
                                                                   D R A F T

 SEQ CHAPTER \h \r 1
PERFORMANCE WORK STATEMENT

On-Site Information Management Support


NATIONAL CENTER FOR ENVIRONMENTAL ASSESSMENT 


CINCINNATI OFFICE 

BACKGROUND
The National Center for Environmental Assessment (NCEA) is a leader in the science of human health and ecological risk assessment.  NCEA occupies a critical position in EPA’s Office of Research and Development (ORD) between researchers in other parts of ORD and outside of EPA who are generating new findings and data, and the regulators in EPA’s Program Offices and Regions who must make regulatory, enforcement and remedial action decisions.  NCEA prepares technical reports and assessments that integrate and evaluate the most up-to-date research and serve as major elements of the science foundation supporting EPA policies.  As a result, NCEA plays an important role as a consultant to EPA programs and regions on the use of science in environmental decision making and also influences the direction of environmental research.

In order to plan and manage EPA activities, EPA needs information in all forms of interaction with the regulated community.  For the most part, this information is located in the programs, in files on specific sites, permits, facilities, manufacturers, published literature etc.  EPA must be able to access all documentation to answer Congressional and Freedom of Information Act requests, and to prepare for various kinds of litigation, enforcement and regulatory activities.  NCEA maintains collections of risk assessment information which it disseminates to EPA regions and programs, states, and the regulated community.  NCEA maintains two information centers to facilitate communication: the Superfund Health Risk Technical Support Center (STSC) and the Ecological Risk Assessment Support Center (ERASC).  In addition, NCEA maintains the Technical Information Unit (TIU), which provides records management support, and the Technical Support Services (TSS), which provides document preparation, graphics support and technical writing/editing.

The STSC functions as the focal point within NCEA to coordinate technical support in the area of human health risk assessment.  The mission of the STSC is to provide a rapid response to specific questions by telephone and written follow-up to regional toxicologists, remedial project managers, on-site coordinators and other regional Superfund staff.

The ERASC (1) serves as a point of contact for scientific questions that arise regarding the use or interpretation of ecological data or methods for the development of ecological risk assessments for Superfund sites, (2) develops responses that reflect the “state of the art” for these risk assessments, (3) provides a communication point for the distribution of the responses to other interested parties, and (4) identifies research needs.

The TIU is the point of contact for EPA staff and the public to obtain information on the many documents that NCEA-Cincinnati produces.  The unit houses complete document files on each report issued by NCEA-Cincinnati including an extensive bibliography collection.  The unit also maintains NCEA-Cincinnati’s central filing areas.

TSS provides document preparation, graphics support, and technical writing and editing for NCEA products.  In conjunction with TIU, it also ensures the integrity of all bibliographic citations.

GENERAL
All necessary training of the contractor employees shall be the responsibility of the contractor.  Work hours shall be between the hours of 6:30 a.m. and 5:30 p.m. each day except for center coverage as specified in that section.
The contractor shall provide one (1) employee who shall serve in the dual capacity of Project Manager and Technical Information Specialist.  The contractor employees shall work under the supervision of the Project Manager (PM).  The EPA Project Officer will be available to the PM to respond to questions and problems relating to EPA policies, procedures and regulations.

The Project Manager shall be responsible for verifying the attendance of the other contractor employees and shall coordinate the lunch periods and work schedules of the employees to assure continual coverage of the required services.  The PM shall also be responsible for providing backup services whenever the regularly scheduled employee is unable to perform his/her duties due to illness, vacation leave, emergencies, etc.  The Project Manager shall have a working knowledge of all aspects of the work covered under this contract and shall ensure the NCEA product database is maintained as appropriate (the information inside the database is the responsibility of EPA).

Scheduled Overtime Services

These overtime events are expected to be infrequent in nature, estimated at 8 times per year, and of varying lengths of time; the overtime will be ordered in 20-hour increments.

The use of overtime is authorized under this on-site information management support contract, in accordance with FAR 52.222-2, Payment for Overtime Premiums, under the contract Section B.1 Consideration and Payment and the overtime premium for work that is necessary to cope with unplanned emergency EPA risk assessment information needs or deadlines or occasional production bottlenecks of a sporadic nature that are continuous and cannot reasonably be interrupted or completed on time without after hours or weekend overtime work. 

