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STATEMENT OF WORK
ENFORCEMENT SUPPORT SERVI CES ( ESS)
l. I NTRODUCTI ON
A. BACKGROUND

The purpose of this contract is to support the cost recovery and
litigation efforts of Superfund enforcement personnel

The contractor shall performin accordance with all current or successor
environmental statutes as appropriate (e.g., Conprehensive Environnmental
Response, Conpensation and Liability Act (CERCLA) as amended by SARA
(Superfund Amendnment and Reauthorization Act of 1986), Resource Conservation
and Recovery Act (RCRA), Clean Water Act, Clean Air Act, and Toxic Substances
Control Act) including all applicable federal, state, and |ocal | aws,
regul ati ons, guidance and policies. Applicable |aws, regulations, guidance
and policies which become effective after the effective date of this contract
will be incorporated by modification into the contract.

The contractor shall use and maintain computer software which is
compatible with software currently in use by the Environmental Protection
Agency (EPA). Subsequent versions or new software packages, shall be
incorporated as necessary. These software packages shall routinely be used to
enter, track or retrieve information and data devel oped during the course of
this statement of work. The contractor shall transfer all deliverables
electronically (i.e. via commercial phone line, electronic mail or by disk)
unl ess ot herwi se requested by the contracting officer. In addition, the
contractor shall provide a hard copy directly to EPA. Upon conpl etion of the
contract, any data bases or systems developed by the contractor for EPA wil
be transferred to EPA.

The contractor shall provide the personnel, materials, know edge and
expertise to successfully complete the tasks required under this contract.

. TECHNI CAL REQUI REMENTS
Techni cal Requirements under this contract include

Potentially Responsible Party Search

Negoti ati on Support

Expert/litigation Support

Cost Recovery Support

Technical and Adm nistrative Support Activities

Managenment Support and Project Management
POTENTI ALLY RESPONSI BLE PARTY ( PRP) SEARCH

.)>oooooo

1. Overvi ew

The contractor shall perform PRP searches in accordance with the three
princi pal program gui dance documents, and any subsequently issued gui dance
documents which pertain to PRP search work as well as the Department of
Justice (DQOJ) case law outline for the CERCLA elements of liability. These
documents are:

a. Draft Revised Potentially Responsible Party (PRP) Search
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Manual , OSWER Directive 9834.3-1A, September 1996
b. Gui dance on Preparing and Rel easing Waste-in Lists and

Vol umetri c Ranki ngs to 1991 PRPs Under CERCLA, OSWER Directive
9835. 16, February 1991; and

C. Elenments of Liability Under Sections 104, 106, and 107 of
CERCLA, U.S. Departnent of Justice, (current edition).

I n planning and inmplementing PRP search support activities, the
contractor shall ensure consistency with EPA-devel oped plans guiding site
enforcement activities which may be in existence, such as a Site Management
Pl an, PRP Search Pl an, etc

2. Records Collection Activities

The contractor shall review relevant business records in order to
document potential liability in accordance with CERCLA Section 107(a), and to
document the PRP's volunmetric contribution. Accordingly, the contractor
shal |

° conduct interviews with personnel both in and outside the Agency to
devel op additional information on site operations, history, and PRPs;
and to identify governnent agencies or private parties that nmay possess
rel evant docunents or information

° conduct review of records maintained in the ordinary course of business
as well as docunments kept in accordance with environmental regul ations;

° conduct industrial surveys, using such records as industria
directories, Chanber(s) of Commerce records, business school l|ibraries
i nsurance conpany maps, city directories, aerial photograph collections
and urban archives. Assist in the determ nation of which parties may
have contributed to site contam nation both currently and in the past;

° devel op site histories which shall be based upon a conprehensive records
sear ch;
° provide technical and adm nistrative assistance in devel opment of

adm ni strative subpoenas and depositions;

° assess whether site records to be reviewed are contam nated by hazardous
wastes. The contractor shall have the capability to handle contam nated
documents and the capability to safely transport and/or store such
records should the situation arise. The contractor shall undertake al
appropriate measures to protect the health and well-being of its
enmpl oyees in these situations. Site-specific health and safety pl ans
shall be required when handling potentially contam nated docunents;

° phot ocopy documents, often at rempte |ocations, consistent with Agency
gui dance on reproduction; document record collection activities in PRP
search reports, including contacts, records availability, and its | eads
consistent with OSWER Directive 9834. 3-2a; organi ze records coll ected
for a PRP search according to the regional Superfund filing structure
and, at a mninmum shall identify each document by its source, |ocation
provider, and |egal status (i.e., original, certified copy, true copy,
etc.)

