GSA NORTHEAST & CARIBBEAN REGION 2
MAS MODIFICATION INSTRUCTIONS
PRODUCTS & SERVICES
Updated September 2019

Attention Industry Partner:

GSA Region 2 has developed detailed, interactive modification
instructions for utilizing GSA eMOD, modification submission
templates, required documentation for different modifications, and
other resources to be able to prepare a modification package for Region
2 GSA Schedule Contracts that can be quickly processed and awarded.

Please go to the Table of Contents page, click on the desired subject
matter. Each section of the table will bring you to either the GSA eMod
website or the proper section of the document explaining the
modification requirements.

Simply download the document and save it to your computer. Then
reopen the saved document to utilize all the attachments. All
attachments embedded within this document are available on the left
side of your screen. Click on the document and the template will open.
All templates except the pricing templates are also available in text form
within the document (see Table of Contents).

If at any time during this process you have questions, please contact
the Contract Specialist assigned to your contract. Email and phone
number can be found via http://www.gsaelibrary.gsa.qov. (Enter your
contract number. Click on your company name. Your GSA Government
Contracting Specialist is on the right, across from your company POC.)



http://www.gsaelibrary.gsa.gov/
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4.13.1.1.  All Templates embedded on left side of this document (Click on
document to open)

5. Schedules Input System (SIP) User Guide for GSA Advantage
Upload

6. Common Reasons for Modification Rejections

7. Glossary of Terms
8. FAQ

Required Documents To Be Included With Modification

Cancellation/Terminations Modifications
Modification Authority 552.238-73 or 52.212-4(m) or (I)

# Documents Required to Be Submitted Included in Package
(Contracting Officer may require more than is listed and
possibly different due to unique circumstances of the
request)

1 Signed letter by authorized negotiator explaining purpose
and reasoning for modification and the date the contract is
to be cancelled.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Add Labor Category and/or Service Offerings
Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only accept
eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80
Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.
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Documents Required to Be Submitted

(Contracting Officer may require more than is listed and
possibly different due to unique circumstances of the
request)

Included in Package

Signed and Dated Cover Letter (Template embedded
on left side of this document)

e Prior to adding labor categories or services for
Schedule 736 TAPS, please read requirements
by reading Critical Information Schedule 736
TAPS (document is also embedded on left side
of this document).

Commercial Sales Practice Format (CSP) (if applicable).

CSP is NOT required if participating in TDR pilot under
applicable TDR SIN.

Click here for instructions applicable to TDR Pilot
Participants or TDR eligible contractors choosing to
participate in the TDR Pilot when adding a TDR Pilot SIN

Service Contract Act (SCA) Matrix (if applicable)
SCA Matrix

Labor Category, Training Course, or Support Products
Descriptions of items being added (as applicable).
Labor Category, Training Course Descriptions Document

Professional Compensation Plan (FAR 52.222-46)

Copy of company policy addressing uncompensated
overtime (FAR 52.237-10(a) (if not already on file)

Supporting Price Documentation (Invoices, etc.)

May not be required if participating in TDR pilot under
applicable TDR SIN. Check with your Contracting Officer.

Click here for instructions applicable to TDR Pilot
Participants or TDR eligible contractors choosing to
participate in the TDR Pilot when adding a TDR Pilot SIN

Add Labor, Course, or Service Proposal Price List (PPL)
(Template embedded on left side of this document)

Entire updated and approved GSA Schedule price list
showing the entire contract portfolio that will be

displayed on GSA Advantage! after the completion of
the modification. The format shall be the same as the




Add Labor, Course, or Service Proposal Price List (PPL)
but showing your entire GSA Catalog. (Template
embedded on left side of this document)

10

Dated Commercial Price List

(NOT required if participating in TDR pilot under applicable
TDR SIN.)

1. Submit a Cover Letter (Template embedded on left side of this document) signed by an

authorized negotiator (as identified in your contract) briefly describing your request and the
rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): CSP is NOT required if participating in TDR pilot under applicable TDR
SIN. Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:

a) Pricing:
i. Temporary Price Reduction
ii.  Permanent Price Reduction (Based on Most Favorite Customer)
iii.  Permanent Price Reduction (Based on Industry Partner Requested)
iv. Economic Price Adjustment with CPL (EPA with CPL)
v.  Economic Price Adjustment without CPL (EPA without CPL)

b) Additions
i. Add Labor category(s)
ii. Add SIN(s)
iii. Add Service Offerings

c) Deletions
i. Delete Services
i. Delete SIN(s)
iii. Delete Labor Category(s)

d) Revise Terms and Conditions

i. Add/Modify CSP (Note that this is a new subtype found under “Revised
Terms and Conditions”




5.

6.

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

Identify in excel format with the SCA Matrix all SCA eligible labor categories being added.

Labor Category Descriptions, Training Course Descriptions, and or Service Descriptions. This is
a separate document than the pricing or SCA Matrix spreadsheets. The description document

shall include:

a. Labor Category Descriptions

i.

ii.
iii.
iv.
V.

Vi.

Vii.
viii.

Detailed position description (include functional responsibilities)
Minimum years of experience
Minimum years of education/degree requirements
Applicable training/certification requirements
If it is the 'Offeror’s standard commercial practice to substitute experience for
education, explain the methodology in use (e.g., five years’ experience equates
to a BA/BS degree).
Copy of offeror’s policy that addresses uncompensated overtime (Clause
52.237-10(a))
Pricing Escalation Standard
Identify labor categories that are subject to under Service Contract Labor
Standard (SCLS) formally known as the Service Contract Act (SCA).

1. Include SCLS Equivalent Code and Title

2. Wage Determination Number

b. Training Courses

i
ii.
iii.
iv.
V.
Vi.

Title

Brief description of the course including major course objectives

Length of Course (humber of hours/days)

Min/Max # of participants

Price for additional students above minimum if applicable

Support materials provided as part of the course (e.g., training manuals, CDs,
DVDs.)

c. Fixed Price Services

Description of each service (sufficient detail to ensure ordering agencies have
enough information to know what they are buying
Demonstrate how each service is within the scope of the applicable SIN(s)

Professional Compensation Plan
a. The Offeror must submit a Professional Compensation Plan in accordance with clause
52.222-46 Evaluation of Compensation for Professional Employees. Individual
compensation disclosure is not required. Submission of the general compensation
practices printed in the Offeror's employee handbook is generally sufficient if the
handbook sets forth salary ranges and fringe benefits proposed for the professional
employees who will work under the contract.

Identification of Uncompensated Overtime
a. In accordance with clause 52.237-10 Identification of Uncompensated Overtime, the
Offeror must submit a copy of its policy addressing uncompensated overtime, as defined
in 52.237-10 paragraph (a).

7. Supporting Price Documentation:
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The Offeror has the option to propose separate rates for "domestic” versus "overseas”
and/or “customer facility” versus “contractor facility” if there are variations in costs that
depend on where the work is performed. Rates proposed in this manner must be clearly
labeled as such.

Invoices or receipts must be provided to demonstrate actual prices paid so the Contracting
Officer can make a reasonable determination that items have been sold commercially.

Invoices may not be required if not participating in TDR pilot under applicable TDR
SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible contractors
choosing to participate in the TDR Pilot when adding a TDR Pilot SIN

8. Add Labor, Course, or Service Proposal Price List (PPL)

o APPL s notin eMod and you will need to upload it to the system as a separate
attachment. Only the current version of the Add Labor, Course, or Service Proposal
Price List (PPL) (Template embedded on left side of this document) as incorporated
in the modification instructions will be accepted. Inclusion of any other version may
result in rejection.

o Proposed prices must represent fully-burdened rates inclusive of all cost factors
(e.g., direct labor, indirect labor, G&A, profit, and IFF)

Note: The PPL is not to be reformatted or changed. Formulas must be seen in the
spreadsheet. It needs to be completed and submitted in exactly the same format
incorporated in the template or your modification will be rejected.

Submit proposed pricing using the attached Price Proposal Template. The Price
Proposal Template MUST be submitted in Microsoft Office Excel format. The proposed
pricing structure must be consistent with the offeror’s commercial practices. Pricing
must be clearly identified as based either on a "Commercial Price List" or a
"Commercial Market Price," as defined in FAR 2.101 (see "Catalog Price" and "Market
Prices" under the definition of "Commercial Iltem").

(A) If the MFC is a Federal agency, but sales exist to commercial customers,
identify which, if any, of the commercial customers receive the offeror’s best
price. This will allow the Government to establish a "basis of award" customer
in accordance with paragraph (a) of clause 552.238-75 Price Reductions.

(B) Proposed prices must include the 0.75% Industrial Funding Fee (IFF) (see
contract clause 552.238-74 Industrial Funding Fee and Sales Reporting). This
fee will be included in the awarded prices and reflected in the total amount
charged to ordering activities.

Provide supporting documentation for EACH proposed product/service price.
Supporting pricing documentation may consist of published and publicly-available
commercial catalogs/price lists, copies of invoices, contracts, quote sheets, etc., and
must be submitted with the offer. There must be a clear and relevant relationship
between the supporting document and the proposed price it is meant to substantiate.
Each supporting document must be clearly labeled with the name of the corresponding
proposed product/service.




The offeror must submit a detailed price narrative containing sufficient information for
each of the products/services offered to enable the contracting officer to determine that
offered prices are fair and reasonable. For example, if a price offered to GSA is not
equal to or better than the price offered to the offeror's designated Most Favored
Customer, the narrative must explain the rationale for proposing such a pricein a
manner sufficient to enable the contracting officer to determine that the rate is fair and
reasonable. Any deviation from the offeror's commercial sales practices must be
explained, including the specific circumstances and frequency of the deviations.

The offeror must also propose a mechanism for future price adjustments, as detailed
below:

(A) If pricing proposed in the Price Proposal Template is based on a
commercial price list, submit a copy of the company's current, dated price list,
catalog, or standard rate sheet (note that this must be an existing, standalone
document, and not prepared for purposes of this solicitation). Future price
adjustments for pricing based on a commercial price list are subject to clause
552.216-70 Economic Price Adjustment — Multiple Award Schedule Contracts.

OR

(B) If pricing proposed in the Price Proposal Template is based on commercial
market prices, future price adjustments are subject to clause I-FSS-969
Economic Price Adjustment — FSS Multiple Award Schedule. The offeror must
either propose a fixed annual escalation rate or identify a relevant market
indicator (e.g., the Bureau of Labor Statistics Employment Cost Index).

9. Provide the complete, updated GSA price list showing the entire contract portfolio that will be
displayed on GSA Advantage! after modification approval. The format shall be the same as the
Add Labor, Course, or Service Proposal Price List (PPL) (Template embedded on left side of this
document).

10. Submit your dated Commercial Price list showing the prices, items and item descriptions.
(NOT required if participating in TDR pilot under applicable TDR SIN.)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Add Product(s)

Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only accept
eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80
Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
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efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter

e Prior to adding products, please review “Made in America”,
“Trade Agreements Act”, and “Essentially the Same (ETS)”
requirements for products by reading Critical Information Schedule
75 Legacy SINs 75-85, 75-200, and 75-210 and Critical Information
Schedule 75 Enhanced SIN 75-220 and 75-280 (both documents are
also embedded on left side of this document).

e Make note of Hazardous Material information as they apply to the
products being added within your eMod Cover Letter, if applicable

e For Schedule 75 SINs 75-85, 75-200, 75-220, and 75-280 include the
following with your cover letter:
o Ability One Certification
o Written explanation of how you will meet all environmental

reporting and green product requirements

o Written explanation of how you will meet all Trade
Agreements Act requirements (FAR 52.225-5)

o  Written explanation how you will provide 4 business days
transportation After Receipt of Order (ARO) within CONUS.

2 Commercial Sales Practice Format (CSP) (if applicable). CSP is not required
if participating in TDR pilot under applicable TDR SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot
SIN

3 Provide a signed Letter or Supply (LOS)(Attachment 1) and Offeror
Acknowledgment Letter (Attachment 2) if adding products for Schedule 75.
(Both documents are also embedded on left side of this document).

**Only provide if LOS is currently not on file for this supplier
**Offeror Acknowledgment Letter is only for offerors providing toner

4 Dated Commercial Price List

(NOT required if participating in TDR pilot under applicable TDR SIN.)

5 Supporting Price Documentation (Invoices, etc.)




May not be required if participating in TDR pilot under applicable TDR SIN.
Check with your Contracting Officer.

Click here for instructions applicable to TDR Pilot Participants or TDR
eligible contractors choosing to participate in the TDR Pilot when adding a
TDR Pilot SIN

Add Products Proposal Price List (PPL)

(Template embedded on left side of this document)

You must fill in all cells of PPL, any empty cells may cause the modification
to be rejected. If the cell is not applicable, please type in “N/A”. Do not
leave the cell empty.

Entire updated and approved GSA Schedule price list showing the entire
contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Products Proposal Price List (PPL) but showing your entire GSA Catalog.
(Template embedded on left side of this document)

1. Submit a Signed and Dated Cover Letter (Template embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your

request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Prior to adding products, please review “Made in America”, “Trade Agreements
Act”, and “Essentially the Same (ETS)” requirements for products by reading
Critical Information Schedule 75 Legacy SINs 75-85, 75-200, and 75-210 and Critical
Information Schedule 75 Enhanced SIN 75-220 and 75-280

o Make note of Hazardous Material information as they apply to the products being added
within your eMod Cover Letter, if applicable

o Regarding Schedule 75 parameters for Trade Agreement Act, AbilityOne Essentially the
Same (ETS) and EPA rules for products see Critical Information Schedule 75 Legacy
SINs 75-85, 75-200, and 75-210 and Critical Information Schedule 75 Enhanced SIN
75-220 and 75-280

2. Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:
o Pricing:
m Temporary Price Reduction
m Permanent Price Reduction (Based on Most Favorite Customer)
m Permanent Price Reduction (Based on Industry Partner Requested)




m  Economic Price Adjustment with CPL (EPA with CPL)
m Economic Price Adjustment without CPL (EPA without CPL)

o Additions
m Add Labor category(s)
m  Add SIN(s)

m Add Service Offerings

o Deletions
m Delete Services
m Delete SIN(S)
m Delete Labor Category(s)

o Revise Terms and Conditions

m Add/Modify CSP (Note that this is a new subtype found under
“Revised Terms and Conditions”

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

Letter or Supply (LOS)(Attachment 1) and Offeror Acknowledgment Letter (Attachment 2)

(Both documents are also embedded on left side of this document).

o Only provide if LOS is currently not on file for this supplier

o Offeror Acknowledgment Letter is only for offerors providing toner

Dated Commercial Price List showing the prices, items and item descriptions
Supporting Price Documentation:

Invoices or receipts must be provided to demonstrate actual prices paid so the Contracting
Officer can make a reasonable determination that items have been sold commercially.

Invoices may not be required if not participating in TDR pilot under applicable TDR
SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible contractors
choosing to participate in the TDR Pilot when adding a TDR Pilot SIN

Add Product Proposal Price List (Template embedded on left side of this document))

o APPL s notin eMod and you will need to upload it to the system as a separate
attachment. Only the current version of the Add Labor, Course, or Service Proposal
Price List (PPL) (Template embedded on left side of this document) as incorporated
in the modification instructions will be accepted. Inclusion of any other version may
result in rejection.
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o You must fill in all cells of PPL, any empty cells may cause the modification to be
rejected. If the cell is not applicable, please type in “N/A”. Do not leave the cell
empty.

Under MAS 75, vendors will have the option to offer other enhanced delivery options such as
next-day delivery, desktop delivery and secure desktop delivery. In addition, they may offer
real time order status tracking on GSA Advantage, office services, and walk-in/on-site stores.

Convenience Fee for Enhanced SIN(s) 75 220 and 75 280 Offerors ONLY: A convenience
fee to fulfill orders below the minimum order amount may be proposed. If a convenience fee
is proposed, this fee will be negotiated and the Contractor will fulfill orders below the
minimum order amount with the addition of this convenience fee. This convenience fee must
be specified in the applicable catalog/pricelist.

NOTE — As of April 2019, vendor must offer both Convenience Fee and Real Time
Order Status. These are mandatory reguirements.

Identify proposed fee in the Add Product Proposal Price List for optional delivery
service(s). (Enter “N/A” if none is offered) (Template embedded on left side of this

document):

Service Proposed Fee

Next-Day Delivery

Desktop Delivery

Secure Desktop Delivery

Convenience Fee

Note: The PPL is not to be reformatted or changed. Formulas must be seen in the
spreadsheet. It needs to be completed and submitted in exactly the same format
incorporated in the template or your modification will be rejected.

Submit proposed pricing using the attached Price Proposal Template. The Price
Proposal Template MUST be submitted in Microsoft Office Excel format. The proposed
pricing structure must be consistent with the offeror’s commercial practices. Pricing
must be clearly identified as based either on a"Commercial Price List" or a
"Commercial Market Price," as defined in FAR 2.101 (see "Catalog Price" and "Market
Prices" under the definition of "Commercial ltem").

(A) If the MFC is a Federal agency, but sales exist to commercial customers,
identify which, if any, of the commercial customers receive the offeror’s best
price. This will allow the Government to establish a "basis of award"” customer
in accordance with paragraph (a) of clause 552.238-75 Price Reductions.




(B) Proposed prices must include the 0.75% Industrial Funding Fee (IFF) (see
contract clause 552.238-74 Industrial Funding Fee and Sales Reporting). This
fee will be included in the awarded prices and reflected in the total amount
charged to ordering activities.

Provide supporting documentation for EACH proposed product/service price.
Supporting pricing documentation may consist of published and publicly-available
commercial catalogs/price lists, copies of invoices, contracts, quote sheets, etc., and
must be submitted with the offer. There must be a clear and relevant relationship
between the supporting document and the proposed price it is meant to substantiate.
Each supporting document must be clearly labeled with the name of the corresponding
proposed product/service.

The offeror must submit a detailed price narrative containing sufficient information for
each of the products/services offered to enable the contracting officer to determine that
offered prices are fair and reasonable. For example, if a price offered to GSA is not
equal to or better than the price offered to the offeror's designated Most Favored
Customer, the narrative must explain the rationale for proposing such a pricein a
manner sufficient to enable the contracting officer to determine that the rate is fair and
reasonable. Any deviation from the offeror's commercial sales practices must be
explained, including the specific circumstances and frequency of the deviations.

The offeror must also propose a mechanism for future price adjustments, as detailed
below:

(A) If pricing proposed in the Price Proposal Template is based on a
commercial price list, submit a copy of the company's current, dated price list,
catalog, or standard rate sheet (note that this must be an existing, standalone
document, and not prepared for purposes of this solicitation). Future price
adjustments for pricing based on a commercial price list are subject to clause
552.216-70 Economic Price Adjustment — Multiple Award Schedule Contracts.

OR

(B) If pricing proposed in the Price Proposal Template is based on commercial
market prices, future price adjustments are subject to clause I-FSS-969
Economic Price Adjustment — FSS Multiple Award Schedule. The offeror must
either propose a fixed annual escalation rate or identify a relevant market
indicator (e.g., the Bureau of Labor Statistics Employment Cost Index).

Provide the complete, updated GSA price list showing the entire contract portfolio that will be
displayed on GSA Advantage! after modification approval. The format shall be the same as the
Add Products Pricing Worksheet (Template embedded on left side of this document).

**Click here to go back to Table of Contents




Required Documents To Be Included With Modification

Add SIN
Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only accept
eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80
Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.

# | Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due Package
to unique circumstances of the request)

1 | Signed and Dated Cover Letter (Template embedded on left side of this
document)

2 | Commercial Sales Practice Format (CSP) (if applicable). CSP is not required if
participating in TDR pilot under applicable TDR SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot SIN

3 Project list and descriptions for relevant project (include Statements of Work)::

e Schedule OOCORP - one relevant project required;

e Schedule 738X, 736, 67, and 75 - two relevant projects and descriptions
(not exceeding 4 pages for each project) for each SIN being added
along with solicitation project forms (see applicable solicitations) and;

e Schedule 76 - two relevant projects and descriptions (not exceeding 4
pages for each project) for each SIN being added.

4 | Supporting Price Documentation (Invoices, etc.)

May not be required if participating in TDR pilot under applicable TDR SIN.
Check with your Contracting Officer.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot SIN

5 Click link if adding Labor Cateqgory, Course, and/or Service Offerings and follow
steps of that section

6 | Click link here if adding Products and follow steps of that section
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Proposal Price List (PPL) (Templates embedded on left side of this document).

You must fill in all cells of PPL, any empty cells may cause the modification to be
rejected. If the cell is not applicable, please type in “N/A”. Do not leave the cell
empty.

