Statement of Work

July 6, 2010
Inspection Services for Single and Multi-Family Residential Properties in support of the US DOE Weatherization Assistance Program

Section A – Overview
The Company seeks assistance to provide physical inspection services for single family and multi-family properties of weatherized and other residential retrofit projects by sub-grantees of the US Department of Energy’s (DOE) Weatherization Assistance Program (WAP) or other residential retrofit programs located within the continental United States (US), Alaska, Hawaii, and US territories and districts.  The primary objective is to perform inspections of properties, as assigned each month, and post results of each inspection on a secure database.  The successful offeror shall perform all inspections and provide and record inspection forms and photographs. 
Section B – Services
B.1. Services
The Seller shall provide physical inspection services for single family and multi-family properties of weatherized and other residential retrofit projects by sub grantees of the US Department of Energy’s (DOE) Weatherization Assistance Program (WAP) or other residential retrofit programs located within the continental US, Alaska, Hawaii, and US territories and districts.  The Seller shall comprehensively manage the home inspection function including reporting on those inspections. This will include scheduling inspections with home owners, conduct the physical inspections, and reporting to the Company on the inspection results. 
B.2. Geographic Area (the percentages in the chart reflect the factor of the number of houses that will be assigned to the state or territory based on the Company’s best estimate)
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The Seller shall perform the management, inspection and reporting services in these states, territories and districts. 

B.2.1 The Company reserves the right to adjust the geographic distribution of the requested inspections at any time and at no cost or penalty to the Company.  The Company may procure the services of additional Sellers, if such action is determined in the best interest of the project. The Company is under no obligation to assign properties exceeding the contract minimum. 
Section C – Description/Specifications/Work Statement
C.1 DEFINITIONS/ACRONYMS 
1.1. Government means the United States of America and includes the US Department of Energy (DOE) and any duly authorized representative thereof.

1.2. Company means UT-Battelle, LLC, acting under Contract No. DE-AC05-00OR22725 with DOE
1.3. TPO is the Company Technical Project Officer.

1.4. Grantee – state level office that received funding from WAP.
1.5. Sub-grantee – group that is performing the retrofits for the property owners.

1.6. Contract Award Date – the date the Company and the Seller have both executed a contract.
1.7. Contract Manager – an individual designated in the Subcontract as Key Personnel and as being responsible for the performance of work described in the Subcontract.
1.8. Seller – the individual, partnership, corporation or other entity, which is the party subject to the terms and conditions of this contract to inspect and report to the Company the condition of property inspected.
1.9. Days – unless otherwise specified, all references to days mean calendar days.
1.10. Electronic Property Inspection Form – the property inspection form and the accompanying photographs.  This may also be called an “Inspection form.”  
1.11. Electronic Transmission – a message transmitted electronically in a format displayed on equipment, for example, a personal computer monitor or facsimile machine.  The electronic media used to deliver electronic messages displayed on a personal computer monitor includes electronic mail or another method acceptable to the Company.
1.12. Emergency – a situation in which public health or safety and/or a property is immediately at risk. 
1.13. Entity - any individual, corporation, partnership, joint venture, Limited Liability Company, trust, association, or any other entity.
1.14. Failed Inspection – an inspection in which that the Seller has found faults in the construction, errors or omissions in the work inspected, or improperly installed equipment or “improvements” that may pose an immediate or long-term health safety risk or liability to the homeowner.  At the Company’s discretion, these may be assigned for re-inspections.
1.15. Hazard – a situation in which there is a potential risk to public health or safety and/or risk of damage to the property.
1.16. Health and Safety Issue – a situation that could affect the general public’s health or safety. 
1.17. Key Personnel – as related to this contract, those individuals representing the Seller and having the authority to act on behalf of the Seller.  
1.18. Initial Inspection – those inspections assigned to the Seller on the first of each month.
1.19. Photo Resolution – A picture with 640 by 480 pixels.
1.20. Principal Investigator (PI) – the Company employee who bears administrative responsibility to coordinate delivery of contract services.
1.21. Property Owner – the owner of the property, in which the single measure is installed, or the retrofit undertaken, or their designated representative.
1.22. Quality Control - actions taken by the Seller to control the production of supplies and services to ensure that they conform to the performance requirements and standards.  Quality control procedures are outlined in the Quality Control Plan (QCP) developed by the Seller.
1.23. Re-Inspection – re-inspections are assigned to the Seller based on review of the Electronic Property Inspection Form and photographs. 
1.24. Rework - corrective action taken, or to be taken by the Seller at its own expense and at no additional cost to rectify defects identified either by the TPO or PI or by the Seller.
1.25. Secured Properties – a property where all windows, doors and openings are locked, boarded (where authorized), or otherwise secured to prevent unauthorized entrance by person or animal into any portion of the dwelling, including exterior entrances to crawl spaces, and any other structures on the property, e.g. garages and sheds.
1.26. Special Inspections – inspections assigned to the Seller that are not part of the monthly initial assignment or any re-inspections.  These will be assigned at the discretion of the TPO.  The TPO will also give instructions on how the results of these inspections will be posted.  
1.27. Lower-Tier Subcontractor - a person or entity that enters into an oral or written contract or agreement with the Seller to perform services.
1.28. Utilities - gas, electricity and water/sewer services.