° devel op and mai ntain transacti onal databases. The task order will set
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forth the parameters of the database, e.g., information contained in

dat abases, docunment criteria, QA/QC process, document codes, field
definitions, etc. Transactional databases devel oped by the contractor
shall be compatible with EPA software. The contractor shall provide
summari es of evidentiary information on the types of waste di sposed, the
generators and transporters of the wastes, the total volunme of each type
of waste, the quantity of each type of waste contributed by each
generator or transporter, and the ranking of each generator or
transporter as a function of the total quantity of hazardous wastes

di sposed;

° index docunments, collected under the task order or as provided by the
Agency, in a manner and format consistent and conpatible with the
Regi onal Superfund Record Center indexing format. Each docunent shal
be assigned a unique pre-numbered identification |abel supplied by EPA.
Only final versions of work products or deliverables shall be indexed
unl ess otherwi se specified in the task order

3. Anal ysis of PRP Search Information for Evidence of Liability

The contractor shall analyze and organize the information obtained
during the PRP search (Section Il. A. 2 above) in accordance with the rul es of
evidence (i.e., collection, chain of custody, credibility and adm ssibility),
CERCLA el ements of liability and applicable case |law. Specifically the
contractor shall

° propose classification of “persons” [as defined in CERCLA section |01
(e) (21)] identified during the research into appropriate PRP categories
for EPA consideration and approval based on CERCLA Section 107(a)

° provide information on the liability case against each PRP consistent
with the "evidence sheet"” format described in OSWER Directive 9834. 3- 2a.
The contractor shall prepare a PRP Profile Sheet for each PRP identified
during the course of the investigation. This PRP Profile Sheet shal
contain all liability and viability information obtained for that PRP
during the search;

o incorporate site sanpling data provided by EPA for purposes related to
proving a release of hazardous substances.

4. Devel opnent of Waste-in Lists and Volumetric Rankings from PRP
Sear ch I nformation

The contractor shall provide technical support to EPA in the areas of
chem cal processes, chem cal fate, and waste mpodelling to support EPA during
the PRP search and in the analysis and devel opment of waste-in information for
possi bl e rel ease with special notice under CERCLA Section 122(e)(1l). Specific
tasks shall include

° perform stoichionmetric cal cul ations, analyze material bal ances, and
interpret process engineering data about manufacturing processes
enpl oyed by PRP generators;

° conmpil e an accurate inventory of wastes that were generated at,
transported to, stored, or disposed of at a site by reviewing all waste
stream records, operating | ogbooks, and analytical reports in accordance
with the requirements identified at Section Il1.A.2 above;
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° formul ate standard unit conversion factors. Volumetric rankings for
rel ease with special notice under CERCLA Section 122(e)(1), shall be
consistent with the format described in OSWER Directive 9835. 16

L] after a waste-in list is developed, the contractor shall install a
wor ki ng copy of the waste-in list, with edit capability, either on a
local area network (LAN) or on a stand-alone, |BM conpatible persona
computer, specified in the task order

5. Cor porate Successor/ Parent Subsidiary Research
The contractor shall provide data to develop historica
informati on on conpanies or individuals identified by EPA as PRP' s

(electronically or otherwise). Specifically, the contractor shall:

° devel op historical information on conpanies and individuals as
identified in individual task orders;

° support the Agency when it is necessary to assemble a case involving
parent corporation-subsidiary liability issues;

° provi de appraisals of real and personal property;
6. I nvestigations

During the course of PRP searches, it is routinely necessary to obtain
and devel op information from parties not known at the outset of the search.
When conducting an investigation, the contractor shall

L] utilize rules of evidence (i.e., collection, chain of custody,
credibility and adm ssibility);

° comply with the scope, application and specific provisions of CERCLA
Section 104(e) relating to the investigative jurisdiction of EPA;

° identify and pursue investigative |eads, including tracing individuals
and businesses, locating assets and sources of information

° identify discrepancies in information and take appropriate actions to

substantiate di screpanci es;

° provi de testinony regarding PRP search activities conducted by the
contractor in support of EPA's CERCLA 104(e) enforcement actions;

° prepare lists of persons to be interviewed by the contractor, as well as
lists of persons to be interviewed by EPA personnel. Lists shall include
the name, title, and current or |ast known address and tel ephone nunber
for all persons named. The contractor shall prepare reports of
interviews for all interviews conducted containing a detailed summary of
information (including all opinions, coments and statenments, whether or
not erroneous) obtained. The contractor shall conduct recorded
interviews followi ng applicable | aws and regul ations, and transcribe the
recording of the interview, as indicated in the witten work assignnment
and provide audi o/ audi o-visual recordings of interviews.