Any requests for overtime work shall be submitted to the Project Officer identifying the overtime needed for the contract completion and shall:
1. Identify the work unit or staff in which the requested overtime will be used, together with present workload, staffing, and other data to permit the Project Officer evaluate the necessity for overtime
2. Demonstrate the effect that denial of the request will have on the contract deliverables or performance schedule

3. Ensure that the overtime will result in the best value for the Government

During contract performance, the Project Officer will review the contractor’s overtime request.  Approval of use of overtime may be granted by the Contracting Officer after determining in writing that overtime is necessary to:
1. Meet the essential information delivery or performance schedules
2. Make up for delays beyond the control and without the fault or negligence of            the contractor 

3. Eliminate foreseeable extended production bottlenecks that cannot be eliminated by any other method than an overtime schedule

TASK DESCRIPTIONS
1.
Operate NCEA Information Centers 
The contractor shall operate the Superfund Health Risk Technical Support Center and the Ecological Risk Assessment Support Center Monday through Friday, from 8:00 a.m. to 5:00 p.m., on days that EPA is officially open for business.

The contractor shall respond to requests for assistance in a courteous manner and shall always identify itself as a contractor when answering telephones.  EPA will provide the contractor with Operations Manuals for the Centers that detail all aspects of the Centers.  The contractor shall be responsible for maintaining and updating these manuals as required with the approval of the EPA Project Officer and the Center Director and/or Administrator.


●
The contractor shall utilize the Andrew W. Breidenbach Environmental Research Center (AWBERC) voice mail system during off hours and during limited periods when staff are not available to answer the telephone.  When the voice mail system is utilized, telephones shall be forwarded so the customer is answered on the first ring.


●
The contractor shall return all calls within one (1) business day.


●
Center telephones shall not be shut down for any reason, other than fire alarm or emergency warning, without prior approval of the Contracting Officer.  Deviations from this schedule shall be approved in writing by the Contracting Officer.

1.1.
Provide Responses and Track NCEA Center Requests

1.1.1  Superfund Health Risk Technical Support Center (STSC)
The contractor shall ensure that requested Center information is complete and that requests are transmitted to the Project Officer in the monthly report.  In addition, the contractor shall contact the Project Officer (or the Center Director and/or Administrator) immediately to resolve any urgent questions, issues or problems relevant to technical information requests.

The contractor shall obtain the following information for each request:



Site name and location



Site ID number



Name, address, phone number of requestor



Agency contact



Major contaminants, with CAS #, if possible



Summary of request



Other information as necessary

The contractor shall obtain additional information, as necessary, by contacting appropriate EPA personnel.  The EPA Operations Manual outlines various  EPA centers and technical personnel to contact for additional information.  The contractor shall implement, update and maintain an automated tracking and reporting system to record relevant information as outlined in the Operations Manual regarding requests received and responses provided.


1.1.2  Ecological Risk Assessment Support Center (ERASC)
The contractor shall ensure that requests are recorded within one business day of receipt.  Requests are received from the Ecological Risk Assessment Forum through the Center Director and forwarded to ERASC for recording.

The contractor shall record the following information for each request when available:



Site name and location



Site ID number



Name, address, phone number of requestor



Agency contact



Major contaminants, with CAS #, if possible



Summary of request



Other information as necessary

The contractor shall obtain additional information, as necessary, by contacting appropriate EPA personnel as identified in the EPA Operations Manual.  The contractor shall implement, update and maintain an automated tracking and reporting system to record relevant information as outlined in the Operations Manual regarding requests received and responses provided.

1.2.
Provide Technical Service to NCEA in the Development and Preparation of Reports and Written Responses to Center Requests 
The contractor shall prepare written responses to Center requests.  This includes  reference retrieval and data interpretation (including GIS data), making required revisions that are provided by the Project Officer or Center Administrator to Provisional Peer Reviewed Toxicity Values (PPRTVs) for STSC and to ERASC response papers, and maintaining form letters for use in responding to requests.  The contractor shall utilize several form letters with standardized language to disseminate information.  As new situations arise, the contractor shall develop new letters.  Only form letters approved by the EPA Project Officer and the Center Director or Administrator shall be used.  All original written responses shall be reviewed by the technical writer/editor.