C.2 
Background
2.1. The Weatherization Program: The US Department of Energy’s (DOE) Weatherization Assistance Program (WAP) is a grant-based program housed at the Company, which provides funding to grantees and sub-grantees to provide energy efficiency services in the homes of low-income families selected through an application process administered by the sub- grantees.  These may be single family, manufactured or multi-family properties.  

2.2. The Company’s Administration of Weatherization: The Company will assist the WAP Program with the highest level of program integrity, responsiveness, efficiency, accountability, and accessibility.  
2.3. Increased Weatherization Program Needs: The Company or designated person will assist with the responsibility for conducting oversight of grantee operations to determine compliance with the Weatherization rules and guidance.  One aspect of this oversight is a review of the quality assurance components to determine that they are being implemented consistently and effectively. The Company plans to conduct no less than 20,000 quality assurance onsite reviews of completed grantee installations or projects. The Company requires the services of a contractor to perform the in the field physical inspections and to report back to the Company through the appropriate means described in this contract. 

2.4. Interaction/Impact.  Performance under this contract will involve interaction with staff from the Company, the WAP Office, Seller, and other service providers or grant recipients. 
C.3 
Scope of Requirements
3.1. Purpose.  The Seller shall proactively work with the Company Principal Investigator (PI) and Technical Project Officer (TPO) to ensure inspections are performed timely.   The Seller shall work to meet or exceed all performance requirements specified in the contract.  
3.2. Findings: When performing inspections in the homes of Weatherization recipients or other recipients as identified by the Company requiring inspection, the Seller will provide findings and recommendations related to the following:

•
Determine whether the physical appearance of the work is done in a manner which does not harm the safety of the home owners through its installation and or continued operation and meets the workmanlike standards for material installation (including but not limited to levels of insulation, caulking and weather-stripping, water heater treatment, etc.);

•
During the physical inspection if the home owner is available, determine property owner satisfaction with the measures or work provided;
•
Through interaction with the grantees and sub-grantees, determine whether the QC review process of the sub-grantee staff or craftsman that had installed the material goods in the house, including the diagnostic tests to verify that protocols or standard industry practices were properly followed; and 

•
Provide an overall assessment of the work completed by the grantee, sub-grantee or craftsman that had installed the material goods in the house through a report to the Company noting the determinations listed above.