**Choose which spreadsheet fits your needs by reviewing the subject tabs on the
bottom of the sheet.

Entire updated and approved GSA Schedule price list showing the entire
contract portfolio that will be displayed on GSA Advantage! after the completion
of the modification. The format shall be the same as the Add Products Proposal
Price List (PPL) or Add Labor, Course, or Service Proposal Price List (PPL), but
showing your entire GSA Catalog. (Templates embedded on left side of this
document)

Submit a Cover Letter (Template embedded on left side of this document) signed by an
authorized negotiator (as identified in your contract) briefly describing your request and the
rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:

o Pricing:
m Temporary Price Reduction
m Permanent Price Reduction (Based on Most Favorite Customer)
m Permanent Price Reduction (Based on Industry Partner Requested)
m Economic Price Adjustment with CPL (EPA with CPL)
m  Economic Price Adjustment without CPL (EPA without CPL)

o Additions
m Add Labor category(s)
= Add SIN(s)

m Add Service Offerings

o Deletions
m Delete Services
m Delete SIN(s)
m Delete Labor Category(s)




o Revise Terms and Conditions

m Add/Modify CSP (Note that this is a new subtype found under
“Revised Terms and Conditions”

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

3. Relevant Project Experience: The Offeror must submit a narrative demonstrating relevant
project experience. A narrative is required for each proposed services SIN and must include the
following:

(A) A description of one (1) or two (2) relevant project depending on solicitation, not to
exceed four (4) pages per project (20,000 characters in eOffer/eMod). Each description
must clearly indicate the SIN to which it applies, and identify the specific services being
proposed under that SIN. The project must either have been completed within the last two
years or be ongoing. For ongoing contracts with a base year and option years, at a
minimum, the base year must have been completed; for multi-year task orders, at a
minimum, the first year must have been completed.

Each project description must also address the following elements:

1) Detailed description of SIN-relevant work performed and results achieved
2) Methodology, tools, and/or processes utilized in performing the work

3) Demonstration of compliance with any applicable laws, regulations,
Executive Orders, OMB Circulars, professional standards, etc.

4) Project schedule (i.e., major milestones, tasks, deliverables), including an
explanation of any delays

5) How the work performed is similar in scope and complexity to the work
solicited under the proposed SIN

6) Demonstration of required specific experience and/or special qualifications

detailed under the proposed SIN.

The Offeror may use the same project in support of more than one SIN as long
as the description clearly identifies the SIN-relevant work. All examples of

completed services must have been deemed acceptable by the customer.

If the Offeror was previously awarded a Schedule contract for these services
that was cancelled or allowed to expire due to low or no sales, at least one of
the Offeror’s relevant projects must be a Federal prime contract valued in
excess of $25,000.

(B) For each project description, the following customer reference information
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must also be provided:
(1) Customer/client name
(2) Project name/contract number
(3) Customer point of contact for project
(4) Point of contact phone number and email
(5) Project performance period (include months/years)
(6) Dollar value of the entire project
(7) Dollar value received for the work performed relevant to the SIN offered
(8) Brief summary of the project as a whole (background, purpose, etc.)
(9) A complete copy of the Statement of Work, Performance Work Statement
or Statement of Objectives for the project.
4. Supporting Price Documentation:

The Offeror has the option to propose separate rates for "domestic” versus "overseas”
and/or “customer facility” versus “contractor facility” if there are variations in costs that
depend on where the work is performed. Rates proposed in this manner must be clearly
labeled as such.

Invoices or receipts must be provided to demonstrate actual prices paid so the Contracting
Officer can make a reasonable determination that items have been sold commercially.

Invoices may not be required if not participating in TDR pilot under applicable TDR
SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible contractors
choosing to participate in the TDR Pilot when adding a TDR Pilot SIN

NOTE: Steps 5-8 self explanatory

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Address Change
Modification Authority 552.238-81(a)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.
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# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter stating new address and old address you
wish to delete. (Template also embedded on left side of this document)

2 Provide a copy of SAM showing the new address

1. Submit a Cover Letter (Template embedded on left side of this document) signed by an
authorized negotiator (as identified in your contract) briefly describing your request and the
rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. Copy of SAM showing new address (Please print the SAM page confirming your new
address)

Note: Address Changes: You must first change your address in the System for Award
Management (SAM) at https://www.sam.gov/SAM/. Upon accessing the eMod system, the vendor
will be notified of the address change via a pop-up message. The user will be required to confirm
the new address and will be prompted to apply the new address to any other GSA schedule
contracts that the company may hold. An automatic rapid action modification (RAM) will be sent to
your Contracting Officer to incorporate the change into your contract. The generated modification
will not affect the list of current Authorized Negotiators or Contact for Contract Administration.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Contract Administrator/Point of Contact (POC)
Modification Authority G-FSS-900-C
And
Authorized Negotiator
Modification Authority K-FSS-1

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
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inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter signed by an ALREADY APPROVED
authorized negotiator (as identified in your contract) stating the changes or
additions of the contract administrator, point of contact, or authorized
negotiator. (Template also embedded on left side of this document)

2 Provide a completed copy of the “Agent Authorized Letter” (Template also
embedded on left side of this document)

*Note: If a firm is adding a third party as an authorized negotiator, also attach
an agent authorization letter (found as a separate document in the latest
solicitation refresh) signed by the contractor’s authorized negotiator.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Email Address Change
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)
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1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the email to be deleted and the new email to be added.

1. Submit a Cover Letter (Template also embedded on left side of this document) signed by
an authorized negotiator (as identified in your contract) briefly describing your request and
the rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Fax Change
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the fax number to be deleted and the new fax number to be added.

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/fax-change

letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Industrial Funding Fee (POC)
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the designated Point of Contact (POC) to be contacted regarding the
Industrial Funding Fee. Information will include:
e Name of POC;
Title;
Address;
Phone Number and;
Email

3 Provide name of POC you wish to remove (if applicable)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/industrial-funding-fee-poc

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Point of Contacts for Manufacturers, Dealers, Resellers, Agents
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the designated Point of Contact (POC). Information will include:
e Name of POC;

Title;

Address;

Phone Number and;

Email

Relationship to your company

Role in this schedule contract

3 Provide name of POC you wish to remove (if applicable)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/point-of-contacts-for-manufacturers-dealers-resellers-agents

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Order Point of Contact (POC)
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the designated Point of Contact (POC) to be contacted regarding
Schedule Orders. Information will include:
e Name of POC;
Title;
Address;
Phone Number and;
Email

3 Provide name of POC you wish to remove (if applicable)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

**Click here to go back to Table of Contents



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/order-point-of-contact-poc

Required Documents To Be Included With Modification

Telephone Change
Modification Authority G-FSS-900-C

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the new designated telephone number.

3 Provide old telephone number you wish to remove (if applicable)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Website Address Change
Modification Authority G-FSS-900-C



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/telephone-change
https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/administrative-modifications/website-address-change

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Provide the new designated website address.

3 Provide old website address you wish to remove (if applicable)

4 Provide a copy of SAM showing the new website address

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

Note: Website Changes: You must first change your website address in the System for Award
Management (SAM) at https://www.sam.gov/SAM/. Upon accessing the eMod system, the vendor
will be notified of the website address change via a pop-up message. The user will be required to
confirm the new website address and will be prompted to apply the new website address to any
other GSA schedule contracts that the company may hold. An automatic rapid action modification
(RAM) will be sent to your Contracting Officer to incorporate the change into your contract. The
generated modification will not affect the list of current Authorized Negotiators or Contact for
Contract Administration.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification



https://www.sam.gov/SAM/

Delete Labor Category, Course, or Service Offerings
Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only
accept eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80
Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Delete Labor, Course, or Service Proposal Price List (PPL) showing items to be
deleted
(Template embedded on left side of this document)

3 Entire updated and approved GSA Schedule price list showing the entire
contract portfolio that will be displayed on GSA Advantage! after the completion
of the modification. The format shall be the same as the Add Labor, Course, or
Service Proposal Price List (PPL) but showing your entire GSA Catalog.
(Template embedded on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your cover
letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. Show the items being deleted in the proper Delete Labor, Course, or Service Proposal Price
List (PPL) showing items to be deleted (Template embedded on left side of this document)

3. Entire updated and approved GSA Schedule price list showing the entire contract portfolio that
will be displayed on GSA Advantage! after the completion of the modification. The format
shall be the same as the Add Labor, Course, or Service Proposal Price List (PPL) but showing
your entire GSA Catalog. (Template embedded on left side of this document)



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/deletion-modifications/delete-labor-category-or-service-offerings

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Delete Product(s)

Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only
accept eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80

Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Delete Product Proposal Price List (PPL)
(Template embedded on left side of this document)

3 Entire updated and approved GSA Schedule price list showing the entire
contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product Proposal Price List (PPL) but showing your entire GSA Catalog.
(Template embedded on left side of this document)

1. Submit a cover letter signed by an authorized negotiator (as identified in your contract)
briefly describing your request and the rationale for the request. Also, include the following
statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. Show the items being deleted in the proper Delete Product PPL format (Template



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/deletion-modifications/delete-product-s

embedded on left side of this document)

3. Entire updated and approved GSA Schedule price list showing the entire contract portfolio
that will be displayed on GSA Advantage! after the completion of the modification. The
format shall be the same as the Add Product Proposal Price List (PPL) but showing your
entire GSA Catalog. (Template embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Delete SIN
Modification Authority 552.238-82. Use Alternate | for Federal Supply Schedules that only
accept eMod. Use Alternate Il for Federal Supply Schedules with Transactional Data Reporting
requirements. This alternate clause is used when vendors agree to include clause 552.238-80
Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 | Click here if deleting_Delete Labor Category, Course, and/or
Service Offerings

3 Click here if deleting Delete Products

4 Delete Proposal Price List (PPL) (Templates embedded on left side of this
document).

**Choose which spreadsheet fits your needs by reviewing the subject tabs on
the bottom of the sheet.



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/deletion-modifications/delete-sin

5 Entire updated and approved GSA Schedule price list showing the entire
contract portfolio that will be displayed on GSA Advantage! after the completion
of the modification. The format shall be the same as the Add Products
Proposal Price List (PPL) or Add Labor, Course, or Service Proposal Price List
(PPL), but showing your entire GSA Catalog. (Templates embedded on left
side of this document)

1. Submit a cover letter signed by an authorized negotiator (as identified in your contract)
briefly describing your request and the rationale for the request. Also, include the following
statement in your cover letter

“By submission of the modification request, {insert Company Name} has certified that all
information is current, complete and accurate.

2. Click on appropriate link Delete Labor Category, Course, and/or Service in the checklist
depending on items being deleted within the request deleted SIN.

3. Click on appropriate link Delete Products in the checklist depending on items being deleted
within the request deleted SIN.

NOTE: Steps 4-5 Self explanatory

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Change of Name Agreement Modification FAR 42.1205

Modification Authority 42.1204 or 52.212-4 (c)
When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/legal-modifications/change-of-name-agreement-modification

2 If name change has already been processed by another federal
agency/organization, a signed copy of the modification which must include
your GSA contract as one of the affected contracts impacted by the Change
of Name. (Contractor may skip remaining steps below if this is applicable)

3 | Three signed original Change-of-Name Agreements (Template also
embedded on left side of this document)

4 The document affecting the name change, authenticated by a proper
official of the State having jurisdiction.

5 | The opinion of the contractor’s legal counsel stating that the change of
name was properly effected under applicable law and showing the
effective date.

Suggested Legal Certification of Name Change Template (Template also
embedded on left side of this document)

6 | Alist of all affected contracts and purchase orders remaining unsettled
between the contractor and the Government, showing for each:

e Contract number

e Contract type

e Name and address of the contracting office.

The contracting officer may request the total dollar value as amended
and the remaining unpaid balance for each contract.

1. Prior to submitting a modification, please review Federal Acquisition Regulation (FAR)
42.1204 (a) and (b) and 42.1205 to determine whether you should submit a novation or
change of name agreement to GSA for the subject contract.

Submit a Cover Letter signed by an authorized negotiator (as identified in your contract)
briefly describing your request and the rationale for the request. Also, include the following
statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and

accurate. All other terms and conditions remain the same.”

a. State whether or not the DUNS is changing and provide the new DUNS if it is
changing, if it is changing you must add change of DUNS request into your
submitted modification request.

Note: Legal Documents must be sent in hard copy for Change of
Name Agreements, rather than electronically.

Note: Do not create the electronic modification request until the
hard copy documents have been mailed to your CO. Once the
CO has confirmed receipt of the hard copy documents you will
submit the Name Change eMod request.




IMPORTANT: Once the CO/CS has confirmed receipt and the firm submits the Name Change
eMod Request the firm must check not only the box for a “Name Change” mod type, but
also a change of “DUNS number” mod type if applicable.

2. If you are requesting that GSA recognize a change of name agreement that has already
been processed by another federal agency/organization, a signed copy of the
modification must be provided and must include your GSA contract as one of the affected
contracts impacted by the Change of Name. The signed modification must also include the
incorporated Change of Name Agreement and Exhibit A identifying the GSA contract.

3. If you determine GSA is the responsible agency for the initial processing of your Change-
of-Name Agreements (Template also embedded on left side of this document)
modification, submit ALL documents required by regulation (FAR 42.1205 for change of
name agreement)

a. Confirm the name of your GSA Contract Specialist (see the eLibrary
instructions in the first paragraph of the modification instructions).

b. Mail the 3 SIGNED ORIGINAL Change-of-Name Agreements (Template also
embedded on left side of this document) documents to your assigned Contract
Specialist at the address specified by your Contract Specialist.

Ensure you include three copies of the original signed Change of Name Agreements.
*NOTE: Thisis a FAR requirement and not a GSA requirement)

¢ Required Documents Numbered 4-6 are self explanatory

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Novation Agreement Modification (FAR 42.1204)
Modification Authority 42.1204 or 52.212-4 (c)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/legal-modifications/novation-agreement-modification

to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 If novation has already been processed by another federal
agency/organization, a signed copy of the modification. (Contractor may
skip remaining steps below)

3 Three signed original proposed Novation Agreement (Template also
embedded on left side of this document)

4 ALL documents required by regulation (FAR 42.1204(e) and (f) for novation)

5 Subcontracting Plan (if applicable)

6 A list of all affected contracts and purchase orders remaining unsettled
between the contractor and the Government, showing for each:

e Contract number

e Contract type

e Name and address of the contracting office.

The contracting officer may request the total dollar value as amended and the
remaining unpaid balance for each contract.

1. Prior to submitting a modification, please review Federal Acquisition Regulation (FAR)
42.1204 (a) and (b) and 42.1205 to determine whether you should submit a novation or
change of name agreement to GSA for the subject contract.

Submit a Cover Letter (Template also embedded on left side of this document) signed
by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete
and accurate. All other terms and conditions remain the same.”

NOTE: For novations, the “transferor” is the company that holds the government contract that
needs to be modified. Example: ABC Company has been bought by XYZ Company. In this
example, the “transferor” is ABC Company and the “transferee” is the XYZ Company.

GSA is required by federal regulation to determine if the transferee is a responsible
party to receive a federal contract. Therefore, please include either in your
modification request cover letter or as an attachment to the cover letter the following
information about the transferee:

a. State that the transferee has ensured that the registrations in SAM are current,
accurate, and reflect the NAICS code(s) for the contract being transferred. SAM
registration is at www.sam.gov. Confirm that the transferee and all the officers of
the transferee’s company are not currently debarred or suspended from receiving
federal contracts.



http://www.sam.gov/

b. Identify whether the transferee has any existing GSA Schedule contracts, and
if so, the contract numbers of those contracts, along with the name, title,
telephone number, email address, and mailing address of the applicable
Contracting Officer.

c. Provide the transferee’s company website address.

d. State whether or not the DUNS is changing and provide the new DUNS if it is
changing, if it is changing you must add change of DUNS request into
your submitted modification request.

e. Provide the following information:

. Name of new point of contact for Contract Administration and all
Authorized Negotiators. For each individual include the following:

Title

Phone # and extension

Fax #

Address- if different from contract address (address in SAM) ensure
this is noted.

Email address

Identify which Authorized Negotiators can sign and commit the
company

Note: Legal Documents must be sent in hard copy for Novations
and Change of Name Agreements, rather than electronically.

Note: Do not create the electronic modification request until the
hard copy documents have been mailed to your CO. Once the
CO has confirmed receipt of the hard copy documents you will
submit the Novation eMod request.

IMPORTANT: Once the CO/CS has confirmed receipt and the firm submits the Novation
eMod Request the firm must check not only the box for a “Novation” mod type, but also a
change of “DUNS number” mod type. If the DUNS number is not changed in this step of the
process, it can cause a system error that will delay the novation.

2. If you are requesting that GSA recognize a novation or that has already been
processed by another federal agency/organization, a signed copy of the modification
must be provided and must include your GSA contract as one of the affected contracts
impacted by the Novation. The signed modification must also include the incorporated
Novation Agreement and Exhibit A identifying the GSA contract.

3. If you determine GSA is the responsible agency for the initial processing of your
Novation modification, submit three original copies of the signed novation-related
documents (see Novation Agreement (Template also embedded on left side of this




document))

e Confirm the name of your GSA Contract Specialist (see the eLibrary
instructions in the first paragraph of the modification instructions).

e Mail the original documents to your assigned Contract Specialist at the
address specified by your Contract Specialist.

4. If you determine GSA is the responsible agency for the initial processing of your
Novation modification, submit ALL documents required by regulation (FAR 42.1204(e)
and (f) for novation).

5. If your company is changing from a small business size to a large business size according
to your NAICs code, a Subcontracting Plan will be required. If your company is already a
large business and is remaining a large business, an updated Subcontracting Plan will be
required.

a. In accordance with clause 52.219-28, Post Award Small Business Program Re-
representation, paragraph (b) (1), you must re-represent your business size in
SAM. Once this re-representation is done, you must submit a “Representation of
Size” modification via the eMod system in order for GSA to recognize your new
business size.

b. If the transferor was awarded as a small business and the transferee is other than a
small business for the NAICS code(s) established in the contract, then the
transferee must complete and submit a subcontracting plan from the current
solicitation with the modification request. You can submit a request to add a
subcontracting plan via the eMod system.

6. List of all government contracts (including BPAs and task orders placed under all
contracts) affected by the change, and the Contracting Officer/Administrative Contracting
Officer name, address, telephone number, and e-mail for each affected government
contract.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Temporary Price Reduction
Modification Authority 552.238-81 or 552.238-81 Alternate | for Federal Supply Schedules with
Transactional Data Reporting requirements. This alternate clause is used when vendors agree to
include clause 552.238-80 Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/pricing-modifications/temporary-price-reduction

efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different Package
due to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

e Make note your price reduction will go into effect effective immediately
S0 set your start date as today's date and choose the end date for the
temporary price reduction.

2 Commercial Sales Practice Format (CSP) (if applicable). CSP is not required
if participating in TDR pilot under applicable TDR SIN.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot
SIN

3 Temporary Price Reduction Proposal Price List (PPL)
(Template also embedded on left side of this document)

4 Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document) signed by
an authorized negotiator (as identified in your contract) briefly describing your request and the
rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note your price reduction will go into effect effective immediately so set your start
date as today's date and choose the end date for the temporary price reduction.

2. Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:

o Pricing:




m Temporary Price Reduction

m Permanent Price Reduction (Based on Most Favorite Customer)

m Permanent Price Reduction (Based on Industry Partner Requested)
m Economic Price Adjustment with CPL (EPA with CPL)

m Economic Price Adjustment without CPL (EPA without CPL)

o Additions
m Add Labor category(s)
= Add SIN(S)

m Add Service Offerings

o Deletions
m Delete Services
m Delete SIN(s)
m Delete Labor Category(s)

o Revise Terms and Conditions

m  Add/Modify CSP (Note that this is a new subtype found under
“Revised Terms and Conditions”

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

3. Temporary Price Reduction Proposal Price List (PPL) (Template embedded on left side of
this document)

A PPL is also required. Currently this form is not in eMod and you will need to upload it to the
system as a separate attachment. Only the current version of the PPL as incorporated in the
modification instructions will be accepted. Inclusion of any other version may result in
rejection.

NOTE: Include the end date of the temporary price reduction in the cover letter and
spreadsheet

4. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification.
The format shall be the same as the_Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/update-revise-commercial-sales-practice

Required Documents To Be Included With Modification

Economic Price Adjustments based on a Commercial Price List (CPL)
Modification Authority 552.216-70 Deviation Il July 2016

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in Package

(Contracting Officer may require more than is listed and
possibly different due to unique circumstances of the
request)

1 Signed and Dated Cover Letter (Template also embedded
on left side of this document)

e Make note your price increase will not go into effect
effective until the modification is completed and
signed by the Contracting Officer.

e Provide the CO with some background information
regarding your current prices, the applicable wage
determination price levels, and the increases
necessary for your company.

e Prior to changing pricing for labor categories
or services for Schedule 736 TAPS, please read
requirements by reading Critical Information
Schedule 736 TAPS (document is also
embedded on left side of this document).

e Prior to changing pricing for products on
Schedule 75, please review “Made in America”,
“Trade Agreements Act”, and “Essentially the
Same (ETS)” requirements for products by
reading Critical Information Schedule 75 Legacy
SINs 75-85, 75-200, and 75-210 and Critical
Information Schedule 75 Enhanced SIN 75-220
and 75-280 (both documents are also embedded
on left side of this document).

2 Commercial Price List (CPL) with effective date.




3 Supporting Pricing Documentation (Invoices etc.)
Click here for instructions applicable to TDR Pilot

Participants

4 EPA Pricing Worksheet (Template embedded on left side
of this document)

You must fill in all cells of PPL, any empty cells may cause
the modification to be rejected. If the cell is not applicable,
please type in “N/A”. Do not leave the cell empty.

Note: As per 552.216-70 Deviation Il,

(b) Contractors may request price increases to be effective
on or after the first 12 months of the contract period
providing all of the following conditions are met:

(1) No more than three increases will be considered
during each succeeding 12-month period of the
contract. For succeeding contract periods of less
than 12 months, up to three increases will be
considered subject to the other conditions of this
subparagraph (b).

