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New Contractor iGuide
GSA attempts to provide you with the tools needed to successfully perform under your Multiple Award Schedule contract. The purpose of this document is to consolidate several administrative and marketing topics into one comprehensive guide that you can use to navigate your road to success.  Any clauses listed or referenced within are used for illustration purposes only.  Clauses are updated periodically and are sometimes tailored for specific solicitations.  Always refer to your contract for specific clauses that apply to you and your business.
The document is designed to be used as an interactive electronic reference tool. All blue underlined words and phrases, including most topic headings, are links to other subjects in the document or to additional information on the web.  Use the Topic Index as a guide to access topics of interest.  Users can click on the Index at any time throughout the document to be directed back to the Topic Index.  
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Topic Index
· Selling your Products/Services
· Eligibility to Use GSA Sources of Supply and Services 
· Contract Price Lists - I-FSS-600 
· Contractor Assessment Initiative
· Federal Acquisition Regulation (FAR)
· FAR Subpart 8.4—Federal Supply Schedules 

· 
 “Best Value”
· Cooperative Purchasing
· Electronic Payment of Industrial Funding Fee
· DEA 1122 “Counter-drug Program”
· Priorities for Use of Government Supply Sources
· Procurement Preference Programs
· Department of Defense Competition requirements (Section 803)
· Marketing Your Contract
· Vendor Support Center
· GSA Internet Resources
· Other Federal Resources
· Expo’s, Trade Shows, Etc.
· Periodicals, Publications, Government News Sites, and Advertising Possibilities

· 
Potential Customers, Search Engines, and Directories
· DoD-Related Sites
· Modifications to Your Contract
· Economic Price Adjustment
· Price Reductions Clause
· eMOD
· Request for Contract Modification Checklist
· Contractor Relationships
· Contractor Team  Arrangements
· Blanket Purchase Agreements



· Other Contractor Responsibilities
· Contractor Records Retention
· Large Business Subcontracting Reporting
· Central Contractor Registration (CCR)
· Invoicing Requirements
· Contractor’s Billing Responsibilities
· Hot Topics
· Scope of Contract
· Open Market Items
· Trade Agreements Act
Selling Your Products/Services
GSA ORDER ADM4800.2E


This document was created by GSA to answer the question, “who is eligible to purchase using this contract?”  The ADM4800.2E is the official document that dictates and assigns eligibility to utilize GSA sources of supply.  In addition to determining eligibility for using schedule contracts, the ADM4800.2E also provides a contractor with an encompassing list of potential customers.  This is a rather long document, so please refer to the GSA website to view the Order in its entirety.
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Contract Price Lists
Authorized Price Lists are NOT simply your list of prices!
Any contract clause may be tailored for your specific acquisition center and/or contract. You always need to read your contract to find the format(s) you need to follow. For instance, below are several price list clauses –


I-FSS-600 Contract Price Lists (Jul 2002) 
I-FSS-600 Contract Price Lists (Jul 2004)

I-FSS-600 Contract Price Lists (Jul 2004) FSS A/L FC-98-9
I-FCI-600 Contract Price Lists (Jul 2004) 
M-FSS-329 Commercial Price Lists (Sep 1995) 
552.238-71 Submission and Distribution of Authorized FSS Schedule Pricelists (Sep 1999) (or Alternate I May 2003) 

The most common clause in this area is I-FSS-600 Contract Price List.  Please click on the following icon for more information regarding the I-FSS-600 Contract Price List Clause:


[image: image2.emf]I-FSS-600 Contract  Price Lists


  


Index  


  


Contractor Assessment Initiative (CAsI)
CAsI is an assessment program that standardizes the methods and critical areas you will be rated against to measure successful contract performance.  During a Contractor Assistance Visit (CAVs), performed periodically by your Industrial Operations Analyst (IOA), information will be collected that is relevant and necessary to address certain critical areas.  Other areas are addressed by your Administrative Contracting Officer using the information that they have available.  

Currently, the CAsI program consists of 26 critical areas.  However, GSA is constantly striving to improve, so updates and modifications to our contractor assessment program are frequent.  To see the current lineup of the critical areas that your contract will be evaluated on, please follow the link to the GSA website below.

Click on the following icon to access an example of the CAsI Report Card:      
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Federal Acquisition Regulations (FAR)
The Department of Defense, General Services Administration, and the National Aeronautics and Space Administration jointly issue the Federal Acquisition Regulation (FAR) for use by executive agencies in acquiring goods and services.  The FAR was established to standardize policies for acquisition of supplies and services by executive agencies.  
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FAR Subpart 8.4 -- Federal Supply Schedules
Federal Supply Schedule is simply another term for Multiple Award Schedule (MAS).  This section of the FAR describes the procedures that must be followed when a Federal customer is purchasing goods or services from a MAS contract.  Contractors should be familiar with the requirements herein so that they may be better prepared to generate and accept orders from Federal customers.

Having a MAS contract offers several advantages over contracting in the open market.  A few key points you should be familiar with are that other acquisition methods described in the FAR, namely parts 13, 14, 15, and 19, do not apply to orders placed against Federal Supply Schedule contracts.  Orders placed against a MAS contract are considered to be issued using full and open competition. Therefore, when placing orders under Federal Supply Schedule contracts, ordering activities do not need to seek competition outside of the Federal Supply Schedules or synopsize the requirement.  This gives you a huge advantage over anyone that has not been awarded a MAS contract.

The FAR also states that before placing an order, an ordering activity shall consider all reasonably available information about the supply or service offered under MAS contracts by surveying at least three schedule contractors through GSA Advantage!, or by reviewing the catalogs or pricelists of at least three schedule contractors. This is why it is paramount that each contractor’s pricelist and GSA Advantage! file remain current at all times.
According to the FAR, when someone places an order against a schedule contract, they have concluded that the order represents the best value and results in the lowest overall cost alternative (considering price, special features, administrative costs, etc.) to meet the Government’s needs.
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“Best Value”

Best Value is a process used to select/procure products or services to meet an ordering agency’s needs.  “Best value” means the expected outcome of an acquisition that, in the Government’s estimation, provides the greatest overall benefit in response to the requirement.  Best Value determinations ensure good business decisions by the use of factors other than price, such as:

· Probable life of the item selected

· Environmental and energy efficiency considerations

· Technical qualifications

· Training

· Past Performance

· Trade-in considerations

· Warranty

· Maintenance availability

· Administrative costs 
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Cooperative Purchasing
Under Cooperative Purchasing, state and local government entities may purchase a variety of information technology (IT) from contracts awarded under GSA Federal Supply Schedule 70, Information Technology, as well as from contracts under the Consolidated (formerly Corporate Contracts) Schedule containing IT special item numbers.