For both Centers, the contractor shall maintain previously documented procedures that shall be followed when responding to requests to the Centers, including the most common questions and answers.

The contractor shall disseminate risk assessment materials using the EPA mailroom.

1.3.
Records Maintenance for Center Services
For the STSC and the ERASC, the contractor shall maintain files including PPRTVs, issue papers, correspondence, references and literature searches for each request received.


●
The contractor shall implement a system to organize files so that they can be retrieved by site, requestor or chemical.


●
The contractor shall maintain a file of chemical-specific issue papers that can be easily retrieved to respond to frequent requests.


●
The contractor shall maintain the PPRTV tracking spreadsheet/database and suggest improvements as appropriate.

1.4.
GIS Support

Perform spatial analysis involving the use of GIS tools, functions, and operations (e.g. map overlay, spatial query).  Work with GIS data in a variety of data formats and assemble and manage the appropriate GIS datasets.
2.
Provide Technical Services for the Technical Information Unit (TIU)
2.1.
Develop Records Management Products
The contractor shall develop and maintain records management products such as Operations and Procedures Manuals, file plans, draft disposition schedules and databases/electronic files to index, track and control records for storage together with documentation.  The contractor shall update the products as required.  The contractor shall use and become knowledgeable in the EPA software used for reference management (currently Endnotes®) in addition to any NCEA-specific software or databases (e.g., HERO).

2.2.
Verify Reference Citations
The contractor shall verify information given in or supply information missing from report citations.  Whenever possible, references are checked against original sources to ensure accuracy.

2.3.
Conduct  Records Inventories
The contractor shall inventory/identify records within NCEA.  Once inventoried, the contractor shall assign them to a record series using EPA disposition schedules, determine the disposition by using those schedules, separate out non-record material using Federal/Agency guidance, and prepare file folders.

2.4.
Support for Central Filing Areas
The contractor shall organize and maintain all active and inactive centrally-located files.  The contractor shall ensure the following:  (1) records and other documentary materials are properly foldered/refoldered, organized, arranged and filed; (2) misfiles are quickly located and refiled; (3) missing documents are identified and replaced; (4) records eligible for retirement are identified and retired.  The contractor shall manage a charge-in/charge-out system.

The contractor shall maintain and improve the existing information management system known as TIU.  The contractor shall evaluate new references to ensure completeness, complete the reference files for documents that are being newly created or updated, and obtain and pdf or photocopy references.  The contractor shall maintain a charge-in/charge-out system for files.  The contractor shall maintain the current databases/electronic files to index, track and control documents and be proactive in recommending improvements to, or replacements of, those processes.  The contractor shall advise the Project Officer of records that need to be retired, as outlined by EPA Records Disposition Schedules.

The contractor shall respond to requests for information from or about the holdings.  Requests may come from Agency staff and contractors, the public and other federal agencies and may be verbal (in person or by telephone), electronic or written.  Requests may be for records or specific documents, information from records or documents, or information about records or documents or the programs to which they relate.  Some requests may require extensive searches for specific documents or data.  The Project Officer will make any necessary determinations concerning who has appropriate access and what documents are appropriate to the response.

The contractor shall develop and implement an effective system to manage, maintain and distribute stocks of publications, regulations and other documents managed by NCEA.  Materials will be mailed as requested using the AWBERC mailroom.

The contractor shall provide assistance in organizing and maintaining files and reference materials for general NCEA filing areas.

The contractor shall ensure the security and integrity of the files including sensitive information as specified in Federal and Agency regulations.  This includes ensuring the security of records (e.g., records centers, file rooms or storage areas) to prevent them from being damaged, altered or removed by unauthorized users.

2.5.
Freedom of Information Act (FOIA)
The contractor shall provide technical support in response to Freedom of Information Act requests consistent with Agency and program policy and procedures and/or preparing records for judicial review, with limitations as stated in EPA policies.  Except for the list of excluded activities below, contractor FOIA support shall include search and retrieval of records, copying of records, and verification of document filing.  The Project Officer will review incoming requests and advise the contractor concerning the nature of records to be retrieved and the likely locations of such records.  The NCEA FOIA officer will prepare all correspondence.