(2) Increases are requested before the last 60 days of
the contract period.

(3) Atleast 30 days elapse between requested
increases.

(c) In any contract period during which price increases will
be considered, the aggregate of the increases during any
12-month period shall not exceed

e 10 (ten) percent (Sch. 67, 75, 76, & 81IB)
e 5 (five) percent (Sch. 00CORP)
e 4 (four) percent (Sch. 736 & 738X)

of the contract unit price in effect at the end of the
preceding 12-month period. The Government reserves the
right to raise the ceiling when market conditions during the
contract period support such a change.

5 Provide the entire updated and approved GSA Schedule
price list showing the entire contract portfolio that will be
displayed on GSA Advantage! after the completion of the
modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded
on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document) signed
by an authorized negotiator (as identified in your contract) briefly describing your request and




the rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o |AW SCP-FSS-008 SPECIFIC PROPOSAL INSTRUCTIONS FOR SERVICES (March
2019) (d)(3)(iv) Service Contract Act: Escalation was clarified and all non-professional
labor categories (SCA covered) shall be escalated IAW 52.222-43 Fair Labor
Standards Act and Service Contract Act Price Adjustment (Multiple Year and Option
Contracts). In addition to clause 52.222-43, one of the following two methods of
escalation will be awarded, I-FSS-969 or 552.216-70. If your contract was awarded
prior to this SCP revision, be sure to request an additional method of escalation for
your non-exempt labor categories.

o State that you are requesting an Economic Price Adjustment (EPA) in accordance
with EPA Clause 552.216-70. Identify the amount of EPA being requested, pursuant
to the changes in the CPL. Note: The percent increase cannot be greater than the
annual cap in the contract and the percent increase between your awarded CPL and
new CPL prices.

o State that all prices offered to GSA include the current 0.75% IFF.

Provide a copy of the current CPL with its effective date.

Verify that the requested EPA does not negatively affect the discount relationship with the
Basis of Award (BOA) customer(s) established at the time of award (or last modification;
whichever is more recent).

Provide documentation supporting the reasonableness of the price increase. Supporting
pricing documentation may consist of published and publicly available commercial
catalogs/price lists, copies of invoices, contracts, quote sheets, etc.

EPA Pricing Worksheet (Template embedded on left side of this document)

An EPA Pricing Worksheet is also required. Currently this form is not in eMod and you will
need to upload it to the system as a separate attachment. Only the current version of the
PPL as incorporated in the modification instructions will be accepted. Inclusion of any
other version may result in rejection.

Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on the
portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents




Required Documents To Be Included With Modification

Economic Price Adjustments without a Commercial Price List (CPL)
Modification Authority 52.222-41(C)(3) or 52.222-43 or I-FSS-969

Economic Price Adjustments based on Market Pricing
Modification Authority 52.222-41(C)(3), 52.222-43, 552.216-70 Dev. Il or I-FSS-969 Alt. Il

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

Section I: Market Pricing (EPA) Modification Checklist

Price increase modifications without a CPL are only allowed for contracts with pre-
negotiated escalation rates or when escalations are based on a certain market indicator
such as the Consumer Price Index.

# Documents Required to Be Submitted Included in Package
(Contracting Officer may require more than is listed and
possibly different due to unique circumstances of the
request)

1 Signed and Dated Cover Letter (Template also embedded
on left side of this document)

e Make note your price increase will not go into effect
effective until the modification is completed and
signed by the Contracting Officer.

e Provide the CO with some background information
regarding your current prices, the applicable wage
determination price levels, and the increases
necessary for your company to be in compliance
with the wage determined rates set forth by the
Department of Labor.

e Prior to updating pricing for labor categories or
services for Schedule 736 TAPS, please read
requirements by reading Critical Information
Schedule 736 TAPS (document is also
embedded on left side of this document).

e Prior to changing pricing for products on
Schedule 75, please review “Made in America”,
“Trade Agreements Act”, and “Essentially the
Same (ETS)” requirements for products by




reading Critical Information Schedule 75 Legacy
SINs 75-85, 75-200, and 75-210 and Critical
Information Schedule 75 Enhanced SIN 75-220
and 75-280 (both documents are also embedded
on left side of this document).

Copy of the Agreed Upon Market Indicator. See SCA
Matrix for Labor Categories and Services

EPA Pricing Worksheet (Template embedded on left side
of this document)

You must fill in all cells of PPL, any empty cells may cause
the modification to be rejected. If the cell is not applicable,
please type in “N/A”. Do not leave the cell empty.

Note: As per 552.216-70 Deviation Il and I-FSS-969 Alt.
II, Contractors may request price increases to be effective
on or after the first 12 months of the contract period
providing all of the following conditions are met:

(1) No more than three increases will be considered
during each succeeding 12-month period of the
contract. For succeeding contract periods of less
than 12 months, up to three increases will be
considered subject to the other conditions of this
subparagraph (b).

(2) Increases are requested before the last 60 days of
the contract period.

(3) At least 30 days elapse between requested
increases.

(c) In any contract period during which price increases will
be considered, the aggregate of the increases during any
12-month period shall not exceed

e 10 (ten) percent (Sch. 67, 75, 76, & 81IB)
e 5 (five) percent (Sch. 00CORP)
e 4 (four) percent (Sch. 736 & 738X)

of the contract unit price in effect at the end of the
preceding 12-month period. The Government reserves the
right to raise the ceiling when market conditions during the
contract period support such a change.

Provide the entire updated and approved GSA Schedule
price list showing the entire contract portfolio that will be
displayed on GSA Advantage! after the completion of the




modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded
on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document) signed
by an authorized negotiator (as identified in your contract) briefly describing your request and
the rationale for the request. Also, include the following statement in your cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o |AW SCP-FSS-008 SPECIFIC PROPOSAL INSTRUCTIONS FOR SERVICES (March
2019) (d)(3)(iv) Service Contract Act: Escalation was clarified and all non-professional
labor categories (SCA covered) shall be escalated IAW 52.222-43 Fair Labor
Standards Act and Service Contract Act Price Adjustment (Multiple Year and Option
Contracts). In addition to clause 52.222-43, one of the following two methods of
escalation will be awarded, I-FSS-969 or 552.216-70. If your contract was awarded
prior to this SCP revision, be sure to request an additional method of escalation for
your non-exempt labor categories.

o State that you are requesting an Economic Price Adjustment (EPA) in accordance
with EPA Clause I-FSS-969. Identify the amount of EPA being requested. Note: The
percent increase cannot be greater than the annual cap in the contract.

o State that all prices offered to GSA include the current 0.75% IFF.

2. Submit a copy of the market indicator that was agreed upon at the time of award
(or madification, whichever is most recent). If you do not have the ECI quarter
identified in your award documents you may determine the correct quarter by
utilizing the following guidance. See SCA Matrix for Labor Categories and
Services

3. EPA Pricing Worksheet (Template embedded on left side of this document)

An EPA Pricing Worksheet is also required. Currently this form is not in eMod and you will
need to upload it to the system as a separate attachment. Only the current version of the
pricing worksheet as incorporated in the modification instructions will be accepted.
Inclusion of any other version may result in rejection.

Note: The percent increase cannot be greater than the annual cap in the contract, nor can it
be greater than the market indicator demonstrates (for example, if your contract is based on
a BLS ECI table, and the current published increase is 2.5%, you could not receive more
than a 2.5% EPA).

If pricing is based on commercial market rates with an Economic Price Adjustment at a
fixed rate escalation, clause I-FSS-969 (b) (1), include pricing for the remaining
contract years, including all option periods, with the annual escalation percentage (e.g.
2%) stated in the price list.

Verify that the requested EPA does not negatively affect the discount relationship




with the BOA established at the time of award (or last modification, whichever is
more recent).

4. Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on the
portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Types of Modifications: EPA Based on Service Contract Act (SCA)
Modification Authority 52.222-41(C)(3), 52.222-43, 552.216-70 Deviation Il or I-FSS-969 Alt. II,

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

Section II: SCA (EPA) Modification Checklist

Price increase modifications without a CPL are only allowed for contracts with pre-
negotiated escalation rates or when escalations are based on a certain market
indicator such as the Consumer Price Index.

# Documents Required to be Submitted Included in Package

(Contracting Officer may require more than is listed
and possibly different due to unique circumstances
of the request)

1 Signed and Dated Cover Letter

e Make note your price increase will not go
into effect effective until the modification is
completed and signed by the Contracting
Officer.

e Provide the CO with some background
information regarding your current prices,
the applicable wage determination price
levels, and the increases necessary for your
company to be in compliance with the wage
determined rates set forth by the
Department of Labor. For more information




regarding wage compliance for government
contracts go to https://beta.sam.gov/ and
find “Wage Determinations”.

e Prior to adding labor categories or
services for Schedule 736 TAPS, please
read requirements by reading Critical
Information Schedule 736 TAPS
(document is also embedded on left side
of this document).

Current/Wage Determinations (WD) by Number. See
SCA Matrix

Wage Determination Pricing Worksheet (Template
embedded on left side of this document)

You must fill in all cells of PPL, any empty cells may
cause the modification to be rejected. If the cell is
not applicable, please type in “N/A”. Do not leave
the cell empty.

Note: As per 552.216-70 Deviation Il and I-FSS-
969 Alt. ll, Contractors may request price increases
to be effective on or after the first 12 months of the
contract period providing all of the following
conditions are met:

(4) No more than three increases will be
considered during each succeeding 12-
month period of the contract. For
succeeding contract periods of less than 12
months, up to three increases will be
considered subject to the other conditions of
this subparagraph (b).

(5) Increases are requested before the last 60
days of the contract period.

(6) Atleast 30 days elapse between requested
increases.

In any contract period during which price increases
will be considered, the aggregate of the increases
during any 12-month period shall not exceed

e 10 (ten) percent (Sch. 67, 75, 76, &
81IB)

e 5 (five) percent (Sch. 00CORP)

e 4 (four) percent (Sch. 736 & 738X)



https://beta.sam.gov/

of the contract unit price in effect at the end of the
preceding 12-month period. The Government
reserves the right to raise the ceiling when market
conditions during the contract period support such a
change.

4 Provide the entire updated and approved GSA
Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage!
after the completion of the modification. The format
shall be the same as the Add Product or Add Labor
Cateqgory, Training, or Service template depending
on the portfolio. (Templates embedded on left side
of this document)

(Note: Applicable to price changes IAW clause 52.222-43, Fair Labor Standards Act and SCA
Price Adjustment (Multiple Year and Option Contracts), due to incorporating revised wage
determinations into the contract)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. ldentify the current and new wage determinations (WD) by number, revision number, and
date of last revision. Provide spreadsheet(s) identifying the original and changed direct
labor and/or health and welfare benefit rates, and applicable costs (e.g., FICA, FUCA,
SUTA, Workmen’s Compensation). Provide the information showing how you calculated
the changes in an Excel spreadsheet format so that the calculations may be verified by the
reviewer. See SCA Matrix

3. Provide a Wage Determination Pricing Worksheet (Template embedded on left
side of this document) spreadsheet showing the current contract rates, the total
amounts to be added due to the WD increases, and the resulting new rates
(see sample template below; labor category, dollars and percentages shown
are for example purposes).

4. Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the _Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents




Required Documents To Be Included With Modification

Permanent Price Reduction (Based on Most Favored Customer)
Modification Authority 552.238-81 or 552.238-81 Alternate | for Federal Supply Schedules with
Transactional Data Reporting requirements. This alternate clause is used when vendors agree to
include clause 552.238-80 Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package

to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

e Make note your price reduction will go into effect effective immediately
SO set your start date as today's date.

e Enter a detailed description of your reduction including information
regarding the "most favored customer" upon which your GSA rates
are based as well as any other information that may be relevant to the
CoO.

2 Commercial Sales Practice Format (CSP) (if applicable). CSP is not required
if participating in TDR pilot under applicable TDR SIN.

e \When your schedule contract prices are based on the rates offered to
your most favored customer, you need to be sure to update your
schedule so your rates remain equal to or below that which is offered
to other clients.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot
SIN

3 Permanent Price Reduction Pricing Sheet (Template embedded on left side of



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/pricing-modifications/permanent-price-reduction-based-on-most-favored-customer

this document)

Commercial Price List with Effective Date

Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note your price reduction will go into effect effective immediately so set your start
date as today's date.

o Enter a detailed description of your reduction including information regarding the "most
favored customer" upon which your GSA rates are based as well as any other
information that may be relevant to the CO.

Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:

o Pricing:
m Temporary Price Reduction
m Permanent Price Reduction (Based on Most Favorite Customer)
m Permanent Price Reduction (Based on Industry Partner Requested)
m  Economic Price Adjustment with CPL (EPA with CPL)
m Economic Price Adjustment without CPL (EPA without CPL)

o Additions
m Add Labor category(s)
m  Add SIN(s)

m Add Service Offerings

o Deletions
m Delete Services
m Delete SIN(S)




m Delete Labor Category(s)

o Revise Terms and Conditions

m  Add/Modify CSP (Note that this is a new subtype found under
“Revised Terms and Conditions”

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

3. Permanent Price Reduction Pricing Sheet (Template embedded on left side of this
document)

A pricing worksheet is also required. Currently this form is not in eMod and you will need to
upload it to the system as a separate attachment. Only the current version of the PPL as
incorporated in the modification instructions will be accepted. Inclusion of any other version
will result in rejection.

4. Commercial Price List with Effective Date

5. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification. The
format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Permanent Price Reduction (Industry Partner Requested)
Modification Authority 552.238-81 or 552.238-81 Alternate | for Federal Supply Schedules with
Transactional Data Reporting requirements. This alternate clause is used when vendors agree to
include clause 552.238-80 Alternate | in the contract.

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of inadvertently
damaging your established Advantage! portfolio. GSA DOES NOT recommend that contractors
hit the SIP “replace” button to upload their entire GSA contract portfolio after every modification.



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/update-revise-commercial-sales-practice
https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/pricing-modifications/permanent-price-reduction-industry-partner-requested

Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different Package
due to unique circumstances of the request)

Signed and Dated Cover Letter (Template also embedded on left side of this
document)

e Make note your price reduction will go into effect effective immediately
S0 set your start date as today's date.

e Enter a detailed description of your reduction including information
regarding the "most favored customer" upon which your GSA rates
are based as well as any other information that may be relevant to the
Co.

Commercial Sales Practice Format (CSP) (if applicable). CSP is not required
if participating in TDR pilot under applicable TDR SIN.

e When your schedule contract prices are based on the rates offered to
your most favored customer, you need to be sure to update your
schedule so your rates remain equal to or below that which is offered
to other clients.

Click here for instructions applicable to TDR Pilot Participants or TDR eligible
contractors choosing to participate in the TDR Pilot when adding a TDR Pilot
SIN

Permanent Price Reduction Pricing Sheet (Template embedded on left side of
this document)

Commercial Price List with Effective Date

Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note your price reduction will go into effect effective immediately so set your start
date as today's date.

o Enter a detailed description of your reduction including information regarding the
"industry partner request" upon which your GSA rates are based as well as any other




information that may be relevant to the CO.

Commercial Sales Practices (CSP) Format Information IAW SCP-FSS-001(j)(3(iv)
and (vi): Click here for instructions applicable to TDR Pilot Participants

The eMod system has been enhanced to contain an auto-fillable CSP document for
the following types of mods and submods:

o Pricing:
m Temporary Price Reduction
m Permanent Price Reduction (Based on Most Favorite Customer)
m Permanent Price Reduction (Based on Industry Partner Requested)
m Economic Price Adjustment with CPL (EPA with CPL)
m  Economic Price Adjustment without CPL (EPA without CPL)

o Additions
m Add Labor category(s)
= Add SIN(s)

m Add Service Offerings

o Deletions
m Delete Services
m Delete SIN(s)
m Delete Labor Category(s)

o Revise Terms and Conditions

m Add/Modify CSP (Note that this is a new subtype found under
“Revised Terms and Conditions”

o The CSP format as referenced in this document is an auto- fillable module in eMod
and not a separate document. In order to download the Proposal Price List (PPL)
referenced in this document you must visit the link below that corresponds to your
schedule contract.(CLICK HERE for sample guidance on filling out the CSP)

Permanent Price Reduction Pricing Sheet (Template embedded on left side of this
document)

A pricing worksheet is also required. Currently this form is not in eMod and you will need to
upload it to the system as a separate attachment. Only the current version of the PPL as
incorporated in the modification instructions will be accepted. Inclusion of any other version
will result in rejection.

Commercial Price List with Effective Date

Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification. The



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/update-revise-commercial-sales-practice

format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Wage Determinations
Modification Authority 52.222-41(C)(3) or 52.222-43

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

Section I: Market Pricing (EPA) Modification Checklist

# Documents Required to Be Submitted Included in Package

(Contracting Officer may require more than is listed and
possibly different due to unique circumstances of the
request)

1 Signed and Dated Cover Letter (Template also embedded
on left side of this document)

e Provide the CO with some background information
regarding your current prices, the applicable wage
determination price levels, and the increases
necessary for your company to be in compliance
with the wage determined rates set forth by the
Department of Labor. For more information
regarding wage compliance for government
contracts go to https://beta.sam.gov/ and find
“Wage Determinations”.

e Prior to adding labor categories or services for
Schedule 736 TAPS, please read requirements
by reading Critical Information Schedule 736
TAPS (document is also embedded on left side



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/pricing-modifications/wage-determinations
https://beta.sam.gov/

of this document).

Copy of the Agreed Upon Market Indicator

Identify the current and new wage determinations (WD)
by number, revision number, and date of last revision.

Provide Wage Determination spreadsheet (templates
embedded on left side of this document) identifying the
original and changed direct labor and/or health and welfare
benefit rates, and applicable costs (e.g., FICA, FUCA,
SUTA, Workmen’s Compensation)

Note: Can only be applied on the 12 month anniversary
date of award.

Provide the entire updated and approved GSA Schedule
price list showing the entire contract portfolio that will be
displayed on GSA Advantage! after the completion of the
modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service
template depending on the portfolio. (templates embedded
on left side of this document)

Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o |AW SCP-FSS-008 SPECIFIC PROPOSAL INSTRUCTIONS FOR SERVICES (March
2019) (d)(3)(iv) Service Contract Act: Escalation was clarified and all non-professional
labor categories (SCA covered) shall be escalated IAW 52.222-43 Fair Labor
Standards Act and Service Contract Act Price Adjustment (Multiple Year and Option
Contracts). In addition to clause 52.222-43, one of the following two methods of
escalation will be awarded, I-FSS-969 or 552.216-70. If your contract was awarded
prior to this SCP revision, be sure to request an additional method of escalation for
your non-exempt labor categories.

o For more information regarding wage compliance for government contracts go to
https://beta.sam.gov/ and find “Wage Determinations”.

o State that you are requesting an Economic Price Adjustment (EPA) in accordance



https://beta.sam.gov/

with EPA Clause I-FSS-969. Identify the amount of EPA being requested. Note: The
percent increase cannot be greater than the annual cap in the contract.

o State that all prices offered to GSA include the current 0.75% IFF.

Submit a copy of the market indicator that was agreed upon at the time of award
(or madification, whichever is most recent). If you do not have the ECI quarter
identified in your award documents you may determine the correct quarter by
utilizing the following guidance.

e To select the correct quarter to escalate by, you will select the appropriate
indicator based on clause guidance identified in I-FSS-969(b)(2):
“ Any price adjustment shall be based on the percentage change in the designated
(i.e. indicator identification and date) market indicator from the initial award to the
latest available as of the anniversary date of the contract effective date”
e If the 1449 does not identify the most recent quarter based on award date you can
find it at (https://www.bls.gov/schedule/2019/05_sched.htm)

Identify the current and new wage determinations (WD) by number, revision number, and
date of last revision. Provide the information showing how you calculated the changes in an
Excel spreadsheet format so that the calculations may be verified by the reviewer.

Provide Wage Determination spreadsheet(s) (Sample pricing templates for all modifications
are embedded on left side of this document) identifying the original and changed direct
labor and/or health and welfare benefit rates, and applicable costs (e.g., FICA, FUCA,
SUTA, Workmen’s Compensation).

A pricing worksheet is also required. Currently this form is not in eMod and you will need to
upload it to the system as a separate attachment. Only the current version of the PPL as
incorporated in the modification instructions will be accepted. Inclusion of any other
version will result in rejection.

Note: The percent increase cannot be greater than the annual cap in the contract, nor can it
be greater than the market indicator demonstrates (for example, if your contract is based on
a BLS ECI table, and the current published increase is 2.5%, you could not receive more
than a 2.5% EPA).

If pricing is based on commercial market rates with an Economic Price Adjustment at a
fixed rate escalation, clause I-FSS-969 (b) (1), include pricing for the remaining
contract years, including all option periods, with the annual escalation percentage (e.g.
2%) stated in the price list.

Verify that the requested EPA does not negatively affect the discount relationship
with the BOA established at the time of award (or last modification, whichever is
more recent).

