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1.0 Item Name: OFFICE FACILITIES; PROVIDE

2.0 Scope of Work:
2.1  Location of Work: Various

2.2  Identification:

2.3  Intent: Provide office space, support equipment and personnel for the exclusive use of the COTR and MARAD personnel during the availability.

3.0 Work Description: Provide office space and support equipment as follows
3.1 Office Space & Furnishings - Provide a minimum of 

 square feet of air conditioned and heated office space in the vicinity of the vessel with the following:

3.1.1  Separate office(s) furnished with a desk, chairs and file cabinet.

3.1.2  A reception area with desks, chairs, and file cabinets for 
 people.

3.1.3  Extra chairs, and miscellaneous tables to accommodate copier, fax machine, printers, etc.

3.1.4  Restroom facilities either within the office or in the building in which the office space is located.

3.1.5  A microwave oven, coffee maker, and eight (8) cubic foot minimum refrigerator.

3.2  Telephone Service - Provide telephone service during the entire industrial period from arrival to departure. The contractor shall provide a total of 

dedicated telephone lines with unrestricted service which shall be for the exclusive use of the COTR and MARAD personnel. All telephones shall be set up to roll over to the receptionist and finally to an answering machine. One phone line shall be dedicated for a fax machine (if required below). The contractor shall provide a list of emergency phone numbers and local phone directories at each phone location.

3.3  Provide Automated Office Equipment as follows:

3.3.1  Computer System(s): 80586DX, minimum 133 MHz, IBM compatible computer system(s) with minimum 1 GB hard drive, 16 MB RAM, 3 1/2" disk drive, CD-ROM drive, SVGA graphics adapter card, SVGA color monitor, keyboard and mouse.  Software and Documentation - MS-Windows 98.

3.3.2  Laser Printer - Similar to Hewlett Packard Laser Jet 4, connected to service all computers in the office.

3.3.3  Typewriter - One (1) Electric typewriter supplied similar to IBM - Correcting Selectric III, Model No. 670X.

3.3.4  Copier Machine - One (1) plain paper copier with automatic multiple page feed, collating, and reducing and enlarging capability.

3.3.5  Fax Machine - One (1) fax machine able to use 8 1/2" X 11" plain paper and capable of multiple page automatic feed, and printing of transaction/activity reports.

3.3.6  UHF Radios - two-way radios with multiple frequencies, speaker mikes, and chargers. One frequency shall be common to that of the contractor's production superintendent, if so equipped.

3.3.7  Secretarial/Data Entry Clerk - Provide 

 individual(s) on a full time basis (eight hours per day) to function as office secretary/data entry clerk. Individuals shall be obtained through a recognized temporary help agency. Individual(s) shall be proficient in the use of the following software: Duties will include word processing, data entry, mailing, filing, copying, telephone answering and other general office duties.

3.3.8  Office Supplies - Provide sundry items necessary for the operation of office equipment including paper, toner, ribbons, magnetic media, pens, pencils, note pads, hole punchers, staplers, etc. Provide any needed servicing to office equipment. The contractor will provide daily service to empty trash, replenish soap, towels, tissue, etc. and sweep and mop the office spaces.

3.4  Parking - Provide 
 reserved parking spaces for the COTR and MARAD representatives in the vicinity of the office. The contractor shall provide any passes and clearances that may be necessary for personnel and vehicles to access the contractor's facility. Vehicle and personnel access shall be available on a twenty-four (24) hour per day, seven (7) day a week basis.

4.0 Performance Criteria / Deliverables: None
5.0 References: None
6.0 Notes: None
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