GENERAL SERVICES ADMINISTRATION
FEDERAL SUPPLY SERVICE
AUTHORIZED TEMPORARY ADMINISTRATIVE AND PROFESSIONAL SERVICES
SCHEDULE PRICELIST
FSC GROUP 736

Temporary Administrative and
Professional Services
SIN 736-1

ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS

CMI Management, Inc.
5285 Shawnee Rd Suite 200
Alexandria, VA 22312
PH: (703) 738-5311
FX: (703) 738-0311
www.cmimgmt.com

Contract Number:
GS-02F-036GA
Period Covered by Contract: May 25, 2017 through May 24, 2022

General Services Administration
Federal Supply Service
For more information on ordering from Federal Supply Schedules, go to the GSA schedules home page at:
http://www.fss.gsa.gov/

CUSTOMER INFORMATION
1a.

Awarded Special Item Numbers and Prices:
SIN 736-1

ADMINISTRATIVE SUPPORT AND CLERICAL OCCUPATIONS

1b.Labor Rates:

All hourly rates shown are firm-fixed-price. Please see Appendix A for
hourly rates.

Labor Category Descriptions:

Please see Appendix B for corresponding commercial job titles,
and functional responsibility.

2. Maximum Order:

$100,000 per SIN.

3. Minimum Order:

$100.00

4. Geographic Coverage:

48 States & DC

5. Discounts from List Prices:

Not applicable

6. Other Discounts:

N/A

7. Prompt Payment Terms:

Net 30 days

8a. Government Purchase Card:

Accepted for orders at or below the micro-purchase threshold

8b. Government Purchase Card:

Accepted for orders above the micro-purchase threshold

9a.Time of Delivery:

Specified in each task order

9b.Expedited Delivery:

Not applicable

10. FOB:

Destination

11a. Ordering Address:

CMI Management, Inc.
5285 Shawnee Rd Suite 200
Alexandria, VA 22312
PH: (703) 738-5311
Fax : (703) 738-0311

Shason.yavari@cmimgmt.com
11b. Ordering Procedures:

The ordering procedures for supplies and services, information on
Blanket Purchase Agreements (BPA), and a sample BPA can be
found at the GSA/FSS Schedule homepage
(http://www.gsa.gov/schedules).
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12. Payment Address:

CMI Management, Inc.
5285 Shawnee Rd Suite 200
Alexandria, VA 22312

13. Gov’t Purchase Card:

Terms and conditions of Government Purchase Cards acceptance
(any thresholds above the micro-purchase level): Yes

14. Participating Dealers:

Not applicable

15. DUNS number:

602619223

16. SAM Database:

CMI is registered in the SAM.

2

APPENDIX A LABOR RATES
Pricing for Labor Categories Subject to SCA Wage Determination
(Number WD 15-4281, Wage Revision Number: 3, 04/19/2016)

APPENDIX B LABOR CATEGORY DESCRIPTIONS

Accounting Clerk III

$27.74
$30.55
$35.69

Customer Service
Representative I

$24.69

Customer Service
Representative II

$27.17

Accounting Clerk I
Accounting Clerk II

Customer Service
Representative III

Order Clerk II

$29.23
$25.12
$26.98
$25.10
$25.35
$27.25
$30.73
$39.85
$25.49
$25.69
$27.61

Personnel Assistant
(Employment) I

$29.91

Personnel Assistant
(Employment) II

$32.93

Data Entry Operator I
Data Entry Operator II
Document Preparation Clerk
General Clerk I
General Clerk II
General Clerk III
Housing Referral Assistant
Messenger Courier
Order Clerk I

Personnel Assistant
(Employment) III
Production Control Clerk
Secretary I
Secretary II
Secretary III
Service Order Dispatcher
Supply Technician
Switchboard
Operator/Receptionist