(Note: Applicable to price changes IAW clause 52.222-43, Fair Labor Standards Act and SCA
Price Adjustment (Multiple Year and Option Contracts), due to incorporating revised wage
determinations into the contract)



https://www.bls.gov/schedule/2019/05_sched.htm

5. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification.
The format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Change in Geographic Coverage (Scope)
Modification Authority 52.212-4(c)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter Template also embedded on left side of this
document)

2 Provide the new designated geographic coverage area.

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter:

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. Provide a narrative with the new designated geographic coverage area and the services
and/or supplies it applies to.



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/technical-modifications/change-in-geographic-coverage-scope

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Part(s) Number Change
Modification Authority 52.212-4(c)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter Template also embedded on left side of this
document)

2 Part(s) Number Change Pricing List Template embedded on left side of this
document)

3 Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
reguest and the rationale for the request. Also, include the following statement in your
cover letter

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note of Hazardous Material information as they apply to the products being
added within your eMod Cover Letter, if applicable

2. Part(s) Number Change Pricing List Template embedded on left side of this



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/technical-modifications/part-s-number-change

document)

A pricing worksheet is also required. Currently this form is not in eMod and you will need to
upload it to the system as a separate attachment. Only the current version of the PPL as
incorporated in the modification instructions will be accepted. Inclusion of any other
version will result in rejection.

3. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification.
The format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Product Descriptive Change
Modification Authority 52.212-4(c)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Product(s) Description Change Pricing List (Template embedded on left side of
this document)

3 Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/technical-modifications/product-descriptive-change

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note of Hazardous Material information as they apply to the products being
added within your eMod Cover Letter, if applicable

2. Product(s) Description Change Pricing List (Template embedded on left side of
this document)

A pricing worksheet is also required. Currently this form is not in eMod and you will need to
upload it to the system as a separate attachment. Only the current version of the Product(s)
Description Change Pricing List (Template embedded on left side of this document) as
incorporated in the modification instructions will be accepted. Inclusion of any other
version will result in rejection.

3. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification.
The format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Service Descriptive Change
Modification Authority 52.212-4(c)

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/technical-modifications/service-descriptive-change

1 Signed and Dated Cover Letter (Template also embedded on left side of this
document)

2 Service(s) Description Change Pricing List (Template embedded
on left side of this document)

3 Provide the entire updated and approved GSA Schedule price list showing the
entire contract portfolio that will be displayed on GSA Advantage! after the
completion of the modification. The format shall be the same as the Add
Product or Add Labor Category, Training, or Service template depending on
the portfolio. (Templates embedded on left side of this document)

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter

“I certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

o Make note of Hazardous Material information as they apply to the products being
added within your eMod Cover Letter, if applicable

2. Service(s) Description Change Pricing List (Template embedded on left side of
this document)

A pricing worksheet is also required. Currently this form is not in eMod and you
will need to upload it to the system as a separate attachment. Only the current
version of the Service(s) Description Change Pricing List (Template embedded
on left side of this document) as incorporated in the modification instructions will
be accepted. Inclusion of any other version will result in rejection.

3. Provide the entire updated and approved GSA Schedule price list showing the entire contract
portfolio that will be displayed on GSA Advantage! after the completion of the modification.
The format shall be the same as the Add Product or Add Labor Category, Training, or Service
template depending on the portfolio. (Templates embedded on left side of this document)

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Create/Manage Clause Exceptions
Modification Authority 52.212-4(c)



https://eoffer.gsa.gov/AMSupport/index.html#book_page_page/modules%2Fbook%2Fdatabase.xml/eoffer_emod/emod-resources/modtypes/terms-and-conditions-modifications/create-manage-clause-exceptions

When uploading final GSA Advantage! price lists in SIP, GSA recommends contractors use the
SIP “change” button to upload only the items being added, deleted, or updated. It is more
efficient, less time consuming to upload, and provides a significantly lower risk of
inadvertently damaging your established Advantage! portfolio. GSA DOES NOT recommend
that contractors hit the SIP “replace” button to upload their entire GSA contract portfolio after
every modification.

# Documents Required to Be Submitted Included in
(Contracting Officer may require more than is listed and possibly different due | Package
to unique circumstances of the request)

1 Signed and Dated Cover Letter Template also embedded on left side of this
document)

2 Provide the clause(s) and the language you take exception to and any edits
you wish to provide.

1. Submit a dated Cover Letter (Template also embedded on left side of this document)
signed by an authorized negotiator (as identified in your contract) briefly describing your
request and the rationale for the request. Also, include the following statement in your
cover letter

“ certify to the best of my knowledge that the information | provided is current, complete and
accurate. All other terms and conditions remain the same.”

2. Provide narrative with the clause(s) and the language you take exception to and any
edits you wish to provide.

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Cover Letter

Company Letterhead

Date:
GSA Contract Number:

Contractor:




Name:
Street Address (include Suite # if applicable):
City, State, Zip
DUNS:

Tax Identification Number (TIN):

Authorized Negotiators:

Name:
Title:
Phone:
Email:

Contact for Contract Administration:

(List all contract administrators (Please include email for proper notifications (e-mod))

Contact for Industrial Funding Fee (IFF) Administration:

(List all IFF administrators)

REASON FOR MODIFICATION REQUEST:

Briefly describe your request and the rationale for the request. Also, include the following statement at
the end of your modification request cover letter:

“By submission of the modification request, {insert Company Name} has certified that all information is
current, complete and accurate.”

NOTE:
e Cover letter must be signed by a currently approved authorized negotiator

e [or price reduction modifications your price reduction will go into effect effective
immediately so set your start date as today's date and also choose the end date if the
price reduction is only temporary.

DOCUMENTS:

Agent Authorization Letter is already on file: [ N/A [0 Yes [ No
(If “No”, please provide a modification request to add/change authorized negotiator.)

Any proposed exceptions by contractor [1 Yes [ No
(If “Yes”, please state exceptions.)

Complete Section 1 if adding a new SIN




1. Add New SIN(s)

The modification request is requesting to add SIN(s) [ Yes [ No (If Yes, the contractor
should address the following:)

e List SINs proposed for Addition:

e Are you adding Products for this SIN: 1 Yes [ No. (If Yes, the contractor should also
complete Section 2 “Add Products”)

e Are you adding Labor Categories, Courses, and/or Labor Categories for this SIN: [1
Yes [l No. (If Yes, the contractor should also complete Section 3 “Add Labor
Categories, Courses, and/or Labor Categories”)

Complete Section 2 only if adding new Products

2. Add Products

The modification requests to add product(s) L1 Yes [1 No. (If Yes, the contractor should
address the following:)

o If other than the manufacturer, the Contractor [1 has [ has not submitted prior to award
of a contract, either (1) a letter of commitment from the manufacturer, which will assure the
Contractor of a source of supply sufficient to satisfy the Government's requirements for the
contract period, OR (2) evidence that the Contractor will have an uninterrupted source of
supply from which to satisfy the Government's requirements for the contract period.

o Letter(s) of commitment [1 Yes [1 No [ N/A

o Letter of Supply (LOS) already on file [1 Yes [ No [ N/A

o New Letter of Supply (LOS) was included with this modification request [J Yes [1 No
LI N/A

o Acknowledgment Letter already on file (required if adding Toner/ink products) 1 Yes [
No [J N/A

o Acknowledgment Letter was included with this modification request (required if adding
Toner/Ink products) O Yes O No [0 N/A

o Allitems being added are EPA-CPG, TAA and Ability One Compliant. L1 Yes [ No [
N/A

o Provide Warranty information: (State N/A if not applicable):
Provide Licensing agreement: (State N/A if not applicable):
If vendor is other than the manufacturer, please provide verification from the manufacturer
providing the Country of Origin of items offered:

o ldentify the Quantity/Volume discounts being offered:




Provide FOB Terms:
Provide Prompt Payment Terms:
Real time ordering for this SIN:
Restocking fee for this SIN:
List Delivery time(s) for the item(s) under the new SIN(s):
List Production point(s) for the item(s) under the new SIN(s):
List Hazardous Material information:
Provide if any information has changed as requested by Clause 52.212-3, Contractor
Representations and Certifications—Commercial Items, that may be necessary to assure
compliance with Foreign, FTA, Canadian, Israeli, and other end
products.
o List Foreign End Products (if applicable): Provide information on a separate spreadsheet.
The country of origin for foreign end products is/are:[ ].

o If marketing through dealers, please provide:

o List of dealer(s)/reseller(s)
o Inregards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016) check
below which method you are basing your EPA clause:

o O O 0 0O 0o o0 O

[1 Index (if “yes”, name the index)
[J Commercial Price List (if “yes”, include CPL with mod)

e Provide if any information has changed as requested by Clause 52.212-3, Contractor
Representations and Certifications—Commercial Items, that may be necessary to assure
compliance with Foreign, FTA, Canadian, Israeli, and other end products

Complete Section 3 only if adding new Labor Cateqgories, Courses, or
Service Offerings

3. Adding Labor Cateqgories, Courses, or Service Offerings

e Inregards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016)
check below which method you are basing your EPA clause:

O Index (if “yes”, name the index)
] Commercial Price List (if “yes”, include CPL with mod)

e Are any of the Labor Categories applicable to the Service Contract Act (SCA)
I Yes [ No (If yes then complete SCA Matrix)

Complete Section 4 only if adjusting pricing on current approved




Products or Labor Categories, Courses, or Service Offerings

4. Economic Price Adjustments. The modification request is to increase prices [
Yes [l No (If Yes, the contractor should submit the following:)

State the reason for Price Increase Request:
In regards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016)
check below which method you are basing your EPA clause:

O Index (if “yes”, name the index)
[0 Commercial Price List (if “yes”, include CPL with mod)

All items being added are EPA-CPG, TAA and Ability One Compliant. | certify to the best of my
knowledge that the information | provided is current, complete and accurate. All other terms
and conditions remain the same.

Authorized Negotiator Signature Date

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Critical Information Schedule 75 Legacy SINs 75-85, 75-200, and 75-210

Critical Information
The information provided in this document is specific to Schedule 75: Legacy SIN(s) 75 85,
75 200 & 75 210. Before submitting your offer, please ensure you have met all of the
requirements outlined in this document that are applicable to the products or services you are
offering, as well as any other applicable general requirements listed in the solicitation
attachments:

e Business Rules

e Updated Letter of Supply

e MAS 75 Price Proposal Template




Complete and upload this document with your offer. All offeror attachments must be in
PDF, Excel, or Word, and documents must be electronically typed, not hand written,
except for signatures as needed.

SIN REQUIREMENTS:

SINs 75 85, 75200 & 75 210:

e Demonstrated ability to meet all environmental reporting and green product
requirements;
Offeror must provide written explanation of how they will meet environmental
requirement. (Add additional lines or separate attachment if necessary. If information is
included in separate attachment, please provide the file name below):

e Demonstrated system to remain compliant with the Trade Agreements Act;
Offeror must provide written explanation of how they will meet this requirement
for TAA compliance.

Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS
Compliance on page 5 to provide your explanation.

Additional features include:
e Modernized Terms and Conditions (T & C)
e Elevated technical qualifications and requirements
e Stringent Letter of Supply (LOS) requirements to reduce customer problems with
receiving non-compliant items
Continuous open season
IFF of 0.75%

Optional Services:

Under MAS 75, vendors will have the option to offer other enhanced delivery options such as
next-day delivery, desktop delivery and secure desktop delivery. In addition, they may offer real
time order status tracking on GSA Advantage, office services, and walk-in/on-site stores

Identify proposed fee for optional delivery service(s). (Enter “N/A” if none is offered):

Service Proposed Fee

Next-Day Delivery




Desktop Delivery

Secure Desktop Delivery

Real time order status for GSA Advantage! can be submitted by vendors via the following sites:
Below are three mechanisms for submitting catalog data to GSA Advantage:

e PO Portal - for those SIP users (https://www.poportal.gsa.gov/poportal/welcome.do)
e EDI (https://vsc.gsa.gov/EDIUser/gsaadvdocs.cfm)
cXML (Can be provided upon request post-award)

Returns and Restocking Fees:

e Returns: Contractor shall allow the Government to return items in the original
packaging and in saleable condition up to 30 days from the date the item was delivered.
Contractor shall provide a full refund, less any applicable restocking fee, for such item
within 30 days of receipt of the returned item.

e Restocking fees: Contractor may assess a restocking fee of up to 10 percent of the
item cost when the Contractor incurs additional costs due to customer ordering error.
There shall be no restocking fees when the item is returned due to nonconforming item
or Contractor error.

Proposed Restocking Fee % (if any):

Full-Product and Broad-Service Proposal Offerings:

A full-product catalog is encouraged, but not mandatory. A vendor may offer a more limited
array of office products if that is what they specialize in, such as offerors that specialize in only
toner or paper, etc. Offerors must be registered under a NAICS code applicable to the Special
Item Number (SIN) the products are proposed under. Review this information under the SIN
description on the solicitation document.

List the number of items being offered under each SIN below. (Note: The below format can be
recreated to include more space for your responses.):

SIN: Number of Products:

SIN: Number of Products:

Total Number of Offerings:

Transactional Data Reporting (TDR) is not mandatory for the Legacy SINs. If you
are accepting TDR:

(a) Definition: Transactional data encompasses the historical details of the products or
services delivered by the Contractor during the performance of task or delivery orders issued
against this contract.



https://www.poportal.gsa.gov/poportal/welcome.do
https://vsc.gsa.gov/EDIUser/gsaadvdocs.cfm

(b) Reporting of Transactional Data: The Contractor must report all transactional data under
this contract as follows:

1. The Contractor must electronically report transactional data by utilizing the
automated reporting system at an Internet website designated by the General Services
Administration (GSA) or by uploading the data according to GSA instructions. GSA will
post registration instructions and reporting procedures on the Vendor Support Center
website, https://vsc.gsa.gov. The reporting system website address, as well as
registration instructions and reporting procedures, will be provided at the time of award
or inclusion of this clause in the contract.

2. The Contractor must provide, at no additional cost to the Government, the following
transactional data elements, as applicable:

Contract Number of Blanket Purchase Agreement (BPA) Number.
Delivery/Task Order Number/Procurement Instrument Identifier (PIID).
Non-Federal Entity.

Description of Deliverable

Manufacturer Name.

Manufacturer Part Number.

Unit Measure (each, hour, case, lot)

Quantity of Item Sold.

. Universal Product Code.

10. Price Paid per Unit.

11. Total Price

12. Special Iltem Number (SIN)

©CoNoU~WNE

Please note that TDR reporting is per contract. Manufacturer name and manufacturer
part number are mandatory TDR fields for MAS 75, if you decide to accept TDR.

e EPA Clauses for TDR (OS4):

Please choose one of the clauses below:

O Regulation 552.216-70 - If participating in TDR, clause 552.216-70 Economic Price
Adjustment FSS Multiple Award Schedule Deviation Il applies.

OR

O Regulation I-FSS-969 - If participating in TDR, clause I-FSS-969 Economic Price
Adjustment FSS Multiple Award Schedule Alternate Il applies.

Exclusions/Requirements: EPA Comprehensive Procurement Guidelines (CPG):

The offeror shall acknowledge and certify that the products applicable under the EPA CPG for
recovered and post-consumer materials offered under this proposal meet or exceed the
minimum content levels established under the CPG program managed by the Environmental




Protection Agency (EPA).

If the products being offered meet or exceed the minimum content levels established under the
CPG program then the offeror must furnish proof in the form of a copy of the certification from
the manufacturer/supplier or a copy of the environmental organization’s certification in order for
you to be allowed to display the appropriate environmental attributes. The percentage of the
recovered materials and post-consumer materials must also be shown on the Proposal
Price List under the EPA CPG column. Per clause 552.238-72 (c)(2)(iv), the CPG
compliance icon may be used in GSA Advantage to identify CPG compliant products only if
these products meet or exceed the EPA recommended minimum recovered materials and
post-consumer materials levels shown on the below CPG website. These items should also be
identified in the offeror’s printed commercial catalogs, brochures, price lists and online product
website.

If a product is not available that meets or exceeds the EPA recommended minimum recovered
materials and post-consumer materials levels, then the product must be identified in the
Proposal Price list under the EPA CPG column as containing the maximum recovered
materials and post-consumer materials content levels practicable based on market availability.
Specifically, show the percentage of the total recovered material and, if applicable, the
percentage of post-consumer material content. If products are not subject to the CPG
guidelines, then show N/A. Refer to CPG website at
https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program

The EPA maintains a list of EPA-designated products to provide Federal agencies purchasing
recommendations on specific products in several Recovered Materials Advisory Notices
(RMANSs). Each RMAN contains recommended recovered and post-consumer material content
levels for the specific products designated by EPA. Visit the CPG web site to view the current
list of products that must comply with Comprehensive Procurement Guidelines. Also, CPG
supporting documentations and background information (such as RMANS) can be found at:
https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-
program-cpg

Products offered under this contract that have environmental attributes, such as recovered
materials, must be appropriately identified as required by General Services Acquisition
Regulation (GSAR) 552.238-72, Identification of Products that have Environmental Attributes.
In addition, the Federal Trade Commission (FTC) issued Guides for the Use of Environmental
Marketing Claims (16 CFR Part 260). These guides address environmental marketing and
advertising practices. The FTC Guides for the Use of Environmental Marketing Claims can be
found at: http://www.access.gpo.gov/nara/cfr/waisidx_06/16cfr260_06.html

Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance:

Trade Agreements Act of 1979 (TAA) (19 U.S.C. § 2501-2581)

Contractors shall only provide products that are U.S.-made or designated country end products
as set out in the Trade Agreements Act. Compliance with Trade Agreements Act (TAA) and
Country of Origin (COQ) accuracy is a critical requirement for obtaining and maintaining a MAS
75 contract. Noncompliance is a violation under the False Claims Act. Prior to being awarded
a new Schedule 75 contract, Offerors will be expected to have a documented Standard
Operating Procedure (SOP) detailing their process for Trade Agreements Act and Country of
Origin compliance. The documented process shall be reviewed and updated as necessary, but
no less than annually.

At a minimum, the SOP shall include the following:
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e ldentify the role and responsibilities of the department and/or team that will be
responsible for TAA compliance and maintaining manufacturer COO accuracy.

e Describe the process for reviewing and verifying TAA compliance and COO
accuracy. ldentify any software and/or program that will be utilized.

e State the frequency that products will be reviewed for compliance. In determining the
frequency of reviews, the Offeror should take into account the volume of items and
types of products. However, GSA expects reviews to be conducted no less than
guarterly, and many should be at least monthly.

e ldentify the type of documentation that will be obtained and maintained to verify TAA
compliance and COO accuracy. While documentation provided by suppliers can be
utilized, it is ultimately the Contractor's responsibility to ensure products comply.

e A record of each review shall be kept and made available to government
representatives upon request. These records shall contain information and
documentation such as:

o Date of review, team/department that conducted the review, software utilized,
any discrepancies noted and corrective action taken.

o The documentation used for the internal compliance reviews, such as,
documentation provided by suppliers (letters of supply, periodic updates
provided by suppliers) and/or documents provided to customs to verify country
of origin, etc.

Upon award, Contractors will be responsible for:

e Modifying the contract when notified by supplier(s) that the country of origin (COO) has
changed or if the internal review discovers products no longer TAA compliant.
o Prior to the modification being approved, Contractor shall inform all GSA
customers that the item(s) in question is no longer available on the contract.
e Updating GSA Advantage after receiving approval of a modification deleting items from
the contract.

Description of Standard Operating Procedure for Trade Agreements Act and Country of Origin
compliance (add additional lines or separate attachment if necessary):

Applicable Only To Mandatory Source Authorized Distributor Program:

Based on Congressional statutes, there are two socioeconomic procurement programs that
furnish products and/or services to support Federal Government requirements. These
programs have mandatory source status and preference over the products and services of
other vendors, as implemented by Federal Acquisition Regulation (FAR) Part 8.

Pursuant to the provisions of the Javits-Wagner-O’Day (JWOD) Act 41 U.S.C. 46-48(c),
production facilities associated with National Industries of the Blind (NIB) and Source America




(serving people with a wide range of disabilities) are mandatory sources for items on the
AbilityOne (formerly JWOD) Procurement List. Pursuant to the provisions of the Federal
Prisons Industrials (FPI) enabling statute, 18 U.S.C. 4124(a), FPI (doing business as UNICOR)
is @ mandatory source for federal customers.

Purchases by Federal customers of commercial items that are identical to or essentially the
same (ETS) as AbilityOne (formerly JWOD) products when AbilityOne products are available to
meet the customers’ requirements, are in violations of the JWOD Act (4 U.S.C. 46-48c).
Purchases by Federal customers of commercial items that are identical to UNICOR products
are in violation of FPI's Act (18 U.S.C. 4124a). Thus Offerors will be prohibited from selling
ETS items to Federal employees.

Offerors will provide GSA’s Contracting Officer with one copy of their product line catalog
(electronic copy) to be sold under this contract. Additional catalogs may be required upon
request by the Contracting Officer. The offeror will review AbilityOne (formerly JWOD) cross-
reference files that identify the ETS commercial items. Those files can be downloaded from
(www.abilityone.gov). All products, which have been determined to be ETS as items available
under the AbilityOne (formerly JWOD) program shall not be listed in Proposal Price List.

During the term of the contract, additional items may be added to or deleted from the
Procurement List, which is the official list of AbilityOne (formerly JWOD) Program products and
services, maintained by the U.S. AbilityOne Commission. The AbilityOne Program and
UNICOR shall normally provide 90 day notice of product additions and deletions.