7. Title Searches

The contractor shall conduct title searches and anal yze needed
informati on as foll ows:
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identify and obtain copies of relevant title docunments from approved
city, county, or state offices, or other recognized sources. Title
searches shall identify the current and past owners of properties
identified as hazardous waste sites as well as properties |ocated

adj acent to hazardous waste sites which fall within the jurisdiction of
t he EPA.

After receiving a description of the property, the contractor shal

performthe following tasks as part of the title search:

° review relevant title documents pertinent to the hazardous waste site
These relevant title docunments include deeds, mortgages, deeds of trust,
liens, |leases, right-of-way easements recorded and any other documents
whi ch establish an ownership or possessory interest in the property.
The contractor shall |ocate hazardous waste sites on county parcel maps
as well as review nmetes and bounds | egal descriptions to determ ne
whet her a parcel is part of a site

° analyze the contents of the documents |located, including |eases, for
informati on which will aid in identifying and issuing notice to owners
and operators, as defined in CERCLA Section 107(a);

° provi de copies of relevant title documents, either certified true copies
or regul ar photocopies;

° analyze title records and develop chain of title, title abstracts, or
|l essee informati on summari es;

° devel op an organizational chart or other graphic representation as part
of its deliverable to aid in representing the chain of title;

o provide prelimnary title reports establishing current ownership within
the time frame identified in the work assignment;

° prepare site parcel overlays on aerial photography if tasked; and

° conduct | essee/ operator searches.

8. Section 104(e) Information Request Letter and Notice Letter

Support

To support Section 104(e) Information Request Letter and Notice

Letter, the contractor shall performthe foll owi ng:

provi de adm nistrative and technical support for Section 104(e)
informati on request(s), general, and special notice letter mailing
processes. [For the purposes of this section "notice letters” refers to
both general and special notice letters as defined in CERCLA Section 122
(e) (2)]. This support shall include the preparation of routine

adm ni strative (non-decision making) type letters based on a nodel or
tenmpl ate provided by the Agency.

collect, compile, sunmarize and anal yse responses to the Section 104(e)
and notice letters and provide this information in PRP search reports.
PRP search reporting shall include concise sunmaries of the operationa
site history. PRP i nformation and lists shall be maintained in a formt
which all ows easy electronic transfer to EPA's CERCLIS 3 database.
Reports should summarize all inmportant information collected during both
the baseline PRP search and additional site-specific tasks. Reports
prepared by the contractor may be enforcement confidential and shall be
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subm tted only to EPA. The contractor shall, during the devel opment of
104(e) enforcement referrals to DOJ, conmpile, review and prepare
background sunmmaries supporting the referrals.

9. Expedited PRP Search Work

The contractor shall provide expedited support for all PRP search
activities when ordered, including records collection, title searches,
interviews, financial research, 104(e) preparation, notice letter preparation,
and corporate research and file evidence summary. Expedited PRP search support
shall only be provided under task orders that are specifically created for
this purpose. The contractor shall begin to mobilize the expedited PRP search
staff after receiving oral or witten notification. The contractor wil
usually receive two (2) days notification of the response required and nmust be
sufficiently mobilized to respond within that time period. Wthin five (5)
busi ness days of oral notification, the contractor shall receive a witten
task order confirmng the previous oral instructions. Occasionally, the
contractor may be asked to respond with |less than 2-day notification. For the
expedited PRP Search the contractor shall

° identify avail able personnel with Level C health and safety training (as
specified in OSHA 29CFR 1910. 120) and necessary equi pment in order to
respond on a contingency basis

o have in place adm nistrative and accounting procedures for expedited
task orders which shall be the same as those for any other ESS task
order. However, the contractor nmust expedite the application of those
procedures in order to ensure that performance is consistent with those
deadl i nes established. |In addition to the normal adm nistrative
procedures, the contractor shall maintain a site-specific |og on
expedited search tasks for review by the Agency (ie, health and safety
issues, information discovered/disposition, action taken)