The Contractor will not:


●
interpret the FOIA request letter

●
determine where to look for responsive records, except with respect to those files under the contractor’s control

●
decide what records are releasable

●
prepare any correspondence except as indicated on the request form

●
sign correspondence
2.6.
EPA Docket System Services 
The contractor shall use the EPA docket system (currently FDMS) to check the status of NCEA products posted for public comment or review.  All comments posted will be logged and printed; upon request, copies will be made for the panel review.

3.
Scientific and Technical Product Development
Because of their Agency-wide and/or government-wide impact, NCEA products must be scientifically and technically accurate.  They are also often under tight deadlines or deadlines imposed by the Administrator and others.  As needed, the contractor shall provide the support required to meet these deadlines for large or high impact documents.  This is expected to be an infrequent occurrence.

3.1.
Word Processing
The contractor shall provide 48-hour turnaround with same workday turnaround on special, shorter or redraft documents and shall make every effort to meet set deadlines on larger projects (e.g., multi-authored documents, toxicological reviews, etc.).  The material to be typed shall be provided to the contractor in a variety of formats including, but not limited to, handwritten form, typed rough draft, audiotape, electronic or annotated draft.  The contractor shall operate IBM-compatible PCs and associated peripheral devices (e.g., printers, scanners) provided by EPA (see Attachment).  Maintenance of government-furnished equipment, all computer supplies, and archive procedures are the responsibility of EPA.

$ 

The contractor shall check references to ensure that all references cited in the text and only those references have been included in the reference section of the document and verify the accuracy, completeness and adherence to established format.  The contractor shall submit the citation list to TIU for verification and correct the document as needed.


•
Contractor personnel shall perform tasks requiring a knowledge of word processing software and familiarity with the formats and forms used in EPA.  Proficiency in grammar, spelling, syllabification and punctuation of technical or unusual words is also required.  The contractor shall plan layout and typing of complicated statistical tables and equations to maintain uniformity and balance in spacing.  Equations will be typed using the current version of MS Word’s (or other EPA standard software as required) Equation Editor with or without MathEdit (a Word add-in) as appropriate.  The contractor shall refer to the Handbook for Preparing NCEA Documents, The Chicago Manual of Style and the Scientific Style and Format CSE (Council of Science Editors) Manual for Authors, Editors and Publishers as necessary.


•
The contractor shall study and understand fully NCEA formatting rules for documents and shall automatically make any necessary formatting corrections to documents.


•
The contractor must be conscientious, attentive to detail and able to work under considerable pressure (e.g., ability to manage multiple projects with very short deadlines).  The contractor shall be able to meet short deadlines (e.g., 24 hours or same workday turnaround) as required.


•
The contractor must have excellent proofreading skills and shall proofread all materials to ensure consistency and accuracy.


•
The contractor shall become proficient in NCEA’s reference management software (currently Endnotes®) and HERO database and use them in the preparation of documents when requested.  The contractor shall also use other features of MS Word® as needed (e.g., indexing, automatic generation of Table of Contents, text art, etc.).


•
The contractor shall be proficient in Word’s Track Changes feature and will use it as requested.  Simple formatting corrections should not be done in Track Changes; it shall be used to show the authors’ requested changes to the document.


•
The contractor shall prepare NCEA products for loading onto EPA web sites including but not limited to the use of Adobe Acrobat to convert document to 508 compliant pdf format, preparation of hypertext format including attractive page design, inclusion of graphics or other embedded features, and inclusion of both internal and external hyperlinks.  All of these functions shall be performed according to EPA/NCEA procedures and guidelines.  The contractor shall proofread data files and/or pdf files for accuracy and completeness, and make corrections when needed.


•
The contractor shall use the automatic Table of Contents feature in Word to ensure required corrections are made to the document and cross-check front matter with text to verify accuracy and consistency of headings, subheadings, table and figure titles, and page numbers.


•
The contractor shall provide support for spreadsheet and database applications as requested (e.g., Excel, Access).


