ATTACHMENT 1 – Process Flows
NOTE:  Below listed Process Flows are current processes.  Process Flows are subject to change as work processes progress and new technology systems are utilized.  Such changes shall not result in any additional charge(s) to the Government. 
1a. Work Processing Group
Work Processing Group process flow (IRS employee and/or contractor) is outlined in below flow charts titled:

1.  “Pre-Screen Adjudication Process Flow (IRS Employees)

1.  “Pre-Screen Adjudication Process Flow (Contractors)” 
2.  “Post-Investigation Adjudication Process Flow.”

1b. Pre-screen Adjudication Group
Pre-Screen Adjudication Process – Flow (IRS employees)
Below diagram shows the end-to-end process flow to be used in the Pre-Screen Adjudication Group on IRS employees   Processes to be used by HCO Personnel prior to PS&I receiving employee-cases and after PS&I provides HCO with a pre-screen suitability determination. Specific process details may change as process and procedural refinements are undertaken.   

Pre-Screen Adjudication Process Flow – IRS Employees


[image: image10.emf]Adjudication Recommended Process Flow

C

O

T

R

/

L

R

/

N

S

P

C

O

T

R

/

L

R

/

N

S

P

O

f

f

i

c

e

 

o

f

P

e

r

s

o

n

n

e

l

 

M

a

n

a

g

e

m

e

n

t

O

f

f

i

c

e

 

o

f

P

e

r

s

o

n

n

e

l

 

M

a

n

a

g

e

m

e

n

t

C

e

n

t

r

a

l

i

z

e

d

 

A

d

j

u

d

i

c

a

t

i

o

n

G

r

o

u

p

C

e

n

t

r

a

l

i

z

e

d

 

A

d

j

u

d

i

c

a

t

i

o

n

G

r

o

u

p

W

o

r

k

 

P

r

o

c

e

s

s

 

G

r

o

u

p

W

o

r

k

 

P

r

o

c

e

s

s

 

G

r

o

u

p

S

u

b

j

e

c

t

S

u

b

j

e

c

t

Yes

Assign 

Seriousness 

Levels to each 

identified issue

Prepare a suitability 

worksheet with a 

list of present 

issues in the case

Review and 

Identify 

Derogatory 

Issues

Non Issue 

Case?

WPG closes 

out the case 

and updates IT 

system

WPG sorts 

received cases 

and scans 

case 

documents

Process End

If case is a contractor or clearance

COTR or NSP is notified of the results.

Yes

No

No,  C&D

 Issues

Close case 

immediately 

and update IT 

system

A or B only?

Process End

CAG closes case 

within IT system 

and publishes 

results in 

ALERTS with 

rationale

Send OPM 

case number 

reference

Yes

Yes

Yes

OPM informs PS&I 

of assumed 

jurisdiction, 

Request IRS POC 

information

Assume 

jurisdiction?

OPM offers  a 

decision letter to 

POC and CAG 

based on the 

results

OPM sends 

results back to 

CAG

No

Letter of 

proposed 

removal 

forwarded to 

POC and CAG

No

OPM conducts 

a further 

investigation

Process End

Favorable 

correspondence 

to Subject

Employee 

Undisclosed?

Case is closed 

within IT 

system

OPM 

Investigation

Case arrives 

at WPG from 

OPM

Re-open 

Case?

Coordinate 

OPM 

recommended 

action with LR 

POC

No

CAG reviews 

case and 

makes 

adjudicative 

determination

Negative 

determination 

warranted?

Prepare 

proposed 

removal/

revocation 

letter for 

issuance to 

POC 

Request IRS 

POC 

information

Yes

CAG offers a 

decision letter to 

POC based on 

the results

Subject 

is 

offered 

due 

process

Subject 

has the 

option for 

a possible 

MSPB 

appeal

2

nd

 review, 

concur 

decision?

Yes

No

Supervisor 

warrant 

negative? 

Yes

WPG sends 

case file to 

CAG

If case is a contractor or 

clearance COTR or NSP is 

notified of the results.

No

No

- OPM may request additional information

- Subject may request an appeal process at this time

Depending on case type , 

LR, NSP, COTR are 

notified that a revocation 

proposal has been 

initiated

Employee?

Close case 

in IT system

CAG makes a 

final 

adjudication 

decision

Yes

No

COTR is 

notified by 

letter of 

adjudication 

decision

Favorable 

correspondence 

to Subject

Favorable or 

unfavorable  

correspondence 

to Subject

- PIV process may potentially impact time at this point

Coverage 

met?

Yes

No

OPM re-opens 

the case and 

conducts leads

No

Case is sent 

back to OPM 

for further 

investigation

Notify LR of 

appropriate 

action,  and 

ensure action 

occurs

If the case is a clearance, 

NSP is notified of the 

results.



Pre-Screen Adjudication Process Flow (Contractors)

Below diagram shows the end-to-end process flow by Pre-screen Adjudication Group on Contractors.  Specific process details may change as process and procedural refinements are undertaken.   

Pre-Screen Adjudication Process Flow – Contractors
[image: image2.emf]Recommended Pre-Screen Process
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1c. Post-investigation Adjudication Group

The below diagram shows the end-to-end process flow for the Post-Investigation Adjudication Group.  Specific process details may change as process and procedural refinements are undertaken.   

Post-Investigation Adjudication Process Flow

[image: image1.emf]HCO On-Board Process
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ATTACHMENT 2 – REFERENCE DOCUMENTS

The following documents are hereby incorporated into the Statement of Work (SOW):


1. Code of Federal Regulations, Title 5 Administrative Personnel, PART 315 Career and Career-Conditional Employment
2. Code of Federal Regulations, Title 5 Administrative Personnel, PART 731 Suitability
3. Code of Federal Regulations, Title 5 Administrative Personnel, PART 732 National Security Positions
4. Executive Order 10450, Security Requirements for Government Employment
5. Federal Acquisition Regulation 

6. Office of Personnel Management Federal Investigation Notices, 07-06, 07-07, and 07-08  Investigation Reimbursable Rates for FY08
7. United States Code, Privacy Act of 1974, 5 U.S.C. § 552a


8. Selective Service Registration


9. Federal Travel Regulations
10. Adjudication Desk Reference


11. Investigative, Adjudicative and Quality Standards and Practices for WPG, PSAG and PIAG

12. Quality Control Plan for PSI 

[image: image3.emf]QCP for PSI.doc


The following documents are hereby referenced as reading material, but not referenced in the SOW:


1. Internal Revenue Manual 1.16.1  Physical Security
2. Internal Revenue Manual 1.16.4   Overview of ID Media


3. Internal Revenue Manual 1.16.5   Identification Card

4. Internal Revenue Manual 1.16.12   Facility and Property Protection
5. Internal Revenue Manual 1.16.13   Information Protection
6. Internal Revenue Manual 10.23.1 Personnel Security and Investigations
7. Internal Revenue Manual 10.23.2 Contractor Investigations
8. Internal Revenue Manual 10.8.1 Policy and Guidance
10.8.1 CONT. 1
10.8.1 CONT. 2
9. Internal Revenue Manual 10.8.2 Information Technology (IT) Security Roles and Responsibilities
10. Internal Revenue Manual 10.8.26  Information Technology (IT) Security - Laptop Computer Security Policy
11. Internal Revenue Manual 10.8.27 Internal Revenue Service Policy On Limited Personal Use Of Government Information Technology Resources

12. Adjudicative Desk Reference
The following are hereby listed as reference material to be made available after contract award:

1. Instructions for completing background investigations on contractor staff.

2. List of Homeland Security Presidential Directive 12 registrars for fingerprints. 

3. Electronic links to or copies of statutes, regulations, policies, strategies, plans, and concepts of operations
4. Desk procedure handbooks and training materials 


5. Department of the Treasury Security Manual, TD P 15-71


6. Operation R.E.D. (Review, Encrypt, Decide) Guidance (pertains to IRS procedures for protection of PII)

ATTACHMENT 3 – TASK ORDER REQUEST FOR QUOTE

1. Task Order Number:

2. Date of Request:

3. Description of Requirement:

4. Project Deadline or Detailed Project Schedule:

5. Deliverables:
6. Place of Performance:
7. Due Date for Contractor Solution:

Requested by:

______________________________


_______________

Name of COTR





Date

ATTACHMENT 4 – DEFINITIONS AND ACRONYMNS

	Acronym
	Definition/Acronym Title
	Definitions

	
	Adjudication

	An examination of a person’s character and/or conduct over time, resulting in a favorable or unfavorable determination.

	
	Case Control/Files

	Most pending investigations are maintained in folders in case number order. (Note: Some investigations are folder-less until hardcopy reports are received and folders are then prepared.) Investigative results may be returned electronically or in hardcopy.  Hardcopy results must be scanned to ensure they are attached to the subject’s case in ABIS, and filed if appropriate. If additional names or discrepant identifiers are developed, cases are referred to technicians for appropriate action. All case movement between branches/sections is tracked by updating the ABIS investigative record with the organization/date of move.

	
	Close Complete

	A case is to be closed complete when all items are completed, either initially or after the Closed Pending process.

	
	Deficient Cases
	Cases that do not meet PS&I standards for that case type in such areas as issue resolution, coverage, and reporting requirements will require additional work.

	
	Notice of Proposed Action

	The written notification outlining the specific and detailed reasons for an individual’s proposed ineligibility, the individual’s rights, and other information.

	
	Post Adjudication Closing Processes 
	Once an investigation is closed, subsequent information such as reports of Agency Adjudication, Post Appointment Arrests, and straggler reports may be received, reviewed, updated on ABIS and/or mailed as is appropriate for each. File release requests from other federal agencies must also be processed.

	
	Reopens

	A “reopen” investigation is a case that is reopened after it has been closed. Investigations may be reopened within one year of the closing date, upon agency request, for additional investigation to resolve issues, or to reopen a previously discontinued investigation in the last 4 months. The PS&I may request that a case be reopened based on PS&I quality oversight/agency quality concern reflecting inadequacies and/or deficiencies in the investigation.

	
	Suitability

	A person’s identifiable character traits and past conduct, leading to a determination of fitness and eligibility to work in, or conduct the responsibilities of, a Federal position with appropriate integrity, efficiency, and effectiveness.

	
	Unfavorable Adjudication Determination
	The final determination that results in adverse action relative to a person’s employment suitability, retention in a sensitive or public trust position, access to National Security information, materials, or areas, or incumbency in a sensitive position.

	ABIS
	Automated Background Investigations System
	

	ALERTS
	Automated Labor and Employee Relations Tracking System 
	

	ARSI
	Automatic Reimbursable Suitability Investigations 


	A type of special agreement between agencies and OPM where field investigators conduct in person law and/or court checks in order to obtain dispositions on FBI records. 

	AWSS
	Agency Wide Shared Services
	

	BI
	Background Investigation 


	Type of investigation conducted for High Risk Public Trust positions or other positions not covered by Executive Order 12968, such as positions designated Critical-Sensitive under Executive Order 10450. 

	BPA
	Blanket Purchase Agreement
	

	CFR
	Code of Federal Regulations
	

	COTR
	Contracting Officer's Technical Representative
	

	DoD
	Department of Defense
	

	DHS
	Department of Homeland Security
	

	E.O.
	Executive Order
	

	e-QIP
	Electronic Questionnaires for Investigations Processing
	

	FAR
	Federal Acquisition Regulation
	

	FBI
	Federal Bureau of Investigation
	

	FBIF
	Federal Bureau of Investigations, Fingerprint Results
	

	FIN
	Federal Investigation Notices
	

	FOIA
	Freedom of Information Act
	

	FY
	Fiscal Year
	

	GSA
	General Services Administration
	

	HCO
	Human Capital Office
	

	ID
	Identification 
	

	IRS
	Internal Revenue Service
	

	IT
	Information Technology
	

	KY
	Kentucky
	

	LBI
	Limited Background Investigation

	Type of investigation conducted for Moderate Risk Public Trust or Non-critical Sensitive positions, or other positions. 

	LOE
	Level of Effort
	

	MAS
	Multiple Award Schedule
	

	MD
	Maryland
	

	NAC
	National Agency Check (NAC)
	A type of investigation conducted which consists of national record repository checks and is a subset of all investigations. 

	NACI
	National Agency Check with Written Inquiries 

	Type of investigation used as the minimum investigation required for basic suitability for Federal Employment and low risk positions. NACI's are requesting using the SF85 for non-sensitive positions, the SF85P for Public Trust positions, and SF86 for sensitive positions not requiring access to classified information. 

	NBIC
	National Background Investigations Center
	

	OPM
	Office of Personnel Management
	

	PIAG
	Post-Investigation Adjudication Group
	

	PII
	Personally Identifiable Information
	

	PIPS
	Personnel Investigations Processing
System
	

	PS&I
	Personnel Security and Investigations
	

	PSAG
	Pre-Screen Adjudication Group
	

	ROIs
	Reports of  Investigation
	

	SF 85
	Standard Form 85, Questionnaire for Non-Sensitive Positions
	

	SF 85P
	Standard Form 85P, Questionnaire for Public Trust Positions
	

	SF 86
	Standard Form 86, Questionnaire for National Security Positions
	

	SII
	Security of Investigations Index
	

	SOW
	Statement of Work
	

	SPINs
	Scheduling Special Interviews
	

	SSBI
	Single Scope Background Investigation 

	Type of investigation conducted to meet investigation requirements established by Executive Order 12968 for positions requiring access to Top Secret and Sensitive Compartmented Information and for 'Q' access authorization and for High Risk Public Trust positions. 

	USCIS 
	U.S. Citizenship and Immigration Services 
	

	W&I
	Wage and Investment
	

	WPG
	Work Processing Group
	


ATTACHMENT 5 – WORKLOAD PROJECTIONS

All figures listed in Attachment 5 are estimated quantities based on historical data and projected potential future work and are not to be interpreted as potential or guaranteed work on this contract or dates that work may be available.

Staffing Rationale

PS&I’s workload is historically characterized by two distinct seasons, or periods.  The first, referred to in this attachment as “steady state”, takes place from approximately May through early October.   The second season, referred to as “peak” is encountered during October through the end of April the next year.  Peak season is largely driven by business unit hiring to support initiatives, especially seasonal hiring by the Wage and Investment (W&I) business unit.  Note that the analysis below does not separate “initiative” hires, such as revenue officers or revenue agents, as these are already included in the annual workload totals.  The process design recommendation assumes that PS&I will leverage contractor support to help maintain staffing flexibility, and adjust the utilization of contractors and government staff accordingly over time if trends emerge.

Steady and Peak Seasons

Annually, the Human Capital Office (HCO) receives a forecast for hiring goals from business units throughout the fiscal year, starting with W&I forecasts in late September.  The hiring goals project the number of hires needed at each campus for the upcoming tax filing season.  The table below illustrates the number of investigations that were performed by Office of Personnel Management (OPM) as a result of the hiring surge in the 2007 tax filing season.  With Personnel Security and Investigations (PS&I) assuming the central adjudication function, adjudicative decisions for additional cases as a result of the tax filing season would be processed by PS&I during the “peak” season.  The projected surge workload, based on historical trends and hiring goals for 2008 provided by HCO, are also listed below.  The table also breaks down average monthly case volume for these cases during the six month “peak” timeframe.  

Estimated Pre-screen and Adjudications Workload 
	Estimated Pre-Screen and Adjudications Workload 

	Steady State  Workload

	
	2007
	2008
	2009
	2010

	Total Projected Cases (For Reference)
	23,113
	24,957
	25,719
	27,823

	Steady State Cases
	11,613
	12,307
	13,069
	13,908

	Monthly Load
	968
	1,026
	1,089
	1,159

	Pre-Screen (No Issues)^^^
	871
	923
	980
	1,043

	Pre-Screen (Eliminated)^^^^^
	78
	83
	88
	94

	Pre-Screen (Missed)
	18
	19
	21
	22

	Cases Requiring Final Adjudication ***
	889
	942
	1,001
	1,065

	Peak State  Workload

	Peak State Cases *
	11,500
	12,650
	12,650
	13,915

	Monthly load ^
	1,917
	2,108
	2,108
	2,319

	Adding in Steady Load
	2,884
	3,134
	3,197
	3,478

	Pre-Screen (No Issues) ^^
	2,596
	2,820
	2,878
	3,130

	Pre-Screen (Eliminated)^^^^
	234
	254
	259
	282

	Pre-Screen (Missed)
	55
	60
	61
	66

	Cases Requiring Final Adjudication **
	2,651
	2,880
	2,938
	3,196


Note: Due to rounding, numbers may not match calculations precisely.
I.  SURGE PROJECTIONS

A.  WORK PROCESSING SURGE PROJECTIONS

*FY 2007    = 11,500 cases 

*FY 2008    = 12,650

*FY 2009    = 12,650

*FY 2010    = 13,915

 @FY 2011 = 15,042

 @FY 2012 = 16,261

 @FY 2013 = 17,578

@FY 2011, 2012, 2013 projections calculated at 8.1% per year 

See **** below for how % increase was obtained
*Fiscal Year (FY)
This BPA may be used to support lock box case workload as Government staffing and workload demands, at the option of the Government.  Lockbox Workload totals approximately 40,000 fingerprint results per year.

A1.  Work Processing Group Projections

	FISCAL

YEAR
	Cases
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP

	2009
	12650
	1000
	1500
	3825
	3825
	1500
	1000
	
	
	
	
	
	

	2010
	13915
	1000
	1750
	4200
	4215
	1750
	1000
	
	
	
	
	
	

	2011
	15042
	1000
	2000
	4500
	4542
	2000
	1000
	
	
	
	
	
	

	2012
	16261
	1000
	2250
	4861
	4900
	2250
	1000
	
	
	
	
	
	

	2013
	17578
	1000
	2500
	5300
	5278
	2500
	1000
	
	
	
	
	
	


B. PRE-SCREEN SURGE PROJECTIONS 
B1.  PRE-SCREEN SURGE PROJECTIONS
	a.

FISCAL

YEAR
	b.

Monthly Surge

Pre-screen ^
	c.

Monthly 

Pre-screen 

No Issues 

(All Cases)^^
	d.

Monthly

Pre-screen

No Issues

(Non-Surge)^^^
	e.

Monthly 

Pre-screen

No Issues

Surge

(c – d)


	f.

Monthly

Pre-screen

Issues

(All Cases)^^^^
	g.

Monthly Pre-screen

Issues

(Non-Surge)^^^^^
	h.

Monthly

Pre-screen

Issues

Surge

(f – g)

	2007
	1971
	2596
	871
	1725
	234
	78
	156

	2008
	2108
	2820
	923
	1897
	254
	83
	171

	2009
	2108
	2878
	980
	1898
	259
	88
	171

	2010
	2319
	3130
	1043
	2087
	282
	94
	188

	2011
	2507
	3383@
	1127@
	2256
	305@
	102@
	203

	2012
	2710
	3658@
	1219@
	2439
	330@
	110@
	220

	2013
	2929
	3954@
	1318@
	2636
	356@
	119@
	237


@FY 2011, 2012, 2013 projections calculated at 8.1% per year 

See **** below for how % increase was obtained

B2.  PRE-SCREEN SURGE PROJECTIONS NOT REQUIRING DUE PROCESS (NO ISSUES)
	FISCAL

YEAR
	AVERAGE

PER MONTH
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP

	2009
	1898
	500 1500
	1000 2500
	1500

3000
	1500

3000
	1500

3000
	500

1500
	
	
	
	
	
	

	2010
	2087
	500

1500
	1000

2500
	2000

3250
	2000

3250
	1500

2500
	500

1500
	
	
	
	
	
	

	2011
	2256
	1000

2000
	2000

3000
	2500

3500
	2500

3500
	2000

3000
	1000

2000
	
	
	
	
	
	

	2012
	2439
	1000

2000
	2000

3000
	2500

3500
	2500

3500
	2000

3000
	1000

2000
	
	
	
	
	
	

	2013
	2636
	1500

2500
	2000

3000
	3000

4000
	3000

4000
	2000

3000
	1500

2500
	
	
	
	
	
	


B3.  PRE-SCREEN SURGE PROJECTIONS REQUIRING DUE PROCESS (ISSUES)
	FISCAL

YEAR
	AVERAGE PER MONTH
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP

	2009
	171
	50

150
	100

200
	150

250
	150

250
	100

200
	50

150
	
	
	
	
	
	

	2010
	188
	50

150
	100

200
	150

250
	150

250
	100

200
	50

150
	
	
	
	
	
	

	2011
	203
	50

150
	100

200
	150

250
	150

250
	100

200
	50

150
	
	
	
	
	
	

	2012
	220
	100

200
	150

250
	200

300
	200

300
	150

250
	100

200
	
	
	
	
	
	

	2013
	237
	100

200
	150

250
	200

300
	200

300
	150

250
	100

200
	
	
	
	
	
	


C.  FINAL ADJUDICATION SURGE PROJECTIONS

C1.  FINAL ADJUDICATION SURGE PROJECTIONS

	a.  

FISCAL YEAR
	b.  

TOTAL ADJUDICATIONS PER MONTH INCLUDING SURGE
	c.  ADJUD.PER MONTH 

NON-SURGE
	d.

ADJUD. 

PER MONTH SURGE ONLY

(b – c)
	e.

ADJUD.

REQUIRING DUE PROCESS

PER MONTH

SURGE ONLY

(d x 6.7%)
	f.

ADJUD. REQUIRING DUE PROCESS

PER MONTH

SURGE ONLY

(d x 13.2%)

	2007
	2651**
	889***
	1762
	118
	232

	2008
	2880**
	942***
	1938
	130
	256

	2009
	2938**
	1001***
	1937
	130
	256

	2010
	3196**
	1065***
	2131
	143
	281

	2011
	3455****
	1151
	2304
	154
	304

	2012
	3735
	1245
	2490
	167
	329

	2013
	4037
	1345
	2692
	180
	355


**** FY 2011, 2012, 2013 projections calculated: 

(FY 2010)3196 – (FY 2009) 2938 = 258/3196 = 8.1% increase per year
C2. FINAL ADJUDICATION SURGE PROJECTIONS
	FISCAL

YEAR
	RANGE PER MONTH
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP

	2009
	130 – 256
	
	130
	130
	200
	200
	256
	256
	
	
	
	
	

	2010
	143 – 281
	
	143
	143
	200
	200
	281
	281
	
	
	
	
	

	2011
	154 – 304
	
	154
	154
	200
	250
	304
	304
	
	
	
	
	

	2012
	167 – 329
	
	167
	167
	200
	250
	329
	329
	
	
	
	
	

	2013
	180 -  355
	
	180
	180
	200
	300
	355
	355
	
	
	
	
	


ATTACHMENT 6 – Sample Task Orders 

6a. Work Processing Group (WPG) SAMPLE TASK ORDER

Sample Task

Surge Work

Work Processing Group (WPG) 

1.0
Background

The Internal Revenue Service, (IRS), Agency-Wide Shared Services (AWSS), Personnel Security and Investigations (PS&I) Office is seeking assistance in performing work processing activities for background investigations on government employees and contract employees.      

