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Third Party Certification of EMS
Scope of Work

Invitation for Bid (IFB) IWM05038
Revised 9/05


September 20, 2005
To:  All Prospective Bidders
ADDENDUM – 01

To The Invitation for Bid (IFB) for 
“Third Party Certification of Cal/EPA Agency-wide Environmental Management System (EMS) to ISO 14001:2004 International Standard”
IWM05038
This Addendum-01 is for the following:

1.)  The attached “Section VI, Scope of Work” hereby supersedes the Scope of Work included in the original IFB package

2.)  Section I; Subsection ‘B’ “Schedule” is hereby as follows:


B.
SCHEDULE


This IFB will be conducted according to the following schedule.


IFB Package Released……………………………………………
Friday, September 16, 2005
Written Questions must be received by 5:00PM (pst)…………Thursday, September 22, 2005

Bids Received By 2:00 PM/Bid Opening………………………..Monday, October 3, 2005
For more information regarding written inquiries, refer to Section II “Rules and Conditions”; subsection ‘G’ in the IFB package.

All other terms, conditions, and instructions for the Invitation for Bid remain the same.

Sincerely,

{Original signed by}
Jordan Scott
Contract Analyst

Administrative Services Branch
 SECTION VI

SCOPE OF WORK
I. INTRODUCTION/OBJECTIVES


The California Environmental Protection Agency (Cal/EPA) is the state government agency responsible for environmental protection.  We seek to better align our business operations, practices, and processes with our mission of environmental protection through our Environmental Management System (EMS) and provide leadership in this area.  The California Environmental Protection Agency (Cal/EPA) seeks third party certification to independently verify the effectiveness of our Environmental Management System (EMS) and conformance to the ISO 14001:2004 International Standard.  

The EMS is a collaborative effort of the seven boards, departments, and offices that comprise Cal/EPA: Office of the Secretary, California Integrated Waste Management Board, State Water Resources Control Board, Air Resources Control Board, Department of Toxic Substances Control, Department of Pesticide Regulation, and Office of Environmental Health Hazard Assessment.  


The Office of the Secretary has mandated this contract be managed by the California Integrated Waste Management Board (CIWMB).  Thus, the audit client is the CIWMB and the contract manager is the EMS Technical Coordinator.  The auditee is the Cal/EPA collaborative, including the CIWMB.

Objectives and Scope

The objective of this contract is to obtain third party assessment and certification of conformance of our Environmental Management System (EMS) to the ISO 14001:2004 International Standard.  The external audit and associated reports shall be based on the most recent version of the ISO 19011 Guidelines for quality and/or environmental management systems auditing.  

The scope of the assessment and certification is defined as our business operations, practices, and processes; employee activities (approximately 3000 employees) that are associated with general office work, including commute modes; and our role as the primary tenant in our high rise headquarters office building in downtown Sacramento (950,000 square feet), located at 1001 I Street.  In addition, we seek to green our supply chain, and in so doing, make it easier for others, including State agencies, to improve their environmental performance.

Our current areas of focus are procurement and energy use.  Policy objectives also include reducing environmental impacts associated with waste generation, transportation, and electronic products.  More information about our EMS can be found at www.calepa.ca.gov/ems. 

The headquarters building is owned by the City of Sacramento and managed by the Thomas Properties Group.  We manage a common mail, shipping and receiving, and reprographics area on the first floor, which also includes electronic imaging. We convene large public meetings in hearing rooms on-site.  Bicycle storage, locker rooms, and showers are located on the first floor.  The building has a large loading dock.   A small cafeteria is operated on-site and managed by an independent vendor associated with the Department of Rehabilitation Services.  An independent daycare facility, primarily used by Cal/EPA employees but open to others, is located on-site and governed by a nonprofit Board of parents.  
Our field offices will not be included in the scope of the initial registration.  Assessment of the management processes that control the fulfillment of our statutory and regulatory mission of environmental protection is not included in this registration.  