Offerors should address how AbilityOne (formerly JWOD) items will be shown and marketed to
Federal Customers in their proposals, but at a minimum, the AbilityOne items should be
included in marketing materials in a manner consistent with the commercial items. If the
contractor distributes a printed catalog to their government customers, the AbilityOne (formerly
JWOD) Program prefers, but does not require, a fully integrated Government-unique print
catalog. A commercial printed catalog with AbilityOne inserts in lieu of an integrated catalog
would be acceptable, but must have appropriate blocking of ETS items, and should integrate
AbilityOne items into the index (unless otherwise negotiated with the AbilityOne staff).

If electronic catalogs are used, all items, terms and conditions not accepted by the Government
(including the items ETS as AbilityOne (formerly JWOD) products) must be deleted on the
Government site. At the same time, the AbilityOne product line must be fully integrated in a
manner consistent with commercial items. Electronic or online catalogs must integrate
AbilityOne items into all search buttons for Government customers and/or integration into the
remaining areas of the catalog. Removal of ETS items is required. Items which are not in
stock or available at the time the order is place, the contractors will inform the customer in
accordance with the contractor's commercial policy.

Offerors must acknowledge that they will comply with the exclusion(s)/requirements
mentioned above and describing what kind of blocking system for Essentially The Same
(ETS) as AbilityOne items they will have in place under their order entry system.

Description of Blocking System for ETS items: (add additional lines or separate attachment if
necessary



http://www.abilityone.gov/

AbilityOne Program:

Federal law creates a mandatory requirement for Federal customers to buy items produced
under the Javit's-Wagner-O’'Day (JWOD) Program (41 U.S.C. 48). No commercial items that
are essentially the same (ETS) as AbilityOne Products will be awarded under this schedule.

Regardless of whether or not an Offeror is an authorized AbilityOne (formerly JWOD) product
distributor, no Offeror will be permitted to sell commercial items under this Schedule to Federal
Customers if the commercial items are essentially the same as AbilityOne products. Only
authorized AbilityOne distributors may sell or market Ability One products. The following
requirements shall be met for all AbilityOne products:

e Only the 13 digit AbilityOne National Stock Number (NSN) shall be utilized when selling or
marketing AbilityOne products on the GSA contract.

e For all AbilityOne products, the manufacturer name shall be listed as “AbilityOne”. No other
variations such as NIB, Source America, JWOD, or Skilcraft shall be accepted.

(Check Yes/No) (Check "Yes" or "No" for each of the three (3) sections below.)
O Yes Offeror is already authorized to distribute AbilityOne products by the U.S.
0 No AbilityOne Commission.
Offeror is not currently authorized to distributor AbilityOne products but
this offer is based on the intention of applying for authorization to
distribute AbilityOne products by the U.S. AbilityOne Commission. Offeror

ET\IGOS acknowledges that, they are not authorized to distribute AbilityOne
products. Offerors will distribute neither AbilityOne products nor
commercial items that are essentially the same as AbilityOne products
under this Schedule.

OYes Offeror does not intend to distribute AbilityOne products.

0 No

Requirements: Letter of Supply (LOS):

If other than the manufacturer, offerors must provide a LOS. The changes to the LOS will affect
vendors on the new SINs 75 220 and 75 280, as well as existing SIN 75 200, 75 210, and 75
85.

The portion of the 2nd page of the LOS refers to toner manufacturers HP, Lexmark, Xerox and
Clover. Although everyone must provide this letter of supply, please note the toner portion only
applies to offerors providing toner. All new offers must provide the LOS. All existing
contractors must submit a new LOS within 6 months from date of issuance of the mass
modification.




For each manufacturer being offered (HP, Lexmark, Xerox and Clover), Offeror must be
listed on the following website: https://businesssolutionsassociation.site-
ym.com/page/dealerauthorization , as an authorized reseller for each manufacturer at
the time of offer submission and, if awarded a contract, must remain on the website for
the entire duration of the contract.

Excerpt and Important Information from the Letter of Supply:

Offeror Acknowledgement
[Offeror Name] understands that:

1. The following manufacturers have a Reseller Authorization Program: HP, Lexmark,
Xerox and Clover.

2. [Offeror Name] must be authorized by the above-listed manufacturers to offer those
manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS.

3. [Offeror Name]'s Reseller Authorization status may change at any time, and any such
changes may be reported by the manufacturer directly to GSA. Should the
manufacturer deem [Offeror Name] as no longer meeting the OEM'’s
authorization/partner program and/or policy requirements, [Offeror Name]'s
authorization to resell said product will cease immediately, and [Offeror Name] must
take action to remove those items from its GSA contract and GSA Advantage listing
within 48 hours. [Offeror Name] may contact the manufacturer directly for information
regarding its Reseller Authorization status.

4. A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover,
and other legitimate manufacturers may be found on
https://businesssolutionsassociation.site-ym.com/page/dealerauthorization
[Offeror Name] may also inquire with the manufacturer for information regarding
[Offeror Name]’s authorization status.

Empty Toner Return Policy:

Toner cartridge offerors must provide arrangements for empty toner cartridges to be returned
from the customers.
Please describe your Empty Toner Return Policy below:

GSA Catalogs and Price Lists:
The following requirements shall be met:

e Duplicated Part Numbers are not permitted within the Product Description Fields on GSA
Advantage.
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e Vendors who offer different Units of Issue for the same product shall not offer larger
quantities at a price higher than the individual unit.

e AbilityOne products shall be represented with the 13 digit National Stock Numbers (NSN) in
the “Manufacturer Part Number” field on GSA Advantage and identify “AbilityOne” as the
manufacturer name. Variations such as “NIB/Source America”, “Skilcraft” and “JWOD” will
not be accepted.

e Contractors must be an Authorized Distributor, Reseller, or Wholesaler for catalog items.
Contractors are required to provide documentation from the Original Equipment
Manufacturer (OEM) confirming this authorization. Purchase, Distribution and/or sale of
Grey/Black Market items are not allowed.

Regarding Product Substitutions:

No product(s) shall be substituted unless specifically approved by the ordering office. If an
item is on backorder, the contractor shall contact the customer for further instructions prior to
order cancellation.

Offerors with more than one supplier must ensure that there are no duplications of the exact
same products by the same manufacturers for the items being proposed.

Regarding Conformed Price Lists:

For all modification requests, a conformed price list is required to be submitted along with all
other pertinent documents. For example, if a vendor currently has a catalog count of 2,000
items and they are in the process of submitting a modification to add an additional 3000 items
then two separate spreadsheets are required to be submitted to the respective Contracting
Officer. One spreadsheet should list the additional 3,000 items that are in the process of being
added while the second spreadsheet should be the conformed price list that includes all 5,000
items. Customer Agencies request conformed price lists from time to time and this will enable
GSA to meet those requests in a timely manner.

The Contractor shall provide to the GSA Contracting Officer:

1. One copy of the Authorized GSA Schedule Price list, with Catalog.

2. The Authorized GSA Schedule Price list on a common-use electronic medium. The
Contracting Officer will provide detailed instructions for the electronic submission with
the award notification. Some structured data entry in a prescribed format may be
required.

The person whose signature appears below is authorized to make the commitments noted
above.

Signature: Date:

Print Name: Title:




Appendix:

OFFICE SUPPLIES DEFINITION

Full Commercial Catalog Offer is defined as follows:

Offerors have the option of submitting their entire full commercial catalog which includes a
variety of office supplies/products and a small amount of office furniture. The ratio should be
80% Office Supplies/Products and 20% other, such as office furniture, IT products/accessories,
etc. Incidental transactional items such as restroom products, IT accessories, and small
furniture items may be included in orders from customers only for convenience but will be a
minimal portion of offeror catalog. Offerors with a significant number of restroom products are
encouraged to offer SIN 75 85.

Furniture products offered under this solicitation are required to meet applicable industry
standards, tests, and GSA requirements in effect on the date of issuance of the solicitation.
During the contract period of the schedule, product manufactured must meet the applicable
standards, in effect at the time of manufacture. Furniture products may only be offered as part
of an offeror’s Full Commercial Catalog.

Partial Catalog Offer is defined as follows:

Offeror is proposing a select number of Office Products that fall under Special ltem Numbers
75 200, 75 220, 75 280 or 75 85.

Office Supply Definitions per Category: This list is not meant to be all
encompassing, but examples of common items in these categories.

Office Supplies Office Supplies Definition
Definition Office Subcategories
Supplies Category

Paper 1. Paper Carbon, cards, computer, fine stationery,
inkjet, laser multipurpose, copier,
notebook filler, bond, résumé, rolls,
stationery, and labels

Toner 2. New toner and inkjet | New ink and laser jet cartridges; multicolof
cartridges and black; and solid ink
3. Remanufactured Remanufactured ink and laser jet
toner and inkjet cartridges; multicolor and black; and solid

cartridges ink




General Office
Supplies

4. Adding machines and calculators

5. Binding and filing
supplies

Binders, binding elements, file folders,
document protectors, bank boxes and
other filing boxes

6. Calendars, personal
organizers, and other
dated office items

All office-related calendars and organizers

7. Cases and portfolios

Carrying cases, presentation
portfolios, leather and vinyl
portfolios, twin-pocket portfolios,
and zipper portfolios

8. Computer
accessories

Mouse pads, wrist rests, antiglare
screens, desktop cleaning supplies,
media storage, keyboard drawers
(excludes electronic information
technology (EIT)

9. Computer media

Diskettes, CDs, DVDs, data tape, USB
devices

10. Drawing and graphic
arts supplies

Adhesives and glue, erasers, rulers and
measures

11. Mailing and shipping
supplies

Envelopes, shipping sacks, packaging tap

D

12. Miscellaneous office
supplies

Fastening items including staplers, paper
clips, binder clips, etc.; adhesive tape,
label makers, rubber stamps, ink, push
pins, paper- hole punchers

13. Office furnishings

Clocks, stoaols, picture frames,
wastebaskets

14. Shredders

Office-type and high-security shredders

15. Visual
communications and
meeting aids

Blackboards, whiteboards, easels,
videotapes, audiotapes, dictation supplies

16. Writing instruments

Pens, pencils, highlighters, markers




Delivery:

Desktop Delivery: Desktop delivery is direct delivery of packages to a customer's desk.
Secure Desktop Delivery: Secure Desktop delivery is direct delivery of packages to a
customer's desk from an individual with security clearance.

Toner:

Original Equipment Manufacturer (OEM): A new cartridge that is designed, manufactured
and/or distributed by the manufacturer of the printer in which the cartridge is intended to be
used. An OEM cartridge may contain recycled parts.

Non-OEM New Build: A new cartridge with a shell, internal components and ink or toner that
is produced by a company NOT affiliated with the printer hardware manufacturer of the printer
in which the cartridge is intended to be used.

Remanufactured: A cartridge that has been previously used, the marking substance
consumed, and then is subsequently collected, inspected, cleaned, had new or reconditioned
parts installed, refilled with ink or toner, and tested so that its capability to print has been
restored. This previously used cartridge could be either an OEM or a non-OEM cartridge.

Refilled: A cartridge that is refilled with non-OEM ink or toner and resealed. Some
components may be replaced, but the principal service is replacing the marking substance in
a cartridge supplied by the customer. The process may be performed by a technician in a
local store, or by the customer using commercially available supplies. This previously used
cartridge could be either an OEM or a non-OEM cartridge.

All toners being offered shall be identified as: New OEM, Non-OEM New Build,
Remanufactured, or Refilled

Gray/Grey Market:

Gray Market: Goods that are defined as items sold into the country of consumption without
the consent of the trademark holder. Gray market goods are not counterfeits; however,
differences may exist between these goods and those goods produced for sale in the country
of consumption. Some of these differences may involve warranty coverage or compliance
with local regulatory requirements.

Black Market: Black market and counterfeit in the printing supplies business means the
manufacturing, refilling or ("reman") remanufacturing of a print cartridge with the intention to
market it in a way that suggests it is an original brand name product. This usually involves
putting a reman or refill into a box that closely resembles genuine manufacturer packaging,
which can deceive customers into paying a higher price for a fraudulent product.

Other Standards and Terms:
A vendor should also indicate in the product description whether:

e Remanufactured cartridges meet applicable Business Solutions Association (BSA)
standards




e Compatible suppliers can represent and warrant that they have investigated and
confirmed that their products do not violate any United States patents
e The cartridge is CPG compliant:
o Comprehensive Procurement Guidelines: EPA's Recovered Materials Advisory

Notice (RMAN) recommends that procuring agencies establish procedures and
policies that give priority to remanufacturing the agencies' expended toner
cartridges. EPA recommends that, under such policies and procedures,
agencies procure remanufacturing services for expended cartridges and, when
such services are unavailable or not practicable, obtain remanufactured toner
cartridges or new toner cartridges made with recovered materials from product
vendors.

Sources:
e https://c.ymcdn.com/sites/businesssolutionsassociation.site-
ym.com/resource/resmgr/docs/Print_Cartridge 10-14.pdf
e https://sftool.gov/greenprocurement/green-products/9/non-paper-office-products/0
e http://www.i-itc.org/stmc.html

FILL/KILL:

In the “fill” or “kill” phase, Contractors are required to obtain affirmative acknowledgement
from the customer on all orders received. Should an order fail to be able to be fulfilled by the
Contractor at the time order is placed, the Contractor shall provide notification to the customer
that the intended order cannot be filled within the time specified and provide (when
applicable) backorder details regarding the order.

Should the customer fail to acknowledge to the Contractor to move forth with the requested
items placed on backorder, the Contractor shall “kill” (not fulfill) the order within 24 hours of
the Contractor's response to the customer’s backorder. Otherwise, Contractor’s receipt of
acknowledgment to move forth with the backorder for the agreed date of fulfillment, the
Contractor shall “fill” the order as requested, agreed, and acknowledged.

Fill or Kill applies at the line-item level, not at the order level. The Contractor must:

e Notify the ordering office placing the order within 24 hours if there are any problems
filling an order;
Provide any anticipated wait time; and
Allow the customer to cancel that item or wait for the later delivery.

Notification and agreement with the customer must be in writing or through the ordering
portal. The Contractor shall automatically deliver items available and notify customers within
24 hours of order placement when a backordered item can be delivered at a later date/time.
Customers will determine if they wish to wait for the backordered item or order from another
contract holder. If no response is received from the customer within 24 hours of notification of
a backordered items’ delivery estimate, the Contractor shall default to “Kill” for the line item.

**Click here to go back to Table of Contents
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Required Documents To Be Included With Modification

Critical Information Schedule 75 Enhanced SIN 75-220 and 75-280

Critical Information

The information provided in this document is specific to Schedule 75: Enhanced SIN 75 220
and 75 280 (Overseas). Before submitting your offer, please ensure you have met all of the
requirements outlined in this document that are applicable to the products or services you are
offering, as well as any other applicable general requirements listed in the solicitation
attachments:

e Business Rules

e Updated Letter of Supply

e MAS 75 Price Proposal Template

Complete and upload this document with your offer. All offeror attachments must be in
PDF, Excel, or Word, and documents must be electronically typed, not handwritten,
except for signatures as needed.

SIN REQUIREMENTS:

SIN 75 220 - ENHANCED SIN FOR OFFICE PRODUCTS & SERVICES / OFFICE SUPPLIES
4TH GENERATION (OS4)

The new enhanced SIN 75 220 will incorporate higher-level technical evaluation factors
to raise standards. A contractor must meet the following technical go/no-go
requirements. The offer will be rejected if all of the below requirements are not met:

e AbilityOne-certified Distributor
Offeror shall provide the authorization letter from AbilityOne with their proposal in
order to provide acceptable evidence of AbilityOne certification. GSA will also
verify with AbilityOne that this certification is still current (please provide the file name
below).

e Demonstrated ability to meet all environmental reporting and green product
requirements;
Offeror must provide written explanation of how they will meet environmental
requirement (Add additional lines or separate attachment if necessary. If information is
included in separate attachment, please provide the file name below):

e Demonstrated system to remain compliant with the Trade Agreements Act;




Offeror must provide written explanation of how they will meet this requirement
for TAA compliance.

Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS
Compliance on page 12 to provide your explanation.

Currently be able to provide point of sale discount for all contract orders;

In evaluating the ability to provide a point of sale discount currently, GSA will look
for controls that ensure the capability will be met. In evaluating the offeror’s ability
to provide transaction data, GSA will look for supporting documentation from the
Contractor’s order processor (e.g., merchant bank).

Immediately after the effective date of the OS4 contract, Contractor shall
provide a point-of-sale discount for all orders when payment is made through
the GSA SmartPay card. Contractor shall recognize the GSA SmartPay card
and automatically charge a price no higher than the OS4 price. The point-of-sale
discount shall apply to all purchases for items covered by the OS4, except when
the ordering agency specifies that it is using another acquisition vehicle. 0S4
pricing shall be honored through all purchase channels.

It is anticipated that in the vast majority of situations authorized ordering officials
shall pay with the GSA SmartPay card and issue transactions via FEDMALL or
GSA Advantage!®. Contractor shall accept all ordering methods and payment
methods, however, including purchase orders, convenience checks, and cash.
Contractor shall agree to accept the GSA SmartPay card as a method of
payment for orders under the OS4. Payment via GSA SmartPay card shall
automatically trigger OS4 pricing, without separate request, regardless of the
sales channel. The cardholder shall not be required to ask for the discount,
reference OS4 or contract number, and also shall not be required to sign up for
a loyalty card program.

GSA SmartPay card holders in the 48 contiguous United States, Alaska, Hawalii,
Puerto Rico, and international locations may use the OS4 for the purchase of
office supplies.

Contractors are required to accept the GSA SmartPay card and purchase
orders for orders against the OS4. Personnel who provide a valid GSA
SmartPay card with the appropriate agency prefixes are authorized. Contractor
shall charge the GSA SmartPay card holder only upon 100 percent fulfillment of
an order, excluding any agreed to back-ordered items. Contractor shall charge
the GSA SmartPay card only once per order, regardless of the number of
shipments, except that agreed to back-ordered items may be charged
separately upon order fulfilment. When a GSA SmartPay card is not used,
Contractor must restrict purchases to the Agency Project Officer or his/her
designated purchasing official.

(Please provide explanation on Point of Sale and the file name for supporting
documentation from the order processor below):

Agency-defined reports at no additional cost;




Offeror must describe how they will provide agency defined reports as required.
(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):

Standard delivery anywhere CONUS within 4 business days;
GSA will evaluate the offeror's written explanation of how it will provide 4 business
days transportation After Receipt of Order (ARO) within CONUS to ensure itis a

realistic

approach. Please state under what unusual circumstances four day delivery would not
be possible.

(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):

Demonstrated ability to provide Fill or Kill status;

Offeror must provide written explanation of how they will meet fill or kill requirement.
(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):

Satisfactory past performance; and,

Offeror shall provide documentation of past performance and provide evidence of
relevant experience under their proposed SIN(s) for evaluation/consideration, such as
reference letters from customers.

(Please provide the file names for supporting documentation below).

Submission of completed Subcontracting Plan, if applicable.

Other than Small Business Concerns must submit a Subcontracting Plan with
acceptable goals. Subcontracting plans are completed within the eOffer system.
Submission of a separate subcontracting plan document will not be accepted. All small
businesses will receive an automatic go on this element if not applicable.

Additional enhanced features include:

Modernized Terms and Conditions (T & C)




Elevated technical qualifications and requirements

Stringent Letter of Supply (LOS) requirements to reduce customer problems with
receiving non-compliant items

Continuous open season

Transactional Data Reporting required

IFF of 0.75% and Contract Access Fee of 1.25%

FEDMALL & GSA ADVANTAGE REQUIREMENTS

Contractor shall maintain a current catalog on GSA Advantage! ® throughout OS4’s
period of performance, as well as other customer portals such as FEDMALL.
Contractor shall conform to terms and conditions of GSA Advantage! ®. A 5-day lead
time will be provided for price changes to be effective in GSA Advantage! ®.
Contractor shall not show commercial items and prices in its catalog on GSA
Advantage! ® that have AbilityOne equivalents unless a purchase exception has been
approved by the Government. Substitutes shall be identified to the buyer at the time of
order/checkout on GSA Advantage! ®. If AbilityOne items are not available to meet
delivery times required by the OS4 contract, the Contractor shall contact AbilityOne
partnership representative Mr. Michael Jurkowski at mjurkowski@abilityone.gov to
report stock-outs and request a purchase exception. In this event, Contractor shall
advise the customer and Contracting Officer via e-mail of any stock-outs and purchase
exceptions.
If Contractor has its own website or portal, GSA OS4 contract items shall be easily
distinguishable from non-contract (open-market) items on the website or portal so the
government customer can easily identify which items are on the OS4 contract and
which items are not on the OS4 contract.
Within 5 business days of OS4 establishment notification, Contractor shall upload the
0S4 catalog reflecting awarded OS4 pricing to GSA Advantage! ®. Other Federal
Agencies also may require the OS4 catalog to be uploaded to other portals, such as
FEDMALL, as a condition of placing orders. The catalog shall:
o Contain pictures and dimensions for all products (to be completed within 30
days of 0S4 establishment);
o ldentify clearly the manufactured status of the product (e.qg., for each printer and
facsimile replacement toner cartridge such as identifying whether the cartridge
is new OEM, new non-OEM, or remanufactured/rebuilt/refilled, and if internal
components, such as drum/photoreceptor, charger roller, mag roller, wiper
blade, are new, and if the print head is new and unused);
o ldentify clearly the environmental attributes, such as recycled or bio-based
content;
o Maintain consistent product offering and pricing within FEDMALL, GSA
Advantage!®, and any other ordering channels used;
o Ensure the manufacturer’s part number reflects the part number assigned by the
product’s manufacturer; and
o Inthe event there are technical issues with FEDMALL, the contractor shall notify
the GSA Contracting Officer and give advisement of conditions.
The Contractor shall ensure price changes are reflected on GSA Advantage! ® within 5
business days after contract modification. As a condition of placing orders, Federal
Agencies also may require the uploading of the OS4 catalog to other portals, such as
FEDMALL.
Contractor shall charge the product price appearing in the OS4 catalog at the time an




order is placed, unless a more advantageous price is available to the Government.
Contractor shall consider timeframes that are required to make pricing and product
changes to the OS4 catalog posted to FEDMALL and GSA Advantage!®

75 280 - ENHANCED SIN FOR OVERSEAS OFFICE PRODUCTS & SERVICES / OFFICE
SUPPLIES 4TH GENERATION (OS4)

The new enhanced SIN 75 280 will incorporate higher-level technical evaluation factors
to raise standards. A contractor must meet the following technical go/no-go
requirements. The offer will be rejected if all of the below requirements are not met:

e Demonstrated ability to meet all environmental reporting and green product
requirements;
Offeror must provide written explanation of how they will meet environmental
requirement (Add additional lines or separate attachment if necessary. If information is
included in separate attachment, please provide the file name below):

e Demonstrated system to remain compliant with the Trade Agreements Act;
Offeror must provide written explanation of how they will meet this requirement
for TAA compliance.

Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS
Compliance on page 12 to provide your explanation.

e Currently be able to provide point of sale discount for all contract orders;
In evaluating the ability to provide a point of sale discount currently, GSA will look
for controls that ensure the capability will be met. In evaluating the offeror’s ability
to provide transaction data, GSA will look for supporting documentation from the
Contractor’s order processor (e.g., merchant bank).

e Immediately after the effective date of the OS4 contract, Contractor shall
provide a point-of-sale discount for all orders when payment is made through
the GSA SmartPay card. Contractor shall recognize the GSA SmartPay card
and automatically charge a price no higher than the OS4 price. The point-of-sale
discount shall apply to all purchases for items covered by the OS4, except when
the ordering agency specifies that it is using another acquisition vehicle. 0S4
pricing shall be honored through all purchase channels.

e Itis anticipated that in the vast majority of situations authorized ordering officials
shall pay with the GSA SmartPay card and issue transactions via FEDMALL or
GSA Advantage!®. Contractor shall accept all ordering methods and payment
methods, however, including purchase orders, convenience checks, and cash.

e Contractor shall agree to accept the GSA SmartPay card as a method of
payment for orders under the OS4. Payment via GSA SmartPay card shall
automatically trigger OS4 pricing, without separate request, regardless of the




area

sales channel. The cardholder shall not be required to ask for the discount,
reference OS4 or contract number, and also shall not be required to sign up for
a loyalty card program.

e GSA SmartPay card holders in the 48 contiguous United States, Alaska, Hawalii,
Puerto Rico, and international locations may use the OS4 for the purchase of
office supplies.

e Contractors are required to accept the GSA SmartPay card and purchase
orders for orders against the OS4. Personnel who provide a valid GSA
SmartPay card with the appropriate agency prefixes are authorized. Contractor
shall charge the GSA SmartPay card holder only upon 100 percent fulfilment of
an order, excluding any agreed to back-ordered items. Contractor shall charge
the GSA SmartPay card only once per order, regardless of the number of
shipments, except that agreed to back-ordered items may be charged
separately upon order fulfillment. When a GSA SmartPay card is not used,
Contractor must restrict purchases to the Agency Project Officer or his/her
designated purchasing official.

(Please provide explanation on Point of Sale and the file name for supporting
documentation from the order processor below):

Agency-defined reports at no additional cost;

Offeror must describe how they will provide agency defined reports as required.

(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):

Standard delivery OCONUS within 7 business days;
GSA will evaluate the offeror's written explanation of how it will provide 7 business
days transportation After Receipt of Order (ARO) OCONUS in the proposed service

to ensure it is a realistic approach. Please state under what unusual circumstances
seven day delivery would not be possible.

(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):




e Demonstrated ability to provide Fill or Kill status;
Offeror must provide written explanation of how they will meet fill or kill requirement.
(Add additional lines or separate attachment if necessary. If information is included in
separate attachment, please provide the file name below):

e Satisfactory past performance; and
Offeror shall provide documentation of past performance and provide evidence of
relevant experience under their proposed SIN(s) for evaluation/consideration, such as
reference letters from customers.
(Please provide the file names for supporting documentation below).

e Submission of completed Subcontracting Plan, if applicable.
Other than Small Business Concerns must submit a Subcontracting Plan with
acceptable goals. All small businesses will receive an automatic go on this
element if not applicable.

Additional enhanced features include:
e Elevated technical qualifications and requirements
e Stringent Letter of Supply (LOS) requirements to improve customer experience with
receiving compliant items
e Continuous open season
Transactional Data Reporting Required
IFF of 0.75% and Contract Access Fee of 1.25%

Optional Services:

Under MAS 75, vendors will have the option to offer other enhanced delivery options such as
next-day delivery, desktop delivery and secure desktop delivery. In addition, they may offer real
time order status tracking on GSA Advantage, office services, and walk-in/on-site stores.

Convenience Fee for Enhanced SIN(s) 75 220 and 75 280 Offerors ONLY: A convenience fee
to fulfill orders below the minimum order amount may be proposed. If a convenience fee is
proposed, this fee will be negotiated and the Contractor will fulfill orders below the minimum
order amount with the addition of this convenience fee. This convenience fee must be specified
in the applicable catalog/pricelist.

NOTE — As of April 2019, vendor must offer both Convenience Fee and Real Time Order
Status. These are mandatory requirements.

Identify proposed fee for optional delivery service(s). (Enter “N/A” if none is offered):

Service Proposed Fee




Next-Day Delivery

Desktop Delivery

Secure Desktop Delivery

Convenience Fee

Real time order status for GSA Advantage! can be submitted by vendors via the following sites:

e PO Portal - for those SIP users (https://www.poportal.gsa.gov/poportal/welcome.do)
e EDI (https://vsc.gsa.gov/EDIUser/gsaadvdocs.cfm)
cXML (Can be provided upon request post-award)

Please indicate that you can comply with Real Time Order Status:

Returns and Restocking Fees:

e Returns: Contractor shall allow the Government to return items in the original
packaging and in saleable condition up to 30 days from the date the item was delivered.
Contractor shall provide a full refund, less any applicable restocking fee, for such item
within 30 days of receipt of the returned item.

e Restocking fees: Contractor may assess a restocking fee of up to 10 percent of the
item cost when the Contractor incurs additional costs due to customer ordering error.
There shall be no restocking fees when the item is returned due to nonconforming item
or Contractor error.

Proposed Restocking Fee % (if any):

Full-Product and Broad-Service Proposal Offerings:

A full-product catalog is encouraged, but not mandatory. A vendor may offer a more limited
array of office products if that is what they specialize in, such as offerors that specialize in only
toner or paper, etc. Offerors must be registered under a NAICS code applicable to the Special
Iltem Number (SIN) the products are proposed under. Review this information under the SIN
description on the solicitation document.

List the number of items being offered under each SIN below. (Note: The below format can be
recreated to include more space for your responses.):

SIN: Number of Products:

SIN: Number of Products:

Total Number of Products:

PLEASE NOTE - If you are also offering on Legacy SIN 75 85 - in addition to either
Enhanced SIN 75 220 or 75 280 - all terms and conditions from this Critical Information
Document specific to the Enhanced SINs will also apply to SIN 75 85.

Quantity Discount:
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Offerors proposing quantity discounts may do so in the below tiered structure. Identify the
quantity discounts being offered below. (Enter “N/A” if none is offered):

Delivery Order Size Tier Percentage Discount Offered At
Delivery Order Volume Tier

$300 - $999.99

$1,000 - $2,999.99

$3,000 - $4,999.99

$5,000 - $9,999.99

$10,000+

Contract Access Fee:

A Contract Access Fee (CAF) of 1.25% will be applicable for SINs 75 220 and 75 280 in
addition to an Industrial Funding Fee (IFF) of 0.75%. The total fee of 2% will provide resources
to:

e Perform a higher level of price analysis than other MAS SINSs to further reduce pricing
and price variability in order to provide documented savings as compared to other
government acquisition vehicles.

e Provide detailed analysis of customer spend, savings, small business, and
socioeconomic spend on these SINs. This includes custom reports as needed.

e NOTE - For SIN 75 85 IFF - If a contractor has an OS4 SIN and SIN 75 85, for 75 85
sales they only pay .75%. They need to report all sales in TDR but pay 2% on OS4 SINs
75 220 & 75 280 and only pay .75% on 75 85.

Instructions on How to Calculate the Sales Price for Enhanced SINs 75 220 and 75 280
only:

The final Schedule contract award price is calculated as follows:
Negotiated price divided by (1 minus the total fee)

The total fee is 2%. Take 1 - 2.00% = 1 - 0.0200 = 0.9800. The Schedule contract award price
is calculated as the negotiated price divided by 0.9800.

For example, if the negotiated price is $100,000, the proper way to calculate the Schedule
contract award price is:




($100,000 / 0.9800) = $102,040.82

TDR is mandatory for SINs 75 220 and 75 280:

(a) Definition: Transactional data encompasses the historical details of the products or
services delivered by the Contractor during the performance of task or delivery orders issued
against this contract.

(b) Reporting of Transactional Data: The Contractor must report all transactional data under
this contract as follows:

1. The Contractor must electronically report transactional data by utilizing the
automated reporting system at an Internet website designated by the General Services
Administration (GSA) or by uploading the data according to GSA instructions. GSA will
post registration instructions and reporting procedures on the Vendor Support Center
website, https://vsc.gsa.gov. The reporting system website address, as well as
registration instructions and reporting procedures, will be provided at the time of award
or inclusion of this clause in the contract.

2. The Contractor must provide, at no additional cost to the Government, the following
transactional data elements, as applicable:

Contract Number of Blanket Purchase Agreement (BPA) Number.
Delivery/Task Order Number/Procurement Instrument Identifier (PIID).
Non-Federal Entity.

Description of Deliverable

Manufacturer Name.

Manufacturer Part Number.

Unit Measure (each, hour, case, lot)

Quantity of Item Sold.

. Universal Product Code.

10. Price Paid per Unit.

11. Total Price

12. Special Iltem Number (SIN)

©CoNOU~WNE

Please note that TDR reporting is per contract, so if offeror chooses to offer on
Enhanced SINs and also wants to offer Legacy SIN 75 85, TDR reporting will be
mandatory for the entire contract. Manufacturer name and manufacturer part number
are mandatory TDR fields for MAS 75.

e EPA Clauses for TDR (0OS4):

Please choose one of the clauses below:

O Regulation 552.216-70 - If participating in TDR, clause 552.216-70 Economic Price
Adjustment FSS Multiple Award Schedule Deviation Il applies.

OR




O Regulation I-FSS-969 - If participating in TDR, clause 1-FSS-969 Economic Price
Adjustment FSS Multiple Award Schedule Alternate Il applies.

Exclusions/Requirements: EPA Comprehensive Procurement Guidelines (CPG):

The offeror shall acknowledge and certify that the products applicable under the EPA CPG for
recovered and post-consumer materials offered under this proposal meet or exceed the
minimum content levels established under the CPG program managed by the Environmental
Protection Agency (EPA).

If the products being offered meet or exceed the minimum content levels established under the
CPG program then the offeror must furnish proof in the form of a copy of the certification from
the manufacturer/supplier or a copy of the environmental organization’s certification in order for
you to be allowed to display the appropriate environmental attributes. The percentage of the
recovered materials and post-consumer materials must also be shown on the Proposal
Price List under the EPA CPG column. Per clause 552.238-72 (c)(2)(iv), the CPG
compliance icon may be used in GSA Advantage to identify CPG compliant products only if
these products meet or exceed the EPA recommended minimum recovered materials and
post-consumer materials levels shown on the below CPG website. These items should also be
identified in the offeror’s printed commercial catalogs, brochures, price lists and online product
website.

If a product is not available that meets or exceeds the EPA recommended minimum recovered
materials and post-consumer materials levels, then the product must be identified in the
Proposal Price list under the EPA CPG column as containing the maximum recovered
materials and post-consumer materials content levels practicable based on market availability.
Specifically, show the percentage of the total recovered material and, if applicable, the
percentage of post-consumer material content. If products are not subject to the CPG
guidelines, then show N/A. Refer to CPG website at
https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program

The EPA maintains a list of EPA-designated products to provide Federal agencies purchasing
recommendations on specific products in several Recovered Materials Advisory Notices
(RMANSs). Each RMAN contains recommended recovered and post-consumer material content
levels for the specific products designated by EPA. Visit the CPG web site to view the current
list of products that must comply with Comprehensive Procurement Guidelines. Also, CPG
supporting documentations and background information (such as RMANS) can be found at:
https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-
program-cpg

Products offered under this contract that have environmental attributes, such as recovered
materials, must be appropriately identified as required by General Services Acquisition
Regulation (GSAR) 552.238-72, Identification of Products that have Environmental Attributes.
In addition, the Federal Trade Commission (FTC) issued Guides for the Use of Environmental
Marketing Claims (16 CFR part 260). These guides address environmental marketing and
advertising practices. The FTC Guides for the Use of Environmental Marketing Claims can be
found at: http://www.access.gpo.gov/nara/cfr/waisidx_06/16cfr260_ 06.html

Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance:

Trade Agreements Act of 1979 (TAA) (19 U.S.C. § 2501-2581)

Contractors shall only provide products that are U.S.-made or designated country end products
as set out in the Trade Agreements Act. Compliance with Trade Agreements Act (TAA) and
Country of Origin (COQ) accuracy is a critical requirement for obtaining and maintaining a MAS
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75 contract. Noncompliance is a violation under the False Claims Act. Prior to being awarded
a new Schedule 75 contract, Offerors will be expected to have a documented Standard
Operating Procedure (SOP) detailing their process for Trade Agreements Act and Country of
Origin compliance. The documented process shall be reviewed and updated as necessary, but
no less than annually.

At a minimum, the SOP shall include the following:

¢ Identify the role and responsibilities of the department and/or team that will be
responsible for TAA compliance and maintaining manufacturer COO accuracy.

e Describe the process for reviewing and verifying TAA compliance and COO
accuracy. ldentify any software and/or program that will be utilized.

e State the frequency that products will be reviewed for compliance. In determining the
frequency of reviews, the Offeror should take into account the volume of items and
types of products. However, GSA expects reviews to be conducted no less than
quarterly, and many should be at least monthly.

e Identify the type of documentation that will be obtained and maintained to verify TAA
compliance and COO accuracy. While documentation provided by suppliers can be
utilized, it is ultimately the Contractor's responsibility to ensure products comply.

e Arecord of each review shall be kept and made available to government
representatives upon request. These records shall contain information and
documentation such as:

o Date of review, team/department that conducted the review, software utilized,
any discrepancies noted and corrective action taken.

o The documentation used for the internal compliance reviews, such as,
documentation provided by suppliers (letters of supply, periodic updates
provided by suppliers) and/or documents provided to customs to verify country
of origin, etc.

Upon award, Contractors will be responsible for:

e Modifying the contract when notified by supplier(s) that the country of origin (COO) has
changed or if the internal review discovers products no longer TAA compliant.
o Prior to the modification being approved, Contractor shall inform all GSA
customers that the item(s) in question is no longer available on the contract.
e Updating GSA Advantage after receiving approval of a modification deleting items from
the contract.

Description of Standard Operating Procedure for Trade Agreements Act and Country of Origin
compliance (add additional lines or separate attachment if necessary):

Applicable Only To Mandatory Source Authorized Distributor Program:

Based on Congressional statutes, there are two socioeconomic procurement programs that
furnish products and/or services to support Federal Government requirements. These
programs have mandatory source status and preference over the products and services of




other vendors, as implemented by Federal Acquisition Regulation (FAR) Part 8.

Pursuant to the provisions of the Javits-Wagner-O’'Day (JWOD) Act 41 U.S.C. 46-48(c),
production facilities associated with National Industries of the Blind (NIB) and Source America
(serving people with a wide range of disabilities) are mandatory sources for items on the
AbilityOne (formerly JWOD) Procurement List. Pursuant to the provisions of the Federal
Prisons Industrials (FPI) enabling statute, 18 U.S.C. 4124(a), FPI (doing business as UNICOR)
is @ mandatory source for federal customers.

Purchases by Federal customers of commercial items that are identical to or essentially the
same (ETS) as AbilityOne (formerly JWOD) products when AbilityOne products are available to
meet the customers’ requirements, are in violations of the JWOD Act (4 U.S.C. 46-48c).
Purchases by Federal customers of commercial items that are identical to UNICOR products
are in violation of FPI's Act (18 U.S.C. 4124a). Thus Offerors will be prohibited from selling
ETS items to Federal employees.

Offerors will provide GSA’s Contracting Officer with one copy of their product line catalog
(electronic copy) to be sold under this contract. Additional catalogs may be required upon
request by the Contracting Officer. The offeror will review AbilityOne (formerly JWOD) cross-
reference files that identify the ETS commercial items. Those files can be downloaded from
(www.abilityone.gov). All products, which have been determined to be ETS as items available
under the AbilityOne (formerly JWOD) program shall not be listed in Proposal Price List.

During the term of the contract, additional items may be added to or deleted from the
Procurement List, which is the official list of AbilityOne (formerly JWOD) Program products and
services, maintained by the U.S. AbilityOne Commission. The AbilityOne Program and
UNICOR shall normally provide 90 day notice of product additions and deletions.

Offerors should address how AbilityOne (formerly JWOD) items will be shown and marketed to
Federal Customers in their proposals, but at a minimum, the AbilityOne items should be
included in marketing materials in a manner consistent with the commercial items. If the
contractor distributes a printed catalog to their government customers, the AbilityOne (formerly
JWOD) Program prefers, but does not require, a fully integrated Government-unique print
catalog. A commercial printed catalog with AbilityOne inserts in lieu of an integrated catalog
would be acceptable, but must have appropriate blocking of ETS items, and should integrate
AbilityOne items into the index (unless otherwise negotiated with the AbilityOne staff).

If electronic catalogs are used, all items, terms and conditions not accepted by the Government
(including the items ETS as AbilityOne (formerly JWOD) products) must be deleted on the
Government site. At the same time, the AbilityOne product line must be fully integrated in a
manner consistent with commercial items. Electronic or online catalogs must integrate
AbilityOne items into all search buttons for Government customers and/or integration into the
remaining areas of the catalog. Removal of ETS items is required. Items which are not in
stock or available at the time the order is place, the contractors will inform the customer in
accordance with the contractor’'s commercial policy.

Offerors must acknowledge that they will comply with the exclusion(s)/requirements
mentioned above and describing what kind of blocking system for Essentially The Same
(ETS) as AbilityOne items they will have in place under their order entry system.



http://www.abilityone.gov/

Description of Blocking System for ETS items (add additional lines or separate attachment if
necessary):

AbilityOne Program:

Federal law creates a mandatory requirement for Federal customers to buy items produced
under the Javit's-Wagner-O’'Day (JWOD) Program (41 U.S.C. 48). No commercial items that
are essentially the same (ETS) as AbilityOne Products will be awarded under this schedule.

Regardless of whether or not an Offeror is an authorized AbilityOne (formerly JWOD) product
distributor, no Offeror will be permitted to sell commercial items under this Schedule to Federal
Customers if the commercial items are essentially the same as AbilityOne products. Only
authorized AbilityOne distributors may sell or market Ability One products. The following
requirements shall be met for all AbilityOne products:

e Only the 13 digit AbilityOne National Stock Number (NSN) shall be utilized when selling or
marketing AbilityOne products on the GSA contract.

e [or all AbilityOne products, the manufacturer name shall be listed as “AbilityOne”. No other
variations such as NIB, Source America, JWOD, or Skilcraft shall be accepted.

(Check Yes/No) (Check "Yes" or "No" for each of the three (3) sections below.)
O Yes Offeror is already authorized to distribute AbilityOne products by the U.S.
0 No AbilityOne Commission.
Offeror is not currently authorized to distributor AbilityOne products but
this offer is based on the intention of applying for authorization to
distribute AbilityOne products by the U.S. AbilityOne Commission. Offeror

ET\TOS acknowledges that, they are not authorized to distribute AbilityOne
products. Offerors will distribute neither AbilityOne products nor
commercial items that are essentially the same as AbilityOne products
under this Schedule.

OvYes Offeror does not intend to distribute AbilityOne products.

J No

Requirements: Letter of Supply (LOS):

If other than the manufacturer, offerors must provide a LOS. The changes to the LOS will affect
vendors on the new SINs 75 220 and 75 280, as well as existing SIN 75 200, 75 210, and 75
85.