Specifically, PS&I requires immediate support in processing 12,650 employee and contractor background investigations.  The IRS PS&I function is responsible for processing requests for background investigations for both government and contractor personnel. These functions include collecting and maintaining personal information, conducting investigations and performing adjudications, as well as managing related records.  

PSI currently uses two technology systems to support this process.  E-QIP (Electronic Questionnaires for Investigations Processing), the Government wide system used by most Federal agencies to facilitate application for background investigations and clearances, and an internally developed system to perform case management, Automated Background Investigation System (ABIS).  Users of e-QIP are able to request an employee or a contractor investigation, check the status of an existing investigation request, and download forms. Users of ABIS are able to perform investigation steps, update and check the status of such steps of the investigation, perform adjudicative processing steps to complete the investigation, and download forms and data relative to an investigation.
Attachment 1 contains flowcharts which depict the PS&I WPG processes for employee and contractor investigations. WPG personnel are responsible for initiating the pre-screen adjudication case preparation, including scanning and attaching documents into the e-QIP system and pre-screen adjudication checks.  WPG Personnel will also be responsible for initiating e-QIP invitations to applicants and post-investigation adjudication preparation by scanning completed investigations files into PS&I’s internal case management system (ABIS) for review and records retention.  
2.0
Objective

This project will provide support for surge work initiatives requiring 12,650 processings related to low risk investigations on tax filing season employees (12,000) and moderate risk investigations on other employees and/or contractors (650).    
3.0
Government Furnished Information 

IRS will provide the following information, access, and training:

· Shared office space, including utilities and mechanical maintenance, as provided under leases and service agreements in effect during this contract at the PS&I Florence, KY location.  The PS&I Florence, KY office is generally open 6:00am to 5:30pm, Monday through Friday, excluding Federal holidays.  The exact amount of space available for Contractor use will be determined based on the Contractor's staffing needs and the amount of available PS&I office space, 12 to 15 Contractor personnel.

· Contractor personnel will be issued identification badges and will be expected to travel within the local commuting area for issuance of the badge.  Contractor personnel will be expected to wear their assigned badge at all times while in IRS facilities.  Contractor personnel will be allowed to remove their assigned photo identification (ID) badge from the building; however, if the contractor employee separates, the Contractor will be required to ensure that the badge is returned to PS&I; within 3 calendar days of separation.

· Telephone service, office supplies, office furniture, document reproduction, facsimiles, printers, desktop or laptop computers, and software necessary to perform PS&I work at the aforementioned locale will be provided only to the extent needed to perform work assignments.  Any special needs equipment must be provided by the Contractor.  No government furnished products or property shall be removed from PS&I property without the consent of the Contracting Officer’s Technical Representative (COTR). 

· Preprinted forms, including case folders and other printed materials necessary for case processing.

· Relevant agency regulations, policies, and procedures.

· Electronic data linkage to databases determined by PS&I to be necessary to complete work under this contract.
· Limited on the job training for tasks specifically related to PS&I WPG work and support.

· Approximately four (4) hours of training for contractor employees on IRS information systems to facilitate data entry relative to investigation processing.  Training will be provided at the PS&I Florence, KY office on a mutually agreed upon date.

The Contractor shall provide a system of notifying PS&I when it needs more supplies as listed in this Task Order.  PS&I will maintain in good working order all property furnished under this contract.
4.0 
Requirements
The Contractor shall supply to PS&I, a team of onsite support personnel to provide WPG (clerical and administrative) support. 
4.1
Qualifications
The Contractor shall certify that all personnel that will perform work under this contract have the appropriate qualifications for their position.  By submitting the individual's name for consideration for work under this contract, the Contractor certifies that the individual's qualifications meet the contract requirements for that position. The Contractor shall maintain, for the life of the contract, a resume or a record of the individual's qualifications and make such information available for inspection by the COTR or COTR's designee upon request. PS&I may audit the contractor to verify that the individual's qualifications meet the contract requirements.

The following general qualifications are required for all personnel performing WPG tasks:   

· Experience in any administrative, professional, technical or investigative work;
· Experience in substantial and relevant secretarial, clerical, or other responsible work;
· Proficiency in entering data and maintaining records in the order specified (e.g. alphabetical, chronological, or numerical); 

· Have basic math skills;

· Ability to perform multiple complex administrative duties concurrently.   

4.2
 Duties

WPG Personnel will:

· Conduct pre-screen checks prior to adjudication (to include, but not limited to: Citizenship, Selective Service, Federal Tax Check, FBI Fingerprint (FBIF) Results/OPM Security Investigations Index (SII), Credit Check, Personnel Investigations Processing System (PIPS), Automated Labor and Employee Relations Tracking System (ALERTS), Investigation type; 
· Scan case documents, and attach to e-QIP, and case management system as needed; 

· Interface with customers during initial submission of paperwork; 

· Work with applicants, and/or points of contact (HCO, COTRs) on case prep issues (e.g., missing signature scans, missing documents, etc.); 

· Interface with PS&I personnel to close feedback loop around common root causes; 

· Receive, open, and sort mail; 

· Scan OPM closed/closed-pending cases; 

· Attach e-QIP/pre-screen adjudication materials; 

· Perform database lookups as needed;

· Handle/sort all incoming case information;
· Perform other similar duties as assigned.

Specific work requirements relative to WPG include, but are not limited to:

· Reviewing Reports of  Investigation (ROIs), Standard Form (SF) 85, SF 85P, and SF 86 (including attachments);

· Sending case messages and updating ABIS (or any other relevant information system database at the direction of  PS&I);

· Telephonic contact with PS&I field investigators, OPM, or other customers;

· Minor revisions to ROIs;

· Case closeout processing of both fieldwork and non-fieldwork type cases;

· Background investigation case upgrades/downgrades;

· Changing case requirements/service;

· Case suspension/discontinue processing;

· Deficient case processing;

· Notifying PS&I of serious issues developed;

· Re-opening cases suspended/discontinued plus any scheduling and review/close procedures that result in such re-openings;

· Making calls to check the status of investigations;

· Providing input regarding changes to operating manuals and instructions;

· Other clerical support and miscellaneous functions related to the aforementioned components of this contract (ex: photocopying, faxing, material assembly, etc.);

· Properly updating and correcting investigative data in ABIS or any other relevant information system/database at the direction of PS&I (at a minimum of 31 data elements per case); 
· Processing/reviewing all information/documentation obtained during the course of the background investigation process; 

· Re-opening items, processing discontinue/suspension requests and making recommendations to PS&I employees for verification, and receiving/processing derogatory issue notifications;

· Receiving verbal notification from PS&I or OPM field investigators regarding background investigation case matters and referring such information to appropriate PS&I personnel;

· Reviewing pending case files upon request from PS&I or OPM (such as in the case of, but not limited to, Freedom of Information Act (FOIA) requests by subject of investigation); 

· Processing case material received after a case is closed (e.g., stragglers); 

· Investigative file corrections per PS&I guidance;

· Preparing statistical reports for PS&I analysis;

· Responding to telephone or written inquiries on routine matters, pending case questions, and status requests;

· Providing clerical support including case control, closing, and mailing;

· Scheduling additional work as requested by PS&I as case evolves.

4.3        Investigation Processing to Support Tax Filing Season Surge Work (Low Risk                       Investigations) – Quantity and Work Schedule
	Date
	Cases

	10/1/08 – 10/15/08
	1000

	11/1/08 - 11/15/08
	2000

	12/1/08 – 12/15/08
	3000

	1/1/09 – 1/15/09
	3000

	2/1/09 – 2/15/09
	2000

	3/1/09 – 3/15/09
	1000


Work quantities in this sub-task may not exceed the 12,000 case totals unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.4
Investigation Processing to Support Employee/Contractor Hiring Surge (Moderate Risk Investigations) – Quantity and Work Schedule
	Date
	Cases

	10/1/08 – 10/15/08
	50

	11/1/08 – 11/15/08
	200

	12/1/08 – 12/15/08
	100

	1/1/09 – 1/15/09
	150

	2/1/09 – 2/15/09
	100

	3/1/09 – 3/15/09
	50


Work quantities in this sub-task may not exceed the 650 case totals unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.5
Work Quality
PS&I will monitor the quality, timeliness, productivity, and performance of all contract requirements through a random sample review of all types of cases, as well as the use of Contractor provided data, or any other method PS&I deems necessary. 

The review of a case will be considered deficient when a case is closed or closed pending that does not meet PS&I standards in Attachment 2.  PS&I will record these deficiencies in ABIS or other PS&I approved systems and notify the Contractor of deficiencies within two (2) business days.    

The Contractor shall maintain a Quality Control Plan to ensure that all products submitted to PS&I conform to contract requirements and investigative standards. The Contractor shall submit their Quality Control Plan as part of the Contractor's proposal


If the Contractor identifies a case that is determined to be deficient or inadequate and requiring correction in order to complete the investigation processing steps at hand, the Contractor shall notify PS&I identifying what needs to be corrected in order to complete the investigation processing.  The Contractor shall annotate such information in ABIS or other PS&I approved systems.  The Contractor shall be responsible for reopening items in ABIS or other PS&I approved systems when necessary and updating the appropriate database for tracking case deficiencies.  The Contractor shall refer all cases deemed deficient to PS&I for approval prior to requesting any rework.  Any deficiencies will be reviewed by PS&I.  PS&I will verify or refute the request and return it to the Contractor for the Contractor to handle through investigation processing closing. PS&I will not be billed by the Contractor for re-review of investigations with deficiencies.  
Investigations or portions of investigations PS&I determines to be deficient or requiring revisions at any time will be returned to the Contractor for corrective action. At no additional cost, the Contractor shall bring the work into compliance with applicable investigative and adjudicative standards, practices, and quality as defined by the standards in Attachment 2.  The accuracy rate will be determined by the total number of cases handled by the contractor during the rating period against the total number of cases determined to be deficient from random review identified during the rating period.  
	
	Measurement Method
	Quality
	Minimum Performance Standard
	Rating Period

	Work Processing Group Support
	Random Sample of all cases
	WPG support functions will be accurate based on PS&I standards specified in Attachment 2
	97%
	Monthly


4.6
Timeliness Requirements

PS&I will monitor the timeliness of the Contractor’s case closing as well as the other processes outlined below. The Contractor shall maintain timeliness throughout the life of the contract.

Activities will be measured from the time work is assigned to the Contractor until the time work is completed and accepted as completed by PS&I personnel.  If work does not meet PS&I review standards, the work will be returned to the Contractor for correction.  ABIS or other PS&I approved systems will then be updated appropriately to reflect such.

All WPG work must be satisfactorily completed by the contractor and accepted by PS&I within two (2) business days of receipt of such work by the Contractor.

All WPG work required by the Contractor after corrections (deficient or adequate with corrections) must be completed within one (1) business day of the Contractor being notified of such needed corrections.  
The Contractor shall process/complete all WPG case material (stragglers) received after the case has been closed within one (1) business day of receipt of such material.

The Contractor shall respond to telephone inquiries regarding the WPG items that they are working.  The Contractor shall respond to voice mail and e-mail messages regarding WPG items they are working.  The Contractor shall respond to inquiries/messages within one (1) business day of those inquiries/messages being made.  

The Contractor shall meet all aforementioned timeliness standards 95% of the time.  No timeliness standard shall exceed twice the aforementioned timeliness standards 100% of the time.  
	
	Measurement Method
	Minimum Performance Standard
	Rating Period

	Work Processing Group Support
	Random Sample of all cases
	2 business days
	Monthly


5.0
Incentives/Disincentives

The Government will apply incentives and disincentives under this task order, based on the Contractor's performance. If the Contractor significantly exceeds the quality and timeliness measures, a payment incentive will be applied. If the Contractor fails to meet any of the minimum quality or timeliness standards as set in Section 4.5 and 4.6, a disincentive will be applied.
The Government will apply incentives and disincentives under this task order as follows:

· Average Timeliness and Quality Incentives (measured monthly)

· Two (2) business day timeliness requirement for WPG work- For any month of service under this task order where the average WPG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is 1.5 days or less, the Government will apply a payment incentive of 5% of the associated monthly billing.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed WPG work is 99% or better for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring), the Government will apply a payment incentive of 5% of the associated monthly billing.  

· Average Timeliness and Quality Disincentives (measured monthly)

· Two (2) business day timeliness requirement for WPG work- For any month of service under this task order where the average WPG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is 2.5 days or more, the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly timeliness of three (3) days or more, a 10% penalty will apply.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed WPG work is 94% or less for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring), the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly service quality of 90% or less, a 10% payment reduction will be applied.    

6.0  
Tasks - Required product(s), due date(s), and specific acceptance criteria:
The Contractor shall address how it would perform each of these tasks.  The Contractor shall provide costs for tax filing season and employee/contractor hiring case qualities specified in Section 4.3 and 4.4 separately in their proposal.  

6.0.1 
Schedule and attend orientation briefing for PS&I


6.0.2 
Attend initial PS&I orientation

6.0.3 
Provide Information/Documentation to allow PS&I to conduct Contactor employee investigations

6.0.4 
Provide personnel to perform duties as described in Section 4


6.0.5 
Complete WPG activities as described in Sections 4


6.0.6 
Conduct conference calls/meetings with PS&I Task Managers to review task activities and status

6.0.7 
Provide Program Management Status Report as outlined in BPA


6.0.8 
Provide Pending Workload Report as outlined in BPA


6.0.9 
Provide Quality Control Report as outlined in BPA

6.0.10 
Provide Miscellaneous Reports as outlined in BPA

The Contractor may start tasks prior to the “Minimum Start” dates.  
	Task
	Minimum Start
	Minimum Delivery

	6.0.1
	A + 3
	A + 5

	6.0.2
	A + 3
	A + 5

	6.0.3
	A + 3
	A + 5

	6.0.4
	A + 3
	A + 5

	6.0.5
	Date Cases Provided + 1
	Date Cases Provided + 2

	6.0.6
	N/A
	Tuesday of each week

	6.0.7
	N/A
	Fifth day of each month for prior month

	6.0.8
	N/A
	Tuesday of each week for prior week

	6.0.9
	N/A
	Fifth day of each month for prior month

	6.0.10
	N/A
	As specified by PS&I


A=Task Order Award.  Unless specified, all timeframes are in business days.  

The Government acceptance criteria for documents developed under this work request are:

· Accuracy ‑ Deliverables shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity - Deliverables shall be clear and concise; engineering terms shall be used, as appropriate. All diagrams shall be easy to understand and relevant to the supporting narrative.

· Specifications Validity ‑ All deliverables must satisfy the requirements of the Government as specified herein. 

· File Editing ‑ All text and diagrammatic files shall be editable by the Government.

· Format - Deliverables shall be submitted in hard copy (where applicable) and electronically.   Hard copy formats shall follow IRS Directives and shall be consistent with other similar efforts.

· Timeliness ‑ Deliverables shall be submitted on or before the due date specified in this work request, or submitted in accordance with a later scheduled date determined by the Government Project Manager.
7.0
PRICING

The pricing structure for this Task Order will be awarded utilizing a Labor Hours (cost per hour for each labor category) structure.    
8.0
Performance Site(s)


PS&I facility, Florence, Kentucky
9.0
Due Date For Contractor Proposal:

ISSUANCE OF WORK REQUEST:
COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

COMPLETION OF WORK REQUEST:

COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

6b. Pre-screen Adjudication Group (PSAG) SAMPLE TASK ORDER

Sample Task
Surge Work 

Pre-Screen Adjudication Group (PSAG)
1.0 Background 
The Internal Revenue Service (IRS), Agency-Wide Shared Services (AWSS), Personnel Security and Investigations (PS&I) Office is seeking assistance in performing pre-screening for background investigations on government employees and contract employees.      

Specifically, PS&I requires immediate support in pre-screening 12,650 employees and contractor background investigations.  The IRS PS&I function is responsible for processing requests for background investigations for both government and contractor personnel. These functions include collecting and maintaining personal information, conducting investigations and performing adjudications, as well as managing related records.  

Attachment 1 contains flowcharts which depict the PS&I pre-screen processes for potential employees and contractors. PSAG provides a quick view of the various checks anticipated to be run on applicants depending on the risk level of the position for which they are applying or being re-evaluated.  These checks include, but are not be limited to: Citizenship; Selective Service; Tax Check; FBI Fingerprint (FBIF) Results/OPM Security Investigations Index (SII), Credit Check, Personnel Investigations Processing System (PIPS), Automated Labor and Employee Relations Tracking System (ALERTS), and Investigation type.  

PSI currently uses two technology systems to support this process.  E-QIP (Electronic Questionnaires for Investigations Processing), the Government wide system used by most Federal agencies to facilitate application for background investigations and clearances, and an internally developed system to perform case management, Automated Background Investigation System (ABIS).  Users of e-QIP are able to request an employee or a contractor investigation, check the status of an existing investigation request, and download forms. Users of ABIS are able to perform investigation steps, update and check the status of such steps of the investigation, perform adjudicative processing steps to complete the investigation, and download forms and data relative to an investigation.

2.0
Objective
This project will provide support for surge work initiatives requiring 12,650 pre-screenings related to low risk investigations on tax filing season employees (12,000) and moderate risk investigations on other employees and/or contractors (650).    

3.0
Government Furnished Information 
IRS will provide the following information, access, and training:

· Office space, including utilities and mechanical maintenance, as provided under leases and service agreements in effect during this contract at PS&I locales. The PS&I Florence, KY office and the PS&I New Carrollton/Lanham, MD office are generally open 6:00am to 5:30pm, Monday through Friday, excluding Federal holidays.  The exact amount of space available for Contractor use will be determined based on the Contractor's staffing needs and the amount of available PS&I office space, 12 - 15 Contractor personnel.

· Contractor personnel will be issued identification (ID) badges and will be expected to travel within the local commuting area for issuance of the badge.  Contractor personnel will be expected to wear their assigned badge at all times while in IRS facilities.  Contractor personnel will be allowed to remove their assigned photo ID badge from the building; however, if the contractor employee separates, the Contractor will be required to ensure that the badge is returned to PS&I.

· Telephone service, office supplies, office furniture, document reproduction, facsimiles, printers, desktop or laptop computers, and software necessary to perform PS&I work at the two aforementioned locales will be provided only to the extent needed to perform work assignments.  Any special needs equipment must be provided by the Contractor.  No government furnished products or property shall be removed from PS&I property without the consent of the Contracting Officer’s Technical Representative (COTR). 

· Preprinted forms, including case folders and other printed materials necessary for case processing.

· Relevant agency regulations, policies, and procedures.

· Electronic data linkage to databases determined by PS&I to be necessary to complete work under this contract.
· Limited on the job training for tasks specifically related to PS&I PSAG work and support.

· Approximately four (4) hours of training for contractor employees on IRS pre-screening information systems to facilitate data entry of pre-screening results.  Training will be provided at the PS&I Florence, KY office on a mutually agreed upon date.

· The Government will not provide training related to background investigation adjudication.  
The Contractor shall provide a system of notifying PS&I when it needs more supplies as listed in this Task Order.  PS&I will maintain in good working order all property furnished under this contract.

4.0 
Requirements
The Contractor shall supply to PS&I onsite adjudicators to provide Pre-screen Adjudication Recommendations to PS&I.  
4.1
Qualifications
The Contractor shall certify that all personnel that will perform work under this contract have the appropriate qualifications for their position and have completed the required training, as defined below.  By submitting the individual's name for consideration for work under this contract, the Contractor certifies that the individual's qualifications meet the contract requirements for that position. The Contractor shall maintain, for the life of the contract, a resume or a record of the individual's qualifications and make such information available for inspection by the COTR or COTR's designee upon request. PS&I may audit the contractor to verify that the individual's qualifications meet the contract requirements.
The following general qualifications are required for all personnel performing PSAG tasks:  

· Successful completion of adjudicative training relative to:
· Determining suitability for Federal employment;  and,
· Training completed by a certified course offered by the federal government and/or from an approved OPM certified trainer.
· Knowledge of laws, OPM guidelines, personnel security and suitability standards, and other agency investigation procedures, including debarment, and merit fraud. 

· Knowledge of theories, principles and practices of various suitability disciplines.

· Knowledge of personnel security and suitability training, program assessments and implementation, management evaluation, and interviewing techniques, in the support of the agency Personnel Security and Suitability operations.

· Knowledge of CFR 731, 732 and 315 to analyze and adjudicate personnel security investigations.
· Knowledge of principles of position sensitivity and risk designation. 
4.2

Duties



The Contractor shall:
· Review, analyze, and evaluate background investigation applications submitted by IRS, Treasury Bureau, other federal agencies, contractors, applicants, and employees;

· Establish and ensure compliance with agency wide program requirements, policies, procedures, and guidelines; 

· Review, evaluate, and document, following the Adjudicative Desk Reference, and propose adjudicative actions based on the review of the background investigation applications and the results of the pre-screening checks; 

· Make recommendations regarding which agency positions require prospective employees to meet varying security standards set forth in E.O. 10450; Treasury Security Manual, IRS Internal Revenue Manual; 
· Document adjudicative findings in IRS electronic systems (at a minimum of 15 data elements per case), citing appropriate legal and regulatory citations;
· Perform other similar duties as defined.

