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COVER LETTER  

January 27, 2022 
 
To,   
University of Central Florida, FL 
 
Subject: InstantServe LLC (InstantServe) response to ITN #2021-03TCSA – Temporary Labor Services.  

 
InstantServe is pleased to submit its proposal to University of Central Florida (UCF) for ITN # 2021-
03TCSA – Temporary Labor Service. To provide staffing services on as needed bases.  

Introduction 

Established in 2016, InstantServe is a certified Small Business Enterprise (SBE) and Minority Women 
Owned Small Business Enterprise (M/WBE) Headquarter in Wayne, PA. InstantServe has over 6+ 
years of experience in Temporary Labor Services to a diverse base of clients across various domains and 
locations.  

Our Understanding  

InstantServe understands the UCF’s staffing requirements range from Temporary Labor Services 
requirements etc. We have provided similar services on several projects to our clients at the Local, 
State, and Federal level.  

We are fully capable of fulfilling your needs for full and part-time contracted human resources that will 
telecommute and/or work locally in technical disciplines for several large projects in 2021. We have 
established ourselves as a leader in providing highly scalable, cost-effective workforce solutions to a 
diverse set of customers across various industries in the United States. 

Acknowledgments 

InstantServe hereby acknowledges that we have read addendum no.1, 2 and understood the ITN 
issued by UCF.  

Simratpal K. Khela, President of InstantServe undersigned the letter and assured us that our response 
accurately addresses all requirements identified in the ITN. If you have any questions or further requests 
regarding our proposed solution, or if we can be of assistance to you in any other way, please do not 
hesitate to reach me at Phone 267-396-1433 Ext-8007 or via e-mail to simrat.k@iserveworld.com. 

Sincerely, 

 

 
 
Simratpal K. Khela,  
President InstantServe LLC.  
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the real time status of each requisition.) with all information that include Request Type, Skill Set, 
Education, Location, Rates, Domain experience and Department etc. That entered request will be received 
by Recruitment Manager (RM) immediately and she/he will assign the requirement to Recruitment Team 
(Dedicated recruitment team to provide urgent and emergency temporary staff or replacement of the 
consultant along with all required and desired information requested by UCF. 

InstantServe has the customer knowledge, experience, expertise, and forward-looking approach to help 
UCF. InstantServe will ensure that all of our gaps are consistently covered and provide additional insight 
and capabilities such as ad hoc support, methodology compliance, acquisition support, information 
security, capital planning and investment control, legal support services experience as the need arises.  

InstantServe leverages its mature, ISO 9001 quality-certified processes to provide a variety of standard 
and Non-IT/ IT solutions and programs to help clients optimize their supply chain and increase time to 
market the workforce requirements.  Through years of experience, we have developed and refined every 
step of the full lifecycle for Temporary Staffing fulfillment and consultant management practice.  

Why InstantServe? 
We are focused on temporary staffing services and solutions. InstantServe is headquartered in Wayne, PA 
and has a presence in 26 states across the nation. We have secured many temporary professional and 
staffing contracts with various Federal, State, County and Local agencies across the U.S. Over 95% of our 
consultants are working with different government agencies all over the U.S. Team InstantServe uses a 
robust recruitment approach designed to assess our customer’s needs, identify the right talent, and 
provide qualified candidates with opportunities to advance their personal and professional lives. 
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A. EXPERIENCE AND QUALIFICATIONS OF PROPOSER  

InstantServe Experience  

At InstantServe, we have extensive experience in providing Non-IT/ IT/IT requirements to various public 
sector clients which includes 26 State and 48 Government agencies. It is our constant endeavor to help 
our clients in order to accomplish their mission efficiently and effectively.  

In our database we have over 8 million profiles segregated according to industries, skills, experience and 
locations that match the UCF requirements, and thousands of pre-vetted candidates that match the skill 
sets required by UCF in our resume pool. We have accumulated these resources by working with several 
public sector clients including the local government customers.  

Having vast experience in staffing clients with temp staffing needs that match the size and scope of the 
UCF staffing program. InstantServe clearly understands key challenges, issues and risks associated with 
this ITN. We performed a wide variety of consultant tasks based on combinations of roles similar to the 
UCF requirement. This helps InstantServe to handle all kinds of challenges in the most efficient manner 
with long relationship.  