$36.18
$38.38
$29.80
$32.74
$39.85
$28.28
$48.38
$24.73
$26.40
$29.24
$32.42

Word Processor I
Word Processor II
Word Processor III
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APPENDIX B LABOR CATEGORY DESCRIPTIONS
01011 ACCOUNTING CLERK I
This position is responsible for performing one or more routine accounting clerical
operations such as: examining, verifying, and correcting various accounting
documents to ensure completeness and accuracy of data in accordance to accounting
procedures. Specific tasks/duties are assigned under adequate supervision. Entrylevel reconciliation and posting will be assigned under detailed guidance. In most
instances, an employee in this position will rely on the supervisors’ instructions.
Completed work will be reviewed for accuracy and compliance with procedures.
01012 ACCOUNTING CLERK II
This position uses knowledge of double entry bookkeeping in performing one or more
of the following: posting actions to journals, identifying subsidiary accounts affected,
making debit and credit entries, and assigning proper codes. The Accounting Clerk II
may review computer printouts against manually maintained journals, detect and
correct erroneous postings, and prepare documents to adjust accounting
classifications and other data, or review lists of transactions rejected by an automated
system. In this instance, the Accounting Clerk II will determine reasons for rejections,
and prepare necessary correcting material. On routine assignments, an employee will
select and apply established procedures and techniques. Detailed instructions are
provided for difficult or unusual assignments. Completed work and methods used, are
reviewed for technical accuracy.
01013 ACCOUNTING CLERK III
The Accounting Clerk III maintains journals or subsidiary ledgers of an accounting
system and balances and reconciles accounts. Typical duties include one or both of
the following: 1.) reviewing invoices and statements verifying information, ensuring
sufficient funds have been obligated, and if questionable, resolving with the submitting
unit determining accounts involved. The review will include coding transactions, and
processing material through data processing for application in the accounting system;
2.) analysis and reconciliation of computer printouts with operating unit reports
(contacting units, researching causes of discrepancies, and taking action to ensure
that accounts balance). Supervisor provides suggestions for handling unusual or nonrecurring transactions. Conformance with requirements and technical soundness of
completed work are reviewed by the supervisor, or are controlled by mechanisms built
into the accounting processes.
01041 CUSTOMER SERVICE REPRESENTATIVE I
This position receives, comprehends, provides, and responds to routine informational
inquiries and service requests through the use of various communication technologies
including but not limited to telephones, e-mail, facsimile, postal mail, and the Internet.
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01042 CUSTOMER SERVICE REPRESENTATIVE II
Position is responsible for performing duties detailed in CSR I job description. In
addition, CSR II is responsible for responding to escalated and more complex inquiries
on a broader scope of topics. Tasks may require simple adaptation and interpretation of
provided reference materials.
01043 CUSTOMER SERVICE REPRESENTATIVE III
Position is responsible for performing duties detailed in CSR I and CSR II job
descriptions. In addition, CSR III is responsible for supervising and advising CSR I
and CSR II.
01151 DATA ENTRY OPERATOR I
This position works under close supervision and follows specific procedures or
detailed instructions. The Data Entry Operator I works from various standardized
source documents that have been coded and require little or no selecting, coding or
interpreting of data. Problems such as erroneous items and codes, or missing
information are resolved at the supervisory level. Work is routine and repetitive.
01152 DATA ENTRY OPERATOR II
This position requires the application of experience and judgment in selecting
procedures to be followed, and searching for interpreting, selecting, or coding items to
be entered from a variety of document sources. The Data Entry Operator II may
occasionally perform routine work as described for Data Entry Operator I.
01070 DOCUMENT PREPARATION CLERK (Document Preparer)
This position prepares documents such as brochures, books, periodicals, catalogs,
and pamphlets for copying or photocopying. The Document Preparation Clerk cuts
documents into individual standardized pages, using a paper cutter or razor knife.
Document pages are reproduced as necessary to improve clarity or to adjust the
standardized page size according to the limitations of the designated copy machine.
The Document Preparation Clerk stamps standard symbols on pages or inserts
instruction cards to notify Duplicating Machine Operator of special handling, prepares
cover sheets and document folders for material, and index cards for files, and files
folder according to index code and copies priority schedule.

