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ADVERTISEMENT – REQUEST FOR QUALIFICATIONS (RFQ) 

PROFESSIONAL SERVICE PROVIDERS 

ARCHITECTS 

 

 

Pursuant to §41-16-72 of the Code of Alabama, 1975, as amended, the Alabama Community College 

System (ACCS) requests qualifications from design professionals licensed in the State of Alabama to 

provide design services for college campus projects throughout the State of Alabama. 

General Description of RFQ and Selection Process:  The ACCS is seeking qualified Professional Service 

Providers – Architect – for construction or facility improvements.  Firms responding to this RFQ submit 

their proposals using the forms provided in Federal Standard Form 330 (Rev. 7/2021).  Below is a sample 

RFQ response and format showing how proposals are organized and submitted using Standard Form 

330.  Proposals that do not follow the sample RFQ response and format and provide all the information 

requested in the forms will not be accepted.  

Criteria for evaluating RFQ proposals for Professional Service Providers – Architect – are set forth in the 

Table of Contents at the beginning of the sample RFQ response.  The Table of Contents is also an 

evaluation matrix.  When a proposal is approved for Professional Service Providers – Architect – the firm 

is added to the ACCS Master List of qualified Professional Service Providers for three years.  At the end 

of the three-year period, firms must re-submit an updated RFQ proposal and repeat the above process. 

Firms not qualifying for the ACCS Master List of qualified Professional Service Providers – architect – may 

re-submit an updated RFQ proposal one year after the date of their last proposal submission. 

Form of Agreement and Scope of Services: Selected firms will be engaged using ACCS Form 1-A.   

Qualifications: Responding firms should have documented experience successfully performing projects 

for public education clients (Alabama Community College System and 4 Year Universities) in the State of 

Alabama, experience delivering projects per the Alabama Public Works Law (i.e., Title 39), experience 

working with current State Building Codes, and documented experience working with various 

Authorities Having Jurisdiction (AHJs) within the State of Alabama.   

§41-16-82, of the Code of Alabama, requires a disclosure statement to be completed and filed with all 

qualifications, bids, contracts, or grant proposals submitted to the State of Alabama more than 

$5,000.00. The form is available online at State of Alabama Disclosure Statement. 

§31-13-1, of the Code of Alabama (Alabama Immigration Law), imposes conditions on the award of state 

contracts. Qualifiers must agree to fully comply with the Immigration Reform and Control Act of 1986, as 

amended by the Immigration Act of 1990, and the Beason-Hammon Alabama Taxpayer and Citizen 

https://eforms.alacourt.gov/media/aojmu0qb/state-of-alabama-disclosure-statement.pdf
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Protection Act. Design firms should review and adhere to these guidelines as appropriate to their project 

type.  

Contents of RFQ Response Proposal and Evaluation Criteria: 

Successful proposals use the forms provided in Federal Standard Form 330 (Rev. 7/2021).  Successful 

proposals follow the sample format showing how proposals are organized and submitted using 

Standard Form 330.  Proposals that do not follow the sample RFQ response and format and provide all 

the information requested in the forms will not be accepted.  

Criteria for evaluating RFQ proposals for Professional Service Providers – Architect – are set forth in the 

Table of Contents at the beginning of the sample RFQ response.  The Table of Contents is also an 

evaluation matrix.  When a proposal is approved for Professional Service Providers – Architect – the firm 

is added to the ACCS Master List of qualified Professional Service Providers for three years.  At the end 

of the three-year period, firms must re-submit an updated RFQ proposal and repeat the above process. 

Firms not qualifying for the ACCS Master List of qualified Professional Service Providers – architect – may 

re-submit an updated RFQ proposal one year after the date of their last proposal submission. 

RFQ Proposals may be submitted any time; there is no deadline for submission. 

Submit one (1) electronic (PDF) copy of the required proposal information to: 

Sheila Smith  
Alabama Community College System Facilities Division 
 
Physical Address: 
135 South Union Street 
Montgomery, AL 35999 
 
Questions and or information related to delivery of qualifications shall be directed to Sheila Smith via 

email at sheila.smith@accs.edu. 

 

  

mailto:Sheila.smith@accs.edu
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SAMPLE  

RFQ Proposal Format 

 

for 

  

Professional Service 

Providers – Architect  



Table of Contents/Proposed Team/Organizational Chart (5 POINTS per ITEM)
Points 

Available 
Score

Page 1) Table of Contents
Page 2) Contact Information/AE Point of Contact/Proposed Team (SF 330/page 1) 4

Page 3) Organizational Chart of Proposed Team (SF 330/page 5) 4

1/4/5/10.  Experience/Building Codes/Qualifications (2 POINTS per PROFESSIONAL)
Page 4) Principal Architect licensed/experience 15 years (SF 330/page 2) 2

Page 5) Project Architect licensed/experience 15 years (SF 330/page 2) 2

Page 6) Electrical Engineer licensed/experience 15 years (SF 330/page 2) 2

Page 7) Mechanical Engineer licensed/experience 15 years (SF 330/page 2) 2

Page 8) Civil Engineer licensed/experience 15 years (SF 330/page 2) 2

Page 9) Architect Construction Administrator experience 15 years (SF 330/page 2) 2

2.  Related Experience (2 POINTS per PROJECT)
Page 10) Example of Project for COST OF WORK less than $2M (SF 330/page 3) 2

Page 11) Example of Project for COST OF WORK less than $2M (SF 330/page 3) 2

Page 12) Example of Project for COST OF WORK $2M-$5M (SF 330/page 3) 2

Page 13) Example of Project for COST OF WORK $2M-$5M (SF 330/page 3) 2

Page 14) Example of Project for COST OF WORK $5M-$10M (SF 330/page 3) 2

Page 15) Example of Project for COST OF WORK $5M-$10M (SF 330/page 3) 2

Page 16) Example of Project for COST OF WORK $10M-$20M (SF 330/page 3) 2

Page 17) Example of Project for COST OF WORK $10M-$20M (SF 330/page 3) 2

Page 18) Example of Project for COST OF WORK more than $20M (SF 330/page 3) 2

Page 19) Example of Project for COST OF WORK more than $20M (SF 330/page 3) 2

2.  Key Personnel Participation in Projects (2 POINTS per PROJECT)
Page 20) Key Personnel Participation (SF 330/page 4) 20

3/7/8.  Past Performance (2 POINTS per REFERENCE)
Page 21) Past Performance Reference No. 1 (SF 330/page 5) 4

Page 22) Past Performance Reference No. 2 (SF 330/page 5) 4

Page 23) Past Performance Reference No. 3 (SF 330/page 5) 4

Page 24) Past Performance Reference No. 4 (SF 330/page 5) 4

Page 25) Past Performance Reference No. 5 (SF 330/page 5) 4

6/9.  Company Qualifications/Location (10 POINTS per COMPANY)
Page 26) Principal/Project Architect/Construction Administrator (SF 330/page 6) 5

Page 27) Electrical Engineer (SF 330/page 6) 5

Page 28) Mechanical Engineer (SF 330/page 6) 5

Page 29) Civil Engineer (SF 330/page 6) 5

5.  Required Items (NO POINTS)
Page 30) Certificate of Liability Insurance (ACCS Coverage Amounts)
Pages 31-32) State of Alabama Disclosure Statement
Pages 33-45) E-Verify Memorandum of Understanding for Employees
Page 46) W-9
Pages 47-54) Standard Form 330 (REV. 7/2021) Pages 1-8 of Instructions

RFQ Proposal TOTAL Points 100

11/12.  ACCS Internal Review
1) Design/Procedures/Change Orders (ACCS projects)
2) Construction Administration (ACCS projects)
3) Quality of RFQ Response

PROFESSIONAL SERVICE PROVIDER - Architect
Request for Qualifications (RFQ) - Table of Contents/Evaluation Matrix

Table of Contents

Name of Firm: ___________________





Organizational Chart of Proposed Team

As an attachment, present an Organizational Chart of the Proposed Team 
showing names and roles of all the key personnel listed in the following 
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Company ID Number: __________________

THE E-VERIFY  
MEMORANDUM OF UNDERSTANDING 

FOR EMPLOYERS  

ARTICLE I  
PURPOSE AND AUTHORITY 

The parties to this agreement are the Department of Homeland Security (DHS) and the 
_____________________(Employer). The purpose of this agreement is to set forth 
terms and conditions which the Employer will follow while participating in E-Verify. 

E-Verify is a program that electronically confirms an employee’s eligibility to work in the
United States after completion of Form I-9, Employment Eligibility Verification (Form I-9).
This Memorandum of Understanding (MOU) explains certain features of the E-Verify
program and describes specific responsibilities of the Employer, the Social Security
Administration (SSA), and DHS.

Authority for the E-Verify program is found in Title IV, Subtitle A, of the Illegal Immigration 
Reform and Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104-208, 110 Stat. 
3009, as amended (8 U.S.C. § 1324a note). The Federal Acquisition Regulation (FAR) 
Subpart 22.18, “Employment Eligibility Verification” and Executive Order 12989, as 
amended, provide authority for Federal contractors and subcontractors (Federal 
contractor) to use E-Verify to verify the employment eligibility of certain employees 
working on Federal contracts. 

ARTICLE II  
RESPONSIBILITIES 

A. RESPONSIBILITIES OF THE EMPLOYER

1. The Employer agrees to display the following notices supplied by DHS in a prominent
place that is clearly visible to prospective employees and all employees who are to be
verified through the system:

a. Notice of E-Verify Participation
b. Notice of Right to Work

2. The Employer agrees to provide to the SSA and DHS the names, titles, addresses,
and telephone numbers of the Employer representatives to be contacted about E-Verify.
The Employer also agrees to keep such information current by providing updated
information to SSA and DHS whenever the representatives’ contact information changes.
3. The Employer agrees to grant E-Verify access only to current employees who need E-
Verify access. Employers must promptly terminate an employee’s E-Verify access if the
employee is separated from the company or no longer needs access to E-Verify.

