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Federal Supply Schedule (FSS) Terms and Conditions File

This document outlines the mandatory format of the Terms and Conditions file. In accordance with GSAR 552.238-77 Pricing and Catalog Data (GSAR Deviation), the Contractor is responsible for keeping all electronic catalogs data current, accurate, and complete. 

The Terms and Conditions File consists of two (2) required parts and two (2) conditional parts: 

Required:
1. Contract Number and Contract Name 
2. The customer information sections:
a. As shown in the below pages, the information in the customer information section should be placed under the heading on page 2 in consecutive paragraphs in the sequence set forth below. 

	Conditional:
1. Some Large Category, Subcategory, and/or SINs have additional requirements which would follow the customer information section. 
2. Contractors that are approved to use a Price Proposal Template (PPT) for a business reason (e.g. SINs that require specific templates) are required to append their price list to the Terms & Conditions file 

Contractors that manage pricing in a SIN specific template and upload their PPT in the FAS Catalog Platform are required to append their catalog in a price list to the Terms and Conditions file.

All offerings published via the Product File or Services Plus File are prohibited from being published to the T&C file posted on GSA eLibrary. 

Labor Category Descriptions should be entered in the Services Plus File, which has a maximum character limit of 3,000; in the rare event that more than 3,000 characters are required, supplemental information may be provided in the Terms and ConditionsC, consult with your Contract Specialist.
FSS Terms and Conditions File 

When using this document:
· All bold text should remain the same
· All [Italicized text] should be replaced with the information based on your company’s awarded contract. [Italicized text] is provided as informational or a sample only and should not constitute your company’s response

Terms and Conditions File Template 

Date: [insert date]
 
General Services Administration (GSA)
Federal Acquisition Service (FAS)
Multiple Award Schedule (MAS) Program

	[bookmark: _heading=h.c2r4jj94squx]GSA Multiple Award Schedule (MAS)

	Contract Number
	

	Contractor Name
	

	Payment Address
	

	Refer to GSA eLibrary for contractor information, contract period, and awarded SINs.



CUSTOMER INFORMATION

Prompt Payment Terms: [Provide the negotiated prompt payment terms; and leave the following statement] 
“Information for Ordering Offices: Prompt payment terms cannot be
negotiated out of the contractual agreement in exchange for other concessions.”

Maximum Order: Refer to the MAS Available Offerings solicitation attachment
Note: The maximum order is not a ceiling limit on dollar value of an order that an agency can place it is the value at which:  
The Contractor is not obligated to honor —
(1) Any order for a single item in excess of SIN maximum order threshold
(2) Any order for a combination of items in excess of the SIN maximum order threshold 

Minimum Order: [Identify the minimum order limit allowed on the contract.]

	Restocking terms and fees [if applicable]:

	Warranty [if applicable]:  

Additional Quantity or Volume Discounts: [If applicable, provide the additional order level discount.] 
· [This section should be used to reflect a contract wide discount (e.g. if customer orders over a certain amount, vendor offers specific discount) and not for individual line item quantity/volume discounts reflected in the Product File.]

Terms and conditions of rental, maintenance, and repair [if applicable]:

Terms and conditions of installation [if applicable]:

Terms and conditions of repair parts indicating date of parts price lists and any discounts from list prices [if applicable]:

Terms and conditions for any other services [if applicable]:

Geographic Coverage (delivery area): [For PPT vendors only, define your delivery area.]

[bookmark: _heading=h.rvdhik49zcc6]Price list Conditionally Required: [Contractors utilizing a Price Proposal Template (PPT) must include a price list. This should include all pertinent catalog details for customers such as SIN, item name, description, unit of measure, price, delivery terms, and other identifying characteristics customers need to make a purchasing decision. Contractors using a Product File or Services Plus File to publish all items must delete this section; do NOT include a price list for any items published using a Product File or Services Plus File.]

Guidance for All Categories for your Terms and Conditions File
· EULAs/CSAs: If Commercial Supplier Agreement (CSA) terms (e.g. standard terms of sales or lease, Terms of Service (TOS), End User License Agreements (EULA), or other similar legal instruments or agreements) have been awarded and incorporated into this contract, then a copy of the awarded EULA/CSA must be listed on the contract price list. Contractors must clearly define what products, services, and prices are included with its EULA/CSA.

· MAS contract-level CTA agreement: If MAS contract-level CTA agreements have been awarded and incorporated into this contract, CTA leads must list CTA members.

· List any Authorized Dealers, Resellers, or Distributors associated with this contract. 