B. NEGOTI ATI ON SUPPORT

The contractor shall provide technical assistance to the Agency by
provi ding data, for use by program personnel that will facilitate the
negoti ati on of issues under the followi ng contracts: renovals (emergency,
time critical and non-time critical); Remedial Investigation/Feasibility Study
(RI'/FS); Remedi al Design/Remedial Action (RD/RA); Long Term Renedi al Action
(LTRA); Operation and Mai ntenance (O&M) negoti ations; cost recovery;
negoti ati ons and claims defence as well as penalty proceedi ngs under Section
109, 325 of SARA. The contractor shall also provide case support for
liability and viability analyses and cost documentation support. The
contractor shall provide technical support to EPA during the devel opment of
EPA/ DOJ negotiating strategy and during EPA’'s negotiations with PRPs.

Addi tional information may be required fromthe contractor to supplement the
PRP search report. Typical assignments may include providing assistance to
t he Agency by:

° summari zing draft orders, including collecting and anal ysing
information;

° publication of public meeting notices, and preparing responses to
coments;

° collecting and devel oping information for the Agency’'s use in evaluating
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and preparing Prelim nary Non-Binding Allocations of Responsibility
(NBARs); and

° coordi nating natural resources damages aspects of settlements.
C. LI TI GATI ON SUPPORT
1. Overvi ew

The contractor shall assist in the devel opment of referrals pursuant to
CERCLA Sections 103, 104, 106, 107, 109 and 122, or SARA/Title Ill Sections
304, 311, 312, and 325, and shall assist in the preparation of litigation
reports, which docunent the site history (operational, corporate, cleanup, and
enforcement), establish the prima facie case, and serve as the recomended

basis for the EPA/ DQJ-prepared conmplaint. The contractor shall also assist in
the assembly of all documents which support the conplaint and all discovery
requests. Data col |l ecti on, management, review, and assessnment shall continue

until prima facie case is determ ned by the agency to be conplete and PRP
searches have been conpleted. The contractor shall assist in the assenbly of
all documents which support the referral, including EPA-PRP contacts, sanpling
data, records collected during the PRP search, and various |egal instrunents.
Contractor assistance may be required for the devel opment of prelim nary
non- bi nding all ocations of responsibility (NBARs), volumetric determ nation
lists, witness lists, and document management.

2. Expert W tness(es)/Expert Consultants (Experts)

The contractor shall secure qualified experts that possess the special
qualifications needed by the Agency for particular enforcement actions; and be
consi dered preeminent in their fields to support EPA actions in scientific,
technical and financial arenas.

The contractor shall, performa search for potential experts
havi ng knowl edge and experience in specific fields of the areas |listed above.
Al t hough “name sel ection" of a particular individual is allowed for CERCLA
actions [Section 109(e) of SARA permts "any executive agency (to) use
conmpetitive procedures or procedures other than conpetitive procedures to
procure the services of experts”], when several candi dates have been
identified by the screening criteria provided or simlar criteria, the
contractor will be expected to narrow the list to three to five candi dates for
final consideration. |In acconplishing this, the contractor shall secure and
eval uate the professional resume (including experience relating to hazardous
wastes as well as negotiation/litigation experience) from each candi date,
determ nes willingness and availability to serve, methods for procurenment and
the fee schedule covered in CO plan for candi dates receiving fina
consi deration.

The contractor shall provide EPA with appropriate résumes and
information as outlined in the proceedi ng paragraph, and when there is nore
than one final candidate, a matrix showing a basis for selection of a fina
candi date. The Contracting Officer will approve the final selection of an
expert.

The contractor shall certify that an expert’s credentials and
expertise in any résumé or other information provided to the contractor is
accurate.

Persons working for EPA or other governnmental agencies (federal, state
or local), may be avail able only under special request from EPA management at
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an appropriate |level. If a candidate from EPA or another government agency is
a possible final candidate for selection as an expert, the contractor shal
notify and coordinate with the primary contact of the expert before proceeding
with the assignment.

Scientific or technical experts shall performtasks related to their
area of expertise which may include:

o visiting the hazardous waste site and/or other |ocations pertinent to
the sitel/case;

o review of governnent, PRP and public comments and reports relevant to
the site/case and provide an evaluation either orally or in writing;

L] review of the literature for information relevant to the site/case;

° presentation of opinions and factual information in deposition of a
case;

° testifying as an expert witness providing witten or oral testinony in

Federal Court and/or adm nistrative hearings;

° perform ng property appraisals;
° providing | egal expertise to research corporate successor issues.
3. Service of Process and other Documents

The contractor shall provide delivery of various enforcement related
documents including information requests, notice letters, demand letters,
subpoenas, orders, summons, and conplaints on various parties. If needed, the
contractor shall provide overnight or same day delivery service. The
contractor shall be prepared to conplete an affidavit, or certificate of
service or other document to serve as evidence of service, in accordance with
Federal Rules of Civil procedure, local court rules, and other EPA procedures.