4.3 
Pre-screening to Support Tax Filing Season Surge Work (Low Risk Investigations) - Quantity and Work Schedule
The Contractor shall conduct and document pre-screening of background investigation cases for 12,000 potential IRS employees - low risk investigations.  The Government will provide background investigation cases (in electronic form) to be pre-screened on the following schedule:

	Date
	Cases

	10/1/08 – 10/15/08
	1000

	11/1/08 – 11/15/08
	2000

	12/1/08 – 12/15/08
	3000

	1/1/09 – 1/15/08
	3000

	2/1/09 – 2/15/09
	2000

	3/1/09 – 3/15/09
	1000


Work quantities in this sub-task may not exceed the 12,000 case totals unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.4
Pre-screening to Support Employee/Contractor Hiring Surge Work (Moderate Risk Investigations) - Quantity and Work Schedule

The Contractor shall conduct and document pre-screening of background investigation cases for 650 potential IRS employees and/or contractors – moderate risk investigations.  The Government will provide background investigation cases (in electronic form) to be pre-screened on the following schedule:

	Date
	Cases

	10/1/08 – 10/15/08
	50

	11/1/08 – 11/15/08
	200

	12/1/08 – 12/15/08
	100

	1/1/09 – 1/15/09
	150

	2/1/09 – 2/15/09
	100

	3/1/09 – 3/15/09
	50


Work quantities in this sub-task may not exceed the 650 case totals unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.5
Work Quality
PS&I will monitor the quality, timeliness, productivity, and performance of all contract requirements through a random sample review of all types of cases, as well as the use of Contractor provided data, or any other method PS&I deems necessary. 

The review of a case will be considered deficient when a case is closed or closed pending that does not meet PS&I standards in Attachment 2.  PS&I will record these deficiencies in ABIS or other PS&I approved systems and notify the Contractor of deficiencies within two (2) business days.    

The Contractor shall maintain a Quality Control Plan to ensure that all products submitted to PS&I conform to contract requirements and investigative standards. The Contractor shall submit their Quality Control Plan as part of the Contractor's proposal


If the Contractor identifies a case that is determined to be deficient or inadequate and requiring correction in order to make a pre-screening adjudication recommendation, the Contractor shall notify PS&I identifying what needs to be corrected in order to make such a recommendation. The Contractor shall annotate such information in ABIS or other PS&I approved systems.  The Contractor shall be responsible for reopening items in ABIS or other PS&I approved systems when necessary and updating the appropriate database for tracking case deficiencies.  The Contractor shall refer all cases deemed deficient to PS&I for approval prior to requesting any rework.  Any deficiencies will be reviewed by PS&I.  PS&I will verify or refute the request and return it to the Contractor for the Contractor to handle through PSAG closing. PS&I will not be billed by the Contractor for re-review of investigations with deficiencies.  
Investigations or portions of investigations PS&I determines to be deficient or requiring revisions at any time will be returned to the Contractor for corrective action. At no additional cost, the Contractor shall bring the work into compliance with applicable investigative and adjudicative standards, practices, and quality as defined by the standards in Attachment 2.  The accuracy rate will be determined by the total number of cases handled by the contractor during the rating period against the total number of cases determined to be deficient from random review identified during the rating period.  

	
	Measurement Method
	Quality
	Minimum  Performance Standard
	Rating Period

	Pre-Screen Suitability Adjudications
	Random Sample of all cases found Suitable

100% Inspection of cases containing Unsuitable Issues 

	Suitability determinations will be accurate, based on OPM and IRS standards.
	97 %
	Monthly


4.6
Timeliness Requirements

PS&I will monitor the timeliness of the Contractor’s case closing as well as the other processes outlined below. The Contractor shall maintain timeliness throughout the life of the contract.

Activities will be measured from the time work is assigned to the Contractor until the time work is completed and accepted as completed by IRS personnel.  If work does not meet PS&I review standards, the work will be returned to the Contractor for correction.  ABIS or other PS&I approved systems will then be updated appropriately to reflect such.

All PSAG work must be satisfactorily completed by the contractor and accepted by PS&I within two (2) business days of receipt of such work by the Contractor.

The Contractor shall provide to PS&I written and complete notification within one (1) business day of substantial or major issues being discovered.

All PSAG work required by the Contractor after corrections (deficient or adequate with corrections) must be completed within one (1) business day of the Contractor being notified of such needed corrections.
The Contractor shall process/complete all PSAG case material (stragglers) received after the case has been closed within one (1) business day of receipt of such material.

The Contractor shall respond to telephone, voice mail and email inquiries and messages regarding all PSAG items that they are working.  The Contractor shall respond to inquiries/messages within one (1) business day of those inquiries/messages being made. 

The Contractor shall meet all aforementioned timeliness standards 95% of the time.  No timeliness standard shall exceed twice the aforementioned timeliness standards 100% of the time.

	
	Measurement Method
	Minimum Performance Standard
	Rating Period

	Pre-screen Suitability Adjudications
	Random Sample of all cases found Suitable

100% Inspection of cases containing Unsuitable Issues
	2 business days
	Monthly


5.0
Incentives/Disincentives
The Government will apply incentives and disincentives under this task order, based on the Contractor's performance. If the Contractor significantly exceeds the quality and timeliness measures, a payment incentive will be applied. If the Contractor fails to meet any of the minimum quality or timeliness standards as set in Section 4.5 and 4.6, a disincentive will be applied.
The Government will apply incentives and disincentives under this task order as follows:

· Average Timeliness and Quality Incentives (measured monthly)

· Two (2) business day timeliness requirement for PSAG work- For any month of service under this task order where the average PSAG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is 1.5 days or less, the Government will apply a payment incentive of 5% of the associated monthly billing.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed pre-screenings is 99% or better for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring); the Government will apply a payment incentive of 5% of the associated monthly billing.  

· Average Timeliness and Quality Disincentives (measured monthly)

· Two (2) business day timeliness requirement for PSAG work- For any month of service under this task order where the average PSAG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is 2.5 days or more, the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly timeliness of three (3) days or more, a 10% penalty will apply.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed pre-screenings is 94% or less for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring); the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly service quality of 90% or less, a 10% payment reduction will be applied.    

6.0  
Tasks - Required product(s), due date(s), and specific acceptance criteria:
The Contractor shall address how it would perform each of these tasks.  The Contractor shall provide costs for tax filing season and employee/contractor hiring case qualities specified in Section 4.3 and 4.4 separately in their proposal.  

6.0.1 
Schedule and attend orientation briefing for PS&I


6.0.2 
Attend initial PS&I orientation

6.0.3 
Provide Information/Documentation to allow PS&I to conduct Contactor employee investigations

6.0.4 
Provide personnel to perform duties as described in Section 4


6.0.5 
Complete PSAG activities as described in Sections 4


6.0.6 
Conduct conference calls/meetings with PS&I Task Managers to review task activities and status

6.0.7 
Provide Program Management Status Report as outlined in BPA


6.0.8 
Provide Pending Workload Report as outlined in BPA


6.0.9 
Provide Quality Control Report as outlined in BPA

6.0.10 
Provide Miscellaneous Reports as outlined in BPA

The Contractor may start tasks prior to the “Minimum Start” dates.  
	Task
	Minimum Start
	Minimum Delivery

	6.0.1
	A + 3
	A + 5

	6.0.2
	A + 3
	A + 5

	6.0.3
	A + 3
	A + 5

	6.0.4
	A + 3
	A + 5

	6.0.5
	Date Cases Provided + 1
	Date Cases Provided + 2

	6.0.6
	N/A
	Tuesday of each week

	6.0.7
	N/A
	Fifth day of each month for prior month

	6.0.8
	N/A
	Tuesday of each week for prior week

	60.9
	N/A
	Fifth day of each month for prior month

	6.0.10
	N/A
	As specified by PS&I


A=Task Order Award.  Unless specified, all timeframes are in business days.  

The Government acceptance criteria for documents developed under this work request are:

· Accuracy ‑ Deliverables shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity - Deliverables shall be clear and concise; engineering terms shall be used, as appropriate. All diagrams shall be easy to understand and relevant to the supporting narrative.

· Specifications Validity ‑ All deliverables must satisfy the requirements of the Government as specified herein. 

· File Editing ‑ All text and diagrammatic files shall be editable by the Government.

· Format - Deliverables shall be submitted in hard copy (where applicable) and electronically.   Hard copy formats shall follow IRS Directives and shall be consistent with other similar efforts.

· Timeliness ‑ Deliverables shall be submitted on or before the due date specified in this work request, or submitted in accordance with a later scheduled date determined by the Government Project Manager.
7.0
PRICING

The pricing structure for this Task Order will be awarded utilizing a Fixed Price structure (cost per completed adjudicated case).  Contractor shall breakdown Fixed Price structure to include pricing for each labor category included in the formulation of the Fixed Price.  
8.0
Performance Site(s)

Principal place(s) of work: 

· PS&I facility, Florence, Kentucky
· PS&I facility, New Carrolton/Lanham, Maryland

Refer to Government Furnished section

9.0
Due Date For Contractor Proposal:

ISSUANCE OF WORK REQUEST:
COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

COMPLETION OF WORK REQUEST:

COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

6c. Post-Investigation Adjudication Group (PIAG)

Sample Task
Surge Work 
Post-Investigation Adjudication Group (PIAG)

1.0 Background 
The Internal Revenue Service, (IRS), Agency-Wide Shared Services (AWSS), Personnel Security and Investigations (PS&I) Office is seeking assistance in performing pre-screening for background investigations on government employees and contract employees.      

Specifically, PS&I requires immediate support in post-investigation adjudication of 1000 employee and contractor background investigations.  The IRS PS&I function is responsible for processing requests for background investigations for both government and contractor personnel. These functions include collecting and maintaining personal information, conducting investigations and performing adjudications, as well as managing related records. 
PIAG personnel review, analyze, and evaluate background investigation applications and recommend adjudicative action and provide supporting documentation on completed personnel security investigations.  
Attachment 1 contains flowcharts which depict the PS&I post-investigation adjudication processes for potential employees and contractors. 
PSI currently uses an internally developed system to perform case management, Automated Background Investigation System (ABIS).  Users of ABIS are able to perform investigation steps, update and check the status of such steps of the investigation, perform adjudicative processing steps to complete the investigation, and download forms and data relative to an investigation.

2.0
Objective
This project will provide support for surge work initiatives requiring 1000 post-investigation adjudication recommendations related to low risk investigations on tax filing season employees (800) and post-investigation adjudication recommendations related to moderate risk investigations on other employees and/or contractors (200).        

3.0
Government Furnished Information 
IRS will provide the following information, access, and training:

· Office space, including utilities and mechanical maintenance, as provided under leases and service agreements in effect during this contract at PS&I locales. The PS&I Florence, KY office and PS&I New Carrollton/Lanham, MD office are generally open 6:00am to 5:30pm, Monday through Friday, excluding Federal holidays.  The exact amount of space available for Contractor use will be determined based on the Contractor's staffing needs and the amount of available PS&I office space, 12 - 15 Contractor personnel.

· Contractor personnel will be issued identification badges and will be expected to travel within the local commuting area for issuance of the badge.  Contractor personnel will be expected to wear their assigned badge at all times while in IRS facilities.  Contractor personnel will be allowed to remove their assigned photo ID badge from the building; however, if the contractor employee separates, the Contractor will be required to ensure that the badge is returned to PS&I.

· Telephone service, office supplies, office furniture, document reproduction, facsimiles, printers, desktop or laptop computers, and software necessary to perform PS&I work at the two aforementioned locales will be provided only to the extent needed to perform work assignments.  Any special needs equipment must be provided by the Contractor.  No government furnished products or property shall be removed from PS&I property without the consent of the Contracting Officer’s Technical Representative (COTR). 

· Preprinted forms, including case folders and other printed materials necessary for case processing.

· Relevant agency regulations, policies, and procedures.

· Electronic data linkage to databases determined by PS&I to be necessary to complete work under this contract.
· Limited on the job training for tasks specifically related to PS&I PIAG work and support.

· Approximately 4 hours of training for contractor employees on IRS post-investigation adjudication information systems to facilitate data entry of post-investigation adjudication results.  Training will be provided at the PS&I Florence, KY office on a mutually agreed upon date.

· The Government will not provide training related to background investigation adjudication.  
The Contractor shall provide a system of notifying PS&I when it needs more supplies as listed in this Task Order.  PS&I will maintain in good working order all property furnished under this contract.

4.0 
Requirements
The Contractor shall supply to PS&I onsite adjudicators to provide Post-Investigation Adjudication Recommendations to PS&I.  
4.1
Qualifications
The Contractor shall certify that all personnel that will perform work under this contract have the appropriate qualifications for their position and have completed the required training, as defined below.  By submitting the individual's name for consideration for work under this contract, the Contractor certifies that the individual's qualifications meet the contract requirements for that position. The Contractor shall maintain, for the life of the contract, a resume or a record of the individual's qualifications and make such information available for inspection by the COTR or COTR's designee upon request. PS&I may audit the contractor to verify that the individual's qualifications meet the contract requirements.
The following general qualifications are required for all personnel performing PIAG tasks:  

· Successful completion of adjudicative training relative to:
· Determining suitability for Federal employment;  and,
· Training completed by a certified course offered by the federal government and/or from an approved OPM certified trainer.
· Knowledge of laws, OPM guidelines, personnel security and suitability standards, and other agency investigation procedures, including debarment, and merit fraud. 

· Knowledge of theories, principles and practices of various suitability disciplines.

· Knowledge of personnel security and suitability training, program assessments and implementation, management evaluation, and interviewing techniques, in the support of the agency Personnel Security and Suitability operations.

· Knowledge of CFR 731, 732 and 315 to analyze and adjudicate personnel security investigations.
· Knowledge of principles of position sensitivity and risk designation. 
4.2

Duties



The Contractor shall:
· Review, analyze, and evaluate background investigation applications submitted by IRS, Treasury Bureau, other federal agencies, contractors, applicants and employees; 
· Review, evaluate, and document, following the Adjudicative Desk Reference; and recommend adjudicative action on personnel security investigations, including portions of investigations conducted by OPM, FBI, Department of Defense (DoD), PS&I, and other investigative agencies; 
· Make recommendations regarding which agency positions require prospective employees to meet the varying security standards set forth in E.O. 10450; Treasury Security Manual, and IRS Internal Revenue Manual; 
· Document adjudicative findings in IRS electronic systems (at a minimum of 17 data elements per case), citing appropriate legal and regulatory citations; 

· Perform other similar duties as defined.
4.3 
Post-Investigation Adjudication to Support Tax Filing Season Surge Work (Low Risk Investigations) - Quantity and Work Schedule
The Contractor shall conduct and document post-investigation adjudication of background investigation cases for 800 IRS employees – low risk investigations.  The Government will provide background investigation cases (in electronic form) requiring post-investigation adjudication on the following schedule:

	Date
	Cases

	11/1/08 – 11/15/08
	100

	12/1/08 – 12/15/08
	100

	1/1/09 – 1/15/08
	200

	2/1/09 – 2/15/09
	200

	3/1/09 – 3/15/09
	100

	4/1/09 – 4/15/09
	100


Work quantities in this sub-task may not exceed the 800 case total unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.4
Post-investigation Adjudication to Support Employee/Contractor Hiring Surge Work (Moderate Risk Investigations) - Quantity and Work Schedule

The Contractor shall conduct and document post-investigation adjudication of background investigation cases for 200 IRS employees and/or contractors – moderate risk investigations.  The Government will provide background investigation cases (in electronic form) requiring post-investigation adjudication on the following schedule:

	Date
	Cases

	11/1/08 – 11/15/08
	25

	12/1/08 – 12/15/08
	25

	1/1/09 – 1/15/09
	50

	2/1/09 – 2/15/09
	50

	3/1/09 – 3/15/09
	25

	4/1/09 – 4/15/09
	25


Work quantities in this sub-task may not exceed the 200 case total unless approved in advance by the Contracting Officer.  Work quantities may be shifted between weeks only if mutually agreed upon in writing by the Government Task Manager and designated Contractor representative.
4.5
Work Quality
PS&I will monitor the quality, timeliness, productivity and performance of all contract requirements through a random sample review of all types of cases, as well as the use of Contractor provided data, or any other method PS&I deems necessary. 
The review of a case will be considered deficient when a case is closed or closed pending that does not meet PS&I standards in Attachment 2.  PS&I will record these deficiencies in ABIS or other PS&I approved systems and notify the Contractors of deficiencies within 2 business days.    

The Contractor shall maintain a Quality Control Plan to ensure that all products submitted to PS&I conform to contract requirements and investigative standards. The Contractor shall submit their Quality Control Plan as part of the Contractor's proposal


If the Contractor identifies a case that is determined to be deficient or inadequate and requiring correction in order to make a post-investigation adjudication recommendation, the Contractor shall notify PS&I identifying what needs to be corrected in order to make such a recommendation.  The Contractor shall annotate such information in ABIS or other PS&I approved systems.  The Contractor shall be responsible for reopening items in ABIS or other PS&I approved systems when necessary and updating the appropriate database for tracking case deficiencies.  The Contractor shall refer all cases deemed deficient to PS&I for approval prior to requesting any rework.  Any deficiencies will be reviewed by PS&I.  PS&I will verify or refute the request and return it to the Contractor to handle through closing. PS&I will not be billed by the Contractor for re-review of investigations with deficiencies.  
Investigations or portions of investigations PS&I determines to be deficient or requiring revisions at any time will be returned to the Contractor for corrective action. At no additional cost, the Contractor shall bring the work into compliance with applicable investigative and adjudicative standards, practices, and quality as defined by the standards in Attachment 2.  The accuracy rate will be determined by the total number of cases handled by the contractor during the rating period against the total number of cases determined to be deficient from random review identified during the rating period.  
	
	Measurement Method
	Quality
	Minimum  Performance Standard
	Rating Period

	Post-Investigation  Suitability Adjudication Recommendations
	Random Sample of all cases found Suitable

100% Inspection of cases containing Unsuitable Issues 

	Suitability determinations will be accurate, based on OPM and IRS standards.
	97 %
	Monthly


4.6
Timeliness Requirements

PS&I will monitor the timeliness of the Contractor’s case closing as well as the other processes outlined below. The Contractor shall maintain timeliness throughout the life of the contract.

Activities will be measured from the time work is assigned to the Contractor until the time work is completed and accepted as completed by IRS personnel.  If work does not meet PS&I review standards, the work will be returned to the Contractor for correction.  ABIS or other PS&I approved systems will then be updated appropriately to reflect such.

All PIAG work must be satisfactorily completed by the contractor and accepted by PS&I within five (5) business days of receipt of such work by the Contractor.

The Contractor shall provide to PS&I written and complete notification within one (1) business day of substantial or major issues being discovered.
The Contractor shall provide to PS&I written and complete notification within one (1) business day of discovery of any extra investigative coverage needed in order for the Contractor to make a post-investigation adjudication recommendation.  Appropriateness of the extra investigative coverage will be subject to concurrence of PS&I.  After PS&I concurrence is determined, the Contractor shall have five (5) business days upon receipt of the extra investigative coverage needed to make a post-investigation adjudication recommendation to PS&I via data entry into ABIS or other PS&I approved systems. The contractor shall notify PS&I of any significant delays resulting from untimely requested extra investigative coverage. If confirmed, PS&I will consider such cases in the overall timeliness rating for this contract.  It will be the Contractor's responsibility to request such extra investigative coverage as needed.  

All PIAG work required by the Contractor after corrections (deficient or adequate with corrections) must be completed within one (1) business day of the Contractor being notified of such needed corrections.
The Contractor shall process/complete all PIAG case material (stragglers) received after the case has been closed within one (1) business day of receipt of such material.

The Contractor shall respond to telephone, voice mail and email inquiries and messages regarding all PIAG items that they are working.  The Contractor shall respond to inquiries/messages within one (1) business day of those inquiries/messages being made. 

The Contractor shall meet all aforementioned timeliness standards 95% of the time.  No timeliness standard shall exceed twice the aforementioned timeliness standards 100% of the time.

	
	Measurement Method
	Minimum Performance Standard
	Rating Period

	Post-Investigation Suitability Adjudication Recommendations
	Random Sample of all cases found Suitable

100% Inspection of cases containing Unsuitable Issues
	5 business days
	Monthly


5.0
Incentives/Disincentives
The Government will apply incentives and disincentives under this task order, based on the Contractor's performance. If the Contractor significantly exceeds the quality and timeliness measures, a payment incentive will be applied. If the Contractor fails to meet any of the minimum quality or timeliness standards as set in Section 4.5 and 4.6, a disincentive will be applied.
The Government will apply incentives and disincentives under this task order as follows:

· Average Timeliness and Quality Incentives (measured monthly)

· Five (5) business day timeliness requirement for PIAG work- For any month of service under this task order where the average PIAG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is three (3) days or less, the Government will apply a payment incentive of 5% of the associated monthly billing.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed post-investigation adjudication recommendations is 99% or better for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring), the Government will apply a payment incentive of 5% of the associated monthly billing.  
· Average Timeliness and Quality Disincentives (measured monthly)

· Five (5) business day timeliness requirement for PIAG work- For any month of service under this task order where the average PIAG timeliness for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring) is six (6) days or more, the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly timeliness of seven (7) days or more, a 10% penalty will apply.

· 97% quality standard- For any month of service under this task order where the average service quality for all Contractor completed post-investigation adjudication recommendations is 94% or less for both sub-tasks (support for filing season low risk investigation hiring and support for employee/contractor moderate risk investigation hiring), the Government will apply a payment reduction of 5% of the associated monthly billing.  For average monthly service quality of 90% or less, a 10% payment reduction will be applied.    
6.0  
Tasks - Required product(s), due date(s), and specific acceptance criteria:
The Contractor shall address how it would perform each of these tasks.  The Contractor shall provide costs for tax filing season and employee/contractor hiring case qualities specified in Section 4.3 and 4.4 separately in their proposal.  

6.0.1 
Schedule and attend orientation briefing for PS&I


6.0.2 
Attend initial PS&I orientation

6.0.3 
Provide Information/Documentation to allow PS&I to conduct Contactor employee investigations

6.0.4 
Provide personnel to perform duties as described in Section 4

6.0.5 
Complete PIAG activities as described in Sections 4

6.0.6 
Conduct conference calls/meetings with PS&I Task Managers to review task activities and status

6.0.7 
Provide Program Management Status Report as outlined in BPA


6.0.8 
Provide Pending Workload Report as outlined in BPA


6.0.9 
Provide Quality Control Report as outlined in BPA

6.0.10 
Provide Miscellaneous Reports as outlined in BPA

The Contractor may start tasks prior to the “Minimum Start” dates.  
	Task
	Minimum Start
	Minimum Delivery

	6.0.1
	A + 3
	A + 5

	6.0.2
	A + 3
	A + 5

	6.0.3
	A + 3
	A + 5

	6.0.4
	A + 3
	A + 5

	6.0.5
	Date Cases Provided + 1
	Date Cases Provided + 5

	6.0.6
	N/A
	Tuesday of each week

	6.0.7
	N/A
	Fifth day of each month for prior month

	6.0.8
	N/A
	Tuesday of each week for prior week

	60.9
	N/A
	Fifth day of each month for prior month

	6.0.10
	N/A
	As specified by PS&I


A=Task Order Award.  Unless specified, all timeframes are in business days.  