The parties to this agreement are the Department of Homeland Security (DHS) and the The parties to this agreement are the Department of Homeland Security (DHS) and the 
_____________________(Employer). The purpose of this agreement is to set forth _____________________(Employer). The purpose of this agreement is to set forth 
terms and conditions which the Employer will follow while participating in Eterms and conditions which the Employer will follow while participating in E

Verify is a program that electronically confirms an employee’s eligibility to work in theVerify is a program that electronically confirms an employee’s eligibility to work in the
9, Employment Eligibility Verification (Form I9, Employment Eligibility Verification (Form I

This Memorandum of Understanding (MOU) explains certain features of the EThis Memorandum of Understanding (MOU) explains certain features of the E
program and describes specific responsibilities of the Employer, the Social Securitprogram and describes specific responsibilities of the Employer, the Social Securit

Verify program is found in Title IV, Subtitle A, of the Illegal Immigration Verify program is found in Title IV, Subtitle A, of the Illegal Immigration 
Reform and Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104Reform and Immigrant Responsibility Act of 1996 (IIRIRA), Pub. L. 104
3009, as amended (8 U.S.C. § 1324a note). The Federal Acquisition Regulation (FAR) 3009, as amended (8 U.S.C. § 1324a note). The Federal Acquisition Regulation (FAR) 
Subpart 22.18, “Employment Eligibility Verification” and Executive Order 12989, as Subpart 22.18, “Employment Eligibility Verification” and Executive Order 12989, as 
amended, provide authority for Federal contractors and subcontractors (Federal amended, provide authority for Federal contractors and subcontractors (Federal 

Verify to verify the employment eligibility of certain employees Verify to verify the employment eligibility of certain employees 
working on Federal contracts.working on Federal contracts.

A. RESPONSIBILITIES OF THE EMPLOYERA. RESPONSIBILITIES OF THE EMPLOYER

The Employer agrees to display the following notices supplied by DHS in a prominent
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4. The Employer agrees to become familiar with and comply with the most recent version 
of the E-Verify User Manual. 
5. The Employer agrees that any Employer Representative who will create E-Verify 
cases will complete the E-Verify Tutorial before that individual creates any cases.  

a. The Employer agrees that all Employer representatives will take the refresher 
tutorials when prompted by E-Verify in order to continue using E-Verify. Failure to 
complete a refresher tutorial will prevent the Employer Representative from 
continued use of E-Verify.   

6. The Employer agrees to comply with current Form I-9 procedures, with two 
exceptions:  

a. If an employee presents a "List B" identity document, the Employer agrees to 
only accept "List B" documents that contain a photo. (List B documents identified 
in 8 C.F.R. § 274a.2(b)(1)(B)) can be presented during the Form I-9 process to 
establish identity.) If an employee objects to the photo requirement for religious 
reasons, the Employer should contact E-Verify at 888-464-4218.  
b. If an employee presents a DHS Form I-551 (Permanent Resident Card), Form 
I-766 (Employment Authorization Document), or U.S. Passport or Passport Card 
to complete Form I-9, the Employer agrees to make a photocopy of the document 
and to retain the photocopy with the employee’s Form I-9. The Employer will use 
the photocopy to verify the photo and to assist DHS with its review of photo 
mismatches that employees contest.  DHS may in the future designate other 
documents that activate the photo screening tool. 

Note: Subject only to the exceptions noted previously in this paragraph, employees still 
retain the right to present any List A, or List B and List C, document(s) to complete the 
Form I-9.  

7. The Employer agrees to record the case verification number on the employee's Form 
I-9 or to print the screen containing the case verification number and attach it to the 
employee's Form I-9.  
8. The Employer agrees that, although it participates in E-Verify, the Employer has a 
responsibility to complete, retain, and make available for inspection Forms I-9 that relate 
to its employees, or from other requirements of applicable regulations or laws, including 
the obligation to comply with the antidiscrimination requirements of section 274B of the 
INA with respect to Form I-9 procedures.  

a. The following modified requirements are the only exceptions to an Employer’s 
obligation to not employ unauthorized workers and comply with the anti-
discrimination provision of the INA: (1) List B identity documents must have 
photos, as described in paragraph 6 above; (2) When an Employer confirms the 
identity and employment eligibility of newly hired employee using E-Verify 
procedures, the Employer establishes a rebuttable presumption that it has not 
violated section 274A(a)(1)(A) of the Immigration and Nationality Act (INA) with 
respect to the hiring of that employee; (3) If the Employer receives a final 
nonconfirmation for an employee, but continues to employ that person, the 
Employer must notify DHS and the Employer is subject to a civil money penalty 
between $550 and $1,100 for each failure to notify DHS of continued employment 
following a final nonconfirmation; (4) If the Employer continues to employ an 
employee after receiving a final nonconfirmation, then the Employer is subject to a 
rebuttable presumption that it has knowingly employed an unauthorized alien in 

establish identity.) If an employee objects to the photo requirement for religious establish identity.) If an employee objects to the photo requirement for religious 
Verify at 888Verify at 888--464464-4218. 
551 (Permanent Resident Card), Form 551 (Permanent Resident Card), Form 

766 (Employment Authorization Document), or U.S. Passport or Passport Card 766 (Employment Authorization Document), or U.S. Passport or Passport Card 
9, the Employer agrees to make a photocopy of the document 9, the Employer agrees to make a photocopy of the document 

and to retain the photocopy with the employee’s Form Iand to retain the photocopy with the employee’s Form I-9. The Employer will use 9. The Employer will use 
the photocopy to verify the photo and to assist DHS with its review of photo the photocopy to verify the photo and to assist DHS with its review of photo 
mismatches that employees contest.  DHS may in the future designate other mismatches that employees contest.  DHS may in the future designate other 
documents that activate the photo screening tool.documents that activate the photo screening tool.

only to the exceptions notedonly to the exceptions noted previouslypreviously in this paragraph, employees
retain the right to present any List A, or List B and List C, document(s) to complete the retain the right to present any List A, or List B and List C, document(s) to complete the 

The Employer agrees to record the case verification number on the employee's Form The Employer agrees to record the case verification number on the employee's Form 
9 or to print the screen containing the case verification number and attach it to the 9 or to print the screen containing the case verification number and attach it to the 

9. 
The Employer agrees that, although it participates in EThe Employer agrees that, although it participates in E

responsibility to complete, retain, and make available for inspection Forms Iresponsibility to complete, retain, and make available for inspection Forms I
to its employees, or from other requirements of applicable regulations or laws, ito its employees, or from other requirements of applicable regulations or laws, i
the obligation to comply with the antidiscrimination requirements of section 274B of the the obligation to comply with the antidiscrimination requirements of section 274B of the 
INA with respect to Form IINA with respect to Form I-9 procedures. 

The following modified requirements are the only exceptions to an Employer’s The following modified requirements are the only exceptions to an Employer’s 
obligation to not employ unauthorized workers and comply with the antiobligation to not employ unauthorized workers and comply with the anti
discrimination provision of the INA: (1) List B identity documents must have 
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violation of section 274A(a)(1)(A); and (5) no E-Verify participant is civilly or 
criminally liable under any law for any action taken in good faith based on 
information provided through the E-Verify. 
b. DHS reserves the right to conduct Form I-9 compliance inspections, as well as 
any other enforcement or compliance activity authorized by law, including site 
visits, to ensure proper use of E-Verify.  

9. The Employer is strictly prohibited from creating an E-Verify case before the employee 
has been hired, meaning that a firm offer of employment was extended and accepted 
and Form I-9 was completed. The Employer agrees to create an E-Verify case for new 
employees within three Employer business days after each employee has been hired 
(after both Sections 1 and 2 of Form I-9 have been completed), and to complete as many 
steps of the E-Verify process as are necessary according to the E-Verify User Manual. If 
E-Verify is temporarily unavailable, the three-day time period will be extended until it is 
again operational in order to accommodate the Employer's attempting, in good faith, to 
make inquiries during the period of unavailability.  
10. The Employer agrees not to use E-Verify for pre-employment screening of job 
applicants, in support of any unlawful employment practice, or for any other use that this 
MOU or the E-Verify User Manual does not authorize. 
11. The Employer must use E-Verify for all new employees. The Employer will not verify 
selectively and will not verify employees hired before the effective date of this MOU. 
Employers who are Federal contractors may qualify for exceptions to this requirement as 
described in Article II.B of this MOU. 
12. The Employer agrees to follow appropriate procedures (see Article III below) 
regarding tentative nonconfirmations. The Employer must promptly notify employees in 
private of the finding and provide them with the notice and letter containing information 
specific to the employee’s E-Verify case. The Employer agrees to provide both the 
English and the translated notice and letter for employees with limited English proficiency 
to employees. The Employer agrees to provide written referral instructions to employees 
and instruct affected employees to bring the English copy of the letter to the SSA. The 
Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. 
Further, when employees contest a tentative nonconfirmation based upon a photo 
mismatch, the Employer must take additional steps (see Article III.B. below) to contact 
DHS with information necessary to resolve the challenge.  
13. The Employer agrees not to take any adverse action against an employee based 
upon the employee's perceived employment eligibility status while SSA or DHS is 
processing the verification request unless the Employer obtains knowledge (as defined in 
8 C.F.R. § 274a.1(l)) that the employee is not work authorized. The Employer 
understands that an initial inability of the SSA or DHS automated verification system to 
verify work authorization, a tentative nonconfirmation, a case in continuance (indicating 
the need for additional time for the government to resolve a case), or the finding of a 
photo mismatch, does not establish, and should not be interpreted as, evidence that the 
employee is not work authorized. In any of such cases, the employee must be provided a 
full and fair opportunity to contest the finding, and if he or she does so, the employee 
may not be terminated or suffer any adverse employment consequences based upon the 
employee’s perceived employment eligibility status (including denying, reducing, or 
extending work hours, delaying or preventing training, requiring an employee to work in 
poorer conditions, withholding pay, refusing to assign the employee to a Federal contract 
or other assignment, or otherwise assuming that he or she is unauthorized to work) until 

again operational in order to accommodate the Employer's attempting, in goodagain operational in order to accommodate the Employer's attempting, in good

employment screening of job employment screening of job 
applicants, in support of any unlawful employment practice, or for any other use that this applicants, in support of any unlawful employment practice, or for any other use that this 

Manual does not authorize.
Verify for all new employees. The Employer will not verify Verify for all new employees. The Employer will not verify 

selectively and will not verify employees hired before the effective date of this MOU. selectively and will not verify employees hired before the effective date of this MOU. 
Employers who are Federal contractors may qualify for exceptions to this requirement as Employers who are Federal contractors may qualify for exceptions to this requirement as 

The Employer agrees to follow appropriate procedures (see Article III below) The Employer agrees to follow appropriate procedures (see Article III below) 
regarding tentative nonconfirmations. The Employer must promptly notify employees in regarding tentative nonconfirmations. The Employer must promptly notify employees in 

provide them with the notice and letter containing information provide them with the notice and letter containing information 
Verify case. The Employer agrees to provide both the Verify case. The Employer agrees to provide both the 