The portion of the 2nd page of the LOS refers to toner manufacturers HP, Lexmark, Xerox and
Clover. Although everyone must provide this letter of supply, please note the toner portion only
applies to offerors providing toner. All new offers must provide the LOS. All existing
contractors must submit a new LOS within 6 months from date of issuance of the mass
modification.




For each manufacturer being offered (HP, Lexmark, Xerox and Clover), Offeror must be
listed on the following website: https://businesssolutionsassociation.site-
ym.com/page/dealerauthorization , as an authorized reseller for each manufacturer at
the time of offer submission and, if awarded a contract, must remain on the website for
the entire duration of the contract.

Excerpt and important information from the Letter of Supply:

Offeror Acknowledgement
[Offeror Name] understands that:

1. The following manufacturers have a Reseller Authorization Program: HP, Lexmark,
Xerox and Clover.

2. [Offeror Name] must be authorized by the above-listed manufacturers to offer those
manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS.

3. [Offeror Name]'s Reseller Authorization status may change at any time, and any such
changes may be reported by the manufacturer directly to GSA. Should the
manufacturer deem [Offeror Name] as no longer meeting the OEM'’s
authorization/partner program and/or policy requirements, [Offeror Name]’s
authorization to resell said product will cease immediately, and [Offeror Name] must
take action to remove those items from its GSA contract and GSA Advantage listing
within 48 hours. [Offeror Name] may contact the manufacturer directly for information
regarding its Reseller Authorization status.

4. A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover,
and other legitimate manufacturers may be found on
https://businesssolutionsassociation.site-ym.com/page/dealerauthorization.

[Offeror Name] may also inquire with the manufacturer for information regarding
[Offeror Name]’s authorization status.

Manufacturer Authorization:

Please check the boxes below for all manufacturers that have granted authorization:

1 HP
0 Lexmark
[ Xerox

[ Clover

Empty Toner Return Policy:

Toner cartridge offerors must provide arrangements for empty toner cartridges to be returned
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from the customers.
Please describe your Empty Toner Return Policy below:

GSA Catalogs and Price Lists:
The following requirements shall be met:

e Duplicated Part Numbers are not permitted within the Product Description Fields on GSA
Advantage.

e Vendors who offer different Units of Issue for the same product shall not offer larger
gquantities at a price higher than the individual unit.

e AbilityOne products shall be represented with the 13 digit National Stock Numbers (NSN) in
the “Manufacturer Part Number” field on GSA Advantage and identify “AbilityOne” as the
manufacturer name. Variations such as “NIB/Source America”, “Skilcraft” and “JWOD” will
not be accepted.

e Contractors must be an Authorized Distributor, Reseller, or Wholesaler for catalog items.
Contractors are required to provide documentation from the Original Equipment
Manufacturer (OEM) confirming this authorization. Purchase, Distribution and/or sale of
Grey/Black Market items are not allowed.

Regarding Product Substitutions:

No product(s) shall be substituted unless specifically approved by the ordering office. If an
item is on backorder, the contractor shall contact the customer for further instructions prior to
order cancellation.

Offerors with more than one supplier must ensure that there are no duplications of the exact
same products by the same manufacturers for the items being proposed.

Regarding Conformed Price Lists:

For all modification requests, a conformed price list is required to be submitted along with all
other pertinent documents. For example, if a vendor currently has a catalog count of 2,000
items and they are in the process of submitting a modification to add an additional 3000 items
then two separate spreadsheets are required to be submitted to the respective Contracting
Officer. One spreadsheet should list the additional 3,000 items that are in the process of being
added while the second spreadsheet should be the conformed price list that includes all 5,000
items. Customer Agencies request conformed price lists from time to time and this will enable
GSA to meet those requests in a timely manner.

The Contractor shall provide to the GSA Contracting Officer:

1. One copy of the Authorized GSA Schedule Price list, with Catalog.

2. The Authorized GSA Schedule Price list on a common-use electronic medium. The
Contracting Officer will provide detailed instructions for the electronic submission with
the award notification. Some structured data entry in a prescribed format may be
required.




The person whose signature appears below is authorized to make the commitments noted
above.

Signature: Date:
Print Name: Title:
Appendix:

OFFICE SUPPLIES DEFINITION

Full Commercial Catalog Offer is defined as follows:

Offerors have the option of submitting their entire full commercial catalog which includes a
variety of office supplies/products and a small amount of office furniture. The ratio should be
80% Office Supplies/Products and 20% other, such as office furniture, IT products/accessories,
etc. Incidental transactional items such as restroom products, IT accessories, and small
furniture items may be included in orders from customers only for convenience but will be a
minimal portion of offeror catalog. Offerors with a significant number of restroom products are
encouraged to offer SIN 75 85.

Furniture products offered under this solicitation are required to meet applicable industry
standards, tests, and GSA requirements in effect on the date of issuance of the solicitation.
During the contract period of the schedule, product manufactured must meet the applicable
standards, in effect at the time of manufacture. Furniture products may only be offered as part
of an offeror’s Full Commercial Catalog.

Partial Catalog Offer is defined as follows:

Offeror is proposing a select number of Office Products that fall under Special ltem Numbers
75 200, 75 220, 75 280 or 75 85.

Office Supply Definitions per Category: This list is not meant to be all
encompassing, but examples of common items in these categories.

Office Supplies Office Supplies Definition
Definition Office Subcategories
Supplies Category




Paper 1. Paper Carbon, cards, computer, fine stationery,
inkjet, laser multipurpose, copier,
notebook filler, bond, résumé, rolls,
stationery, and labels

Toner 2. New toner and inkjet | New ink and laser jet cartridges; multicolof

cartridges

and black; and solid ink

3. Remanufactured
toner and inkjet
Cartridges

Remanufactured ink and laser jet
cartridges; multicolor and black; and solid
ink

General Office
Supplies

4. Adding machines and calculators

5. Binding and filing
supplies

Binders, binding elements, file folders,
document protectors, bank boxes and
other filing boxes

6. Calendars, personal
organizers, and other
dated office items

All office-related calendars and organizers

7. Cases and portfolios

Carrying cases, presentation
portfolios, leather and vinyl
portfolios, twin-pocket portfolios,
and zipper portfolios

8. Computer
accessories

Mouse pads, wrist rests, antiglare
screens, desktop cleaning supplies,
media storage, keyboard drawers
(excludes electronic information
technology (EIT)

9. Computer media

Diskettes, CDs, DVDs, data tape, USB
devices

10. Drawing and graphic
arts supplies

Adhesives and glue, erasers, rulers and
measures

11. Mailing and shipping
supplies

Envelopes, shipping sacks, packaging tap

D

12. Miscellaneous office
supplies

Fastening items including staplers, paper
clips, binder clips, etc.; adhesive tape,
label makers, rubber stamps, ink, push
pins, paper- hole punchers

13. Office furnishings

Clocks, stoaols, picture frames,




wastebaskets

14. Shredders Office-type and high-security shredders
15. Visual Blackboards, whiteboards, easels,
communications and videotapes, audiotapes, dictation supplies

meeting aids

16. Writing instruments | Pens, pencils, highlighters, markers

Delivery:

Desktop Delivery: Desktop delivery is direct delivery of packages to a customer's desk.
Secure Desktop Delivery: Secure Desktop delivery is direct delivery of packages to a
customer's desk from an individual with security clearance.

Toner:

Original Equipment Manufacturer (OEM): A new cartridge that is designed, manufactured
and/or distributed by the manufacturer of the printer in which the cartridge is intended to be
used. An OEM cartridge may contain recycled parts.

Non-OEM New Build: A new cartridge with a shell, internal components and ink or toner that
is produced by a company NOT affiliated with the printer hardware manufacturer of the printer
in which the cartridge is intended to be used.

Remanufactured: A cartridge that has been previously used, the marking substance
consumed, and then is subsequently collected, inspected, cleaned, had new or reconditioned
parts installed, refilled with ink or toner, and tested so that its capability to print has been
restored. This previously used cartridge could be either an OEM or a non-OEM cartridge.

Refilled: A cartridge that is refilled with non-OEM ink or toner and resealed. Some
components may be replaced, but the principal service is replacing the marking substance in
a cartridge supplied by the customer. The process may be performed by a technician in a
local store, or by the customer using commercially available supplies. This previously used
cartridge could be either an OEM or a hon-OEM cartridge.

All toners being offered shall be identified as: New OEM, Non-OEM New Build,
Remanufactured, or Refilled

Gray/Grey and Black Market:

Gray Market: Goods that are defined as items sold into the country of consumption without
the consent of the trademark holder. Gray market goods are not counterfeits; however,
differences may exist between these goods and those goods produced for sale in the country
of consumption. Some of these differences may involve warranty coverage or compliance
with local regulatory requirements.




Black Market: Black market and counterfeit in the printing supplies business means the
manufacturing, refilling or (“reman™) remanufacturing of a print cartridge with the intention to
market it in a way that suggests it is an original brand name product. This usually involves
putting a reman or refill into a box that closely resembles genuine manufacturer packaging,
which can deceive customers into paying a higher price for a fraudulent product.

Other Standards and Terms:
A vendor should also indicate in the product description whether:

e Remanufactured cartridges meet applicable Business Solutions Association (BSA)
standards
e Compatible suppliers can represent and warrant that they have investigated and
confirmed that their products do not violate any United States patents
e The cartridge is CPG compliant:
o Comprehensive Procurement Guidelines: EPA's Recovered Materials Advisory
Notice (RMAN) recommends that procuring agencies establish procedures and
policies that give priority to remanufacturing the agencies' expended toner
cartridges. EPA recommends that, under such policies and procedures,
agencies procure remanufacturing services for expended cartridges and, when
such services are unavailable or not practicable, obtain remanufactured toner
cartridges or new toner cartridges made with recovered materials from product
vendors.

Sources:
e https://c.ymcdn.com/sites/businesssolutionsassociation.site-
ym.com/resource/resmgr/docs/Print_Cartridge 10-14.pdf
e https://sftool.gov/greenprocurement/green-products/9/non-paper-office-products/0
e http://www.i-itc.org/stmc.html

FILL/KILL:

In the “fill” or “kill” phase, Contractors are required to obtain affirmative acknowledgement
from the customer on all orders received. Should an order fail to be able to be fulfilled by the
Contractor at the time order is placed, the Contractor shall provide notification to the customer
that the intended order cannot be filled within the time specified and provide (when
applicable) backorder details regarding the order.

Should the customer fail to acknowledge to the Contractor to move forth with the requested
items placed on backorder, the Contractor shall “kill” (not fulfill) the order within 24 hours of
the Contractor's response to the customer’s backorder. Otherwise, Contractor’s receipt of
acknowledgment to move forth with the backorder for the agreed date of fulfillment, the
Contractor shall “fill” the order as requested, agreed, and acknowledged.

Fill or Kill applies at the line-item level, not at the order level. The Contractor must:

e Notify the ordering office placing the order within 24 hours if there are any problems
filling an order;
e Provide any anticipated wait time; and
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e Allow the customer to cancel that item or wait for the later delivery.

Notification and agreement with the customer must be in writing or through the ordering
portal. The Contractor shall automatically deliver items available and notify customers within
24 hours of order placement when a backordered item can be delivered at a later date/time.
Customers will determine if they wish to wait for the backordered item or order from another
contract holder. If no response is received from the customer within 24 hours of notification of
a backordered items’ delivery estimate, the Contractor shall default to “Kill” for the line item.

0S4 Mandatory Use/Policy Letters by Agency

0S4 Agency Commitment Letters and OS4 Commitment Comments can be found on the
Acquisition Gateway. FSSI 0S4 commitment letters lay out an agency’s specific level of
commitment to FSSI OS4 and help support government efforts to support the FSSI OS4 initiative.
0S4 Mandatory Use/Policy Letters by Agency link is below:
https://hallways.cap.gsa.qov/app/#/gateway/office-management/9382/updated-0s-4-
mandatory-use-policy-letters-by-agency%3Ftid=1364?tid=1364

**Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Critical Information Schedule 736 TAPS

Critical Information Schedule 736 TAPS

Temporary Appointment is an appointment lasting one year or less, with a specific
expiration date. It is appropriate when an agency expects there will be no permanent
need for the employee. An agency may make atemporary appointment to:

e Fill short-term position that is not expected to last more than one year; or,
¢ Meet an employment need that is scheduled to be terminated within one or
more years for reasons as the completion of a specific project or peak

workload; or
e Fill positions that involve intermittent (irregular) or seasonal (recurring
annually) work schedules.

A temporary employee does not serve a probationary period and is not eligible for
promotion, reassignment, or transfer to other jobs

SCP-FSS-002 SPECIFIC PROPOSAL SUBMISSION INSTRUCTIONS (FEB 2012)
NOTE: Additional requirements to SCP-FSS-002, Specific Proposal Submission
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Instructions (FEB 2012) (Alternate 1-Dec 2010) located in the Solicitation attachments.

SECTION Il = TECHNICAL PROPOSAL
FACTOR FIVE: INSURANCE
The minimum required insurance for this contract shall be:

a. Workers' compensation and employer liability: Contractors are required to
comply with applicable Federal and State workers' compensation and occupational
disease statutes.

b. General Liability: Bodily injury liability insurance coverage of at least $500,000
per occurrence.

In accordance with Clause 52.228-5 entitled "Insurance - work on a Government
Installation, provide a current copy of the Certificate of Insurance showing the
limits covered.

SECTION Il - PRICE PROPOSAL

CLASSIFYING POSITIONS:

GSA does not make the determination as to whether a position will be classified as
professional or non-professional. Therefore, please clearly indicate each proposed
labor category as professional (P) or non-professional (N) on your pricing

proposal. As the contractor, you are subject to all of Department of Labor's rules and
are subject to the Department of Labor's audit procedures. By classifying the positions,
you take full responsibility for any of the Department of Labor's findings during an audit.

Professional
Professional labor categories are NOT subject to the Service Contract Act. Pricing
Methods 1 or 2 shall be utilized for professional rates.

Non-Professional

Pricing Method 3 shall be utilized for all non-professional rates. All non-professional

services are subject to the Service Contract Act. If your labor category is not listed

within the wage determination (https://beta.sam.gov/) and is not professional, the
following instructions apply:

a. Review the Service Contract Act Directory of Occupations which can be found at
https://beta.sam.gov/. If you can make a reasonable relationship between your labor
category and a category listed on the SCA Directory of Occupations, provide a
cross reference sheet showing which DOL position relates to the position in your
offer.

b. If you cannot make areasonable relationship between your labor category and a
category listed on the SCA Directory of Occupations https://beta.sam.gov/, review the
following instructions in accordance with the DOL SCA Conformance Process.

c. Ifyou decide that the position(s) requires conformance, include a statement of
your intent to prepare the required written reports and forms within the timeframes
specified by the Department of Labor. Also provide documentation as to how the
hourly base rates were developed and provide supporting documentation such as
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invoices, price lists, Salary.com, current contracts, etc. You must provide invoices to
show commercial sales in support of the rates proposed. Since these positions will
not appear on future wage determinations, you must propose a method to be used
for future price adjustments.

PRICE PROPOSAL SUBMISSION METHODS

METHOD 1: MARKET PRICES (PROFESSIONAL)

In accordance with clause 1-FSS-969, Economic Price Adjustment - FSS Multiple Award
Schedule, paragraph (b)(1) pricing shall be proposed based on a negotiated five year fixed
annual rate of escalation Method 1 pricing may only be used for professional labor categories.
Non-professional labor categories subject to SCA Wage Determinations will not be
permitted under this method. Utilize the pricing proposal template provided in the solicitation
attachments. The offeror must certify that the annual escalation rate requested conforms
to its historic pricing escalation practices and agrees to provide the Government
additional supporting documentation to validate requested escalation rate, if required.

METHOD 2: COMMERCIAL PRICE LIST (PROFESSIONAL)

In accordance with 552.216-70 Economic Price Adjustment- FSS Multiple Award
Schedule, pricing shall be proposed for the first year only based on a commercial price
list (CPL). Utilize the pricing proposal template provided in the solicitation attachments.
Method 2 pricing may only be used for professional labor categories. Non-professional
labor categories subject to SCA Wage Determinations will not be permitted under this
method. Utilize the pricing proposal template provided in the solicitation attachments.

METHOD 3: SCA RATES Reqguired for all SCA labor categories (NON-
PROFESSIONAL)

In accordance with clause I-FSS-969, - Economic Price Adjustment — FSS Multiple
Award Schedule, paragraph (b)(2) pricing may be proposed based on a market
indicator identified by an economic indicator such as the Bureau of Labor Statistics
Employment Cost Index (www.bls.gov) (not to exceed the conditions specified in (d)(4)
of the clause).

*When submitting Labor Categories subject to SCA Wage Determination, the offeror is
required to provide rates for their intended places of performance along with any
supporting documentation. The offeror should indicate any differences in WD base rates
for proposal pricing, for instance if Accounting Clerk | (under SIN 736-1) is being
proposed for a lower WD base rate than Janitor (under SIN 736-3) the appropriate WD
should be indicated. The contractor is responsible to adjust their proposal and for paying
the appropriate WD for the locality for the intended performance local.

*In addition the contractor is required to make any modifications in the event their locality
has changed

METHOD 4: Court Reporting and Transcription

In accordance with 552.216-70 Economic Price Adjustment- FSS Multiple Award
Schedule, pricing shall be proposed for the first year only based on a commercial price
list (CPL). Utilize the pricing proposal template provided in the solicitation attachments.
Method 4 pricing may only be used for ALL Court Reporting and Transcription labor
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categories.

COURT REPORTING & TRANSCRIPTION SERVICES

If you are offering Court Reporting and/or related services, please note the following

instructions:

a. Pricing Method 4 is preferred for pricing offered on an hourly basis.

b. Identify specific formatting method used, if any. The recommended method is set
forth by the National Court Reporters Association (NCRA) (http://www.ncra.org/)

i.  No fewer than 25 typed lines on standard 8-1/2 x 11 paper.

ii.  No fewer than nine or 10 characters to the typed inch.

iii.  Left-hand margin to be set at no more than 1-3/4 inches.

iv.  Right-hand margin to be set at no more than 3/8 inch.

v.  Each question and answer to begin on a separate line.

vi.  Each question and answer to begin no more than five spaces from the left-
hand margin with no more than five spaces from the Q and A to the text.

vii.  Carry-over Q&A lines to begin at the left-hand margin.

viii.  Colloquy material to begin no more than 15 spaces from the left-hand

margin, with carryover colloguy to the left-hand margin.

ix.  Quoted material to begin no more than 15 spaces from the left-hand margin,
with carry-over lines to begin no more than 10 spaces from the left-hand
margin.

X.  Parentheticals and exhibits markings to begin no more than 15 spaces from
the left-hand margin, with carry-over lines to begin no more than 15 spaces
from the left-hand margin.

e Be sure to adhere to the Transcript Formatting Guidelines as set forth in
comment 9202 of the Code of Professional Ethics of National Court Reporters
Association (www.ncra.org) for such categories as Depositions, Court
Appearances, Meetings, Conferences, and Administrative Hearings, etc.

c. Specify and describe any charges including appearance fee, shipping rates for
different shipping times, prices per additional transcript copies, videography
services and resulting digital or electronic copies, fees for technical / semi-technical
/ non-technical transcription, and any other additional service.

e Pricing schedule should include a firm-fixed price per transcribed page based on
typically the following delivery times;
o Same day delivery
o Next day delivery
o Progression of days from 2 to 10 for delivery
o Premium hours (outside normal business hours/holidays/weekends etc.);
and
o Minimum charge fee

d. Regardless of the Pricing Method selected, SCA wage determination(s), including
determination number, revision date, state and counties for the preponderance of
work location must be submitted.

SECTION IV — SKILL DESCRIPTIONS/JOB DESCRIPTIONS

JOB DESCRIPTIONS
Job descriptions must contain at a minimum the basic duties the employee will perform,
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minimum education and experience. Job descriptions that contain any of the duties
listed in the Federal Acquisition Regulation (FAR) 7.5 entitled Inherently Government
Functions will be rejected. Web link to FAR 7.5 is
http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/07.htm#P335 53329

HELPFUL WEBSITE LINKS FOR VENDORS
e \Wage Determinations Online (wage rates per location)

O https://beta.sam.gov/

e SCA Directory of Occupations (use for cross-reference)
O http://Iwww.dol.gov/whd/regs/compliance/wage/SCADIirV5/SCADirectVers5.pdf

e SCA FAQs (answers regarding wage determinations)
O http://Iwww.dol.gov/whd/regs/compliance/web/SCA FAQ.htm

e SCA Overview (add’l information about the Service Contract Act)

O https://www.dol.gov/whd/govcontracts/sca.htm

e \Wage and Hour Division Contact Information (conformance process (use also for SIN 760-
99))

O http://lwww.dol.gov/whd/contact us.htm

e Health and Welfare Fringe Benefit Rate
O http://lwww.dol.gov/whd/govcontracts/sca/sf98/index.asp

| **Click here to go back to Table of Contents

Required Documents To Be Included With Modification

Letter or Supply (Schedule 75) (Attachment 1)
Offeror Acknowledgment Letter (Attachment 2) (only if offering toner)

Letter of Commitment/Supply*

Offerors/Contractors - Please note this Letter of Commitment/Supply Template is the GSA template for
Schedule 75. Please forward this approved letter to your supplier with the appropriate Solicitation
number (if for a new offer) or Contract number (if adding a new product or product line or contract
extension)

Letter or Supply (Schedule 75) (Attachment 1)

e [Submit on Supplier** Letterhead]
e [Date (must be within 12 months of offer submittal)]
e [Offeror Name]
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e [Offeror Point of Contact (POC)] [Address]
Re: Letter of Supply
Dear [Offeror POC],

This Letter of Supply is in reference to the offer that [Offeror Name] submitted in response to the General
Services Administration’s Solicitation [enter Solicitation Number if a new offer] or Contract number [enter
Contract number if existing contract].

