(2) Records relatlng to rhsteliat[on
) change removal, end servicxng of
equrpment R

e Ccp:es of agreements wrth beckground

. data and other records reiatlng o
B agreements for telecommumcatcn

-.serwces L ER

R

N ", '|

e Meseage regrsters Iogs performance

reports; daily load reports end releted
and stmrler records - .

v .,
vt

. b. Copies of rncomrng and ongrnal coples

- of dutgoing messages, :ncludrng SF ‘14
Telegraphlc Message :

c. Machlne copies (herd copres) drsce
: Vend tepes of ouigorng messages

Telephone Summmee.

' ‘s.‘.".' !
.

\ N 1
. . .
faa T P

'DsstrOY.WDen 1.ﬁe¢-ei'\.?ea'r'bid..‘ L

Destroy 1 year after eudlt or When 3 ' L
3 years oid whrchever is sooner o

Destroy 2 years aﬁer expiratlon or o
tahceilaﬂon of agreements '

BN N
1 . E v
) .. ' f

. i
L T
'

L3 Telecommnmcahons 0pera'honai Fﬂes Y

!

Destroy when B months old

Destroy when 2 months old

.- Destroy after ﬁBﬁSmissicn::‘ B

T
L
.

S

3 _Summenes of long drstance te!ephone report Destroy after the close of ﬁscei y,e,e,r, in o
" used to indicate ‘authorized: use oftelephone whrch eud:’red . S
service as we[l as to audrt expense - .

vouchers I .

Postai Recorus

L

" . Post Office forms and suppomng papers

exclusive of records held by the Unxted
States Postal Servrc..

a. Reccrds reletlng' to incoming or °
 Outgoing registéred mail poughes,’

Destroy when 1 year old

registered, certified, insuréd, and special -

delivery mail including recexpts and
retum receipts.

2

Issued 1/90
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' b '_ Apphcat:on for postal reglstration
. .and certificates of declared value ef
- matter subject to postal surcharge

: c.',". Report of. lose rifling, delay, wrong

: mail matter

Destroy when 1 year old

‘Destroy when 1 year, old.
delivery, or other i impreper treatrneﬁt ef ERER "

R

Mz.ﬂ and Dehvery Service Cont:roi Fﬂes. 'j i

; a ‘ Records of receipt and rou’nng of .

Incommg and outgoing mail .and lterns ’

- Destrey wheri" 1 year old.

- hiandled by private delivety compenles Y

“such as United Parcsl Service,

excluding both thosg covered by ifem -5 ‘. .. .:, RN

" of thi$ section and those used as
N mdexes to correspondence ﬁles

b. . Stat!stxcal reports of postage used
“on outgoing mail and fees paid for
pnvate deliveries (spec;al’deiwery,
foreign, registered certified; and’ parcel
' 'poet or packages over 4 pounds)

& Reeufsitfon fer’stemﬁs (excibswe of -
copies used as supporting: docurnents
io. payment vouchers) -

' d.  Statistical reports and data rela’nng

" ‘Destroy when 6 months oid. ; 1 -

. Destroy when 8 mdnths_biﬁ. i

- Destroy when 1 year old:
to handling of mail and voiume of work o C . '

- periormed. - - . *

&. Records.- re!atmg to, ehecks cash
stamps, money orders, or any: other
valuables remtﬁed to the agency by
mat[ :

f.  Records of any. receip_ts‘for mail an’d
Packages received through the official
mail and messenger service.

g. General files including correspon-

dence, rnemorandums directaves and -

guides relettng to the administration of
mail room operations.

h. lLocator cards, directories, indexes,
and other records relating o mail

(93

- _.;::beetrpy when 1 year oid

* . Destroy when 6 manths oid.

Destroy when 1 year old or when
superseded or obsolete whichever is
applneable

Desiroy 5 months after separation or

transfer of individual or when obsolete,

Issued 1/90
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' DISTRICT.OF COLUMBLA GENERAL RECORDS SCHEDULE 1 D |
‘ . delvery oididuais e
T+ Penalty MailRepord il ;5 et e IR o
Offcial banaty Il repsits il Feied- asivoy whon's yearold.: . -
8. Postal Irregularities File. e
' Memorandums, correspondence reports DestrOYS years éftér compietlonof .
and other records relating to iregularities iy . investigation.. . . ° o T T
'the'héndlihg'o’fmail,.such aslossor,:, ;. L T e
shortage of postage stamps or money .+ .- " : i
orders; orioss 6r destruttion-of mai, e, ;

4 ‘ Issued 1/90
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DISTRICT OF COLUMBIA
. GENERAL RECORDS SCHEDULE 14

INFORMATIONAL SERVICES RECORDS

N Th1s séhe_d_ule covers certain records pertaining to inf_qrmaﬁona] services performed by
District agencies in their day-to-day affairs and in their relations with the public;

" intluding records created in administering the D.C. Freedom of Information Act

. (DCFOIA): Except as otherwise specified in individual items, it applies to copies of §
these records wherever located in-an agency. ltems two (2) and six {6) apply only to
files. maintained ‘in the office responsible for the operation of the informational activities
. of the agency of subdivision thefeof.. ltems nine (8) through thirteen (13) describe the-
. files accumulated in carrying out the provisions of thé DFOIA. Co

These records consist of inquiries, replies, and related corespondence; and in the case:
of DCFOIA, reports, and appeal case files: and administrative background material for

* formal informational releases. Closely related records such as certain records relating
. o budget presentation, and printing, duplicating and distribution are covered by other

- general records schedules. o, § i CoTT

" Records created prior to January 1, 1821, must be offered to the DC Archives before’
. applying the disposition instructions set forth in this schedule. ' R

Tﬁfs géﬁ”erél records schedule was appEUVed'by the D.C. Records Dfs‘.pésition :
| Committee on December 18, 1986. It replaces _mD._(;..__QEhed,ule 40, Section 24.

ITEM  DESCRIPTION " - AUTHORIZED DISPGSITION'
) i6.  Freedom of Information Act (DCFOIA) - : .
~ . Reguests Files. g

" Files created in response to requests for
informatiori «.nder provisions of the DCFOIA,
consisting of the original request, a copy of
the reply theréto, and all related supporting

_files which may include official file copy of
requested record or copy thereof.

_ a, Correspondenice and supporting
documents (excluding the official file copy of
the records requested if filed therein.

(1} Granﬁng access to all requested Destroy 2‘years after daie of. reply.
records. .

(2) Responding to requests for nonexistent

-
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DISH?ICT OF COLIEJBM G'ENERAL RECORDS SC’IEDULE 14

2 m:scnmorr

S records to requestors who provide ;

lnadequate descriptions; and to those who

~ "':f fa“ to pay agency reproductlon fees

(a) Request not appealed

R (b) Request appealeci

'AUTHQRIZED DISPOSITION '

- Desiro" troy 2 yearefeﬁéé—r'detﬁf reply~ A'

Destroy as authonzed under Ite[rr_‘l 7 L
@) Deny:ng access to all’ or part ofthe R =T B
records requested ‘ s S et :';r"::_::;,,,,;
T (a) ReC}uest not appealed o Destroy 5 years after date of reply Al "

- (b) Requ_est appealed.

gntA

i . b.Official file copy of recjuested_r’eeords ‘ '

."OCFOIA Appeals files.

) F‘les ereated in respondmg to edmrnrstratwe
"appeale under the DCFOIA for release of

oo information denied by the agency, consisting
Tof the appeliant s iefter, a copy of the reply
' . thereto, and related supporting documents, .

 -'18.

.. -* which may.include the official file copy of
JEREE -ecerds under appeal or copy thereor _

©a Corresporiden'ce and supporting

* Documents (excluding the file copy of

the records under appeal if filed herein).

b. Official file copy of records’ under appeal.

w

DCFOIA Control Filgs.

Files maintained or control purposes in
responding to requests, inciuding registers-
and similar records listing date, nature, and

3

Deetroy as authonzed under !tem 17

Dlspose of in accordenoe with. approved egency
- digposition instriictions for the related records, or
with the related DCFOIA request, whlchever 5
later .o .

Destroy 4 years arter ﬁna! uerermlnation by
agency or 3 years after final adjudica‘uon by
courts, whichever is later

Dtepose cf in accordance wrth approved agency
disposition instructions for the reiated DCFOIA

- requests, whlchever Is iater



ITEM

19.

D{CERPT FROM JHE

DISTRICT OF COLWBM G’EAE’RAL RECORDS SCHEDULE 14

¥

DESCRIPT!ON e ,Amomzrmnmosmozw

|l:‘-

purpose of request and name and address"of i
requestor:” . SR ' :

a. Reg:sters or hstmgs ’ . Destroy 5 years aﬁer daie of last entry
b.- _Oth_er_ _Files : " e Destroy 5. years aﬁer ﬁnai ac:tlon by the agency
- oL - " Tor after final. adjudlcatlon by c:ourts. whxohever is
. 3 iater RS N : o

oc::om Report F:les. o ::jl] |

Reournng reports and one—t:me mformataon T S BRI T A
requirements relating to the agengy i et B e e :
implefientation: of the Freedom of - A ST A I S

lnformabon Acty 1nclud1ng annual reports to : - o

P
e

theMayor I

a. Annuai reports at departmental agancy r FERMANENT Offer to Archwas with related
level . , AR agency records approved for permanent: =
I reten’non in agency records control schedule or
when 15 years old whlchever Is sooner -

: kﬂ(‘c:‘

b, o%cr:':ei:r- r'epar‘té;;,i- T i e e cld o soorier if b Tonger
ST e S T needodforadmmlsn'auveuse .

DCFOIA Admmlslranve Fﬂ&s. )

Records re!atmg ’to ‘the general agency . Destroy when 2 ycars old or sooner zf no loncrer
implementation of the DCFOIA, lncludmg ¥ necded for admmxsu-atwe ose.

notices, memoranda, réutine « - : f L e,

correspondence and reiated record" : : T

J Vo o-'-

MLk e

|,'a. oan Vi

-
ol
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DISTRICT OF COLU;MBIA Y

SECURITY AND PRE)TEC’I‘IVE SER‘VIcE 'RECORDS

Secun'ty and protectrve servrces records mclude the various ﬁles created by Dlstnct agencres

to control and protect governrnent facnimes from unaufhonzed errtry orlosst a nd 1o deve'oh ' '. ,
" and implement plans for the protectlon of life and. property Under emergency condmons. o

Included are files of offices having District-wide or agency-wrde fesporisibilities for. secunty

‘and protective services programs.’ Also- Jncluded are flles of Begurity units, guard forces and

other organizational eiements documentmg access io‘facmtles and fike: matters '

x » ‘. S
......

This schedule authonzes dzsposai of records documen’ﬂng adm:mstratrve actrons rela‘ang to
‘the above functions. Records: documen’ung sttnct—wnde or: agency—wrde secumy and. -
protective services plannmg and prog ramrmng, reﬂecﬁng baslo overall pohcres and - -
determinations (liem- ‘I) of ﬂ'us schedule are: notauthonzed for d!sposa! or, destruction by thls
schedule. Variations amohg agencnes in methods of rmp]ementmg s’ratutory requlrements for
security and protectlve services result i n diss;mliarrtles in_program documenta’aon Dlstnct
agencies must mclude ltem 1 below :n thelr agency records scheduie ETRATI

 Records created pnor to January 1 1921 must be offered ‘to the D C Archrves before

o epp[yrng the d:sposmon 1nstruc’uons se’r forth in th:s scheduie Col

‘g‘ns genera[ records schedule wes approved by the Board of Comm:ssroners on January 26

——r

; -i;f{-EM Drzsbmoiq S e .,, -~ ArTrofzED Disvosion | -
20, Survey aud msPe"““” Fﬂﬁ (Government . : i:‘:."'.". RS
Owned Faclhtaes) oo S L T
REPDﬁs of SUrvays and mspechons of DESIroy when 3 years oid or upon

govemnment-owned facilities condueted*!co -y dlscontrnue'ace of racilrty whlcnever is’ soon'e_'r.'j"_l':"“ BN

insure adequagy- of protective and: prevent“;e ‘_ TS _ -
‘measures taken against hazards of fire, . DR ' '
explosion, and accidents, and to sareguard e
information. and: faciiities. agamst sabotage T

- and unauthonzed entry .



s

- Recorde oreated pnor to January 1 ‘1921 must be oﬁered to the D c. Archlves befo«:e" 1;
o "applylng the dlsposrtlon lnstruc’nons set forth irr th:s schedule : L

T - A

L .,p_IST;ucT OF COL UMBM GEME‘EAL RECORDS SCHbeI;E 22

E .Thls general records schedule was approved by the D C Records Dlsposmon .

”\\..,..,/". . . )
.. PEY .

p iy,

—

ITEM
S

under consuderaﬁon

i - R TR 3 r 3 (IR Tn

. BESCRIPTION
Prelumnary Drawmgs or Sketches

'-Commrttee on May 17 ‘1989 It replaces DCGRS 22, approved February 15 1989 '

AUTHORIZED DISPOSI’I'ION

iy m e mammimmme n e s S e A e

included are drawmgs that are conoepfual in’ Retam in agency | untli oonstruchon is completed

nature. - These drawings are usually

‘freehand studies that show the basic de&gn
- 6f the structure, and mclude the arrangement
.. of rooms general appearanoe of elevations; *

. Contact D.C. Archives for. ass:stanoe in .
appralsmg these records ‘

F T —

L
Presentahon Drawmgs, RendermI= or -

: ,Perspectwe views.

. jinoluded are archrtecturai views. of the )
outsidé elevations as well as general fioor -
plans prepared to present the architect’s

, ldees 1o the agency

Retam in agency bntll construct!on IS com,
Contact D.C. Archives for aes;stance in.

' appralsmg these records

Medels. —~--{. e o ot '. ~“":')—"" “ et )

included are three dimehsioﬁal red!.iced~ '_1 ;
. scale mterpretatlons of the: archrtecturat

drawings; ‘preliminary drawings, of
presentat:on drawmgs :

.CONSTRUCTION PROCESS DRAWINGS

Intefmediat'e;'and Prﬁé-ﬁnal Dfaﬂfings

Included are all drawings which are created
- and reviewed in preparatlon of the final

working drawmgs
Final Working Drawings.

Included are the original master tracings or

Submit iEquESt for dxsposr’oon authontv o D, C '

' Arohwes

Destroy when-no longer needed. ‘

Retain in agency for the life of the building!
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BRTRT DISTRIC’I‘OFCDLMIA UL
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Arcltechural Deign nd Engincerig Drawings ind Relted Ricords

This section provides guideliries for the-disposition of design. and construction drawings

.

structures such as buildfﬁgs, _bﬁc’igeé, céfngis;_'ahd other public works projects, as{;\}yell L

miscellaneogs engineering projects such as machinery and equipment. Related.records h

‘Most design and construétion records lose their usgfulness to the agency after specific
periods of time. Generally speaking; drawings pertaining to the architectural design
process lose their administrative usefuiness afier the final construction plans are 4
accepted; hence design records should be'considéred inactive after the completion of
the construction project - Precisé measured drawings, when they are made, aré used - "
during the construction, repair, or remodeling phasés, and have a continuing vaiie
during the iife of the,simcture, especially. for repair and maintenance projects. The -

copies) should be considered active while the stristture is.still used, maintained: owned

b:" the DlS‘tﬁCt quemmant- R ‘.-‘-'._hl".---‘:'r,-,; - ‘,.';w‘“}' ‘,_;l‘..i:\.'f-:.,l‘...:z- , ey e .- ..“ e e s h  e

~ architecturally, historically, and téchnologit:aify significant. The selection of individual
buildings or projects should be made by agency personnel with the assistance of the
staff of the District of Columbia Archives. . T ‘



DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program

Date: March 9, 2001

St a-t e m e n t Subject: Fire Safety

1. PURPOSE AND SCOPE. To provide a safe environment to the staff and inmates who

work in and are remanded to institutions operated by the District of Columbia Department
of Corrections (DCDC).

2. PROGRAM OBJECTIVES. The expected results of this program statement are:
a. Staff and inmates will know the proper procedures to follow in the case of fire.

b. DCDC facilities will comply with National Fire Protection Association (NFPA)
standards, placing particular emphasis on NFPA 101, the Life Safety Codes.

3. DIRECTIVES AFFECTED
a. Directives Rescinded
D.0. 2920.1A “Department of Corrections Fire Safety Program’ (9/1/92)
b. Directives Referenced
PS5320.1 “Key Control” (4/14/00)
PS 5022.1A *“Tool and Weapon Control” (6/16/00)
PS 4050.1B “Inmate Property” ((6/30/99)
4. AUTHORITY. D. C. Code 24-442

5. STANDARDS REFERENCED

a. American Correctional Association (ACA) 3" edition Standards for Adult Correctional
Institutions: 3-4121

b. ACA 3" Edition Standards for Adult Local Detention Facilities: 3-ALDF-3B-01,
through 3-ALDF-3B-04



PS 2920.1B

3/9/01

Page 2 of 5
c. ACA 2" Edition Standards for Administration of Correctional Agencies: 2C0O-3B-01,
d. ACA Standards for Adult Community Residential Services: 3-ACRS-2A-03,
REGULATIONS
a. District of Columbia Municipal Regulations Title 12 Building Codes
b. Building Official and Administrators, National Building Code, 12" Edition
c. American Public Health Association, Life Safety Code, 2" Edition
d. National Fire Protection Association Code 101
e. Occupational Safety and Health Administration Fire Safety Regulation

DEFINITIONS. For the purposes of this Program Statement, the following definitions
shall apply:

a.

Container - Any bag, bottle, barrel, box, can, cylinder, drum, reaction vessel, storage
tank and the like which contains or might have contained a hazardous chemical.

Emergency— Any significant disruption to normal DCDC operations, procedures
and/or policies caused by fire, natural disaster, riot, escape, employee action or any
other serious incident.

Facility — A location of the DCDC in which staff work and/or inmates are housed.
Facilities include, but are not limited to, correctional institutions, community
correctional centers, DCDC headquarters and any other locations where staff works.

. Actual Fire Drill — A fire drill in which one or more portions of the institution or the

housing unit and administrative buildings are evacuated.

Mock Fire Drill — A drill which consists of verbal instructions to the staff by the
Institution Fire Marshal and/or the assigned Officer in Charge of the housing unit on
proper evacuation procedures as well as fire equipment and keys.

RESPONSIBILITIES

a.

Wardens/Administrators/Office Chiefs

1) The Warden/Administrator/Office Chief shall ensure that staff and trained in basic

fire safety responsibilities and that they comply with the fire safety program as
outlined in this directive.
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2) The Warden/Administrator shall ensure that inmates are trained in basic fire safety
responsibilities and that they comply with the fire safety program as outlined in this
directive.

3) The Warden or CCC Administrator shall take all necessary and appropriate actions
to ensure that all violations cited, found or observed are corrected. The Warden or
CCC Administrators shall maintain written documentation to substantiate the
violations noted and the corrective actions taken.

. DCDC Employees

1) Employees shall report possible or known fire safety hazards/violations to the
Institutional Fire Marshal.

2) All DCDC employees and staff shall participate in all fire drills and fire safety
activities.

DCFD Fire Marshal

The District of Columbia Fire Marshal inspects each institution once a year.

. DCDC Fire Marshal

1) The DCDC Fire Marshal shall inspect each facility at least once per quarter and
report any deficiencies in the institution's fire safety program to the Warden/
Administrator/Office Chief.

2) The DCDC Fire Marshal shall work with the Warden or CCC Administrators and the
Institution Fire Marshal to provide technical assistance and develop an Institutional
Fire Safety IS that ensures that fire safety codes are followed and violations are
promptly abated.

3) The DCDC Fire Marshal shall train and mentor each Institution Fire Marshal

4) The DCDC Fire Marshal shall maintain all environmental records for a period of no
less than 5 years.

5) The DCDC Fire Marshal shall maintain current codes and regulations and provide
updates to the Warden/Administrator/Office Chiefs and the Institution Fire Marshals
to ensure they remain abreast of new regulations.

. INSTITUTION FIRE MARSHAL.

1) The Warden or CCC Administrator shall identify staff to work as the Institution Fire
Marshal and one or more Alternate Fire Marshals. The Fire Marshal is a full time



2)

3)
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position in each institution that has an average daily population of over 400
inmates.

Each Institution Fire Marshall shall be trained by the DCDC Fire Marshal and work
with the Warden or CCC Administrator to ensure that all fire and safety codes are
followed.

The Institution Fire Marshal shall:

a) Prepare an evacuation plan in English and Spanish for every part of the
institution and post the plan for each area in that area.

b) Conduct weekly and monthly fire safety inspections of all areas of the institution
and prepare a report to the Warden or CCC Administrator to assure that:

(1) All emergency and exit lighting and fire detection equipment is working;

(2) Flammable combustible or caustic liquids, as well as oxygen, fuels or gases
are used and stored appropriately;

(3) Fire extinguishers are of the proper type and inspected; and

(4) Deficiencies are documented and a discussion is held with the Warden/
Administrator/Office Chief when a nortlife threatening deficiency has not
been abated within sixty days.

(5) Conduct either mock or full fire drills once a month;

(6) Ensure that fire drills are conducted in each area of the facility not less than
annually.

(7) Provide training for the staff in the use of the SCBA air pack;

(8) Cite fire safety code violations;

(9) Submit written reports to the Warden or CCC Administrator and the DCDC
Fire Marshal noting each violation and the plan and time schedule for
correction.

(10) Assure that in case of fire all exits can be opened rapidly.

(11) Assure that the local fire department has a copy of facility fire plan

(12) Prepare weekly the Fire Safety Inspection Form (Attachment 1) and a

memorandum describing the Safety Action Plan and send one copy of the
report to his or her immediate supervisor and another copy to the
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designated Facilities Management Foreman to initiate the required
corrective action.