The Cooperative Purchasing Frequently Asked Questions (FAQs) provides information as to its statutory authority.  The FAQs also explain how Cooperative Purchasing actually works and the benefits it provides to Schedule contractors and state and local entities. 

The FSS Center for Acquisition Excellence offers a course on Cooperative Purchasing designed to assist state and local government customers in using GSA Schedule contracts for IT products and services. 
 Index  



Electronic Payment of Industrial funding fee (iff)
The GSA highly encourages GSA Schedule contractors to pay the quarterly Industrial Funding Fee (IFF) electronically.  Electronic payments are less costly than traditional paper based payments in nearly all situations.  Schedule contractors can pay the IFF electronically via electronic check or credit card.  
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1122 "Counter Drug Program"
The 1122 "Counter Drug Program" was established to allow state and local governments to purchase law enforcement equipment to be used in the performance of counter-drug activities.   Each state participating in the 1122 Program designates a State Point Of Contact (SPOC) to administer the state's activities under the program, by validating the counterdrug mission of each procurement request, and ensuring the availability of funds.  The State Points Of Contact (SPOCs) are responsible for receiving all orders from state and local law enforcement entities, and for determining that the items will be used for counterdrug activities.  The 1122 Program is nonmandatory for both SPOCs and Schedule contractors.  GSA's point of contact for this program is Ms. Zoë-Ann Freitag. Ms. Frietag's telephone number in Arlington, VA, is (703) 308-4660.  
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Priorities for use of Government Supply Sources 

The Federal Acquisition Regulation (FAR) Subpart 8.002 establishes the priority of government supply sources..  In other words, Subpart 8.0 - Priorities for use of Government Supply Sources explains the priority order government agencies must follow to acquire supplies and services.  Please review FAR Subpart 8.002 - Priorities for use of Government Supply Sources at the following link for more information.  Keep in mind that Federal Supply Schedules are no longer a required source of supply.
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Procurement Preference Programs
GSA, like all federal agencies, has procurement preference goals for contracting with small businesses. Procurement preference goals are a performance measure that GSA strives to achieve through its various programs. The procurement preference categories are: small, small disadvantaged, Section 8(a), woman-owned small, HUBZone small, veteran-owned small, and service-disabled veteran owned small businesses.  

Please review the following links to the Federal Acquisition Regulation (FAR) for more in-depth information regarding Procurement Preference Programs.
Subpart 19.2—Policies

Subpart 19.3—Determination of Small Business Status for Small Business Programs

Subpart 19.4—Cooperation with the Small Business Administration

Subpart 19.5—Set-Asides for Small Business

Subpart 19.6—Certificates of Competency and Determinations of Responsibility

Subpart 19.7—The Small Business Subcontracting Program

Subpart 19.8—Contracting with the Small Business Administration 

(The 8(a) Program)

Subpart 19.12—Small Disadvantaged Business Participation Program

Subpart 19.13—Historically Underutilized Business Zone (HUBZone) Program

Subpart 19.14—Service-Disabled Veteran-Owned Small Business Procurement Program
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Department of Defense Section 803 Competition requirements 
The Department of Defense (DOD) has implemented new rules for ordering services over $100,000 under multiple award contracts. The rules are derived from Section 803 of the National Defense Authorization Act for 2002. Section 803 requires the CO to contact as many schedule holders as practicable in order to ensure that at least three responses are received. The rule further states that the CO is in compliance with 803 when they contact all schedule holders that offer the required work, thereby informing them of the opportunity for award. If three responses are not received, the CO must determine that no additional qualified contractors could be identified despite reasonable efforts to do so. Good market research is the key to ensuring all practicable offerors have been extended a fair opportunity to participate in the acquisition. 
However, Section 803 does recognize the following exceptions to fair opportunity: 

1.) Unusual urgency 

2.) Only one source can respond due to unique or specialized nature of the work 

3.) New work is logical follow-on under the same contract 

4.) Must be placed to satisfy a minimum guarantee.
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Marketing Your Contract
Vendor Support Center
The Vendor Support Center (VSC) is a GSA website whose sole purpose is to assist and support GSA MAS contractors.  Contractors can use the VSC website for:

· Viewing the New Contractor Orientation Webcast
· Password retrieval for SIP/EDI, e-buy, 72A, subcontracting reporting, CAsI, and Mass Mods
· Accessing and taking action on GSA-initiated Mass Mods
· Getting on Advantage!, offering vendor “start-up kits”, SIP downloads and training, explanations of EDI, the ability to check the status of uploads, as well as link to the GSA Logo

· 72a sales reporting

· Contract administration, such as an ACO locator, links to eMod and eOffer systems with explanations, CCR links, as well as subcontracting links

· Business opportunities, such as links to GSA Advantage!, e-Buy, FedBizOpps, SSQ, and FPDS-NG

· Finding useful publications, such as the GSA Steps Newsletter, Government Executive Magazine, Steps to Success, etc.

In addition to all of its online tools and resources, the VSC also has regular office hours, toll-free telephone numbers, e-mail addresses, and mailing addresses posted on the home page.  
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GSA Internet Resources

Your Guide for How to Market to the Federal Government
GSA created Your Guide for How to Market to the Federal Government to assist the MAS vendor community through the process of finding federal customers and developing a successful marketing strategy.  This document is available on the GSA website and is updated regularly.  
GSA Advantage!
GSA Advantage! is the Government's premier online shopping superstore. GSA Advantage! provides online access to millions of products and services from thousands of federal contractors.  As a GSA schedule contractor, you are required to provide your catalog data electronically and keep it up to date with regards to content and pricing at all times. See contract clause I-FSS-597. Provide link here?  