4. Filing of CERCLA Liens

The contractor shall assist in preparing notices of |iens against
property and develop lien records. This shall include assisting EPA in
determ ning the correct |egal description of the property EPA proposes to
lien, and filing the lien for recording in the appropriate jurisdiction in
conmpliance with the particular rules of that jurisdiction. The contractor
shall furnish EPA with evidence that the lien has been recorded including a
certified copy of the recorded lien. The contractor shall also track sites
whi ch have EPA liens filed and when appropriate, assist EPA in the renmoval of
i ens.

5. Al ternative Di spute Resolution (ADR) Support

The contractor shall identify qualified individuals to serve as
Al ternative Di sputes Resolution (ADR) professionals for conducting case
eval uations and the conduct of any ADR process, including but not limted to,
convening, facilitation, mediation, allocation and stakehol der invol vement
processes.

As initiated by a task order, the contractor shall provide a list of 3-5
firms or individuals for consideration. ADR professionals must nmeet the
general qualification requirements. Additionally, the contractor shall
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include a detailed resume of the suggested firms or individuals, and a |list of
2-4 references with addresses and phone numbers.

As appropriate for each task order, the contractor shall provide cost
rates for all proposed personnel, including clerical, adm nistrative staff and
ADR pr of essi onal s.

The project officer and case team shall review the |list of qualified ADR
professionals with the parties to the dispute, as appropriate. The contracting
officer will notify the contractor of which ADR professional is acceptable to
the case team and the parties. As required by the case team and the parties
in the selection of an appropriate ADR professional, interviews my be
required with professionals selected fromthe list of qualified ADR
professionals. Since selection is at the discretion of the parties, if none
of the recommended sources are consi dered acceptable, the contractor may be
required to generate a second or third |ist.

Lists of Tasks Assigned to ADR Professionals:

o Case Eval uation for ADR

° Conveni ng of a Case

° Conducting an ADR Process

° Conducting a Stakehol der or Community |nvolvement Process
6. Eval uati on of Cost Information
In preparation of litigation referrals and during ensuing

di scovery/litigation, the contractor shall assist EPA in the conpilation of
cost packages which docunent costs incurred for a particular site. The
contractor shall conduct periodic reviews of the cost packages to identify and
correct errors (i.e., costs incorrectly charged to a site). During litigation
or settlement discussions, the contractor shall support EPA in maintaining an
accurate estimate of its continuing expenses. The contractor shall assist EPA
in reconciling cost updates from EPA's current cost docunmentati on packages

i ncluding, but not limted to, I ntegrated Financial Management System (I FMS)
and Management Accounting Reports System (MARS)) reports. The contractor shal
assist EPA in reconciling new cost docunmentation packages to original cost
packages. During this reconciliation, the contractor shall consult with
menbers of the negotiation/litigation team For specific instructions see
Section Il. D. Cost Recovery Support.

7. Deed Restrictions
The contractor shall provide assistance in the preparation and filing of
deed restrictions pursuant to CERCLA and state | aws. This shall include

revi ewi ng documentation to determ ne the correct |egal description of the

subj ect property, recording the deed restriction in the appropriate
jurisdiction in conpliance with the particular rules of that jurisdiction, and
moni toring PRP conpliance with the deed restriction. The contractor shall be
prepared to furnish evidence that the deed restriction has been recorded

i ncluding furnishing a certified copy of the recorded deed restriction
docunent .