 

Figure 1: Glimpse of our prestigious clients 

We have been recognized by public and private sector companies for our exceptional service quality levels 
and we have been providing talented and committed professionals across various industries. Our industry 
knowledge, diverse experience and continued commitment are the reasons many clients rely on 
InstantServe for their placement needs. We have been able to provide top notch professionals because 
of our rich and huge databases. We have an efficient and responsive recruitment process providing 
flexible, customized solutions using databases to come up with the right candidates for our clients. We 
believe in building long-lasting relationships with resources, offering them continuity through successive 
placements, training, and career development. 
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InstantServe has great experience with esteemed organizations and had outstanding feedback and 
reviews with respect to our delivery. InstantServe has provided Temporary Labor Services for several 
projects in the past but not limited to volume of clients list below:  

 Clemson University 

 Arizona State University 

 Iowa State University  

 Atlanta Public Schools 

 Georgia State University 

 Oregon State University 

 Penn University of Pennsylvania  

 University of Michigan 
 
Our State Clients: State of Washington, State of Connecticut, State of Colorado, State of Minnesota, State 
of Texas, State of Virginia, State of North Carolina, Statewide, State of Michigan, State of South Carolina, 
State of, State of Oregon.  

Our Commercial Clients: ADT, Allergan, AMN Healthcare, BIG LOTS, First Republic, Henkel, Houghton 
Mifflin Harcourt, Johnson Controls, Key Bank, Kraft Heinz, Lilly, Luxottica, Pepsi, Schneider, Sunovion, 
Teradata, Western Alliance.  

Our Federal Clients:  Department of Defense, Department of State, Department of Housing, National 
Archives and Records Administration, Department of Energy, Air National Guard.  

We are supporting multiple MSP/VMS programs for the last several years and have an excellent track  

record with each one of them along with strong references.  

 

 

 

     Figure 3: Managed services provider - We support 
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Below given are few of our capabilities and experiences that make us stand out from the competition: 

 In house Applicant Tracking System (ATS) – Ceipal: Ceipal tool used to expedite and execute our 
overall hiring and onboarding process. CEIPAL enables us to shortlist candidates with the help of 
artificial intelligence with an accuracy rate of at least 95% out of database of over 8 million pre-vetted 
candidates for different categories, industries, and sectors. 

 Technology Usage: Effective usage of 
technology to reduce error and increase 
productivity. Use of Robotic process 
automation for sourcing and recruiting of 
quality candidates. 

 Robotic Interviewer (Our unique features): 
Robotic Interviewer adds value by conducting 
interview with candidates as per their 
availability and recorded videos are shared 
with hiring managers. 

 Resource Forecasting: InstantServe’s Project 
Manager (PM) will maintain a 3-month rolling 
forecast of Non-IT/ IT staffing requirements 
that enables us to respond quickly to 
requirements minimizing lead-time for 
onboarding   staff. 

 Team Participation: Entire Team (includes 
Subcontractors and University partners) 
participates in submitting personnel, ensuring best personnel are staffed to fill positions. 

 Visibility: Our PM uses our Ceipal Tool to display progress status dashboards that reflect resource 
qualifications, skill sets, Non-IT/ IT categories, and availability dates. 

 External Recruiting Partners: Used to facilitate niche and hard to fill requirements. Also, we have 
filled niche roles in the past through referrals from our consultants.  

 Recruiting Scorecard: PM has visibility to our recruiting timeline, and our recruiters are held 
accountable for the number of days it takes to fill a position. 

 InstantServe Process: Recruiting Process includes a database, and scorecard tools that effectively 
minimize the lead-time to place resources in support of requisitions. Onboarding process includes 
orientations, Benefits Portal, quality service focus, standards for behavior; project tailored SDLC 
training, mentoring, and program documentation. 

 
1. Describe why your company believes it can provide and is qualified to provide temporary labor 
services as described in this ITN. Highlight any major features, functions, value-adds, and areas of 
support that differentiate your service from your competition.  