•
The contractor shall provide services for other software applications if introduced as EPA standard (e.g., Windows XP, Lotus Notes, Microsoft Office Suite).

3.2.
Graphics
The contractor shall provide graphics services including presentations, screen shows and posters.  The material to be typed shall be provided to the contractor in handwritten form, typed rough draft, electronically, or annotated draft.  This work shall be performed using standard graphics software (e.g., Microsoft Office PowerPoint 2003 and others as required).


•
The contractor shall prepare large-format posters (e.g., 48" x 96"), including typing and importing of text, figures, photographs and charts, on-screen design/layout and production.


•
The contractor shall also design layout of technical, promotional and public information for reports, books, training materials, flyers, brochures, leaflets, programs, flip charts, document covers, etc. as requested.


•
The contractor shall provide support in other software applications if introduced as EPA standard (e.g., Windows XP, Lotus Notes, Microsoft Office Suite).

The contractor shall ensure the quality of the work performed.  For document preparation tasks, the contractor shall use the software speller/verifier on all electronic documents and proofread both draft and final documents.  The contractor shall follow the format prescribed by NCEA and EPA for each type of document; for journal submissions, the contractor shall follow the format required by the specified journal.  All new and revised typed material will be proofread for typographical and spelling errors, and necessary corrections will be made before it is returned to the Project Officer.

3.3. Technical/Nontechnical Writing and Technical Editing

The contractor shall ensure the quality of EPA products by providing technical writing and editorial services for ORD special reports, technical documents and other written materials.  The contractor shall use the Editing Guidelines specified by the COR and shall also refer to the Handbook for Preparing NCEA Documents, the IRIS formatting guidelines, The Chicago Manual of Style and the Scientific Style and Format CSE (Council of Science Editors) Manual for Authors, Editors and Publishers.  Depending on document requirements, it may be necessary for EPA to supply specific guidelines (e.g., journal manuscripts would have their own format).

The Contractor shall perform various tasks in support of EPA research and development efforts including the following:


•
Write or rewrite scientific/technical material for scientific and technical audiences.  The original document or manuscript provided generally will have been written by specialists in the subject.  The contractor must be familiar with scientific and technical terminology (e.g., risk assessment, ecology, solid and hazardous waste, incineration and combustion, etc.) and shall revise the document to the point that it can be easily read and comprehended by the technical community.


•
Write or rewrite scientific/technical material in terminology familiar to educated laymen.  Rewriting shall include assessing previously written material for unity, coherence, and appropriateness of language and style for the intended audience.


•
The contractor shall draft alternative text as needed for 508 compliance.


•
The contractor shall edit documents electronically using the MS Word track changes feature or perform a hard copy edit (legible, handwritten corrections in red ink on the hard copy of the document) when requested.


•
The contractor shall closely read the manuscript to ensure correct grammar, spelling and punctuation; consistency of capitalization, spelling and hyphenation; agreement of verbs and subjects; check materials, especially tables, figures, units of measure, headings etc. for consistency of style and format; check placement of tables and figures; and many other details of style.  The contractor shall automatically make simple spelling, grammar and punctuation corrections without the use of MS Word track changes feature.


•
The contractor shall rewrite or reorganize sentences, paragraphs, sections etc.; verify the accuracy of technical terminology; assess illustrations to determine clarity of presentation, need for redrawing, retouching, etc.; cross-check information in the text to tables, figures, appendices and references and correct apparent disagreements; correct inconsistencies in format and style; assure consistency and accuracy of chemical formulae, mathematical expressions, tables, figures, equations, chemical and biological names; provide a list of queries regarding any questions or concerns with reference to their location in the document; rewrite as needed to ensure clarity throughout the document, and that tone and complexity of the document are appropriate for the intended audience.


•
The contractor must be conscientious, attentive to detail and able to work under considerable pressure (e.g., ability to manage multiple projects that have very short deadlines).


•
The contractor must have excellent proofreading skills and shall proofread all materials to ensure consistency and accuracy.


•
The contractor shall compare corrections made by the word processor with those requested by the author for accuracy and return the document for further correction as needed.