D. COST RECOVERY SUPPORT

The contractor shall provide support to EPA in collecting and securing
evidence in order to aid in cost recovery efforts. Tasks may include
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assisting in preparation of cost documentation packages; developing litigation
cases for the purpose of establishing liability as described in previous
Sections; and assenbling documentation supporting response decisions. The
contractor shall also provide support in defense of claims, such as those for
rei mbursement under CERCLA and any other applicable environnmental statutes as
appropriate (e.g., Resource Conservation and Recovery Act (RCRA), Clean Water
Act, Clean Air Act and Toxic Substances Control Act). This assistance will be
in support of preparation by EPA for civil and adm nistrative settlements
including pre-trial and auxiliary services, leading to fornmal
negoti ati ons/ meetings with private parties, and tri al

The contractor shall provide support for data analysis of government
furni shed documentation (e.g., be capable of providing support for data
analysis of the overall cost recovery program). Governnment-furnished
document ati on may include a description of work performed, site-specific cost

summari es, tracking of oversight costs, billings and payments received
statute of limtations, and status of past removals and remedi al actions. EPA
will generally provide access to docunents needed in the performance of these

activities. Where EPA is unable to provide site-specific cost information, the
contractor may be tasked to obtain site-specific cost information from firms
whose contracts with EPA have expired

The contractor may be required to performthe follow ng cost recovery support
t asks:

° collect and sunmarize all avail able cost docunentation in support of
Superfund costs incurred, using existing cost documentation systens;

° performa review of cost documentation based upon EPA gui dance
Superfund Cost Recovery Referrals, September 6, 1983, OSWER Directive
No. 9832.0; Superfund Cost Recovery Strategy, July 29, 1988, OSWER
Directive No. 9832.13.; and Superfund Renmoval Procedures (Revision No
3), February 1988, OSWER Directive No. 9360.0-03B. , inclusive of the
followi ng tasks:

- Producing a docunent trail to establish proof of costs incurred
using existing systenms and other docunmentation guidance;

- Ensuring that the cost document conpilation is conplete

- Providing assistance in devel oping proof to support allocation
of non-site specific charges on a site specific basis;

- Accunul ating and verifying all costs incurred in connection
with a site or sites by reconciling all supporting documentation
with data in Agency financial and documentation systens;

- Review all cost docunentation or accounting procedures and
identify to the Agency deficiencies and/or potential sources of
chal | enge.

° produce and maintain an organi zed cost package or cost docunent file
that includes cost summaries for each cost element claimed together with
organi zed supporting docunmentation

° review and anal yze audits or technical reports (e.g., GAO audits, grant
agreements, etc.) for relevance to cost clainms and assist EPA in
preparing any defenses that may affect a cost claim
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° provi de admi nistrative assistance to the Agency by conmpiling work
performed documents to support cost recovery actions including
document ati on that describe the site-specific response actions taken
e.g. contractual, cooperative agreenments, and interagency agreenent
documents that describe response actions taken; progress reports and
final reports by EPA officials; and docunments by contractors, state
officials, and from other federal agencies or groups of individuals to
EPA officials that describe the inmplementation of the response action

° provi de adm nistrative assistance to the Agency by coll ating,
organi zing, storing, maintaining and refiling the above information;
° provi de adm nistrative assistance to the Agency to copy, organize,

summari ze, maintain and track evidentiary materials which are stored in
a non-site specific manner to facilitate liability review and connecti on
determ nati ons.

E. MANAGEMENT SUPPORT
1. General Records Managenent (pertaining to evidence records)

The Contractor shall electronically organize and control case document files
and summari ze case-specific information contained in the documents. The system
shoul d be conmpatible with and build upon earlier described evidence tracking
and transactional data bases, so that information in those data bases may be
| oaded directly into this system Any system proposed by a contractor must
provide an efficient way of |locating and retrieving docunents by keyword,

subj ect, author, or date; a docunment control systemto assure that docunents
are not | ost or m splaced; and a means for assuring timely
response to discovery orders and to voluntary

document exchanges. The contractor may be required to performthe follow ng
general records managenment support tasks:

° identify and devel op screening criteria, key word indices, and coding
strategi es and procedures;

° perform all operations to create and maintain data bases and to conduct
searches of the data bases;

° prepare and execute plans for transitioning custody of those records
meeting EPA criteria for records custody to EPA or to an EPA-designated
recipient (1) before this contract expires, or (2) when a centrally
|l ocated records center is established

2. Case/ Proj ect Analysis

The Contractor shall collect data for a case, identifying al
invol ved parties, issues, status and timetables. As a mininum all party

identification nust be substantiated with supporting docunments, including but
not limted to title documents, deeds, manifests, bills of |ading, or
depositions. Corroborating evidence pertaining to party identification shall
be organized in a rational manner, which will be specified within the task
order SOW The contractor shall make issue statements concerning the
presence or absence of document discrepancies. The contractor shall describe
document conpl eteness and authentication issues, docunents will not be
presented without source identification. The contractor may be called upon
to review docunents that are dirty, noldy, or otherw se unpleasant, including

contam nated with hazardous substances. The contractor shall have a safety
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plan to ensure that these types of documents can be reviewed by their staff
and under appropriate conditions. Refusal to store, review, and analyse
documents that fall under one or more of these descriptors is unacceptable
Case/ Proj ect analysis may include

documenting information required to support the case as indicated by
EPA's evidentiary needs, output implications of those needs, and types
of documents, and types of information to be extracted. All party
identification nust be substantiated with supporting document.