InstantServe provides the best talent, resources, experience and market expertise to its customers. 
Through more than 6 years of industry experience, we understand in-depth staffing needs in the 
government sector. InstantServe’s entire organizational focus is towards delivering world class Temporary 

Figure 4: Our capabilities 
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 Pearce Technologies: Managing Network site 
 
Database: In our database we have over 8 million profiles segregated according to industries, skills, 
experience and locations that match the Judicial Branch requirements, and thousands of pre-vetted 
candidates that match the skill sets required by Judicial Branch in our resume pool. We have accumulated 
these resources by working with several public sector clients including the local government customers. 

Account Management Team: InstantServe AM team is the primary POC who manages all communications 
to prevent confusion at any level via phone, email, and in person. Specifically, the plan addresses the 
process used to keep all parties informed of pertinent information. We identify stakeholder roles such as 
Non-IT/ IT personnel, administrative personnel, senior management at InstantServe, and other roles.  

 

Figure 5: Account management process 

Awards and Recognition: InstantServe has over 6+ years of experience in providing staffing services and 
recruiting services on a nationwide basis for both the government and corporate sector clients. Our list of 
Awards and Honours that InstantServe received recently from our clients include: 

 Nominated as 5 Top vendors by the Department of Information Technology North Carolina for 
year 2019 – 2020. 

 Nominated as 3 Top vendors by Michigan Department Technology (DTMB) for the year 20 2019. 

 Clearly Rated (Inavero’s) Best of Staffing- Client & Talent Satisfaction -2019, 2020, 2021. 

 2020,2019,2018,2017 Workforce Logiq Proven Performer. 

 2020 Fast 100 Asian American Business Award. 

 Best supplier Award– Computer Aid INC Managed service Provider– 2018, 2020. 

 Featured in Silicon Valley magazine for our talent management solution. 

 Inc. 500 Fastest growing firms. 

 Smart 100 Award. 
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Figure 6 :Duns & Brad report 
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Value-Adds Service Provider 

 More than 6 Years of combined industry experience. 

 We consistently strive to find ways to be more efficient and reduce cost.  

 Flexibility-we are nimble, and we can quickly adjust to the changes in your business and your needs. 

 Commitment to Customers Business-our President/CEO is directly involved with the implementation 
of your project. 

 Our experience in working with other businesses brings proven solutions to your company. 

 Exceptional Customer Service-24/7 Customer Support. 

 Competitive Pricing 

 Quality Screening and Assessments 

 Award Winning Customer Service 

 Best Overall Value 

 Minority Content 

 Satisfaction Guaranteed 

Our Commitment  

 To Your Business: Our primary commitment is to your business. We understand that your success is 
vital to our success. 

 Responsiveness: We are there when you need us. A staff member is always accessible, twenty-four 
hours a day, seven days a week. 

 Flexible: We can quickly adapt to the needs of your organization. 

Reliable: Our Associates are rewarded for being top performers. We strongly encourage punctual 
and perfect attendance. 

 Quality: We go the extra mile to ensure our expectations exceed our Clients. 

 Trust: We believe that trust is vital for relationships and partnerships to work. 

 Customer Satisfaction: If there is ever a situation where you are not fully satisfied with our service, 
let us know about it and we will make it right! 

2. Provide an overview and history of your company. Describe the organization of your company that 
includes the organizational structure.  

Overview and History  

Founded in 2016, InstantServe is a corporation, headquarter at 175 Strafford Avenue, Suite one # 907, 
Wayne, PA 19087 and a nationally certified SBE from Department of Administration, State of PA and WBE 
from Small Business Administration (SBA). We are leading Non-IT/ IT and IT staffing firms in various 
industries and have deep relationships with labor consultants around the globe. InstantServe has about 
6+ years of experience in providing both Temporary & Permanent staffing solutions to our clients across 
various domains and locations.  

Under the skilled guidance of experts, with vast experience in Non-IT/ IT, Technical, Administrative, 
Clerical, Non-Clerical, healthcare HR, Professionals, Finance, Accounting, and specific staffing projects. 
InstantServe has taken a progressive step as a committed team with state-of-the-art infrastructure and 
best practices, ensures the timely delivery of our recruitment solutions much to the delight of our clients. 
At InstantServe, we strive not just to deliver cutting-edge recruitment solutions, but also to ensure that 
our services add value to our clients.  