English and the translated notice and letter for employees with limited English proficiency English and the translated notice and letter for employees with limited English proficiency 
to employees. The Employer agrees to provide written referral instructions to employees to employees. The Employer agrees to provide written referral instructions to employees 
and instruct affected employees to bring the English copy of the letter to the SSA. The and instruct affected employees to bring the English copy of the letter to the SSA. The 
Employer must allow employees to contest the finding, and not take adverse action Employer must allow employees to contest the finding, and not take adverse action 
against employees if they choose to contest the finding, while their case is still pending. against employees if they choose to contest the finding, while their case is still pending. 
Further, when employees contest a tentative nonconfirmation based upon a photo Further, when employees contest a tentative nonconfirmation based upon a photo 
mismatch, the Employer must take additional steps (see Article III.B. below) to contact mismatch, the Employer must take additional steps (see Article III.B. below) to contact 
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The Employer agrees not to take any adverse action against an employee based The Employer agrees not to take any adverse action against an employee based 
upon the employee's perceived employment eligibility status while SSA or DHS is upon the employee's perceived employment eligibility status while SSA or DHS is 
processing the verification request unless the Employer obtains knowledge (as defined in processing the verification request unless the Employer obtains knowledge (as defined in 
8 C.F.R. § 274a.1(l)) that the employee is not work authorized. The Employer 
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and unless secondary verification by SSA or DHS has been completed and a final 
nonconfirmation has been issued. If the employee does not choose to contest a tentative 
nonconfirmation or a photo mismatch or if a secondary verification is completed and a 
final nonconfirmation is issued, then the Employer can find the employee is not work 
authorized and terminate the employee’s employment. Employers or employees with 
questions about a final nonconfirmation may call E-Verify at 1-888-464-4218 (customer 
service) or 1-888-897-7781 (worker hotline).  
14. The Employer agrees to comply with Title VII of the Civil Rights Act of 1964 and 
section 274B of the INA as applicable by not discriminating unlawfully against any 
individual in hiring, firing, employment eligibility verification, or recruitment or referral 
practices because of his or her national origin or citizenship status, or by committing 
discriminatory documentary practices. The Employer understands that such illegal 
practices can include selective verification or use of E-Verify except as provided in part D 
below, or discharging or refusing to hire employees because they appear or sound 
“foreign” or have received tentative nonconfirmations. The Employer further understands 
that any violation of the immigration-related unfair employment practices provisions in 
section 274B of the INA could subject the Employer to civil penalties, back pay awards, 
and other sanctions, and violations of Title VII could subject the Employer to back pay 
awards, compensatory and punitive damages. Violations of either section 274B of the 
INA or Title VII may also lead to the termination of its participation in E-Verify. If the 
Employer has any questions relating to the anti-discrimination provision, it should contact 
OSC at 1-800-255-8155 or 1-800-237-2515 (TDD).  
15. The Employer agrees that it will use the information it receives from E-Verify only to 
confirm the employment eligibility of employees as authorized by this MOU. The 
Employer agrees that it will safeguard this information, and means of access to it (such 
as PINS and passwords), to ensure that it is not used for any other purpose and as 
necessary to protect its confidentiality, including ensuring that it is not disseminated to 
any person other than employees of the Employer who are authorized to perform the 
Employer's responsibilities under this MOU, except for such dissemination as may be 
authorized in advance by SSA or DHS for legitimate purposes.  
16. The Employer agrees to notify DHS immediately in the event of a breach of personal 
information. Breaches are defined as loss of control or unauthorized access to E-Verify 
personal data. All suspected or confirmed breaches should be reported by calling 1-888-
464-4218 or via email at E-Verify@dhs.gov. Please use “Privacy Incident – Password” in 
the subject line of your email when sending a breach report to E-Verify. 
17. The Employer acknowledges that the information it receives from SSA is governed 
by the Privacy Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 
1306(a)). Any person who obtains this information under false pretenses or uses it for 
any purpose other than as provided for in this MOU may be subject to criminal penalties.  
18. The Employer agrees to cooperate with DHS and SSA in their compliance monitoring 
and evaluation of E-Verify, which includes permitting DHS, SSA, their contractors and 
other agents, upon reasonable notice, to review Forms I-9 and other employment 
records and to interview it and its employees regarding the Employer’s use of E-Verify, 
and to respond in a prompt and accurate manner to DHS requests for information 
relating to their participation in E-Verify.  
19. The Employer shall not make any false or unauthorized claims or references about 
its participation in E-Verify on its website, in advertising materials, or other media. The 
Employer shall not describe its services as federally-approved, federally-certified, or 
federally-recognized, or use language with a similar intent on its website or other 

below, or discharging or refusing to hire employees because they appear or sound below, or discharging or refusing to hire employees because they appear or sound 
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by the Privacy Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. by the Privacy Act (5 U.S.C. § 552a(i)(1) and (3)) and the Social Security Act (42 U.S.C. 
1306(a)). Any person who obtains this information under false pretenses or uses it for 
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materials provided to the public. Entering into this MOU does not mean that E-Verify 
endorses or authorizes your E-Verify services and any claim to that effect is false.
20. The Employer shall not state in its website or other public documents that any 
language used therein has been provided or approved by DHS, USCIS or the Verification 
Division, without first obtaining the prior written consent of DHS. 
21. The Employer agrees that E-Verify trademarks and logos may be used only under 
license by DHS/USCIS (see M-795 (Web)) and, other than pursuant to the specific terms 
of such license, may not be used in any manner that might imply that the Employer’s 
services, products, websites, or publications are sponsored by, endorsed by, licensed by, 
or affiliated with DHS, USCIS, or E-Verify. 
22. The Employer understands that if it uses E-Verify procedures for any purpose other 
than as authorized by this MOU, the Employer may be subject to appropriate legal action 
and termination of its participation in E-Verify according to this MOU.  

B. RESPONSIBILITIES OF FEDERAL CONTRACTORS  

1. If the Employer is a Federal contractor with the FAR E-Verify clause subject to the 
employment verification terms in Subpart 22.18 of the FAR, it will become familiar with 
and comply with the most current version of the E-Verify User Manual for Federal 
Contractors as well as the E-Verify Supplemental Guide for Federal Contractors.
2. In addition to the responsibilities of every employer outlined in this MOU, the Employer 
understands that if it is a Federal contractor subject to the employment verification terms 
in Subpart 22.18 of the FAR it must verify the employment eligibility of any “employee 
assigned to the contract” (as defined in FAR 22.1801). Once an employee has been 
verified through E-Verify by the Employer, the Employer may not create a second case 
for the employee through E-Verify.  

a. An Employer that is not enrolled in E-Verify as a Federal contractor at the time 
of a contract award must enroll as a Federal contractor in the E-Verify program 
within 30 calendar days of contract award and, within 90 days of enrollment, begin 
to verify employment eligibility of new hires using E-Verify.  The Employer must 
verify those employees who are working in the United States, whether or not they 
are assigned to the contract. Once the Employer begins verifying new hires, such 
verification of new hires must be initiated within three business days after the hire 
date. Once enrolled in E-Verify as a Federal contractor, the Employer must begin 
verification of employees assigned to the contract within 90 calendar days after 
the date of enrollment or within 30 days of an employee’s assignment to the 
contract, whichever date is later.  
b. Employers enrolled in E-Verify as a Federal contractor for 90 days or more at 
the time of a contract award must use E-Verify to begin verification of employment 
eligibility for new hires of the Employer who are working in the United States, 
whether or not assigned to the contract, within three business days after the date 
of hire. If the Employer is enrolled in E-Verify as a Federal contractor for 90 
calendar days or less at the time of contract award, the Employer must, within 90 
days of enrollment, begin to use E-Verify to initiate verification of new hires of the 
contractor who are working in the United States, whether or not assigned to the 
contract. Such verification of new hires must be initiated within three business 
days after the date of hire. An Employer enrolled as a Federal contractor in E-
Verify must begin verification of each employee assigned to the contract within 90 
calendar days after date of contract award or within 30 days after assignment to 

If the Employer is a Federal contractor with the FAR E-Verify clause subject to the Verify clause subject to the 
employment verification terms in Subpart 22.18 of the FAR, it will become familiar with employment verification terms in Subpart 22.18 of the FAR, it will become familiar with 
and comply with the most current version of the Eand comply with the most current version of the E--Verify UsVerify User Manual for Federal er Manual for Federal 

Verify Supplemental Guide for Federal Contractors.Verify Supplemental Guide for Federal Contractors.
In addition to the responsibilities of every employer outlined in this MOU, the Employer In addition to the responsibilities of every employer outlined in this MOU, the Employer 

understands that if it is a Federal contractor subject to the employment verification terms understands that if it is a Federal contractor subject to the employment verification terms 
in Subpart 22.18 of the FAR it must verify the employment eligibility of any “employee in Subpart 22.18 of the FAR it must verify the employment eligibility of any “employee 
assigned to the contract” (as defined in FAR 22.1801). Once an employee has been assigned to the contract” (as defined in FAR 22.1801). Once an employee has been 

Verify by the Employer, the Employer may not create a second case Verify by the Employer, the Employer may not create a second case 
Verify. Verify. 

An Employer that is not enrolled in EAn Employer that is not enrolled in E--Verify as a Federal contractor at the time Verify as a Federal contractor at the time 
of a contract award must enroll as a Federal contractor in the Eof a contract award must enroll as a Federal contractor in the E
within 30 calendar days of contractwithin 30 calendar days of contract award and, within 90 days of enrollment, begin award and, within 90 days of enrollment, begin 
to verify employment eligibility of new hires using Eto verify employment eligibility of new hires using E
verify those employees who are working in the United States, whether or not they verify those employees who are working in the United States, whether or not they 
are assigned to the contract. Once the Employer begins verifying new hires, such are assigned to the contract. Once the Employer begins verifying new hires, such 
verification of new hires must be initiated within three business days after the hire verification of new hires must be initiated within three business days after the hire 
date. Once enrolled in Edate. Once enrolled in E
verification of employees assigned to the contract within 90 calendar days after verification of employees assigned to the contract within 90 calendar days after 
the date of enrollment or within 30 days of an employee’s assignment to the the date of enrollment or within 30 days of an employee’s assignment to the 
contract, whichever date is later. contract, whichever date is later. 