sunmmari zation of data in a table format to be furnished both on paper
and el ectronically. Contractor shall clearly identify fact from
conjecture in its presentation of conclusions. | ssues arising from
document discrepancies shall also be clearly identified at the party

| evel . Interim progress reports for title searches and PRP searches may
be required. Analysis reports and summary reports shall be delivered
wi thin specified deadlines. Docunments thenmselves, as well as extracted
dat a, may be required in more than one media format, to be determ ned
on a case specific basis. Documents shall be nunmbered according to the
specified format on a case by case basis, and reports shall reference
document nunbers enpl oyed

based on EPA identification on a case by case basis, identify the range
of sources to explore for document retrieval. For each document
source, the contractor shall identify the |location, volume, condition
custodi an (nanme, title, agency, address, and phone nunber), and access
constraints.

3. Dat abase Desi gn

The Contractor shall provide Database Design support to identify and resolve
questions which arise during the analysis of database requirenments to include

descri be and devel op output and system requirements; research and
document regul atory and statutory authorities, where appropriate
and/ or avail abl e;

develop criteria, forms, and procedures for executing the action plan
for each maj or operational function (e.g., screening, filmng
scanni ng/ i magi ng, document coding, data conversion, | oading
retrieval, document center and trial support center);

devel op a dat abase design for capturing data and information related to

Enf or cenment Activities (e.g., Cost Recovery, Litigation Support,
DOJ Referrals, Docunent Col | ecti ons, Adm ni strative Records, etc.).
Dat abases will conform to Agency standards as outlined in the EPA

I nformati on Technol ogy Architecture Roadmap, Office of Information
Resources Management (O RM) Policy Manual, EPA Information Systens
Gui dance and Agency SOPs.

4. Oper ati ons

The Contractor shall provide the foll owi ng Operations support:

provi de recommendati ons or comments regarding responsiveness, privilege
and confidentiality, after screening documents previously designated
by EPA;

preparing docunments: disassembly, binding identification, start/stop
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identification, re-assembly, preparation of phase | abels;

° obt ai ni ng (but not purchasing) and reproducing documents to provide to
ot her parties;

o hand nunbering documents (Bates stamp or | abel);

o phot ocopying (in addition to or in place of film ng; on-demand copyi ng
of documents) and other reproduction (see contract “Printing” clause);

o storing and circulating film and paper copies;

o reorgani zi ng docunents as needed to identify duplicates, replicate
agi ng/ damaged docunents, organize records into Agency file standards,
etc.;

° checking for duplicates (through screening or bibliographic catal oguing
or both) to obtain EPA approval for destruction of duplicate records
mat eri al ;

° codi ng key words;

° mai nt ai ni ng data base, update, and cl ean-up
5. Dat a Management

The contractor shall provide technical assistance to the Agency in
managi ng data collected in the course of CERCLA investigations and enforcement
activities. This data may include results of environmental nmeasurenents,
characteristics of hazards, renedial action schedules, conpliance and
enforcement plans and acconplishments, corrective action costs, cost recovery
data, obligation rates and other financial information, applicable regul ations
and criteria, mailing lists and manifest files uncovered in a responsible
party search. Data management may involve data screening, formatting, input,
qual ity assurance of data, processing, and selective retrieval; preparation of
speci al displays; and providing and inmplementing a plan for a secure systemto
ensure the integrity of enforcement related records. Dat a managenment may
involve review of CERCLIS 3 (or other system reports to assist data quality
control of mi ssing or erroneous data

The principal sources of the data are:

- PRP searches;

Feasibility studies;
- Investigation reports; and

- Endanger ment assessnents and reports from states and EPA
regions regarding their activities.