Qualifications 

The registrar shall be accredited by the American National Standards Institute-American Society for Quality (ANSI-ASQ) National Accreditation Board (ANAB) to perform certification to the ISO 14001 International Standard and have experience working with government agencies.  

II. WORK TO BE PERFORMED 
The deliverables of the contract include a written assessment report of conformances as well as minor and major non-conformances of the Cal/EPA EMS, initial certification, site visits, and surveillance audits and reports through the three-year certification cycle.  

Draft audit reports shall be received in electronic format within 7 business days of the associated site visit.  Final reports shall be received in electronic format within 21 business days of the associated site visit.  If this is not possible, the reasons for the delay shall be communicated to the audit client/contract manager and a new issue date shall be agreed.  

The contract manager will facilitate appropriate review of the draft and approve each final audit report.  As part of the review, every attempt will be made to resolve, within 7 business days of receiving the draft audit report, any diverging opinions between the auditee and the auditor that may arise concerning the audit evidence and/or findings.  This resolution process supports responsive corrective and preventive actions by Cal/EPA that may result from potential non-conformances.  Unresolved points will be recorded by the auditor in the final approved report.  

The auditor shall provide two hardcopies and an electronic copy of the final reports to the contract manager (EMS Technical Coordinator).  

III. TASKS IDENTIFIED 


Year 1:

Task 1 Desk Audit 

· Assign and schedule the selected auditor

· Establish initial contact with the contract manager

· Review relevant management system documents, including records

· Discuss, via teleconference, with contract manager and designated management potential issues of concern that may prevent certification

· Based on desk audit, determine adequacy of EMS with respect to audit criteria and communicate with contract manager

Deliverable: Written report of minor and major non-conformances found in documentation review.
Task 2 Stage 1 Certification Audit Activities 
· Prepare audit plan 

· Communicate with contract manager or designee to schedule interviews, provide access to building and floors, set-up workspace on-site for auditor(s), and define roles and responsibilities of guides and observers

· Conduct opening meeting for on-site audit

· Communicate with contract manager and designated management during the audit

· Collect and verify information

· Generate audit findings and prepare audit conclusions

· Conduct closing meeting

· Prepare draft report

· Review report via teleconference with contract manager and other designated management to assure understanding of findings and conclusions

· Resolve diverging opinions concerning audit evidence or findings and record unresolved issues, if any

· Prepare and transmit final report 

Deliverable: 

1. Written assessment report of minor and major non-conformances found in Stage 1 Audit

Task 3 Stage 2 Certification Audit Activities

· Prepare audit plan 

· Communicate with contract manager or designee to schedule interviews, provide access to building and floors, set-up workspace on-site for auditor(s), and define roles and responsibilities of guides and observers

· Conduct opening meeting for on-site audit

· Communicate with contract manager and designated management during the audit

· Collect and verify information

· Generate audit findings and prepare audit conclusions

· Conduct closing meeting

· Prepare draft report

· Review report via teleconference with contract manager and other designated management to assure understanding of findings and conclusions

· Resolve diverging opinions concerning audit evidence or findings and record unresolved issues, if any

· Prepare and transmit final report 

· Award certification, if applicable

Deliverables: 

1. Written assessment report of conformances as well as minor and major non-conformances

2. Documentation of certification of Cal/EPA’s EMS to the ISO 14001:2004 International Standard

Task 4 If required, follow-up visit to verify closure of non-conformances.

Deliverables: 

1. If required, documentation of verification of closure of non-conformances

Year 2:

Task 5 Annual Certification Surveillance and Maintenance 

· Verify performance of corrective and preventive actions taken to address previous audit findings

· Assess on-going conformance of EMS

· Prepare draft report

· Review report via teleconference with contract manager and other designated management to assure understanding of findings and conclusions

· Resolve diverging opinions concerning audit evidence or findings and record unresolved issues, if any

· Prepare and transmit final report 

Deliverable: 

1. Written assessment report of conformances as well as minor and major non-conformances

2. Documentation of continued certification of Cal/EPA’s EMS to the ISO 14001:2004 International Standard

Task 6 If required, follow-up visit to verify closure of non-conformances.