Employers enrolled in E
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the contract, whichever is later. 
c. Federal contractors that are institutions of higher education (as defined at 20 
U.S.C. 1001(a)), state or local governments, governments of Federally recognized 
Indian tribes, or sureties performing under a takeover agreement entered into with 
a Federal agency under a performance bond may choose to only verify new and 
existing employees assigned to the Federal contract. Such Federal contractors 
may, however, elect to verify all new hires, and/or all existing employees hired 
after November 6, 1986.  Employers in this category must begin verification of 
employees assigned to the contract within 90 calendar days after the date of 
enrollment or within 30 days of an employee’s assignment to the contract, 
whichever date is later.  
d. Upon enrollment, Employers who are Federal contractors may elect to verify 
employment eligibility of all existing employees working in the United States who 
were hired after November 6, 1986, instead of verifying only those employees 
assigned to a covered Federal contract. After enrollment, Employers must elect to 
verify existing staff following DHS procedures and begin E-Verify verification of all 
existing employees within 180 days after the election.  
e. The Employer may use a previously completed Form I-9 as the basis for 
creating an E-Verify case for an employee assigned to a contract as long as: 

i. That Form I-9 is complete (including the SSN) and complies with Article 
II.A.6,  

ii. The employee’s work authorization has not expired, and  
iii. The Employer has reviewed the Form I-9 information either in person or 

in communications with the employee to ensure that the employee’s 
Section 1, Form I-9 attestation has not changed (including, but not limited 
to, a lawful permanent resident alien having become a naturalized U.S. 
citizen).  

f. The Employer shall complete a new Form I-9 consistent with Article II.A.6 or 
update the previous Form I-9 to provide the necessary information if: 

i. The Employer cannot determine that Form I-9 complies with Article II.A.6,  
ii. The employee’s basis for work authorization as attested in Section 1 has 

expired or changed, or  
iii. The Form I-9 contains no SSN or is otherwise incomplete.  

Note:  If Section 1 of Form I-9 is otherwise valid and up-to-date and the form 
otherwise complies with Article II.C.5, but reflects documentation (such as a U.S. 
passport or Form I-551) that expired after completing Form I-9, the Employer shall 
not require the production of additional documentation, or use the photo screening 
tool described in Article II.A.5, subject to any additional or superseding 
instructions that may be provided on this subject in the E-Verify User Manual.  

g. The Employer agrees not to require a second verification using E-Verify of any 
assigned employee who has previously been verified as a newly hired employee 
under this MOU or to authorize verification of any existing employee by any 
Employer that is not a Federal contractor based on this Article. 

3. The Employer understands that if it is a Federal contractor, its compliance with this 
MOU is a performance requirement under the terms of the Federal contract or 
subcontract, and the Employer consents to the release of information relating to 
compliance with its verification responsibilities under this MOU to contracting officers or 

hired after November 6, 1986, instead of verifying only those employees hired after November 6, 1986, instead of verifying only those employees 
assigned to a covered Federal contract. After enrollment, Employers must elect to assigned to a covered Federal contract. After enrollment, Employers must elect to 
verify existing staff following DHS procedures and begin Everify existing staff following DHS procedures and begin E-Verify verification of all Verify verification of all 
existing employees within 180 days after the election. existing employees within 180 days after the election. 

The Employer may use a previously completed Form IThe Employer may use a previously completed Form I-9 as the basis for 9 as the basis for 
Verify case for an employee assigned to a contract as long as:Verify case for an employee assigned to a contract as long as:

9 is complete (including the SSN) and complies with Article 9 is complete (including the SSN) and complies with Article 

The employee’s work authorization has not expired, and The employee’s work authorization has not expired, and 
The Employer has reviewed the Form IThe Employer has reviewed the Form I-9 information either in person or 9 information either in person or 
in communications with the employee to ensure thin communications with the employee to ensure th

9 attestation has not changed (including, but not limited 9 attestation has not changed (including, but not limited 
to, a lawful permanent resident alien having become a naturalized U.S. to, a lawful permanent resident alien having become a naturalized U.S. 

The Employer shall complete a new Form IThe Employer shall complete a new Form I
ate the previous Form Iate the previous Form I--9 to provide the necessary information if:9 to provide the necessary information if:

The Employer cannot determine that Form IThe Employer cannot determine that Form I
The employee’s basis for work authorization as attested in Section 1 has The employee’s basis for work authorization as attested in Section 1 has 
expired or changed, or expired or changed, or 

iii.iii. The Form IThe Form I--9 contains no SSN or is otherwise incomplete. 9 contains no SSN or is otherwise incomplete. 

Note:  If Section 1 of Form INote:  If Section 1 of Form I
otherwise complies with Article II.C.5, but reflects documentation (such as a U.S. otherwise complies with Article II.C.5, but reflects documentation (such as a U.S. 
passport or Form Ipassport or Form I
not require the production of additional documentation, or use the photo screening 
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other officials authorized to review the Employer’s compliance with Federal contracting 
requirements. 

C. RESPONSIBILITIES OF SSA  

1. SSA agrees to allow DHS to compare data provided by the Employer against SSA’s 
database. SSA sends DHS confirmation that the data sent either matches or does not 
match the information in SSA’s database. 
2. SSA agrees to safeguard the information the Employer provides through E-Verify 
procedures. SSA also agrees to limit access to such information, as is appropriate by 
law, to individuals responsible for the verification of Social Security numbers or 
responsible for evaluation of E-Verify or such other persons or entities who may be 
authorized by SSA as governed by the Privacy Act (5 U.S.C. § 552a), the Social Security 
Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401). 
3. SSA agrees to provide case results from its database within three Federal 
Government work days of the initial inquiry. E-Verify provides the information to the 
Employer.   
4. SSA agrees to update SSA records as necessary if the employee who contests the 
SSA tentative nonconfirmation visits an SSA field office and provides the required 
evidence. If the employee visits an SSA field office within the eight Federal Government 
work days from the date of referral to SSA, SSA agrees to update SSA records, if 
appropriate, within the eight-day period unless SSA determines that more than eight 
days may be necessary. In such cases, SSA will provide additional instructions to the 
employee. If the employee does not visit SSA in the time allowed, E-Verify may provide a 
final nonconfirmation to the employer.   

Note: If an Employer experiences technical problems, or has a policy question, the 
employer should contact E-Verify at 1-888-464-4218. 

D. RESPONSIBILITIES OF DHS  

1. DHS agrees to provide the Employer with selected data from DHS databases to 
enable the Employer to conduct, to the extent authorized by this MOU:  

a. Automated verification checks on alien employees by electronic means, and  
b. Photo verification checks (when available) on employees.  

2. DHS agrees to assist the Employer with operational problems associated with the 
Employer's participation in E-Verify. DHS agrees to provide the Employer names, titles, 
addresses, and telephone numbers of DHS representatives to be contacted during the E-
Verify process.  
3. DHS agrees to provide to the Employer with access to E-Verify training materials as 
well as an E-Verify User Manual that contain instructions on E-Verify policies, 
procedures, and requirements for both SSA and DHS, including restrictions on the use of 
E-Verify.  
4. DHS agrees to train Employers on all important changes made to E-Verify through the 
use of mandatory refresher tutorials and updates to the E-Verify User Manual. Even 
without changes to E-Verify, DHS reserves the right to require employers to take 
mandatory refresher tutorials. 
5. DHS agrees to provide to the Employer a notice, which indicates the Employer's 
participation in E-Verify. DHS also agrees to provide to the Employer anti-discrimination 

Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401).Act (42 U.S.C. 1306(a)), and SSA regulations (20 CFR Part 401).
SSA agrees to provide case results from its database within three Federal SSA agrees to provide case results from its database within three Federal 

Verify provides the information to the Verify provides the information to the 

SSA agrees to update SSA records as necessary if the employee who contests the SSA agrees to update SSA records as necessary if the employee who contests the 
SSA tentative nonconfirmation visits an SSA field office and provides the rSSA tentative nonconfirmation visits an SSA field office and provides the r

If the employee visits an SSA field office within the eight Federal Government If the employee visits an SSA field office within the eight Federal Government 
work days from the date of referral to SSA, SSA agrees to update SSA records, if work days from the date of referral to SSA, SSA agrees to update SSA records, if 

day period unless SSA determines that more thanday period unless SSA determines that more than
days may be necessary. In such cases, SSA will provide additionaldays may be necessary. In such cases, SSA will provide additional

If the employee does not visit SSA in the time allowed, EIf the employee does not visit SSA in the time allowed, E
final nonconfirmation to the employer. final nonconfirmation to the employer.     

Note: If an Employer experiences technical problems, or has a policy question, the Note: If an Employer experiences technical problems, or has a policy question, the 
employer should contact E-Verify at 1Verify at 1--888888--464464

. RESPONSIBILITIES OF DHS . RESPONSIBILITIES OF DHS 

DHS agrees to provide the Employer with selected data from DHS databases to DHS agrees to provide the Employer with selected data from DHS databases to 
enable the Employer to conduct, to the extent authorized by this MOU: enable the Employer to conduct, to the extent authorized by this MOU: 

Automated verification checks on alien employees by electronic means, and Automated verification checks on alien employees by electronic means, and 
Photo verification checks (when available) on employees. Photo verification checks (when available) on employees. 

DHS agrees to assist the Employer with operational problems associated with the DHS agrees to assist the Employer with operational problems associated with the 
Employer's participation in EEmployer's participation in E
addresses, and telephone numbers of DHS representatives to be contacted during the E
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notices issued by the Office of Special Counsel for Immigration-Related Unfair 
Employment Practices (OSC), Civil Rights Division, U.S. Department of Justice. 
6. DHS agrees to issue each of the Employer’s E-Verify users a unique user
identification number and password that permits them to log in to E-Verify.
7. DHS agrees to safeguard the information the Employer provides, and to limit access to
such information to individuals responsible for the verification process, for evaluation of
E-Verify, or to such other persons or entities as may be authorized by applicable law.
Information will be used only to verify the accuracy of Social Security numbers and
employment eligibility, to enforce the INA and Federal criminal laws, and to administer
Federal contracting requirements.
8. DHS agrees to provide a means of automated verification that provides (in conjunction
with SSA verification procedures) confirmation or tentative nonconfirmation of
employees' employment eligibility within three Federal Government work days of the
initial inquiry.
9. DHS agrees to provide a means of secondary verification (including updating DHS
records) for employees who contest DHS tentative nonconfirmations and photo
mismatch tentative nonconfirmations. This provides final confirmation or nonconfirmation
of the employees' employment eligibility within 10 Federal Government work days of the
date of referral to DHS, unless DHS determines that more than 10 days may be
necessary. In such cases, DHS will provide additional verification instructions.