01111 GENERAL CLERK I
This position follows clearly detailed specific procedures in completing several
repetitive clerical steps performed in a prescribed or slightly varied sequence, such
as coding and filing documents in an extensive alphabetical file; could involve simple
posting to individual accounts, opening mail, calculating and posting charges to
departmental accounts, operating basic office equipment, e.g., photocopier,
facsimile, multi-line phone/voicemail systems, mailing machines, and minimal
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computer programs. Little or no subject-matter knowledge is required, but the clerk
uses his or her own judgment in choosing the proper procedure for each task.
01112 GENERAL CLERK II
This position requires familiarity with the terminology of the office unit. The General
Clerk selects appropriate methods from a wide variety of procedures or makes simple
adaptations and interpretations of a limited number of substantive guides and
manuals. The clerical steps often vary in type or sequence, depending on the task.
Recognized problems are referred to others.
01113 GENERAL CLERK III
This position uses some subject-matter knowledge and judgment to complete
assignments consisting of numerous steps varying in nature and sequence. The
General Clerk III selects from alternative methods and refers problems not solvable
by adapting or interpreting substantive guides, manuals, or procedures. Typical
duties include: assisting in a variety of administrative matters; maintaining a wide
variety of financial or other records (stored both manually and electronically); verifying
statistical reports for accuracy and completeness; compiling information; and handling
and adjusting complaints.
The General Clerk III may also direct lower level clerks. Positions above level IV are
excluded. Such positions (which may include supervisory responsibility over lower
level clerks) require workers to use a thorough knowledge of an office's work and
routine to: 1) choose among widely varying methods and procedures to process
complex transactions; and 2) select or devise steps necessary to complete
assignments. Typical jobs covered by this exclusion include administrative
assistants, clerical supervisors, and office managers.
01120 HOUSING REFERRAL ASSISTANT
This position provides housing information to an organization's employees moving
to a new location. The Housing Referral Assistant will contact individuals or
organizations such as landlords, real estate agents, mobile home dealers, trailer
court managers and Chambers of Commerce by phone. May correspond to obtain
listings of rental or sale properties, future housing prospects, and to develop a
working relationship with the housing referral service. Job tasks include: compiling
housing lists of rental property and properties for purchase. Periodically the
Housing Referral Assistant communicates with contacts to update listings, ensures
that property owners comply with the nondiscrimination policy, and counsels
applicants with regard to special circumstances, e.g. medical or financial
hardships, and availability of housing that will meet applicants' needs.
Job tasks include: providing information regarding community services, searches
files, makes telephone calls and referrals, providing information regarding locations,
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owners, agents, price ranges, loans and other related information. The Housing
Referral Assistant maintains daily records of office activities (including number of
applicants, number of applicants placed, and agents solicited or listed), schedules
appointments for housing inspectors, prepares reports as required, and replies to
complaints, investigations and letters of inquiry.
01141 MESSENGER COURIER
The Messenger Courier delivers messages, documents, packages and mail to
various business concerns or governmental agencies. An employee in this role may
perform the following: miscellaneous errands, such as carrying mail within the base
and sorting or opening incoming and outgoing mail, obtain receipts for articles
delivered and keep a log of items received and delivered, or deliver items to offices
and departments within an establishment. The Messenger Courier may use a
bicycle, golf cart, or motorcycle to perform these duties.
01191 ORDER CLERK I
This position handles orders involving items that have readily identified uses and
applications. The Order Clerk I may refer to a catalog, manufacturer's manual or
similar document to insure that the proper item is supplied or to verify the price of
order.
01192 ORDER CLERK II
This position handles orders that involve making judgments such as choosing which
specific product or material from the establishment's product lines will satisfy the
customer's needs, or determining the price to be quoted when pricing involves more
than merely referring to a price list or making some simple mathematical calculations.
01261 PERSONNEL ASSISTANT I
This position performs a variety of tasks including, but not limited to, clerical and
secretarial duties. The work is under general supervision of higher-level personnel
in preparation of various human resource tasks throughout compensation, benefits,
staffing/employment, EEO procedures and policy administration. The Personnel
Assistant I is expected to exercise discretion at all times; limited judgment may be
necessary at times. This assistant may be required to operate general office
equipment such as: typewriter, personal computer, copier, adding machine, and
facsimile.