4.
Training and Travel
The contractor is required to take all mandatory EPA online training (e.g., electronic records management, IT security).  The contractor may be required to attend training to ensure that staff are current in EPA Superfund risk assessment procedures.

Records management contractor personnel may be required to attend EPA-sponsored records management conferences and training to remain current in EPA records management processes and procedures.

EPA will not provide expenses for training, whether inside or outside the local Cincinnati area.

The Contractor shall cross-train its employees so that no tasks are dependent on any one individual’s presence.  Specifically, the Records Management Specialists, Word Processing/Graphics Specialists and Editors shall be cross-trained so that simple requests can be responded to when the usual contractor employee is not present; contractor personnel shall be able to locate files in the centrally-located filing systems, proofread document corrections, and retrieve and make simple corrections to prepared documents.  The Technical Information Specialists shall be thoroughly cross-trained in the responsibilities for both Centers and assist one another as possible while first maintaining the duties for their responsible Center.

The Contractor shall provide all necessary training for on-site contractor personnel to operate and apply current or new software systems for the requirements of the SOW.

5.
Maintenance of Government-Furnished Equipment
EPA shall maintain all government equipment provided for utilization by the contractor.  The contractor shall notify the Project Officer and the Help Desk (currently CTSHelp@epa.gov) immediately when equipment breakdowns occur.

The contractor shall maintain a complete inventory of all government furnished equipment.

The contractor shall take the following measures to ensure the security of the computer system:


•
All contractor staff shall perform the annual EPA IT security awareness training.


•
The contractor staff shall be responsible for securing their PCs and the room where they are located whenever leaving the room to ensure against anyone tampering with the equipment.  Surge protectors shall be used to ensure against current surges.  Any media obtained from outside sources will be submitted for virus checks immediately.  The contractor shall be versed in the precautions of using magnetic media.  The contractor shall not use the Government equipment for other than official EPA business.


•
The contractor staff shall shut down all computers at the end of each work day.

6.
Work Processes
The contractor shall not accept work directly from any EPA employee.  All technical direction shall be provided by the EPA Project Officer or the Alternate Project Officer ve as delineated in the contract.  
Work requests for TIU are available in both electronic form and hard copy.  All electronic request forms (L://Public/NCEA-PUB/Forms/TIU request form) are addressed to the “CI NCEA TIU” mail group which includes the contractor employees, Project Manager and the Contracting Officer’s Representative.  The contractor shall respond to routine requests immediately.  Large or special requests must first be approved by the Contracting Officer’s Representative before the contractor can begin work.  Hard copy request forms are also available but it is preferred that requests be made electronically to save time, effort and trees; non-routine hard copy requests shall also first be routed to the Project Officer for approval.  The Project Officer shall initial approval on forms submitted in hard copy before placing them in TIU’s mailbox.

Work requests for TSS are available in pdf format (L://Public/NCEA-PUB/Forms/TSS request form and L://Public/NCEA-PUB/Forms/Edit request form).  All electronic requests shall be addressed to the CI NCEA TSS or CI NCEA EDIT mail group which includes the contractor employees, Project Manager and the EPA Project Officer .  After logging in the request and assigning a work request number, the Project Officer will notify TSS of the request number along with approval to complete the request and a requested due date.  The contractor shall receive any work submitted in hard copy from the “in” basket throughout the day.  Documents shall be prioritized by the due date appearing on the approved work request.  The contractor shall place completed requests in the “out” basket and notify the Project Officer by email.  The Project Officer  shall log out all completed requests and return any hard copies to the author.

7.
Electronic Files and the Backup of Automated Systems
The contractor shall keep electronic files for all documents on the NCEA-PRIV/J/TSS drive (or other drive designated by EPA) in the appropriate folder as identified by the Project Officer. The contractor shall not store official files on their hard drive.

The Superfund Technical Support Center Request Data Base and the Ecological Risk Assessment Support Center Request Data Base, in addition to all other information located on the public and private drives, are backed up daily by EPA.
8.
Overtime Hours

The contractor shall work extra hours as needed to complete high priority requests within a specified timeframe.  For example, when a document has been announced in the Federal Register as being posted on the web by a certain date, we must then meet that deadline in spite of any problems we may encounter.  This necessitates working evening and weekend hours as needed to meet the announced posting date.