GSA Schedules e-Library
Schedules e-Library is your source for the latest GSA and VA schedules and GWAC contract award information. Schedules e-Library is updated daily to provide you with the latest award information.  Contractors can easily check contact information for both themselves and their Contracting Officer.  

e-Buy 

e-Buy is an electronic Request for Quote (RFQ) / Request for Proposal (RFP) system designed to allow federal buyers to request information, find sources, and prepare RFQs/RFPs online for all of the services and products offered through GSA's MAS program.  Federal buyers can use e-Buy to obtain quotes or proposals for services, large quantity purchases, big ticket items, and purchases with complex requirements.  RFQ notices can be sent directly to our schedule partners, who have the opportunity to offer quotes for products and services provided under their contracts.  Contractors must be on GSA Advantage! to use e-Buy.  
Schedule Sales Query
The Schedule Sales Query (SSQ) enables you to easily access sales data reported by Federal Supply Schedule contractors. The report generator allows you to quickly select a preformatted report for the information you need. Some of the reports will instruct you to select either a Schedule number, a Fiscal Year, a contract number, or a company name.  Directions?  I thought that we had these.

Federal Business Opportunities (FedBizOpps, FBO)
FedBizOpps.gov is the single government point-of-entry (GPE) for Federal Government procurement opportunities over $25,000. Government buyers are able to publicize their business opportunities by posting information directly to FedBizOpps via the Internet. Through one portal - FedBizOpps (FBO) - commercial vendors seeking federal markets for their products and services can search, monitor and retrieve opportunities solicited by the entire federal contracting community.  

Federal Procurement Data System, Next Generation
The FPDS-NG is a central repository of information on federal contracting. The system contains detailed information on contract actions over $2,500 (FY2004 and later data).  The system can identify who bought what, from whom, for how much, when and where.  
Please click on the following icon for instructions on how to create two common reports in FPDS:
  


Error! Not a valid link.

Use of the GSA Logo
The GSA and FSS identifiers shown below are available (in color or black & white) for download in PC, Macintosh, Adobe Illustrator, and Web User formats at the GSA Marketing Partnership website.  Please note that use of these identifiers does not eliminate the requirements that a contractor comply with the provisions of their contract concerning advertising.  Also, no advertisement may state or imply that the product or service is endorsed or preferred by the Federal Government.  
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GSA Advantage!™

General Services Administration Acquisition Regulation (GSAR) clause 552.203-71, Restrictions on Advertising, basically states that you can promote your contract and the type of customer in general, but you cannot use wording that would appear to be an endorsement by GSA.

Forecast of Contracting Opportunities
The GSA Forecast of Contracting Opportunities informs small businesses of anticipated contracts offered by GSA for the current Fiscal Year (October 1, 2005 through September 30, 2006) as well as known opportunities for subsequent Fiscal Years.

GSA IT Solutions Shop
Since November 1997, IT-Solutions Shop has provided an automated and secure means for federal agencies to order and accept services and commodities from vendor partners - facilitating millions of dollars worth of transactions.

FEDPAY
The FEDPAY Internet Invoicing System is designed to allow Federal Supply Service (FSS) contractors to submit invoices quickly and efficiently through the Internet. FEDPAY Internet Invoicing eliminates mail delivery time and allows full-cycle electronic commerce contractors to receive payments within ten days. A full-cycle electronic commerce contractor submits invoices via Electronic Data Interchange (EDI) or the Internet and receives payment via Electronic Fund Transfer (EFT).  In addition to submitting invoices for payment, FSS contractors may also track their purchase orders, invoices, and payment status online.  

Customer Service Directors
FSS offers a worldwide network of Customer Services Directors (CSDs), to assist to our federal customers. Whatever the location, there is a CSD to provide assistance, resolve a problem, or answer questions. CSDs also host seminars on a variety of useful topics and are a valuable source of information on all of GSA’s supply programs.  
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Other Federal Resources
Acquisition Central
Acquisition Central is hosted by IAE (Integrated Acquisition Environment), the E-Gov Initiative that is streamlining the federal acquisition process. From here you can learn about regulations, systems, resources, opportunities, and training.  This website contains vast resources of information available on many aspects of federal procurement, with links to several valuable websites.  

Federal Acquisition Regulations (FAR)
The Department of Defense (DoD), General Services Administration (GSA), and the National Aeronautics and Space Administration (NASA) jointly issue the Federal Acquisition Regulation (FAR) for use by executive agencies in acquiring goods and services.  The FAR was established to codify uniform policies for acquisition of supplies and services by executive agencies.
Reverse Auctions
Some government agencies utilize reverse auction services to purchase products and services.  Many companies provide reverse auction hosting services for government agencies.  You can utilize the GSA Advantage! website to search for GSA Schedule Contractors offering reverse auction hosting services to agencies.  These GSA Schedule Contractors could be currently hosting reverse auctions for product and/or services that you could provide under your GSA contract.  
FirstGov.gov
On FirstGov.gov, you can search web pages from federal and state governments, the District of Columbia and U.S. territories. Most of these pages are not available on commercial websites. FirstGov.gov is recognized as having the most comprehensive search of government sites anywhere on the Internet.  

U.S. Government Manual
The United States Government Manual provides comprehensive information on the agencies of the legislative, judicial, and executive branches. It also includes information on quasi-official agencies, international organizations in which the United States participates, and boards, commissions, and committees. 

Online Representations and Certifications Application (ORCA)
ORCA is an e-Government initiative that was designed by the Integrated Acquisition Environment (IAE).  It was designed to replace the paper based Representations and Certifications (Reps and Certs) process.

Vendor Express Program
The Vendor Express electronically transfers money and remittance information through the Automated Clearing House (ACH) network to commercial payees of federal agencies.  FMS has recently enhanced the Vendor Express Program with additional electronic data interchange (EDI) capabilities to provide improved payment services that benefit both federal agencies and  commercial payees.  

Subcontracting Directory


The Subcontracting Directory is an avenue for small business seeking subcontracting opportunities with GSA prime contractors.  

FedStats.gov
Access official statistics collected and published by more than 100 Federal agencies without having to know in advance which agency produces them.  View economic and population trends, education, health care costs, aviation safety, foreign trade, energy use, farm production, and more. 