The Government acceptance criteria for documents developed under this work request are:

· Accuracy ‑ Deliverables shall be accurate in presentation, technical content, and adherence to accepted elements of style.

· Clarity - Deliverables shall be clear and concise; engineering terms shall be used, as appropriate. All diagrams shall be easy to understand and relevant to the supporting narrative.

· Specifications Validity ‑ All deliverables must satisfy the requirements of the Government as specified herein. 

· File Editing ‑ All text and diagrammatic files shall be editable by the Government.

· Format - Deliverables shall be submitted in hard copy (where applicable) and electronically.   Hard copy formats shall follow IRS Directives and shall be consistent with other similar efforts.

· Timeliness ‑ Deliverables shall be submitted on or before the due date specified in this work request, or submitted in accordance with a later scheduled date determined by the Government Project Manager.
7.0
PRICING

The pricing structure for this Task Order will be awarded utilizing a Fixed Price structure (cost per completed adjudicated case).  Contractor shall breakdown Fixed Price structure to include pricing for each labor category included in the formulation of the Fixed Price.
8.0
Performance Site(s)

Principal place(s) of work: 

· PS&I facility, Florence, Kentucky
· PS&I facility, New Carrolton/Lanham, Maryland

Refer to Government Furnished Section
9.0
Due Date For Contractor Proposal:

ISSUANCE OF WORK REQUEST:
COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

COMPLETION OF WORK REQUEST:

COTR






DATE

IRS TASK REPRESENTATIVE
  


DATE

CONTRACTOR PROJECT MANAGER  


DATE

ATTACHMENT 7 – DATA ELEMENTS

NOTE:  System requirement data elements and snapshots are a current minimum representation of possible data element requirements to be entered into ABIS or other PS&I technology systems on each case.  Data element entry requirements are subject to change at no additional cost to the Government as work processes progress and new technology systems are utilized. 

7A. Work Processing Group

Data Element Fields

· SSN

· DOB

· POD

· e-mail address

· current address

· Drop Down Menu for:  “Employee” or “Contractor” selections

· COTR’s name

· COTR’s e-mail address

· HCO Rep’s name

· HCO Rep’s e-mail address

· IRSE Manager’s Name

· IRSE Manager’s Phone Number

· IRSE Manager’s E-mail Address

· COTR’s Name

· COTR’s Phone Number

· COTR’s E-mail Address

· Break in Service of Less Than Two Years - check box

· Current Investigation (2 years employees, 5 years contractors) 
Check box to indicate no new investigation required

· Paperwork/Investigation being returned to:  (drop down menu for COTR, Applicant, Contractor, OPM)

· Date Returned to Source

· Date Received Back From Source

· Indicator if case is a security clearance.

· Citizenship Results with drop-down menu for “Approved” or “Denied” or “HCO” choices

· Selective Service Results with drop-down menu for “Approved” or “Denied” or “HCO” choices

· Tax Results with drop-down menu for “Approved” or “Denied” or “HCO” choices

· Date Eligibility Completed

· Date Subject Invited Into e-QIP

· Date Subject Completed e-QIP

· Date e-QIP Submission Returned to Subject

· Date Subject Corrected and Resubmitted to e-QIP

· Date Investigation Submitted to OPM

7B. Pre-screen Adjudication Group

Data Element Fields

· FBI Results with drop-down menu for “Approved” or “Denied” choices

· Credit Report Results with drop-down menu for “Approved” or “Denied” choices

· Pre-Screen Prep Completed

· FBI Results with drop-down menu for “Approved” or “Denied” choices

· Credit Report Results with drop-down menu for “Approved” or “Denied” choices

· Select or fill in “C” or “D”

· Send RSI to OPM

· Date Initial Pre-Screen Completed

· Date RSI Received

· Narrative block for results of RSI

· Date Pre-Screen Completed

· Date Referred to Second Adjudicator

· Date Completed by Second Adjudicator

· Date Interim Memo e-mailed to COTR

· Date Interim Memo e-mailed to Subject’s supervisor and Subject
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7C. Post-investigation Adjudication Group

Data Element Fields
· Date OPM Investigation Received

· Results of OPM Investigation (Issue; No Issue; No Actionable Issue)

· OPM Case Number

· Closed with drop down menu choices:  “Favorable” or “Sent to CAG (Post Investigations Results)” or Sent to CAG for Security Clearance Determination”

· Overall Rating Field

· Case Returned to OPM for additional work

· Case Returned to OPM for Quality 
These two fields would include two fields:

· Coverage Met – Y or N; 

· Additional Work Needed – Y or N

· Date Investigation Returned Back From OPM With Additional Work Field

· Date Proposal Letter Mailed

· Date Proposal Letter Received by Subject

· Subject Requested - drop down menu for “written reply” or “oral reply”

· Appeals (working on procedures)

· Results of Investigation

· Closing Date

· Date Final Access Memo E-mailed to COTR

· Date E-mail Sent to IRS Employee

· Date Letter Mailed to IRS Employee
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GRANTING INTERIM STAFF-LIKE ACCESS ON LOW & MODERATE RISK INVESTIGATIONS   


(Back to Top)

__________________________________________________________________________


This procedure is written to address a need to determine the eligibility of a contractor to work on a government contract.  


Step One

Interim staff-like access may be granted once the following items have been reviewed with favorable results:


· Review of the investigative paperwork


· IDRS results


· Fingerprint results


· Review of SII & JPAS

Step Two


Review the COTR requesting memo to ensure the type of investigation being requested is at the risk level the subject will be performing the work.


The following steps are to be completed in ABIS when interim access is granted:


1. Select Activity Folder.

2. Select Next Case – CPA – click on Search - Cases displayed are displayed in ‘Received Date’ order.  Cases are usually selected by the oldest received date and/or cases approaching the required 15-day interim process date.  


3. Select the case you are going to work, then click Assign (this will place the case in Contractor Scoping – Assigned status).  See screen print below.  


[image: image1.png]& Automated Background Investigation System =18 %]
Hle Searth UserProperties ks Window e

€00 o Coms o o ot o ®

Subject Casetumber |

E= I pririy ffo 5

Firsttame | Investigaton Type |
Micdleame |

Lasthame |

65| Cose tumber Lasttame Firt Name B Investigation Type | Priorty | Stamped Receiv... Case Received D

1 tatonal ... 1zj15/2007 1219}

2_[os0201045 = 030 - National Ag... (02129/2008 (02129/2008

5 [os0300175 030 - Nationdl Ag... (03/05/2008 (03/05/2008

4 (060300465 —— 030 - Nationdl Ag... 03/15/2008 03/15/2008

5_[os0-00755 i~ 030 - Nationdl Ag... (03/2/2008 (03/2/2008

&_[os0-0062¢ o 030 - Natonal Ag... 1 (31252008 (31252008

7_[os0-00915 — 025 - Natonal Ag... 1 03/31/2008 03/31/2008

5 [os0t00005_ eewe ——— W— 012 -Sackgrond... N (041012005 (041012005

3 [o0r-00010 gy o WO 025 tatonal ... |V 04012005 04012005

10_{0s04-00013 - oo 030 - National Ag... 1 (04/02j2008 (04/02j2008

11_{os04-00051 &. — W 020 National Ag... 1 (04/02j2005 (04/02j2005

12050400046 012 - Background... N (04/02j2005 (04/02j2005

13_[os04-00052 012 - Background. . N (04/02j2005 (04/02j2005

14 [os04-00073 _ semmmam, NSO 00 fatonal 4. 1 40312005 40312005

15_[0s04-00052 030 - Nationdl Ag... (0410312008 (0410312008

16_{0804-00083 I R 1030 - National Ag... I (04/03/2008 (04/03/2008

17 (050400054 WA, S oo (030 ational ... (0410312008 (0410312008

16 (05000055 e otwem 030 - Natonal Ag... 1 (0410312008 (0410312008

19 (050400085 [ae — RO (150 - ational ... 040312005 040312005

20 {0804-00087 - ) 1030 - National Ag... N 104/03/2008 (04/03/2008

21 {00092t a (=3 - 130 - National Ag... | (04/04j2005 (04/04j2005

o Y s (030 atoralAg... 1L 04/04/2008 04josj200

23 |0804-00023 —— Y —— (012 - Background... N (04/04/2008 (04/04/2008

24 (050400035 030 -Nationdl Ag... (04/04j2008 (04/04j2008

25 (050400055 030 - Nationdl Ag... (04/04j2008 (04/04j2008

26 {osoe-0104 MMM [0 Netional Ao, [ [oAi0Af200s p4/0A/2006

27 {os04-00105 \u — i 029 NationalAg... 1 04/04j2005 04/04j2005 <
Search || Cear || Detais assion || Cancal

st B G O > [O]2mier... |

ams_|[E avtom... €1rseo1.. [E]2mer.. o Ly cpoe... | A adoke . | B]cranT..| [« [O]=0 WEST P 23pm







4. From the Activity Folder select Search Case – type in the Case Number then select Search – when the case appears, select – Details (this brings up the details of the case you will be working on).  See screen print below.  
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5. On the left side of the screen are the Details of the case.  The ToDo node will show items for the Program Analyst to complete.  See Screen print below.
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6. Select Subject – Check to ensure name & SSN are correct, then on the right hand side of the screen click the Contact & Work Information tab to ensure the position sensitivity shows the correct level (low, moderate, high) & Position/Title should show Contractor.  See screen print below.

[image: image4.png]Links Window Help

Flo Search Liser Properties

=181]

£00

Case 004-00125

Chizenship
Residence.
Education
Employment
References

Martal Information
Relatives and Assacates.
Miltary

Foreign Relations
Medical Record
Palce Record
Tlegal Drugs
Alcchol Usage

Pria Investigations
Financial Record
i Courts
Assadiations
Coverage

Issues

Disposiion
Documents

Events

Previous NEIC Cases
Acivties

B ey

TaDo
@ Contract Information
@ archival Information

@ Chronclogical Case Remarks

Subject Information (Case 0804-00128 subject

Contact and Work Information

Frsthame g |
"
I Sa—

Suffix

L

Birth Place Information

couny

«

St [Tocas

< Coiry [

«

CEC Y

«

weight

Gender g ) i ol o P
I Tl i Fect |

3] Height nches |

(3% 40f 24 - Clipboard
e colected.

Arsart| & (G O

> 5] Sert teme - wi_| 1 Pt GRanTG

= e

) oranTio . | [« B 0]w0 W8 BT 633 AM






7. Select Contract Information (this will bring up the contract the subject will be working on – look at the COTR requesting memo to ensure the correct contract has been linked to the case in ABIS).


Complete the following ToDo-Pending items as stated below.  See screen print below.  
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8.  Select ToDo – then Pending - This brings the ToDo list.  The CPA completes the following items:  


9. Verify Contractor Investigation Type (this node brings up the type of investigation, position risk & job duties).  Verify that the information is correct.  If the information appears to be incorrect, then make the necessary changes.    Under the ToDo Status select Complete & Save (once you complete, it enters the investigation to the billing records for that particular contract).  


10. Generate Form OFI-79 – from the drop down menu select Cancel & OK (OFI-79s are only generated for high risk investigations).

11. Mail Request to OPM – If an investigation was completed within the last 5 years & meets the requirements nothing needs to be sent to OPM.  If no investigation is being sent then Under the ToDo Status select Cancel & Save.  Notate on the outside of the case folder “No NAC or NACI was sent to OPM”.  If a NACI is being sent to OPM, enter the date you are sending the NACI/NACIC, and under Investigation Cost Code – select 02B & Save.  CANCEL THE ITEM IF A NAC (06A) IS BEING SENT TO OPM.

12. Determine Interim Clearance – From the drop down menu select Grant then at the ToDo Status – Select Complete & Save (This will generate an interim staff-like approval memo).

13. CPA Registrar Interim – If there’s a completed PIV form (Sponsor signature & Part 2a is complete) Note:  Check the PIV Accredited Listing to ensure the Sponsor & Registrar are accredited and then at the ToDo Status select Complete & Save.  (Note: This step must be completed by a PS&I employee).  The CPA completes Part 2b.  If No PIV form then select Cancel & Complete.  Scan and attach the PIV form into ABIS and place the PIV on the left side of case file.  

14. Send Contractor Case to Background Investigations – ToDo Status – Select Complete & Save.

This will place the case in ‘Ready for Background Investigation’ status.  If the investigation is going to OPM, code the top of the SF 85-P, Section A and C, then send a COPY to OPM (originals stay with the case file).  *See instructions below for coding of the SF 85-P & SF 86.


Email the Interim Approval memo & completed PIV (if applicable) to the COTR & the PIV Sponsor Team.  


The case is forwarded to the group manager for assignment to an Investigative Analyst. 


*SENDING NAC’S AND NACI’S TO OPM


Check case type on the interim approval memo and use the guide below to code the top of the SF-85P or SF-86


When sending the NAC or NACI/NACI to OPM, you need a copy of:


· SF-85P or SF-86 (signature can be no more than 120 days old) – if signature is older than 120 days, a FIPC form will be needed


· Fingerprint results CCT


· OFI 79 – used for high risk 012 cases only (generated by ABIS)


Ensure that you have all pages of the SF-85P (8 pages) or SF-86 (10 pages)


Low Risk NACI (case type 029 – National Agency Check and Inquiries)

SF-85P


Block A (Type of Investigation) – 02B


Block B (Extra Coverage) – H – only if foreign born


Block C (Sensitivity/Risk Level) - 1


Moderate Risk (case type 030 – National Agency Check and Inquiries with Credit)


SF-85P


Block A (Type of Investigation) – 02B


Block B (Extra Coverage) – H – only if foreign born


Block C (Sensitivity/Risk Level) – 5


SF-86


Block A (Type of Investigation) – 02B


Block B (Extra Coverage) – H – only if foreign born


Block C (Sensitivity/Risk Level) – 2


Block D (Access) – 0


DENIAL OF INTERIM STAFF-LIKE ACCESS ON LOW & MODERATE RISK INVESTIGATIONS   


 (Back to Top)

_____________________________________________________________________________


This procedure is written to address a need to determine the eligibility of a contractor to work on a government contract.    


Step One

Denial of Interim staff-like access is determined if one or more of the following items has less than favorable results:


· Review of the Investigative paperwork


· IDRS results


· Fingerprint results


· Review of SII & JPAS

Step Two


Review the COTR requesting memo to ensure the type of investigation being requested is at the risk level the subject will be performing the work.


The following steps are to be completed in ABIS when determining interim denial access:


1. Select Activity Folder.

2. Select Next Case – CPA –  then click Search - Cases displayed are in ‘Received Date’ order.  Cases are usually selected by the oldest received date and/or cases approaching the required 15-day interim process date.  


3. Select the case you are going to work, then Assign (this will place the case in Contractor Scoping – Assigned status).  See screen print below.  
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4. From the Activity Folder select Search Case – type in the Case Number then select Search – when the case appears, select – Details (this brings up the details of the case you will be working on).  See screen print below.  
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5. On the left side of the screen are Details of the case.  The ToDo node will show items for the Program Analyst to complete.  See Screen print below.
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6. Select Subject – Check to ensure the name & SSN are correct, then on the right hand side of the screen click Contact & Work Information tab to ensure the position sensitivity shows the correct level (low, moderate, high) & Position/Title should show Contractor.  See screen print below.  


7. Select Contract Information (this will bring up what contract the subject will be working on – look at the COTR requesting memo to ensure the correct contract has been linked to the case in ABIS).  


Complete the following ToDo Pending Items as stated below.  See screen print below.  
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8.  Select ToDo – then Pending - This brings up a ToDo list.  The CPA completes the following items:  


9. Verify Contractor Investigation Type (this brings up the type of investigation, position risk & job duties).  Verify the information is correct.  If the information appears to be incorrect, then make the necessary changes.    Under the ToDo Status select Complete & Save (once you complete it this enters the investigation to the billing records for that particular contract).  


10. Generate Form OFI-79 – from the drop down menu select Cancel & OK (OFI-79s are only generated on high risk investigations).

11. Mail Request to OPM – If an investigation is meets the requirements and was completed within the last 5 years nothing needs to be sent to OPM.  If nothing is being sent – Under the ToDo Status select Cancel & Save.  Notate on the outside of the case file that “No NAC or NACI was sent to OPM”.  If a NACI is being sent to OPM, enter the date you are sending the NACI, and under Investigation Cost Code – select 02B & Save.  Make a copy of the application forms and SAC and place them in the OPM slot in the mailroom.      

12. Determine Interim Clearance – From the drop down menu select Deny then at the ToDo Status – Select Complete & Save.  The Reason for Denial screen will appear and record the reason for denial (See Screen Print below for examples) then at the ToDo Status – Select Complete & Save.  
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13.  Select ToDo – then Pending again (this will bring up a list of ToDo items for the CPA to complete).  Select the Pending item(s) that the case is being denied for.  Print the denial screen, place it on top of the case with a yellow denial notification sheet and give to the Contractor Programs manager for concurrence.  See Screen Prints below for examples of reasons for denying investigations.  Fill in the information and Select Complete & Save.  
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14.  The Contractor Programs Manager will review and make the concurrence.  The manager completes the following fields in ABIS:  


15. ToDo – then Pending (this brings up the ToDo/Pending list), select Review Proposal to Deny Interim Clearance – Click on the Action drop down box & selects what type of action taken, i.e. ‘concur with denial’, then enters “concurred – date – initials”.  At the bottom right hand side of the screen click the ToDo Status, Complete and Save.  The manager returns the case to the CPA.     
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16.  CPA selects ToDo – then Pending (this brings up a list of items for the CPA to complete).  Select Proceed with Denial Interim Clearance - Click complete and Save.  (This generates an interim denial staff-like access memo).    

17. Select CPA Registrar Interim – If there’s a completed PIV form (Sponsor’s signature & Part 2a are completed) – Click on ToDo Status Completed and Save.  (Note: Must verify Sponsor signature and Registrar are accredited - but this step must be completed by a PS&I employee) and then at the ToDo Status select Complete & Save.  The CPA completes Part 2b.  If No PIV form then select Cancel & Complete.  Scan and attach the PIV form into ABIS and file on the left side of case file.      

18. Select Send Contractor Case to Background Investigations – ToDo Status – Select Complete & Save.

This will place the case in ‘Ready for Background Investigation’ status.  If the investigation is going to OPM, code the top of the SF 85-P, Section A and C, send a COPY to OPM (originals stay with the case file).  


The case is forwarded to the group manager for assignment to an Investigative Analyst. 


GRANTING INTERIM STAFF-LIKE ACCESS ON HIGH RISK INVESTIGATIONS (WITH & WITHOUT ROOT ACCESS) 

(Back to Top)

__________________________________________________________________________


This procedure is written to address a need to determine the eligibility of a contractor to work on a government contract.  


Step One

Interim staff-like access may be granted once the following items have been reviewed with favorable results:


· Review of the Investigative paperwork


· IDRS results


· Fingerprint results


· Review of SII & JPAS

Step Two


Review the COTR requesting memo to ensure the type of investigation being requested is at the risk level the subject will be performing the work.


The following steps are to be completed in ABIS when interim access can be granted:


1. Select Activity Folder.

2. Select Next Case – CPA – and click on search - (cases come up in ‘Received Date’ order – cases are usually selected by the oldest date or cases that are approaching the 15-day interim process requirement date).  


3. Select the case you are going to work, then click Assign (this will place the case in Contractor Scoping – Assigned status).  See screen print below.  
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4. From the Activity Folder select Search Case – type in the Case Number then select Search – when case appears, select – Details (this brings up the case you will be working on).  See screen print below.  
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5. On the left side of the screen are Details of the case.  The ToDo node will show items for the Program Analyst to complete.  See Screen print below.


[image: image16.png]~=lslx

Fie_seaich Userbropeties_Liks WincowHep

o nformation (Case 301 00535 Subjct

Far Submizaon’

‘ e Comesmn [conmac soprg- Ao
Citpenshi

Frcenre.

wase pe [ontacer NS 162 (12 Badgreand Invecicaion

b Srskation Erd Jste I

il gy T DacRoin  [AEWZE

StanpedRocaived [EEOTEE

Frlaymoes

[a— Sreviry W DD I

s rfcmton s vorky Deyatue | w 9 todbor v vied
[arei—

reein s T Thwimnae
Ry

P “iua Cetenniatin I DhpusiiiDae |

el Recrur ey ChoranveRortosi | DrveCneted |

Falee Fermvd Users Assignec To Tre Case-

Tlege e =

ol ko

o Trwesigatane [cFA Assined othe ase

Fiarcia 2ecord
cil crunts
Envisins
Covmere
T
iswrstin
Fnrmeres
Fuerrs
Frevin < WRIC €
2 cetotis
ISRV
@ Contiact Teemation
@ oo Tt
@ Chionringial Cae ek

s J

martz-merso .| [« B w0 @RI 2 234k

pw|S@OBE

o - microso .. | |3} emis [ awomateatackgr... - aooe ciobet prote.. | () eskeroceaures coc .| 5] pox







6. Select Subject – Check to ensure name & SSN are correct, and then on the right hand side of the screen check Contact & Work Information tab to ensure the position sensitivity shows the correct level (low, moderate, high) & Position/Title should show Contractor.  See screen print below.
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7. Select Contract Information (this will bring up the contract the subject will be working on – look at the COTR requesting memo to ensure the correct contract has been linked with the case in ABIS).


Complete the following ToDo-Pending items as stated below.  See screen print below.  
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8. Select ToDo – then Pending (this will bring up a list of ToDo items).  The CPA completes the following information:  


9. Verify Contractor Investigation Type (this brings up the type of investigation, position risk & job duties).  Verify the information is correct.  If the information appears to be incorrect, then make the necessary changes.    Under the ToDo Status select Complete & Save (once you complete it enters the investigation to the billing records for that particular contract).  


10. Generate Form OFI-79 – from the drop down menu select Report Type and choose OFI 79 Part C and select Generate.  An OFI-79 form will appear, print the form and check the BI box.  Then Under the ToDo Status selects Complete.  

11. Mail Request to OPM – If an investigation meets the requirements and was completed within the last 5 years nothing needs to be sent to OPM.  If nothing is being sent – Under the ToDo Status select Cancel & Save.  Notate on the outside of the case file “No NAC or NACI was sent to OPM”.  CANCEL THE ITEM IF A NAC (06A) IS BEING SENT TO OPM.