LABOR CATEGORIES
Project Manager/Technical Information Specialist (TIS)
Description:  In addition to relevant TIS responsibilities, supervises contract staff at work site.

Education and/or Experience:  In addition to relevant TIS requirements, a minimum of 1 year's experience shall be supervisory.  Proficiency in MS Access is required.

Technical Information Specialist (STSC)
Description:  The incumbent is required to support NCEA in accessing information and documentation to answer Congressional and Freedom of Information Act requests; maintain risk assessment information for NCEA; support NCEA in preparing for various forms of litigation, enforcement and regulatory activities; disseminate such information to EPA program and regional offices, states and the risk assessment community.  This position provides support for the Agency’s Superfund Health Risk Technical Support Center including, but not limited to, preparation, maintenance and dissemination of accurate, efficient, oral and written responses to requests for human health toxicity information; assistance in reviewing and developing draft chemical Provisional Peer-Reviewed Toxicity Value documents; development and maintenance of databases to track chemical and site-specific requests; generation of monthly and quarterly reports, and other reports as deemed necessary to assist NCEA in its mission.

Education and/or Experience:  A minimum of a Bachelor’s Degree in Natural Science (i.e., Biology, Chemistry, Ecology, etc.) and a minimum of two (2) years experience in an information delivery operation such as a clearinghouse or hotline.  A Master’s Degree in either Natural Science or Librarian/Information Service may substitute for the 2-year experience requirement.  The ideal candidate will specifically have experience providing information to the public about chemical health and safety issues.  Typing skills and experience with MS Word are required.

Technical Information Specialist (ERASC)
Description:  The incumbent is required to support NCEA in accessing information and documentation to answer Congressional and Freedom of Information Act requests; maintain risk assessment information for NCEA; support NCEA in preparing for various forms of litigation, enforcement and regulatory activities; disseminate such information to EPA program and regional offices.  This position provides support for the Agency’s Ecological Risk Assessment Support Center including, but not limited to, preparation, maintenance and dissemination of accurate, efficient, oral and written responses to requests for ecological risk assessment information, wildlife toxicology and ecosystem stressors; assistance in reviewing and developing draft Ecological Risk Assessment Issue Papers; development and maintenance of databases to track physical and chemical stressors and site-specific requests; generation of monthly and quarterly reports, and other reports as deemed necessary to assist NCEA in its mission; attendance at the quarterly ERASC Steering Committee Teleconference to keep abreast of the latest risk assessment developments.

Education and/or Experience:  A minimum of a Bachelor’s Degree in Natural Science (i.e., Ecology, Biology, Chemistry, etc.).  Two (2) years experience in an information delivery operation such as a clearinghouse or hotline is desirable but not required.  The scientist should be familiar with risk assessment terminology.  The ideal candidate will specifically have research experience in ecology, wildlife biology, risk assessment or toxicology as well as experience in reviewing and interpreting bench research and applying that information in a risk assessment or risk management position.  Basic knowledge of GIS is desirable but not required.  Typing skills and experience with MS Word are required.

Technical Information Specialist GIS Education and/or Experience (either STSC or ERASC):  Ability to perform spatial analysis and work with GIS data in a variety of data formats and to assemble and manage the appropriate GIS datasets.  Working knowledge of ESRI ArcMap software is required.  Familiarity with environmental geospatial data, such as land cover and stream networks, is desirable.

Records Management Specialist (TIU)

Description:  This position requires records management and/or experience in using automated information systems.  The incumbent shall provide technical support for records management programs, records centers, and other information services.  May assist in planning and program development, analysis of records management problems, and design of strategies to meet ongoing records management needs.  Specific technical duties may vary according to the needs of the work site and include, but are not limited to, response to inquiries; collection maintenance and retrieval tasks; and use of automated information systems.

Education and/or Experience: A minimum of a college degree and 3 years records management experience.  Experience with MS Word is required.  Experience with Reference Manager and Endnotes is desirable but not required; on-site contractor personnel shall be trained in both of these programs within 30 days of the effective date of the contract, if not already experienced.