3.3. Description of Activities: The Seller, under the direction of the PI or TPO, will perform the following:

•
Request from the Company a list of homes to visit (to be provided to the Seller by the Company). The units to be inspected can include… 
1. completed homes (with as many measures or work items performed as possible), 
2. homes that are in progress with the sub-grantee or grantee crews/contractors on site, or 
3. homes scheduled to receive an inspection by another party – i.e. the sub-grantee, grantee staff, or another third party entity that the Company is monitoring.  
•
Schedule an onsite visit to a select number of previously weatherized homes or retrofitted homes as identified by the Company to inspect the measures installed and work completed under the Weatherization Program.  Explain the purpose of the visit to the sub- grantee, or household members.

•
Inform the sub-grantee or other party identified by the Company that their staff should accompany the Seller on the visit; however, scheduling of the sub-grantee or other party identified by the Company staff to accompany the Seller shall not hold up the Seller’s work.

•
The Seller performing the QA functions for the Company shall be prepared to inspect the homes and complete the inspection forms provided to them by the Company for all the cases listed above. These inspections include but are not limited to…

1. Observe that the installation and use of the materials installed and being inspected have not and are not going to harm the home owners/residents (i.e. life safety checks);

2. Observe that the procedures being done or are complete relative to Weatherization’s best practices, and other recommended procedures, processes or techniques that are encouraged by the Company or that are standard in the art (i.e. quality/workmanship/performance of work checks).

3. Observe the type of vehicles, equipment, and tools being used and assess their applicability, appropriateness, and condition, relative to their ability to assist the grantee and sub-grantee to perform the work (i.e. workmanship and qualification checks)


•
Inform the Company of the inspection and its finding including any


recommendations. 

3.4. Minimum Checklist: WAP’s Quality Assurance Checklist (attached) for Onsite Sub-Grantee Monitoring form will be used to document the observations during the visit to weatherized homes. The Seller shall amend this inspection checklist as approved by the Company to record and make the observations as described above.  The Company reserves the right to modify this form with the Seller.  Through this form, the following tasks should be performed for each home visited:

•
Review the property owner file or work scope (i.e. the list of completed measures or work that the home owner received) for documentation, completeness and accuracy of work inspected, including documenting if the following information is present: energy audit results, work order for crews and Sellers, lead paint notification, combustion safety tests, blower door results, mold form, hazardous notification, property owner sign off (or property owner attestation), client education, and any other important documents including but not limited to follow-up actions resulting in additional work onsite.

•
Evaluate building components to determine whether quality installation and complete service was provided. These areas include: mechanical systems, attics, sidewalls, windows and doors, basement or subspace areas, and electric base load requirements.  Observe and comment on each component.   Note any installations that fail to meet code requirements or pose life safety risks to the homeowner.

•
Sign and date each form (as an attestation that the inspector inspected the property and the materials) and provide a copy to the grantee and Company.  Discuss findings with the Technical Project Officer as appropriate.

3.5. Performance: To perform the steps outlined in the activities listed above, the Seller will establish or utilize its established nationwide network of subcontractors or service providers to inspect properties.  However, this network of subcontractors will report to the Company through the Seller’s Contract Manager. The minimum requirement for inspectors is as follows:

Whole House Inspectors must be state licensed (as required by the state in which the Seller is performing its home inspection services) and insured (as required by the state in which the Seller is performing its home inspection services and errors and omissions insurance) home inspectors with either BPI certification, RESNET certification, or certified by a training center.  This includes knowledge of combustion safety and blower door analysis. Wherever possible reviewers will possess Safe Work Practices, Installer, and Auditor competencies.  At a minimum, reviewers will possess a working knowledge of relevant  regulations and policy; building science principles; and relevant local codes.  The Seller may have to provide training on WAP Program regulations and policy as needed by reviewers through webinars, workshops, one-on-one, or by other means.  In addition, reviewers will demonstrate the ability to:

· Evaluate the ability and appropriateness of the installed weatherization measures or retrofit measure taking into consideration program regulations, state policies, energy audit results, and/or priority lists;

· Assess whether the measures were installed with good workmanship, proper materials, and in a manner to ensure long-term energy savings over the life of the measures; and

· Ensure that all measures or materials charged to the job were actually installed.