12. Determine Interim Clearance – From the drop down menu select Grant then at the ToDo Status – Select Complete & Save (This will generate an interim staff-like approval memo).  NOTE:  ONLY COMPLETE THIS ITEM IF THE SUBJECT DOES NOT HAVE ROOT ACCESS TO A GOVERNMENT SYSTEM.  IF ROOT ACCESS IS REQUIRED, THE INTERIM WILL NOT BE GRANTED UNTIL A COMPLETED FINAL INVESTIGATION IS PROCESSED.  IF ROOT ACCESS IS REQUIRED, STAPLE A PINK PRIORITY SHEET ON THE OUTSIDE OF THE CASE.  

13. CPA Registrar Interim – If there’s a completed PIV form (Sponsor signature & Part 2a is complete)  Note: Check the PIV Accredited Listing to ensure Sponsor & Registrar are accredited and then at the ToDo Status select Complete & Save.  (Note this step must be completed by a PS&I employee.)  The CPA completes Part 2b.  If No PIV, select Cancel & Complete.  Scan and attach the PIV form into ABIS and place the PIV on the left side of case file.  NOTE:  ONLY COMPLETE THIS ITEM IF THE SUBJECT DOES NOT HAVE ROOT ACCESS TO A GOVERNMENT SYSTEM.  IF ROOT ACCESS IS REQUIRED, THE INTERIM WILL NOT BE GRANTED UNTIL THE INVESTIGATION HAS BEEN COMPLETED & THE PIV WILL BE COMPLETED WHEN THE CASE IS CLOSED FINAL.  If root access is required, file the PIV form on the left side of the case file.  Leave this item pending.  

14. Send Contractor Case to Background Investigations – ToDo Status – Select Complete & Save.

This will place the case in ‘Ready for Background Investigation’ status.  If a NAC is going to OPM, code the top of the SF 85-P, Section A and C, send a COPY to OPM (originals stay with the case file).  *See instructions below for coding of SF 85-P & SF 86.


Email the Interim Approval memo & completed PIV (if applicable) to the COTR & PIV Sponsor Team.  

The case is forwarded to the group manager for assignment to an Investigative Analyst. 


*SENDING NAC’S AND NACI’S TO OPM


Check case type on the interim approval memo and use the guide below to code the top of the SF-85P or SF-86


When sending the NAC to OPM, you need a copy of:


· SF-85P or SF-86 (signature can be no more than 120 days old) – if signature is older than 120 days, a FIPC form will be needed


· Fingerprint results CCT


· OFI 79 – used for high risk 012 cases only (generated by ABIS)


Ensure that you have all pages of the SF-85P (8 pages) or SF-86 (10 pages)


High Risk (case type 012 – Background Investigation


SF-85P


Block A (Type of Investigation) – 06A


Block B (Extra Coverage) – H – only if foreign born


Block C (Sensitivity/Risk Level) - 6


SF-86


Block A (Type of Investigation) – 06A


Block B (Extra Coverage) – H – only if foreign born


Block C (Sensitivity/Risk Level) – 2


Block D (Access) – 0


REVERSAL OF AN INTERIM STAFF-LIKE ACCESS  


(Back to Top)

__________________________________________________________________________


This procedure reverses the interim staff-like access of a contractor from denied to granted or from granted to denied.  The interim can be reversed during a current open investigation.     


Step One

Interim staff-like access is reversed when questionable/derogatory information was obtained during the course of the investigation after interim approval was granted OR questionable/derogatory information was resolved with favorable results after interim was denied.  The Investigative Analyst brings the case back to the Contractor Management Analyst with the favorable/derogatory information for the reversal.      


Step Two


Review the information obtained for reversing the interim to determine if the reversal can be completed. 


The following steps are to be completed in ABIS when interim access is reversed:


15. From the Activity Folder select Search Case – type in the Case Number then select Search – when case appears, select – Details (this brings up the case you will be working on).  See screen print below.  
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16. On the left side of the screen are Details of the case, click on Activities, and then double click on Reverse Interim Access.  See Screen prints below.
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Once you double click on Reverse Interim Access, the above screen will appear and click on Reverse located at the bottom right of the screen.  The below screen will appear.  Enter documentation for reason of reversal.  Under the ToDo Status select Complete & Save.  For reversal of interim from deny granting, placing a print of this screen on top of the case.  For reversal of interim from granted to deny, place a print of the screen and a yellow notification denial sheet on top of the case and give to the manager for concurrence.  
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17. The manager will review and make the concurrence.  He/She will go to the Select ToDo – then Pending (this will bring up a list of ToDo items for the CPA to complete).  Select the Pending item Review Proposal to Reverse Interim Clearance.  Select type of Action and type in below reason for denial remarks “concurred – date- initials.  Click completed in the ToDo Status and Save.  The manager will return the case to the CPA.     


18. CPA will back go to the Select ToDo – then Pending (this will bring up a list of ToDo items for the CPA to complete).  Select from Pending ‘Proceed with Reversal of Denial Interim Clearance or Proceed with Reversal of Approval of Interim Clearance’.  Click completed in the ToDo Status and Save.  (This will generate a reversal memo depending on how the reversal will be performed).   See screen prints below.    
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19.  Locate the completed PIV (if applicable) and notate on the PIV form the following:  


· For reversal of denial interim to granted – Under Part 2B, Ok to issue PIV credential white-out “No” and mark “Yes” and in the left margin of the PIV form notate “interim reversal granted, the date, and your initials”.  Scan and attach PIV form into ABIS and name as “Interim PIV – Reversal”.  


· For reversal of interim to denial – Under Part 2B, Ok to issue PIV credential white-out “Yes” and mark “No” and in the left margin of the PIV form notate “interim reversal denied, the date, and your initials”.  Scan and attach PIV form into ABIS and name as “Interim PIV – Reversal”.  
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20. Email the Reversal memo & completed PIV (if applicable) to the COTR, the PIV Sponsor Team, Jannell Wells, and Dennis Ouellette.  


21. Notate the CCR in ABIS that the date the investigation was reversed & your initials.


22. Return the case to the Investigative Analyst. 



_1276408539.pdf
To Access Cases and

Current COTR from ABIS

Complete the following
Steps

Double click on the ABIS icon
Type in your user name and pass
Click on Activity/ToDo
Click on Search Adjudication Cases

Highlight the first contractor case in
queue

Click on Assign Button and click on
Details

Click on Contract Information
Highlight Contract Number

Click on Assigned Contract Details
Click the X next to the Contacts folder
Click the Primary Contact Folder

Print the COTR screen and keep with the
case
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QCP Elements

Background 

Introduction

Late April 2007, Personnel Security and Investigations (PS&I) began a Reengineering project designed to optimize processes and resources, identify and remove barriers, meet mandated government security requirements, reduce risk, and communicate timely with employees throughout the change process.  The reengineering baseline and analysis phases are complete and as a result, major process and organizational changes are recommended.  Changes include utilizing OPM for field investigations involved in the background investigation and clearance process.  OPM currently conducts over 90% of investigations government-wide.  Very few agencies retain delegated authority to conduct any investigations.  IRS does have delegated authority, but OPM still conducts 90% of IRS investigations.

Business need


The lack of timely background investigations and clearances for employees and contractors impacts the ability of operating divisions to meet their goals.  IRS’ risk exposure was elevated because of the excessively long case durations, a growing backlog of work, and non-compliance with regulatory requirements for timeliness.  Over the last several years the actual number of investigations PS&I received has decreased.  However, the gap in number of cases received versus closed has increased.  Case closure timeframes currently range from 171-337 days.  Over the past 4 years, PS&I budget increased by over 24% annually, but the cases received-to-closed gap did not decrease.


The cost of IRS investigations was significantly higher than benchmarks or OPM. Travel, training, and other costs in PS&I were significantly higher due to comparatively smaller workload (40 IRS agents versus over 7000 OPM agents covering the entire country).  In 4Q 07, PS&I closed approximately 40 more cases than received through unsustainable efforts (ex. mandatory overtime, reduced annual leave approval).

Improvements


Improvements are being phased in.  Improvements will include increased investment in technology and training, as well as reduced costs and improved quality and timeliness.  Under the reengineering plan PS&I will move from an investigative to a risk-management focused organization.  Position Risk Determinations would be handled principally by PS&I, in partnership with Procurement (for contractors) and the Human Capital Organization (HCO) (for employees).  PS&I will pre-screen cases to avoid conducting costly investigations of applicants that do not meet IRS standards due to unacceptable tax, credit or criminal histories.  All field investigations would be performed by OPM; PS&I would phase-out the process of conducting background investigations internally.  Suitability and security determinations (adjudication actions) would be handled centrally at PS&I for all employees, contractors, and clearance cases, reducing burden on HCO.  PS&I would utilize shared e-government solutions for IT systems to improve tracking and workload management.

Transition Timeline


June 2009 is the target completion of the PS&I business process re-engineering.  A RIF is not planned or expected. The PS&I population is non-bargaining unit.  Implementation is being phased in.  Most positions in the new organization will be filled competitively beginning in 3Q and 4Q 08 with the management positions and concluding in 1Q 09 with remaining staff positions.  VERA/VSIP if offered will not occur before FY09; target off rolls likely by 2Q 09.


Impacts of Transition


As a result of the changes, many PS&I employees will be required to acquire some additional skill sets.  Downsizing of the organization will result.  The organization will change to better facilitate process improvements with a focus on training, career development and succession planning. 

The PS&I reengineering will be phased-in with target completion in June 2009.  PS&I does not have bargaining unit (union) employees.  PS&I began with a baseline of current operations (complete 9/07) and then performed benchmarking and an analysis of alternatives (complete 1/08).  Benchmarking was conducted with approximately one dozen other agencies and with industry.  Support was also solicited from Office of Program Evaluation and Risk Analysis (OPERA) at the staff and managerial levels to review statistical and cost comparisons during the analysis.  Four proof of concept demonstrations [Pre-Screening, Quality Assurance, Adjudication, Cross-Servicing] will occur in tandem over the next few months to allow for further partnering with stakeholders, process adjustments, issue identification and resolution, and final assessment.  The demonstrations will further reduce risk.  Organizational change will be required to support the PS&I process re-engineering.  Most positions in the new organization will be filled competitively beginning in 3Q and 4Q FY08 (fiscal year 2008) with the management positions, and concluding in 1Q 09 with remaining staff positions.

PS&I will work closely with the Chief Financial Officer (CFO) and HCO during transition to the proposed organization.  As IRS investigative staffing is reduced it will be necessary to ensure reduced dollars for staffing translate into program funding needed for OPM to handle investigations. PS&I staff levels and mix must be adjusted to transition from having a large group of General Investigators and Investigative Analysts to a large group of internal adjudicators.  Currently OPM conducts 90% of IRS investigations using tens of thousands of investigators nationwide.  IRS will phase out its investigative staff and OPM will conduct all IRS investigations using the current reimbursable agreements afforded all Federal agencies.

A variety of mitigation strategies will be used to minimize employee impact.  These include Voluntary Early Retirement Authority (VERA) and Voluntary Separation Incentive Program (VSIP), an internal job placement program, details (employees try jobs on for size), retirement counseling, and an upcoming continuing professional education session (9/08).  Comprehensive internal communications are required throughout the process changes and include on-line web forms, town hall meetings, an employee Frequently Asked Questions (FAQ) list, employee announcements, anonymous suggestions and comments, monthly and weekly updates, and presentations.

Interim and Expected Results

Interim results achieved have almost doubled productivity from 746 to 1196 cases closed per month. Through the proposed changes our goals are to eliminate case backlog by January 2009 and to reduce current time for case closure from 171-337 days to an average of 110 days.  The improvements will be achieved while significantly decreasing staffing and overall costs.  The improvements will reduce customer burden in completing background investigation and clearances and in re-certifications.


Measures & Standards 

Performance Requirements Summary


		Title

		Method 

		Measure

		AQL

		Frequency



		Quality Metrics



		HCO Eligibility Screening




		Random Sample of cases received from HCO

		Applicant Eligibility checks will be completed before being forwarded to WPG, based on PS&I checklists




		97 %

		Weekly



		WPG Pre-Suitability Assembly

		Random Sample of incomplete packages returned for review




		Packages forwarded for determinations will be complete based on PS&I checklist

		97 %

		Weekly



		Pre-Screen Suitability Checks

		Random Sample of all cases found Suitable


100% Inspection of unsuitable and C/D cases sent to OPM




		Suitability determinations will be accurate, based on OPM and IRS standards 

		97 %

		Monthly



		E-Qip Transmission

		100 % Inspection of returned cases




		Cases sent to OPM must be complete based on OPM checklist

		95 %

		Monthly



		Review of Field Investigations

		Random Inspection of Field Investigations

		Cases will meet the requirements of the investigative product, based on OPM standards




		99 % 

		Monthly



		Review of Adjudications

		Random Inspection of Favorable Adjudications


100 % Inspection of cautionary letter through adverse action Adjudications




		Suitability determinations will be in accord with USDA and IRS standards

		99 %

		Monthly



		Post Investigation Customer Satisfaction




		Random Sample of Customer Survey 

		Respondents will rate themselves as  “Satisfied” or higher with the investigation process




		80 % 

		Monthly



		Timeliness Metrics



		HCO Eligibility Determination

		100 % Inspection using MIS 

		Eligibility determinations must be made within three working days of download to CCOMP

		98 %

		Quarterly



		WPG Assembly for Pre-Suitability

		100 % Inspection using MIS

		Assembly and forwarding or closing actions must be completed within 5 days

		95%

		Monthly



		WPG E-Qip assembly and transmission

		100 % Inspection from E-Qip data

		All investigation requests must be in OPM’s custody within 14 days of applicant certification in E-Qip

		95%

		Monthly



		Field Investigation

		100 % of data from OPM

		All investigations must be completed within 90 days

		80 %

		Monthly 



		Additional Field Investigations

		100 % review of data reports from MIS

		Additional investigation information must be provided within 35 days of identification

		99 %

		Monthly



		Pre-Screen Adjudication

		100 % review of data reports from MIS

		Cases closed by the IRS must be completed within 3 days

		95 %

		Monthly



		Adjudication

		100 % review of data reports from MIS

		Adjudication decisions must be completed within 30 days

		80 %

		Monthly



		Adjudication Action Reporting

		100 % review of data reports from MIS

		IRS must report the results of adjudication decisions to OPM with 90 days

		99%

		Monthly



		End-to-End (E2E) Timeliness

		100 % review of data reports from MIS

		IRS must complete adjudication decisions within 120 days from the date of certification in eQIP by the applicant until the final decision is delivered. 

		80 %

		Monthly





Quality Control Personnel Staffing (HR track can do ~ OUTSOURCE to Linda)

Organizational Alignment


Staffing Levels


Position Description

Reporting and Coordination (Ric, Adam with all reviewing)

Field-Level Metrics


The goal of the QCP is to improve performance.  Culturally it is vital to an organization focused on providing high-quality service that the individual worker be focused on providing the highest level of accuracy and production possible.  It is impossible for workers to measure their own performance if no metrics are available that speak to their specific performance.  


The goal of field-level metrics is to produce reports that a worker can use to compare their work against their peers, to compare their work unit against, similar work units, and their operational chain of command against others.  The goal is to foster a culture within which quality metrics become a part of the daily operation; in which quality standing is an issue of personal pride; to create an environment where group and individual standing matter to everyone within the organization.  

Management Reports


Executive Dashboard


Evolution to OPM Dashboard


Template for Responses to Non-Compliant Metrics

Improvement Methodology (Ric with Everyone)

Design Principles


Threshold Levels for Process Improvement


Root Cause Analysis


Model, Test, or Demonstrate Revised Method


Implement Change


Customer and Employee Education


New Employee Training


New Manager Training


New Executive Training


Change and Configuration Notifications to Stakeholders


Attachment One – Performance Metrics


T1- End-to-End Suitability Determination Timeliness 


Background


Measure title:  End-to-End Suitability Determination Timeliness

Measure owner:  Director, PS&I 


Who needs the performance measure:  Used for Congressional Report compiled by OMB, OPM analysis, and for internal quality control purposes.  

What is measured?  Calendar Days

How is it measured?  Begins on the date that the applicant provides a finalized and complete package.  Under eQIP OPM considers this to be the date the applicant certifies their information in eQIP.  Ends on the date that the notification of the suitability determination is sent to the applicant.  This can be e-mail sent date or other method as required.  The difference in the total number of calendar days is the measure.  

Where is it measured?  Location of QAE. 

Why is it measured? End-to-End Timeliness is a IRTPA requirement.  In addition CFR XX XXX requires dates to adhere.  

Desired target
. 

December 2006


80% of all initial background investigations and security clearance determinations complete within 120 days.


December 2009


90% of all initial background investigation and security clearance determinations complete within 60 days. 


Desired trend.  Trending should be towards fewer days for completion at all times.  The process should always be getting faster.  


Data


Who collect data? QAE runs report provided by IT analyst. 

How data is collected? Within the IT system used to track suitability determinations.  A report is generated based on the fields for begin and end date for all open cases and cases closed within the month.  Data extract is for all cases closed in the month.  It extracts case number and number of days elapsed between open and closed dates.  


ABIS

ABIS start date is found in field XXX on screen YYY.  


ABIS end date is found in field XXX on screen YYY.  


eQIP

eQIP start date is found in field XXX on screen YYY.  


eQIP end date is found in field XXX on screen YYY.  


Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Frequency of collections. Monthly

When is data collected?  Mid-point of the first week of each month for the previous month.  

Who validates data?  QAE validates.

How data is validated?  A review of XX % of case numbers are checked in the IT system to ensure that the elapse time reported by the data extract reflects actual elapsed time.  


What metrics feed or are fed by this metric?  Each phase’s timeliness metric supports this metric.  While the data is collected without compilation, it is important that each subordinate phase (i.e.  Length of the Investigation (IRS, OPM, or Contractor) timeliness metric is understood.  

Data Analysis

How will the measure be used?  Used to feed into Root Cause analysis to determine if changes to the process or other factors are required.  Also needed by management at all levels to determine if personnel, training or other factors under the influence of the organization must be changed.  

Who analyzes data?  Analysis of initial data is the responsibility of the QAE office.  Further analysis may require support from subject matter experts in the area where a deficiency exists.  

How are the results reported?  Through Executive Dashboard, Manager Reports and Employee Reports available in the Wonderful and Marvey Quality Metric System.  

Frequency of reporting.  Standard reporting is monthly; however, more frequent reporting may be required for metrics which are underperforming/non-compliant.  


Response to Non-Conforming Results.  QAE office will perform threshold analysis to determine if root cause and process/personnel improvement are required.  QAE will inform Director, PS&I which individual subordinate measure(s) is non-compliant and that process owner will provide a response to the Director.  The response must include planned actions and milestones to bring the process into compliance.  

T2 - End to End HCO’s Eligibility Determination Timeliness 


Background


Measure title:  End to End HCO’s Eligibility Determination Timeliness 


Measure owner:  Director, PSI


Who needs the performance measure:  HCO/PSI/IRS Business Units

What is measured?  Calendar Days

How is it measured Begins on the date HCO downloads from Career Connector to CCOMP the qualified applicants to begin Eligibility Check (i.e. Address, Citizenship, Selective Service). Ends on the date HCO determines eligibility of applicant and WPG notified/transmission of incoming case.  


Where is it measured?  QAE  


Why is it measured? To track timeliness of eligibility determination impacting overall time of hiring an employee.  Useful to HCO and IRS Business Units to forecast when to start hiring and meet goals of bringing FTE on board.

Desired target. Ensure quick turn around time of eligiblity determination and case forward to PSI 3 days turn around time with 98% correct completion. 

Desired trend.  1 day turn around time and 99% correct completion.


Data


Who collect data? QAE can run reports from IT systems.


How data is collected?  CCOMP. A report can be generated based on the field capturing the date qualified applicant info is downloaded from Career Connector to CCOMP.  End date is generated based on the field capturing the date eligibility is determined and WPG notified of case.  




CCOMP




CCOMP start date is found in field XXX on screen YYY.




CCOMP end date is found in field XXX. on screen YYY


Frequency of collections:  Quarterly. 

When is data collected?  End of each quarter.

Who validates data?  QAE


How data is validated?  A review of a percent of case can be checked in CCOMP to ensure that the elapsed time reported by the data extract reflects actual elapsed time.  .   

What metrics feed or are fed by this metric?  Overall time for applicant to be hired by IRS and overall time for length of an investigation (IRS:HCO/PSI, OPM or Contractor).  


Data Analysis


How will the measure be used?  Used to give feed back to HCO as far as changes to process or determine other factors under the influence of the organization must be changed.  

Who analyzes data?  QAE 


How are the results reported?

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete

Frequency of reporting. Quarterly 


Response to Non-Conforming Results.   QAE will inform Director, PSI, who will then liaison this information to HCO to discuss timelines and goals.Background


T3 - WPG Scanning OPM/NBIC Investigations Process Timeliness


Background


Measure title:  WPG Scanning OPM/NBIC Investigations Process Timeliness


Measure owner: Investigation Coordinator Center Mgr.
 


Who needs the performance measure: WPG mgr., ICC Mgr, Dir. PS&I,  OPM  (compare with OPM’s metric)

What is measured?  Calender Days  

How is it measured?  It begins at received date stamped in Mail Room or received electronically and ends on event date scanned investigation/attachments of investigation, is forwarded to next step either Closing or Adjudicaton.

Where is it measured?  WPGroup 

Why is it measured? Receipt of the completed investigation from OPM/NBIC is an integral part of the timeliness measurement of  End to End Suitability Determination.


It is also a measurement of the amout of work anticipated for the Adjudicators, and the timeliness of favorable closings.


Desired target.  There are two phases of this process: 1) referring Less Than Favorable information to the Adjudication Group, and 2) forwarding investigation to WPG closers. 


95% of cases in 3 days - to receive OPM/NBIC investigation, log in IT system, scan all necessary documents, forward Less Than Favorable investigations to the Adjuciators, and forward Favorable investigations to WPG Closing team.


Desired trend.  Some fluxuation is anticipated due to not being able to anticipate the number of cases from OPM, and also due to the NACI program strongly impacting this area.

Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Within IT program tracks timeliness.  From when paper or electronic OPM/NBIC investigation received in NBIC.  


