
DESCRIPTION/SPECIFICATIONS/WORK STATEMENT 
 

 

C.1.   PERFORMANCE WORK STATEMENT (PWS) - GREETING SERVICES 
 
The Contractor shall provide Greeting Services for the U.S. Embassy in Santo Domingo 
at the American Citizen Services entrance located on Avenida de Republica de 
Colombia.   
   
C.1.1. Work Requirement 
 

C.1.1.1., General. This is a fixed-price contract for Greeting Services for 

the U. S. Embassy Santo Domingo.  The Contractor shall furnish personnel 
to provide the services outlined in this PWS. 

 

 

C.2.   GENERAL REQUIREMENTS 
 
The Contractor shall provide personnel that will: 
 

C.2.1. Verify applicants’ names and appointments against the appointment 
list provided by a United States Government represented, referred to as 
the Contracting Officer’s Representative (COR) for this contract.  Access 
will be granted or denies based on the COR’s list and instructions. 
C.2.2. Maintain and facilitate an orderly entrance and exit of applicants 
into and out of the waiting room. 
C.2.3. Provide clear and accurate directions to the applicants depending 
on the service to be received (e.g. passport renewal, Consular Receipt of 
Birth Abroad, notary service, etc.). 
C.2.4. Ensure applicants have the mandatory documents in their 
possession based on COR’s instructions and the service requested. This 
activity involves handling personal information referred to as Personally 
Identifiable Information  (PII) and must be handed in accordance with 
instructions provided by the COR. Contractor will receive proper training 
from the America Citizen Services (ACS) office and must commit to 
protecting all PII information in accordance with the guidance provided. 
C.2.5. Provide informational brochures and refer individuals to the 
appropriate United States Government office should someone request a 
service that is not provided by the ACS office.  
C.2.6. Work in coordination with Regional Security Office (RSO) guards, 
who have overall authority to grant or deny access to the Embassy. 
C.2.7. The Contractor shall provide qualified Contractor personnel who are 
capable of providing the services specified in this Contract.  Individual 



must have good spoken and written English skills, and be fluent Spanish.  
See C.4 below. 
C.2.8 Perform duties with clarity, accuracy, and professional poised 
delivery. 

 
 
C.3.   MANAGEMENT AND SUPERVISION 
 

C.3.1. Supervision and Project Manager. The Contractor shall designate a 
Project Manager who shall be responsible for supervision of the Contractor's 
personnel.  This Project Manager shall be the focal point for the Contractor and 
shall be the point of contact with the COR. The supervisor must also be fluent in 
English to be able to communicate with members of the U.S. Government staff.   

 
C.3.2 Locations.  The worksites (outside and inside waiting areas) are 

located on two separate floors.  The Contractor shall provide greeting services in 
both locations during normal working hours.  

 
C.3.3. Schedule. The Contractor shall maintain schedules.  Standard 

Services shall be delivered between the hours of 07:00 and 16:00 Monday 
through Thursday, and between the hours of 07:00 and 13:00 on Fridays. 

 
C.3.4. Quality Control. The Contractor shall be responsible for quality 

control.  The Contractor shall perform inspection visits to the work site on a 
regular basis.  The Contractor shall coordinate these visits with the COR.  These 
visits shall be surprise inspections to those working on the contract. 

 
 
C.4.   MINIMUM PERSONNEL REQUIREMENTS 
 

C.4.1. Language. All Contractor personnel providing services under this contract 
will be fluent in Spanish and have English skills that would score in the low-intermediate 
range for Speaking and Listening if they were tested on the Test Of English as a 
Foreign Language (TOEFL) exam.  
 

C.4.2. Experience. The Contractor shall provide personnel who have at least 2 
years of customer service experience and strong decision-making skills.  
 
C.5.   ADMINISTRATIVE RECORDS 
 

The Contractor shall maintain administrative files, which shall at a minimum include time 
and attendance records for all employees furnished under the contract.  The COR is 
authorized to examine the Contractor's administrative files.  Daily time and attendance 
records shall be maintained and may be reviewed as required by the COR. 