9. FIREDRILLS.

a. Fire drills shall be held regularly during all three shifts at all DCDC facilities and shall
be monitored and documented by the shift supervisor and/or the Institution Fire
Marshal.

b. A Fire Drill Evaluation Work sheet shall be used to record each fire drill and a written
report describing the results of the each actual or mock fire drill shall be submitted
through the chain of command to the Warden and to the DCDC Fire Marshal. The
Warden/Administrator/Office Chief, the Institution Fire Marshal and/or the DCDC Fire
Marshal shall evaluate the following activities and take necessary corrective actions (to
include training, physical plant issues, etc).

1) Response Time: During each drill the response time shall be recorded indicating
the time that elapsed between the sounding of the first alarm and assistance
arrived, when medical assistance arrived, when the supervisor brought the
emergency keys, when the doors where all opened and when the drill concluded.

2) Number of Responders: The number of officers who responded to provide
assistance.

3) Number of Medical Responders: The number of members of the medical staff who

responded to provide assistance.
feo Lousdy

Odie Washington
Director

Attachment
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Against Employees

PURPOSE AND SCOPE. To implement an Order of the United States District
Court in Bessye Neal, et al v. Margaret Moore, Director, DC Department of
Corrections, Civil Action No. 93-2420, dated June 28, 1999 and to implement
procedures for reporting, filing, investigating, and adjudicating claims of sexual
harassment and/or retaliation relating to sexual harassment within the District of
Columbia Department of Corrections. This directive applies to employees, contract
employees and volunteers under the direction or control of the DC Department of
Corrections (DOC).

2. POLICY. It is the policy of the DC Department of Corrections to prohibit sexual
harassment as well as retaliation for objecting to or reporting incidents of sexual
harassment.

3. NOTICE OF NONDISCRIMINATION. In accordance with the DC Human Rights
Act of 1977, as amended, DC Code section 2.1401.01 et seq., (Act) the District of
Columbia does not discriminate on the basis of race, color, religion, national origin,
sex, age, marital status, personal appearance, sexual orientation, familial status,
family responsibilities, matriculation, political affiliation, disability, source of income,
or place of residence or business. Sexual harassment is a form of sex
discrimination, which is also prohibited by the Act. Discrimination in violation of the
Act will not be tolerated. Violators will be subject to disciplinary action.

4. PROGRAM OBJECTIVES. The expected results of this program are:

a. DOC employees will have a clear understanding of what constitutes sexual
harassment and retaliation, what the penalties are for engaging in such
conduct, and what the proper procedures are for reporting incidents of sexual
harassment and related retaliation.

b. To explain the Office of the Special Inspector (OSI) which is responsible for
promulgating policies and procedures regarding the intake, investigation and
adjudication of complaints of sexual harassment and related retaliation as
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well as establishing models and protocols for sexual harassment/retaliation
training.

DOC will take appropriate and prompt action in matters relating to sexual
harassment as directed by the Special Inspector (SI).

DIRECTIVES AFFECTED

a. Directives Rescinded
PS 3310.4F “Sexual Harassment Against Employees” (12/22/03)

b. Directives Referenced. None

AUTHORITY

a. Order of the United States District Court in Civil Action No. 93-2420, dated
6/28/99.

b. 31 DCR 56, “Equal Employment Opportunity Rules Governing Complaints of
Discrimination in the District of Columbia Government,” dated 1/6/84.

c. Mayor’'s Order 79-89, “Sexual Harassment”, dated 5/24/79; and the Order of
the United States District Court in Civil Action No. 77-1359.

d. DC Human Rights Act of 1977, as amended, DC Code section 2.1401.01 et

seq., (Act).

STANDARDS REFERENCED

a.

American Correctional Association (ACA) 2" Edition Standards for
Administration of Correctional Agencies 2-CO-1C-11.

American Correctional Association (ACA) 4™ Edition Standards for Adult Local
Detention Facilities 4-ALDF-7E-01.

DEFINITIONS. For the purpose of this PS, the following definitions apply:

a.

Adverse Employment Action — Any negative change in the terms and
conditions of an employee’s employment. It can include such things as
transfers, shift changes, negative performance evaluations, unwarranted
discipline, harassment or denial of promotion or shift requests. It also can
include the creation of a hostile work environment because the employee
engaged in a legally protected activity related to a claim of sexual harassment.
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Cease and Desist Order — An order prohibiting unnecessary contact
between the complainant and respondent while an allegation of harassment or
retaliation is investigated. However, to ensure the continued efficient
operation of the agency, it does not always prohibit interaction between the
complainant and the respondent as may be required to carry out the
employees’ respective duties and responsibilities.

Complainant — An employee who alleges he or she is the victim of sexual
harassment and/or retaliation or who files a sexual harassment and/or
retaliation complaint.

Disciplinary Action/Discipline — Action taken against employees who have
violated DOC policy, rules or regulations established by the District Personnel
Manual (DPM), or any District of Columbia law or regulation.

Investigators — Persons who are specially trained by the OSI to conduct
inquiries into allegations of sexual harassment and retaliation, determine the
facts associated with sexual harassment and/or retaliation complaints filed
with the OSI, and make recommendations of probable cause and, if
applicable, disciplinary action.

Ombudsperson — A DOC employee or contractor who assists the OSl in
monitoring DOC’s sexual harassment policies and procedures.

Sexual Harassment Advisory Committee — A committee established by the
OSI to provide feedback and make recommendations to the Special Inspector
about policies, procedures and systemic problems related to sexual
harassment and/or retaliation at DOC. The Committee also serves as a
resource for individual employees with questions or concerns about sexual
harassment and retaliation.

Respondent — The employee who is accused of sexual harassment and/or
retaliation.

Retaliation — For purposes of this Policy Statement, retaliation is defined as
taking or threatening to take an adverse employment action against an
employee because that employee has engaged in legally protected activity.

Legally Protected Activity — Resisting, opposing or reporting sexual
harassment, making oral or written complaints about sexual harassment, or
testifying in, assisting in, or otherwise participating in the investigation of a
sexual harassment complaint. Such activities are protected regardless of
whether the conduct complained of is ultimately proven to have constituted
sexual harassment.
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Sexual Harassment — Sexual harassment is defined as unwelcome sexual
advances, requests for sexual favors, and other conduct (verbal or physical) of
a sexual nature when:

1) Submission to such conduct is made a term or condition of employment,
either explicitly or implicitly;

2) Submission to or rejection of such conduct by an employee is used as the
basis for employment decisions affecting such employee;

3) Such conduct has the purpose or effect of unreasonably interfering with
an employee’s work performance; or

4) Such conduct creates an intimidating, hostile, or offensive working
environment.

Inappropriate Behavior — The following list includes examples of sexual
harassment. This list is not exhaustive, but is given to illustrate the range of
conduct that must not be engaged in at work or during any work-related
activities, including those that occur off-site. The list includes acts that are
always sexual harassment, acts that may be sexual harassment under certain
circumstances, or acts that may be inappropriate behavior for DOC employees
even when not meeting the legal definition of sexual harassment.

Verbal Behavior

1) Making suggestive or sexual comments about another person’s or one’s
own anatomy, figure, appearance, or clothing;

2) Making suggestive sounds, for example, kissing, sucking, groaning,
howling or other simulated sex noises;

3) Asking personal questions about an employee’s sex life, preferences,
habits or sexual history;

4) Subjecting another employee to information about your own sex life;
preferences, habits or sexual history;

5) Describing sexually explicit or pornographic acts, films, dreams, or
fantasies;

6) Asking out a person who has made it clear that she or he is not
interested;

7) Turning work discussions to sexual topics;

8) Telling sexual or sexist jokes;
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Referring to employees or other persons in sexist or sexual terms; or

Repeatedly contacting an employee at home or initiating contact outside
of the workplace about non-work related matters when the employee has
made it clear that she or he has no interest in such contact.

n. Non-Verbal or Physical Behavior

1)
2)

3)

4)

o)

6)

7)

8)

9)

10)

11)

12)

Looking a person up and down, fixing eyes on sexual parts of anatomy;
Giving unwanted gifts, letters, notes;

Making suggestive facial gestures, such as winking, wagging the tongue,
throwing kisses, licking lips;

Simulating sex acts;

Displaying sexually explicit or sexually suggestive pictures, images, or
objects;

Transmitting sexually explicit, profane, obscene, intimidating, defamatory
or otherwise unlawful or inappropriate material in the office, via e-mail, or
downloading such materials from the Internet;

Touching a person’s body, hair or clothing;

Giving a person a massage around the neck or shoulders, hugging,
kissing, patting, or stroking a person;

Touching or rubbing oneself sexually in view of another person;
Pulling another person’s clothing off or up, or sticking a hand down
another person’s clothes, or undressing in front of or exposing oneself to

another person,;

Forcing another person to engage in activities such as dancing, drinking
alcohol or coming to one’s hotel room uninvited while on travel status; or

Putting sexually suggestive objects in a person’s desk, locker or
workspace.

9. GENERAL PROHIBITION AGAINST SEXUAL HARASSMENT AND
RETALIATION

a. Each DOC employee is prohibited from engaging in sexual harassment or
inappropriate sexual conduct and is protected from retaliation for complaining
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about or witnessing sexual harassment or conduct, as defined above, against
another employee.

Any employee who is found to have engaged in such conduct will be subject
to discipline that, according to the severity of the offense, may include
termination.

Consistent with all applicable personnel laws and regulations regarding
employee discipline, any corrective or adverse action against an employee for
sexual harassment or retaliation will be placed in the employee’s official
personnel file, and will be considered a significant negative factor in DOC
performance evaluations, promotion decisions and consideration for
reemployment as set forth in DPM Chapter 8.

10. OFFICE OF THE SPECIAL INSPECTOR. The Office of the Special Inspector (OSlI)
was established on April 30, 2002. Carolyn Lerner is the Special Inspector (SI).

a.

Independent Status of the OSI. For three years after the office was
established, the Sl will operate independently of the DOC. The court may
extend the independent status of the Sl for one or two years.

Authority of the OSI. Subject to applicable laws and regulations, the OSI has
authority over all complaints of sexual harassment and/or retaliation related to
such complaints. The Sl has authority to determine what relief, if any, to
provide to complainants and what disciplinary action, if any, to impose on
respondents. The Sl has the authority to hire contract investigators and
trainers to work directly for the Sl, as well as such other staff as may be
necessary to carry out the responsibilities of the OSI.

Investigations and Findings. OSI Investigators will investigate all
complaints of sexual harassment and related retaliation and propose findings
as to whether sexual harassment or retaliation has occurred. Investigators will
forward their Investigative findings and recommendations to the S| who will
either adopt or reject the investigators findings and recommendations.

Findings of No Probable Cause of Sexual Harassment and/or Retaliation

1)  When the investigator recommends a finding of no probable cause, the
investigator's Report and Recommendation (“Investigative Report”) will be
given to the SI. The Sl may either remand the Investigative Report to the
investigator for further investigation or revisions, or send a copy of the
Investigative Report directly to the Complainant and Respondent at the
addresses listed on their locator sheets. Receipt will be deemed effective
within 3 days of mailing.
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Responses to the Report of Investigation are not required. However, if
they choose to submit a written response, Complainants and
Respondents will each have 15 days from receipt of the Investigative
Report to present any written submissions, or to request an extension of
time.

The Sl will review the Investigative Report along with any written
submissions from a Complainant or Respondent. The S| will then either
remand the Investigative Report to the investigator for further
investigation or revisions, or issue findings as to whether sexual
harassment and/or retaliation occurred.

If the SI determines that there is no probable cause to find that sexual
harassment and/or retaliation occurred, a final decision dismissing the
complaint will be issued. The SI’s findings and determinations on
probable cause will constitute the final decision of DOC.

If the S| determines that there is probable cause to find that sexual
harassment and/or retaliation occurred, the S| will remand the
Investigative Report to the investigator for proposed disciplinary action.
The investigator will be the proposing official, as that term is used in DPM
Chapter 16. The procedures explained below in Part “e”. Findings of
Probable Cause — Discipline and Relief will be followed.

Findings of Probable Cause — Discipline and Relief

1)

2)

3)

When the investigator recommends a finding of probable cause, the
investigator’s Report and Recommendation (“Investigative Report”) will be
given to the SI. The S| may either remand the Investigative Report to the
investigator for further investigation or revisions, or send a copy of the
Investigative Report directly to the Complainant and Respondent at the
addresses listed on their locator sheets. Receipt will be deemed effective
within 3 days of mailing.

Responses to the Report of Investigation are not required. However, if
they choose to submit a written response, Complainants and
Respondents will each have 15 days from receipt of the Investigative
Report to present any written submissions, or request an extension of
time.

The Sl will review the Investigative Report along with any written
submissions from the Complainant and Respondent. The S| will then
either remand the Investigative Report to the investigator for further
investigation or revisions, or issue findings as to whether sexual
harassment and/or retaliation occurred.
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If the S| determines that there is probable cause to find that sexual
harassment and/or retaliation occurred, the investigator will submit a
request to process Corrective/Adverse Action to the Human Resources
Management Division, DOC.

The investigator will be proposing official, as that term is used in DPM
Chapter 16, and will have authority to propose disciplinary action against
employees found to have engaged in sexual harassment and/or
retaliation.

The proposed disciplinary action shall proceed under the terms of DPM
Chapter 16 or under the terms of any collective bargaining agreement
that may apply to the respondent. At-Will Employees, and all other
employees for whom DPM Chapter 16 does not apply, will be subject to
disciplinary action outside the provisions of DPM Chapter 16.

The SI's findings and determinations on probable cause, relief and
discipline will constitute the final decision of DOC. Any challenge to the
final decision shall proceed under either DPM Chapter 16 or the terms of
any applicable collective bargaining agreement.

The Sl will inform the Director or designee of the decision, and the
Director or designee will immmediately sign all necessary personnel related
papers implementing the disciplinary ruling of the S| as the Deciding
Official.

At-Will Employees, and all other employees for whom DPM Chapter
16 does not apply, will be subject to disciplinary action outside the
provisions of DPM Chapter 16.

Relief Awarded

1)

2)

3)

When the Sl sustains an allegation of sexual harassment and/or
retaliation, the S| may also order remedial action. In this regard, the Si
may order any remedial action that the DOC Director may impose under
the DC Human Rights Act.

The Sl will advise the DOC Deputy Director as to the remedial measures
to be taken, who will then be responsible for promptly implementing these
measures.

The findings and decision of the Sl constitute the final decision of the
Director of DOC on the matter in question. The relief awarded to
Complainant by the SI may include remedial personnel actions (including
modifications of performance ratings) and back pay, but will not include
compensatory damages, punitive damages, or attorneys’ fees.
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Responsibility for Policies and Training

1)

2)

3)

The Sl will develop and implement policies and procedures, consistent
with federal and District of Columbia law, as necessary to carry out his/
her responsibilities relating to claims of sexual harassment and/or
retaliation.

The Sl will design and make available training programs that new
employees must attend promptly upon hire, and that current employees
must attend at least annually. The Sl and his/her staff will select trainers,
training materials, schedule training sessions, and supervise all sexual
harassment and retaliation training.

The Sl, or the DOC Training Administrator working with the Sl, will
maintain records of employees who receive sexual harassment/
retaliation training.

11. SEXUAL HARASSMENT ADVISORY COMMITTEE AND HOTLINE

a.

Advisory Committee

1)

2)

3)

The Sl will establish an Advisory Committee on sexual harassment and
related retaliation. The committee will meet at the SI’s discretion to
discuss issues brought to it by DOC employees or the Sl, and to make
recommendations to the Sl about policies, procedures and systemic
problems (not individual complaints) related to sexual harassment/
retaliation at DOC.

The Advisory Committee will also provide feedback from employees to
the Sl regarding the effectiveness of training and other OSI programs.
The Sl will select members from among current DOC employees who
respond to a general notice soliciting candidates, and will attempt to
ensure that members represent employees from all levels and units of
DOC.

The Advisory Committee members will also serve as a resource to all
employees to discuss matters related to sexual harassment or related
retaliation. The Advisory Committee members will keep all such
communications confidential unless the employee authorizes otherwise.

Hotline

Employees may contact the Sexual Harassment of Employees hotline to
report allegations of sexual harassment/retaliation or to receive information on
procedures for pursuing a complaint. The hotline telephone number is (202)
448-2424.
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12. OMBUDSPERSON. The Sl will select either a DOC employee or contractor to
serve as the Ombudsperson.

a.

The Ombudsperson shall monitor agency compliance for the prevention of
sexual harassment against employees and provide feedback to the Sl on
potential problem areas or actual problems that exist.

The Ombudsperson is available to employees on a confidential basis to hear
concerns about possible sexual harassment or retaliation.

The Ombudsperson may also serve as a mediator for complaints.

13. EMPLOYEE COUNSELING. The Sl will coordinate with the Employee Assistance
Program (EAP), as well as outside providers when the S| deems necessary, to
provide counseling support and referrals to individuals alleging sexual harassment
and/or retaliation who request such assistance. Confidentiality regarding services
provided will be maintained.

14. PROCEDURES

a.

Where to File a Complaint

1)

2)

3)

Under the procedures established in this Program Statement, the S| has
the authority and responsibility to receive, investigate and adjudicate
internal complaints of sexual harassment and/or retaliation arising from
complaints of sexual harassment.

In addition, DOC employees retain their rights to file complaints about the
same issue with the District of Columbia Office of Human Rights (OHR)
and the United States Equal Employment Opportunity Commission
(EEOC).

All employees considering bringing an action outside the Department of
Corrections are urged to consult legal counsel or the relevant agencies
regarding his or her rights and any filing obligations. The OSI cannot and
will not provide this information.

Time Limits

1)

2)

An employee must initiate the complaint process with the OSI within one
year of the incident or behavior being complained of, or in the case of
ongoing or continuing behavior, within one year of the most recent
incident.

Employees may also have the right to file complaints outside the DOC
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with the DC Office of Human Rights (see 31 DCR 56) or the U.S. Equal
Employment Opportunity Commission within the time limits set by those
agencies.

Combined Complaints of Sexual Harassment and other forms of
discrimination or harassment. The Sl only has authority to investigate
claims of sexual harassment and retaliation arising out of complaints of sexual
harassment. If an employee has a complaint that includes other forms of
discrimination or harassment, the employee must bring those complaints to
other DOC offices. The Sl is not required to provide guidance for complaints
that do not fall within the scope of this Program Statement or within the
jurisdiction of the SI.

Procedures For Complaints Submitted to the Office of Special Inspector

1)

2)

3)

4)

Complaints: The OSI will accept, investigate and adjudicate sexual
harassment and related retaliation complaints that are submitted by
current or former employees, provided they comply with the applicable
time limits (see above). Complaints may be submitted in writing to:

a) Any DOC Supervisor/Office Chief/Administrator;
b) The DOC EEO Officer or EEO Counselor;
c) The DOC Deputy Director; or

d) The Special Inspector, either by calling the OSI Hotline at (202) 448-
2424, or in writing to Carolyn Lerner, 1730 M Street, NW, Suite 412,
Washington, DC 20036.

(1) Complaints not submitted directly to the S| will be immediately
forwarded directly to the OSI without going through any chain of
command.

(2) Any DOC supervisor who receives an oral complaint of sexual
harassment and/or retaliation must instruct the employee to put
the complaint in writing.

Complaints may be submitted either by employees who believe they have
experienced harassment and/or related retaliation, or by witnesses of
such conduct.

All current and former District of Columbia employees, and particularly
DOC employees, are required to cooperate fully and promptly with
requests by Investigators to provide interviews and other information.

Failure of employees to attend interviews as scheduled by Investigators,
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and to cooperate in OSl investigations, or failure of DOC supervisors to
arrange for employee attendance, will subject the employee or supervisor
to discipline. In addition, the SI may dismiss the complaint of any
Complainant who does not cooperate with the investigation or who cannot
be reached because they have not notified the DOC of their address or
telephone number changes.

5) Administrative leave will be credited for time spent at interviews if the
interview is not scheduled for a time on the employee’s regular shift.

6) Complainants and their representatives will be permitted reasonable use
of official time for preparation and presentation of the complaint or to
attend meetings with the Sl or the OSI Investigator and to attend hearings
in this matter.

7) Each employee against whom an adverse action has been proposed will
be entitled to a reasonable amount of official time to prepare his or her
response, not to exceed ten (10) hours of administrative leave. Such
preparation will not take place at the employee’s duty station or any non-
public area of a government office, unless authorized by the agency
head.

8) Temporary/Permanent Personnel Actions. In his or her sole discretion,
the Sl may direct a DOC supervisor, Office Chief/ Administrator, Deputy
Director or Director to make appropriate adjustments in working
conditions of a Complainant (for example, shift, post or schedule
changes) while an allegation of sexual harassment and/or retaliation is
being investigated or on a permanent basis as remedial relief where the
Sl determines that there is probable cause that sexual harassment or
retaliation has occurred.

9) Mediation. In appropriate situations as agreed to by the Complainant,
Respondent and other interested parties, the OSI may recommend the
use of an impartial mediator or the Ombudsperson to assist the parties in
fashioning a mutually-agreeable resolution that will result in voluntary
withdrawal of the complaint. Where a resolution is not possible through
mediation, the Complainant may pursue a formal complaint. Where
appropriate, and within the SI’s sole discretion, the OSI may retain
qualified mediators.

10) Confidentiality. The S| and members of the OSI (including the
Ombudsperson, Advisory Committee, hotline employees, and
Investigators) will keep all pre-complaint inquiries confidential, unless the
employee making the inquiry expressly authorizes the OSI to disclose all
or part of the matters discussed. Formal complaints, as well as all
information gathered or generated in the investigation, will be kept
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confidential, except that individuals with a “need to know” (such as the
Complainant, Respondent, witnesses, and management officials involved
in the matter) may receive access to complaints and information gathered
in the investigation.

What Employees Can Do if They Think They Have Experienced or
Witnessed Sexual Harassment or Retaliation Related to Sexual
Harassment

1) To receive information about what action can be taken or simply discuss
the situation: Call the OSI Hotline or contact the OSI directly to report the
sexual harassment and/or retaliation you experience or observe.