InstantServe has managed to acquire staffing master contracts with over 26 States, and we are actively 
working with over 48 Government agencies providing Non-IT/ IT staffing services.  
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We at InstantServe connect qualified temp staff as well as other professionals to opportunities at small, 
medium, and large customers across several industries. Our services, solutions, and methodologies are 
framed around leading technologies and industry best practices; leading us to provide the best services 
and solutions to our clients. Our success is directly dependent on the success of our clients, so we strive 
to use our industry expertise to make the perfect match in staffing, recruiting, and candidate placement.  

 

Figure 7: InstantServe Brief overview and size 

 
Our Mission: InstantServe helps client business to deliver better in a dynamic market environment. With 
over a decade of recruitment and staffing expertise in the Asian and North American markets, it has 
earned for itself a reputation for providing professional talent with the skills and expertise your business 
needs the best to thrive. Our mission will be to deliver result-oriented technology solutions with a quick 
turn-around time that is efficient as well as cost-effective for clients across the world. 

Our Vision: Delving on our varied expertise and domain knowledge, InstantServe offers its clients a wide 
range of Non-IT/ IT services. Our Primary focus, besides handling project-specific work for some of the 
biggest companies in the world, is providing full-fledged Non-IT/ IT solutions for small and medium 
businesses. We’ve handled the implementation of some significant Non-IT/ IT projects for many fortune 
500 companies in the world. 

Our Values: Passionate We are passionate about our business and our roles, showing enthusiasm, energy 
and taking pressure in what we do. 
Open, Honest & Reliable: We do what we do with honesty & belief, encouraging the open exchange of 
ideas and opinions. We do not promise what we cannot deliver. 
Adaptable: Open to change & new ideas, challenging the status quo whilst continuing to learn & improve 
our business & ourselves. 
Dedication to every client's success 
Innovation that matters for our company and for the world. 
Trust and personal responsibility in all relationships. 
 
Organization Structure 

We are very well positioned in the East coast to provide requested scope of services under this ITN. 
InstantServe follows Team-based org structure, below mentioned is the Organization chart of 
InstantServe. We have a team of over 125+ certified recruiters that are specialized in finding best talent 
in the local market. They all have average 3+ years of experience as Core Temporary Staffing Recruiters. 
Apart from above, our team of research analysts is very much spiralizer in sourcing the niche profile and 
constantly updating our Applicant tracking system (Ceipal) which includes over 8 million profiles. We have 
a strong bench of consultants; those are available to the UCF with 2 weeks of notice.   
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Figure 8 : InstantServe Organization Chart 

3. Provide information on your company size, industrial track record, financial stability, and years in 
business, etc.  

Company Size  

Company Size: InstantServe is a certified small business, we have 7 offices nationwide which includes a 
local office in Florida and 2 offices in Canada and India. We have over 6 years of staffing experience in 
providing both Temporary & Permanent staffing solutions to our clients across various domains and 
locations. We have successfully delivered over 400 projects in the past. We have successfully engaged 
500+ Employees with different staffing programs.  

Industrial Track Record  

InstantServe Industrial Track Record  

InstantServe has an experience of providing Temporary Labor Services to various government clients 
across the US. Our team is composed of experienced and certified engineers with areas of expertise 
ranging from administrative, accounting, training, support staff, information technology, professionals, 
light industrial, technical, skilled trades, and general maintenance etc. We have a strong legacy in the 
Labor consulting space, with over 6 years of experience in rolling out and managing candidates. We have 
been providing similar scope of services to below mentioned Universities and educational institution 
which includes but not limited to: 
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Responsibilities:  

 Account Manager will lead point of contact for the UCF’s Account Manager matter.  

 Build and maintain strong, long-lasting client relationships. 

 Take care for Negotiate contracts and close agreements. 

 Ensure the timely and successful delivery of our solutions according to customer needs and objectives. 

 Clearly communicate the progress of monthly/quarterly initiatives to internal and external team 
members.  

 Prepare reports on account status. 