01262 PERSONNEL ASSISTANT II
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This position serves as a clerical expert in independently processing the most
complicated types of personnel actions, e.g., temporary employment, rehires, and
dismissals. In this position, one may perform tasks beyond routine clerical such as:
pre-employment drug screening and new hire orientation, responding to routine
questions on policy and procedures, and/or provide reports on employee turnover or
time and attendance. This assistant may be asked to evaluate and consolidate
information from various sources under short deadlines, such as internal or external
survey information, reporting on company employment statistics (retention, equal
opportunity reporting, etc). The Personnel Assistant II may provide guidance to lower
level Personnel Assistants. This level requires extensive knowledge of various office
software packages. Guidance is provided as needed. Completed written work
receives close technical review from higher- level personnel office employees. Work
may be checked occasionally.
01263 PERSONNEL ASSISTANT III
This position performs work in support of human resource professionals that requires
a good working knowledge of personnel procedures, guides, and precedents. Job
tasks may include interviewing applicants, obtaining references, and recommending
placement in a well-defined occupation. At this level, assistants typically have a
range of personal contacts within and outside the organization, in addition to handling
employee-sensitive material. Therefore, the Assistant must be tactful, discrete, and
articulate. This Assistant may be involved in identifying potential issues and
grievance procedures, in addition to documenting necessary information to avoid
company threat. The Personnel Assistant III may make recommendations to human
resource professionals on job classification, wage rates, and employee salaries. The
use of computers may be relied on heavily for organizational and reporting purposes.
Advanced experience with office software packages may be needed. This Assistant
may perform some clerical work in addition to the above duties. Supervisor will
review completed work against stated objectives.
01270 PRODUCTION CONTROL CLERK
This position compiles and records production data for industrial establishments to
compare records and reports on volume of production, consumption of material,
quality control, and other aspects of production. May perform any combination of the
following duties: compile and record production data from customer orders, work
tickets, product specifications, and individual worker production sheets following
prescribed recording procedures and using different word processing techniques.
This Clerk calculates such factors as types and quantities of items produced,
materials used, amount of scrap, frequency of defects, and worker and department
production rates, using a computer, calculator, and/or spreadsheets. Additional tasks
include: writing production reports based on data compiled, tabulated and computed,
following prescribed formats, maintaining files of documents used and prepared,
compiling detailed production sheets or work tickets for use by production workers as
guides in assembly or manufacture of products. This Clerk prepares written work
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schedules based on established guidelines and priorities, compiles material inventory
records and prepares requisitions for procurement of materials and supplies charts
production using chart, graph, or pegboard based on statistics compiled for reference
by production and management personnel. This Clerk also sorts and distributes work
tickets or material and may compute wages from employee time cards and post wage
data on records used for preparation of payroll.
01310 SECRETARY I
This position provides principal secretarial support in an office, usually to one
individual, and, in some cases, to the subordinate staff of that individual. The
Secretary maintains a close and highly responsive relationship to the day-to-day
activities of the supervisor and staff, works fairly independently receiving a minimum
of detailed supervision and guidance, and performs various clerical and secretarial
duties requiring knowledge of office routine and an understanding of the organization,
programs, and procedures related to the work of the office. Computers may exist in
the environment, requiring working knowledge of certain office software programs.
Organizational structure is not complex and internal procedures and
administrative controls are simple and informal; supervisor directs staff through
face-to-face meetings.
01310 SECRETARY II
This position provides principal secretarial support in an office, usually to one
individual, and, in some cases, to the subordinate staff of that individual. The
Secretary maintains a close and highly responsive relationship to the day-to-day
activities of the supervisor and staff, works fairly independently receiving a minimum
of detailed supervision and guidance, and performs various clerical and secretarial
duties requiring knowledge of office routine and an understanding of the organization,
programs, and procedures related to the work of the office. Computers may exist in
the environment, requiring working knowledge of certain office software programs.
Organizational structure is complex and is divided into subordinate groups that
usually differ from each other as to subject matter, function, etc. Supervisor
usually directs staff through intermediate supervisors. Internal procedures and
administrative controls are formal. An entire organization (e.g., division,
subsidiary, or parent organization) may contain a variety of subordinate groups
that meet the LS-2 definition. Therefore, it is not unusual for one LS-2
supervisor to report to another LS-2 supervisor