2) Be sure to specify whether you are initiating a complaint or asking for
information, and whether any portion of your conversation may be
disclosed to others.

3) Tofile a complaint with the DOC Special Inspector, send it to Carolyn
Lerner, 1730 M Street, NW, Suite 412, Washington, DC 20036. You may
also give a complaint to one of the following, who will then forward it to
the OSI. Be sure to specify that you are submitting a complaint of sexual
harassment and/or retaliation and keep a copy of your complaint.

a) Your immediate supervisor;
b) DOC EEO Officer or EEO Counselor;
c) DOC Supervisor/Office Chief/Administrator; or
d) DOC Deputy Director.

4) Complainants may ask the Sl to order interim personnel actions
(temporary shift changes, post assignments) that serve to separate them
from the Respondent(s) while the complaint is pending. The Sl will order

such actions in accordance with this Program Statement as deemed
appropriate.

15. RESPONSIBILITIES

a.

Special Inspector. The S| will ensure that complaints of sexual harassment
and retaliation for complaining about or witnessing sexual harassment are
efficiently and accurately received, investigated and resolved as expediently
as possible. At the conclusion of the investigation, the S| will issue findings as
to whether there is probable cause to find that sexual harassment and/or
retaliation has occurred, and, if so, order appropriate remedial action for
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Complainants and discipline for Respondents. The Sl will also be responsible
for providing ongoing training on sexual harassment/retaliation for all DOC
employees.

b. Managers and Supervisors. All managers and supervisors are responsible
for the following:

1) Ensuring that the policies regarding sexual harassment and retaliation are
implemented.

2) Promoting a workplace that is free of sexual harassment and retaliation,
and ensuring that complaints of such conduct are promptly forwarded to
the OSI in accordance with this Program Statement.

3) Monitoring his/her workplace to ensure that incidents of sexual
harassment and/or retaliation are detected promptly and that each
employee is aware of DOC’s sexual harassment/retaliation policy and
complaint procedures.

4) Ensuring that employees who file sexual harassment complaints are
protected from retaliation.

5) Maintaining, to the greatest extent possible, the confidentiality of those
employees who lodge sexual harassment/retaliation complaints or report
evidence of sexual harassment or retaliation.

6) Complying with procedures for forwarding complaints, cooperating with
investigations of allegations of sexual harassment/retaliation, and carrying
out remedial and disciplinary orders of the OSI.

c. Employees. Each DOC employee is responsible for the following:

1) Ensuring that his or her conduct is free from all forms of sexual
harassment or retaliation.

2) Refraining from using sexually offensive language, and from possessing
sexually explicit or offensive materials (including literature, photographs,
drawings), in the workplace.

3) Refusing to tolerate or condone sexual harassment and/or retaliation by
other employees.

4) Cooperating with the OSI.

16. PENALTIES

a. The Sl will be responsible for ensuring that disciplinary action is taken against
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persons found in violation of the agency’s sexual harassment policy.

b. Managers and supervisors who fail to report sexual harassment or fail to take
appropriate action to resolve sexual harassment complaints will be subject to
disciplinary action.

17. DISSEMINATION. The DOC will ensure that the poster explaining employee rights
and procedures for filing complaints under this Program Statement is displayed
permanently on all employee bulletin boards (Attachment B).

a. Copies of this PS will be posted permanently on employee bulletin boards.
b. Directors and Office Chiefs/Administrators, as appropriate, will ensure that
each employee under his/her authority is issued a personal copy of this PS.

Receipt of this PS will be documented on the “Acknowledgement Form”
(Attachment A).

c. Each new employee will receive a copy of this Program Statement.

18. ANNUAL REVIEW AND CERTIFICATION. This PS will be reviewed at least
annually and revised, as necessary, by the Sl.

“chef L
Odie Washington
Director

Cairtop, Frowmas

ATTACHMENTS:

Attachment A — “Acknowledgment Form”
Attachment B — “Poster”



District of Columbia
DEPARTMENT OF CORRECTIONS
Wushington, D.C. 20001 :

OPI:DDO
Numbcr:3350.1

Daus:June 29, 1942
Subjec:Personnel Hanage

Office of the Dlrector

DEPARTMENT ORDER

8ubject: The Employee and Inmata Relationship

I. Purpose: This order establishes rules governing employee
standards of conduct relative to persons committed to the custody
of the District of Columbia Department of Correctiong (Dcoe) .

IIX. Policy: It is the policy of the DCDC to strictly prohibit
its employees from engaging in behaviors which conflict or appear
to conflict with the interests of their official positions.
Employees are expected to contribute to the agency’s missicn by
facilitating an environment which fosters security and inmate
rehabijlitation.

IITI. Applicability: This order applies to employees of the
pepeg. ' .
Iv. Authority: The Deputy Director is delegated the authority

for enforcement of this order. This authority may be
redelegated.

v. Rirectives Affected: This order supersedes, Part I,
Chapter I, Manual of Regulations and Orders (July 25, 1s50),

Sections 1.21, 1.25, and 1.2s6 regarding relationships with
inmates and former inmates.

vI. Refinitionst For the purpose of this order, the following
definitions apply:

A. Employee - Any person employed or volunteering
services in the DCDC.

B. Family Member - A spouse, mother, father, sister,
brother, son, daughter, grandmother, grandfather, aunt, uncle,
niece, nephew, or cousin.

C. Inmate - Any pefson'placed in the custody of the
DCDC and under its purview.
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s VII. Procedures:

ar
[

5 A. Relationships with Inmates

:;éﬁ 1. Employvees snall not hecome intizately or
= romantically involwed in reiationships with inmares in the
a5 custody of the DCDC, including communication through written

correspondence, telecommunications, and social interactiens.

2. Emplcyees shall not compromise their
..- professional position by providing preferential treatment to
~ ¥ unr2tes or former inmates, their relatives, representatives, or
agents, ' )

3. Employees shall not directly or indirectly
accept any gift or favor which could be reasonably interpreted as
influencing the employee to give preferential treatment to an
inmate.

A 4. Employees shall not provide any gifts or
2 el favors teo inmates, their relatives, representatives, or agents

=" which might present a conflict of interest or give the appearance

of a conflict of interest.

5. Employees shall not provide inmates or former
inmates with official information that is not available to the
general public.

6. Employees nust obtain the written approval of
their supervisor, i.e., Office Chief, Institution Administrator,
Associate Director, Deputy Director or Director prior to
conducting nonofficial visits with inmates. Such visits shall
occur during an employee’s nonduty hours, and the wearing of
department uniforms is strictly prohibited.

B. Treatment of Inmates

1. Employees shall immediately notify their
supervisors whenever a situation occurs in which their past or
present personal relationship with an inmate adversely affects
their ability to be impartial in their treatment of an inmate.

2. Supervisory personnel shall take immediate
action to remedy any situation that results in an inmate
receiving impartial or preferential treatment from agency
employees,
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3. Enployees shall not be allowed to supervise or
-nfluence decisions affecting inmates who are their family
members. Employees are required to notify their supervisors

inpadiately upen beceoning aware that these circumstances do exist
cr will exist.

4. Employees shall not treat inmates in any
m~anner which compromises the integrity of their official position
cr the integrity of the DCDC.

VIII. References:

a

A. District of Columbia Personnel Manual (DPM),
Chapters 15 and 8.

B. District of Columpia Government Integrity
Standards.

Walter B. RiSEESLJ§£E5

Director



DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program Rurmber: 335020

Date: July 10, 2002

State m e nt Subject: ﬁler:‘(:f;sMisconduct Against

1. PURPOSE AND SCOPE. The D.C. Department of Corrections (DCDC) policy prohibits
sexual misconduct against inmates and provides uniform procedures for preventing,
reporting, investigating, and adjudicating incidents. Hereafter, reference to investigation
and adjudication procedures for complaints of sexual misconduct shall also include
complaints of retaliation and breach of confidentiality as separate acts of sexual
misconduct.

This directive shall apply to employees, contractors, volunteers and inmates within the
DCDC and contract facilities.

2. PROGRAM OBJECTIVES. The expected results of this program are:

a. Employees shall be prohibited from engaging in intimate or sexual relationships with
inmates.

b. The DCDC shall fully investigate and discipline persons who violate this directive.

c. Retaliation against any individual because of their involvement in the reporting or
investigation of a sexual misconduct complaint shall be prohibited.

3. DIRECTIVES AFFECTED
a. Directives Rescinded
PS 3350.2C, Sexual Misconduct Against Inmates, dated December 10, 1998.
b. Directives Referenced
1) PS 4030.1E, Inmate Grievance Procedures (IGP), dated May 4, 1992.
2) PS 3350.1, The Employee and Inmate Relationship, dated June 29, 1992.

3) District of Columbia Government Integrity Standards.
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4) District of Columbia Personnel Manual (DPM), Chapter Sixteen, “General
Discipline and Grievances”.

5) D.C. Department of Corrections Manual of Regulations and Orders, dated July
1960, Chapter One, “Basic Regulations for All Employees”.

6) PS 1280.2B, “Reporting and Notification Procedures for Significant Incidents
and Extraordinary Occurrences”, dated September 15, 2002.

AUTHORITY
a. D.C. Law 10-257, Anti-Sexual Abuse Act of 1994.

b. Women Prisoners of the District of Columbia Department of Corrections vs. District
of Columbia, Civil Action No. 93-2052 (JLG)(DCDC).

STANDARDS REFERENCED

a. American Correctional Association 2" Edition Standards for Administration of
Correctional Agencies 2-CO-3C-01.

b. American Correctional Association 3™ Edition Standards for Adult Local Detention
Facilities 3-ALDF-1C-07-1 and 3-ALDF-3E-08.

c. American Correctional Association 3™ Edition Standards for Adult Correctional
Institutions 3-4268.

d. American Correctional Association 4™ Edition Performance-Based Standards for
Adult Community Residential Services 4-ACRS-6A-05.

DEFINITIONS. For the purpose of this directive, the following definitions shall apply:

a. Sexual Misconduct. Sexual behavior by any DCDC employee that is directed
towards inmates under the care, custody, and supervision of the Department.
Sexual misconduct toward inmates includes acts or attempts to commit acts of
sexual abuse, sexual harassment or invasion of privacy.

b. Sexual Abuse. Sexual abuse is a criminal felony offense (See DC Code Sections
22-4101 through 22-4106 and 22-4113 through 22-4114) and is defined as any
forced or coerced sexual act or sexual contact between an employee and inmate.
Sexual contact shall include, but not be limited to, the touching of any clothed or
unclothed body part for sexual reasons. Sexual contact between an inmate and an
employee is sexual abuse even if the inmate consents.
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Sexual Harassment

1) Verbal or physical sexual conduct that creates a hostile, offensive or
intimidating environment, including, but not limited to, obscene or sexually
offensive advances, gestures, and comments; or influencing or making
promises involving an inmate’s safety, custody, privacy, housing, privileges,
work detail, or program status in exchange for sexual favors.

2) Influencing or threatening an inmate’s safety, custody, privacy, housing,
privileges, work detail, or program status because the inmate has refused to
submit to a sexual advance.

Invasion of Privacy

1) Observing, attempting to observe, or interfering in an inmate’s activities, which
are of a personal nature, without a sound penological reason.

2) Failure of an employee of the opposite sex to announce his/her presence,
without a sound penological reason, when entering an inmate’s housing unit.

Retaliation. Restraint, interference, coercion, acts of covert or overt vengeance, or
threats of action to discourage, prevent or punish an inmate for refusal to submit to
sexual advances. An adverse action taken against any individual because of
his/her involvement in the reporting or investigation of a sexual misconduct
complaint.

Complainant. An individual who reports an act of sexual misconduct by staff
against an inmate.

Employee. A person hired by DCDC on a full-time or part-time basis including
contract staff, volunteers and interns, and any other D.C. Government employee
whose work-site is located within a DCDC facility.

Informant. Any inmate who observes and reports an act of sexual misconduct
against another inmate and requests to be treated as a confidential informant.

Respondent. An employee accused of sexual misconduct.
Cease and Desist Order. An order prohibiting contact between the complainant

and respondent while an allegation of a particular course of misconduct is
investigated.
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7. RESPONSIBILITIES

a. Employees

1)

2)

3)

4)

o)

6)

Each employee shall strictly adhere to this directive by ensuring that his/her
conduct does not constitute or promote sexual misconduct.

Each employee who receives any information, from any source, concerning
sexual misconduct or who observes incidents of sexual misconduct, is required
to immediately report the information or incident directly to the affected Deputy
Director/Administrator/Office Chief or to the highest ranking official on duty at
the time of the incident.

Employees who fail to report an allegation or any facts and circumstances that
would lead a reasonable person to believe that sexual misconduct is occurring
or has occurred, shall be subject to disciplinary action in accordance with the
provisions set forth in Chapter Sixteen of the District Personnel Manual.

No employee, manager or supervisor except for the Office of Internal Affairs
shall conduct any inquiry or investigation into the circumstances related to the
allegations.

Employees and inmates involved in a sexual misconduct complaint shall not
discuss any aspect of the case with other employees or inmates. Strict
confidentiality shall be maintained at all times. Failure to maintained strict
confidentiality shall result in appropriate disciplinary action.

Employees interfering with an investigation of sexual misconduct or refusing to
answer proper questions during an official investigation shall be subject to
disciplinary action in accordance with the provisions set forth in Chapter
Sixteen of the District Personnel Manual.

b. Managers and Supervisors

1)

2)

The Deputy Director/Administrator/Office Chief or the highest-ranking staff
member on duty at the time of a reported incident of sexual acts or sexual
contact against an inmate, shall immediately report it to appropriate law
enforcement authorities.

When sexual acts or sexual contact are alleged, the on scene supervisor shall
immediately secure the crime scene.
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4)

5)

6)
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The alleged victim shall immediately be given the necessary emergency
medical treatment, without compromising the integrity of available physical
evidence. If deemed necessary by institutional medical personnel, the inmate
shall be transported to an outside medical facility.

The official who receives the complaint shall immediately issue a Cease and
Desist Order to the respondent and complainant, and take immediate action in
accordance with this directive to ensure the safety of the inmate.

The official who receives the complaint shall effect a referral for the
complainant to mental health staff.

Failure to take other appropriate action, as defined in this directive, when
sexual misconduct is alleged or has been determined to occur, shall subject
the manager or supervisor to disciplinary action in accordance with Chapter
Sixteen of the District Personnel Manual.

c. Office of Internal Affairs (OIA). The OIA, shall be responsible for:

1)
2)

3)
4)

o)

Monitoring the Sexual Misconduct hotline for complaints of sexual misconduct.

Evaluating all sexual misconduct complaints, and when appropriate, assigning
them for investigation.

Effecting all notifications as prescribed in this order.
Assigning a case number for logging and tracking complaints.

Reviewing all sexual misconduct complaint packages for sufficiency to ensure
all pertinent information and documentation is included.

8. NOTIFICATIONS

a. Inmate Notifications

1)

2)

Each inmate shall be notified of the prohibition against sexual misconduct and
of the requirements as outlined in this directive.

Each inmate shall be provided with written information on sexual misconduct
during the intake/orientation process and shall be advised as to how to report a
sexual misconduct complaint (Attachment 1).
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The DCDC shall take appropriate steps to communicate this directive to
inmates with reading and language difficulties or physical limitations.

This directive shall be posted on inmate bulletin boards, placed in law libraries
and as appropriate, in inmate publications.

b. Staff Notifications

1)

2)

This directive and any other written directives pertaining to procedures for
handling allegations of sexual misconduct against inmates shall be distributed
to each employee and made readily available to each DCDC employee
thereafter.

Volunteers, agents, and individuals that conduct business in DCDC facilities
shall receive notification of the prohibition against sexual misconduct including
procedures for prevention, reporting, investigation, and adjudication.

9. PROCEDURES

a. Reporting Procedures for Inmates

1)

Any inmate may make a confidential report of sexual misconduct through the
twenty-four (24) hour telephone hot line at (202-671-2851).

2) This number shall be given to inmates at intake and at orientation and shall be

3)

4)

o)

6)

posted in areas accessible to inmates and in the Command/Control Center.
(Attachment 2)

An inmate may file a sexual misconduct complaint with the Deputy Director,
Administrator or Office Chief by forwarding a letter or utilizing the DCDC's
inmate grievance system, as described in Program Statement 4030.1E,
"Inmate Grievance Procedure (IGP), dated May 17, 2002.

Female inmates may submit an IGP or complaint to the Inmate Representative
of the Inmate Grievance Advisory Committee.

The inmate may file the complaint directly with the Director as an "Emergency
Grievance" in accordance with the emergency provisions outlined in PS
4030.1E, “Inmate Grievance Procedures (IGP)".

An inmate may verbally advise any employee of acts or attempted acts of
sexual misconduct.
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Reporting Procedures for Staff

1)

2)

3)

4)

o)

Each employee who receives any information, from any source, concerning
sexual misconduct or who observes incidents of sexual misconduct, is required
to immediately report the information or incident directly to the Deputy Director/
Administrator/Office Chief, or the highest ranking official who is on duty at the
time of the incident.

The Deputy Director/Administrator/Office Chief or the highest-ranking official on
duty shall make immediate verbal notification to the OIA when sexual
misconduct complaints are reported. The OIA shall immediately notify the
Director when deemed appropriate.

The Deputy Director/Administrator/Office Chief or the highest-ranking official on
duty shall immediately issue a Cease and Desist Order to the complainant and
respondent.

Each employee shall submit a written report, providing any information
received or observed that concerns sexual misconduct to the Deputy Director/
Administrator/Office Chief or the highest-ranking official on duty, before the end
of his/her workday.

The Deputy Director/Administrator/Office Chief or the highest-ranking official on
duty shall forward one copy of the sexual misconduct report to the OIA by the
end of the workday.

Procedures — Office of Internal Affairs

1)

2)

3)

If the OIA receives an allegation of sexual abuse via the telephone hot line or
via direct correspondence, the complaint shall be verbally reported immediately
to the affected Deputy Director/Administrator/Office Chief, and the OIA. The
OIA shall provide follow-up written notification to the affected Deputy Director/
Administrator/Office Chief by the close of the business day.

When the OIA notifies the Deputy Director/Administrator/Office Chief of
complaints of sexual acts or sexual contact, the Deputy Director/Administrator/
Office Chief shall immediately notify the appropriate law enforcement
authorities.

The OIA shall communicate with the appropriate law enforcement agency
concerning the status of any investigation. The OIA must document the status
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5)

6)

7)

8)

9)

10)

11)
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of the police investigation every thirty (30) days. The occurrence of a police
investigation does not relieve the Department of the duty to investigate the
complaint of sexual misconduct.

The OIA shall review each report of sexual misconduct to determine whether
the alleged conduct constitutes sexual misconduct. The OIA may interview the
complainant and/or alleged victim to clarify facts concerning the complaint.

If the OIA requires guidance regarding sexual misconduct complaints, he/she
shall consult with the Assistant Corporation Counsel assigned to the women
prisoners' class action suit or the DCDC General Counsel.

The OIA shall notify the affected Deputy Director/Administrator/Office Chief,
verbally and in writing, of each complaint regarding sexual misconduct and
whether the complaint is referred for investigation.

If the complaint is referred for investigation, the OIA shall provide written
notification to the respondent, advising of the complaint, investigation
procedures, confidentiality requirements and the prohibition of communication,
intimidation or retaliation against the inmate.

The OIA shall then forward the complaint to an Investigator. In cases where an
interview was conducted with the complainant and/or alleged victim to clarify
facts, intake information shall also be forwarded to the Investigator.

If the OIA determines that the complaint does not involve sexual misconduct,
the OIA shall deny the claim. The OIA shall send notice of the rejection of a
complaint to the complainant, the affected Deputy Director/Administrator/Office
Chief, the Assistant Corporation Counsel (if it involves a female inmate) and
the agency General Counsel.

However, if the complaint does state a violation of another departmental policy,
the OIA shall refer the complaint to the appropriate Deputy Director/
Administrator/Office Chief for disposition.

If the complainant is a third party informant, the notice will be sent to the victim.
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Interim Procedures During Investigation

1)

2)

3)

4)

o)

6)

7)

Under appropriate circumstances and with the Director's or his/her designee’s
approval, the respondent may be transferred or placed on administrative leave
pending the outcome of an investigation.

An employee who has been transferred to another work site pending
completion of an investigation shall not be permitted to work with female
inmates under any circumstances.

In cases of alleged sexual misconduct involving female inmates, the
respondent shall not be assigned to work in any area where he/she is likely to
come into contact with the complainant, alleged victim or any female inmates
pending the outcome of the investigation. The respondent shall also be
prohibited from performing escort duties for any female offenders.

The affected Deputy Director/Administrator/Office Chief shall advise the
respondent to make an immediate report to his/her supervisor if they are given
an assignment that places them in contact with any female inmate(s). The
respondent shall also be advised that any contact with the complainant, alleged
victim or any female inmate(s) is cause for disciplinary action.

In cases of alleged sexual misconduct involving male inmates, the affected
Deputy Director shall determine if it is appropriate to move the employee to
another work assignment pending the outcome of the investigation. When
appropriate, the respondent shall also be advised that any contact with the
complainant, alleged victim, outside of the employee’s performance of
assigned duties, is cause for disciplinary action.

The affected Deputy Director or his/her designee shall decide if it is appropriate
to return an employee to his/her original workplace after the investigation is
completed.

When appropriate and necessary, the affected Deputy Director may transfer
the complainant or alleged victim to a comparable housing unit, to another
facility or make other appropriate housing accommodations. An inmate shall
only be placed on administrative segregation or protective custody in
accordance with applicable inmate disciplinary codes. Effort shall be made to
minimize any disturbance to the inmate’s housing location or program activities
during the investigation of pending complaints.
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Sexual Misconduct Investigations

1)

2)

3)

4)

5)

6)

7)

8)

The Investigator shall conduct a thorough and objective investigation of a
complaint. The investigation shall include interviewing the complainant, the
informant, and the alleged victim if the information is received from another
source, the respondent, witnesses, and reviewing all documents and physical
evidence.