Word Processor/Graphics Specialist (TSS)
Description:   SEQ CHAPTER \h \r 1This position requires extensive MS Word experience including, but not limited to, equation editor, tables and graphics, but does not involve supervision of other staff members.  The Specialist provides support for document preparation and graphics needs for the entire NCEA office including, but not limited to, scientific document preparation, proofreading, performing bibliographic searches in documents, performing file comparisons, preparation of posters, slides and other presentation materials.
Education and/or Experience:   SEQ CHAPTER \h \r 1Must be a high school graduate and have at least 3 years graphics experience and 3 years MS Word experience.  At least 1 year of Windows experience is preferable.  Specific experience with PowerPoint 2003 for Windows and MS Excel 2003 is preferable but not required; training would be required in lieu of the experience.  Experience with WordPerfect is desirable but not required.  Specific experience with either Reference Manager or Endnotes is required.  The Contractor shall be experienced with scientific terminology and statistical typing and proficient using MS Word special features (e.g., creating tables, equation editors, generated Table of Contents, track changes, indexing etc.).  The contractor shall have experience with MS Word 2003, type at least 55 wpm and have excellent proofreading skills.
Technical Writer/Editor (TSS)
Description:  This position requires an excellent command of the English language, grammar, spelling and punctuation.  The contractor shall be experienced in scientific and technical writing.  The Editor provides support for all forms of written communication  SEQ CHAPTER \h \r 1for the entire NCEA office including, but not limited to, scientific documents, correspondence, posters and other presentation materials.

Education and/or Experience:  A minimum of a Bachelor’s Degree in Natural Science (i.e., Biology, Chemistry, Ecology, etc.) and a minimum of two (2) years experience in technical writing and editing.  A Master’s Degree in Natural Science may substitute for the 2-year experience requirement.  SEQ CHAPTER \h \r 1Typing skills are required and experience with Microsoft Access is preferable but not required; training would be required in lieu of the experience.  On-site contractor personnel shall be trained in MS Word 2003, including specifically use of the comment tracking features, within 30 days of the effective date of the contract, if not already experienced.

Editing Guidelines

The overall responsibility of the editor is to assure the quality and readability of the document.  It is incumbent upon the editor to assure that the Executive Summary does not contradict the rest of the document and vice versa.  The Executive Summary summarizes or gives key points of each chapter in the document.  It is important that these summaries agree with the information given in the respective chapters.  It is also incumbent upon the editor to assure that information found in the text agrees with that found in the corresponding tables.


The author of scientific and technical work bears sole responsibility for the accuracy of the material.  The editor is not responsible for these data; however, the editor should point out problems and inconsistencies and bring them to the attention of the author.


When a document is submitted for hard copy editing, sometimes it is beneficial to make a few adjustments to the text before you begin.  If the document is a draft and not already numbered, add line numbering before the editing is done so that queries can be easily located on the hard copy.  If time permits, make other obvious adjustments to clean up the text (e.g., proper spelling, add appropriate page numbering, consistent format for lists, simple grammar and punctuation etc.) in order to reduce the amount of markups.


Most documents require mechanical as well as substantive editing.  Mechanical editing is the close reading of the manuscript to ensure correct grammar, spelling and punctuation; ensure consistency of capitalization, spelling and hyphenation; check agreement of verbs and subjects; cross-check front matter with text to verify accuracy and consistency of headings, subheadings, table and figure titles, and page numbers; verify the accuracy of tables, figures, units of measure, headings, etc.; consistency of style and format in accordance with NCEA’s established guidelines and procedures or, when appropriate, other style guidelines; check proper  placement of tables and figures; and many other details of style.


Substantive editing requires the editor to rewrite or reorganize sentences, paragraphs, sections, etc.; verify the accuracy of technical terminology; assess illustrations to determine clarity of presentation, need for redrawing, retouching, etc; cross-check information in the text to tables, figures, appendices and references, and correct apparent disagreements; correct inconsistencies in format and style; provide a list of queries to the Project Manager regarding any questions or concerns regarding the document, e.g, unclear text, discrepancies in tables and/or figures, etc.; rewrite as needed to ensure clarity throughout the document and that tone and complexity of the document are appropriate for the intended audience.
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