01310 SECRETARY III
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This position provides principal secretarial support in an office, usually to one
individual, and, in some cases, to the subordinate staff of that individual. The
Secretary maintains a close and highly responsive relationship to the day-to-day
activities of the supervisor and staff, works fairly independently receiving a minimum
of detailed supervision and guidance, and performs various clerical and secretarial
duties requiring knowledge of office routine and an understanding of the organization,
programs, and procedures related to the work of the office. Computers may exist in
the environment, requiring working knowledge of certain office software programs.
Organizational structure is divided into two or more subordinate supervisory levels
(of which at least one is a managerial level) with several subdivisions at
each level. Executive's program(s) are usually interlocked on a direct
and continuing basis with other major organizational segments,
requiring constant attention to extensive formal coordination,
clearances, and procedural controls. Executive typically has: financial
decision-making authority for assigned program(s); considerable impact
on the entire organization's financial position or image; and
responsibility for, or has staff specialists in such areas as, personnel
and administration for assigned organization. Executive plays an
important role in determining the policies and major programs of the
entire organization, and spends considerable time dealing with outside
parties actively interested in assigned program(s) and current or
controversial issues.

01320 SERVICE ORDER DISPATCHER
This position receives, records, and distributes work orders to service crews upon
customers' requests for service on articles or utilities purchased from wholesale or
retail establishment or utility company, records information, such as name, address,
article to be repaired, or service to be rendered, prepares work order and distributes
to service crew, schedules service calls and dispatches service crew. The Service
Order Dispatcher calls or writes the customer to insure satisfactory performance of
service, keeps record of service calls and work orders, may dispatch orders and
relay messages and special instructions to mobile crews and other departments
using radio or cellular telephone equipment.
01410 SUPPLY TECHNICIAN
This position performs limited aspects of technical supply management work (e.g.,
inventory management, storage management, cataloging, and property utilization)
related to depot, local, or other supply activities. Work usually is segregated by
commodity area or function, and controlled in terms of difficulty, complexity, or
responsibility. Assignments usually relate to stable or standardized segments of
technical supply management operations; or to functions or subjects that are narrow
in scope or limited in difficulty. The work generally involves individual case problems
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or supply actions. This work may require consideration of program requirements
together with specific variations in or from standardized guidelines. Assignments
require:
(a) a good working knowledge of the governing supply systems, programs, policies,
nomenclature, work methods, manuals, or other established guidelines; (b) an
understanding of the needs of the organization serviced; and (c) analytical ability to
define or recognize the dimension of the problems involved, to collect the necessary
data to establish the facts, and take or recommend action based upon application or
interpretation of established guidelines.
01280 RECEPTIONIST
This position greets visitors, determining nature of visits and directing visitors to
appropriate persons. The Receptionist may also have other duties such as recording
and transmitting messages; keeping records of calls placed; providing information to
callers and visitors; making appointments; keeping a log of visitors; and issuing visitor
passes. In this position, one may also work on a computer and perform other routine
clerical work that may occupy the major portion of the worker's time.

01611 WORD PROCESSOR I
This position produces a variety of standard documents, such as correspondence,
form letters, reports, tables and other printed materials. Work requires skill in typing; a
knowledge of grammar, punctuation and spelling; and ability to use reference guides
and equipment manuals. The Word Processor I performs familiar, routine
assignments following standard procedures, seeks further instructions for assignments
requiring deviations from established procedures.
01612 WORD PROCESSOR II
This position uses knowledge of varied and advanced functions of one software
type, knowledge of varied functions of different types of software, or knowledge of
specialized or technical terminology to perform such typical duties as:
a. Editing and reformatting written or electronic drafts. Examples include:
correcting function codes; adjusting spacing formatting and standardizing
headings, margins, and indentations.
b. Transcribing scientific reports, lab analysis, legal proceedings, or similar
material from voice tapes or handwritten drafts. Work requires knowledge of
specialized, technical, or scientific terminology.
Work requires familiarity with office terminology and practices. Incumbent corrects
copy, and questions originator of document concerning missing information, improper
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formatting, or discrepancies in instructions. Supervisor sets priorities and deadlines
on continuing assignments, furnishes general instructions for recurring work and
provides specific instructions for new or unique projects, may lead lower level word
processors.
01613 WORD PROCESSOR III
Requires both a comprehensive knowledge of word processing software applications
and office practices and a high degree of skill in applying software functions to
prepare complex and detailed documents. For example, processes complex and
lengthy technical reports which include tables, graphs, charts, or multiple columns.
Uses either different word processing packages or many different style macros or
special command functions; independently completes assignments and resolves
problems.
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