· If applicable, indicate that Section 508 compliance information is available for the products and services offered and show where full details can be found (e.g., contractor’s website or other location). Accessibility standards can be found at Section508.gov. 
[bookmark: _heading=h.i1emmke58ew3]


Category Specific Guidance and Addendums for your Terms and Conditions File
· Category A: Office Management

· A10. Printing and Photographic Equipment Subcategory
· List leasing/rental terms and conditions

· A11. Records Management Subcategory
· SIN 518210ERM - Electronics Records Management Solutions
· Contractors proposing services under SIN 518210ERM must list a copy of their previously completed Vendor Certification for Electronic Records Management Solutions that identifies which of the 8 elements they provide, and certifies that they are capable of meeting all standards associated with the identified elements. For reference, the Universal Electronic Records Management (ERM) Requirements outlines 8 specific elements of ERM Services and the corresponding requirements established and administered by the National Archives & Records Administration (NARA).

· Category B: Facilities
· No additional large category requirements.

· Category C: Furniture and Furnishings
· Include terms and conditions for installation if applicable. 

· C05. Miscellaneous Furniture Subcategory
· SIN 532289 Furniture Rental and Leasing
· Include the terms and conditions for rental and/or leasing offered in an additional section to the Terms and Conditions File if applicable

· C07. Packaged Furniture Subcategory
· List all CTA Partners’ Contract Numbers

· Category D: Human Capital
· No additional large category requirements.

· Category E: Industrial Products and Services
· No additional large category requirements.

· Category F: Information Technology

· F01. Cloud Services Subcategory
· SIN 518210C Cloud and Cloud-Related IT Professional Services
· Include separate training charges in the Terms and Conditions File, if applicable. 

· F02. Electronic Commerce Subcategory
· SIN 54151ECOM Electronic Commerce and Subscription Services
· If an electronic commerce service plan is offered, the following should be included as an additional section to the Terms and Conditions File:
· Describe the electronic service plan and eligibility requirements;
· Describe charges, if any, for additional usage guidelines; and
· Describe corporate volume discounts and eligibility requirements, if any.

· F04. IT Hardware Subcategory
· Include as an additional section to the Terms and Conditions File: 
· if the equipment is self-installable; and/or
· If the equipment is not self-installable, include any fees for installation, training, or maintenance

· SIN 532420L Leasing of New Electronic Equipment
· Include the terms and conditions for each option type(s) offered as an additional section to the Terms and Conditions File 

· SIN 811212 Computer and Office Machine Repair and Maintenance
· Include the terms and conditions for each repair and/or maintenance term offered as an additional section to the Terms and Conditions File 

· F06. IT Software Subcategory
· Descriptions and Equipment Compatibility: Include as an additional section to the Terms and Conditions File a complete description of each software product including the operating systems on which the software can be used. Also include a brief, introductory explanation of the modules and documentation which are offered.

· Right-to-Copy Pricing: Include the discounted pricing for right-to- copy licenses, if commercially available, as an additional section to the Terms and Conditions File 

· SIN 511210 Software Licenses
· Term License Cessation: Include fill-in data and specific terms as an  additional section to the Terms and Conditions File
· Reallocation of Perpetual Software (Option 2 Perpetual License): Include fill-in data and specific terms as an additional section to the Terms and Conditions File 

· F07. IT Solutions Subcategory
· SIN 541519PIV Homeland Security Presidential Directive 12 Product and Service Components
· Include fill-in data and specific terms as an additional section to the Terms and Conditions File 

· F08. IT Training Subcategory
· SIN 611420 Information Technology Training
· Include any training provided with equipment and/or software provided under this contract, free of charge, as an additional section to the Terms and Conditions File 




· F09. Telecommunications Subcategory
· SIN 517312 Wireless Mobility Solutions
· Wireless Service Plans: include the following as an additional section to the Terms and Conditions File 
· Describe the wireless service plan and eligibility requirements, including, but not limited to, service area, monthly service charge, minutes included, etc.
· Describe charges, if any, for additional minutes, domestic wireless long distance, roaming, nights and weekends, etc.
· Describe corporate volume discounts and eligibility requirements, if any.

· Category G: Miscellaneous
· No additional large category requirements.

· Category H: Professional Services
· No additional large category requirements.

· Category I: Scientific Management and Solutions
· No additional large category requirements.

· Category J: Security and Protections
· No additional large category requirements.

· Category K: Transportation and Logistics Services
· No additional large requirements.

· Category L: Travel
· No additional large category requirements.
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