 Collaborate with sales team to identify and grow opportunities within organization. 

 Assist with challenging client requests or issue escalations as needed. 

Education 

 Bachelor of Technology in Computer Science. State college PA 

 Certifications 

PMP Certified  
 
2. Clearly identify the skill sets your staff is capable of providing, and clearly indicate if subcontractors 
or sub-consultants will be used. Identify special projects they have staffed, any membership in 
professional organizations relevant to the performance of this contract. Also indicate how the quality 
of staff over the term of the agreement will be assured.  

InstantServe Skill Sets for Staffing: InstantServe is providing the staffing for over 1000+ diverse skill 
classifications from various domains that include Labor, Information Technology, Engineering, 
Professionals, Accounting and Finance, Industrial, Office Support, Healthcare, Telecom and Supply chain 
etc. Following table demonstrates our staffing capabilities by providing highly skilled resources for various 
services: 
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Dell: Hardware/Software 

 
AT&T: Wireless 

 
Pearce Technologies: Managing Network site 

 

Assurance of Quality of Staff 

Our Account Manager, will also serve in the capacity of Quality Manager. The Account Manager will 
continuously monitor staff performance, project progress and service-level goals. All candidates’ 
performance, project deliverables, including monthly reports, will be read and approved by the Account 
Manager and issues arising in the quality of deliverables will be monitored and proactively resolved by 
the Account Manager. InstantServe will maximize the use of performance monitoring, trend analysis, 
monthly progress reporting, and resource management to communicate effectively contract-related 
information to UCF staff to support their strategic planning and decision-making activities.  

These performance monitoring, trend analysis, and resource management processes will be ongoing; 
detect potential and actual problem areas; and allow the Account Manager maximum lead-time to 
reallocate resources and re-establish priorities to resolve issues in a timely manner. These processes also 
affect financial contract performance, work completed, work in progress, challenges, and overall project 
progress. All these project components play a role in UCF strategic planning and decision-making. The 
processes that InstantServe will implement will provide the real-time data needed for effective, efficient, 
and timely planning and decision-making InstantServe recognizes that the key to management of quality 
services begins with clear articulation and development of quality processes and procedures for project 
execution.  

InstantServe is an ISO 9001:2008, 20000 & 27001 quality approach and is currently maintaining Standard 
Operating Procedures (SOPs) for the management and update of their regional office policies and 
procedures. InstantServe has the expertise to develop and maintain quality SOPs. At task order inception, 
we will begin developing and maintaining quality SOPs to guide task order execution. When changes 
occur, documentation will be updated throughout the organization and appropriate notification will be 
issued to impacted parties. The benefits associated with our approach to documentation management 
include: 

 Increased efficiency through faster identification of potential solutions, thereby increasing the 
problem solving capacity of resources. 

 Allowing reuse of existing knowledge and solutions. 
Enabling self-service for easy-to-access solutions to end user via the Web. 

 Accelerating ramp-up time for new hires through delivery of web-based training methodologies and 
standardization of help desk policies and procedures. 

 Controlling costs by using the information in the knowledge database to standardize and develop 
repeatable processes to ensure accuracy. 
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candidate relies on our ability to achieve workforce diversity. To ensure that diversity is implemented, our 
recruiters and officials that select the ideal candidates are required to work closely with UCF and human 
resources. This emphasis is placed on the recruiting process. To ensure that our recruiters are able to 
reach a diverse pool of applicants, we perform the following activities: 

 Post jobs with a variety of networks. 

 Search for ideal candidates by networking online and with professionals. 

 Obtain employee referrals. 

 Attend Career fairs. 

 Obtain information about quality candidates at Conferences. 

 Accessing the sources of professional associations. 

Our recruiters are dedicated to finding the best talent. Their dedication has allowed us to successfully till 
difficult positions for our current clients. In order to ensure that only the top talent that is qualified for 
the position reaches our hiring managers, we established the following steps: 

 We ask knock-out questions that would allow us to wade out the candidates that aren't 
necessarily fit for the position. Such as, questions that would require them to explain their 
experience and skills in an in-depth manner. 

 Phone interviews are established from our team of recruiters to elaborate on their qualifications, 
education, and their past experience in regard to the position. 