Single Item Inspectors must be state licensed (as required by the state in which the Seller is performing its home inspection services) and insured (as required by the state in which the Seller is performing its home inspection services and errors and omissions insurance) home inspectors trained in the art of inspecting building components and equipment including but not limited to insulation, mechanical and electrical systems.

In addition, the Seller shall have the ability to deliver new or modified information/requirements to its inspectors and other staff (i.e. through online training or other means) in the event new requirements arise during the course of this contract.  The Seller will ensure that inspecting staff always inspects to the current standards required by the Company that have been communicated to the Seller through the TPO or PI.
3.6. Perform Data Collection, Analysis, and Reporting: The data to be collected, analyzed, and reported is largely discussed above, including:

•
To be analyzed: Completed work materials (i.e. Weatherization Job report or work scope) if supplied by the sub-grantee or grantee which may include but is not limited to the original building energy audit, diagnostic tests results, etc.

· To be collected and reported: Concerns, deficiencies, and noncompliance identified during reviews will be noted so that the Company may address issues appropriately.  The following levels will be noted:

Commendations – Compliments for good work found at the site reviewed.  Examples may include superior workmanship or innovative solutions to difficult problems (mold remediation, infiltration problems, etc.)

Recommendations – Suggestions made to assist with the compliance of program requirements, improve merits to the program, suggest best practices, or identify technical assistance available

Concerns – Items ranging from a minor concern to correct in the future to an issue regarding a non-compliance to Federal regulation or program guidance to a problem that could jeopardize the program.  More extreme cases may require appropriate action from the Company or grantees.
3.7. Independence of Work: At no time will the Seller discuss issues with the sub- grantee staff or the property owner.  All findings will be recorded and provided to the PI or TPO for action. In the event that the inspector should find an unsafe or hazardous condition resulting from completed activities, arrangements will be made to notify the grantee and sub-grantee to take appropriate steps to remedy an unsafe condition.  The Seller will immediately notify the PI or TPO of such action.  The Seller will make no attempts to repair or fix inoperable or defective items.  

3.8. Retention of Records: For a period of not less than three years after the closeout of this contract, the Seller will retain complete, current and accurate original records of:
3.8.1 communications made to schedule inspections, 

3.8.2 all inspections including reports, forms and photographs, and 

3.8.3 communications after inspections with families, sub-grantees, grantees, and the TPO or other Company employees or their official representatives.

3.9. Availability of Records: These original records will be available to the Company at their request.

3.10. Secure Electronic Database: The Seller will maintain a secure electronic database of the key information. The Company and their assigned representatives shall be granted complete and full access to the secure database at all times or be provided a copy of the secure database at their request.  The secure database should contain at a minimum, information from these original records including:
3.10.1 A numbering system that identifies a specific record at the sub-grantee to represent the home receiving the Inspection; if a single measure was installed, the measure, manufacturer and manufacturer’s identifier(s), and the size or amount, and if known the date(s) of installation, or best estimate.  If more than one measure was installed but each considered a single measure, this information will be provided for each measure.

3.10.2 If several services were installed, the Seller will include a summary list of the measures installed and actions undertaken as part of the retrofit, the dates the work was completed. 

3.10.3 The date of the inspection and summary of the findings.
3.10.4 All the data collected as required in the forms provided to the Seller by the Company or as modified by the Seller with Company approval.
3.11 Call Center Capability: The Seller will maintain a call center from which inspections can be scheduled, where participants can call for inspection issue resolution, and where grantees or sub-grantees can coordinate inspections.  The Seller will ensure they can field 90% of calls from 20,000 homeowners in a 6 month timeframe between the working hours of 9am-6pm EST, Monday-Friday.  The Seller will ensure the wait time of any call to the call center does not exceed 5 minutes.