Federal Acquisition Jumpstation
The Federal Acquisition Jumpstation is a centralized listing of procurement and acquisition sites by contracting activity.  
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EXPO’s, Trade Shows, Etc.

GSA Expo
GSA Expo is a FREE Training Conference and Trade Show Exposition designed for all levels of government personnel who make or influence, procurement decisions.  Held annually, the Expo is also a great opportunity for contractors to showcase their products and services, while networking with other contractors and government personnel.
FOSE
FOSE provides an opportunity to reach those in government who have the authority, budgets and need to purchase your products, services and solutions.  FOSE is primarily for IT vendors.
Federal Buildings Expo
Federal Buildings Expo is a GSA-supported training seminar and exposition that targets the largest building services and products buyers in the world. Attending the event will be government buyers who service, secure, build and maintain over 334 million rentable square feet of workspace for over a million federal employees, encompassing over 1,600 communities, 1,800 federally owned buildings, and 6,500 leased buildings.  

GOVSEC
GOVSEC attendees are security professionals responsible for the physical security, cyber security and information security of federal, state and local governments.  

MWR Expo
The MWR EXPO is a biennial tradeshow produced by the American Logistics Association. The MWR EXPO is a gathering of MWR professionals that brings together the many components of the Morale, Welfare and Recreation industry. The event features products and services that are sold to military and government agencies for use in community support activities on military installations throughout the world.

Other Suggestions

This is just a small sample of the popular trade shows and expos sponsored by the federal government.  If you have trouble finding a trade show or expo related to your industry, try FirstGov.gov or Google.com/UncleSam with the key word EXPO.

 Index  



Periodicals, Publications, Government News Sites, and Advertising Possibilities*
National Contract Management Association
NCMA was formed in 1959 to foster the professional growth and educational advancement of its members.  NCMA is a membership-based, professional society, whose leadership is composed of volunteer elected officers. 

Government Executive Magazine
Government Executive is a biweekly business magazine serving senior executives and managers in the Federal Government's departments and agencies.  Government Executive's mission is to cover the business of the Federal Government, its departments, and agencies.  

Military Times Media Group
The Military Times Media Group are publishers of weekly military news and information periodicals for military service members.  

Government Procurement Magazine


Government Procurement is a magazine designed to specifically target the public-sector purchasing professional. 

Coalition for Government Procurement 

The Coalition for Government Procurement is a non-profit association of Federal Supply Schedule (FSS) contractors. The Coalition's mission is to protect the interest of its members by providing needed information on issues affecting the government market, and by constantly advocating common sense in government procurement policy.  
Here are some other links to relevant media mediums that may be of interest to you:

Federal Computer Week
Government Computer News
Government Leader



Washington Technology
Washington Management Group
Government Technology
*The websites listed above are a limited list due to space considerations.  Contractors should perform their own research to find similar websites on the internet.  
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Potential Customers, Search Engines, and Directories

Potential Customers
Contact information for potential GSA contract customers can be found in numerous forums.  The websites below demonstrate a small fraction of the total number of websites listing contact information for potential GSA contract customers.  Contractors should complete their own marketing research to find similar contact information for a particular market segment.
· DoD Schools
· DoD Family Centers and Child Development Centers

· 

HYPERLINK "http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=10430&channelPage=%2Fep%2Fchannel%2FgsaOverview.jsp&channelId=-13235"

GSA Child Day Care Centers in PBS Facilities



U.S. Blue Pages Online
The U.S. Blue Pages is funded by the Federal Government and administered by the GSA.  The U.S. Blue Pages is a multi-agency effort that establishes a standard, easy-to-use format for acquiring key federal telephone listings.  

Federal Yellow Book 
The Federal Yellow Book is a directory of individuals within the executive branch of the Federal Government located within the Washington, DC metropolitan area.  

A-Z Index of U.S. Government Departments and Agencies
This Index provides an alphabetical listing of organizations in the federal executive, legislative and judicial branches found within the FirstGov.gov website.  Keep in mind that state and local government agencies are eligible GSA Schedule customers only under certain circumstances (Cooperative purchasing, 1122 program.)

U.S. Telephone and E-mail Directories
These telephone and email directories are found within FirstGov.gov website.

Acquisition & Logistics Excellence
An internet listing tailored to the professional acquisition workforce.  

Google.com/Unclesam
You can use this search engine to limit the results of your searche to government websites.  

Louisiana State University Federal Agency Directory
Federal Agency Directory, compiled by Louisiana State University, contains a listing and links to all government agencies. 

Acronyms of the U.S. Government 
A list of acronyms with links to the corresponding sites.  Compiled by and available on the University of Indiana’s website.
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Department of Defense Related Sites
Selling to the Military
Selling to the Military is a DoD-created document to assist vendors in providing goods and services to the US Armed Forces.
Local PTAC Offices 

The Defense Logistics Agency, on behalf of the Secretary of Defense, administers the DoD Procurement Technical Assistance Program (PTAP). PTA Centers are a local resource available at no or nominal cost that can provide assistance to businesses in marketing products and services to federal, state and local governments.

DoD Procurement Gateway


The Procurement Gateway allows prospective government contractors to perform comprehensive and detailed searches against Request for Quotation (RFQ) and award documents.

DoD eMALL
The DOD EMALL uses a powerful search engine to access product information from a wide variety of Government and Supplier managed catalogs. Products obtainable through the DOD EMALL are covered by various types of contracts, including long-term contractual agreements, Blanket Purchase Agreements (BPA’s), GSA Multiple Awards Schedules and open market contract agreements. This permits customers to order items directly from the Supplier.
Defense Logistics Information Service
The Defense Logistics Information Service provides interoperable, integrated, quality logistics data and enterprise IT solutions for joint warfighters, the military, the Defense Department, other federal agencies and international partners in order to optimize the effectiveness and efficiency of the DoD supply chain.  

ArmedForces.net
ArmedForces.net operates and manages military-related service properties on the Internet. In addition to providing targeted advertising solutions directed towards the 6+ million military service members, retirees, veterans and their family members, the site also provides interactive creative development and marketing consultation services to clientele.  