 Feedback loops are refined in the search between the manager and the recruiter. 

The recruiters that have completed our so designed on-site programs and online courses to ensure that 
our recruiters are trained in the process of interviewing accurately implement these steps. In the event 
that an assignment ends for any reason, we will conduct an exit interview with the candidate in order to 
not only provide information to UCF on the work environment but also to ensure continuous 
improvement of our recruiting and retention programs. The goal at InstantServe is to submit qualified 
professionals to all job orders within 24 to 48 hours. We believe that we have successfully completed 
this goal by the experience of our managerial staff and the training that we provide to our recruiters. It is 
an honor to successfully complete the requested needs of our clients. We value the relationships that we 
establish with our clients, and we believe in satisfying their requests. Our team is prepared to begin this 
assignment with minimal notice, as long as the notice satisfying results. Our goal is to deliver the 'right 
person', at the 'right price' and 'right will allow our team to successfully begin the project in an adequate 
amount of time to deliver now'. In addition to locating the 'right person' for the UCF, we perform 
screenings on each candidate to help determine that the ideal candidate is selected for the position. 

Recruitment Management 

Our PMO includes full-time, professionally trained, and supervised our corporate recruiters. Working with 
the HR personnel of our teammates, the recruiting team will use a structured recruiting and screening 
methodology to attract the best-of-the-best personnel to meet project needs. Our processes focus on 
early identification and recruitment of cleared professionals before a vacancy occurs. As a result, we 
mitigate the long lead-time that most companies face when filling vacancies on an average, it takes a week 
or less to screen and provide qualified candidates for all open positions. 
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Figure 11: Recruitment Management Process 

To ensure continued responsiveness to meet our customer needs, we have invested in several tools to 
better provide top tier candidates and have resources at their disposal for collaboration, storing, 
retrieving, and managing recruiting information. Additional resources used are Monster.com and other 
Internet job sites, local advertising, employee referrals, Internet and industry user groups, professional 
recruiting firms, military transition programs, associations, colleges, universities, and job fairs. Where 
appropriate, we will always work with the Government to augment our staff by capturing the desired 
incumbent staff and providing them with targeted incentives. 

Leveraging our ability to staff, this contract successfully and efficiently is our resume database that allows 
online and ready access to all qualified resumes to fill open positions quickly. Our resume database, which 
contains resumes from all teaming partners, career sites, Federal and job fairs, universities, and all 
prospective candidates who respond to outreach activities. Our recruiters use this database because it 
has personnel categorized by UCF technical, professional and Labor occupational categories and provides 
sophisticated keyword searches for an unlimited number of search criteria. Matching skills to 
requirements can be accomplished by performance area, scope of work, or place of performance. Our 
recruiters have 24-hour access to resumes and candidate information, and our recruiting and 
management teams can collaborate more effectively using this tool.  
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InstantServe will assign dedicated onboarding team that will run a sequence of procedures that help the 
candidates in fulfilling the formalities and paperwork at the client end. We make sure prior to an offer 
made by InstantServe for employment, InstantServe’s onboarding team conduct various checks that 
include but are not limited to: 

 Complete background verification. 

 Education verification. 

 Previous employment checks. 

 Reference checks.  

 Credit Reports. 

 Driver’s Report/DMV Checks. 

 Social Security Trace/Validation. 

 Work Permit Checks (Form I-9).  

 Drug Screening to test the candidates for the use of illicit/illegal drugs InstantServe offers a 5 and 
10 panel drug screening with additional panels available upon request to our customers. 

 Work eligibility verification – Use E-Verify to ensure each candidate is eligible to work. 

 Criminal background checks. 

Criminal Background Check Process  
InstantServe has well defined Criminal Background verification Procedure. Our Team is capable to verify 
all criminal records of candidate within 3-5 days. Checks include that includes review of commercial, legal, 
employment, and/or financial records for any wrong doing which could be detrimental to the needs of 
the client. We also keep on file a copy of each of the candidate’s resume including work history, 
professional references, and education and all the details related to the candidate's checks conducted to 
represent and warrant the candidate to our clients. 