ARTICLE III  
REFERRAL OF INDIVIDUALS TO SSA AND DHS 

A. REFERRAL TO SSA

1. If the Employer receives a tentative nonconfirmation issued by SSA, the Employer
must print the notice as directed by E-Verify. The Employer must promptly notify
employees in private of the finding and provide them with the notice and letter containing
information specific to the employee’s E-Verify case. The Employer also agrees to
provide both the English and the translated notice and letter for employees with limited
English proficiency to employees. The Employer agrees to provide written referral
instructions to employees and instruct affected employees to bring the English copy of
the letter to the SSA. The Employer must allow employees to contest the finding, and not
take adverse action against employees if they choose to contest the finding, while their
case is still pending.
2. The Employer agrees to obtain the employee’s response about whether he or she will
contest the tentative nonconfirmation as soon as possible after the Employer receives
the tentative nonconfirmation. Only the employee may determine whether he or she will
contest the tentative nonconfirmation.
3. After a tentative nonconfirmation, the Employer will refer employees to SSA field
offices only as directed by E-Verify. The Employer must record the case verification
number, review the employee information submitted to E-Verify to identify any errors,
and find out whether the employee contests the tentative nonconfirmation. The Employer
will transmit the Social Security number, or any other corrected employee information
that SSA requests, to SSA for verification again if this review indicates a need to do so.
4. The Employer will instruct the employee to visit an SSA office within eight Federal
Government work days. SSA will electronically transmit the result of the referral to the
Employer within 10 Federal Government work days of the referral unless it determines

DHS agrees to provide a means of secondary verification (including updating DHSDHS agrees to provide a means of secondary verification (including updating DHS
records) for employees who contest DHS tentative nonconfirmations and photorecords) for employees who contest DHS tentative nonconfirmations and photo
mismatch tentative nonconfirmations. This provides final confirmation or nonconfirmationmismatch tentative nonconfirmations. This provides final confirmation or nonconfirmation

10 Federal Government work days of the10 Federal Government work days of the
date of referral to DHS, unless DHS determines that more than 10 days may bedate of referral to DHS, unless DHS determines that more than 10 days may be
necessary. In such cases, DHS will provide additional verification instructions.necessary. In such cases, DHS will provide additional verification instructions.

ARTICLE III ARTICLE III 
REFERRAL OF INDIVIDUALS TO SSA AND DHS REFERRAL OF INDIVIDUALS TO SSA AND DHS 

If the Employer receives a tentative nonconfirmation issued by SSA, the EmployerIf the Employer receives a tentative nonconfirmation issued by SSA, the Employer
must print the notice as directed by Emust print the notice as directed by E--Verify. The Employer must promptly notifyVerify. The Employer must promptly notify
employees in private of the finding and provide them with the notice and letter containingemployees in private of the finding and provide them with the notice and letter containing
information specific to the employee’s Einformation specific to the employee’s E-Verify case. The Employer also agrees to
provide both the English and the translated notice and letter for employees with limitedprovide both the English and the translated notice and letter for employees with limited
English proficiency to employees. The Employer agrees to provide writteEnglish proficiency to employees. The Employer agrees to provide writte
instructions to employees and instruct affected employees to bring the English copy ofinstructions to employees and instruct affected employees to bring the English copy of
the letter to the SSA. The Employer must allow employees to contest the finding, and notthe letter to the SSA. The Employer must allow employees to contest the finding, and not
take adverse action against employees if they choose to contest the finding, while theirtake adverse action against employees if they choose to contest the finding, while their
case is still pending.case is still pending.

The Employer agrees to obtain the employee’s response about whether he or she willThe Employer agrees to obtain the employee’s response about whether he or she will
contest the tentative nonconfirmation as soon as possible after the Employer receives
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that more than 10 days is necessary. 
5. While waiting for case results, the Employer agrees to check the E-Verify system 
regularly for case updates. 
6. The Employer agrees not to ask the employee to obtain a printout from the Social 
Security Administration number database (the Numident) or other written verification of 
the SSN from the SSA.  

B. REFERRAL TO DHS  

1. If the Employer receives a tentative nonconfirmation issued by DHS, the Employer 
must promptly notify employees in private of the finding and provide them with the notice 
and letter containing information specific to the employee’s E-Verify case. The Employer 
also agrees to provide both the English and the translated notice and letter for 
employees with limited English proficiency to employees. The Employer must allow 
employees to contest the finding, and not take adverse action against employees if they 
choose to contest the finding, while their case is still pending. 
2. The Employer agrees to obtain the employee’s response about whether he or she will 
contest the tentative nonconfirmation as soon as possible after the Employer receives 
the tentative nonconfirmation. Only the employee may determine whether he or she will 
contest the tentative nonconfirmation. 
3. The Employer agrees to refer individuals to DHS only when the employee chooses to 
contest a tentative nonconfirmation.  
4. If the employee contests a tentative nonconfirmation issued by DHS, the Employer will 
instruct the employee to contact DHS through its toll-free hotline (as found on the referral 
letter) within eight Federal Government work days.  
5. If the Employer finds a photo mismatch, the Employer must provide the photo 
mismatch tentative nonconfirmation notice and follow the instructions outlined in 
paragraph 1 of this section for tentative nonconfirmations, generally. 
6. The Employer agrees that if an employee contests a tentative nonconfirmation based 
upon a photo mismatch, the Employer will send a copy of the employee’s Form I-551, 
Form I-766, U.S. Passport, or passport card to DHS for review by:  

a. Scanning and uploading the document, or  
b. Sending a photocopy of the document by express mail (furnished and paid for 
by the employer).  

7. The Employer understands that if it cannot determine whether there is a photo 
match/mismatch, the Employer must forward the employee’s documentation to DHS as 
described in the preceding paragraph. The Employer agrees to resolve the case as 
specified by the DHS representative who will determine the photo match or mismatch.  
8. DHS will electronically transmit the result of the referral to the Employer within 10 
Federal Government work days of the referral unless it determines that more than 10 
days is necessary. 
9. While waiting for case results, the Employer agrees to check the E-Verify system 
regularly for case updates. 

ARTICLE IV 
SERVICE PROVISIONS  

employees with limited English proficiency to employees. The Employer must allow employees with limited English proficiency to employees. The Employer must allow 
employees to contest the finding, and not take adverse action against employees if they employees to contest the finding, and not take adverse action against employees if they 
choose to contest the finding, while their case is still pendinchoose to contest the finding, while their case is still pending.g.

The Employer agrees to obtain the employee’s response about whether he or she will The Employer agrees to obtain the employee’s response about whether he or she will 
contest the tentative nonconfirmation as soon as possible after the Employer receives contest the tentative nonconfirmation as soon as possible after the Employer receives 
the tentative nonconfirmation. Only the employee may determine whether he or she wilthe tentative nonconfirmation. Only the employee may determine whether he or she wil

The Employer agrees to refer individuals to DHS only when the employee chooses to The Employer agrees to refer individuals to DHS only when the employee chooses to 

If the employee contests a tentative nonconfirmation issued by DHS, the Employer will If the employee contests a tentative nonconfirmation issued by DHS, the Employer will 
the employee to contact DHS through its tollthe employee to contact DHS through its toll-free hotline (as found on the referral 

letter) within eight Federal Government work days. letter) within eight Federal Government work days. 
If the Employer finds a photo mismatch, the Employer must provide the photo If the Employer finds a photo mismatch, the Employer must provide the photo 

mismatch tentative nonconfirmation notice and follow the instructions outlined in mismatch tentative nonconfirmation notice and follow the instructions outlined in 
paragraph 1 of this section for tentative nonconfirmations, generally.paragraph 1 of this section for tentative nonconfirmations, generally.

The Employer agrees that if an employee contests a tentative nonconfirmation based The Employer agrees that if an employee contests a tentative nonconfirmation based 
upon a photo mismatch, the Employer will send a copy of the employee’s Form Iupon a photo mismatch, the Employer will send a copy of the employee’s Form I

766, U.S. Passport, or passport card to DHS for review by: 766, U.S. Passport, or passport card to DHS for review by: 
Scanning and uploading the document, or Scanning and uploading the document, or 
Sending a photocopy of the document by express mail (furnished and paid for Sending a photocopy of the document by express mail (furnished and paid for 

by the employer). by the employer). 
The Employer understands that if it cannot determine whether there is a photo The Employer understands that if it cannot determine whether there is a photo 

match/mismatch, the Employer must forward the employee’s documentation to DHS as match/mismatch, the Employer must forward the employee’s documentation to DHS as 
scribed in the preceding paragraph. The Employer agrees to resolve the case as scribed in the preceding paragraph. The Employer agrees to resolve the case as 

specified by the DHS representative who will determine the photo match or mismatch. 
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A.  NO SERVICE FEES 

1. SSA and DHS will not charge the Employer for verification services performed under 
this MOU. The Employer is responsible for providing equipment needed to make 
inquiries. To access E-Verify, an Employer will need a personal computer with Internet 
access.  

ARTICLE V  
MODIFICATION AND TERMINATION 

A.  MODIFICATION  

1. This MOU is effective upon the signature of all parties and shall continue in effect for 
as long as the SSA and DHS operates the E-Verify program unless modified in writing by 
the mutual consent of all parties.  
2. Any and all E-Verify system enhancements by DHS or SSA, including but not limited 
to E-Verify checking against additional data sources and instituting new verification 
policies or procedures, will be covered under this MOU and will not cause the need for a 
supplemental MOU that outlines these changes. 

B.  TERMINATION 

1. The Employer may terminate this MOU and its participation in E-Verify at any time 
upon 30 days prior written notice to the other parties.  
2. Notwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and 
thereby the Employer’s participation in E-Verify, with or without notice at any time if 
deemed necessary because of the requirements of law or policy, or upon a determination 
by SSA or DHS that there has been a breach of system integrity or security by the 
Employer, or a failure on the part of the Employer to comply with established E-Verify 
procedures and/or legal requirements. The Employer understands that if it is a Federal 
contractor, termination of this MOU by any party for any reason may negatively affect the 
performance of its contractual responsibilities. Similarly, the Employer understands that if 
it is in a state where E-Verify is mandatory, termination of this by any party MOU may 
negatively affect the Employer’s business.   
3. An Employer that is a Federal contractor may terminate this MOU when the Federal 
contract that requires its participation in E-Verify is terminated or completed. In such 
cases, the Federal contractor must provide written notice to DHS. If an Employer that is a 
Federal contractor fails to provide such notice, then that Employer will remain an E-Verify 
participant, will remain bound by the terms of this MOU that apply to non-Federal 
contractor participants, and will be required to use the E-Verify procedures to verify the 
employment eligibility of all newly hired employees.
4. The Employer agrees that E-Verify is not liable for any losses, financial or otherwise, if 
the Employer is terminated from E-Verify. 