3.12 Objectives.  The primary objectives of this contract are to:

3.12.1 Inspect and report to the Company the physical condition of each property that participates in the Weatherization Program or other similar programs under its direction; 

3.12.2 Report failed inspections (i.e. inspections with known defects and problems), that do not contain health and safety issues, no later than 2 days after discovery;

3.12.3 Report inspections that contain health and safety issues and need immediate attention no later than 1 day after discovery;

3.12.4 Complete all inspections no later than 10 days from assignment; and 

3.12.5 Post all data on the inspection on the secure database that the Seller is providing Company access. 

3.13 Results and Outputs.  The Seller’s performance under this contract shall ensure that: 

3.13.1 Inspections are completed daily, but not later than 10 days from the date assigned;

3.13.2 Failed inspections (i.e. inspections with known defects and problems) and pictures, that do not contain health and safety issues are posted, no later than 2 days of inspection, to the secure electronic database;
3.13.3 Inspections and pictures that contain health and safety issues are posted, no later than 1 day of inspections, to the secure electronic database; and 

3.13.4 The Seller’s internal quality management will ensure that errors in inspections, forms and pictures are minimal.  
3.14 Contract Office.   The Seller shall maintain the necessary facilities, materials, supplies, equipment, supervision, and personnel to perform property inspections, complete forms and update a secure database, as required in this Statement of Work.   The Seller shall take proper health and safety precautions to protect workers, the public and the property of others.  

3.15 Contract Manager, Training and Lower-Tier Subcontractors.  The contract manager shall be responsible for the performance of the work.  The name of this person and an alternate who shall act for the Seller when the manager is absent shall be designated and shall be considered to be Key Personnel.  The Contract Manager or alternate shall be available during normal duty hours to speak with the Company or representatives to discuss problem areas and shall have full authority to act for the Seller on all contract matters relating to daily operations of this contract. The contract manager or alternate shall be available for inquiries from 8:00 AM to 4:30 PM Eastern time.  The hours of availability apply to Monday through Friday, with the exception of recognized Federal holidays.  

3.15.1 All in-house inspectors and Lower-Tier Subcontractors employed by the Seller shall be provided training by the Seller at the Seller’s expense in the property inspection protocol and required forms prior to the commencement of work.   This training will be at the Seller’s expense.
3.15.2 Certification that all inspectors have completed training shall be available to the PI or TPO upon request.

3.16 Equipment and Records.  The Seller shall provide the following items of equipment for the inspection:

3.16.1 Computer hardware and software, including electronic mail (and the capacity to transmit information, e.g., electronic files), sufficient to enable the Seller to communicate electronically with the PI or TPO and Company’s Subcontract Administrator.  The Seller is responsible for ensuring e-mail and Internet service compatibility with the Company.

3.16.2 Computer software applications compatible with Microsoft XP/Office 2007 or any subsequent standard adopted by the Company.   

3.16.3 Telephone facsimile (fax) machine.
3.16.4 Photographic equipment:  digital camera that produces pictures with the appropriate Photo Resolution.

3.16.5 Lighting equipment:  high-powered flashlight.  The Seller must provide its own lighting for inspections and photographs.

3.16.6 Display an electronic image of the completed failed inspection form, for inspections that do not contain health and safety issues and color photographs, as required by this contract.  Forms shall be posted no later than 2 days after inspection.

3.16.7 Display an electronic image of emergency or hazardous conditions, to include the inspection form, for inspections that contain health and safety issues and color photographs, no later than 1 day after inspection.

3.16.8 Display an electronic version of all completed inspection forms and color photographs to be posted no later than 4:30 PM of the tenth day after assignment, based on the time zone of the pertinent inspection..

3.16.9 Retain all reports and photographs, on Compact Disc (CD), for the life of the contract.  Retain the information for (3) years after final payment.  