Military Times Media Group
The Military Times Media Group are the publishers of weekly military news and information periodicals for military service members.  
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Modifications To Your Contract

Economic Price Adjustment


Schedule contracts allow contractors to increase or decrease prices according to their commercial practices.  Adjustment include both decreaseses and increases to your contract prices.  Although a common thread of all contracts is that prices must remain constant over the first 12 months of your contract, other EPA provisions vary depending on how your contract was awarded.  Please be familiar with this contract clause. 
Use the link above to access the EPA clause, which provides details on the documentation needed for price adjustments and the basis for economic price adjustments.
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Price Reductions Clause
Schedule contractors are able to reduce the schedule contract price to government ordering activies at any time. This is referred to as one-time spot discounts, which are used in order take advantage of the flexible and dynamic pricing in the commercial marketplace.  Spot discounts also allow you the ability to react immediately to customer needs, taking advantage technological changes, labor conditions, supply and demand, industry sales goals, and inventory reductions.  

At times, price reductions can allow schedule contractors to be more competitive by offering higher discounts to a single buying member without passing the discounts on to all authorized users. 

The Price Reduction clause allows spot discounts; however, spot discounts are not permitted to your “Basis of Award” customer or class of customer.  Lowering prices to your Most Favored Customer triggers the Price Reduction clause.
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eMod
eMod is a way to electronically submit a modification proposal to have your contract electronically modified. To utilize an eMod, a person(s) within your company will have to utilize a digital certificate known as an Access Certificate for Electronic Services (ACES).  Purchases of ACES digital certificates as well as more information can be found from the following sources:
· eMod and ACES information, as well as eMod Training are available through the GSA website
· digital certificates can be sought from the following sources
· IdenTrust, Digital Signature Trust, at www.digsigtrust.com/federal/aces_public_1.html 

· Operational Research Consultants, at www.aces.orc.com
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Request For Modification Checklist
This document was created to assist contractors in the preparation of information and documentation for a modification proposal.  This is to be used only as a guide.
Click on the following icon to view the Request for Modification Checklist:       
[image: image4.emf]Request for  Modification Checklist.doc
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Contractor Relationships

Contractor Team Arrangements
Under a Contractor Teaming Arrangement (CTA), two or more GSA schedule contractors work together, by complementing each other's capabilities, to offer a total solution to meet an ordering activity's requirement. Contractor Teaming Arrangements provide a "win-win" situation for both contractors and ordering activities.  
· Click here for Elements of a Teaming Arrangement.
· Click here for FAR requirements for Contractor Teaming Arrangements.
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Blanket Purchase Agreements
A Blanket Purchase Agreement (BPA) is a simplified method of filling anticipated repetitive needs for services and supplies. They are “accounts” established with schedule contractors by federal customers. BPA’s are used by federal customers to leverage their buying power.  For contractors, a BPA is a good way to ensure repeat purchases in the future.  A federal customer may establish a BPA with any schedule contractor as long as the terms are consistent with the schedule contract.  Federal customers and schedule contractors can agree on administrative procedures (within the scope of the contract) to expedite ordering, payment, and delivery. Based on the potential volume of business, the federal customer may request increased discounts. 

· Click here for Answers to Some Frequently Asked Questions about BPA’s.
· Click here for an Example of a Suggested BPA Format.
 Index  


 



Other Contractor Responsibilities

Contractor Records Retention
The GSA Examination of Records clause grants to the “Administrator of GSA or any duly authorized representative shall have access to and the right to examine any books, documents, papers and records of a contractor involving transactions related to the contract for over billings, billing errors, compliance with the Price Reduction clause and compliance with the Industrial Funding Fee clause of the contract. This authority shall expire 3 years after final payment.  The basic contract and each option shall be treated as separate contracts for purposes of applying this clause.
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Subcontracting Reports - (Not required for Small busniesses)


Large businesses awarded a GSA schedule contract with an estimated dollar value over $500,000 are required to have a subcontracting plan for the life of the contract.  Large GSA schedule contractors are required to electronically submit subcontracting reports to the government's Electronic Subcontracting Reporting System (eSRS).   Please review the following websites for more information regarding the eSRS.  

Click here to for the (eSRS) Contractor Training PowerPoint Presentation 
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Central Contractor registration (CCR)
The Federal Acquisition Regulation (FAR) requires that federal contractors register in the Central Contractor Registration (CCR) database prior to award of any contract or purchase agreement with the federal government in most procurement situations.  All GSA schedule contractors are required to be registered in CCR before award and throughout the life of the contract.  Many federal agencies initially use the CCR database to find potential sources for supplies and services.  It is the responsibility of each contractor to review and update this site with the most current information. Keeping your CCR registration current and keeping your company's CCR registration information correct makes sense for both the company's marketing efforts and administrative efforts of the GSA schedule contract. 
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Invoicing Requirements
Each GSA schedule contract has invoicing requirements included with the contract.  The invoicing requirements for most GSA schedule contracts can be found under the Contract Terms and Conditions - Commercial Items clause.  Contractors should clearly annotate open-market items/non-contract services on GSA contract invoices if open-market items/non-contract services are procured with GSA contract items and/or services.  
Click on the following for more information regarding invoicing requirements: 
[image: image5.emf]Invoicing  Requirements


Also review Open-Market Items for more information regarding the purchase of open-market items/non-contract services with GSA contract items and services.  
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Contractor’s Billing Responsibilities
A contractor is required to perform all billings made pursuant to the contract.  If a contractor has dealers who participate on the contract, and the billing/payment process by a contractor for the sales made by the dealer is a significant administrative burden, the following alternative procedures may be used, where dealers are allowed by a contractor to bill government agencies and accept payment in said contractor’s name.  This clause allows alternatives procedures for dealers to bill government agencies on behalf of a contractor.  Please review the G-FSS-913 Billing Responsibilities clause of your contract for more information.
 Index  


  
Hot Topics

What is “Scope of Contract?”

You must ask yourself, “Is the work being performed or the products being provided fall within the descriptions of the Special Item Numbers (SINs) that I was awarded, and is the service or product authorized under my contract?”  