ARTICLE VI 
PARTIES  

A. Some or all SSA and DHS responsibilities under this MOU may be performed by 
contractor(s), and SSA and DHS may adjust verification responsibilities between each 

Verify program unless modified in writing by Verify program unless modified in writing by 

Verify system enhancements by DHS or SSA, including but not limited Verify system enhancements by DHS or SSA, including but not limited 
Verify checking against additional data sources and instituting new verification Verify checking against additional data sources and instituting new verification 

policies or procedures, will be covered under this MOU and will not cause the need for a policies or procedures, will be covered under this MOU and will not cause the need for a 

The Employer may terminate this MOU and its participation in EThe Employer may terminate this MOU and its participation in E
upon 30 days prior written notice to the other parties. upon 30 days prior written notice to the other parties. 

Notwithstanding Article V, part A of tNotwithstanding Article V, part A of this MOU, DHS may terminate this MOU, and his MOU, DHS may terminate this MOU, and 
thereby the Employer’s participation in Ethereby the Employer’s participation in E-Verify, with or without notice at any time if Verify, with or without notice at any time if 
deemed necessary because of the requirements of law or policy, or upon a determination deemed necessary because of the requirements of law or policy, or upon a determination 
by SSA or DHS that there has been a breach of system integrity or security by the by SSA or DHS that there has been a breach of system integrity or security by the 
Employer, or a failure on the part of the Employer to comply with established EEmployer, or a failure on the part of the Employer to comply with established E
procedures and/or legal requirements. The Employer understands that if it is a Federal procedures and/or legal requirements. The Employer understands that if it is a Federal 
contractor, termination of this MOU by any party for any reason may negatively affect the contractor, termination of this MOU by any party for any reason may negatively affect the 
performance of its contractual responsibilities. Similarly, the Employer understands that if performance of its contractual responsibilities. Similarly, the Employer understands that if 
it is in a state where Eit is in a state where E-Verify is mandatory, termination of this by any party MOU may Verify is mandatory, termination of this by any party MOU may 
negatively affect the Employer’s business.  negatively affect the Employer’s business.  

Employer that is a Federal contractor may terminate this MOU when the Federal Employer that is a Federal contractor may terminate this MOU when the Federal 
contract that requires its participation in Econtract that requires its participation in E
cases, the Federal contractor must provide written notice to DHS. If an Employer that is a cases, the Federal contractor must provide written notice to DHS. If an Employer that is a 
Federal contractor fails to provide such notice, then that Employer will remain an E
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other as necessary. By separate agreement with DHS, SSA has agreed to perform its 
responsibilities as described in this MOU. 
B. Nothing in this MOU is intended, or should be construed, to create any right or benefit, 
substantive or procedural, enforceable at law by any third party against the United 
States, its agencies, officers, or employees, or against the Employer, its agents, officers, 
or employees.  
C. The Employer may not assign, directly or indirectly, whether by operation of law, 
change of control or merger, all or any part of its rights or obligations under this MOU 
without the prior written consent of DHS, which consent shall not be unreasonably 
withheld or delayed. Any attempt to sublicense, assign, or transfer any of the rights, 
duties, or obligations herein is void. 
D. Each party shall be solely responsible for defending any claim or action against it 
arising out of or related to E-Verify or this MOU, whether civil or criminal, and for any 
liability wherefrom, including (but not limited to) any dispute between the Employer and 
any other person or entity regarding the applicability of Section 403(d) of IIRIRA to any 
action taken or allegedly taken by the Employer.  
E. The Employer understands that its participation in E-Verify is not confidential 
information and may be disclosed as authorized or required by law and DHS or SSA 
policy, including but not limited to, Congressional oversight, E-Verify publicity and media 
inquiries, determinations of compliance with Federal contractual requirements, and 
responses to inquiries under the Freedom of Information Act (FOIA).  
F. The individuals whose signatures appear below represent that they are authorized to 
enter into this MOU on behalf of the Employer and DHS respectively. The Employer 
understands that any inaccurate statement, representation, data or other information 
provided to DHS may subject the Employer, its subcontractors, its employees, or its 
representatives to: (1) prosecution for false statements pursuant to 18 U.S.C. 1001 
and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or 
suspension. 
G. The foregoing constitutes the full agreement on this subject between DHS and the 
Employer.  

To be accepted as an E-Verify participant, you should only sign the Employer’s 
Section of the signature page. If you have any questions, contact E-Verify at 1-888-
464-4218.  

Approved by: 

E-Verify Employer  

Name (Please Type or Print) 

 

 

 

Title 

Signature Date

liability wherefrom, including (but not limited to) any dispute between the Employer and liability wherefrom, including (but not limited to) any dispute between the Employer and 
any other person or entity regarding the applicability of Section 403(d) of IIRIRA to aany other person or entity regarding the applicability of Section 403(d) of IIRIRA to a

The Employer understands that its participation in E-Verify is not confidential Verify is not confidential 
information and may be disclosed as authorized or required by law and DHS or SSA information and may be disclosed as authorized or required by law and DHS or SSA 
policy, including but not limited to, Congressional oversight, Epolicy, including but not limited to, Congressional oversight, E-Verify publicity and media Verify publicity and media 

uiries, determinations of compliance with Federal contractual requirements, and uiries, determinations of compliance with Federal contractual requirements, and 
responses to inquiries under the Freedom of Information Act (FOIA). responses to inquiries under the Freedom of Information Act (FOIA). 

The individuals whose signatures appear below represent that they are authorized to The individuals whose signatures appear below represent that they are authorized to 
enter into this MOU on behalf of the Employer and DHS respectively. The Employer enter into this MOU on behalf of the Employer and DHS respectively. The Employer 
understands that any inaccurate statement, representation, data or other information understands that any inaccurate statement, representation, data or other information 
provided to DHS may subject the Employer, its subcontractors, its employees, or its provided to DHS may subject the Employer, its subcontractors, its employees, or its 
representatives to: (1) prosecution for false statements pursuant to 18 U.S.C. 1001 representatives to: (1) prosecution for false statements pursuant to 18 U.S.C. 1001 
and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or and/or; (2) immediate termination of its MOU and/or; (3) possible debarment or 

The foregoing constitutes the full agreement on this subject between DHS and the The foregoing constitutes the full agreement on this subject between DHS and the 

To be accepted as an ETo be accepted as an E--Verify participant, you should only sign the Employer’s Verify participant, you should only sign the Employer’s 
Section of the signature page. If you have any questions, contact ESection of the signature page. If you have any questions, contact E
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Department of Homeland Security – Verification Division
Name (Please Type or Print) 

 

 

Title 

Signature 

 

 

Date

 

 

Information Required for E-Verify

Information relating to your Company: 
Company Name:  
Company Facility 
Address: 

 

Company Alternate 
Address: 

 

 
County or Parish:  
Employer Identification 
Number:

 

North American Industry    

Classification Systems 

Code: 

 

Parent Company:  
Number of Employees:  

Number of Sites Verified 
for: 

 

Information Required for E Verify

Information relating to your Company:

North American Industry    

Classification Systems 
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Are you verifying for more than one site? 
If yes, please provide the number of sites verified for in each State:

State Number of 
sites

Site(s)

Information relating to the Program Administrator(s) for your Company on policy questions 
or operational problems: 

Name: 

Telephone Number: 

Fax Number:

E-mail Address:

Name: 

Telephone Number: 

Fax Number:

E-mail Address:















ARCHITECT-ENGINEER QUALIFICATIONS OMB Control Number:  9000-0157 
Expiration Date:  1/31/2027

STANDARD FORM 330 (REV. 7/2021) PAGE 1 OF INSTRUCTIONS 
Prescribed by GSA - FAR (48 CFR) 53.236-2(b)

PURPOSE  
 
Federal agencies use this form to obtain information from 
architect-engineer (A-E) firms about their professional 
qualifications.  Federal agencies select firms for A-E contracts on 
the basis of professional qualifications as required by 40 U.S.C. 
chapter 11, Selection of Architects Engineers, and Part 36 of the 
Federal Acquisition Regulation (FAR).  
 
The Selection of Architects and Engineers statute requires the 
public announcement of requirements for A-E services (with 
some exceptions provided by other statutes), and the selection of 
at least three of the most highly qualified firms based on 
demonstrated competence and professional qualifications 
according to specific criteria published in the announcement.  
The Act then requires the negotiation of a contract at a fair and 
reasonable price starting first with the most highly qualified firm.  
 
The information used to evaluate firms is from this form and other 
sources, including performance evaluations, any additional data 
requested by the agency, and interviews with the most highly 
qualified firms and their references.

GENERAL INSTRUCTIONS  
 
Part I presents the qualifications for a specific contract.  
 
Part II presents the general qualifications of a firm or a specific 
branch office of a firm.  Part II has two uses:  
 

1.  An A-E firm may submit Part II to the appropriate central, 
regional or local office of each Federal agency to be kept on file.  
A public announcement is not required for certain contracts, and 
agencies may use Part II as a basis for selecting at least three of 
the most highly qualified firms for discussions prior to requesting 
submission of Part I.  Firms are encouraged to update Part II on 
file with agency offices, as appropriate, according to FAR Part 
36.  If a firm has branch offices, submit a separate Part II for 
each branch office seeking work.  

 
2.  Prepare a separate Part II for each firm that will be part of 

the team proposed for a specific contract and submitted with Part 
I.  If a firm has branch offices, submit a separate Part II for each 
branch office that has a key role on the team.

INDIVIDUAL AGENCY INSTRUCTIONS 
 
Individual agencies may supplement these instructions.  For 
example, they may limit the number of projects or number of 
pages submitted in Part I in response to a public announcement 
for a particular project.  Carefully comply with any agency 
instructions when preparing and submitting this form.  Be as 
concise as possible and provide only the information requested 
by the agency.

DEFINITIONS 
 
Architect-Engineer Services:  Defined in FAR 2.101.  
 
Branch Office:  A geographically distinct place of business or 
subsidiary office of a firm that has a key role on the team.  
 
Discipline:  Primary technical capabilities of key personnel, as 
evidenced by academic degree, professional registration, 
certification, and/or extensive experience.  
 
Firm:  Defined in FAR 36.102.  
 
Key Personnel:  Individuals who will have major contract 
responsibilities and/or provide unusual or unique expertise.

SPECIFIC INSTRUCTIONS 
 
Part I - Contract-Specific Qualifications  
 

Section A. Contract Information.  
 
1. Title and Location.  Enter the title and location of the 

contract for which this form is being submitted, exactly as shown 
in the public announcement or agency request.  