The Investigator shall contact the affected Deputy Director/Administrator/Office
Chief directly for interview scheduling and coordination. All inmates shall
receive at least three (3) days advance notice of scheduled interviews with the
Investigator and shall be advised of the right to legal representation. The
Deputy Director/Administrator/Office Chief shall ensure that the inmate is
allowed a legal call upon request to secure presence of counsel.

Employees have the right to legal or union representation at the time of
interview.

If the inmate or employee being interviewed has legal/union representation, the
Investigator will explain that only the person being interviewed shall answer the
questions but he/she can consult with the representative prior to answering the
question.

The Investigator shall advise each individual interviewed in the course of an
investigation that any intimidation or retaliation towards the complainant or
alleged victim or disclosure of the incident that breaches confidentiality as
defined in this directive, is a separate offense that is subject to disciplinary
action.

The Investigator shall draft a statement detailing testimony from each
complainant, respondent, and witness.

The Investigator shall permit the employee or inmate to read and make any
necessary corrections/changes to the statement prior to signing it. The name
of the confidential informant will be deleted from the copies of the report
distributed by the OIA.

The Investigator shall submit the final written report to the OIA within thirty (30)
business days (i.e., excluding Saturdays, Sundays, and legal holidays) of



PS 3350.2D
7/10/02
Page 11 of 16

knowledge of the incident. The report shall include the Investigator’s factual
findings and a conclusion as to whether there is evidence to support a finding
that sexual misconduct has occurred.

Post-Investigation Procedures

1)  Within three (3) business days of receipt of findings from the Investigator, the
OIA shall notify the affected Deputy Director/Administrator/Office Chief of the
findings and forward all documentation for appropriate action. If the findings
conclude that sexual misconduct has occurred, the OIA shall forward a copy of
the report to the Director for action. The Director shall ensure that appropriate
action consistent with the attached Table of Penalties (Attachment 3), the
District Personnel Manual or the D.C. Code is imposed.

2) The OIA shall provide a written notice to the inmate, within three (3) business
days as to whether there was evidence that supported a conclusion that sexual
misconduct occurred. The notice shall also inform the inmate of appeal
procedures. The inmate shall sign acknowledgment of receipt of this notice.
The original signed receipt shall be returned to the OIA.

3) In cases where the complaint was made by an individual other than the alleged
victim, the third party informant/witness shall not be notified of the findings. The
affected inmate shall, however, receive notification of the findings.

4) The OIA shall inform the employee/respondent of the Investigator's findings
and recommendations. The Deputy Director/Administrator/Office Chief shall
take appropriate disciplinary action against employees who are found to have
engaged in sexual misconduct and/or other violations noted in this policy or
other departmental policies.

5) The Deputy Director/Administrator/Office Chief or appropriate management
official responsible for employee discipline shall ensure that disciplinary action
is proposed in accordance with the regulations outlined in Chapter Sixteen of
the District Personnel Manual.

6) The Deputy Director/Administrator/Office Chief shall advise the OIA in writing
of disciplinary action taken against an employee who was determined to have
engaged in sexual misconduct, breach of confidentiality, or retaliation against
staff and/or an inmate. He/she shall also advise the OIA in writing of actions
taken pursuant to other recommendations resulting from the investigation,
regardless of a finding of sexual misconduct.
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The Deciding Official shall notify the Chief, OIA, the affected Deputy Director
and the Chief of Internal Affairs of any disciplinary action taken resulting from a
finding of sexual misconduct and/or other violations of this policy or other
departmental policies.

Confidentiality

1)

2)

3)

4)

The sexual misconduct complaint, including the identity of the informant, the
respondent and the victim and all information and documents pertinent to the
complaint, shall be handled in a confidential manner and shall only be released
consistent with the provisions of the Freedom of Information Act (FOIA).

Any inmate who observes and reports an act of sexual misconduct may
request and be treated as a confidential informant.

To further maintain confidentiality, written notification of the investigation to
employees shall be issued directly from the Chief, OIA. Inmate notification
shall be handled as legal mail.

Each individual interviewed shall be advised that they are required to maintain
confidentiality and not disclose to anyone information regarding the complaint,
the investigation and the outcome. Staff shall also be advised that failure to
maintain confidentiality shall result in discipline as a separate offense.

Inmate Appeals

1)

2)

3)

An inmate who is dissatisfied with the investigation or resolution of a complaint
of sexual misconduct, or the inmate's attorney may file an appeal to the
Director within fifteen (15) calendar days of receiving written notice of the
outcome of the investigation.

An inmate or the inmate’s attorney may submit a written request signed by the
inmate to the OIA to review the investigation report.

The OIA must review and edit the report to remove confidential information,
including but not limited to, the identity of confidential informants, medical
information, personnel record information or information which will compromise
security issues. A redacted and unredacted version of the report shall be
maintained in the OIA's files.
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5)

6)

7)

8)

9)
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The Director shall notify the inmate and the affected Deputy Director/
Administrator/Office Chief in writing of the results of the appeal within ten (10)
calendar days.

If new evidence is received in the appeal or the Director presents other
compelling evidence that supports disciplinary action against the employee, the
Director's appeal decision shall be immediately forwarded to the affected
Deputy Director/Administrator/Office Chief for appropriate action.

The affected Deputy Director/Administrator/Office Chief shall ensure that the
Proposing Official receives a copy of the Director's findings of the appeal if
disciplinary action is being proposed.

An appeal shall not delay the implementation of any determined disciplinary
action against the employee.

The affected Deputy Director/Administrator/Office Chief shall ensure that the
inmate victim and the respondent receive the Director's findings on the appeal.

The Director’s Office shall forward a copy of all documents relevant to the
appeal to the OIA.

Training

1)

2)

Mandatory Pre-Service and In-Service Training in "Prevention of Sexual
Misconduct” shall be conducted for all DCDC employees, volunteers, interns,
and contract employees. Training shall include education concerning D.C. law
and DCDC policies and procedures for recognizing, preventing, reporting, and
investigating acts of sexual misconduct and disciplinary action for violations of
this policy.

Deputy Directors/Administrators/Office Chiefs shall ensure that all newly
committed inmates or inmates transferred to their facility receive training in the
“Prevention of Sexual Misconduct” at intake/orientation within one week of
arrival. Certified trainers shall conduct the training on "Prevention of Sexual
Misconduct Against Inmates".

3) Training for inmates shall include education concerning D.C. law and DCDC

policies and procedures for recognizing, preventing, reporting, and
investigating acts of sexual misconduct.
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4) Documentation of inmate training shall be maintained in the inmate’s institution
record and the Deputy Director for Operations shall maintain the institutional
attendance roster.

5) Semi-annual enhancement training on special issues relating to working with
female offenders shall be conducted for select employees.

Employee Discipline

1) The DCDC shall impose disciplinary action against persons found in violation
of this directive in accordance with Chapter Sixteen of the DPM.

2) Managers and supervisors who fail to report or take appropriate action when
instances or complaints of sexual misconduct against inmates are brought to
their attention, or who fail to follow a direct order to initiate disciplinary action,
shall also be subject to disciplinary action.

3) Refusal by any employee to answer questions during an official investigation
may also be grounds to charge the employee for cause under Chapter Sixteen
of the DPM.

4) The DCDC shall impose discipline based on a determination that sexual
misconduct against an inmate has occurred. However, this does not preclude
the DCDC from taking separate and distinct disciplinary measures against an
employee who has later, under separate proceedings, been found in violation
of Chapter Sixteen of the DPM as a result of a finding by the Office of
Employee of Appeals, the Office of Human Rights, the Commission on Human
Rights, or a court of competent jurisdiction in the District of Columbia that the
employee has violated the guaranties in DC Code Title 1, Chapter 6,
Subchapters | and VI, in the performance of that employee’s official duties.

5) The DCDC shall notify the agency of any employee not assigned to DCDC of a
probable cause finding so that appropriate disciplinary action may be initiated.

Dissemination

1) The Director, Deputy Directors, Administrator and Office Chiefs shall issue a
copy of this directive to each incumbent employee under their authority.

2) The Human Resources Management Division shall ensure that all new
employees, except Correctional Officers, receive a copy of this directive within
five (5) days of entry on duty.
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3) The Training Administrator shall ensure that all new Correctional Officers
receive a copy of this directive within five (5) days of entry on duty.

4) The Office of Religious/Volunteer Services shall ensure that all new volunteers
receive a copy of this directive during their Orientation Training.

5) Both incumbent and new employees shall sign for receipt of this directive on
the "Acknowledgment Form” (Attachment 4), which shall be forwarded to the
Human Resources Management Division.

Reporting

1) The OIA shall maintain a central filing and reporting system for incidents of
sexual misconduct against inmates.

2) A copy of all complaints and related documentation; reports including
investigation findings, correspondence, appeals and appeal findings,
correspondence from attorneys, and employee disciplinary actions that were
sent to or received from either the Director, Deputy Directors, Administrator or
Office Chiefs shall be forwarded to the OIA.

3) The OIA shall log pertinent data from these documents for tracking and
management purposes.

4) The OIA shall maintain statistics and prepare a monthly report that shall include
the following basic information regarding sexual misconduct complaints:

a) The number of complaints received;

b) The number of complaints in which a finding of sexual misconduct was
made;

c) The number of complaints in which a finding of no sexual misconduct was
made; and

d) Discipline taken against employees and other administrative actions
taken.

5) The OIA shall compile and forward the monthly statistical report to the Director,
with copies to the Deputy Directors, Administrator, and Office of Internal
Controls, Compliance and Accreditation.
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6) The Deputy Director for Operations, the Sexual Misconduct Chief, OIA, the
Training Administrator and the Warden for the Corrections Corporation of
America Correctional Treatment Facility shall, by the 5™ of each month, submit
a report of compliance with court ordered provisions in Women Prisoners v.
DC, CA 93-20252 to plaintiff attorneys via the Internal Controls, Compliance
and Accreditation Manager.

Odie Washington
Director

Attachments

Inmate Bulletin, subject “Sexual Misconduct Against Inmates”
Sexual Misconduct Hotline Number Poster

Table of Penalties

Acknowledgment Form

hwh =



DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program OP. DR

Number: 3360.2C

Manual Date: August 1, 2004

Subject: Employee Attire

1. PURPOSE AND SCOPE. To provide a consistent standard of attire for all uniformed
and non-uniformed employees within the DC Department of Corrections (DOC).

2. POLICY. All DOC employees shall present a professional appearance in dress and
grooming that is appropriate for the workstation and job function.

3. APPLICABILITY. This directive applies to all DOC employees, contract employees,
volunteers and other individuals who perform services in the DOC.

4. PROGRAM OBJECTIVES. The expected results of this program are:

a. Individuals who perform work in DOC shall adhere to established DOC standards
regarding work attire.

b. Supervisors at all levels are responsible for ensuring day-to-day compliance with
this Program Statement.

5. NOTICE OF NON-DISCRIMINATION. In accordance with the D.C. Human Rights Act of
1977, as amended, D.C. Official Code §2-1401.01 et seq., (act) the District of Columbia
does not discriminate on the basis of race, religion, color, national origin, sex, age,
marital status, personal appearance, sexual orientation, familial status, family
responsibilities, matriculation, political affiliation, disability, source of income, or place of
residence or business. Sexual harassment in the form of sex discrimination is also
prohibited by the act. Discrimination in violation of the act will not be tolerated. Violators
will be subject to disciplinary action.

6. DIRECTIVES AFFECTED
a. Directives Rescinded

DO 3360.2B Employee Appearance and Attire (4/14/94)

a. Directives Referenced

1) DO 3360.5 Uniform and Insignia (7/15/83)
2) DO 3360.6 Employee Uniform Clothing Issue and Replacement
(9/18/92)

3) PS3370.1A Employee Identification Card (3/9/01)
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AUTHORITY

D.C. Code § 24-211.02 Powers; Promulgation of Rules (Formerly §24-442)

Collective Bargaining Agreement between the DC Department of Corrections and
the Fraternal Order of Police, Department of Corrections Labor Committee, effective
12/19/02 through 9/30/2005.

STANDARDS REFERENCED. None.

POLICY IMPLEMENTATION

a.

Supervisory staff and managers shall ensure that all employees under their purview
are issued and sign for a copy of the DOC employee attire policy.

Supervisory staff and managers shall ensure that the original receipt
acknowledgement shall be forwarded to the Human Resource Management
"‘Division (HRMD) where it shall be filed. Copies may be maintained in facility files.

Supervisors shall also send by certified mail a copy of this policy to any employee in
a leave status at the time of the issuance of this policy.

The Human Resource Management Division shall ensure that all newly hired
employees, contract employees and volunteers are issued and sign for a copy of
the DOC employee attire policy, prior to the receipt of their departmental issued
identification badges.

The Deputy Director and the Warden shall ensure that this Program Statement is
posted at all entrances and exits, employee bulletin boards, and staff/service
delivery entrances.

TRAINING. The Training Administrator shall ensure that a statement regarding the
significance of the newly hired employee’s adherence to the DOC employee attire policy
is incorporated into the orientation-training module.

~ e
CQM &S
Odie Washington
Director
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CHAPTER 1
GENERAL

1. DEFINITIONS. For the purpose of this Program Statement, the following definitions
apply:

a.

Non-uniformed Employees. Employees who are not issued uniforms nor required
to wear uniforms while in the performance of their duties.

Uniformed Employees. Employees who are issued uniforms and required to wear
these uniforms while in the performance of their duties.

Official Duty Uniform

1)

2)

Correctional Officer Uniform -The correctional officer’s uniform, complete
with badge, patch, insignia and accessories described in the Collective
Bargaining Agreement, Article 16 and D.O. 3360.5, “Uniform and Insignia”,
(7/15/84).

Utility Uniform - The khaki uniform issued to wage employees and other
employees assigned to jobs requiring these uniforms described in the
Collective Bargaining Agreement, Article 16 and D.O. 3360.5, “Uniform and
Insignia”, (7/15/84).

2. RESPONSIBILITIES

a.

Deputy Director. The Deputy Director shall ensure that:

1)

2)

Sufficient funds are budgeted annually for purchase of uniform items listed in
the Collective Bargaining Agreement.

An adequate supply of all required uniform items is maintained and available
for issue at all times.

Warden/Administrators/Office Chiefs/Supervisors. The Warden, Administrators,
Office Chiefs and Supervisors shall ensure that:

1)

2)

3)

Roll call inspections of correctional officers for adherence to the requirements
of this policy are conducted.

Non-uniformed staff are monitored for adherence to the requirements of this
policy.

Appropriate corrective action is taken when employees fail to adhere to the
requirements of this directive.
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3. PROCEDURES
a. Staff Entrance

1)  When an employee is wearing attire that is significantly in non-compliance with
this directive, they shall not be allowed admittance into the facility.

2) The Staff Entrance OIC shall in this instance contact both the employee’s
immediate supervisor or designee and the Shift Commander for assistance.

3) The employee’s immediate supervisor shall make the final decision regarding
the appropriateness of questionable attire in accordance with this directive.

4) The highest ranking official on duty shall make the final decision on the
weekends and holidays.

5) If the supervisor or highest ranking official on duty determines that the attire is
in violation of this directive, the employee shall be required to leave the work
site at his/her own expense and on their own time to change clothing.

b. Non-Institutional Personnel

1) The employee’s immediate supervisor shall make the decision regarding the
appropriateness of questionable attire in accordance with this directive.

2) If the supervisor determines that the attire is in violation of this directive, the
employee shall be required to leave the work site at his/her own expense and
on his or her own time to change clothing.

c. Correctional Officers. Correctional Officers shall:
1)  Wear the approved duty uniform while performing official duties;

2) Not wear the uniform when off duty except when traveling to and from work;
and

3) Maintain security and accountability of uniforms, badges, patches, insignia and
other controlled/sensitive items.

d. All Employees. All DOC employees shall adhere to the requirements of this
directive and project a professional image while on duty.

4. REQUIREMENTS FOR ALL EMPLOYEES

a. Personal Hygiene. Each employee’s style or manner of dress or personal
grooming shall not present a danger to the health, welfare, or safety of any
individual.



PM 3360.2C
August 1, 2004
Page 7 of 16

Nametags or ID

1)
2)

Uniformed employees shall wear nametags in compliance with this directive.

All employees shall prominently display their Department ID card at all times
when on duty.

Prohibited Clothing. All staff are prohibited from wearing:

1)

2)

3)

4)

5)

6)
7)
8)
9)
10)
11)
12)
13)
14)
15)
16)
17)

Clothing that is excessively worn, damaged or stained, including deliberate
damage.

Clothing that displays offensive or obscene material; material expressing or
advocating a political opinion or cause; clothing that advertises a specific
product, business or service; or sports team apparel, for example, football or
basketball game jerseys.

Sweatshirts, sweatpants, or other athletic clothing unless required by position
description, i.e., Recreation Specialist.

T-shirts worn, as outer garments shall not be permitted unless approved by the
Warden, Administrator or Office Chief.

Form-fitting or clinging clothing of any type, i.e., Spandex/Lycra outfits, latex
leggings and body stockings.

Shorts.

Sheer and see-through clothing.

Necklines that plunge or are revealing either in front or back.
Midriff tops that expose the torso, between the abdomen and the chest.
Sleeveless tops that expose underclothing.

Tank, halter, or tube tops.

Off the shoulder sweaters, blouses, or tops.

Dresses or tops with spaghetti straps.

Backless and strapless dresses.

Skirts shorter than three (3) inches above the knee.

Skirts, dresses and pants with slits that exceed mid-thigh length.

Pants or skirts that expose the backside or hind part of the body while sitting
and/or standing.
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Exceptions to Prohibited Wear. When the supervisor authorizes appropriate
casual clothing because staff are involved in cleaning, boxing records and other
special projects, which make the wearing of business attire impractical.

Jewelry

1)  While on duty, on location at a Department facility or while dressed in a DOC
uniform, employees, contractors, volunteers or interns are prohibited from
wearing any object inserted into an exposed body part that has been pierced,
except earrings. Examples include the tongue, nose, lips, eyebrow(s), and etc.
Objects include, but are not limited to jewelry, posts, string, straw or toothpick
material.

2) Employees may wear earrings as specifically authorized in this directive.

3) Any other jewelry that detracts from the overall professionalism, interferes with
required Personal Protective Equipment or poses a safety hazard is not
permitted.

Hair
1) Males
a) Hair shall be kept clean, neatly trimmed and groomed.

b) Moustache, beards and sideburns are permissible, however each must be
neatly trimmed at all times.

2) Females
a) Hair shall be kept neat, clean and groomed.

b) Hair shall be worn in a style that is appropriate to the particular
assignment and consistent with this directive.

Fingernails. Fingernails shall not exceed 1/2 inch in length from the tip of the
finger.

Makeup

1) Female employees may wear facial and eye makeup that is neatly and
moderately applied and appropriate for their particular assignment.

2) Colognes, perfume and body oils shall be used in moderation.
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CHAPTER 2

UNIFORMED OFFICERS

1. UNIFORMED OFFICERS - GENERAL REQUIREMENTS

a. Regulation Uniform. All uniformed staff in the Correctional Officer ranks,
regardless of work locations or job assignments, shall report to work in the official
duty uniform.

b. Correctional Officers assigned to non-correctional posts. Managers of
uniformed staff who are assigned to non-correctional posts must first make written
requests for exception, addressing it through the chain of command to the Deputy
Director.

c. Universal Requirements. Uniforms shall be worn as follows:

1) The uniform shall be worn in its entirety. Uniform components shall not be worn
separately.

2) Uniforms shall be clean, well fitted, in good condition, and devoid of stains or
patched areas.

3) Uniforms shall fit properly, without undue bagginess or tightness in the trousers
or shirt.

4) All buttons shall be secured, with no unsightly bulging of buttonholes.

5) Shoes or boots shall be kept shined.

6) Supervisors shall wear white shirts.

7) Correctional officers shall wear gray shirts.

8) Uniformed and Specialty Uniformed Personnel shall only wear conventional
sunglasses that are conservatively styled and do not have mirrored and/or

reflective lenses.

2. MALE CORRECTIONAL OFFICERS. In addition to the above general requirements,
male officers shall conform to the following standards.

a. Shirt
1) The appropriate seasonal shirt shall be worn.

2) Officers may wear the collar open when wearing the short sleeve uniform shirt.
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3) The only exposed garment under the shirt shall be a plain white undershirt.

3) Long sleeved winter uniform shirts shall only be worn with the sleeves down,
the cuffs buttoned and a tie.

Tie. A plain, dark blue or black clip on necktie shall be worn, unless otherwise
directed. A tie clasp or tiepin may be worn with the tie.

Trousers
1) Navy blue uniform trousers shall be worn.

2) Trouser length shall be approximately one inch above the floor when standing
in shoes and from one to two inches above the floor when standing in boots.

Socks
1) Navy blue or black socks shall be worn.

2) White socks shall only be permitted when written authorization from a licensed
physician prescribing white socks has been submitted and supervisor
clearance made. Medical documentation for continued wear of white socks
shall be updated every six (6) months.

Footwear

1) Black leather tie-up shoes or boots of plain design shall be worn.
2) The shoes shall be kept clean and in good condition.

3) Shoes may be of high top design, but the top must be close fitting.
Jewelry

1) Earrings shall be limited to stud earrings or small clip-on earrings.

2) Earrings cannot dangle below the ear or loop earrings shall be small enough to
ensure that one’s pinky finger cannot fit into the opening.

FEMALE CORRECTIONAL OFFICERS

a.

Shirt
1) The appropriate seasonal shirt shall be worn.

2) The collar may be worn open. The only exposed garment under the shirt shall
be a plain white undershirt.

3) Long sleeved winter uniform shirts shall only be worn with the sleeves down,
the cuffs buttoned and a tie.
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Smock. Pregnant officers may wear a uniform maternity smock with
pockets and of a color that matches the uniform shirt, or a standard uniform
shirt tailored with a straight cut bottom for maternity wear.