3.17 Insurance, Licenses, and Certifications.  The Seller shall obtain necessary licenses, insurance certifications, and permits required in the performance of the contract and comply with any federal, state, county and municipal laws, codes and regulations applicable to the performance under this contract.  When local laws and regulations conflict with Company requirements, the Seller shall notify the PI or TPO and the Subcontract Administrator.   The Seller will create and maintain a Health and Safety Plan to identify and control hazards for the locations in which they perform field work.  Two copies of the Seller’s final plan shall be provided to the PI or TPO not later than the post-award conference.    The Seller shall provide two complete copies to the PI or TPO as any updates/changes occur.  The Seller shall also ensure that all Lower-Tier Subcontractors comply with these requirements. The Seller shall obtain errors and omissions insurance.
3.18 Security.  The Seller shall be responsible for safeguarding all government property to which the Seller and any Lower-Tier Subcontractor(s) have access.  The Seller shall be held liable for damage to government property, due to the negligence (e.g. failure to secure property) or misconduct (breaking locks, leaving trash at the property) by the Seller and Lower-Tier Subcontractor.
3.19 Quality Control (QC) Plan.  The Seller shall establish and maintain a complete QC plan to ensure the requirements of the contract are provided as specified.  Two copies of the Seller’s final plan shall be provided to the PI or TPO not later than the post-award conference.  The Seller shall provide two complete copies to the PI or TPO as any updates/changes occur.  The plan shall include:
3.19.1 Identification of the tools the Seller will use to ensure all required time frames in the contract are met.

3.19.2 A QA review system covering all of the service requirements listed in the contract.  It shall specify the requirements to be reviewed on both a scheduled or unscheduled basis, how often reviews will be accomplished, and the title of the individual(s) who work for the Seller/Lower-Tier Subcontractor.  The review system will include documentation of corrective action taken when reviews reveal discrepancies and where those records will be maintained to ensure availability of access to Company personnel throughout the term of the contract.

3.19.3 Procedures for selecting and monitoring  Lower-Tier Subcontractor performance, to include subcontract agreements.  Process for onboarding/delisting lower-tier subcontractors. 
3.19.4 Adequate internal control measures to ensure 

3.19.4.1 Adequate Quality Assurance  forms,

3.19.4.2 Real time secure database updates, 

3.19.4.3 Records maintenance as required by this contract, and

3.19.4.4 Procedures to resolve conflict of interest issues.

3.20 Seller and Lower-Tier Subcontractor Employees.  The TPO shall have the authority to deny the assignment of inspections of properties to any individual who is identified as posing a potential or actual threat to public health or safety, to property security, to the mission of the Company, or whom the Company has determined to have an actual or potential conflict of interest (e.g., inspector who subcontracts with both the cognizant grantees and sub-grantees).

3.20.1 The Seller shall not employ or subcontract with any person who is a current or former civilian employee of the US government if the employment of that person would create a conflict of interest, an appearance of any conflict, or otherwise conflict with Federal ethics rules.  
3.20.2 Resolution of an actual conflict of interest, or the appearance thereof, shall be the responsibility of the Seller.  The Seller shall not rely on Company to resolve the issue through reassignment of workload or any other means.
3.20.3 Prior to award of any subcontract and performance of inspection by any Lower-Tier Subcontractor, including individual inspectors, the Seller shall obtain a disclosure in accordance with paragraph (f)(2) of the Organizational Conflict of Interest clause of this contract and determine in writing whether the interests disclosed present an actual or potential conflict of interest.  If the interests disclosed by the Lower-Tier Subcontractor or individual inspector present an actual or potential conflict of interest, the Seller must obtain approval of the Company prior to awarding the subcontract.  The Seller shall retain all disclosure statements obtained for review, if requested, by the Company.
C.4  Tasks and Deliverables
4.1. Produce Monthly Activity Report.  Due by 5th day of each month covering activities for the prior month.

