Information Management 
                                                                                 Hanscom Air Force Base. MA


APPENDIX 1

ESTIMATED WORKLOAD DATA

The following workload data represent the Government's best estimate of the volume of work shown for each item listed.  This exhibit is not intended to cover all of the workload items, but list the major categories of work.  

	CATEGORY
	ESTIMATED FREQUENCY

	
	

	Administrative Services
	

	Non-Emergency Work Requirements Outside Normal Duty Hours
	5 Mail deliveries evenly throughout the year

	Snow Removal
	Number of snowfalls greater than 1 Inch, 15-20 per year

	Unexpected/Additional Requirements
	Once every three years

	
	

	BITC
	

	
	

	Perform Distribution
	

	Accountable
	45 Pieces daily

	Parcels
	15 Pieces daily

	Unclassified
	7440 Pieces daily

	
	

	Process Outgoing Official Mail
	

	Non-Compliant Mail
	50 Pieces daily

	Consolidated Mail
	500 Pieces daily

	Permit Mail
	100 Pieces daily

	USPS Mail
	830 Pieces daily

	Express/Overnight Mail
	20 Pieces daily

	
	

	Postal Service Center (PSC)
	

	Referral Mail
	100 Pieces daily

	PSC, Receive, Process, Distribute 
	350 Pieces daily

	PSC, Box Maintenance
	420 Postal Boxes evenly throughout the year

	
	

	Miscellaneous Support
	

	Late Delivery Notification
	1 per year

	Categorically Addressed Material
	1000 Pieces daily

	Postage Meter 
	

	Reading
	2 Meters daily, one reading per day

	BCDF
	3 (Usage) per week

	Base Locator Service
	100 Phone Calls daily

	Funding
	7 trips to USPS evenly throughout the year

	Additional Work Requirements
	During the last 5 calendar days of the fiscal year (100 pieces of mail per day)

	
	

	Records Management
	

	Guidance
	20 Hours per week

	RIMS
	20 Hours per week

	CATEGORY
	ESTIMATED FREQUENCY

	COR Training
	5 per month

	
	

	Training Program,
	

	Records Technicians (Beginner/Refresher)
	15 Classes per year with 10 Individuals  per class

	CATEGORY
	ESTIMATED FREQUENCY

	
	

	Training Program
	

	FARMs
	15 Individuals

	Miscellaneous 
	8 Sessions per year

Varies 50-100 Individuals per  session

	Travel in Support of SAV and Records Preparation
	1500 miles throughout the year

	Maintain Case Files
	50 Organizations evenly throughout the year

	Silver Masters Destruction
	100 Masters destroyed per year

	Document Imaging Feasibility Studies
	

	Requests
	10 submitted by customer evenly throughout the year

	
	

	Staff Assistance Visits (SAV)
	266 Offices (69 off base to Mitre complex) visited evenly throughout the year

	Records Preparation/Shipment
	700 cu. ft. with 20% in Oct, and 20% in Jan with remainder evenly throughout the year



	Records Retrieval
	185 Requests by customer evenly throughout the year

	
	

	Information Products and Services
	

	WEB Site Maintenance
	1 per month

	
	

	Publishing and Publications/Forms Management
	

	Editing/Publishing
	36 Publications per year

	Electronic Form Design/Publishing
	5 Forms per year

	Electronic Forms Training
	24 Sessions per year/12 Students each

	Master Publication Library
	4 updates per month

	Memo Sheets
	2 changes per month

	Customer Service
	200 phone calls per month


NOTE:  Estimated workload for all data deliverables is contained on the individual Contract Data Requirements List, Exhibit A. 
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