The data can be used in the feasibility studies and review of the PRP's
pl ans. The contractor shall performall automatic data processing in
accordance with the EPA 2100 I nformation Resources Management Policy Manual
approval date 7/21/87; System Design and Devel opment Gui dance, dated June
1989; Operations and Maintenance Manual, dated April 1990; and_EPA System
Design and Devel opment Gui dance: Suppl enmental Guidance to Volume B; EPA/ ADP
Applications; and Guidance to Hardware/ Software Sel ection, dated August 1990.
The contractor shall develop printouts for EPA and DOJ during litigation
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The contractor’s conmputerized managenment information system (M S) shall
be compatible with CERCLIS 3 and ot her Agency systems supporting enforcement
pl anni ng, financial management and tracking activities as specified by the
Project Officer (PO). The format of work assignment reports will be stipulated
in the Wbrk Assignnent.

6. Qual ity Assurance Suppl ements

The contractor shall inplenment a quality assurance program adequate to
ensure that docunents/deliverables/work are of a quality suitable for their
intended purpose. The docunments (both for program and project purposes) shal
be compl ete, accurate, and delivered on tine.

Conmpl ete means: All work products, documents, or other deliverables
which are required by statute, regulation, guidance, or terms of the task
order are submitted by the contractor, or an exception granted by the Project
Of ficer upon satisfactory showi ng of good cause

Accurate means: The content of all work products, documents, or other
del i verabl es submitted have been determ ned by the contractor to be true, to
the best of the contractor's know edge and belief, or to be true and correct
original or photocopies of relevant documents whose contents cannot be
verified by the contractor but which are nevertheless inmportant to the Agency.

Delivered on time means: All work products, docunments, or other
del i verabl es are placed in the custody or control of the designated Task Order
Manager on or before the date agreed upon in the task order, unless an
extension is granted by the Task Order Manager after a satisfactory showi ng of
good cause.

Qual ity assurance shall be applied to all aspects of each project and
task order. This includes data management and project (task order) managenent.
At all times under this contract, the contractor shall utilize methods that
ensure that work is performed in a manner that mnimzes the need for interna
revi sion and rework by using resources and personnel that are at an
appropriate level of experience and ability. Internal review should be
performed before delivery of documents and deliverables to EPA. This review
shoul d involve personnel that are experienced in the type of activity but not
ot herwi se involved in the specific project, as well as personnel (other than
t he docunment authors) who are famliar with the specific aspects of the
project that are the subject of the docunent.

Wth respect to data management, the contractor's quality assurance
program suppl ements nust be approved by EPA, within 7 days after receipt,
assuring a known quality of performance and conpliance with applicable
policies and procedures by all personnel. A quality assurance program nmust be
written to include both auditing and corrective action. The program must

descri be how all deliverables generated will be assessed for accuracy,

preci sion, and conpl eteness. Auditors shall report directly to the
contractor's corporate management, which will then be expected to bring the
resources of the firmto bear on the solution of any problens uncovered. The
program wi Il cover all other tasks, including routine health and safety
screening. The contractor shall include the quality assurance program as part

of the proposal

F. DELI VERABLES

The contractor shall furnish nonthly, 3 copies of both a technical progress
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report and a financial progress report (2 to the PO and 1 to the CO). Reports
are due NLT the 20'" cal endar day of each nonth following the first complete
mont h of contract performance.

Technical Progress Report - Report shall address each active task order

i ndi vidually, provide a general outline of efforts expended, state percentage
of work conpleted during the reporting period, and relate it to the overal
effort. Specific discussions shall include any difficulties encountered and
actions taken during the reporting period. It shall also include an outline
of anticipated activity, manpower requirements, and an estinmate of progress to
be made during the next reporting period. I n addition, any anticipated
changes in personnel and a conparison of the work acconplished to that
specified in the SOW shall be included

Financial Progress Report - Report shall provide the percentage or status of
wor k conpl eted, number of hours expended, |abor rate applied, and total dollar
amount expended to date for each worker in all |abor categories utilized
specifically for each task order during the reorting period. Also, contractor
shall provide cunul ative number of hours and dollar amounts expended to date
and esti mates of hours still required to conplete performance for each task
order. A graph shall be included which uses a vertical axis for dollars and a
hori zontal axis for expenditures against the total estinmated cost of the task
order.

In addition to the monthly technical and financial reports, the foll owi ng
deliverables are required under this contract and shall be provided to the
Project Officer

Conflict of Interest Review (for each task order)

Confidentiality Agreenments (for each enployee under this contract)
Background Check (for each enployee using EPA conputers)
Notification of Delivery (for each cost package)

Notification of Delivery (for each litigation package)

Cost Estimate for each PRP/Title Search Deliverable

Notification of Delivery (for each PRP/Title Search Deliverable)
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