Deliverables: 

1. If required, documentation of verification of closure of non-conformances

Year 3:

Task 7 Annual Certification Surveillance and Maintenance 

· Verify performance of corrective and preventive actions taken to address previous audit findings

· Assess on-going conformance of EMS

· Prepare draft report

· Review report via teleconference with contract manager and other designated management to assure understanding of findings and conclusions

· Resolve diverging opinions concerning audit evidence or findings and record unresolved issues, if any

· Prepare and transmit final report 

Deliverable: 

1. Written assessment report of conformances as well as minor and major non-conformances.

2. Documentation of continued certification of Cal/EPA’s EMS to the ISO 14001:2004 International Standard

Task 8 If required, follow-up visit to verify closure of non-conformances.

Deliverables: 

1. If required, documentation of verification of closure of non-conformances

IV. CONTRACT/TASK TIME FRAME 


The length of the contract is three years and anticipated to extend from October 17, 2005 to May 15, 2008.  No work can begin on this contract until the contract is fully executed by signatures from both parties.  The anticipated start date is October 17.  Contractor recommendation of certification or non-certification shall be made by December 5, 2005, unless a delayed date is approved by the contract manager.  Final deliverables and invoices must be received by May 15, 2008.

The total number of days needed over the multiple year contract is anticipated to range from 10 to 20 days, with the majority of time spent in year 1.  The estimated range provides flexibility to accommodate a number of factors, including but not limited to the experience and judgment of the lead auditor and the extent of his or her findings.

V. COPYRIGHT PROVISION 
Contractor shall establish for the Board good title in all copyrightable and trademarkable materials developed as a result of this Scope of Work.  Such title shall include exclusive copyrights and trademarks in the name of the State of California, California Integrated Waste Management Board. 

VI. WASTE REDUCTION AND RECYCLED-CONTENT PRODUCT PROCUREMENT 


In the performance of this Agreement, Contractor shall use recycled content, used or reusable products, and practice other waste reduction measures where feasible and appropriate.  

Recycled Content Products:  All products purchased and charged/billed to the CIWMB to fulfill the requirements of this contract shall be Recycled Content Products (RCPs), or used (reused, remanufactured, refurbished) products.  All RCPs purchased or charged/billed to the CIWMB to fulfill the requirements of the contract shall have both the total recycled-content (TRC) and the postconsumer content (PC) clearly identified on the products.  Specific requirements for the aforementioned purchases and identification are discussed in the Terms and Conditions of the Contractual Agreement under Recycled-Content Product Purchasing and Certification.

The Contractor should, at a minimum, ensure that the following issues are addressed:  
A. WRITTEN DOCUMENT PROVISION 
All documents and/or reports drafted for publication by or for the Board in accordance with this contract shall adhere to the Board’s Guidelines For Preparing CIWMB Reports (available upon request) and shall be reviewed by the Board’s Contract Manager in consultation with one of the Board’s editors.  

Draft reports shall be provided in electronic format.  The Contractor shall provide the Contract Manager with 2 hard copies and an electronic copy of the final documents and/or reports for the Board’s uses.  Hard copy final documents and/or reports shall be printed double-sided on paper made from 100% post-consumer recycled and processed chlorine free fibers.  The report footer should identify the environmental attributes (i.e., “Original printed on paper made from 100% post-consumer recycled and processed chlorine free fibers.”).
California Environmental Protection Agency

Printed on Recycled Paper

The energy challenge facing California is real. Every Californian needs to take immediate action to reduce energy consumption. For a list of simple ways you can reduce demand and cut your energy costs, see our Web site at http://www.ciwmb.ca.gov/ 
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