Always specify open market or non-contract items on quotations and invoices to the customer.  If Other Direct Cost items that you are selling to your customer are not on your schedule contract, identify them as “non-contract”.  There are possible avenues to take to ensure that you are accepting and performing work that is within the scope of your contract:

· Contractor Team Arrangements

· 

HYPERLINK  \l "Modifications"

Modifications

Performing within the proper Scope of Contract is a primary and critical contractor performance factor and will be evaluated on your report card. Major efforts are being made government-wide to educate both schedule customers to request, and contractors to submit proposals for and offer only those products and services currently available on a contractor’s most appropriate contract. 


During a contractor Assistance Visit (CAV), the Industrial Operations Analyst (IQA) will strive to utilize sound judgment in determining a contractor’s compliance with the Scope of Contract. Some schedules have clearly delineated “Scope of Contract” parameters described as part of the contract, whereas others do not. The IOA will use a variety of techniques including reviewing task order descriptions or statements of work in relation to the SIN description the work was reported under to determine if the work was appropriate for that SIN and contract. If work evolves into an area a contractor does not have on contract, it may be necessary to discontinue the work, add a new SIN to the contract, or seek Contractor Teaming Arrangements.
 Index  

 
Open Market Items
Open-Market items are also known as:

· Incidental Items

· Non-Contract Items

· Non-Schedule Items

· Other Direct Costs (ODC’s)

An agency may add open market items/services onto an order if necessary.  However, as a contractor you must ensure that the customer is made aware of which items are contract items/services and which are open market items/services prior to the sale.  This is extremely important due to differing Federal Acquisition Regulations for Federal Supply Schedule procurements versus open market procurements.  For a contractor, it is important to document that you provided this information to the customer prior to the sale in a written quote or email correspondence, as well as upon the actual invoice.
Schedule contractors should not include the value of open market sales when reporting the quarterly 72a sales, only the total sales of contract items.
 Index  



52.225-5 – Trade Agreements

Each contract has a Trade Agreements Act clause(s)  clause 52.225-5, Trade Agreements, that defines which signatory countries are acceptable in terms of products that are offered under your contract.  The clause states, in part, that a contractor can provide products that meet the following criteria:
· Is wholly the growth, product, or manufacture of a Free Trade Agreement (FTA) country; or

· In the case of an article that consists in whole or in part of materials from another country, has been substantially transformed in an FTA country into a new and different article of commerce with a name, character, or use distinct from that of the article or articles from which it was transformed.
 Index  



Other Important Resources
Steps to Success: How to be a Successful Contractor 

The Steps to Success is a valuable document that covers a wide range of contract issues to  ensure that you have the knowledge and tools to help you become a successful MAS contractor.  You can access the Steps to Success on the Vendor Support Center Website, under “Publications”.


Multiple Awards Schedules (MAS) Program owner's Manual
The Owner’s Manual is a GSA-created document designed and targeted towards procurement officials within federal agencies, outlining the requirements of FAR 8.4, Federal Supply Schedules.  This document describes in concise language how an eligible ordering activity can purchase goods and services from MAS contractors by utilizing the procedures set forth in FAR 8.4.  
GSA Steps Newsletter
The Steps Newsletter is a GSA created electronic periodical outlying various past, present, and future initiatives, policy updates, internal changes, and “hot-button” issues.  This is available within the Vendor Support Center Website, under “Publications”.

 Index  
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Request for Contract Modification - example only 


Vendor Name_______________________________________________________________



Contract No._____________________Schedule No. _____________________



This is a general guideline for the sole purpose of more efficiently processing contract modifications. Some Acquisition Centers may vary slightly in their requirements. It is suggested you consider using this form to supplement the directions in the modification clause in your contract.

· Part I should have all boxes checked with the appropriate information submitted.


· Part II should have the applicable boxes checked. All blocks under the particular type of modification you are requesting should be checked and the applicable information submitted. It will be helpful to return this form with your request. It is recommended that a separate request be submitted for each type of proposed modification. 

· Part III is a reminder for actions to be completed after a 
modification is officially approved. 


Part I - All modification requests require the following: 


[ ] Sign request by authorized company official on company letterhead. Identify schedule and contract number. 
[ ] Identify any internal tracking number you may have assigned. 
[ ] Address modification request to the Procurement Contracting Officer. 
[ ] Submit two copies of each referenced document. 


Part II - Type of modification: 


[ ] Administrative/Other 



[ ] Contract administration change as per G-FSS--900-C. 
[ ] Address change. Submit proof of Puns & Bradstreet correction. 
[ ] Phone number change. Submit proof of D&B correction. 
[ ] Subcontracting plan as per 52.219-9. 
[ ] Novation/ownership change as per 52.215-49. Submit all documentation required under FAR Part 42.12 Novation and Change-of-Name Agreements. 
[ ] 30-day cancellation of contract as per 552.238-73. 
[ ] Other. Explain in detail. 



[ ] Schedule Price Lists - Include a properly numbered draft supplement or revision to the last PCO approved paper price list, reflecting the requested changes. The supplement must address the elements shown in I-FSS--600 b(3) and (4), or I-FCI-600 (b) (3) and attachment 1. It must be submitted to the PCO for review and approval prior to dissemination to Government activities. (Note: Some PCO5 only want to see the pages with the specific changes, while others want to see the entire document to be certain nothing is overlooked.) 


[ ] Addition of Products - Must comply with 552.243-72 Modifications. 



Check one of the following: 



[ ] If requesting a new Special Item Number (SIN), paragraphs 1 and 2 in the applicable CSP-l sheets must be completed.


 
[ ] If proposing new products to an already awarded SIN and the terms, conditions, and discounts from the initial award have not changed, a statement that the basis for award is still relevant is required. 



Check all of the following: 



[ ] Statement that items being added are not substantially equal to previously deleted items which had a lower schedule price. 



[ ] Discount information for the new item(s) or SIN(s) as per paragraphs 3 through 5 of the CSP.


 
[ ] Pricelist and product literature. Include two copies of the product literature and ALL applicable published commercial pricelists appropriately marked to indicate the SIN under which the item(s) are offered. Pricelists must be dated.


 
[ ] Production points and delivery terms must be clearly stated if required by clause 52.215-6 Place of Performance.


 
[ ] Certification, if applicable, to Buy American Act requirements or Trade Agreement Act (reference FAR Part 25).