Tie. A plain, dark blue or black clip on or criss-cross necktie shall be worn, unless
otherwise directed. A tie clasp or tiepin may be worn with the tie.

Trousers
1) Navy blue uniform trousers shall be worn.

2) Trouser length shall be approximately one inch above the floor when standing
in shoes and from one to two inches above the floor when standing in boots.

Skirts. Skirt length shall be one to three inches below the knee.
Socks
1) Navy blue or black socks shall be worn.

2) White socks shall only be permitted when written authorization from a licensed
physician prescribing white socks has been submitted and supervisor
clearance made. Medical documentation for continued wear of white socks
shall be updated every six (6) months.

Stockings. Female uniformed employees may wear neutral, blue or black
seamless stockings, panty hose or knee-highs. Bare ankles and patterned
stockings shall not be permitted.

Footwear

1) Black leather tie-up shoes or boots of plain design shall be worn.
2) Shoes may be flat or have heels not more than one inch in height.
3) The shoes shall be kept clean and in good condition.

4) Shoes may be of high top design, but the top must be close fitting.
Jewelry

1) Earrings shall be limited to stud earrings or small clip-on earrings.

2) Earrings cannot dangle below the ear or loop earrings shall be small enough to
ensure that one’s pinky finger cannot fit into the opening.

INSIGNIA, ACCESSORIES AND ACCOUTERMENTS

Organizational and Rank Insignia. Organizational and rank insignia shall be worn
in accordance with DO 3360.5, Uniform and Insignia.
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1) Silver insignia shall be worn by non-supervisory uniformed officers.

2) Gold insignia shall be worn by the rank of Sergeant and above.

NAME PLATE/TAG
1) The nameplate shall bear the wearer’s last name, first initial.

2) The nameplate shall be blue with white lettering.

3) As an option, correctional officers may wear a silver colored metal nameplate
and Sergeants and above may wear gold colored nameplates. Employees
may purchase the metal nameplates at their own expense.

BADGE

1) The badge for Corporals and below is silver in color.
2) The badge for Sergeants and above is gold in color.

UNIFORM ACCOUTERMENTS

1) Patches. The Department shoulder patch shall be worn on left sleeves of all
uniform shirts and jackets/coats and only those pins specifically identified
below may be worn.

2) Medals and Pins. When authorized, pins awarded for valor, life-saving,
meritorious service, length of service, firearms proficiency and Firearms
Instructor Certification may be worn on the left shirt pocket flap.

5. UTILITY UNIFORM

a.

Shirts. Khaki uniform shirts shall be worn. The only exposed garment under the
shirt shall be a plain undershirt.

Trousers. Khaki uniform trousers shall be worn.

Shoes. Brown or black work shoes or boots shall be worn. Steel-toed shoes or
boots are permitted.

6. PROHIBITIONS

a.

It is preferable that uniformed staff shall not wear their uniform except in the
commission of their official duties and shall use discretion in their activities while in
uniform.

Uniformed staff shall be prohibited from wearing the official uniform or any part of
the uniform while gambling, purchasing and drinking alcohol and/or engaged in the
following activities:
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1) Entering establishments that offer customers alcoholic beverages, excluding
restaurants whose business activities do not primarily involve serving alcoholic
beverages to their customers.

2) Entering establishments that primarily offer gambling activities to their
customer base. Examples include casinos and greyhound races.

3) Entering establishments that cater to erotic interests.

4) Participating in any activities that promote a particular candidate for public
office.

5) Participating in large public gatherings for entertainment purposes or entering
establishments that have large public gatherings for entertainment purposes.

6) Entering any other establishment in which the public may consider the
employee to be acting in an official capacity and on the government payroll or
which may be considered by members of the public to bring discredit to DOC.

Uniformed staff shall be prohibited from wearing the official uniform or any part of
the uniform while visiting a correctional/detention facility except in an official
capacity.

While there is no prohibition against employees shopping in supermarkets, grocery
stores, food emporiums, drug stores, department stores, discount stores, shopping
malls and the like, it is recommended that staff limit these activities.

When in doubt as to the propriety of wearing the uniform to any destination while off-
duty, staff should consider changing to civilian clothing before arriving at the
location.
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CHAPTER 3
NON-UNIFORMED EMPLOYEES

GENERAL

a.

Non-uniformed employees shall dress in a neat, clean, and professional manner
that meets the reasonable standards of professional office attire for government
employees and is appropriate to the correctional work environment.

Discretion shall be used when attending meetings as a representative of the
Department. Employees shall follow the dress standards outlined in this Order for
scheduled meetings. Unscheduled meetings may require a change of clothing, if
appropriate.

MALE NON-UNIFORMED PERSONNEL. Men shall wear dress shoes, dress boots,
and plain leather tie-up shoes.

FEMALE NON-UNIFORMED PERSONNEL

a.

Women shall wear dress pumps, dress boots, flats or plain leather tie-up shoes.
Staff may also wear dress sandals and dress backless slide shoes.

Female personnel who do not work in a correctional facility may wear earrings of a
type and number that suit their personal preference, including hoops or other types
that extend below the earlobes.

Female personnel who work in a correctional facility may wear stud earrings or
small clip-on earrings that do not dangle below the ear or loops small enough that
pinky finger cannot fit.
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CHAPTER 4
GROOMING AND DRESS COMMITTEE

MEMBERSHIP. The Director or designee shall assign staff to the Grooming and Dress
Committee. The committee may include employees as follows:

a.

b.

Member - Employee Relations Officer

Member - Central Office Representative

Member - Correctional Supervisor

Member - Correctional Officer (female)

Member - Correctional Officer (male)

Member - Non-uniformed Representative (female)
Member - Non-uniformed Representative (male)

Member - Collective bargaining Representative

SCHEDULED MEETINGS. The committee shall convene for regularly scheduled
meetings at approximately six-month intervals or as required by the Chairperson.

RESPONSIBILITIES. The committee's responsibilities shall be, but are not limited to:

a.

b.

Developing specifications for appropriate items of apparel.

Evaluating items of apparel offered by manufacturers and vendors against the
approved specifications.

Reviewing administrative and field requests for changes.

Conducting annual review of dress standards for employees. Reviewing other
issues associated with employee grooming and dress.

The Committee, after making a determination if the item(s) will be recommended as
authorized for use or wear, shall present their finding to the Deputy Director for
review, who may provide comments and/or recommendations to the committee
chair.

The committee chair shall provide written recommendations, which shall include any
additional comments/recommendation made by the Deputy Director, to the Director
for consideration and approval.
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g. The Committee, upon receiving an approval or denial by the Director for authorized
items for use or wear, shall provide written notification of approval or denial to the
vendor/manufacturer representative.
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Program

Date: March 9, 2001

Statement

1. PURPOSE AND SCOPE. To establish policy and procedures for issuance and control of

identification (ID) cards for the D. C. Department of Corrections (DCDC) employees,
contractors, interns and volunteers.

2. PROGRAM OBJECTIVES. The expected results of this program are:

a. All DCDC employees, contractors, interns and volunteers will be issued an
identification card.

b. Security and control of personnel entering and exiting all DCDC facilities will be
maintained.

c. Retirement Identification Cards will be issued to eligible DCDC employees upon
retirement.

3. DIRECTIVES AFFECTED.
a. Directives Rescinded: D.O. 3370.1 “Employee ID Card” (12/9/88)
b. Directives Referenced: D.0O. 1310.3A  “Volunteer Program”

4. STANDARDS REFERENCED. None

5. PROCEDURES.

a. Initial Issuance and Expiration. During initial processing, employees shall present
his/her Appointment Letter and a completed Form 1.512, *“ Application for Department
of Corrections Employee Identification Card,” (Attachment 1) to the Human Resource
Management Division (HRMD) for issuance of an ID card. Each employee shall sign
for his/her new ID card. ID cards will not be mailed, picked up by another employee,
or otherwise delivered to any individual except as authorized in writing by the Special
Project Officer.
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b. Expiration

(1) Identification cards for permanent employees shall expire on the employee’ s
birthday four years from the year of issuance.

(2) ID cards for temporary/contract/intern employees shall expire at the end of the
temporary/contract/intern appointment.

(3) ID cards for volunteers shall expire in one year from the month of issuance.

c. Renewal. ID cards for permanent employees shall be renewed, to the extent possible,
during the week of the employee’ s birthday.

d. Replacement. Employee ID cards will be replaced only upon expiration, destruction,
damage, recall, loss or theft. An employee/retiree shall not have more than one 1D
card in his/her possession or control at any given time. Employees/retirees shall
request and complete a Form 1.512 for a replacement card. The employee/retiree
shall deliver the completed Form 1.512 to the HRMD. If an error is detected in the
spelling of an employee’ s name or date of birth, etc., the employee should return the
ID card to the Office of Special Projects as soon as possible for replacement. Such an
ID card may be replaced without further approval.

Employees are responsible for requesting replacement cards to reflect name changes.
Original legal documentation is required.

6. IDENTIFICATION CARD DESCRIPTION

a. Validation. At the point of issuance the ID card must be validated with the signature of
the current Director, DCDC. A facsimile of the Director’ s signature may be used.

b. Content. The ID card is made of rigid PVC plastic containing computer-generated
data and image superimposed on the front and back. The “front” of the ID card bears
a digitized photograph of the employee’ s head and shoulcers, in color, against a light
blue background surrounded by a color border (red border for uniform employees, blue
border for non-uniform employees, green border for volunteers and yellow border for
contract/intern employees). The employee’ s name, signatire, and signature of the
Director, DCDC are positioned below the employee’ s photograph. The ID card
number is situated on the front of the card in a contrasting color on the image border.

The back of the card shall bear the card’ s expiration date, issuame date, employee’ s
height, weight, birth date, and the digitized representation of the employee’ s right
thumbprint. A bar-code representation of the employee’ s security number using
“Interleaved 2 of 5” standard barcode format is located .250” +/.101” fom the bottom
edge of the card. The bar-code must be .575”+/-.005” in height.



PS 3370.2A
3/9/01
Page 3 0of 4

c. Retirement Identification Card. Retirement ID cards will be issued to eligible
employees upon retirement and to any department retiree upon request with
appropriate identification and proof of DCDC retirement. Refer to section 5d of this
Program Statement for replacement cards instructions for retirees. Retirement ID
cards are the same as those issued to non-uniform employees except “RETIRED” is
captioned below the photograph within the border.

d. Volunteer Identification Card. The Office of Volunteer Services is responsible for
issuing ID cards to all approved volunteers who are assigned to facilities. Volunteer ID
cards are the same as those issued to non-uniform employees except “ VOLUNTEER”
is captioned below the photograph within the border.

7. MAINTENANCE AND DISPLAY. The ID Card is D. C. Government property and its use
and safekeeping are entrusted to the employee to whom it is issued. Employees shall
prominently display the card at all times while on duty so the employee may be identified.
The card must be displayed on the front of the employee either by affixing it to the
employee’ s outer garment utilizing the provided springload clip, or by purchasing an
alternative chain or ID holder to display the card. The card will not be displayed lower
than the waistline or higher than the neckline. The employee must take reasonable steps
to protect this card from loss, theft, and damage.

8. DISPOSITION OF IDENTIFICATION CARDS

a. Separation from the Department of Corrections. Upon an employee’ s separation
from the DCDC, the HRMD will ensure that the employee surrenders his/her ID card
during the Employee Clearance Process. Failure to do so shall preclude final
clearance. The employee’ s final regular pay and any leave payments shall be
withheld until final clearance is obtained.

b. Lost, Stolen or Destruction of Identification Cards. An employee is responsible for
reporting the loss, theft or destruction of his/her ID card to his/her Warden, Office
Chief, Administrator, or Deputy Director in writing no later than the next business day
after they become aware of it. Employees must provide as many details as possible
about the loss or destruction, including date and circumstances, if known. An
employee’ s failure to report a lost, stolen, or damaged ID card may result in adverse or
corrective action in accordance with Chapter 16 of the District Personnel Manual.

In addition to a written report, employees working in an institution at the time of loss or
theft must verbally notify (upon discovery of loss or theft) the ranking correctional
supervisor on duty immediately.

The written report coupled with the DCDC Form 1.512 shall be forwarded to the Chief,
Office of Internal Affairs, for review, investigation and approval for replacement card.

The HRMD shall maintain a file listing of employees who have reported lost, stolen,
destroyed, or recovered ID’ s.
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c. Damaged Cards. Cards that are in an employee’ s possession, but are damaged may
be replaced upon supervisory approval, provided the identity of the employee can be
determined by examining the damaged card.

9. RESPONSIBILITIES. The Special Projects Officer is responsible for ensuring that
sufficient staff is properly trained in the use of the equipment and software used to issue
identification cards. He/she shall also ensure the proper maintenance of the equipment.
This responsibility includes ensuring that vendor maintenance contracts are procured,
ordering supplies, and ensuring that adequate supplies are kept on hand.

10.CONTROL AND ACCOUNTABILITY. AllID cards are numbered. The HRMD shall
maintain accountability of cards issued. HRMD shall maintain a log of ID cards issued to
individual employees.

The log shall include the card number, name and signature of the employee to whom
issued, and the date issued. Returned ID cards and the log shall be stored in a secure
location to prevent unauthorized distribution.

All recalled or confiscated cards shall be turned over to the HRMD for destruction.

11.DESTRUCTION OF EMPLOYEE IDENTIFICATION CARDS. The Chief of Human
Resources Management (or his or her designee) shall destroy all expired, recalled,
damaged identification cards and any recovered lost or stolen Employee Identification
Cards (except when an employee whose lost or stolen card has been returned and the
employee has not yet been issued a replacement card).

12.SURRENDER AT SEPARATION. The ID card shall remain in the possession of the
employee to whom it is issued until retirement, resignation, termination, or expiration, at
which time the employee shall return the Employee ID card to the Department for
disposal. The employee shall use a Department Clearance Form and clear his or her
Employee ID card through the HRMD when it is surrendered. Failureto do so shall
preclude final clearance. The employee’ s final regular paycheck and any annual leave
payment shall be withheld until final clearance is obtained.

Al Ldesky
Odie Washington
Director

ATTACHMENT

Form 1.512, “ Application for Department of Corrections Employee
Identification Card’
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Date: June 30, 2004

Subiject: E | Traini
Statement ubject;  Employes Training

1. PURPOSE AND SCOPE. To establish policy and procedures for the DC Department
of Corrections’ (DOC) training and staff development programs, including training
requirements for all categories of personnel.

2. POLICY. DOC shall provide necessary training to employees to work in a
correctional setting and to increase knowledge, skills, and competencies of DOC
employees so that they may provide quality and effective services.

3. APPLICABILITY. This directive applies to all personnel who perform services within
DOC (i.e., probationary, career, legal, management supervisory and excepted service
employees as well as term, part time and employees under inter-agency personnel
agreements, contractors, volunteers, and student interns).

4. NOTICE OF NON-DISCRIMINATION. In accordance with the D.C. Human Rights Act
of 1977, as amended, D.C. Code section 2.1401.01 et seq., (Act) the District of
Columbia does not discriminate on the basis of race, color, religion, national origin,
sex, age, marital status, personal appearance, sexual Orientation, familial status,
family responsibilities, matriculation, political affiliation, disability, source of income, or
place of residence or business. Sexual harassment is a form of sex discrimination,
which is also prohibited by the Act. Discrimination in violation of the Act will not be
tolerated. Violators will be subject to disciplinary action.

5. PROGRAM OBJECTIVES. The expected results of this program are:

a. Employees shall receive regular training throughout their tenure that is
responsive to position requirements, professional growth, current correctional
issues, and theories.

b. Mandatory training, new techniques and technology are provided in a manner
consistent with the mission and goals of the agency.

c. Staff development and training programs shall be planned, developed, evaluated,
and updated annually based on a needs assessment.
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DIRECTIVES AFFECTED

a. Directives Rescinded
1) DO 3700.2B Employee Training and Staff Development (11/27/01)

2) DO 3030.7 Training and Information Folder, Training (4/25/83)

AUTHORITY

a. District Personnel Manual (DPM), Chapter 13, “Employee Development”

b. DC Code Title 1. Government Organization. Chapter 6 Merit Personnel System.
Subchapter IX-A. Management Supervisory Services 1-609.51

c. Mayor’s Order 85-172, “Operating Procedures for Agency Human Resource
Development Training Activities,” October 21, 1985

d. D.C. Code § 24-211.02

e. Bessye Neal v. Margaret Moore, Director, D.C. Department of Corrections CA-
93-2420

f.  Women Prisoners v. D.C. Department of Corrections CA-2052

g. Health Insurance Portability and Accountability Act of 1996 (HIPAA)

STANDARDS REFERENCED

a. American Correctional Association (ACA) 2" Edition Standards for
Administration of Correctional Agencies: 2-CO-1D-01 through 2-CO-1D-10

b. American Correctional Association (ACA) 4™ Edition Standards for Adult Local
Detention Facilities: 4-ALDF-2A-43, 4-ALDF-4A-12, 4-ALDF-7B-05, 4-
ALDF-7B-06, 4-ALDF-7B-07, 4-ALDF-7B-08, 4-ALDF-7B-09, 4-ALDF-7B-10, 4-
ALDF-7B-11, 4-ALDF-7B-12, 4-ALDF-7B-13, 4-ALDF-7B-14, 4-ALDF-7B-15, 4-
ALDF-7B-16, and 4-ALDF-7B-17.

RESPONSIBILITIES

a. Director. The Director maintains executive oversight for this program and
delegates authority to the Training Administrator to implement this directive.
Adequate funding shall be appropriated in the annual fiscal year budget to meet
the training and staff development requirements set forth.
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b. Training Advisory Committee. The Training Advisory Committee chaired by
the Training Administrator and composed of agency employees managers and
collective bargaining representatives who evaluate training needs and current
training programs and activity.

c. Managers and Supervisors. Managers and supervisors shall ensure that staff
attend and complete scheduled training.

d. Contract Administrators and Monitors. DOC contract administration shall
include assurance that the contractor or DOC provides training consistent with
requirements in this directive.

e. Employees. Employees shall attend all scheduled training and are encouraged
to continue their education and training through participation in courses offered
by the District Government Center for Work Force Development and other
educational institutions, professional meetings, seminars and similar work-related
activities.

40-HOUR ORIENTATION. All new professional and support employees, including
contractors, who have regular or daily contact with inmates, shall receive training
during their first year of employment. Forty hours are completed prior to being
independently assigned to a particular job. An addition 40 hours of training shall be
provided each subsequent year of employment.

ADDITIONAL TRAINING DURING THE FIRST YEAR OF EMPLOYMENT AND
ANNUAL REFRESHER TRAINING

a. Uniform Staff

1) All persons who enter on-duty as a Correctional Officer shall in addition to
the 40-hour Orientation program receive the 160-hour Basic Correctional
Training (BCT) prior to a permanent post assignment.

2) To retain employment, all candidates must graduate from BCT with a
minimal written test score of 70 percent and pass the firearms proficiency
qualification

3) Uniform staff shall receive 40 hours of training each year thereafter, in areas
relevant to their position.

b. Administrative and Management Training

1) In addition to the 40-hour Orientation, administrative and managerial staff
shall receive 40 additional hours of training during their first year and 40
hours of training each year thereafter, in areas relative to their position.
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2) Managers in the Management Supervisory Services (MSS) program shall
also complete all required training modules as defined by the District of
Columbia Office of Personnel.

c. Specialist Employee Training — In addition to the 40-hour Orientation, case
managers, chaplains, teachers, medical personnel and other specialists whose

backgrounds include considerable training for their positions shall receive

specific training in their field as it relates to the institutional setting.

d. Clerical and Support. Employees with minimum inmate contact shall receive
sixteen (16) hours of Orientation during their first year of employment and sixteen
(16) hours each year thereafter.

e. Volunteers, Contractors And Other Designated Individuals. Individuals
working on behalf of the DOC or providing direct services and having regular
contact with inmates shall complete a 16-hour Orientation of institutional rules,
security and operational procedures, sexual harassment against employees,

sexual misconduct against inmates and health information privacy before

entering on duty. They shall receive 16 hours of training each year thereafter.