Here are the checks we usually perform to evaluate candidature that include but are not limited to: 

 Criminal history: InstantServe always go in deep to check and know about past criminal history of an 
employee. In this check we see if any employee has been engaged in any activities in past that can be 
harmful for organization. 

 Motor vehicle records: We check the driving record of employees who may have to operate an 
organizational vehicle or drive personal/rental vehicles on company business.  InstantServe focus on 
license status, license class, end date, traffic violations, and arrests, convictions for driving under the 
influence, and license suspensions or cancellations. This checks reduce the risk of clients.  

 Public records: InstantServe can access national crime database checks, local police information and 
available court records and/or criminal history by any law enforcement agency (as permitted by law).  

 Past reference checks: InstantServe team pays special attention to verify the experience and 
personality traits of the candidate(s). After the candidates go through the series of screening 
procedures, InstantServe further conducts a review process to verify and validate the accuracy of their 
resume information.  We also conduct various types of background checks like Previous Employment 
Checks, Visa Check, Photo Identity verification, Education Verification and Reference Checks (2 to 3 
references) from our end to verify the accuracy of resume data. 

**Instant Serve will meet all the background check requirements for UCF (if any additional from the above 
give list)**. 
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Logical/Aptitude Tests: InstantServe evaluates candidates' skills by taking logical and aptitude tests in 
order to gauge the individual personality traits. This assist InstantServe to short – list the candidates by 
seeing ability or aptitude to reason logically. However obtaining correct results from the test we 
standardized the format for each position types.  

Software/Technical Skills Tests: InstantServe using many tools to analyze the Software and technical skills 
of candidates. We are using skill base screening and interviewing tools that help identifying that 
candidates have good software tester analytical skills and technical skills. It also provides a view into 
candidate’s software knowledge, personality attributes, behavioral traits and technical scorecards which 
is used to identify top-performing applicants and probe deeper into personalized results. 

Face-To-Face Discussions: InstantServe do thorough screening of candidate to evaluate the face-to –face 
interaction or how he/she comprising web/video conferencing interview depending on as per the client 
needs. Our recruiters stringently test the domain knowledge and experience of clients in order to shortlist 
best candidate for clients. 

Non-Directive Interview Process: InstantServe also follow a non-directive interview process - generally, a 
less formal process to assess the candidate's skills and personality attributes. 

Behavioural Interviews: InstantServe conduct situational based and behavioural interviews, to evaluate 
candidates on their past behaviour and experience and the candidate’s judgment ability and knowledge 
that may be required for the job. Also InstantServe conduct group discussions to compare the soft skills 
of the short-listed candidates to make the best selection. 

Technical Screening   

 Execute a comprehensive face-to-face or Skype interview that drills into a candidate’s experience 
related to the need and likelihood of success. 

 Conduct technical and hard skills evaluation (verbal and written). InstantServe SMEs who are 
practitioners of the required discipline (+e.g., Oracle certified DBAs at InstantServe will interview DBA 
candidates, InstantServe certified PMPs would interview Project Manager Candidates) will assess if 
skills are adequate and relevant to be successful. Evaluations can be for coding, testing, networking 
changes, architecture, incident remediation, or schedule management, as examples. 

 Conduct behavioural and soft skills evaluation (verbal and written). InstantServe CM/SMEs, who are 
practitioners in providing IT services to government customers, will evaluate communication, 
creativity, analytical thinking, diplomacy, flexibility, change-readiness, problem- solving, leadership, 
team building, and listening skills, as examples. 

Prepare a feedback form to summarize the results of the interviews. Update the internal tool with rankings 
and recommendations for each candidate and select a high-quality candidate for government evaluation. 

5. What is your company’s fill percentage and lead time to get an employee ready to work?  
InstantServe has 99% of fill rate and we take 1 week of time to get an employee ready to work.  
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D. ATTACHMENTS 

APPENDIX I SUPPLEMENTAL OFFER SHEET TERMS AND CONDITIONS  
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APPENDIX II CERTIFICATE OF NON-SEGREGATED FACILITIES 
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APPENDIX III  COMPLIANCE AND CERTIFICATION OF GOOD STANDINGS 
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ADDENDUM 1 
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ADDENDUM 2 
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