4.2. Develop any necessary QA analysis tools, and reporting procedures (if beyond that listed in the WAP Monitoring Plan and Reference Manual to be provided to successful offeror), administrative infrastructure and procedures to accurately assess, evaluate, and report findings, observations and recommendations.  Progress of this deliverable is to be reported in the Monthly Activity Report (see Deliverable No. 1).

4.3. Establish a nationwide network of qualified inspectors (includes any necessary training, as defined under this task).   Due 30 days after Task Assignment is awarded.  Progress of this deliverable is to be reported in the Monthly Activity Report (see Deliverable No. 1.)

4.4. Perform sub-grantee retrofitted dwelling unit QA reviews and produce corresponding site visit reports, focusing on larger sub-grantees in denser urban areas as directed by the Company TPO (thus allowing for more onsite QA visits per reviewer.)  Due every 90 days after Task Assignment execution.
4.5. The Seller will provide the Company by the 5th working day of each month after this contract is executed (Monthly Report) with summary information from the secure electronic database including:
4.5.1. A report showing each successful retrofit participant for the most recent month, most recent quarter, year to date, and from contract inception to date.  The following information is required: the number of inspections, the number of inspections scheduled, and the number of sites to be inspected for which inspections are not yet scheduled.

4.5.1. The Monthly Report will also provide information on the number of inspections which show a hazard or unsafe condition, and summary narrative on the general nature of those identified hazards or unsafe conditions and actions taken to date, if known.

4.6. Produce Final Report summarizing and analyzing the overall findings of the onsite QA visits.

4.7. General Requirements.  The primary objective is to perform inspections of properties, as assigned each month, and post results of each inspection on the secure database.  Properties that receive a Justified Failed Score, based on the initial inspections, may be assigned to the Seller for Re-Inspection.  
4.8. The Company is required to provide monthly reports to DOE of "jobs created" and "jobs retained" by the Company and its subcontractors. For subcontracts exceeding $25,000, during the period of performance under this Agreement, the Seller shall provide a report each month to the Company no later than three (3) calendar days after the end of the calendar month of "jobs created" and "jobs retained" by the Seller and all lower-tier subcontractors under this Agreement. The monthly report shall be submitted using the form titled "Recovery Act – Subcontractor Jobs Report" available under the title Special Articles and Forms at http://www.ornl.gov/adm/contracts/documents.shtml.
4.9. Property Inspections.  The Seller shall perform all inspections and provide and record inspection forms and photographs. Photographs shall:

4.9.1  Have a resolution of at least 640 X 480.

4.9.2  Include at least three (3) photographs with additional photographs detailing each deficiency noted on the inspection form.

4.9.3  Have the date of the inspection in the lower right hand corner (camera dating is acceptable as long as it corresponds to the date on the inspection form). 
4.9.4  The photographs shall be in focus and adequately lit to permit the viewer to identify the property and the deficiency items [Photographs that are not adequately lit and/or in focus will be considered an error (see paragraph C.6. 1).  The photographs should be re-shot or corrected with software prior to submission].                     
4.10.  Reporting.  

4.10.1. Secure database posting.  The Seller shall post all Inspections and photographs to the electronic database so that they are accessible to the Company as soon as possible, but no later than 10 days after assignment.  All forms and photographs shall reflect the reference number assigned to each house inspection.   (NOTE:  If the 10th day falls on a weekend or recognized holiday, completion due on the next business day). 

4.10.2 Hazards and Emergencies.  The Seller shall determine if there are any


Health or Safety Issues or emergencies existing at the inspected properties.  The Seller shall report any Health or Safety hazard(s) discovered during the inspection to the PI or TPO within 1 day of discovery, via electronic mail, or telephone.  The Seller shall post the reported Hazard on the secure database with the inspection form and photographs documenting the hazard.  

∙  The Seller shall maintain evidence of when and to whom notification was sent/given.