Measure From:


Date in field “Received Report from OPM” for OPM investigations or 

New date field in ABIS “All field leads completed” for NBIC field leads


Measure To:


Date case status changed to “PS&I Adjudication Pending” for Less Than Favorable OPM/NBIC investigations


Date case status changed to “Ready to Close”  for Favorable OPM/NBIC investigations 


Frequency of collections. Bi-monthly

When is data collected?  At mid-point and at end of each month

Who validates data?  QAE

How data is validated?  Percentage of cases are checked in the IT system to be sure the actual lapse times reported by the data extract reflects to actual lapse times.

What metrics feed or are fed by this metric?  This metric feeds into the overall metric of End to End Suitability Determination Timeliness. 

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE and WPG manager

How are the results reported? Manager and Employee reports prepared by the QAE 

Frequency of reporting.  Bi-monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform ICC Mgr. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which individual subordinate measure(s) is non-compliant and that process will provide a response to the Director.  The response must include planned actions and milestones to bring the process into compliance. 

T4 – Timeliness of field investigations

Background


Measure title:  1a-Timeliness of Field Investigations


Measure owner: CAG Mgr.
 


Who needs the performance measure: CAG Mgr. WPG Mgr, Dir. PS&I OPM (for comparative metrics)

What is measured?  Calender Days  

How is it measured?  From date e-Qip released to OPM by Pre-screen Adjudicators  until case closed by OPM.

Where is it measured?  CAGroup


Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Within IT program tracks timeliness.  A comparison is done with information collected from OPM from date e-Qip initiated to date field investigation completed


Measure From:


Date e-Qip released to OPM  by prescreen adjudicators; fromDate “Sent to Other Agency” in ABIS.  Case status changed to “Pending Other Agency”. For PS&I investigations, measure from scoping completed. 


Measure To:


Date OPM closed investigation, from date “OPM Closed Date” in ABIS


Case status changed back to “Working”.  For PS&I investigation measure  to latest field date completed (date to be added in  ABIS).


Frequency of collections. Monthly

When is data collected?  First day of the next month

Who validates data?  QAE

How data is validated?  Review random sample of timeliness of field investigation of OPM and PS&I field investigations.  PS&I priority service dates need to match OPM service requested AB or C service.  


What metrics feed or are fed by this metric?  WPG Metrics of date investigation sent for field investigation with OPM/PS&I.  Also, this metric feeds into overall end to end suitability timeliness. 

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, CAG Mgr. and Dir. PS&I(OPM contract administrator)

How are the results reported? Manager report prepared by the QAE 

Frequency of reporting.  Monthly

Response to Non-Conforming Results. The QAE office will perform threshold analysis and will inform CAG Mgr. and Dir. PS&I to determine field investigation timeliness and report trend, resulting in contact with field investigator contractor and reviewing quarterly results.

 T5 – Timeliness of Further Investigations

Background


Measure title:  2c-Timeliness of additional field investigations that were either returned for field work or RSI or SPIN requested.


Measure owner: CAG Manager
 


Who needs the performance measure: CAG Mgr., Dir. PS&I

What is measured?  Calendar days of additional investigation.  

How is it measured?  Measured by two new date fields in IT system, one for  returning field investigation for unacceptable field investigations and a second for additional field investigation i.e. RSI and SPIN investigations requested by adjudicator.


Where is it measured?  CAG 


Why is it measured? The timeliness of returned work or additional work will seriously affect the overall timeliness of IRS investigations not meeting standards, and should be monitored to ensure the necessity of these field investigations.


Desired target.  99% of all investigations meet the set requirements of the returned OPM investigation, RSI or SPIN investigation.   This may need to be negotiated with the OPM management.


Desired trend.  Improvements will be expected to increase the timeliness of returned and additional field investigations.

Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Adjudicators will review field investigations that are less than favorable and if additional field investigation is required by a RSI or SPIN.  The information will be collected from the automated quality review system process, being added to the IT system.


Measure From and To:

For Returned Investigation:  the date field for “Returned Field Investigation” until “Returned Field Investigation returned.


For Additional Investigation: the date field for “Request for Additional Field Investigation”,  until Returned Additional Field Investigation”.


Frequency of collections. Monthly

When is data collected?  At end of each month

Who validates data?  QAE

How data is validated?  Percentage of cases are checked in the IT system to be sure the correct selection was made by the adjudicators, for returned and additional field investigation and review accuracy of dates of Returned and Additional Field Investigations.


What metrics feed or are fed by this metric?  This metric feeds into the overall quality metric involving results of the process of returning the field investigation back to the field for additional work.  

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, CAG Mgr.

How are the results reported? Reports prepared by the QAE for CAG and Dir. PSI, to consult with OPM management.

Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform CAG Mgr. and Dir. PSI. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which aspect of field investigations need improvement in timeliness.  The response must include planned actions and milestones to bring the process into compliance.


 T6 – Timeliness of Closure – Favorable and No Issue

Background


Measure title:  3a-Timeliness of closing favorable and No Issue investigations by WPG 


Measure owner: WPG Manager
 


Who needs the performance measure: WPG Mgr., Dir. PS&I

What is measured?  Calendar days.  

How is it measured?  Measured by the stamped date received in WPG to the date Investigation Completed.


Where is it measured?  WPG 


Why is it measured? The timeliness of favorable or No issue field investigations is necessary to meet overall timeliness goals of IRS investigations.  Attention to completing the favorable field investigations will help the average timeliness of IRS overall average timeliness.  


Desired target.  95% of all investigations receive in WPG are close Investigation Complete within 10 days of receipt of field investigation. 


Desired trend.  Improvements will be expected to increase the timeliness of closing favorable  field investigations.


Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Timeliness is tracked by IT system, need new date for when PSI field investigation is completed.


Measure From:

Stamped date on OPM investigation or the Investigation Completed date of PSI field investigations.

Measure To:  

Investigation Completion date


Frequency of collections. Monthly

When is data collected?  At end of each month

Who validates data?  QAE

How data is validated?  5% Percent of cases are checked in the IT system to be sure the correct dates were input into the IT system.


What metrics feed or are fed by this metric?  This metric feeds into the overall timeliness measure of IRS investigations. 

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, CAG Mgr.

How are the results reported? Reports prepared by the QAE for WPG and Dir. PSI, to consult with OPM management.

Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform WPG Mgr. and Dir. PSI. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which aspect of field investigations need improvement in timeliness.  The response must include planned actions and milestones to bring the process into compliance. 

T7 – Timeliness of OFI 19A

Background


Measure title:  7a-Timely completion of OPM’s OFI 79A forms 


Measure owner: CAG Mgr.
 


Who needs the performance measure: CAG Mgr, Dir. PS&I,  OPM  (compare with OPM’s metric)

What is measured?  Calender Days  

How is it measured?  It begins with the date investigation completed (subsequent to adjudication) in CAG, and ends at the date OFI 79 transmitted to OPM via PIPS

Where is it measured?  CAG 


Why is it measured? OPM is monitoring the status of the PSI investigation from date OFI 79A initiated to IRS completion.  This information is used for other Federal Agencies wanting the results of our investigation.  If other investigations are waiting on the completion of our investigation (transferred by OPM) timely input of the OFI information is significant.


Desired target.   95% of all OFI 79A form results input into PIPS within 1 day of closing- these forms are completed by the adjudicator and forwarded to the Investigative Assistant in CAG.


Desired trend.  This trend should trend toward a higher percentage each month.


Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Within IT program tracks timeliness.  From date investigation completed in IT system to date transmitted to OPM by Investigative Assistant in CAG – new date not presently measured.


Measure From:


Date in field “Investigation completed” for all investigations 

Measure To:


New date field in IT system “Date OFI 79A results to OPM” 

Frequency of collections. Monthly

When is data collected?  At end of each month

Who validates data?  QAE

How data is validated?  A field will be added to the “Report received from OPM” node to ask if “OFI 79A form attached to CCT” requesting a response yes or no.    Only less than favorable OPM investigations contain the OFI 79A form.  In order for QAE to identify the timeliness of  OPM OFI 79A form submitted via PIPS within one day of Investigation Completed date these new fields need to be added to the IT system. 


What metrics feed or are fed by this metric?  This metric is one of a group, another measures quality, and a third is a comparative measure to OPM statistics.

Data Analysis



How will the measure be used?  

Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE and CAG manager

How are the results reported? Manager and Employee reports prepared by the QAE 

Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform CAG Mgr. to determine if root cause and process/personnel improvement are required.   QAE will inform CAG which individual subordinate measure(s) is non-compliant and that process will provide a response to the CAG Mgr.  The response must include planned actions and milestones to bring the process into compliance. 

Q1 - Eligibility Screening Quality from HCO 


Background


Measure title:  Eligibility Screening Quality from HCO


Measure owner: Director, PSI  


Who needs the performance measure:  PSI/HCO

What is measured?  Number/Percentage of cases forwarded to PSI/WPG from HCO with incomplete eligibility checks. 

How is it measured: WPG checks when applicant package is received to verify all pre-screen appropriate eligibility checks have been completed by HCO.  Cases that are incomplete our tagged by WPG.


Where is it measured?  WPG

Why is it measured?  To assure quality of eligibility checks are complete on each applicant, which will filter out the ineligible candidates before moving to the suitability/investigation phase.

Desired target. 97% of applicant eligibility checks are complete when received by WPG

Desired trend.  99% of applicant eligibility checks are completed when received by WPG.  

Data


Who collect data? QAE

How data is collected?  CCOMP will capture checks completed (taxes, citizenship, Selective Service and Request for Fingerprint Check).  WPG can tag a case that is incomplete and what field is not complete. (A “tag” field can be added to CCOMP to capture this data, and a report can be generated.)


Frequency of collections.  Weekly

When is data collected?  Monday following week’s end.

Who validates data?  QAE .

How data is validated?  Random sampling of cases tagged for incompleteness.

What metrics feed or are fed by this metric?  Overall quality of pre-screening investigations.  (Applicant must meet eligiblity before going forward to pre-screen suitability.)  

Data Analysis


How will the measure be used?  Used to give feed back to HCO to determine if changes to the process or other factors under the influence of the organization must be changed.   

Who analyzes data?  QAE

How are the results reported?  


Executive Dashboard Report looks like


Manager Process Health Report looks like… 

Frequency of reporting:  Weekly   


Response to Non-Conforming Results. QAE will inform Director, PSI, who will then liaison this information to HCO to discuss quality goals.   


Q2 - Quality of Field Investigation

Background


Measure title:  1b-Quality of Field Investigation


Measure owner: CAG Mgr.
 


Who needs the performance measure: CAG Mgr. Dir. PS&I OPM (for comparative metrics)

What is measured?  Investigative leads and checks meeting OPM Investigation Standards  

How is it measured?  OPM Investigative Handbook, rated in three categories a) Acceptable, b) Unacceptable but Adjudicated and c) Unacceptable and returned.


Where is it measured?  Final Adjudicators in CAGroup and Quality Review of QAE  group’s random checks of field investigations especially of favorable investigations in WPGroup.


Why is it measured? It will affect the timeliness of end to end measurement and measure field investigation contractor’s compliance with deliverables.


Desired target.  120 days from date initiated in e-Qip(OPM) or scoped date (PS&I) for field investigaton to date closed and sent to PS&I.


80% within 120 days from sent for investigation and completion of field lead. (See difference in expectations of PS&I and  OPM of 120 days for FY 2008).

Desired trend.  Should see a decrease in Timeliness of field investigation completion, but OPM’s service should be rated on success or failure on meeting their own expectations, and if PS&I service meets their service expectations.


Why is it measured? The quality and throughness of field investigations is an integral part in making accurate suitability determinations.


Desired target.  Acceptable rate of 95% of all field investigations (category a only) received from  each group PS&I and OPM.  Note: a comparison of our actual acceptable percentage of OPM field investigation, and OPM’s announced acceptable ratings should be comparable.


Desired trend.  With increased feedback, trend should increase the percentage of acceptable field investigations from PS&I and OPM.  


Data


Who collect data? QAE runs report off of CAGroup’s quality review process report, and from QAE’s review of favorable investigations in WPGroup.

How data is collected? Within IT program tracks quality from final adjudicator’s quality review process and QAE’s random reviews.


Measure:


a) Acceptable – meets OPM Investigative Standards


b) Unacceptable but adjudicated – does not meet OPM Investigative Standards but not returned but recorded as unacceptable for future feedback 


c) Unacceptable and returned – Does not meet OPM Investigative Standards and investigation reopened and returned back to the field 

Frequency of collections. Monthly

When is data collected?  First day of the next month

Who validates data?  QAE

How data is validated?  Review sample of investigations in the quality review process, including categories of a,b and c,  of both OPM and PS&I field investigations.  


What metrics feed or are fed by this metric?  The results of both the quality and completeness of investigations submitted  through e-Qip and  quality of investigations returned from OPM should be considered for feedback sessions with OPM.

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, CAG Mgr. and Dir. PS&I(OPM contract administrator)

How are the results reported? Manager report prepared by the QAE 

Frequency of reporting.  Monthly

Response to Non-Conforming Results. The QAE office will perform threshold analysis and will inform CAG Mgr. and Dir. PS&I to determine root causes.  QAE will inform Dir. PS&I if field investigation trend is consistently non-conforming with expectations.


Q3 – Review Of Field Investigations

Background


Measure title:  2a- Quality Review of Field Investigations


Measure owner: CAG Manager
 


Who needs the performance measure: WPG mgr., ICC Mgr, CAG Mgr., Dir. PS&I

What is measured?  Quality of Field Investigative Product  

How is it measured?  Measured by OPM Investigative Guidelines and PSI Field Guidelines.


Where is it measured?  WPG for favorable field investigations and CAG for OPM/PSI field investigations 

Why is it measured? It is important that the investigative standards are met in order to mitigate any risks to the IRS and meet the requirements of the implied contract between the IRS and contractor.


Desired target.   99% of all investigations meet the requirements of the investigative product. 


Desired trend.  Improvements will be expected to increase the number of investigations meeting the requirements of the investigative product.


Data


Who collect data? QAE runs report provided by IT Specialist

How data is collected? Adjudicators will review field investigations that are less than favorable and the Quality Assurance Reviewers will randomly check favorable field investigations.  An IT system will collect the information from the automated quality review system.


Measure:

If field investigation is acceptable/unacceptable/unacceptable but able to be adjudicated, based on OPM and PSI Investigative product guidelines.


Frequency of collections. Monthly

When is data collected?  At end of each month

Who validates data?  QAE

How data is validated?  Percentage of cases are checked in the IT system to be sure the correct determination was made by the Adjudicators.


What metrics feed or are fed by this metric?  This metric feeds into the overall quality metric involving results of process of returning the field investigation back to the field for additional work.  

Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, WPG Mgr and CAG Mgr.

How are the results reported? Reports prepared by the QAE for WPG, CAG and Dir. PSI, to consult with OPM management.

Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform WPG Mgr, CAG Mgr. and Dir. PSI. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which aspect of field investigations need improvement.  The response must include planned actions and milestones to bring the process into compliance. 

Q4 – Number and Reasons for Failed Field Investigations


Background


Measure title:  2b- Determining number and reasons for unacceptable field investigations


Measure owner: CAG Manager
 


Who needs the performance measure: WPG mgr., ICC Mgr, CAG Mgr., Dir. PS&I


What is measured?  Number and reasons for unacceptable field investigations  


How is it measured?  Measured by OPM Investigative Guidelines and PSI Field Guidelines.


Where is it measured?  WPG for favorable field investigations and CAG for OPM/PSI field investigations 


Why is it measured? It is important that the investigative standards are met in order to mitigate any risks to the IRS and meet the requirements of the implied contract between the IRS and contractor.


Desired target.  This metric is will be used to provide feedback to the field investigator’s/contractors doing work for the IRS


99% of all investigations meet the requirements of the investigative product, and that 99% of unacceptable field investigations have correct determinations and accurate reason codes. 


Desired trend.  Improvements will be expected to increase the number of correct determinations of unacceptability, and correct reason coding.


Data


Who collect data? QAE runs report provided by IT Specialist


How data is collected? Adjudicators will review field investigations that are less than favorable and the Quality Assurance Reviewers will randomly check favorable field investigations.  An IT system will collect the information from the automated quality review system.


Measure:


A count is taken of the field investigation for the categories of unacceptable and unacceptable but adjudicated from the IT system, based on OPM and PSI Investigative product guidelines.  If unacceptable or unacceptable the fields regarding the reason for acceptability are completed in the IT system.


Frequency of collections. Monthly

When is data collected?  At end of each month


Who validates data?  QAE


How data is validated?  Percentage of cases are checked in the IT system to be sure the correct determination was made by the adjudicators, and the reason code was completed.


What metrics feed or are fed by this metric?  This metric feeds into the overall quality metric involving results of process of returning the field investigation back to the field for additional work.  


Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, WPG Mgr and CAG Mgr.


How are the results reported? Reports prepared by the QAE for WPG, CAG and Dir. PSI, to consult with OPM management.


Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform WPG Mgr, CAG Mgr. and Dir. PSI. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which aspect of field investigations need improvement.  The response must include planned actions and milestones to bring the process into compliance.  

Q5 – Quality of Favorable/No Issue


Background


Measure title:  3b-Quality review of favorable/No Issue determinations and ROIs


Who needs the performance measure: WPG Mgr., Dir. PS&I


What is measured?  The accurate suitability determination and an accurate ROI.  


How is it measured?  By USDA and IRS Specific Suitability Adjudication Standards


Where is it measured?  WPG 

Why is it measured? The quality of adjudication determinations are essential for risk mitigation to the IRS service and for its employees, the reporting standards are necessary to maintain the highest accuracy in reporting the investigation checks of fields, which are being used by other agencies for their adjudication. 


Desired target. 99% of all investigations reviewed have accurate final adjudication determinations.  95% of all reports have accurate information regarding investigative checks and acceptable field investigation information.


Desired trend.  Improvements will be expected to increase the quality of adjudications and reporting of investigative information.


Data


Who collect data? QAE 


How data is collected? QAE office randomly review favorable ROIs submitted by WPG


Measure:


Determinations of Suitability meet guidelines and review of ROI meets PSI standards(yet to be developed)


Frequency of collections. Monthly

When is data collected?  At end of each month


Who validates data?  QAE Office


How data is validated?  5% Percent of cases are checked by QAE second reviewer.


What metrics feed or are fed by this metric?  This metric feeds into the overall quality of PSI adjudication determinations and investigation reporting metrics.


Data Analysis


How will the measure be used?  

Executive Dashboard Report looks like…[Ric will complete]


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, WPG Mgr.


How are the results reported? Reports prepared by the QAE for WPG and Dir. PSI


Frequency of reporting.  Monthly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform WPG Mgr. and Dir. PSI. to determine if root cause and process/personnel improvement are required.   QAE will inform Director, PS&I which aspect of WPG closing favorable investigations need improvement in timeliness.  The response must include planned actions and milestones to bring the process into compliance. 


Q6 – Quality of OFI 79As


Background


Measure title:  7b-Quality review of OPM’s OFI 79A forms 


Measure owner: CAG Mgr.
 


Who needs the performance measure: CAG Mgr, Dir. PS&I,  OPM  (compare with OPM’s metric)


What is measured?  Identification of OFI 79A in OPM investigation and its input into IT system.  Accurate completion of OPM Form OFI 79A and correct results input into PIPS  


How is it measured? Random review of  OPM investigations with less than favorable information, to see if OFI forms attached to OPM investigation and that Adjudicator indicating if presence OFI 79A form in IT system, and thirdly, if input into PIPS is complete and accurate.


Where is it measured?  CAG 


Why is it measured? OPM is monitoring the status of the PSI investigation from date OFI 79A initiated to IRS completion.  This information is used for other Federal Agencies wanting the results of our investigation.  If other investigations are waiting on the completion of our investigation (transferred by OPM) accurate input of the OFI information is significant.


Desired target.   99% accuracy rate of OPM OFI 79A forms provided with investigation are input into IT system. 99% accuracy rate of OPM OFI 79A forms in IT system are input into PIPS. 99% accuracy rate of OPM OFI 79A form results input into PIPS correctly.


Desired trend.  This trend should rise toward a higher percentage each month.


Data


Who collect data? QAE runs report provided by IT Specialist. 


How data is collected? With a review of less than favorable OPM investigations, within IT program to determine if OFI 79A form presence is captured and in OPM’s PIPS program to see if all present in IT system are all in OPM PIPS system and results accurately transmitted.  


Measure:


#1 all OFI 79A forms attached to OPM investigation included in IT system.


#2 all OFI 79A forms indicated in IT system, equals all forms in PIPS


#3 all OFI 79A information input correctly into PIPS 


Frequency of collections. Quarterly

When is data collected?  At end of each quarter of the fiscal year


Who validates data?  QAE


How data is validated?  The random review is conducted by the QA staff, and supported from OPM records.  

What metrics feed or are fed by this metric?  This metric is one of a group, another measures timeliness of input, and a third is a comparative measure with OPM statistics, for start of investigation “e-QIP certification to end of investigation “Investigation completion date”.


Data Analysis



How will the measure be used? 


Executive Dashboard Report looks like… {Ric will complete}


Manager Process Health Report looks like… [Ric will complete]


Who analyzes data?  QAE, CAG Mgr. and Dir. PSI


How are the results reported? Executive, Manager and Employee reports prepared by the QAE 


Frequency of reporting.  Quarterly

Response to Non-Conforming Results.  The  QAE office will perform threshold analysis and will inform CAG Mgr. to determine if root cause and process/personnel improvement are required.   QAE will inform CAG which individual subordinate measure(s) is non-compliant and that process will provide a response to the CAG Mgr.  The response must include planned actions and milestones to bring the process into compliance. 


Surveillance Methods 


There are five surveillance methods that will be used to evaluate the contract work:  Planned Sampling Inspection, 100% Inspection, Customer Complaints, Unscheduled Inspections, and Random Sampling Inspections.

For the purpose of this guide, Service Provider is a generic term that is used to indicate performance by any entity.  Standards, Metrics, and Measures are designed to be “source neutral”, allowing evaluation of work performed by internal PS&I personnel, surge contractor’s workforce, Human Capital intake personnel, Procurement specialists, or other government entities such as OPM’s investigators.  

1.  Planned Sampling Inspections


Planned sampling is based on evaluating a portion of the work as the basis for appraising the Service Provider’s performance.  Samples are selected based on a subjective rationale with the sample size being arbitrarily determined by the Quality Assurance Evaluator.  Planned sampling is useful when population sizes are not large enough or homogeneous enough to make random sampling practical.  Planned sampling is recommended for the inspection of Interviews, specialized adjudications or other instances which are unique enough to warrant extra attention.


a. Sample Size. 