12. SUMMARY OF BASIC ORIENTATION AND ANNUAL TRAINING PROGRAM

CATEGORY/ TYPICAL | ORIEN- WITHIN BASIC ANNUAL
POSITION TITLES TATION | 1°" YEAR TRAINING MODULES TRAINING

CORRECTIONAL 40 160 Agency mission Precautions 40

OFFICERS Policies & Procedures Environment

All staff assigned Agency Rules and Safety/Sanitation

to full-time Regulations CPR & First Aid

supervision duties Working Report Writing Use of

Conditions/Regulations
Mandatory Employee Drug
Test

Corrections Legal Issues
Customer Service

Sexual Harassment
(Employees)

Sexual Misconduct
(Inmates)

Interpersonal Relations
Inmate
Rights/Responsibilities
Inmate Rules and
Discipline

Health Information Privacy
Cultural Diversity (Inmates)
Universal Health

Force

Chemical Agents
Firearms Certification
Self-Defense
Disturbance Control
Hostage Negotiation
Suicide Prevention
Fire/Emergency
Procedures
Emergency Evacuation
Safety Procedures
Key Control

Tool Control

Unit Supervision
Direct Supervision
Counseling

Crises Intervention
HIPAA
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CATEGORY/ TYPICAL | ORIEN- WITHIN BASIC ANNUAL
POSITION TITLES TATION | 15" YEAR TRAINING MODULES TRAINING
ADMINISTRATIVE 40 40 Agency mission Labor/Mgmt. Relations 40
MANAGEMENT Policies & Procedures Employee
Supervisors and Agency Rules & Management
Managers Regulations Relationship
Mandatory Employee Drug | w/External Criminal
Test Justice Partners
Criminal Justice System Fire Safety
Corrections Legal Issues Environment
Customer Service Safety/Sanitation
Sexual Harassment Universal Health
(Employees) Precautions
Sexual Misconduct Suicide Prevention
(Inmates) CPR/First Aid
Personnel Rules HIPAA
Employee Development
Grievance/Adverse Actions
PROFESSIONAL 40 Agency mission Fire Safety 40
SPECIALIST Policies & Procedures Environment
Case managers, Agency Rules & Safety/Sanitation
counselors, social Regulations Universal Health
workers, teachers, Mandatory Employee Drug | Precautions
psychologists, Test Suicide Prevention
librarians, medical Overview of Security CPR/First Aid
personnel, Corrections Legal Issues HIPAA
chaplains, Customer Service
recreation Sexual Harassment
specialists (Employees)
Sexual Misconduct
(Inmates)
SUPPORT 40 40 Agency mission Fire Safety 40
(Regular or Daily Policies & Procedures Environment
Contact) Agency Rules & Safety/Sanitation
Food service, Regulations Personal Protective
health care Mandatory Employee Drug | Equipment
employees, Test Universal Precautions
industry work Overview of Corrections Occupational
supervisors, Security Overview w/Tool Exposure
maintenance work Control Suicide Prevention
supervisors Corrections Legal Issues CPR/First Aid
Customer Service HIPAA

Sexual Harassment
(Employees)
Sexual Misconduct
(Inmates)

Bio-hazardous Waste
Disposal
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CATEGORY/ TYPICAL | ORIEN- WITHIN BASIC FIRST YEAR ANNUAL
POSITION TITLES TATION | 15" YEAR TRAINING MODULES TRAINING
EXECUTIVE 40 40 Agency mission Contract 40
MANAGERS Policies & Procedures Administration
Director, Agency Rules & Overview of Security
Administrators and Regulations Corrections Legal
Office Chiefs Mandatory Employee Drug | Issues
Test Inmate Rights
Correctional Leadership Customer Service
Organizational Structure Sexual Harassment
Management Development | (Employees)
Effective Team Building Sexual Misconduct
Public & Media Relations (Inmates)
Labor/Mgmt. Relations HIPAA
Employee Mgmt. &
Relations
Relationship w/External
Criminal Justice Partners
CLERICAL/ 16 Agency mission Fire Safety 16
SUPPORT Policies & Procedures Environment
(Minimum Contact) Agency Rules & Safety/Sanitation
Secretaries, clerks, Regulations Universal Health
typists, computer/ Mandatory Employee Drug | Precautions
Warehouse Test Suicide Prevention
personnel, Overview of Security CPR/First Aid
accountants Corrections Legal Issues Health Information

personnel staff

Customer Service
Sexual Harassment
(Employees)
Sexual Misconduct
(Inmates)

Privacy (HIPAA)

13. SPECIALIZED TRAINING

a. Executive Management Training. Executive managers shall participate in
outside workshops, seminars and other formal education programs for additional
staff development. The National Institute of Corrections (NIC), Federal Bureau
of Prisons (FBOP) and other outside agencies and consultants may provide
training as warranted.

b. Management Supervisory Staff - MSS employees shall receive mandatory
training as set forth by DC regulations to include Leadership Principles and
Practices, Performance Management Program, Human Resource Systems | and
II, Project Management, Performance-Based Budgeting, Procurement, Writing
For The Professional |, Ethical Decision-Making For Managers and Systems

Thinking.
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Use of Force — All security and custody personnel shall be trained in approved
methods of self-defense and the use of force as the last resort to control inmates.

Use of Firearms — All personnel authorized to use firearms receive appropriate
training before being assigned to a post involving the possible use of such
weapons. Firearms training covers the use, safety, and care of firearms and the
constraints on their use. All personnel authorized to use firearms must
demonstrate competency in their use at least annually.

Use of Chemical Agents — All personnel authorized to use chemical agents
receive and in the treatment of individuals exposed to a chemical agent.

Mental Health Unit Training - Prior to assignment to the Mental Health Unit,
each CDF employee shall receive a minimum of 40 hours of specialized training
that is conducted by the medical contractor and shall receive eight (8) hours
annually thereafter.

Special Management Unit Training — CDF officers selected for assignment in
the Special Management Unit shall receive eight (8) hours of training prior to
being assigned to this unit. At a minimum the training shall include working with
inmates who are in special custody and security status such as special handling,
separation, administrative segregation, disciplinary segregation, protective
custody, involuntary protective custody and security inspections.

Youthful Offender Training — Program personnel who work with youthful
offenders are trained in the developmental, safety and other specific needs of
youthful offenders before they are assigned to work with this population. This
training shall include adolescent development, education programming, cultural
awareness, crisis prevention and intervention, legal issues, management and
programming for sex offenders, substance abuse services, cognitive behavioral
interventions including anger management, social-skills and problem-solving,
resisting peer pressure, suicide prevention, nutrition, mental health issues,
gender specific issues and case management planning and implementation.

Emergency Response Team (ERT) Training - Members assigned to the
Emergency Response Team (ERT) shall have at least one year of experience as
a Correctional Officer and shall receive forty (40) hours of specialized training
before undertaking this assignment. ERT team members shall receive 16 hours
of annual training that is specifically related to emergency unit assignments.

Jails and Community Corrections System (JACCS) — Employees assigned to
use and/or input information into this database shall receive training in the use of
an automated system to enhance jail operation, administration and its
procedures.

Master Roster Program - Designated supervisors shall receive an 8-hour class
along with four weekly 2-hour skill enhancement sessions in the scheduling and
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tracking system to manage post/staff assignments, leave status, sick
certifications and counseling.

Mandatory Employee Drug and Alcohol Testing (MEDAT) — Managers/
Supervisors shall attend biennial training in the education and awareness of this
drug and alcohol testing program, its policy, procedures, and substance abuse
recognition

Training to Retain Licensure and Certification — Upon request, the Training
Academy shall coordinate training for DOC staff to maintain licensures and
certification in specialized trades (e.g., Sewage Treatment Plant Operators,
Steam Engineers, Commercial Drivers License (CDL) holders, Food Handlers,
Plumbers and Electricians, etc).

Working With Female Offenders — Employees assigned to work with female
offenders shall receive semi-annual enhancement training on topics and issues
specific to the treatment and care of female offenders.

Training Bulletins

1) Training Bulletins provide information to staff regarding training opportunities
within the Academy or by external programs such as the DC Center for
Workforce Development (CWD), the University of the District of Columbia
(UDC), the Federal Law Enforcement Training Center, the American
Correctional Association (ACA), the National Institute of Corrections (NIC)
and private and public sector programs.

2) Training Bulletins shall be disseminated to each facility/office and shall be
posted in high visibility areas; e.g., Checkpoint, program area boards,
Training Office, and classroom bulletin boards until the closing date.

Continuing Education

1) Administrators and Office Chiefs shall promote employee participation in
outside training and educational programs.

2) Administrative leave, funding and/or reimbursement (if funds are available)
shall be provided for employees attending approved professional meetings,
seminars, conferences and similar work-related activities in accordance with
this directive.



PS 3700.2C
June 30, 2004
Page 9 of 16

g. Library, Reference Services and Computer Laboratory

1)

2)

The Training Administrator shall ensure that library and reference services
are provided for all training and staff development.

To facilitate training, computer-learning labs shall be available to provide
informative and developmental materials for staff use. This shall apply to
both mandatory and special needs programs and include classroom-based,
self-study, sites and computer-based learning initiatives.

r. Outside Resources

Outside resources from the public and private sector and other agencies may
provide training, guidance and assistance. This may include, but not be limited to
instruction, lesson plan development, course and evaluation techniques,
materials and equipment.

14. EMPLOYEE TRAINING AND DEVELOPMENT PLANNING

a. Training Needs Assessments

1)

2)

3)

4)

The Training Coordinators for CDF and the Central Office shall disseminate
the Training Needs Assessment Form to all managers and supervisors by
April 1% of each year.

Managers and supervisors shall meet with individual employees (or a
sample group of employees for large units) to formulate the needs
assessment.

Managers and supervisors shall forward the Training Needs Assessment to
the affected Administrator/Office Chief by April 21% (Attachment A).

The Administrator/Office Chief shall further evaluate the Training Needs
Assessments to ensure compliance with this directive and forward them to
the Training Coordinator by May 1% each year.

b. Annual Training Plan

1)

2)

Based upon the Training Needs Assessment, the work site officials shall
ensure that the Training Coordinator for CDF and GRIMKE or designee
meets with executive and senior staff to develop the annual training plan for
DOC .

The work site officials shall submit their annual training plans to the Training
Administrator by May 31%',
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c. Annual Employment Development Plan (AEDP)

1)

2)

3)

4)

5)

6)

By July 1% the Training Administrator shall consolidate the Annual Training
Plans into the DOC Annual Employee Development Plan.

The Training Administrator shall submit the Employee Development Plan to
the Advisory Committee for final review and approval by August 1%.

The Advisory Committee shall review the final plan prior to submission to
the Director by September 1% for approval and signature.

The Employee Development Plan shall then be forwarded to the District of
Columbia Office of Personnel (DCOP) by October 1%,

Upon the D.C. Office of Personnel’s approval of the AEDP, the Training
Administrator shall disseminate it to senior executives, administrators,
managers and supervisors.

The Training Administrator shall modify the plan throughout the year as
training is completed, changes occur and/or as the Director makes
decisions to add or expand agency objectives.

d. Training Advisory Committee

1)

2)

3)

Reviews and prioritizes the annual training needs assessment for
incorporation into the AEDP.

Reviews the annual training budget and annual AEDP.

Meets quarterly to evaluate Orientation, In-Service, specialized and
management training programs in order to enhance future training.

15. TRAINING COORDINATION

a. Administration

1)

2)

3)

Training Administrator. The Training Administrator shall ensure that
mandatory and annual Orientation, In-Service and Specialty Training
Programs are implemented in compliance with ACA Standards and that
accommodations are coordinated so as to afford each employee the
opportunity to attend.

The Training Administrator ensures that training for staff not assigned to the
CDF is coordinated.

Training Development Specialist. The Training Development Specialist
assigned to the Training Academy shall, in addition to classroom
instruction; schedule and coordinate internal and external training activities,
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provide guidance and assistance to all employees on training opportunities
and monitor adjunct instructors to assure adherence to standards and
course content.

Facility Training Coordinator. A Training Coordinator is assigned to the CDF
to ensure training is appropriately managed.

1)

2)

The Training Coordinator reports administratively to the Warden or
designee, but receives technical guidance from the Training Administrator.

The CDF Training Coordinator ensures that new employees assigned to the
CDF receive Orientation training as specified in this directive. In addition,
the Training Coordinator shall ensure that:

a) Orientation, In-service, and specialized raining is scheduled as
required in this directive.

b) Training schedules and rosters are forwarded to the Training Academy
in a timely manner.

c) Attendance and absenteeism is documented and disseminated to the
appropriate supervisors.

d) Announcements for all scheduled and unscheduled training is
publicized in a timely manner.

e) Training documents are forwarded to the Training Academy within one
(1) work day after completion of training.

f)  Training Coordinators shall ensure that selection for specialized
training is performance based, voluntary and equitable.

Authorization to Attend Interagency or Non-District Government Training.
Employees shall request advance authorization prior to attending all training,
conferences, meetings, workshops and travel related training to include in-
house, inter-agency or non-District Government.

1)

2)

3)

The employee shall submit the District of Columbia Government Employee
Training Authorization Form (Training Form 1-Attachment B) to their
supervisor. This form shall be completed whether paid by the employee,
grant, or appropriation, etc.

Upon approval, the manager or supervisor shall forward the form to the
Training Academy for approval.

Obligating Training Form 1, travel authorization, and budget documents
shall be prepared on all external training involving expenditures. Copies of
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travel authorization and budget approval document shall be forwarded to
the Training Administrator within two (2) working days of approval.

3) In order to effectively monitor and evaluate the use of training funds and the
results produced by these programs, any person coordinating training
programs conducted with DOC funds shall be responsible for coordinating
those efforts through the Training Administrator.

d. Attendance and Participation
1) Employees

a) All employees are required to successfully complete the required hours
of training for their respective positions. Failure to do so may be
reflected in the employee’s performance evaluation.

b) Employees shall be present and participate during all phases of
scheduled training.

c) Staff arriving late to scheduled training shall be directed by Academy
staff to return to his/her facility/unit and notification shall be made to
the immediate supervisor.

d) All training participants shall sign in and out using the class roster form
prepared by the Training Academy.

2) Managers and Supervisors

a) Worksite officials shall submit written justification to the Training
Administrator when staff cannot attend training because of unplanned
emergencies.

b) The only exception for failure to attend training shall be documented
medical reasons from a physician, approved Family Medical Leave or
an operational emergency.

c) The manager or supervisor shall submit a waiver to the Training
Administrator or designee prior to an excused cancellation for
participation.

16. INSTRUCTION

a. Training Development Specialist. The Training Development Specialist
assigned to the Training Academy provides classroom instruction as well as:

1) Coordinates scheduling and instruction provided by adjunct instructions and
other specialists.
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3)

4)
5)
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Reviews lesson plans for compliance with this directive and other industry
standards.

Ensures classroom materials and special requests from Adjunct Instructors
are provided.

Collects class rosters and participant evaluations from Adjunct Instructors.

Ensures applicable completion certificates are prepared and issued.

Adjunct Instructors. The Adjunct Instructor Program is a collateral function of
subject matter experts. Employees may volunteer (with supervisory approval)
on an as-needed basis to assist the Academy in its mission. Adjunct Instructor
qualifications are outlined in Section 10.

Lesson Plans

1)

2)

3)

4)

All courses shall have a lesson plan and shall contain applicable American
Correctional Association (ACA) Standards, comply with court mandates,
District and Federal Laws, policies, rules and regulations and course content
noted in Attachment E.

Subject-matter-experts (e.g., Fire Prevention, Psychology, Computer
Technology, Case Unit Management, etc) shall develop lesson plans.
Training Academy staff shall provide guidance and assistance on lesson
plan development and delivery.

The Training Administrator shall approve all lesson plans as well as
correspondence and handouts used during the training.

Lesson plans shall be appropriately filed at the Training Academy, reviewed
annually by subject-matter-experts, in conjunction with Training Academy
staff and appropriately updated based upon changes in laws, mission
changes, standards and best practices as well as based upon student
evaluations.

Evaluation

1)

2)

Participants Training Evaluation Form (Attachment F) shall be kept on file in
the Training Academy for the calendar year. The forms shall then be
annotated according to subject matter and the results retained for three
years after completion of the training.

The Training Administrator and the Training Advisory Committee shall use
participant evaluations, ACA Standards and Training Development
Specialist observations to provide on-going formal evaluation of all Pre-
Service, In-Service, specialized and management training programs.
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ADJUNCT INSTRUCTOR QUALIFICATIONS

a.

The candidate shall submit a signed “Willing to Train Agreement” (See
Attachment G), along with a bio-sketch, resume or curriculum vitae to the
Training Administrator.

Have at least an excellent performance evaluation at the time of application for
an Adjunct Instructor position and assessed to have good interpersonal and
communications skills.

Completed probationary period. Under special circumstances the probationary
period required may be waived by the Training Administrator.

Have no adverse action in the year applied.

Be physically capable of performing training tasks related to the specific training
being conducted.

Possess and produce any required certification or qualifications to teach
specialized courses.

Successfully complete forty (40) hours of Training for Trainers Course prior to
class facilitation.

Periodically, Adjunct Instructors who are not DOC employees, but are subject
matter experts, shall be utilized to teach specialty training.

EMPLOYEE TRAINING INFORMATION FOLDER (ETIF)

a.

All employees shall have an official ETIF. The Training Academy shall be the
only repository for the ETIF.

All in-house, inter-agency and non-District Government training information shall
be maintained in the ETIF and in the Academy’s database whether scheduled by
the Academy or other sources.

Managers and supervisors shall ensure that all training documentation is
forwarded by their Training Coordinators to the Training Academy within ten (10)
days after completion of training. Training Coordinators shall maintain copies of
original documents. This is critical to the Academy’s responsibility for all training
in the event of court requests for potential employer inquiry, promotion potential,
or administrative hearings for verification of training.

Employees shall provide at least a twenty-four hour advance notice to request
access to their ETIF.

All training files shall be stored in locked fireproof file cabinets.
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19. DOCUMENTATION AND RECORD KEEPING

a.

Records Retention and Disposal. Retention, purging and disposal of ETIF
content shall be consistent with the DOC Records Retention Program Statement
and the District Personnel Manual.

Database. The Training Academy shall maintain a database of employee
training participation in accordance with Section 15 of this directive.

Supporting Documentation

1) The Training Academy shall retain as a record of annual In-Service Training:

a)
b)
c)
d)

e)

Agenda and Lesson Plan.

Sign-in roster with date and instructor signature/certification.
Completed Tests.
Copy of Training Certificate.

Evaluations.

2) The Training Academy shall retain documentation on all courses facilitated
at the Training Academy:

a)
b)
c)
d)
e)
f)
9)
h)

Copy of Schedule/Agenda.

Course Evaluation.

Dated Employee Roster.

No-Show Justifications (when applicable).
Firearm Certification Card/Memorandum.
Lesson Plans.

Correspondence Files (memoranda).

Training authorization.

Odie Washington
Director
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ATTACHMENTS

Attachment A Training Needs Assessment Form (Unit/Division)
Attachment B Employee Training Authorization (Training Form 1)
Attachment C Lesson Plan Template

Attachment D Participants Training Evaluation Form

Attachment E Adjunct Instructor Willingness to Train Agreement

Attachment F Sign-In/Out Training Roster



DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program Rurmber: 503014

Date: April 15, 2002

Subject: Ent & Exit
Statement iAo & &

1. PURPOSE AND SCOPE. To establish and implement the prescribed procedures for the

control of both pedestrian and vehicular traffic entering and exiting the perimeter and
confines of the D.C. Central Detention Facility (CDF) and Community Correction Center
(CCC) 4.

2. PROGRAM OBJECTIVES. The expected results of this program are:

a. Inmates will remain in custody and live and work in a safe, secure and orderly
environment.

b. Contraband will be controlled.
c. Escapes will be prevented.

d. Staff shall employ all necessary measures to ensure that all personnel and vehicles
entering both the perimeter or D.C. Department of Corrections (DCDC) buildings
are thoroughly searched prior to entrance.

e. All staff, inmates, visitors will be properly identified prior to entering DCDC facilities.

3. DIRECTIVES AFFECTED.

a. Directives Rescinded

DO 5020.1 Vehicles Authorized Within Institutional Compounds
11/1/73
b. Directives Referenced
1) PS 4080.1B Inmate Visiting Regulations (4/3/00)
2) PS 5010.3A Contraband (3/16/01)

3) PS 5010.2B Inmate Accountability (6/16/00)
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4) PS 1280.2B Reporting and Notification Procedures for
Significant Incidents and Extraordinary Occurrences
(9/15/00)
5) DO 4160.3C Attorney-Client Relationship (2/28/79)
6) DO 1340.2A Relationship with the Media (9/7/89)
7) PS1311.3 OICCA Audit Process (3/9/01)
8) PS 1311.4 Liaison with External Audit Authorities (3/9/01)
9) OM 01-02 Facility Tours (5/29/01)

10) District of Columbia Personnel Manual, Chapter 16

AUTHORITY. D.C. Code §24-442

STANDARDS REFERENCED.

a.

American Correctional Association 2" Edition Standards for Administration of
Correctional Agencies: 2-C0O-3A-01

American Correctional Association 3rd Edition Standards for Adult Local Detention
Facilities: 3-ALDF-2G-02; 3-ALDF-2G-03; 3-ALDF-3A-18; 3-ALDF-3A-19; 3-ALDF-
3A-20; 3-ALDF-3A-23

American Correctional Association 3rd Edition Standards for Adult Community
Residential Services: 3-ACRS-3A-10; 3-ACRS-3A-1

DEFINITIONS. For the purpose of this directive the following definitions apply:

a.

Administrative Leave — An agency head may place an employee, against whom a
corrective or adverse action is proposed, on excused absence with full pay and
benefits that is not charged to annual leave, sick leave, or leave without pay in
accordance with Chapter 16, 81608, of the District Personnel Manual (DPM).

Enforced Leave — An agency head may place an employee, against whom a
corrective or adverse action is proposed, on involuntary annual leave,
compensatory time authorized and recorded on the appropriate time and
attendance reports, or leave without pay, as applicable, as provided in Chapter 16,
§ 1615 of the DPM.

Summary Suspension - An agency head may summarily suspend an employee,
against whom a corrective or adverse action is proposed, in accordance with DPM
Chapter 16, 8§ 1616. An employee who is notified by written or oral directive of a
summary suspension from his or her position pursuant to Chapter 16, 81616.2 of
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the DPM shall immediately leave his or her duty station and/or District government
facility.

Sallyport — A sallyport is the entry/exit point designated for vehicular traffic.

Official Visitor — Any DCDC employee; Officer, Agent or Representative of a
Government Agency; Consultant, Contractor or Volunteer who enters a DCDC
facility to conduct official government business or provide a service to the DCDC.

Unofficial Visitor — Any person who enters a DCDC facility for any reason other
than to conduct official government business or provide a service to the DCDC.
Examples include but are not limited to inmate visitors, sales persons, tour
participants etc.

Inspectors — Any DCDC employee or official visitor who enters a DCDC facility for
the purpose of conducting an inspection required by law, regulation, policy or
standard.

7. RESPONSIBILITIES.

a.

The Deputy Director for Operations and Community Correctional Center (CCC)
Administrator are responsible for:

1) Ensuring compliance with the requirements of this directive

2) Reviewing and approving/disapproving requests for special visits and
activities

Shift Supervisors are responsible for:
1) Ensuring compliance with the requirements of this directive
2) Resolving day to day operational issues concerning entry/exit procedures

3)  Testing metal detectors and other electronic scanning devices on a daily
basis

Sallyport, staff entrance and checkpoint officers are responsible for:

1) Identification and accountability for all persons and vehicles entering and
exiting during their tour of duty

2) Conducting searches of persons, property and vehicles

3) Public relations
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8. ENTRY PROCEDURES.

a. Official Visitors

1)

2)

3)

4)

5)

6)

7)

DCDC personnel, FBI agents, U.S. Marshals, Immigration and Naturalization
Service staff, elected officials and other official visitors shall be required to
present a valid official photo identification and shall be recorded in the
“Visitors Log” (Attachment 3) which shall be maintained at the checkpoint or
designated staff entrance post. The escorting staff member shall also be
recorded in the log.