 
2. Public Notice Date.  Enter the posted date of the agency's 

notice on the Federal Business Opportunity website 
(FedBizOpps), other form of public announcement or agency 
request for this contract.  

 
3. Solicitation or Project Number.  Enter the agency's 

solicitation  number  and/or  project  number,  if  applicable, 
exactly as shown in the public announcement or agency request 
for this contract. 

 
Section B.  Architect-Engineer Point of Contact.  
 
4-8.  Name, Title, Name of Firm, Telephone Number, Fax 

(Facsimile) Number and E-mail (Electronic Mail) Address. 
Provide information for a representative of the prime contractor 
or joint venture that the agency can contact for additional 
information.

AUTHORIZED FOR LOCAL REPRODUCTION

Paperwork Reduction Act Statement - This information collection meets the requirements of 44 USC § 3507, as amended by section 2 of the Paperwork 
Reduction Act of 1995.  You do not need to answer these questions unless we display a valid Office of Management and Budget (OMB) control number.  
The OMB control number for this collection is 9000-0157.  We estimate that it will take 29 hours (25 hours for part 1 and 4 hours for Part 2) to read the 
instructions, gather the facts, and answer the questions.  Send only comments relating to our time estimate, including suggestions for reducing this 
burden, or any other aspects of this collection of information to:  U.S. General Services Administration, Regulatory Secretariat Division (M1V1CB), 1800 F 
Street, NW, Washington, DC  20405.



Section C.  Proposed Team.  
 
9-11.  Firm Name, Address, and Role in This Contract. 

Provide the contractual relationship, name, full mailing address, 
and a brief description of the role of each firm that will be 
involved in performance of this contract.  List the prime 
contractor or joint venture partners first.  If a firm has branch 
offices, indicate each individual branch office that will have a key 
role on the team.  The named subcontractors and outside 
associates or consultants must be used, and any change must 
be approved by the contracting officer. (See FAR Part 52 Clause 
"Subcontractors and Outside Associates and Consultants 
(Architect-Engineer Services)").  Attach an additional sheet in the 
same format as Section C if needed.  

 
Section D.  Organizational Chart of Proposed Team.  
 
As an attachment after Section C, present an organizational 

chart of the proposed team showing the names and roles of all 
key personnel listed in Section E and the firm they are 
associated with as listed in Section C.  

 
Section E.  Resumes of Key Personnel Proposed for this 

Contract.  
 
Complete this section for each key person who will 

participate in this contract.  Group by firm, with personnel of the 
prime contractor or joint venture partner firms first.  The following 
blocks must be completed for each resume:  

 
12.  Name.  Self-explanatory.  
 
13.  Role in this contract.  Self-explanatory.  
 
14.  Years Experience.  Total years of relevant experience 

(block 14a), and years of relevant experience with current firm, 
but not necessarily the same branch office (block 14b).  

 
15.  Firm Name and Location.  Name, city and state of the 

firm where the person currently works, which must correspond 
with one of the firms (or branch office of a firm, if appropriate)  
listed in Section C.  

 
16.  Education.  Provide  information  on  the highest relevant 

academic degree(s) received.  Indicate the area(s) of 
specialization for each degree.  

 
17.  Current Professional Registration.  Provide information 

on current relevant professional registration(s) in a State or 
possession of the United States, Puerto Rico, or the District of  
Columbia according to FAR Part 36.  

 
18.  Other Professional Qualifications.  Provide information 

on any other professional qualifications relating to this contract, 
such as education, professional registration, publications, 
organizational memberships, certifications, training, awards, and 
foreign language capabilities.

19.  Relevant Projects.  Provide information on up to five 
projects in which the person had a significant role that 
demonstrates the person's capability relevant to her/his proposed 
role in this contract.  These projects do not necessarily have to 
be any of the projects presented in Section F for the project team 
if the person was not involved in any of those projects or the 
person worked on other projects that were more relevant than 
the team projects in Section F.  Use the check box provided to 
indicate if the project was performed with any office of the current 
firm.  If any of the professional services or construction projects 
are not complete, leave Year Completed blank and indicate the 
status in Brief Description and Specific Role (block (3)).  

 
Section F.  Example Projects Which Best Illustrate Proposed 

Team's Qualifications for this Contract.  
 
Select projects where multiple team members worked 

together, if possible, that demonstrate the team's capability to 
perform work similar to that required for this contract.  Complete 
one Section F for each project.  Present ten projects, unless 
otherwise specified by the agency.  Complete the following 
blocks for each project:  

 
20.  Example Project Key Number.  Start with "1" for the first 

project and number consecutively.  
 
21.  Title and Location.  Title and location of project or 

contract.  For an indefinite delivery contract, the location is the 
geographic scope of the contract.  

 
22.  Year Completed.  Enter the year completed of the 

professional services (such as planning, engineering study, 
design, or surveying), and/or the year completed of construction,  
if applicable.  If any of the professional services or the 
construction projects are not complete, leave Year Completed 
blank and indicate the status in Brief Description of Project and 
Relevance to this Contract (block 24).  

 
23a.  Project Owner.  Project owner or user, such as a 

government agency or installation, an institution, a corporation or 
private individual.  

 
23b.  Point of Contact Name.  Provide name of a person 

associated with the project owner or the organization which 
contracted for the professional services, who is very familiar with 
the project and the firm's (or firms') performance.  

 
23c.  Point of Contact Telephone Number.  Self-explanatory.  
 
24.  Brief Description of Project and Relevance to this 

Contract.  Indicate scope, size, cost, principal elements and 
special features of the project.  Discuss the relevance of the 
example project to this contract.  Enter any other information 
requested by the agency for each example project.

STANDARD FORM 330 (REV. 7/2021) 
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Jane A. Smith

Joseph B. Williams

Tara C. Donovan

Chief Architect

Chief Mechanical Engineer

Chief Electricial Engineer

29.  EXAMPLE PROJECTS KEY

25.  Firms from Section C Involved with this Project.  Indicate 
which firms (or branch offices, if appropriate) on the project team 
were involved in the example project, and their roles.  List in the 
same order as Section C.  

 
Section G.  Key Personnel Participation in Example Projects.  
 
This matrix is intended to graphically depict which key 

personnel identified in Section E worked on the example projects 
listed in Section F.  Complete the following blocks (see example 
below).  

 
26. and 27.  Names of Key Personnel and Role in this 

Contract.  List the names of the key personnel and their 
proposed roles in this contract in the same order as they appear 
in Section E.  

 
28.  Example Projects Listed in Section F.  In the column 

under each project key number (see block 29) and for each key 
person, place an "X" under the project key number for  
participation in the same or similar role.

29.  Example Projects Key.  List the key numbers and titles of 
the example projects in the same order as they appear in Section 
F.  

 
Section H.  Additional Information.  
 
30.  Use this section to provide additional information 

specifically requested by the agency or to address selection 
criteria that are not covered by the information provided in 
Sections A-G.  

 
Section I.  Authorized Representative.  
 
31. and 32.  Signature of Authorized Representative and 

Date.  An authorized representative of a joint venture or the 
prime contractor must sign and date the completed form.  
Signing attests that the information provided is current and 
factual, and that all firms on the proposed team agree to work on 
the project.  Joint ventures selected for negotiations must make 
available a statement of participation by a principal of each 
member of the joint venture.  

 
33.  Name and Title.  Self-explanatory.

STANDARD FORM 330 (REV. 7/2021) 
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SAMPLE ENTRIES FOR SECTION G (MATRIX)

26.  NAMES OF KEY 
PERSONNEL   

(From Section E, 
Block 12)

27.  ROLE IN THIS 
CONTRACT 

(From Section E,  
Block 13)

28.  EXAMPLE PROJECTS LISTED IN SECTION F 
(Fill in "Example Projects Key" section below first, before 
completing table.  Place "X" under project key number for 

participation in same or similar role.)

1 2 3 4 5 6 7 8 9 10

X X

X X

X

X X

XX

NUMBER TITLE OF EXAMPLE PROJECT (From Section F) NUMBER TITLE OF EXAMPLE PROJECT (From Section F)

XYZ Corporation Headquarters, Boston, MA

Founder's Museum, Newport, RI

Federal Courthouse, Denver, CO 

Justin J. Wilson Federal Building, 
Baton Rouge, LA

1

2

6

7



Part II - General Qualifications  
 
See the "General Instructions" on page 1 for firms with branch 
offices.  Prepare Part II for the specific branch office seeking 
work if the firm has branch offices.  
 

1.  Solicitation Number.  If Part II is submitted for a specific 
contract, insert the agency's solicitation number and/or project 
number, if applicable, exactly as shown in the public 
announcement or agency request.  

 
2a-2e.  Firm (or Branch Office) Name and Address.  Self-

explanatory.  
 
3.  Year Established.  Enter the year the firm (or branch 

office, if appropriate) was established under the current name.  
 
4.  Unique Entity Identifier.  Insert the unique entity identifier 

issued by the entity designated at SAM.  See FAR part 4.6.  
 
5.  Ownership.  
 
a. Type.  Enter the type of ownership or legal structure of the 

firm (sole proprietor, partnership, corporation, joint venture, etc.).  
 
b. Small Business Status.  Refer to the North American 

Industry Classification System (NAICS) code in the public 
announcement, and indicate if the firm is a small business 
according to the current size standard for that NAICS code (for 
example, Engineering Services (part of NAICS 541330), 
Architectural Services (NAICS 541310), Surveying and Mapping 
Services (NAICS 541370)).  The small business categories and 
the internet website for the NAICS codes appear in FAR part 19.  
Contact the requesting agency for any questions.  Contact your 
local U.S. Small Business Administration office for any questions 
regarding Business Status.  

 
6a-6c.  Point of Contact.  Provide this information for a 

representative of the firm that the agency can contact for 
additional information.  The representative must be empowered 
to speak on contractual and policy matters.  

 
7.  Name of Firm.  Enter the name of the firm if Part II is 

prepared for a branch office.  
 
8a-8c.  Former Firm Names.  Indicate any other previous 

names for the firm (or branch office) during the last six years. 
Insert the year that this corporate name change was effective 
and the associated unique entity identifier.  This information is 
used to review past performance on Federal contracts.  

 
 

9.  Employees by Discipline.  Use the relevant disciplines and 
associated function codes shown at the end of these instructions 
and list in the same numerical order.  After the listed disciplines, 
write in any additional disciplines and leave the function code 
blank.  List no more than 20 disciplines.  Group remaining 
employees under "Other Employees" in column b.  Each person 
can be counted only once according to his/her primary function.  
If Part II is prepared for a firm (including all branch offices), enter 
the number of employees by disciplines in column c(1).  If Part II 
is prepared for a branch office, enter the number of employees 
by discipline in column c(2) and for the firm in column c(1).  