The Quality Assurance Evaluator must follow the documented criteria to be used for sample selection as outlined in the QCP Inspection Guide Checksheet.  The documentation should include:  rationale for selection of specific work occurrences, sample size requirements, and impact on services that receive little or no evaluation.


b. Planned Sampling Analysis of Results


At the end of the monthly rating period, the Quality Assurance Evaluator will summarize the surveillance data and compute the Acceptable Quality Level (AQL) rating for each Checksheet. 


c. To determine an AQL percentage rating, 


(1).
Determine how many times the service is expected to be provided during the surveillance period (population).  


(2).
Determine what the maximum number of nonconforming services or supplies for the given requirement for the period the Government should tolerate (number of accepted nonconforming services or supplies).  


(3).
Subtract the number of accepted nonconforming services or supplies from the population to determine the number of number of required services that should be performed satisfactorily (acceptable services).  


(4).
Then divide the number of acceptable services by the population to determine the AQL.  


(5).
All of the above data shall be documented on the Inspection Checksheets, in the Rating Comments Section.  Statistical data supporting all Inspection Checksheet elements rated as failed shall be included in the Quality Assurance Evaluator MIS.  


AQL =
Total Number of Observed Approved Service occurrences/ Sample 


d. Population 


(1). The AQL for a specific Checksheet is identified on each Checksheet in a percentage.  To determine if a Checksheet is rated as passing or failing, each of the Checksheet elements in the Checksheet has been given a weight factor in percent of the overall Checksheet,  


(2).  For each Checksheet element that passes, the full percentage for that element is added to all other passing elements for that Checksheet to produce a total quality level rating in percentage for each Checksheet (if a Checksheet element is failed, zero percentage points are added to the overall Checksheet rating).  


(3).  If the total percentage for a given Checksheet meets or exceeds the AQL for that particular Checksheet, the Checksheet is rated as passing for the overall Checksheet rating and the Checksheet receives a rating of the maximum AQL points for that particular Checksheet and/or CLIN/sub-CLIN item.  Further definition on this process is contained in Attachment B.



e. Criteria for Use


(1).
Consider for medium populations where 100% Inspection is too costly or manpower is inadequate.


(2).
Can be used for unscheduled services, if the work can be inspected at a later time after performance.


(3).
Consider for requirements whose importance does not justify the cost of 100% inspection.


(4).
If used consistently, it will provide adequate trends in overall Service Provider performance.


(5).
Use where the requirement is critical enough not to rely on the Validated Customer Complaint method.


f.  Pros/Cons


(1).
If used consistently with the same sample selection criteria each month, gives good indication of trends in the Service Provider’s performance.


(2).
It gives the Quality Assurance Evaluator flexibility.  They can use any system for sample selection, but the sampling method should be documented and consistent from month to month. 


2.  100% Inspection 


100% Inspection is an evaluation method that requires complete 100% inspection of a major mission requirement.  The AQL analysis for 100% inspection will be based on 100 % inspection of all work associated with the requirement and the AQL established in the QCP Inspection Guide and /or checksheets.  The analysis requires the summarization of all surveillance data and the computation of the AQL.  The AQL is computed by the same method as in the planned sampling.


a. Criteria for Use


(1).
Use when the service population is small.


(2).
Apply to critical services with major mission impact, where inspection of each and every occurrence is important.


(3).
Use when it is important to have a precise measurement of the service provider’s level of performance.


(4).
Not well suited for large populations.


b. Pros/Cons


(1).
Only method for absolute accurate inspection results.


(2).
Measures the true performance level.


(3).
No supplementary or backup inspection methods are required.


(4).
Potentially expensive, time consuming, labor intensive.


c. To determine an AQL percentage rating 


(1).
Determine how many times the service is expected to be provided during the surveillance period (population).  


(2).
Determine what the maximum number of nonconforming services or supplies for the given requirement for the period the Government should tolerate (number of accepted nonconforming services or supplies).  


(3).
Subtract the number of accepted nonconforming services or supplies from the population to determine the number of number of required services that should be performed satisfactorily (acceptable services).  


(4).
Then divide the number of acceptable services by the population to determine the AQL.  


(5).
All of the above data shall be documented on the Inspection Checksheets, in the Rating Comments Section.  Statistical data supporting all Inspection Checksheet elements rated as failed shall be included in the QUALITY ASSURANCE EVALUATOR Monthly QCP Report. 


AQL =
Total Number of Observed Approved Service occurrences/ Sample

3.  UNSCHEDULED INSPECTIONS


a.  Opportunities to Use Unscheduled Inspections.  


There are usually opportunities for unscheduled inspections that may be able to be carried out in an effective manner in conjunction with scheduled inspections of other requirements or in an impromptu fashion on the way to or from another commitment.  Analysis of Unscheduled Inspections results requires the summarization of surveillance data and the computation of the AQL.  The AQL is computed by the same method as in the planned sampling.


For example, a Quality Assurance Evaluator may be monitoring adjudication decisions for timely completion.  Incident to that inspection, he/she may notice that intake dates are not being completed and fail to meet specific standards.  This constitutes an unscheduled inspection.  It will not be used as a primary method of surveillance.  Decisions on what to inspect are usually arbitrary; they are made simply “because you are there”.  Unscheduled Inspections will be used as a supplement to other methods.  In some cases, a requirement with few work occurrences and few locations can be inspected by Unscheduled Inspection, but only if it is a relatively non-critical requirement and does not require inspection immediately upon completion.  


Unscheduled inspections may also be used to further identify how far ranging problems may be which has been previously identified using planned sampling, or customer complaints.  When a problem is identified in the performance of a requirement, additional unscheduled inspections may be performed to identify if the problem exists in more than the one location previously inspected and will provide additional information to the Quality Assurance Evaluator.  All items of work that are found to be unsatisfactory by the Quality Assurance Evaluator’s will be identified in the Quality Assurance Evaluator MIS and, if significant enough, to the director of Quality Assurance for action.


B. Criteria for Use


(1).
Use for low priority requirements.


(2).
Use to supplement other inspection methods to further identify the scope and causes of problems with provided services.


C. Pros/Cons


(1).
Is a supplemental inspection tool.


(2).
Provides an entirely subjective assessment.


(3).
Should not be used to develop trends in performance.


4.  Validated Customer Complaints 


Customer Complaints constitutes a surveillance method based on customer awareness, timeliness in completing customer service calls, and customer satisfaction ratings.  Customers notify the ERC and/or QUALITY ASSURANCE EVALUATOR’s/QUALITY ASSURANCE EVALUATORs when there is a case of perceived poor performance, untimely performance, or non-performance.  Upon notification, the QUALITY ASSURANCE EVALUATOR’s/QUALITY ASSURANCE EVALUATORs investigate the report and, if valid, document the performance problem, thereby validating the complaint.


a. Criteria for Use


Use this method where the customer:


(1). Is the direct recipient of the service and


(2). Is aware of service levels required.


b. Pros/Cons


(1).
Does not guarantee all poor or non-performed service will be reported.


(2).
Validity of any given complaint is sometimes questionable.  Therefore, validation must be done promptly before conditions change, or the defect cannot be documented.


c. Documenting Customer Complaints 


a.  Receipt of Complaints


Normally customer complaints are received from the Director, PS&I or directly from the customer to the Quality Assurance Evaluators.  Subsequently, all customer complaints are must be documented Quality Assurance Evaluator Management Information System (QAEMIS).  The database information recorded in the QAEMIS should contains the following data for each complaint:



(1).
Date and time of complaint



(2).
Source of complaint ‑ organization and/or individual



(3).
Nature of complaint (narrative description)



(4).
Contract reference of complaint related services



(5).
Valid complaint (Yes or No) (Validation)



(6).
Date and time SP is informed of complaint



(7).
Action taken by SP and date ticket is closed 



(8).
Signature of the person (Quality Assurance Evaluator) validating the Complaint



b. Customer Complaint Validation


(1)  Only validated complaints are allowable as described above.  In order to validate a customer complaint, the Quality Assurance Evaluator must physically review the performance in reference against the standard.  The complaint is validated only if the performance standard was not met.  


(2)  If the contract standard was met, then the Quality Assurance Evaluator will discuss the complaint with the customer and the standards of performance that are expected and the complaint will not be counted as a non-conforming service or supply in evaluating the performance of the SP.


5.  Random Sampling Inspections


a. Criteria for Use


Random Sampling shall be used when some part but not all of the Service Provider’s performance is to be evaluated.  The method of random inspections is defined for each Checksheet task on each Checksheet Inspection Guide.  


b. Pros/Cons


(1). Relies on the overall system to perform in a statistically predictable manner.


(2). Cannot provide additional granularity of data (i.e. drill down for further results) without additional sampling.


(3) Is much less than other sampling methods, and much less expensive than most instances of 100% sampling.

C. Levels of Inspection.  


The Random Sampling level of inspection may be normal, reduced, or tightened.  These levels only pertain to Random Sampling and may be adjusted by the QAE based the Service Provider’s performance.  All changes in the number of Random Samples analyzed for Checksheet Tasks will be documented by issuance of revised Inspection Guides addressing the new sample size to be implemented.

D.  Reference


Overall guidance for random sampling is based on American Nation Standard Z1.4-2003 (or most current version if revised), Sampling Procedures and Tables for Inspection by Attributes, © 2003 by the American Society for Quality, Milwaukee, WI.  

IV.  Acceptable Quality Level (AQL).


1.  The AQL is the level of performance of the requirement the SP shall perform for the particular work to be considered acceptable and rated as passed as defined in the QCP Checksheets and Inspection Guides.  The AQL is shown in the performance criteria section of the QCP Inspection Guide and on each Checksheet.  For each Checksheet requirement, the AQL serves as a benchmark to evaluate the SP’s performance as it applies to that particular requirement.  The SP and QAE management should be notified in all cases where the AQL is not met for a particular Checksheet item. 


2.  The unit of measure for an AQL for a given Checksheet element may be stated either as a percent or as an absolute number of items per time period.  The specific AQL is identified for each requirement in the QCP inspection guide and/or checksheets.  All of the above-outlined surveillance methods may be applied to determine the AQL.  


3.  The AQL may trigger negotiations with the SP, and in the case of contractor SPs payment reductions may need to be determined by the Contracting Officer.  In addition, the AQL is also the threshold below which other contract actions will be taken (cure notices, show cause letters, termination, etc. as deemed appropriate by the Contracting Officer).  In short, it is a Government QA tool to determine when performance is acceptable and when performance needs improvement and/or further contract administration actions.  


4.  How to determine an AQL percentage rating 

a.
Determine how many times the service is expected to be provided during the surveillance period (population).  


b.
Determine what the maximum number of nonconforming services or supplies for the given requirement for the period he Government should tolerate (number of accepted nonconforming services or supplies).  


c.
Subtract the number of accepted nonconforming services or supplies from the population to determine the number of number of required services that should be performed satisfactorily (acceptable services).  


d.
Then divide the number of acceptable services by the population to determine the AQL.  


e.
All of the above data shall be documented on the Inspection Checksheets, in the Rating Comments Section.

f.  
The AQL for a specific Checksheet is identified on each Checksheet as a percentage.  To determine if a Checksheet is rated as “PASS”, each of the individual elements in the Checksheet is weighted in a percentage.  For each Checksheet element passed, the percentage score for each Checksheet element is added together to produce a total overall percentage rating for each Checksheet.  If the total percentage for each Checksheet meets or exceeds the AQL for that particular Checksheet, the Checksheet is rated as passed. 


AQL =
Total Number of Observed Approved Service occurrences/ Sample 


DRAFT











�This area may require interim goals, as are being used by OPM at this time.  
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Complete the following
steps for the Security
Evaluation Sheet (Green

Sheet

Double click on the ABIS icon

Type in your user name and password
Click on Activity/ToDo

Click on Activity Folder

Click on Search Case

Type the case number

Click on Details

Click on Documents

Click on Exhibits

Review the Report of Investigation (ROI) and investigative
materials

Click on Activities
Click on Reports
Click on Green Sheet

Type the Adjudicative Guidelines on the green sheet that
applies

Summarize the derogatory data from the ROI and
Investigative materials and type on the green sheet

Make recommendation for Final Approval of Staff-Like
Access or Proposal to Deny Staff-Like Access
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Complete the following
steps for Final Staff-Like
Access Approval (FSLA)

for Contractor

Coniplete the Green Sheet
Prepare FSLA COTR Memo
Prepare Warning Letter (if required)

E-mail the FSLA COTR Memo and Warning
required) to the reviewer

Update the chronological case remarks section i
Upon Approval from the reviewer

Generate the green sheet

E-mail FSLA COTR Memo and Survey to the CO
E-mail the Warning Letter (if required) to the
Personnel Security Assistant (PSA)

Attach the FLSA COTR Memo and Warning Letter (
required in ABIS -

Prepare the Case Ready To Close in ABIS

Update the chronological case remarks section in ABIS

Print the FSLA COTR and Warning Letter Egif .
required) and staple to the Contractor Case Processing
Sheet and give to the documents to the PSA to file

The PSA will mail the Warning Letter to the
Contractor (if required)

(i





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 18, 2008

MEMORANDUM FOR MICHELE ESPELAGE, COTR
Contract Number: TIR-NO-06-C-00041-Cincinnati
IRS - SE:W:CAS: SPIMF:GPMO

LY

FROM: for Raymona L. Stickell
Director,
Personnel Security and Investigations

SUBJECT: Finail Approval of Staff-Like Access for Contractor for -

This is to inform you that a National Agency Check and Inquiries (NACI) Investigation
for a Low risk contractor position has been completed and adjudicated on the above
named individual as required by IRM 1.23 2, Contiractor investigations.

The contractor employee has been approved for unescorted staff-like access to IRS
facilities, information systems, including computer hardware, software,
telecommunications, security items, passwords and products, and contracts which
involve the design, operation, repair or maintenance of systems or equipment — no
matter where located, and/or sensitive but unclassified (SBU) information, as outlined in
the contract on which the contractor employee will be working. This approval, however,
is not a National Security Clearance and does not allow access to classified National
Security information.

As outlined by Section 1.23.2.2 3, the above named contractor will require an update
investigation five years from the date of this memorandum.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

Ms. Smith

Dear Ms. Smith:

You have been approved for unescorted staff-like access to IRS facilities, information
systems, including computer hardware, software, telecommunications, security items,

passwords and products, and contracts which involve the design, operation, repair or

maintenance of systems or equipment — no matter where located, andfor sensitive but
unclassified (SBU) information, as cutlined in your contract, if applicable.

While you are approved for unescorted staff-like access, your investigation contained
information relative to your failure to provide complete and accurate information on
your Questionnaire for Plblic: Trist Positions, Standard Form.(SF-85P), regarding your

fi nanmat infnnnatmn and failure to saﬁsﬁy delinquent dehts and you are hereby wameéd

I WIH re-evaluate thls determmatlon
The details of this letter will not be furnished to your employer.

Sincerely,

Al

-

for Raymona L. Stickell
Director,
Personne! Security and Investigations





Complete the following
steps for Final Staff-Like
Access Approval (FSLA)

for LOCKBOX

Coordinat\s

Prepare the green sheet
Prepare FSLA Memo for the Lockbox Coordinat
Prepare Warning Letter (if required)

Email the FSLA Memo and Warning Letter (if requ
to the reviewer

Update the chronological case remarks section in AB
Upon Approval from the reviewer
Generate the green sheet

Attach the FLSA COTR Memo and Warning Letter (if
required) in ABIS

E-mail the FSLA COTR Memo and Survey to the COTR

E-mail the Warning Letter to the Personnel Security
Assistant (if required)

Update the chronological case remarks section in ABIS
Prepare the case Ready To Close in ABIS

Print out FSLA COTR Memo and Warning Letter (if

required) and staple to the Contractor Case Processing
Sheet and give to the documents to the PSA to file





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 18, 2008

MEMORANDUM TO ARIC WATSON, LOCKBOX BANK COORDINATOR

FROM: for Raymona L. Stickel
Director,
Personnel Security and Investigations

SUBJECT: Final Approval of Staff-Like Access to IRS Lockbox Facility
for Contractor —
Submitting Office Number: 8621E

This is to inform you that a National Agency Check and Inquiries wth Credit
investigation for a Moderate risk contractor position has been completed and
adjudicated on the above named individual as required by IRM 1.23.2, Confractor
Investigations

The Lockbox contracior has been approved for unescorted staff-like access to IRS
Lockbox facility and/or sensitive but unclassified (SBU) information. This access
approval is limited only to those accesses as required by the employae to perform their
duties as outlined by the Lockbox Processing Guidelines, statement of work, or contract
on which the Lockbox contractor will be working. This approval, however, is nota
National Security Clearance and does not allow access to classified National Security
information.

As outlined by Section 1.23.2.2.3, the abave named contractor will require an update
investigation five years from the date of this memorandum.





Complete the following
steps for Proposal to
Deny Access (P2D) for

Contracter

Complete the green sheet

e Prepare P2D Letter for the Contractor
Memo for the COTR

e Copy the derogatory information from t
Sheét to the PZD Contractor Letter

e Email the COTR Memo and the P2D Lett
reviewer

Upon approval from the reviewer
E-mail the COTR Memo to the COTR

E-mail the COTR Memo and the Contractor

Letter to the Personnel Security Assistant (PS

e Update ABIS in remarks with the date the
Confractor Letter was e-mailed to the PSA and
type your initials

e The PSA will mail the Contractor Letter to the

Contractor and attach the COTR Memo and the
Contractor Letter in ABIS

OTR





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

MEMORANDUM FOR AUGUST MEERSCHAERT, COTR
Contractor Number: TIR-NO-06-D-00008-0002
IRS - OS.CIO:WE

FROM: for Raymona L. Stickell
Director,
Personnel Security and Investigations

SUBJECT: Proposal to Deny Staff-Like Access for Contractor —

This is to inform you that a National Agency Check and Inguiries with Credit
investigation far a Moderate risk contractor position has been completed and
adjudicated on the above named individual as required by IRM 1.23.2, Cantractor
Investigations.

The results of the investigation have been returned and a proposal to deny access has
been made. The contractor has been given seven {7) days from the date of receipt of
their letter to respond to my office with any explanation, refutation, clarification, or
mitigating circumstances.

It is recommended that the contractor's staff-like access to IRS facilities, information
systems, security items and products, and/or sensitive but unclassified information be
suspended or the contractor employee be escorted until cur office receives a response
or the time period for respoanse expires and my office has made a final determination.
Adverse information may not be disclosed to the employer since it could affect the
contractor's employment and possibly subject the Service to legal action. The
contractor's employer should be told that the Government has made a proposal to deny
access for reasonable cause only and that this decision by the Government does not
intend to imply that the contract employee’s suitability for employment elsewhere in the

company is affected. You are encouraged to provide the employer with a copy of this
memorandum.

Please be advised that the contractor will be notified of this propogal to deny
access, if no response is received from the contractor after the aliotted time, the
Personne! Security and Investigations Office will procesd according to the 1.R.M.
1.23.2.12, which is “FINAL ACCESS DENIED” due to no response.






Extension Letter for
Contractor

e Prepare the Contractorynd COTR
Memo and allow the CoRgactor 7
days to respond to the Exigasion
Letter

e E-mail the Extension Letter
COTR Memo to reviewer

e Upon approval from the revie

e E-mail the Extension COTR
to COTR

e E-mail Extension COTR Memo

and Contractor Extension Letter
Personnel Security Assistant (PS

e Update the chronological case
remarks section 1n ABIS

® The PSA will mail the Extension
Letter to the Contractor and attach
the COTR Memo and Contractor
Letter in ABIS





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

MEMORANDUM FOR MICHELE ESPELAGE, COTR
Contract Number: TIR-NO-06-C-00041 Austin
RS — SE-W:CAS:5P:IMF.GPMO

FROM: Raymaona L. Sticke!l
Director,
Personnel Security and |nvestigations

SUBJECT: Extension Notification for Contractar -

This is to inform you that | am allowing the Subject additional time to gather information
relating to the issues outlined in the proposal to deny memo dated March 18, 2008. He
has been granted an additional seven (7} days to respend in writing, with proof that she
is resolving or has resolved the issues. The extension expires on April 28, 2008. By
that time, he is to provide proof that he has resolved or is resolving all of the issues. If
this is not provided by the time allotted, the final decision will be based on the
information already on file. The contractor will be notified by mail.

Please review the IRM 1.23.2, Contractor investigations and your Proposal to Deny

Access to Contractor memo regarding the contractor's staff-like access and escort
procedures.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 18, 2008

Ms. Smith

Dear Ms. Smith;

This is to advise that | have received information from you, which indicates that you
are taking the necessary steps in order to resolve the financial matter disciosed in
the background investigation that was conducted on you as a pre-requisite to access
approval.

At this time we have been unable to varify that you have satisfied your collection
accounts and charged off accounts in excess of $13,646.00. The unresolved unpaid
debts are significant and | find that you have not provided me with documentation
verifying that this problem is being resolved or is under control. Therefore, we are
asking that you provide proof of repayment or repayment agreements for the

unpaid accounts in quastion.

| will allow you seven (7} days from the date you receive the letter to provide such proof
prior to my making a final decision in your case.

The response may be faxed to me at (202) 283-0720, or mailed to the following
address:

Internal Revenue Service - 0S5 APSI
Personnel Security and Investigations

1111 Coenstitution Ave., NW — LH - Suite 116
Washington, DC 20224

Attn: Patricia Hill

If no responsa is received from you by May 21, 2008, the final decision will
be based on the information already on file. If the final decision is to deny you





access, the specific details for this determination will not be fumnished to your employer.

Sincerely,

Y

for Raymona L. Stickell
Director,
Personnel Security and Investigations





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DT 20224

May ©, 2008

MEMORANDUM FOR MICHELE ESPELAGE, COTR
Contract Number: TIR-NQ-06-C-00041 Austin
IRS - SE:W:CAS:SP:IMF.GPMO

: x‘. .
.7 )

FROM: Raymona L. Stickell
Director,
Personnel Security and Investigations

SUBJECT: Extension Notification for Contractor —

This is to inform you that the Subject requested an extension to allow additional time to
gather information relating to the issues outlined in the preposal to deny memo dated
April 2, 2008. She has been granted an additional seven (7) days to respond in writing,
with proof that she is resclving or has resclved the issues. The extension extends to
May 21, 2008. By that time, she is to provide proof that she has resclved or is resolving

all of the issues. If this is not provided by the time allotted, the final decisian will be
based on the information already on file.