All law enforcement personnel requesting entry into the institution, regardless
of assigned duties or business at the facility shall be screened and asked if
they are in possession of firearms, ammunition or other prohibited weapons.
Firearms, ammunition and other prohibited weapons shall be secured in the
locked gun box at the sallyport prior to admission to the facility. Shotguns,
rifles and other weapons too large to fit inthe gun box shall be secured in the
base of the tower.

With the exception of Fire and Emergency Medical Services personnel
responding to 911 calls in the facility, all official visitors and DCDC staff shall
submit to a pat and metal detector search when entering the institution.

With the exception of Fire and Emergency Medical Services personnel
responding to 911 calls in the facility, following proper identification and
registration, all official visitors shall surrender their photo identification card to
the checkpoint officer and shall be issued a visitor’ s pass to wear inside the
facility

Official visitors are only authorized to exit through their point of entry.

Contractors or Volunteer’ s names and copies of official visitor authorization
documents shall be maintained on file in the Control Center.

Official Visitors with authorized packages, sample cases, toolboxes, etc.
(including service & repair personnel) shall have these items examined and
inventoried, prior to entering the institution. This inventory (Attachment 1)
shall be retained at Checkpoint for verification of the tools, samples and/or
other items upon the visitor’ s departure. Any discrepancies shall immediately
be reported to the Shift Supervisor. The Checkpoint Officer shall inform
visitors prior to entering the facility, that he/she and the escorting staff
member shall be responsible for the security and custody of the tools,
samples and/or other items during the period of time they are inside the
institution. The escorting staff member shall assist with the inventory of items
prior to entering the institution.
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Legal Visits

1)

2)

3)

4)

Attorneys, para-legals, investigators or other agents of an inmate’ s
attorney(s)-of-record may visit their clients in accordance with the procedures
outlined in DO 4160.3C.

All entry and search procedures for Official Visitors shall apply to attorney(s)-
of-record and their agents. Staff conducting searches of attorney’ s and their
agents are strictly prohibited from reading correspondence, files or other legal
documents during the search process.

Attorney’ s and their agents must obtain prior approval to bring in laptop
computers, tape recorders, cameras or other similar equipment.

Attorney’ s and their agents may bring in newspapers, magazines, books and
other reading material for their personal use, however, these items may not
be given to any inmate.

Inmate Social Visits

1)

2)

Persons requesting entry for a social visit with an inmate shall be processed
in accordance with PS 4080.1B, “Inmate Visiting Regulations” .

All inmate social visitors must be recorded in the Inmate Visitors database,
and shall be questioned by the Checkpoint Officer, as to whether they are in
possession of narcotics, weapons, ammunition, alcohol, prescription drugs,
cameras, magazines, newspapers, or other forms of contraband, prior to their
being admitted to the institution. At the checkpoint, all inmate social visitors
shall also be directed to read all posted notices and instructions regarding
visiting regulations.

Tour Groups

1)

2)

3)

4)

All groups desiring to visit a facility must have the approval of the
Department’ s Public Affairs Officerand Deputy Director for Operations
(DDO). Tours shall be conducted in accordance with the provisions of
Operations Memorandum 01-02.

All members of tour groups are subject to the identification and search
procedures contained in the “ Checkpoint Procedues” section of this directive.

At the checkpoint, all tour group members shall also be directed to read all
posted notices and instructions regarding visiting regulations.

All members of tour groups shall be hand stamped for identification purposes
with the black light ink stamp and be issued a visitor’ s badge prior to entering
the institution.
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Media Visits

1) All visits by members of the media must be approved by the Office of Public
Affairs and the Deputy Director in accordance with PS 1340.2A.

2)  All entry and search procedures for Official Visitors shall apply to members of
the media.

3) Requests to bring cameras and recording equipment into the facility must be
approved in advance by the Office of Public Affairs and the DDO.

SALLYPORT PROCEDURES.

a.

A complete record of all vehicles entering the sallyport shall be maintained. The
record shall include the driver/passenger name, company represented, vehicle
contents, delivery date and time (as applicable), date and time out, vehicle tag
number, and name of staff escort (Attachment 2).

The staff member assigned to the sallyport post is responsible for the proper and
accurate identification of all official visitors, truck drivers, delivery personnel,
inmates and employees passing through the sallyport. If the assigned staff
member has doubts about the identity of any person who seeks to pass through,
the officer shall not permit the person to pass until positive identification has been
established or a shift supervisor or higher authority authorizes passage.

The procedures utilized at the sallyport for identification and admission of visitors

shall be the same as those required for checkpoint entrances/exits as outlined in
sections 7 and 9 of this directive.

The sallyport officer shall thoroughly search each vehicle, prior to entering and

exiting the facility to prevent unauthorized entry, introduction of contraband and
escapes.

Vehicles shall never be left unsecured for any reason while inside of the

facility perimeter. Both the cab and cargo compartments of the vehicle must
be secured.

All vehicles leaving the facility shall stop at a designated spot outside the
inner gate. The sallyport officer and/or tower officer shall determine that

neither the driver or the escorting staff member is under duress before allowing
the vehicle to enter the sallyport.
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g. Any vehicle leaving the facility shall be thoroughly searched. When vehicles
are loaded in such a manner that they cannot be properly searched they must
be secured in the sallyport or kept under direct observation until the next
regularly scheduled count clears before being allowed to leave.

h.  All trash trucks shall be required to compact their load before entering the
sallyport.

i. A secure gun box shall be maintained at the sallyport for the securing firearms,
ammunition and other weapons. Shotguns, rifles and other firearms too large
for the gun box shall be secured in the base of the tower.

10. CHECKPOINT PROCEDURES.

a. The checkpoint officer shall be responsible for positive identification of all
persons entering and exiting the facility. This includes, but is not limited to,
official visitors, employees, inmate social visitors, attorneys—of-record and their
agents, tour groups and inmates.

b. All persons entering a DCDC Facility must present a DCDC identification card
or a valid picture identification card issued by a government agency (i.e.
driver’ s license, nondrivers identification card, military identification card,
government employee identification card). Any exceptions to this procedure
must be approved by the shift commander or higher authority.

c. If the identity of any person is in question, he/she shall not be permitted to enter
or exit the institution until they have been properly and positively identified.

d. Avvisitor s log shall be maintained at each checkpoint to record the visitor’ s
name, purpose for visit, time in/out, the person or area visited and escort
officer’ s name. (Attachment 3)

e. All persons entering into any correctional facility under the jurisdiction of the
Department of Corrections, with the exception of community correctional
centers, shall be searched. This may consist of a pat search of their person, a
search of any property in their possession, screening with metal detectors or
other electronic devices, vehicle searches and K-9 searches.

f.  Any person refusing to be searched shall be denied entry. Strip searches of
employees, official and unofficial visitors are strictly prohibited.

g. All persons entering community correctional centers may be searched upon
reasonable suspicion that they are in possession of contraband. This may
consist of a pat search of their person, a search of any property in their
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possession, screening with metal detectors or other electronic devices,
vehicle searches and K-9 searches. Any person refusing to be searched
shall be denied entry.

All official and unofficial visitors shall be instructed to read the posted signs
and instructions.

Dress Code:

1) Official and unofficial visitors may wear informal business or casual attire.
Law enforcement officers or agents may wear their normal duty uniform or

attire.
2)  Workmen may wear appropriate work clothing.

3) Generally, any attire considered inappropriate for inmate social visitors
under the provisions of PS 4080.1B is prohibited. In cases where the
appropriateness of a visitors attire is in question, a supervisor shall be
called to make the final determination.

11. ESCORT PROCEDURES.

a.

b.

Unofficial visitors shall be under escort and/or direct staff observation at all times.

The name of the visitor’ s escort shall be recorded in the Visitor Log indicating escort
responsibilities.

Any visitor entering into areas where inmates are housed shall be escorted at all
times.

All vehicles entering the sallyport driven by non-DCDC personnel
must have a staff escort. All non-department vehicles entering in the sallyport

shall be under direct staff observation at all times.

All inmate work details that pass through the checkpoint or sallyport shall be
escorted. An inmate detail log (Attachment 4) shall be maintained to record the
inmate’ s name, DCDC number, time out and in, escorting officer’ s name and
detail assignment. A valid activity pass and inmate I.D. must be presented for
each inmate.

12. EXIT PROCEDURES.

a.

No person shall be allowed to exit any secure DCDC facility until they have been
positively identified. Positive identification shall consist of:
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1) If applicable, the Checkpoint Officer shall inspect the visitor’ s handstamp
under the black light.

2)  The Visitor shall surrender the Visitor’ s Pass to the Checkpoint Officer.

3)  The Checkpoint Officer shall compare the Visitor Pass number to the log
book and pull the visitors official photo identification card.

4)  The Checkpoint Officer shall visually inspect the official photo identification
and the visitor to determine a match.

5)  After positively identifying the visitor, the checkpoint officer shall authorize
the tower or entrance officer to allow the visitor to exit the facility.

If there is any question regarding the identity of a person, a supervisor shall
be contacted. The person shall not be allowed to exit until the question has
been resolved.

Visitors with packages, sample cases and toolboxes shall submit these items
for inspection and inventory before being allowed to exit. In case of a
discrepancy a supervisor shall be contacted. All discrepancies must be
resolved before the visitor is allowed to exit.

13. AUTHORIZED ITEMS FOR EMPLOYEES AND OFFICIAL VISITORS. With
the exception of the items listed below, staff are prohibited from bringing in
personal items that are not essential to the performance of their duties:

a.

Small purses and/or wallets sufficient in size to carry personal identification,
Department identification card, keys, and feminine hygiene items.

Standard briefcases containing only work related material. Books,
magazines, newspapers and other non-work related materials are prohibited.

Prescription and over the counter medications in daily dose quantities.
Single serving meals in clear plastic containers only.
Beverages in Unopened plastic containers only.

Equipment for use by DCDC employees and official visitors while
conducting audits and inspections. These items include, but are not limited
to cameras, laptop computers, tape recorders, thermometers, light meters
and gauges.

Department issued pagers, cellular telephones, lap-top computers and
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other electronic equipment used by the employee in the performance of
his/her official duties. The Deputy Director for Operations (DDO) is delegated
authority to authorize an employee to bring in a personal pager. If granted,
permission must be in writing and on file at the staff entrance.

14. ACCESS RESTRICTIONS FOR STAFF RELIEVED OF OFFICIAL DUTIES.

a.

Staff who have been officially relieved of their official duties as described in
the “ definitions” section of this directive shall not have access to any DCDC
facility or office without prior authorized approval from the Director or
designee.

The agency head or designee who notifies the employee of placement on
administrative leave, enforced leave, summary suspension or summary
removal, shall advise the employee of access restrictions in accordance
with this directive.

The Deputy Director shall ensure that Administrators/Office Chiefs are
promptly notified of employees who have been relieved of their official duties.

The Deputy Director/Administrator/Office Chief shall ensure that written notification
is maintained at all entry points and that this information is passed on to each
employee who assumes responsibility for the post.

If the work status of any person is in question, the employee shall not be
permitted to enter until the Shift Supervisor or higher authority obtains
authorization in accordance with this directive.

The employee shall be positively identified and for entrance into a DCDC
facility, their person and property in their possession shall be searched in
accordance with visiting procedures.

The employee shall sign in, be issued a visitor’ s pass and when entering a
DCDC facility have their hand stamped. Staff entrance personnel shall
ensure that the employee signs out prior to exit.

The employee shall be escorted by a supervisor and only to the place(s) that were
approved when the authorization was obtained.

The employee shall remain under supervision during the entire visit and shall not be
allowed access to DCDC records or equipment unless the Director or designee
gives specific authorization.
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] If the employee refuses to cooperate with the procedures herein, the Shift
Supervisor or Office Chief shall be notified and the employee shall be subject to
immediate escort out of the facility.

k. If the employee is ejected from the facility subject to section “10” or is disruptive
prior to or when denied entry, notification shall be made in accordance with PS
1280.2B, “Reporting and Notification Procedures for Significant Incidents and
Extraordinary Occurrences”.

I.  Former employees who have been terminated or retired shall only enter DCDC
facilities when acting in an approved official capacity or when processed and
approved in accordance with policy governing visits and visitors. Examples may be
when they are now a contractor, vendor or volunteer.

EMERGENCIES.

Anytime the emergency alarm is activated, or other emergency notification is
made/received of an emergency in the institution, the checkpoint Officers are to
terminate the processing of visitors in or out of the institution until the emergency has
cleared. Only the DDO/Administrator or his/her designee may give authorization for any
visitor(s) to enter or exit the facility during emergency situations.

HOSTAGES.

Employees shall not, under any circumstances, take orders from, heed the instructions
or otherwise act under the direction of any person or persons who appear to be a
hostage or acting under duress, regardless of rank or position. Under no circumstances
shall an inmate(s) be permitted to affect an escape from the institution by using a
hostage(s) or under threat of a hostage situation.

PUBLIC RELATIONS.

Staff assigned to the Entrances and the Control Center positions are the first to be
encountered by the public; therefore, they must reflect high standards of
professionalism. The checkpoint Officers should not only present a good appearance,
but should always handle all visitors tactfully and diplomatically, since visitors to the
institution are not always aware of the security measures necessary to control visiting.
The full uniform of the day shall be required for the Checkpoint Officers at all times
(Officers conducting physical inspections of vehicles, cargo, etc. may be permitted
authorized coverall uniform) and they shall display badge and name tag.
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18. METAL DETECTORS
The security Lieutenant or designated shift supervisor shall be responsible for testing the

operation of all metal detection devices daily and noting checks in the log books
provided at checkpoint.

fre Lok

Odie Washington

Director
Attachments
1. Visitor Inventory Form
2. Sallyport Log
3. \Visitors Log
4. Inmate Detail Log



DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

OPI: DDO
Program
Date: October 6, 2003

State m e nt Subject:  Tool Control

PURPOSE AND SCOPE. To establish effective procedures for the supervision,
accountability and control of tools stored and/or used within the DC Department of
Corrections (DOC).

PROGRAM OBJECTIVES. The expected results of this program are:

a. Safety and security shall be enhanced by preventing the use of tools to effect
escapes, escape attempts and/or the manufacture of weapons and other
contraband.

b. All tools shall be maintained in good working condition.
c. Tools and flammable and hazardous materials shall be accounted for at all times.
d. Tools and flammable and hazardous materials shall be stored in secure locations.

e. Accurate inventories of tools and flammable and hazardous materials shall be
maintained.

f.  Staff shall receive training on tool control and hazard communication procedures.
DIRECTIVES AFFECTED
a. Directive Rescinded

PS 5022.1A “Tool Control” (6/16/00)

b. Directives Referenced

1) DO 2330.1A “Excess Property” (7/11/75)
2) PS4050.1B “Inmate Property” (11/26/01)
3) PS 5010.3A “Contraband” (3/16/01)

4) PS 5020.1A “Entrance and Exit Procedures” (4/15/02)
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5) PS1110.2D “Directives Management System” (11/27/01)
6) PS 2000.2 “Retention and Disposal of Department Records” (4/6/01)
7) PS 1280.2B “Notification and Reporting Procedures for Significant

Incidents and Extraordinary Occurrences” (9/15/00)

AUTHORITY D.C. D.C. Code § 24-11.02, Powers; Promulgation of rules [Formerly §24-
442

STANDARDS REFERENCED

American Correctional Association 2™ Edition Standards for Administration of

a.
Correctional Agencies: 2-CO-3A-01.

b. American Correctional Association 3™ Edition Standards for Adult Local Detention
Facilities: 3-ALDF-3A-22 and 3ALDF-3B-05.

DEFINITIONS

a. Tools - Any implement, instrument or utensil held in the hand and used for cutting,
hitting, digging rubbing, etc. Any Instrument that is the working part of a power
driven machine, as a drill bit, band saw blade, etc.

b. Flammable Liquid - A substance with a flash point below 100 degrees Fahrenheit.

c. Toxic Material - A substance that through chemical reaction or mixture can
produce possible injury or harm to the body by entry through the skin, digestive tract
or respiratory tract.

d. Caustic Material - A substance capable of destroying or eating by chemical
reaction.

e. Material Safety Data Sheet - A document required by government regulation for all

hazardous chemical substances produced and/or sold in the United States. The
document identifies the chemical content and provides information for safe usage
and first-aid care.

RESPONSIBILITIES

a.

Warden. The Warden shall ensure compliance with the requirements of this
directive.

Tool Control Officer. The Tool Control Officer shall maintain a master inventory of
all tools in the facility, ensure that tools are properly marked and identified and
ensure compliance with tool control procedures through a system of inventories and
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inspections. He/She shall also ensure that contractors receive a formal,
documented orientation on Tool Control procedures.

c. Managers and Supervisors. Managers and supervisors shall monitor and inspect
operations in their service areas to ensure that tools are used, stored and
accounted for as required by this policy.

d. Employees

1) Staff assigned to Facilities Management, Supply, Culinary, Environmental
Services and other service areas where tools are stored and/or used shall
ensure that the tools assigned to them are used, stored and accounted for as
required by this policy.

2) Staff assigned to the Sally Port and Staff Entrance shall ensure that all tools
brought into the facility by contractors are inventoried and accounted for as
required by P.S. 5020.1A, “Entrance and Exit Procedures”, dated 4/15/02.

3) All staff are responsible for reading this policy and ensuring that tool control
procedures are observed in their respective work areas.

e. Construction Contractors

1) Contractors shall be required to comply with all procedures set forth in this
Program Statement.

2) A staff member shall be assigned to escort contractors while in the facility to
ensure that tool control procedures are followed.

f.  Training Administrator. The Training Administrator shall ensure that all
employees receive pre-service training on Tool Control procedures and annual
refresher training.

g. Internal Controls, Compliance and Accreditation (OICCA). OICCA shall
conduct not less than annual audits of compliance with this directive.

REQUIREMENTS

a. Tool Control Officer - The Warden shall designate, in writing, a staff member to
serve as Tool Control Officer.

b. Tool Classification - The tool classification outlined in this policy system applies to
all service areas.

PROCEDURES. The Central Detention Facility Tool Control Officer shall maintain a
Master Tool Inventory (Attachment A) with separate alphabetical listings of Class “AA”,
Class “A “and Class “B”, by description. LISTS THAT GIVE EXAMPLES OF TOOLS
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ARE NOT SUFFICIENT (i.e. “wrenches”, “saws” etc.). Tool lists will be reviewed at least
quarterly and updated as needed.

a. Tool Classification - All tools shall be appropriately classified under one of the
following three headings:

1)

2)

3)

Class “AA” Tool —The class “AA” group includes those tools deemed too
dangerous for an inmate to handle without constant and direct visual staff
supervision. The following items are classified as Class “AA” tools.

a)
b)
c)
d)
e)

f)

Metal Cutting Blades

Cutting Torch Regulators and Tips

Bolt Cutters

Ramset Gun and Ammunition (STORED IN THE ARMORY ONLY)
Any Diamond Tipped Tool

Core Dirills

Class “A” Tool —The class “A” group includes those tools most likely to be used
in an escape or escape attempt, used to manufacture or serve as weapons
capable of doing serious bodily harm or as being hazardous to facility security
or personal safety. The following are examples of class “A” tools:

a)
b)
c)
d)
e)

f)

Screwdrivers
Hammers
Chisels
Wrenches
Saws

Pliers

Class “B” Tool —The Class “B” group includes non-hazardous tools. The
following are examples of class “B” tools:

a)
b)

c)

Shovels
Rakes

Paint Brushes
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d) Caulking Guns
e) Test Meters

f)  Trowels

Tool Identification

1)

2)

The Tool Control Officer shall mark all tools assigned to each shop or
work/storage location with a unique identification symbol.

Tools that cannot be marked without damage, such as surgical instruments,
micrometers and small drill bits shall be inventoried and kept in locked storage
when not in use.

Tool Storage

1)

2)

3)

4)

Class “AA”. Class “AA” tools shall be removed from the facility at the end of
each workday, or stored in a combination safe inside of the Class “A” tool
room, the Armory or the Command Center vault. If stored in a safe inside of
the Class “A” tool room shadow boards are not required.

Class “A”. All Class “A” tool storage areas shall be secured behind at least
two locked doors/gates. When the Class “A” tool room is inside the Class “B”
tool room, the lock on the Class “B” tool room door serves as one of the two
required locks for the Class “A” tool room.

Class “B”. All Class “B” tool storage areas shall be secured behind at least
one locked door or gate.

Shadow Boards

a) With the exception of class “AA” tools stored in a combination safe, a
shadow board shall be used to store any tool that can be mounted. Only
one tool or tool set shall be kept on each shadow, and the shadow must be
identical to the tool in size and shape.

b) All shadow boards shall have white backgrounds.

c) Class “AA” tool shadows shall be bright yellow, Class “A” tool shadows
shall be red and Class “B” tool shadows shall be black.

d) All shadow boards accessible to inmates will be caged with expanded
metal and locked. Ladders shall be secured to a stationary object, in the
horizontal position if possible, with an approved chain and padlock.
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In the event a tool no longer used and is subsequently removed from the
inventory, the corresponding shadow shall be removed immediately from
the shadow board.

5) Other Storage

a)

b)

Tools not adaptable to a shadow board shall be kept in a locked drawer,
cabinet or a secure metal toolbox with a lock or secured cage. Toolboxes
shall be shadowed on the floor or shelf where they are stored.