 
10.  Profile of Firm's Experience and Annual Average 

Revenue for Last 5 Years.  Complete this block for the firm or 
branch office for which this Part II is prepared.  Enter the 
experience categories which most accurately reflect the firm's 
technical capabilities and project experience.  Use the relevant 
experience categories and associated profile codes shown at the 
end of these instructions, and list in the same numerical order.  
After the listed experience categories, write in any unlisted 
relevant project experience categories and leave the profile 
codes blank.  For each type of experience, enter the appropriate 
revenue index number to reflect the professional services 
revenues received annually (averaged over the last 5 years) by 
the firm or branch office for performing that type of work.  A 
particular project may be identified with one experience category 
or it may be broken into components, as best reflects the 
capabilities and types of work performed by the firm.  However, 
do not double count the revenues received on a particular 
project.  

 
11.  Annual Average Professional Services Revenues of Firm 

for Last 3 Years.  Complete this block for the firm or branch office 
for which this Part II is prepared.  Enter the appropriate revenue 
index numbers to reflect the professional services revenues 
received annually (averaged over the last 3 years) by the firm or 
branch office.  Indicate Federal work (performed directly for the 
Federal Government, either as the prime contractor or 
subcontractor), non-Federal work (all other domestic and foreign 
work, including Federally-assisted projects), and the total.   

 
12.  Authorized Representative.  An authorized 

representative of the firm or branch office must sign and date the 
completed form.  Signing attests that the information provided is 
current and factual.  Provide the name and title of the authorized 
representative who signed the form.
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List of Disciplines (Function Codes)

STANDARD FORM 330 (REV. 7/2021) 
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Code Description

32
33
34
35
36
37
38
39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62

Hydraulic Engineer
Hydrographic Surveyor
Hydrologist
Industrial Engineer
Industrial Hygienist
Interior Designer
Land Surveyor
Landscape Architect
Materials Engineer
Materials Handling Engineer
Mechanical Engineer
Mining Engineer
Oceanographer
Photo Interpreter
Photogrammetrist
Planner:  Urban/Regional
Project Manager
Remote Sensing Specialist
Risk Assessor
Safety/Occupational Health Engineer
Sanitary Engineer
Scheduler
Security Specialist
Soils Engineer
Specifications Writer
Structural Engineer
Technician/Analyst
Toxicologist
Transportation Engineer
Value Engineer
Water Resources Engineer

Code Description

Acoustical Engineer
Administrative
Aerial Photographer
Aeronautical Engineer
Archeologist
Architect
Biologist
CADD Technician
Cartographer
Chemical Engineer
Chemist
Civil Engineer
Communications Engineer
Computer Programmer
Construction Inspector
Construction Manager
Corrosion Engineer
Cost Engineer/Estimator
Ecologist
Economist
Electrical Engineer
Electronics Engineer
Environmental Engineer
Environmental Scientist
Fire Protection Engineer
Forensic Engineer
Foundation/Geotechnical Engineer
Geodetic Surveyor
Geographic Information System Specialist
Geologist
Health Facility Planner

01
02
03
04
05
06
07
08
09
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31



List of Experience Categories (Profile Codes)

Acoustics, Noise Abatement

Aerial Photography; Airborne Data and Imagery 
Collection and Analysis

Agricultural Development; Grain Storage; Farm Mechanization

Air Pollution Control

Airports; Navaids; Airport Lighting; Aircraft Fueling

Airports; Terminals and Hangars; Freight Handling

Arctic Facilities

Animal Facilities

Anti-Terrorism/Force Protection

Asbestos Abatement

Auditoriums & Theaters

Automation; Controls; Instrumentation

Barracks; Dormitories
Bridges

Cartography

Cemeteries (Planning & Relocation)

Charting: Nautical and Aeronautical

Chemical Processing & Storage

Child Care/Development Facilities

Churches; Chapels

Coastal Engineering

Codes; Standards; Ordinances

Cold Storage; Refrigeration and Fast Freeze

Commercial Building (low rise) ; Shopping Centers

Community Facilities

Communications Systems; TV; Microwave

Computer Facilities; Computer Service

Conservation and Resource Management

Construction Management

Construction Surveying

Corrosion Control; Cathodic Protection; Electrolysis

Cost Estimating; Cost Engineering and 
Analysis; Parametric Costing; Forecasting

Cryogenic Facilities

Dams (Concrete; Arch)

Dams (Earth; Rock); Dikes; Levees

Desalinization (Process & Facilities)

Design-Build - Preparation of Requests for Proposals

Digital Elevation and Terrain Model Development

Digital Orthophotography

Dining Halls; Clubs; Restaurants

Dredging Studies and Design

Ecological & Archeological Investigations

Educational Facilities; Classrooms

Electrical Studies and Design

Electronics

Elevators; Escalators; People-Movers

Embassies and Chanceries

Energy Conservation; New Energy Sources

Engineering Economics

Environmental Impact Studies,  
Assessments or Statements

Environmental and Natural Resource 
Mapping

Environmental Planning

Environmental Remediation

Environmental Testing and Analysis

Fallout Shelters; Blast-Resistant Design
Field Houses; Gyms; Stadiums
Fire Protection
Fisheries; Fish ladders
Forensic Engineering
Forestry & Forest products

Garages; Vehicle Maintenance Facilities; 
Parking Decks

Gas Systems (Propane; Natural, Etc.)

Geodetic Surveying: Ground and Air-borne

Geographic Information System Services:  
Development, Analysis, and Data Collection

Geospatial Data Conversion: Scanning, 
Digitizing, Compilation, Attributing, Scribing, 
Drafting

Graphic Design

Harbors; Jetties; Piers, Ship Terminal 
Facilities

Hazardous Materials Handling and Storage

Hazardous, Toxic, Radioactive Waste 
Remediation

Heating; Ventilating; Air Conditioning

Health Systems Planning

Highrise; Air-Rights-Type Buildings

Highways; Streets; Airfield Paving; Parking 
Lots

Historical Preservation

Hospital & Medical Facilities

Hotels; Motels

Housing  (Residential, Multi-Family; 
Apartments; Condominiums)

Hydraulics & Pneumatics

Hydrographic Surveying
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Code Description Code Description

A01

A02

A03

A04

A05

A06

A07

A08

A09

A10

A11

A12

B01
B02

C01

C02

C03

C04

C05

C06

C07

C08

C09

C10

C11

C12

C13

C14

C15

C16

C17

C18

C19

D01

D02

D03

D04

D05

D06

D07

D08

E01

E02

E03

E04

E05

E06

E07

E08

E09

E10

E11

E12

E13

F01
F02
F03
F04
F05
F06

G01

G02

G03

G04

G05

G06

H01

H02

H03

H04

H05

H06

H07

H08

H09

H10

H11

H12

H13



List of Experience Categories (Profile Codes continued)

Product, Machine Equipment Design

Pneumatic Structures, Air-Support Buildings

Postal Facilities

Power Generation, Transmission, Distribution

Public Safety Facilities

Radar; Sonar; Radio & Radar Telescopes

Radio Frequency Systems & Shieldings

Railroad; Rapid Transit

Recreation Facilities (Parks, Marinas, Etc.)

Refrigeration Plants/Systems

Rehabilitation (Buildings; Structures; Facilities)

Remote Sensing

Research Facilities

Resources Recovery; Recycling

Risk Analysis

Rivers; Canals; Waterways; Flood Control

Roofing

Safety Engineering; Accident  Studies; OSHA 
Studies

Security Systems; Intruder & Smoke Detection

Seismic Designs & Studies

Sewage Collection, Treatment and Disposal

Soils & Geologic Studies; Foundations

Solar Energy Utilization

Solid Wastes; Incineration; Landfill

Special Environments; Clean Rooms, Etc.

Structural Design; Special Structures

Surveying; Platting; Mapping; Flood 
Plain Studies

Sustainable Design

Swimming Pools

Storm Water Handling & Facilities

Telephone Systems (Rural; Mobile; Intercom, 
Etc.)

Testing & Inspection Services

Traffic & Transportation Engineering

Topographic Surveying and Mapping

Towers (Self-Supporting & Guyed Systems)

Tunnels & Subways
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I01

I02

I03

I04

I05

I06

J01

L01

L02

L03

L04

L05

L06

M01

M02

M03

M04

M05

M06

M07

M08

N01

N02

N03

O01
O02
O03

P01

P02

P03

P04

P05

P06

P07

P08

P09

P10

P11

P12

P13

R01

R02

R03

R04

R05

R06

R07

R08

R09

R10

R11

R12

S01

S02

S03

S04

S05

S06

S07

S08

S09

S10

S11

S12

S13

T01

T02

T03

T04

T05

T06

Industrial Buildings; Manufacturing Plants

Industrial Processes; Quality Control

Industrial Waste Treatment

Intelligent Transportation Systems

Interior Design; Space Planning

Irrigation; Drainage

Judicial and Courtroom Facilities

Laboratories; Medical Research Facilities

Land Surveying

Landscape Architecture

Libraries; Museums; Galleries

Lighting (Interior; Display; Theater, Etc.)

Lighting (Exteriors; Streets;  Memorials; 
Athletic Fields, Etc.)

Mapping Location/Addressing Systems

Materials Handling Systems; Conveyors; Sorters

Metallurgy

Microclimatology; Tropical Engineering

Military Design Standards

Mining & Mineralogy

Missile Facilities (Silos; Fuels; Transport)

Modular Systems Design; Pre-Fabricated Structures or  
Components

Naval Architecture; Off-Shore Platforms

Navigation Structures; Locks

Nuclear Facilities; Nuclear Shielding

Office Buildings; Industrial Parks
Oceanographic Engineering
Ordnance; Munitions; Special Weapons

Petroleum Exploration; Refining

Petroleum and Fuel (Storage and Distribution)

Photogrammetry

Pipelines (Cross-Country - Liquid & Gas)

Planning (Community, Regional, Areawide and State)

Planning (Site, Installation, and Project)

Plumbing & Piping Design

Prisons & Correctional Facilities



List of Experience Categories (Profile Codes continued)
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U01

U02

U03

V01

W01

W02

W03

W04

Z01

Unexploded Ordnance Remediation

Urban Renewals; Community Development

Utilities (Gas and Steam)

Value Analysis; Life-Cycle Costing

Warehouses & Depots

Water Resources; Hydrology; Ground Water

Water Supply; Treatment and Distribution

Wind Tunnels; Research/Testing Facilities Design

Zoning; Land Use Studies