 
[ ] For dealers/resellers without significant sales to the general public, provide manufacturer’s information as required by paragraphs (1) through (4) of the CSP for each item(s) or SIN(s) offered. 



[ ] Addition of Services 



[ ] Mini technical proposal consisting of 



[ ] Technical understanding of the SIN 
[ ] Professional staff (NTE two pages per SIN) 
[ ] Relevant corporate experience 
(one description NTE two pages per SIN) 



[ ] Price proposal consisting of one of the following:


 
[ ] Statement that the rates and categories for SINs will be identical to those currently on contract for another SIN. 
[ ] Pricing support for new or revised categories including commercial price lists or information other than cost or pricing data in support of cost roll-up. 



[ ] Deletion of Products


 
[ ] Provide a list of the item(s) being deleted. 
[ ] Statement on rationale for requesting deletion. (Note: Although no rationale is contractually required, it may be beneficial for future reference, to annotate why certain products were deleted.) 
[ ] Statement that any outstanding orders will be filled by supplying a product of equal or greater value. 
[ ] Statement that a substantially equal item(s) (to the item(s) being deleted) at a higher schedule price has not nor will not be added to the schedule contract term. 


[ ] Price Reduction 



Check one of the following: 



[ ] Permanent 
[ ] Temporary, indicate applicable time frame 
     From _________________ to ________________ 



Check one of the following: 



[ ] Government only. 
[ ] Commercial and Government. Submit dated commercial pricelist and statement that the effective dated of the reduction coincides with the commercial effective date. 



Check all of the following: 



[ ] Provide a list of the items with both the old and new prices. 
[ ] Statement that the proposed price reduction is in full conformity with the contract’s price reduction clause.


 
[ ] Revision of Commercial Pricelist - Acceptable if after award, and no later than 30 calendar days prior to the start of the contract period. See paragraph (d) of ???? 



[ ] Pricelist and Product Literature. Submit two copies and ALL applicable published pricelists appropriately marked to indicate the SIN under which the item(s) are offered. Pricelists must be dated. 
[ ] Two certifications IAW Modification Clause paragraph (d) .??? 



[ ] Economic Price Adjustment - See the specific EPA clause in your contract. 



[ ] Submit commercial customer pricelist showing increases and effective date. 
[ ] Submit CSP-l sheets or certification that no change has occurred in the data. 
[ ] Documentation supporting reasonableness of the price increase. 


Part III - Follow—up actions: 
After the modification is used and signed by the PCO, the vendor should complete any follow up activities. 



[ ] GSA Advantage! - Vendors may submit deletions, price reductions, and corrections without prior PCO approval. However, the PCQ must be notified, in writing, within 15 days from submission. Schedule Input Program (SIP) or Electronic Data Interface (EDI) data files revised because of additions or price increases, should be prepared and forwarded to the Vendor Support Center (VSC).


Return To Index
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I-FSS-600 Contract Price Lists 


The cover page of the FSS Authorized Price List must include the following information prepared in the format set forth below. Amendments to the FSS Authorized Price List must include on the cover page the title “Supplement No. (sequentially numbered)” and the effective date(s) of such supplements. 


(i) Using the commercial catalog, price list, schedule, or other document as accepted by the Government, showing accepted discounts, and obliterating all items, terms, and conditions not accepted by the Government by lining out those items or by a stamp across the face of the item stating “NOT UNDER CONTRACT” Or “EXCLUDED”; or 



(ii) Composing a price list in which only those items, terms, and conditions accepted by the Government are included, and which contain only net prices, based upon the commercial price list less discounts accepted by the Government. In this instance, the Contractor must show on the cover page the notation “Prices Shown Herein are Net (discount deducted)”. 



Finally, in addition to the customer distribution requirements in the separate clauses, the Contractor must provide two of the FSS Authorized Price Lists to the Contracting Officer 30 days after the date of award. In addition, one copy of the Federal Supply Schedule Price List must be submitted to the National Customer Service Center, Bldg. No. 4, 1500 E. Bannister Road, Kansas City, MO 64131. 


___________________________________________________________________________


GENERAL SERVICES ADMINISTRATION


Federal Supply Service 


Authorized Federal Supply Schedule Price List 



On-line access to contract ordering information, terms and conditions, up-to- date pricing, and the option to create an electronic delivery order are available through GSA Advantage!, a menu-driven database system. The INTERNET address for GSA Advantage! is: GSAAdvantage.gov. 



Schedule Title 
FSC Group, Part, and Section or Standard Industrial Group (as applicable) 
FSC Class(es)/Product code(s) and/or Service Codes (as applicable) 



Contract number 
For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at fss.gsa.gov. 



Contract period. 


Contractor’s name, address, and phone number (include toll-free WATS number and FAX number, if applicable)


Contractor1s internet address/web site where schedule information can be found (as applicable).


Contract administration source (if different from preceding entry).


Business size.


CUSTOMER INFOPMATION: The following information should be placed under this heading in consecutively numbered paragraphs in the sequence set forth below. If this information is placed in another part of the Federal Supply Schedule Price List, a table of contents must be shown on the cover page that refers to the exact location of the information. 


1a. Table of awarded special item number(s) with appropriate cross- reference to item descriptions and awarded price(s). 


1b. Identification of the lowest priced model number and lowest unit price for that model for each special item number awarded in the contract. This price is the Government price based on a unit of one, exclusive of any quantity/dollar volume, prompt payment, or any other concession affecting price.. Those contracts that have unit prices based on the geographic location of the customer, should show the range of the lowest price, and cite the areas to which the prices apply.


1c. If the Contractor is proposing hourly rates, a description of all corresponding commercial job titles, experience, functional responsibility and education for those types of employees or subcontractors who will perform services shall be provided. If hourly rates are not applicable, indicate “Not applicable” for this item. 



2. Maximum order.


 
3. Minimum order.


 
4. Geographic coverage (delivery area).


 
5. Point(s) of production (city, county, and State or foreign country). 



6. Discount from list, prices or statement of net price. 



7. Quantity discounts. 



8. Prompt payment terms. 



9a. Notification that Government purchase cards are accepted at or below the micro-purchase threshold. 