Please review the IRM 1.23.2, Contractor Investigations and your Proposal to Deny

Access to Contractor memo regarding the contractor’s staff-like access and escort
procedures.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

Ms. Brown
Oear Ms. Brown:

| am in receipt of your request for an extension, to allow additional time to gather
information relating to the financial matters put forth in my letter to you dated
March 14, 2008.

| will grant you an additional seven {7) days, if needed, to respond in writing, with any
explanation, clarification, mitigation, or refutation on the information in question to
include pertinent documentation. The extension extends to March 27, 2008. By that
time, please provide proof that you have resolved or are resolving all of the issues
addressed in my proposal to deny memo to you.

The response may be faxed to {202) 283-0720, or mailed to the foliowing address:

Intermal Revenue Service — OS5 A'PS1
Personnel Security and Investigation

1111 Constitution Ave., NW — LH — Suite 116
Washington, DC 20224

Afttn: Patricia Hill

If no response is received from you by March 27, 2008, the final decision will be
based on the Information already on file_ If the final decision is t¢ deny you access,
the specific details for this determination will not be furnished to your employer.

Sincerely,

for Raymaona L. Stickell
Director,
Personnel Security and Investigations





Complete the following steps
for Final Staff-Like Access
Approval after Proposal to

Deny Access

(FSLAAP2D) for C

® Review the response from Contractor

e Scan the response in ABIS and fax the
response to the reviewer

Prepare the Contractor Letter and COTR

® Email Contractor Letter and COTR Memo
reviewer

Update the chronological case remark sectio
Upon Approval from the reviewer

E-mail the COTR Memo and Contractor Lette
the Personnel Security Assistant (PSA)

e Update the chronological case remarks section i
AEIS

tractor

e Staple all documents to the Contractor Case

Processing Sheet and give the documents to the
PSA to file

e The PSA will mail the Contractor Letter and
COTR Memo to the COTR, attach the documents
in ABIS, Hrepare the case Ready To Close in
ABIS, update the chronological case remarks
section 1n ABIS, and file the documents





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 9, 2008

MEMORANDUM FOR DIANA ALLISON, COTR
Contract Number: TIR-NO-99-D-00001 FY 07
IRS - OS:A'PM:PR

: ".: .
r:- ‘"J. - -

FROM: for Raymona L. Stickell
Director,
Personnel Security and Investigations

SUBJECT: Final Staff-Like Access Approval after Proposal to Deny
Access for Contractor —

This is to inform you that a National Agency Check and Inquiries with Credit
Investigation for a Moderate risk contractor position has been completed and
adjudicated on the above named individual as required by IRM 1.23.2, Contractor
Investigations.

A proposal to deny access determination was made in this case and a sealed proposal
letter to deny access was mailed directly to the contractor employee. In the proposal

letter, the contractor employee was given seven (7) days to respond with any mitigating
information.

A response from that individual has been received by my office and favorably
evaluated. The contractor employee has been approved for unescorted staff-like
access to IRS facilities, information systems, including computer haraware, software,
telecommunications, security items, passwords and products, and contracts which
involve the design, operation, repair or maintenance of systems or equipment — no
matter where located, andfor sensitive but unclassified (SBU) information, as outlined in
the contract on which the contractor employee will be working. This approval, however,
is not a National Security Clearance and does not allow access to classified National
Security information. Please mail our sealed notification letter to the Contractor.

As outlined by IRM Section 1.23.2.2.3, the above-named contractor will require an
update investigation five years from the date of this memorandum.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 9, 2008

Ms. Brown

Dear Ms. Brown:

This is to advise that | have received your response, which indicates that you have
resolved the matters disclosed in the background investigation that was conducted on
yOu as a pre-requisite to access approval.

Based on this information, we will approve you for access on the Internal Revenue
Service coniract (IRS).

Enclosed is a copy of the memo sent to the COTR advising of your access
approval on the IRS contract.

Sincerely,

L

for Raymona L. Stickell
Director,
Personnel Security and Investigations

Enclasure





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008
MEMORANDUM FOR VERNON BROWN, COTR

Contract number: TIR-SE-05-C-Q0003
IRS — OS:A:RE:A:BDS

Ly

FROM: for Raymana L. Stickell
Directar,
Personnet Security and Investigations
SUBJECT: Final Staff-Like Access Approval after Proposal to Deny
Access for Contractor -

This is to inform you that a National Agency Check and Inguiries (NACI) investigation
for a LLow risk contractor position has been completed and adjudicated on the above
named individual as required by IRM 1.23.2, Contractor Investigations.

A proposal to deny access detemmination was made in this case and a sealed proposal
letter to deny access was mailed directly to the contractor employee. In the proposal
letter, the contractor employee was given seven {7) days to respond with any mitigating
information.

A response from that individual has been received by my office and favorably
evaluated. The contractor employee has been approved for unescorted staff-like
access to IRS facilities, information systems, including computer hardware, software,
telecommunications, security iterms, passwords and products, and contracts which
involve the design, operation, repair or maintenance of systems or equipment — no
matter where located, and/for sensitive but unclassified {SBU) infarmation, as outlined in
the contract on which the contractor employee will be working. This approval, however,
is not a National Security Clearance and does not allow access to classified National
Security information. However, we will review the matter again within the next

90 days to determine if the contractor has completely resolved the issuss, and if
warranted, terminate the contractor from the contract Please mail our sealed
notification letter to the Contractor.

As outlined by Section 1.23.2.2.3, the above named contractor will require an update
investigation five years from the date of this memorandum.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DG 20224

May 19, 2008

Ms. Williams

Dear Ms. Willams:

This is to advise that | have received information from you, which indicates that you
are taking the necessary steps in order to resclve the financial matters disclosed in the
background investigation that was conducted on you as a pre-requisite to access
approval.

As there is evidence that you are making a good faith effert to repay your debts or
otherwise resalve your debts, we will approve you for access to the Intemal Revenue
Service contract. YWe will continug to monitor your case to verify that all of your
accounts are in goad standing or have been resalved. Also, we request that

you periodically provide documented proof reflecting payments to the creditors.

The response may be faxed to me at (202) 283-0720, or mailed to the following
address:
Internal Revenue Service — OS5 A PSI
Personnel Security and Investigation
1111 Constitution Ave., NW — LH - Suite 116
Washington, OC 20224
Attention: Patricia Hill

If no responss is received from you by August 19, 2008, the final decision will be
based on the information already on file. If the final decision is to deny you access,
the specific details for this determination will not be furmished to your

employer.

Enclosed is a copy of the mema sent to the COTR advising of your access
approval on the IRS contract.
Sincerely,

LAY

for Raymona L. Stickell,
Director,
Personne! Security and Investigations





Complete the following
steps for Final Denial after
Proposal to Deny Staft-

Like Access (FSLDAP2D)
for Contrac

If no response is received from the Co
Prepare the Contractor Letter and CO

E-mail the Contractor Letter and COTR
the reviewer

. H {%gte the chronological case remarks sec

e Upon Approval from the Reviewer

e FE-mail Dennis QOuellette and Jannell Wells a
of the COTR Memo

e E-mail Contractor Letter and COTR Memo to
Personnel Security Assistant (PSA)

. Ugdate the chronoclogical case remarks section
ABIS

e Staple all documents to the Contractor Case

Processing Sheet and give the documents to the
PSA to file

e The PSA will mail the Contractor Letter and
COTR Memo to the COTR, attach the document
in ABIS, prepare the case Read]y To Close in
ABIS, update the chronological case remarks
section in ABIS, and file the documents





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

MEMORANDUM FOR MICHELE ESPELAGE, COTR
Contract Number: TIR-NO-06-C-00041-ATLANTA
IRS — SE:W:CAS:SP:IMF:GPMO

o

FROM: for Raymona L. Stickell
Director,
Personnel Secunty and Investigations

SUBJECT: Final Denial after Proposal to Deny Staff-Like Access
for Contractor —

This is to inform you that a National Agency Check and Inquiries with Credit
Investigation for a Moderate risk contractor position has been completed and
adjudicated on the above named individua! as required by IRM 1.23.2, Contractor
investigations.

A proposal to deny access was made in this case and a sealed proposal letter {o deny
access was mailed directly to the contractor employee. In the proposal letter, the
contractor employee was given seven (7) days to respond with any mitigating
information.

As no response has heen received 1o date, | have made a final determination, based
on the information already in the file in this matter, to deny the Subject access.
Adverse information may not be disclosed to the employer since it could affect the
contractor's employment and possibly subject the Service to legal action. The
contractor's employer should be told that the Government has made a determination to
deny access for reasonable cause only and that this decision by the Government does
not intend to imply that the contract employee's suitability for employment elsewhere in
the company is affected. You are encouraged to provide the employer with a copy of
this memorandum. Please deliver the attached confidential envelopa to the
contract employee.

Attachment

cc: Dennis Ouellette, Supervisory Security Specialist
Janneill Wells, Security Specialist





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTCN, DC 20224

May 19, 2008

Mr. Brown
Dear Mr. Brown:

| have been designated as the Internal Revenue Service {IRS) official responsible for
making determinations regarding access to IRS facilities, information systems, andfor
sensitive but unclassified information. This is to inform you that | have determined that
you should be denied access to such facilities, based on results of the background
investigation that was conducted on you by the IRS. This denial of access is being
taken pursuant to TD P 15-71, Department of the Treasury Security Manual, Chapter |,
Section 2, Investigative Requirements for Contractor Personnel, and Intemal Revenue
Manual 1.23.2, Contractor {investigations.

On February 25, 2008, a letter was mailed to you, proposing to deny you access and
outlining the reasons for the proposal. You were given seven (7} days to respond

to our office. As no response has been received to date, | have made a final
determination, based on the information already in the file in this matter, to deny
yOu aceess.

The specific details for this determination wilt not be furnished to your employer.
Also enclosed is a copy of the notice sent to the COTR advising of this determination.

Sincerely,

for Raymona L. Stickell
Diractor,
Personnel Security and Investigations

Enclosure





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTOCN, DC 20224

MEMORANDUM FOR TUYET PHAN, COTR
Contract Number: TIR-NO-08-D-00014-0005
IRS — O5:ClO:|:B:P:M:PO

LA

FROM: for Raymona L. Stickeli
Director,
Personnel Security and Investigations
SUBJECT: Final Denial after Proposal to Deny Staff-Like Access
for Contractor —

This is to inform you that a National Agency Check and Inquiries with Creait
Investigation for a Moderate risk contractor position has been completed and
adjudicated on the above named individual as required by IRM 1.23.2, Coniracior
Investigalions.

A proposal to deny access was made in this case and a sealed proposal letter to deny
access was mailed directly to the contractor employee. In the proposal letter, the
contractor amployee was given seven {7) days and twa extensions to respond with any
mitigating information.

My office received a response from that individual, however, her response did not
mitigate the security concern, and a final determination to deny access has been
made. Adverse information may not be disclosed to the employer since it could affect
the contractor's employment and possibly subject the Service 1o legal action. The
contractor's employer should be told that the Government has made a determination to
deny access for reasonable cause only and that this decision by the Government does
not intend to imply that the contract employee’s suitability for employment elsewhere in
the company is affected. You are encouraged to provide the employer with a copy of
this memorandum. Please deliver the attached confidential envelope to the
contract employee.

Attachment

cc: Dennis Quellette, Supervisory Security Specialist
Jannell Wells, Security Specialist





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

Mr. Brown

Dear Mr. Brown:

| have been designated as the Internal Revenue Service (IRS) official responsible for
making determinations regarding access to IRS facilities, inforration systems, and/or
sensitive but unclassified information. This is to inform you that | have determined that
you should be denied access to such facilities, based on resutts of the background
investigation that was conducted on you by the IRS. This denied access is being taken
pursuant to TOP 15-71, Department of the Treasury, Office of Security Manual, Chapter
I, Section 2, Investigative Requirements for Contractor Employees, and IRS Internal
Revenue Manual 1.23.2, Contractor Investigations.

This is to inform you that this office mailed a letter to you on April 7. 2008, advising you
that | was proposing access be denied to you, and you were given seven (7} days and
two extension from the date you received your letter to provide additional information
prior to making a final decision in your case.

On May 11, 2008, you mailed your response to this office; however, your response did
not mitigate the security concern, and | have made a final determination, based on the
information already in the file in this matter to deny you access.

The specific details for this determination will not be furnished to your employer.
Also enclosed is a copy of the notice sent to the COTR advising of this determination

Sincerely,

for Raymona L. Stickell
Director,
Personnel Security and Investigations

Enclosure





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19. 2008

MEMORANDUM FOR VERONICA MEROUSEK, COTR
Contract Number: TIR-WR-06-C-00020
IRS — SE:LM

FROM: for Raymaona L. Stickell
Director,
Personnel Security and Investigations

SUBJECT: Reverse Decision to Final Staff-like Access Approval after
Final Benial for Contractor —

This is to inform you that a National Agency Check and Inquines with Credit
investigation for a Moderate risk contractor position has been completed and
adjudicated on the above named individual as required by IRM 1.23.2, Contractor
investigalions.

A final determination to deny access was made in this case and the letter was mailed
directly to the contractor employee.

A response from that individual has been received by my office and favorably
evaluated. The contractor employee has been approved for unescorted staff-like
access to IRS facilities, information systems, including computer hardware, software,
telecommunications, security items, passwords and products, and contracts which
involve the design, operation, repair or maintenance of systems or equipment — no
matter where located, and/for sensitive but unclassified (SBU) information, as outlined in
the contract on which the contractor employee will be working. This approval, howeaver,
is not a National Security Clearance and does not allew access to classified National
Security information. Please mail our sealed notification lstter to the Contractor.

As outlined by |RM Section 1.23.2.2.3, the above-named contractor will require an
update investigation five years from the ¢ate of this memorandum.





DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, DC 20224

May 19, 2008

Ms. Brown
Dear Mr. Brown:

A final determination to deny access was made in your case and you were notified in
writing on January 5, 2008. However, a response from you has been received by my
office and favorably evaluated.

Based on the information you provided, we have reverse the decision, and we will
approve you for access on the Internal Revenue Service {IRS) contract.

While you are approved for unescorted staff-like access, your investigation contained
mfnrmatlon relatwe to pnar tmmmal oonduct and fariureta ;amvide Gcmplete and

I bammaaware of mnhnued fallure to pmwde mmpbete and accurate information on
your SF-85P and any further criminal involvernent on your part, | will re-evaluate this
determination.

Enclosed is a copy of the memo sent to the COTR advising of your access approval on
the IRS contract.

Sincerely,

T

ra

— -

for Raymona L. Stickell
Director,
Personnel Security and Investigations

Enclosure





Complete the following
steps for Discontinued
Contract Cases

Click on Activity/To/Do
Click on Search Cases
Type in the case number
Click on Activity

Click on Disposition

Next to Final Determination click on the d
arrow and click on Not Processed — Other

Click on Disposition Date

Select the current date

Click save and close the screen
Click on Activities

Click on Approved .

Click on Adjudication completed
Click save and close the screen
Click on chronological case remarks

Copy the COTR e-mail in the chronological case
remarks section

Type Not Processed — Case Ready to Close
Type your nitials
Staple the COTR e-mail to the Contractor Case

Processing sheet and give to the documents to
Personnel Security Assistant to file





Complete the following
steps for attaching the

Contractor Letter and
COTR Memo

Double click on the ABIS icon
Type in vour user name and password
Click on Activity/ToDo

Click on search cases

Type in case number

Click on Deiail

Click on Activities

Click on Miscellaneous

Click on Attach Document

Type PSO document name in the first block
Click on the yellow (open) file folder

Move the arrow up and click on desktop

Hiﬁhlight the file name and click open (the document
will appear under the file name)

Click the diskette to save and click close

Click on document and the attachment will be in the
first block

Highlight the document
Click view to see the attachment






To Access the PSO
Training Folder Complete
the following Steps

¢ Double click on 1fmjb on L
e Click on the (N:) Drive

e Click on PSO

e Click on Contract Adjudication T
e Click on the Training Folder






_1272363691.vsd
<Process Name>


<Function>


<phase>


Recommended Pre-Screen Process


Work 
Process 
Group


Banks (7 Total)


Subject


HCO/COTR


Contractor or Clearance?


Run checks 
(as needed) and compile results   including: 
- selective service
- tax check (ETC) 


Identify


Prescreen


Yes


No


NCLC/ NLETS Checks


Current investigation and clean prints?


Initiate


Office of 
Personnel Management


Centralized 
Adjudication 
Group


Yes- Contractor
 or clearance case


No- Employee
or lockbox case


Run Credit Checks and SII/PIPS


Contractor?


Eligible?


Compile case documents and fingerprint results 


No


Case documentation arrives at WPG


Yes, no new  investigation needed


Initially suitable?


COTR or HCO will bring the applicant onboard


Assign Seriousness Levels to each identified issue


Review and Identify Derogatory Issues


2nd review, concur decision?


No


Prepare a suitability worksheet with a list of present issues in the case


No


Yes


PROCESS END


Electronic letter of interrogatory sent informing subject of issues, and closure of investigation


Does supervisor want to continue?


No


No


Contractor or Clearance?


Yes


Interim appointment letter is generated


Yes


Yes



Scan case documents into CMS.  



Case is sent to WPG


Subject fills out e-QIP


Filled out properly?


OPM investigates


Yes


Attach case documents into 
e-QIP


No


- In some situations, the subject can resolve issues and continue investigation process


Prepare to initiate investigation


Case is rejected in  e-QIP


HCO Qualifies and Eligible


List of contractors and risk designations 


PROCESS END


No


Provide survey, request authorization 


Subject completes requested forms, releases, provides FP


- The WPG is responsible for initiating tax checks and receiving results for contractors through the ETC


HCO makes hiring decision and initiates  e-QIP


COTR receives notification memo


2nd review: eligible?


No


Yes


- In some situations, the case may be a “passover” and will require special suitability guidelines


Lockbox?


Sort fingerprint results into CN, CR, and UN.


Yes


Prepare memo to bank with results


Bank makes hiring determination 


Lockbox Paperwork


Yes


No


Initiate applicant into e-QIP, and provide subject instructions to input data into the system.  



Scan case documents into CMS.  




_1275372277.doc
STEPS FOR ADJUDICATING INVESTIGATIONS


IN ABIS


Log into ABIS


Click on “Search Cases” and OK


· this search allows user to search by case type, name, case status, investigation type, SSN, or case controller


Enter case number in ‘Case Number’ field


· this field allows user to search by specific case number


Highlight case 


· this screen shows the results of the search


Click on Details button


· Details button allows the user to open the case


Click on “Activities” folder


· this folder contains subfolders that allow many different actions


Click on “Reports” subfolder


· this folder contains all of the different reports that can be generated for this case


Double Click “Generate Green Sheet”


· this will open a window where the user will type in the Suitability Worksheet in the ‘Summary’ field, which will list all derogatory issues and their levels of seriousness and contain any pertinent remarks regarding the case that the     


Pre-Screener and Adjudicators deem necessary in making their determinations.


Click on “Reports” subfolder (same as above)


Click on “Record Adjudication Results” and click on Issues tab


· this will open a window for the user to assign issue codes that apply to each case


Click on Dispositions tab


· this will open a window for the user to input the Adjudication Date and the Final Determination


Below is a sample of the green sheet used in preparing the suitability worksheet in ABIS
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Below are ABIS screens that PS&I uses during the PSAG and PIAG processes. The potential issue codes are the codes that are entered into ALERTS for a particular case.  Since the applicants will not be in ALERTS, PSAG will need to assign the appropriate issues codes that apply to each case during their eligibility/suitability determinations and then if they are deemed eligible/suitable and the investigation reveals additional issues that eventually need to go to PIAG, PIAG will add the additional issues that apply. The Final Determination tab gives the options of Approved/Denied/Not Processed.  
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STEPS FOR ADJUDICATING INVESTIGATIONS


IN ABIS

Log into ABIS


Click on “Search Cases” and OK

· this search allows user to search by case type, name, case status, investigation type, SSN, or case controller


Enter case number in ‘Case Number’ field


· this field allows user to search by specific case number


Highlight case 


· this screen shows the results of the search


Click on Details button


· Details button allows the user to open the case


Click on “Activities” folder


· this folder contains subfolders that allow many different actions


Click on “Reports” subfolder


· this folder contains all of the different reports that can be generated for this case


Double Click “Generate Green Sheet”


· this will open a window where the user will type in the Suitability Worksheet in the ‘Summary’ field, which will list all derogatory issues and their levels of seriousness and contain any pertinent remarks regarding the case that the     


Pre-Screener and Adjudicators deem necessary in making their determinations.

Click on “Reports” subfolder (same as above)


Click on “Record Adjudication Results” and click on Issues tab

· this will open a window for the user to assign issue codes that apply to each case


Click on Dispositions tab


· this will open a window for the user to input the Adjudication Date and the Final Determination


Below is a sample of the green sheet used in preparing the suitability worksheet in ABIS
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Below are ABIS screens that PS&I uses during the PSAG and PIAG processes. The potential issue codes are the codes that are entered into ALERTS for a particular case.  Since the applicants will not be in ALERTS, PSAG will need to assign the appropriate issues codes that apply to each case during their eligibility/suitability determinations and then if they are deemed eligible/suitable and the investigation reveals additional issues that eventually need to go to PIAG, PIAG will add the additional issues that apply. The Final Determination tab gives the options of Approved/Denied/Not Processed.  
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<Process Name>


<Function>


Subject


HCO reviews applications


Qualified Candidate?


Subject applies via careerconnect


PROCESS END


no


yes


Request Subject fill out survey to determine past investigation history, and request authorization to perform necessary checks


Initiate checks 
(as needed)     including: 
- FBIF
- selective service
- tax check (ETC) 
- e-Verify
- resume
- 306/612
- etc...


Eligible candidate?


PROCESS END


Scan documents into the share drive


Initiate applicant into e-QIP, send out conditional offer of employement and provide subject instructions to input data into the system.  
.


HCO sends fingerprints through OPM


no


yes


HCO makes hiring decision and initiates  e-QIP


NCLC/ NLETS Checks


Hire Applicant?


HCO is notified of Applicant suitability 


yes


no


PROCESS END


Subject fills out e-QIP


Case is sent to WPG


Subject completes OF306, F13362, releases, provides FP


HCO Qualifies and Eligible


HCO On-Board Process


HCO