∙  The Seller shall notify local authorities (e.g. fire department, police, etc.) for emergency situations, as appropriate.  The Seller shall notify the Company by telephone of any notifications to local authorities.

∙  The Seller shall maintain evidence of when and to whom notification was sent/given.  
4.11.  Special Conditions.
4.11.1. For other inspections and special circumstances where there are special deadlines, such as Special inspections, completed and posted within 2 days; Re-inspections, completed within 3 days and posted 1 day after;  if the Seller fails to post the inspection to the secure database within the required time frame, a delay in payment may occur.

4.11.2. Properties not able to be located.  If the Seller is unable to locate the property, no portion of the fee will be paid.  The Seller bears sole responsibility to locate each property without the assistance of Company staff. Seller will notify the Company of any inability to locate any property.
4.11.3. Properties not able to be accessed.  In the event the Seller cannot access an assigned property, the Seller shall conduct the property inspection, re-inspection, or special inspection to the fullest extent possible.  The Seller shall, by the next business day after the inspection, report by e-mail to the PI or TPO any properties which were unable to be accessed.  The e-mail message shall include the property address, date the inspection was attempted, and the reason the Seller was unable to perform the duties assigned.    In the event the Seller is unable to access a property during a scheduled inspection, but has provided photographs to verify the inspection, and has provided the above notification to the PI or TPO, the Seller fee will be the full unit price.

4.12. Delivery Schedule
	Deliverable
	Date Due

	Initial Inspections
	As soon as possible after each inspection is completed, it should be uploaded to the secure database.  In addition, all Inspection forms and photographs are to be posted to the secure database no later than 5 calendar days after assignment.

	Failed Inspections
	The Seller shall report any failing inspections to the PI or TPO  no later than 2 days of completion, via electric mail or telephone.  The Seller shall post the failed inspection form to the secure database with photographs documenting the deficiencies.  Seller shall maintain evidence of when and to whom notification was given. 

	Health and Safety Inspections
	The Seller shall report any Health and Safety hazard(s) discovered during the inspection to the PI or TPO no later than 1 day of discovery, via electronic mail, or telephone.  The Seller shall post the reported hazard to the secure database with the Inspection form and photographs documenting the hazard.  Seller shall maintain evidence of when and to whom notification was sent/given.  

	Re-inspections
	PI or TPO will assign re-inspections within 7 to 10 days from the initial inspection.  The Seller shall complete re-inspections   no later than 3 days after assignment and post to the secure database no later than 1 day after completion.  

	Special Inspections
	Shall be completed and Inspection form and photos posted to the secure database no later than 2 days after the assignment.

	Monthly Assignments
	All Inspection forms and photos from the initial assignment must be posted to the secure database by close of business on the 10th calendar day after assignment.  


C.5 
Quality Assurance Surveillance Plan
5.1.
During the life of the contract, the PI, TPO or designees will conduct monthly reviews and inspections on all deliverables.  The PI and TPO will use e-mail, reports, and other tools and information available to determine if the Seller is performing and meeting scheduled deliveries.  
5.2. The PI, TPO or designees will keep written records of the observations.  When an observation indicated defective performance under the terms of the contract, the PI or TPO or other evaluators will require the Seller’s Contract Manager to acknowledge notification of the deficiency by signing and dating the observation.  Such acknowledgement will not necessarily constitute the Contract Manager’s concurrence with the observation.

SECTION D – PACKAGING AND MARKING

D.1 Payment of Postage and Shipping Costs
All postage and shipping costs related to the submission of the information (including reports and forms) required by this contract shall be paid for by the Seller.  The unit price is inclusive of all postage, shipping and delivery charges.


D. 2  
Marking
All information submitted to the Subcontract Administrator, PI or TPO shall clearly indicate the contract number for which the information is being submitted.  Additionally, all documents submitted or reports produced by the Seller shall be suitably marked as Seller products or that Seller participation is appropriately disclosed.