9b. Notification whether Government purchase cards are accepted or not accepted above the micro-purchase threshold. 



10. Foreign items (list items by country of origin) 



11a. Time of delivery. (Contractor insert number of days.) 



l1b. Expedited Delivery. The Contractor will insert the sentence “Items available for expedited delivery are noted in this price list.” Under this heading. The Contractor may use a symbol of its choosing to highlight items in its price lists that have expedited delivery. 
l1c. Overnight and 2-day delivery. The Contractor will indicate whether overnight and 2-day delivery are available. Also, the Contractor will indicate that the schedule customer may contact the Contractor for rates for overnight and 2-day delivery. 


11d. Urgent Requirements. The Contractor will note in its price list the Urgent. Requirements” clause of its contract and advice agencies that they can also contact the Contractor’s representative to affect a faster delivery.


12. F.O.B. point(s). 



13a. Ordering address(es). 



13b. Ordering procedures: For supplies and services, the ordering procedures, information on Blanket Purchase Agreements (BPAs), and a sample EPA can be found at the GSA/FSS Schedule homepage (fss.gsa.gov/schedules). Contactor is to simply include this statement as item 13b. 



14. Payment address(es) 



15. Warranty provision. 



16. Export packing charges, if applicable. 



17. Terms and conditions of Government purchase card acceptance (any thresholds above the micro-purchase level) 



18. Terms and conditions of rental, maintenance, and repair (if applicable) 



19. Terms and conditions of installation (if applicable). 



20. Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices (if applicable). 



20a. Terms and conditions for any other services (if applicable) 



21. List of service and distribution points (if applicable). 



22. List of participating dealers (if applicab1). 



23. Preventive maintenance (if applicable). 



24a. Special attributes such as environmental attributes (e.g., recycled content, energy efficiency, and/or reduced pollutants) 



24b. If applicable, indicate that Section 508 compliance information 
is available on Electronic and Information Technology (EIT) supplies and services and show where full details can be found (e.g. contractor’s website or other location.) The EIT standards can he found at www.Section5O8.gov/. 



25. Data Universal Number System (DUNS) number. 



26. Notification regarding registration in Central Contractor Registration (CCR) database.
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Invoicing Requirements 


Contractor's should clearly annotate open market items/non-contract services 
Also consult individual customer purchase order directions

Please refer to your own contract for the invoicing requirements of your GSA contract.   


52.212-4 CONTRACT TERMS AND CONDITIONS--COMMERCIAL ITEMS (OCT 2003) 


(g) Invoice.

 
(1) The Contractor shall submit an original invoice arid three copies (or electronic invoice, if authorized) to the address designated in. the contract to receive invoices. An invoice must include: 


(i) Name and address of the Contractor; 
(ii) Invoice date and number; 
(iii) Contract number, contract line item number and, if applicable, the order number; 
(iv) Description, quantity, unit of measure, unit price and extended price of the items delivered; 
(v) Shipping number and date of shipment, including the bill of lading number and weight of shipment. if shipped on Government bill of lading; 
(vi) Terms of any discount for prompt payment offered; 
(vii) Name and address of official to whom payment is to be sent; 
(viii)Name, title, and phone number of person to notify in event of defective 
invoice; and 
(ix) Taxpayer Identification Number (TIN). The Contractor shall include its TIN on the invoice only if required elsewhere in this contract. 
(x) Electronic funds transfer (EFT) banking information.

 
(A) The Contractor shall include EFT banking information on the invoice only if required elsewhere in this contract. 


(B) If EFT banking information is not required to be on the invoice, in order for the invoice to be a proper invoice, the Contractor shall have submitted correct EFT banking information in accordance with the applicable solicitation provision, contract clause (e.g., 52.232-33, Payment by Electronic Funds Transfer--Central Contractor Registration, or 52.232-34w Payment by Electronic Funds Transfer--Other Than Central Contractor Registration), or applicable agency procedures. 


(C) EFT banking information is not required if the Government waived the requirement to pay by EFT. 


(2) Invoices will be handled in accordance with the Prompt Payment Act (31 U.S.C. 3903) arid Office of Management and Budget COMB) prompt payment regulations at 5 CFR part 1315. 


(i) Payment. 
(1) Items accepted. Payment shall be made for items accepted by the Government that have been delivered to the delivery destinations set forth in this contract.


 
(2) Prompt payment. The Government will make payment in accordance with the Prompt Payment Act (31 U.S.C. 303) and prompt payment regulations at 5 CFR part 1315. 


(3) Electronic Funds Transfer (EFT). If the Government makes payment by EFT, see 52.212-5(b) for the appropriate EFT clause. 


(4) Discount. In connection with any discount offered for early payment, time shall be computed from the date of the invoice. For the purpose of computing the discount earned, payment shall be considered to have been made on the date which appears on the payment check or the specified payment date if an electronic funds transfer payment is made. 


(5) Overpayments. If the Contractor becomes aware of a duplicate contract financing or invoice payment or that the Government has otherwise overpaid on a contract financing or invoice payment, the Contractor shall immediately notify the Contracting Officer and request instructions for disposition of the overpayment. 


(k) Taxes. The contract price includes all applicable Federal, State, and local taxes and duties. 


G-FSS-1OFT--500 TASK ORDER INVOICE REQUIREMENTS


Task orders will be placed against resultant contracts by agencies utilizing this schedule. Payment will be made by the office indicated on the task order, paid directly to the contractor, in accordance with the Prompt Payment Act. Invoices shall be submitted in an original and three (3) copies, unless additional copies are specified on the delivery order to the government office designated on the order to receive invoices. To constitute a proper invoice, the invoice must include the following information and/or attached documentation: 



a) Name of the business concern and invoice date. 


b) Contract number. 
c) Task order number or other authorization for delivery of the property or performance of the services. 
d) Price, payment terms and any discounts or concessions that apply. 
e) Delivery terms (FOB Destination). 
f) Name (if applicable), title, phone number, and complete mailing address of responsible official to whom payment is to be sent, or information necessary to enable the agency to make payment by wire transfer (if applicable) in accordance with the Method of Payment clause of this contract. 
g) Other information or documentation required to effect payment as may be specified on individual task orders.