Medical instruments and sharps shall be stored in locked cabinets or
drawers when not in use.

d. Tool Inventories

1) Tool Control Officer.

a)

b)

The Tool Control Officer shall appropriately mark and inventory all prior to
issuance. Tools that are a part of a set or are sized sequentially by
standard increments can be in a single listing, provided the total number of
pieces in the set is contained in the description and each piece is marked.
For example:

(1) Drill bit set, five piece, metal/wood 1/327 — 1/2"
(2)  Drill bit set, four piece, metal/wood 7/16” - 7/8”
(3) Wrench set, six piece, comb. box/open end 1/4" - 7/16”
(4) Wrench, comb. box/open end 7/16” - 7/8”

The Tool Control Officer shall ensure that a current Master Tool Inventory
(Attachment A), of all tools stored in the facility, is maintained. The master
tool inventory and corresponding shop tool inventory shall be updated
when tools are procured, lost or surveyed. This inventory shall contain:

(1) A description of the tool,
(2) The tool classification and

(3) The name of the person or shop to which the tool is issued.

2) Supervisory Accountability. Supervisors and employees in charge of shops
and other areas where tools are used and stored shall ensure that all tools are
accounted for at the end of each workday by means of:
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o)

a)

b)
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The supervisor of each shop and other locations where tools are stored or
used shall maintain an accurate printout, from the Master Tool Inventory,
of all tools assigned to their shop or location. A copy of the inventory shall
be posted in or near the tool storage area. This inventory shall contain:

(1) A description of the tool,
(2) The tool classification and
(3) The name of the person or shop to which the tool is issued.

All toolboxes and tool carts shall contain an accurate inventory of the tools
contained in the toolbox or cart.

The supervisor of each shop and other locations where tools are stored or
used are responsible for maintaining accountability for all tools assigned to
them at all times to include:

(1)  Constant visual inventories of all shadow boards, tool cabinets and
shelves.

(2) Inventories of toolboxes when they are issued and returned.

(8) Inventories of tool carts when they are issued and returned.

Quarterly Inventory. Shop foremen and the Tool Control Officer shall conduct
formal quarterly inventories, utilizing the Master Tool Inventory, and certify their
accuracy. A correctional supervisor shall supervise this inventory. The
inventories will be forwarded to the Major for Operations for review.

Annual Inventory. The Tool Control Officer shall conduct a formal Master
Tool Inventory at least annually. This inventory shall be conducted by January
31 each year and shall be forwarded to the Major for Operations for final
review. The Major will retain the Master Tool Inventories for one year and
three months as required by PS 2000.2, “Retention and Disposal of
Department Records”.

Tool Control Files. The Tool Control Officer shall maintain a file for each
shop and other location where tools are stored. This file shall contain:

a)

b)

c)

Quarterly inventories, annual inventories, lost/recovered tool reports and
any other pertinent information.

The left side of the folder will contain the annual inventory sheet(s).

When any addition or deletion is made to the inventory, the page(s) on
which the change is made shall be completely retyped or reprinted and
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inserted in the inventory. The old page shall be moved to the right side of
the folder for reference purposes. DO NOT DESTROY THESE PAGES.

d) The right side of the folder shall contain, but shall not be limited to, the
following: Lost/Recovered Tool Reports (Attachment C); Receipt of Tool
Issuance Forms (Attachment E); Tool Survey Forms (Attachment F);
Quarterly and Annual Tool Inventories.

e) When the annual inventory is completed in January, it shall be placed on
the left side of the folder and the old inventory moved to the right side.
Each folder shall contain the materials for the current year plus the
preceding two years. A divider will be used to separate each set of
materials.

6) Surplus Tools. Tools purchased or acquired from surplus property shall be
stored in the designated secure storage area. The Tool Control Officer shall
maintain an accurate inventory of all unmarked or excess tools (Attachment D)
that have been returned to secure storage for issue or reissue. The Tool
Control Officer shall be the only employee authorized to draw tools from this
source.

7) Contractors

a) The Major for Operations shall ensure appropriate written controls are
established for all items, particularly those items classified as Class “AA”
and Class “A” tools.

b) Contractors performing maintenance, repairs or construction work shall
submit tool inventories (Attachment B) to the Tool Control Officer prior to
being authorized entry to the facility. The original inventory should be filed
in the Tool Control Officer’s file, the Security Office and the Major shall
maintain a copy.

c) Contractors shall conduct inventories of tools at the conclusion of each
workday and certify in writing that all tools are accounted for.

d) When a contractor determines that a tool has been lost, he/she shall notify
the Construction Officer immediately.

e. Issuance and Use of Tools
1) Maintenance and Construction

a) All Class “AA” and Class “A” tools shall be issued directly to the
designated DOC employees only and must be used under constant,
direct, staff visual supervision.
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b)

d)

f)
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All ammunition for RAMSET Guns and other powder actuated fastening
tools will be stored in the facility armory. Staff requiring use of this
equipment will check them out from the Security Officer, and return the
same to the Security Officer, including spent loads upon completion of
use.

Each employee who draws tools shall be issued unique metal tabs. When
the employee draws a tool he/she shall surrender a metal tab. When a
tool is issued from a shadow board, the tab shall be placed on the shadow
corresponding to the tool. When a toolbox is issued, the tab shall be
placed in the appropriate space on the shadow board. Tool issuance shall
be documented using the Tool Cage Tracking Log (Attachment G).

The Major for Operations must approve the issuance of tools from any tool
storage location to a specified project for extended periods.

Class “B” tools may be used by inmates under intermittent supervision, but
must be accounted for at the end of each work period by the Shop
Foreman or Squad Supervisor.

All small hand tools utilized throughout the facility shall be carried on the
person or in a secure metal toolbox equipped with a lock.

Kitchen Tools

a)

b)

c)

d)

f)

Culinary tools shall be inventoried daily in accordance with procedures set
Forth In This Order.

Issuance of culinary tools shall be on the Culinary Utensil Log Sheet
(Attachment H)

Issuance and return of kitchen knives shall be documented in the
Command Center log.

With the exception of knives, kitchen tools may be stored in the culinary
unit in secure drawers, cabinets or on shadow boards.

When in use, kitchen knives shall be secured to the cutting table with a
metal cable.

When not in use, knives shall be stored in the Command Center in a
locked box.

Medical/Dental Tools

a)

Due to their unique nature, color-coding or marking is not required on
medical and dental tools.
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b) When not in use, medical and dental tools shall be stored in locked
cabinets, drawers, etc. Employees in charge of medical and dental
departments shall ensure that these tools are inventoried at each change
of shift in accordance with the procedures set forth in this order.

Replacement Tools. When new tools are drawn for replacement, the old tool must
be turned in so it may be surveyed and safely disposed of, in accordance with
established survey procedures contained in DO 2330.1A. Issuance of tools shall be
documented using the Receipt of Tool Issuance Form (Attachment E)

Broken Tools

1)

2)

3)

4)

All broken or unserviceable tools shall be surveyed, and disposed of in an
appropriate and secure manner.

The survey of broken or unserviceable tools shall be documented using the
Tool Survey Form (Attachment F)

Tools shall be surveyed consistent with DO 2330.1A, “Excess Property
(7/11/75)".

Accountability for tools scheduled to be surveyed shall be maintained until tools
are actually disposed of. The Tool Control Officer shall be responsible for
destroying and/or disposing of all surveyed tools.

Lost Tools

1)

2)

3)

4)

When a Class “AA”, Class “A” or Class “B” tool is lost, immediate verbal
notification shall be made as required by PS 1280.2B and a DOC Form 1 be
completed the same day before the employee involved leaves the facility. A
complete report shall be forwarded through the chain of command to the Major
for Operations.

The Facility Security Officer shall maintain a file of Lost/Recovered Tool
Reports (Attachment C) and shall monitor them carefully for accuracy,
frequency of losses from a particular employee, and search efforts for lost
tools.

Any inmate(s) who may have had access to the tool shall be held at work until
a thorough search has been made.

When a lost tool is recovered, a Lost/Recovered Tool Report shall be
completed in its entirety and submitted to the Major for Operations the same
day the tool is found.
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i. Control Of Flammable, Caustic And Toxic Materials

1)

2)

3)

4)

5)

6)

The Department Environmental Safety and Sanitation Manager shall ensure
that the hazard communications program is implemented to include:

a) Maintenance of accurate and complete inventory,

b) Proper labeling of containers,

c) Material Safety Data Sheets (MSDS) accessible to staff, and

d) Training in the proper use, safety precautions and hazards of chemicals.

All flammable, caustic and toxic materials shall be stored in an approved
locked cabinet or in a suitable secure storage area inaccessible to inmates.
Copies of the MSDS shall be located in the same storage unit.

All other flammable, caustic and toxic materials shall be stored in the original
container, except when transferred from the original container for immediate
use by the person who performs the transfer.

Compressed gases shall be stored in a ventilated secure area, outside of the
facility, inaccessible to inmates.

Gasoline will be controlled in the following manner:

a) Gasoline for use in lawnmowers, weed trimmers and other small
equipment shall be stored in approved cabinets, in a secure location
inaccessible to inmates.

b) When not actually in use, gasoline-powered lawn mowers and other small
equipment shall be stored in a secure location inaccessible to inmates.

c) Maintenance employees and supervisors shall issue the gasoline needed
to operate engines during periods of use. Surplus gas will be strictly
controlled and accountability maintained at all times. Excess gasoline will
be stored in approved cabinets in a secure location inaccessible to
inmates.

d) Gasoline may not be stored or carried in any container except the
approved safety can. The cans shall be painted red with the word
gasoline painted clearly and legibly on the can’s sides with a 7z inch yellow
band painted around the container as per OSHA Regulations.

These items shall be issued to authorized Department of Corrections
employees only. The issuing employee will record the time, date, amount, and
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the name of the person receiving the item. When the material is returned to
the point of issue, the inventory shall be adjusted to reflect the amount used.

7) Maintenance supervisors shall ensure that all hazardous materials are secured
at the end of each work period.

8) Any question arising regarding the use and/or storage of flammable, caustic or
toxic materials should be addressed to the Environmental Safety and

Sanitation Supervisor.
AL, ;@%‘?\

Odie Washington
Director

ATTACHMENTS:

Master Tool Inventory Form

Daily Construction Tool Inventory Form
Lost/Recovered Tool Report

Excess and Unmarked Tool Inventory Form
Receipt of Tool Issuance Form

Tool Survey Form

Tool Cage Tracking Log

Culinary Utensil Log Sheet
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DISTRICT OF COLUMBIA
DEPARTMENT OF CORRECTIONS

Program

Date: July 1, 2004

State m e nt Subject:  Key Control

1.

PURPOSE AND SCOPE. To establish policy and procedures to ensure a safe and
secure method of issuing, controlling, distributing and accounting for keys within the
District of Columbia Department of Corrections (DOC).

PROGRAM OBJECTIVES. The expected results of this program are:

a.

b.

An accurate indexing system for all keys shall be maintained.

Staff shall account for all keys prior to assuming responsibility of their post and
report any misuse, loss or the need to replace any keys assigned.

All keys, doors, gates and locks shall be identified and classified based on the
level of security requirements, i. e., security, non-security and restricted.

Operational keys shall be issued from a centralized location.

Accurate records shall be kept regarding reproduction of keys and
maintenance of all gates, doors, keys, locks and locking devices in the facility.

Keys shall be accounted for at all times.

DIRECTIVES AFFECTED

Directives Rescinded

P.S. 5320.1, “Key Control” (5/8/00).

Directives Referenced

PS 1280.2B, “Reporting and Notification Procedures for Significant Incidents
and Extraordinary Occurrences”, (9/15/00).
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STANDARDS REFERENCED

a. American Correctional Association, 2" Edition, Standards for Administration of
Correctional Agencies 2-CO-3A-01.

b. American Correctional Association, 4" Edition, Standards for Adult Local
Detention Facilities 4-ALDF-2D-01

AUTHORITY. D.C. Code § 24-211.02

NOTICE OF NON-DISCRIMINATION. In accordance with the D.C. Human Rights
Act of 1977, as amended, D.C. Official Code §2-1401.01 et seq., (act) the District
of Columbia does not discriminate on the basis of race, color, national origin, sex,
age, marital status, personal appearance, sexual orientation, familial status, family
responsibilities, matriculation, political affiliation, disability, source of income, place
of residence or business. Sexual harassment in the form of sex discrimination is
also prohibited by the act. Discrimination in violation of the act will not be tolerated.
Violators will be subject to disciplinary action.

DEFINITIONS

a. Non-Security Keys - Any key which, if lost, damaged or compromised, would
not jeopardize the safety/security of the facility. These may include but are
limited to keys to individual offices, desks, lockers, and file cabinets.

b. Permanent Issue Key — Any operational key issued to and maintained by a
specific employee on a permanent basis.

c. Restricted Keys - Keys to sensitive areas within the facility. These
include but are not limited to the Security Office; Armories; Supply Unit;
Culinary Unit; offices of the Warden, Deputy Wardens and Office Chiefs;
Records Office; the Medical Unit; Facilities Management shops; padlocks for
security gates and any other area in the facility designated as restricted
access by the Warden.

d. Security Keys - Any key which if lost, damaged or compromised, would
jeopardize the safety/security of the facility. These include but are not limited
to keys to interior and perimeter gates; housing unit doors; the tower; armory;
Culinary Unit; Administration Module; or Medical Unit.

GENERAL PROCEDURES

a. The Key Control Officer shall ensure that each ring has a metal tag attached
indicating the ring number on the front of the tag and the number of keys
assigned to the ring on the back of the tag.
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Employees are strictly prohibited from; and may be disciplined for the
unauthorized possession, duplication, alteration or other improper use of keys.

Employees are strictly prohibited from taking security keys away from facility
grounds except when the keys have been authorized and issued to the
individual employee as “permanent issue”.

The Shift Supervisor shall immediately contact and order an employee to
immediately return keys to the facility if that employee inadvertently carried a
key ring off of the facility grounds.

Inmates are strictly prohibited from possessing keys.

The Major for Operations shall review inventories, shift reports, lost/misplaced
key reports and other documents concerning key control procedures and
taking appropriate action to ensure accountability for keys.

LOST/MISPLACED KEYS

When an employee loses a key, they shall immediately tell the Shift
Supervisor; indicating when the loss was discovered, circumstances
surrounding the loss, and providing any other pertinent information.

Upon notification, the Shift Supervisor shall take any immediate and
appropriate action if it is determined that the keys might be easily located.

Immediately following the verbal report, the employee shall submit a detailed
written report through his/her supervisor in accordance with PS 1280.2B.

The Shift Supervisor shall conduct an investigation and forward findings and
recommendation within 24 hours to the Warden or designee.

When security keys are lost or when security locks are compromised for any
reason, the locksmith shall be notified and the locks shall be changed or re-
keyed.

10. KEY STORAGE

a.

Keys shall be systematically stored in a locked key cabinet that provides for
each hook to be numbered. Each hook in every key cabinet shall hold either
the key/key ring assigned to that hook, a tab issued to the person or post to
whom the key/key ring is issued, or a tab bearing the phrase “hook not in use”.

The facility shall maintain the following cross-indices of all keys, locks and
padlocks:

1)  An alpha-numerical listing of all keys referencing the hook number of the
key and the location of the lock that the key operates.
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2) An alpha-numerical listing of all locks in the facility referencing the hook
number of the key that fits the lock. In addition, key maps and blueprints
will be maintained indicating the location of all security locks in the facility.
The cross-reference shall be stored in a separate, secure area from the
key cabinet.

c. A master set of keys to the offices in the Administrative Module shall be
located in the Security Office. These keys shall be stored in a secured key
cabinet.

11. RESTRICTED KEYS

a. The Warden or his/her designee shall designate in writing which keys are to
be considered restricted. These may include, but are not limited to:

1) The Security Office.
2) The Supply Unit.
3) The Culinary Unit.

4) The Offices of the Warden, Deputy Wardens, Administrators and Office
Chiefs.

5) The Records Office.
6) The Medical Unit.
7) The Facilities Management Shops.

b. Arestricted key cabinet shall be maintained in the Command Center for the
secure storage of keys to sensitive areas within the facility.

c. Keys assigned to the restricted key cabinet and shall only be issued to a
supervisor who shall be accountable for their use. Issuance of keys from the
restricted key cabinet will be documented in the Key Control Log.

d. The restricted key cabinet and each restricted key ring tag shall be color-
coded black and clearly marked “Restricted Keys”.

e. An operational key cabinet shall be maintained in the Command Center for the
storage and issuance of operational keys. The operational key cabinet shall be
color-coded white and clearly marked “Operational Keys”.

f. A pattern key cabinet shall be maintained in the lock shop. This cabinet shall
contain a pattern key for each lock in the facility. These keys are to be used
as patterns for the reproduction of keys and are not to be issued.
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12. EMERGENCY KEYS

a.

A complete set of emergency keys for all facility locks classified as fire and/or
emergency locks shall be maintained. One set of emergency keys shall be
secured in the Command Center of the facility in a locked key cabinet color-
coded red. Another complete set of emergency keys shall be secured in a
locked key cabinet in the tower.

Emergency keys and the locks that they operate shall be color coded for easy
identification. Keys to emergency exits shall be notched to provide for
identification by touch.

The key to the emergency key cabinets shall be maintained in a break box.
One break box shall be located in the Command Center. A second break box
shall be placed next to the emergency key cabinet located in the tower. Both
break boxes and emergency key cabinets shall be color- coded red and clearly
marked “emergency keys”. If the break box is accessed for any reason, a
notation shall be made in the shift log, the key log, and a written report shall be
forwarded to the Warden. If the break box is accessed in response to an
actual emergency, notification shall be made in accordance with P.S. 1280.2B,
“Reporting and Notification Procedures for Significant Incidents and
Extraordinary Occurrences”

Each emergency key cabinet shall contain a two way cross index of these
keys in the Emergency Key Cabinet: (1) an alpha-numerical listing of all keys
referencing the hook number of the key and the location of the lock that the
key operates; and (2) an alpha-numerical listing of all fire and emergency
locks in the facility referencing the hook number of the key that fits the lock.

Each emergency key cabinet shall contain diagrams of the facility and
buildings within the facility. The diagrams shall show the locations of all
emergency doors/gates and identify the key/key ring which opens each
door/gate.

13. ARMORY KEYS

a.

The operational set of armory keys shall be designated as restricted and may
only be issued to the Major for Operations, Facility Security Officer, Exterior
Security Officer or other person designated by the Warden.

An emergency set of armory keys shall be stored in a break box located in the
tower. These keys shall only be issued to a correctional supervisor. If the
emergency armory keys are accessed for any reason, a notation shall be
made in the shift log, the key log and a written report shall be forwarded to the
Warden.
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c. Ifthe armory keys are accessed in response to an actual emergency,
notification will be made in accordance with P.S. 1280.2B, “Reporting and
Notification Procedures for Significant Incidents and Extraordinary
Occurrences”

14. KEY ISSUANCE
a. All operational keys shall be issued from the Command Center.

b. All staff shall be issued unique key tabs corresponding to that staff member
only. A cross-referenced listing of key tabs shall be maintained in the
Command Center and in the Shift Supervisor’s office.

c. All staff members drawing keys shall surrender a key tab for each key ring
issued to them. Their key tab shall be placed on the hook corresponding to the
issued key rings.

d. When keys are maintained on post, a permanent key tab bearing the phrase
“maintained on post” shall be placed on the appropriate hook in the
operational key cabinet. The officer assuming responsibility for the post shall
inventory all keys maintained on post at each change of shift. A signed
inventory form shall be forwarded to the Command Center.

e. Restricted keys shall only be issued to a supervisor or higher authority.
Issuance of restricted keys shall be documented in the shift log and the key
log.

f. ~ The Warden shall approve issuance of all permanent issue keys in writing.

15. KEY INVENTORY PROCEDURES
a. Command Center

1) The Command Center Officer in Charge (OIC) shall ensure that all
operational and restricted keys are inventoried as soon as he/she
assumes the post.

2) All keys must be accounted for prior to relieving the preceding shift. Any
and all discrepancies shall be reported to the Shift Supervisor
immediately.

3) The results of the inventory shall be recorded in the Shift Report and the
Key Log

b. PostOIC’s
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When keys are maintained on post, the officer in Charge (OIC) shall ensure
that all keys are inventoried as soon as he/she assumes the post. All keys
must be accounted for prior to relieving the preceding shift.

Any and all discrepancies shall be reported to the Shift Supervisor
immediately.

The results of the inventory shall be recorded in the post logbook.

c. Emergency Keys

1)

2)

All emergency keys shall be inventoried by the Key Control Officer at least
monthly.

If emergency keys are accessed due to an actual emergency, the Shift
Commander shall ensure that an inventory is conducted and all keys are
accounted for after the emergency has been resolved and the keys are
returned to the cabinet. The results of the inventory shall be recorded in the
Shift Report and the Key Log.

d. General Requirements

1)

2)

3)

The Key Control Officer shall inventory all Permanent Issue Keys at least
quarterly.

The locksmith or other designated employee shall maintain an accurate
perpetual inventory of the pattern keys, and key blanks.

Shift Supervisors shall review key inventories, make regular inspections of key
storage areas, investigating discrepancies and taking appropriate action to
resolve them.

e. Key/Lock Replacement, Repair and Service

1)

2)

3)

Reproduction of keys and installation, repair and maintenance of locks and
locking devices shall only be performed by a Locksmith or other qualified
personnel.

No key shall be reproduced or issued without written authorization from the
Deputy Warden for Operations or designee.

No lock shall be re-keyed, installed or removed without written authorization
from the Deputy Warden for Operations or designee. The Facility Security
Officer shall ensure that the cross-index and blueprints are updated to reflect
the change.
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4) All duplication of keys and installation, repair, re-keying and maintenance of
locks and/or locking devices shall be documented by the locksmith or other
person performing the service.

5) The Major for Operations shall ensure that all keys, locks and locking devices
are inspected and serviced on a regular basis. Inspection, preventive
maintenance and repairs shall be documented.

6) The locksmith or other designated employee shall immediately update the
indices, diagrams, key maps and other records when keys, locks and/or locking
devices are changed.

~

‘chef (
Odie Washington
Director
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