In the event the [Offeror Name] has been or is awarded a Multiple Award Schedule (MAS) contract
under the aforementioned solicitation/contract number, [Supplier Name] will assure an uninterrupted
source of supply, with sufficient quantities of product to satisfy the Government’s requirements, for the
duration of the contract period (to include option periods) provided [Offeror Name] remains in good
standing with [Supplier Name] and [Supplier Name] is permitted to sell such products to [Offeror Name]
under [Supplier Name]'s agreements with its vendors.

[Supplier Name] understands that all products and services offered on [Offeror Name]'s MAS contract
must be compliant with the Trade Agreements Act (TAA)(19 U.S.C. § 2501, et seq.). Further, while we
[Supplier Name] understands that responsibility for TAA compliance and Country Of Origin accuracy
resides with [Offeror Name], [Supplier Name] agrees to work and cooperate with [Offeror Name] to
support [Offeror Name]'s TAA compliance of items offered on its contract and to provide country of origin
information.

[Supplier Name] will provide country of origin information or otherwise make the information available to
the [Offeror Name] and will update such information and make it available to the reseller on a quarterly
basis. Country of origin and TAA information provided by [Supplier Name] is based on information
provided by product manufacturers and other third parties.

[Offeror Name] understands the receipt of this LOS is not transferable to any partner/APD (authorized
participating dealer)/subcontractor/teamed organization.

[Supplier Name] understands that if it certifies to [Offeror Name] that an item being supplied meets or
exceeds the minimum content levels established under the Comprehensive Procurement
Guidelines***(CPGs) program, then, in order for [Offeror Name] to display the appropriate
environmental attributes on its GSA Contract for the item, [Offeror Name] must retain proof in the form of
a copy of the certification from the manufacturer or a copy of the environmental organization’s
certification or be able to obtain such proof from [Supplier Name] on request. A document showing the
percentage of the recovered materials and post-consumer materials in the item offered must also be
retained by [Offeror Name] or be available from [Supplier Name] to [Offeror Name] upon request.
Accordingly, [Offeror Name] and [Supplier Name] will mutually agree on a process to facilitate [Offeror
Name’s] compliance with its EPA/CPG obligations under the Contract.

[Supplier Name] understands that if no proof of the environmental attributes being claimed is provided
then [Offeror Name] will not be allowed to display the applicable environmental attribute icon.

[Offeror Name] understands that the Offeror Acknowledgement section, regarding manufacturer
authorization status, on the following page, must accompany this letter of commitment/supply in order for
this letter of commitment/supply to be valid.

The person whose signature appears below is authorized to make the commitments noted above.

Sincerely,
[Signed by a [Supplier Name] company official authorized to make the commitment]




*The letter of commitment/supply is a template and will constitute the first page of the letter. Although the
content herein is sufficient, Suppliers may provide additional verbiage in subsequent pages as long as
the verbiage does not contradict the statements made in the above information.

**Please note that "Supplier" name is synonymous with "Manufacturer" and/or "Distributor."

**The EPA maintains a list of EPA-designated products in their CPGs to provide Federal agencies
purchasing recommendations on specific products in several Recovered Materials Advisory Notices
(RMANS). Each RMAN contains recommended recovered and post-consumer material content levels for
the specific products designated by EPA (40 CFR part 247 and EO 13423: Strengthening Federal
Environmental, Energy, and Transportation Management). Visit the CPG web site at
https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program to view the current list of
products that must comply with Comprehensive Procurement Guidelines (CPGs). Also, CPG supporting
documentations and background information (such as RMANS) can be found at:
https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-program-cpg

Offeror Acknowledgment Letter (Attachment 2)
**Only if offerors offering toner

Offeror Acknowledgement

[Offeror Name] understands that:

1. The following manufacturers have a Reseller Authorization Program: HP, Lexmark, Xerox and
Clover.
2. [Offeror Name] must be authorized by the above-listed manufacturers to offer those

manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS.

3. [Offeror Name]'s Reseller Authorization status may change at any time, and any such changes
may be reported by the manufacturer directly to GSA. Should the manufacturer deem [Offeror Name] as
no longer meeting the OEM’s authorization/partner program and/or policy requirements, [Offeror
Name]'s authorization to resell said product will cease immediately, and [Offeror Name] must take action
to remove those items from its GSA contract and GSA Advantage listing within 48 hours. [Offeror Name]
may contact the manufacturer directly for information regarding its Reseller Authorization status.

4, A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover, and other
legitimate manufacturers may be found on
https://www.businesssolutionsassociation.com/authorizeddealers [Offeror Name] may also inquire with
the manufacturer for information regarding [Offeror Name]'s authorization status.

Signed by [Offeror]

**Click here to go back to Table of Contents
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Required Documents Descriptions

Agent Authorization Letter

AGENT AUTHORIZATION LETTER

(To be used in conjunction with K-FSS-1, if a third party agent is utilized by the
proposing contractor)

OUTLINE FOR AGENT AUTHORIZATION — THIS INFORMATION MUST BE PROVIDED IF
AN AGENT (I.E., CONSULTANT OR THIRD PARTY AGENT) ASSISTED IN THE
PREPARATION OF THE OFFER, WILL BE INVOLVED IN ANY PART OF THE
EVALUATION OR NEGOTIATION OF THE OFFER, OR WILL BE INVOLVED IN ANY POST
AWARD ACTIONS.

The contracting officer will review the submitted agent authorization letter in
accordance with Federal Acquisition Regulation (FAR) 4.102(e), which states, “when an
agent is to sign the contract, other than as stated in paragraphs (a) through (d) of this
section, the agent’s authorization to bind the principal must be established by evidence
satisfactory to the contracting officer.”

Please provide the following information on the principal’s letterhead, without the above
instructional language (This letter must be signed only by an authorized principal with
authority to bind the offeror/contractor, such as a corporate officer. (i.e. may not be
signed by sales or purchasing agent, etc.)

For Solicitation No. , the undersigned contractor (principal) ,
hereby authorizes (agent) , to act as agent for the said contractor, with said
specific authority delegated from the contractor to the agent. The authority of the agent is
limited to exact and specific delegations. You may contact __ (agent/consultant) __ at (phone
number and email).

(Check desired delegations)
Pre-award delegations:

[ Negotiate contract

d Sign contract

d Communicate with the Government
Post-award delegations:

O Submit contract modification requests

[ Negotiate contract modifications
d Sign contract modifications




O Submit GSA Advantage Price List

Offeror (To be signed only by authorized principal, with authority to bind the undersigned
contractor)

Name (Printed) Title Date

**Click here to go back to Table of Contents

Required Documents Descriptions

SCA Matrix

o If there are SCA eligible labor categories currently on contract or proposed, please
submit a SCA matrix and language. Service Contract Labor Standards, formerly
known as the Service Contract Act: Applicable to this solicitation (Service Contract
Act 52.222-41, and related clauses 52.222-17, 52.222-42, 52.222-43, 52.222-49 and
52.222-55)

o The SCA matrix is in the example below.

SCA Matrix
SCA Eligible Contract Labor SCA Equivalent Code - Title WD Number
Category
Administrative Assistant 01011 - Accounting Clerk | 052059
Secretary 01311 - Secretary | 052059

(A) The Service Contract Labor Standards (SCLS), formerly known as the Service
Contract Act (SCA) applies to some nonprofessional services to be provided under this
Schedule excluding pricing offered for services outside of the United States. The SCLS
index of applicable wage determinations for this solicitation and resultant contract are
shown in FedBizOpps document, "SCA Wage Determinations"” with each solicitation. The
full-text version of each wage determination can be viewed at https://beta.sam.gov/ and
find “Wage Determinations”. Some of the proposed labor categories may be subject to
the SCLS (usually nonprofessional categories and fixed-price services). As such, the
Offeror should verify that its proposed base rates and fringe benefit rates for these labor
categories meet or exceed the SCLS wage determination rates and fringe benefits for the
areas included in the geographic scope of the contract (i.e., nationwide); the Offeror will
be required to comply with applicable SCLS wage determination rates and fringe benefits
regardless



https://beta.sam.gov/

of the price proposed and awarded on any resultant Schedule contract. The Offeror may
be required to submit supporting documentation for the proposed rates that will allow the
contracting officer to conduct a cost analysis to determine that offered prices are fair and
reasonable.

(B) Schedule contractors must comply with the base rate and fringe benefit rate
requirements of the prevailing rate SCLS Wage Determination (WD) Revision Number
currently incorporated into the GSA Schedule contract. No prevailing rate WD may be
incorporated into a task order as the order may then be in conflict with the Schedule
contract terms and conditions. However, WDs based on collective bargaining agreements
(CBAs) may be incorporated into a task order if the task order is found to be a successor
contract as used in FAR Subpart 22.10; a CBA WD would be applicable only to the task
order it is incorporated into and no other orders under that Schedule contract.

(C) In the price proposal template, indicate which proposed labor categories are
subject to the SCLS by placing a double asterisk (**) next to the labor category
name or fixed price service.

The Service Contract Act (SCA) is applicable to this contract and it includes SCA
applicable labor categories. The prices for the indicated (**) SCA labor categories are
based on the U.S. Department of Labor Wage Determination Number(s) identified in the
SCA matrix. The prices awarded are in line with the geographic scope of the contract (i.e.
nationwide).

For all the Offeror’s identified SCLS-eligible labor categories, map them to the SCLS-
equivalent labor category title (titles/descriptions available at https://beta.sam.gov/ and
find “Wage Determinations”. Also identify the WD# that the labor categories in your offer
are predicated on. Note that the applicable revision number for any Wage Determination
number is the revision number identified in the solicitation index of wage determinations.

There are two possible strategies for determining price adjustments under SCA-eligible
labor categories. All price adjustments under SCA-eligible labor categories shall be in
accordance with clause 52.222-43.

52.222-43 Fair Labor Standards Act and Service Contract Act Price Adjustment
(Multiple Year and Option Contracts). Price adjustments for SCA-applicable labor
categories shall be in accordance with clause 52.222-43 Fair Labor Standards Act and
Service Contract Act Price Adjustment (Multiple Year and Option Contracts). When a
modification is issued to all contract holders incorporating a revised index of wage
determinations, contractors shall notify the contracting officer of any increase/decrease
claimed under clause 52.222-43 within 30 calendar days after receipt of the modification.

In addition to clause 52.222-43, one of the following two methods of escalation will be
awarded.

Method 1: An escalation method is negotiated prior to award in accordance with
the clause I-FSS-969 Economic Price Adjustment - FSS Multiple Award
Schedule, utilizing any of the methods available in the solicitation under that
clause.

OR



https://beta.sam.gov/

Method 2: When the offered prices are based upon a commercial price list, only
revisions in the commercial price list will enable the contractor to revise Schedule
contract prices. Schedule contract price increases will be allowed only in
accordance with clause 552.216-70 Economic Price Adjustment - FSS Multiple
Award Schedule Contracts.

Regardless of the method used, the contractor must ensure that within 30 calendar days
after the effective date of any contract modification to revise pricing based on changes in
the applicable wage determination(s), the Contractor's electronic catalog is updated on
GSA Advantage!®.

Note 1: The contractor will not automatically be allowed an increase in prices
based solely on new wage determinations. Contractor may be required to
furnish the Schedule Contracting Officer with additional justification for a price
increase. Additional justification may include, but is not limited to, invoices,
payroll information, current e98s, RFQ, and/or task order information.

Note 2: Reference Code of Federal Regulations, Title 29, Labor, Subtitle A
Office of the Secretary of Labor, Part 4 Labor Standards for Federal Service
Contracts, Subpart D Compensation Standards, paragraph 4.161 Minimum
monetary wages under contracts exceeding $2,500, which states: “No change in
the obligation of the contractor or subcontractor with respect to minimum

wages will result from the mere fact that higher or lower wage rates may be
determined to be prevailing for such employees in the locality after the award
and before completion of the contract.”

o If your contract DOES NOT have any SCA applicable labor categories, please insert
the following language into your request:

The Service Contract Act (SCA) is applicable to this contract as it applies to the entire
contract and all services provided. While no specific labor categories have been
identified as being subject to SCA due to exemptions for professional employees
(FAR 22.1101, 22.1102 and 29 CRF 541.300), this contract still maintains the
provisions and protections for SCA eligible labor categories. If and / or when the
contractor adds SCA labor categories / employees to the contract through the
modification process, the contractor must inform the Contracting Officer and establish
a SCA matrix identifying the GSA labor category titles, the occupational code, SCA
labor category titles and the applicable WD number. Failure to do so may result in
cancellation of the contract.

o Identify the Wage Determination (WD) Number(s) you used to ensure prices will
meet or exceed minimum SCA direct labor and fringe benefit requirements. Specify
the revision number and revision date identified in the latest index of the WDs for
non-standard wage determinations and for standard wage determinations of your
contract located in the solicitation. . Also specify the state and area associated with
the WD.

Schedule Name and PPL Document Title
Solicitation No.




Professional Services
Schedule (PSS) - 00CORP
PSS -
FCOO00CORP0000OC

Click for link to

solicitation

SCA Wage
Determinations

Human Capital Management
and Administrative Support
Services -738X

2FYA-AR-060004-B

Click for link to
solicitation

SCA Wage
Determinations

Cameras, Photographic
Printers and Related
Supplies and Services -67

2FYB-BJ-030001-B

Click for link to
solicitation

SCA Wage
Determinations
https://www.fbo.gov/index?s=
opportunity&mode=form&id=
ac6edd608df312fc05a79f269
ce929c6&tab=core&_cview=
1

Publication Media -76
2FYA-JD-060001-B

Click for link to
solicitation

SCA Wage
Determinations

Office Products and Supplies
-75

2FYB-BU-050001-B

Click for link to

solicitation

SCA Wage
Determinations

Temporary Administrative
and Professional Staffing
Services-736
7FCM-N6-030736-B

Click for link to

solicitation

SCA Wage
Determinations

Packing and Packaging
Supplies and Services-82 IB
2FYB-DJ-050008-B

Click for link to

solicitation

SCA Wage
Determinations

o Cross-reference all the identified SCA eligible labor categories to the SCA equivalent
labor category title. Titles/descriptions are available at https://beta.sam.gov/ and find
“Wage Determinations”. Utilize the table format below. (Labor categories shown are

for example purposes).

**Click here to go back to Table of Contents



https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=00CORP
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=00CORP
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=738+X
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=738+X
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=67
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=67
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=76
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=76
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=75
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=75
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=736
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=736
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=81+I+B
https://www.gsaelibrary.gsa.gov/ElibMain/scheduleSummary.do?scheduleNumber=81+I+B
https://beta.sam.gov/

Required Document Descriptions

Labor Category, Training Course,

or Support Products Descriptions Document as applicable

Labor Category, Fixed Priced Services, Support Products and Training Course
descriptions shall be submitted as part of the GSA Price List on a separate MS
Word document.

Words like “typically,

generally”, or other ambiguous language in reference to the

minimum qualifications will no longer be considered acceptable and must be removed
from the master Labor Category Descriptions document. Failure to comply with the
requirements of the SCP will result in rejection of your modification request.

1. Labor Category Descriptions, Training Course Descriptions, and or Service Descriptions
shall include:
A. Labor Category Descriptions

Detailed position description (include functional responsibilities)

Minimum years of experience

Minimum years of education/degree requirements

Applicable training/certification requirements

If it is the 'Offeror’s standard commercial practice to substitute experience for

education, explain the methodology in use (e.g., five years’ experience equates

to a BA/BS degree).

Professional Compensation Plan in accordance with Clause 52.22-46 Evaluation

of Compensation for Professional Services.
Note: Submission of the general compensation practices printed in the
Offeror's employee handbook is generally sufficient if the handbook sets forth
salary ranges and fringe benefits proposed for the professional employees
who will work under the contract.

Copy of offeror’s policy that addresses uncompensated overtime (Clause

52.237-10(a))

Pricing Escalation Standard

Identify labor categories that are subject to under Service Contract Labor

Standard (SCLS) formally known as the Service Contract Act (SCA).

* Include SCLS Equivalent Code and Title

* Wage Determination Number

2. Training Courses

« Title

» Brief description of the course including major course objectives

» Length of Course (number of hours/days)

* Min/Max # of participants

» Price for additional students above minimum (if applicable)

» Support materials provided as part of the course (e.g., training manuals, CDs, DVDs.)

3. Fixed Price Services

» Description of each service (sufficient detail to ensure ordering agencies have enough
information to know what they are buying)
+ Demonstrate how each service is within the scope of the applicable SIN(s)

4. Professional Compensation Plan




e The Offeror must submit a Professional Compensation Plan in accordance with clause
52.222-46 Evaluation of Compensation for Professional Employees. Individual
compensation disclosure is not required. Submission of the general compensation
practices printed in the Offeror's employee handbook is generally sufficient if the
handbook sets forth salary ranges and fringe benefits proposed for the professional
employees who will work under the contract.

5. Identification of Uncompensated Overtime
e In accordance with clause 52.237-10 Identification of Uncompensated Overtime, the
Offeror must submit a copy of its policy addressing uncompensated overtime, as
defined in 52.237-10 paragraph (a).

**Click here to go back to Table of Contents

Required Document Descriptions

Suggested Change of Name Agreement Format (FAR 42.1205)

Change-of-Name Agreement

The ABC Corporation (Contractor), a corporation duly organized and existing under the laws of

[insert State], and the United States of America (Government), enter into this Agreement
as of [insert date when the change of name became effective under applicable State
law].

(a) The parties agree to the following facts:

(1) The Government, represented by various Contracting Officers of the [insert
name(s) of agency(ies)], has entered into certain contracts and purchase orders with the XYZ
Corporation, namely: [insert contract or purchase order identifications]; [or delete
“namely” and insert “as shown in the attached list marked “Exhibit A” and incorporated in this
Agreement by reference.”]. The term “the contracts,” as used in this Agreement, means the above
contracts and purchase orders and all other contracts and purchase orders, including all
modifications, made by the Government and the Contractor before the effective date of this
Agreement (whether or not performance and payment have been completed and releases
executed if the Government or the Contractor has any remaining rights, duties, or obligations
under these contracts and purchase orders).

(2) The XYZ Corporation, by an amendment to its certificate of incorporation, dated
20 _, has changed its corporate name to ABC Corporation.

(3) This amendment accomplishes a change of corporate name only and all rights and obligations
of the Government and of the Contractor under the contracts are unaffected by this change.

(4) Documentary evidence of this change of corporate name has been filed with the Government.

(b) In consideration of these facts, the parties agree that --




(1) The contracts covered by this Agreement are amended by substituting the name “ABC
Corporation” for the name “XYZ Corporation” wherever it appears in the contracts; and

(2) Each party has executed this Agreement as of the day and year first above written.

United States of America,

By
Title
ABC Corporation,
By
Title
[Corporate Seal]
Certificate
l, , certify that | am the Secretary of ABC Corporation; that , who signed this
Agreement for this corporation, was then of this corporation; and that this Agreement

was duly signed for and on behalf of this corporation by authority of its governing body and within the
scope of its corporate powers. Witness my hand and the seal of this corporation this

day of 20 .

By
[Corporate Seal]
**Click here to go back to Table of Contents
Required Document Descriptions
Suggested Legal Certification of Name Change Template
(FAR 42.1205(a)(2))
(Date)

(Name), Contracting Officer/Specialist

U.S. General Services Administration




One World Trade Center 55" Floor
New York, NY 10007

Re: Name Change of (Previous Name) Corporation to (New Name), Contract Number: GS-02F-
XXXX.

Dear Mr./Ms. (Name of Contracting Officer/Specialist):

| am writing to you as General Counsel for (Previous Name) Corporation, now known as (New
Name) Corporation, in compliance with the requirements of FAR 42.1205(a)(2) of the rules
forwarded by you to XXXX of our office.

It is my legal opinion that the name change of this (Name of State) corporation from (Previous
Name) Corporation to (New Name) Corporation was properly effected in compliance with the
laws of the State of (Name of State), effective (Date), the date on which the Articles of
Amendment were filed with the (Name of State) Department of State's Office under document
number PO###HHHH.

| further certify that on the date of this opinion letter, this corporation is active and in good
standing with the (Name of State) Department of State, Division of Corporations, and | am
attaching to this letter copies of the following documents issued by the Division of
Corporations:

1. Certified copy of the Articles of Amendment filed on (Date), issued by the (Name of State)
Secretary of State, changing the name of the corporation to (New Name) Corporation.

2. Certificate of Status issued by the (Name of State) Secretary of State as to (New Name)
Corporation.

The originals of these documents are being submitted to your office with the formal
modification request.

Sincerely,

(Name)

Legal Counsel

**Click here to go back to Table of Contents




Required Document Descriptions

Suggested Novation Agreement Format (FAR 42.1204(i))

Novation Agreement

The ABC Corporation (Transferor), a corporation duly organized and existing under the laws of

[insert State] with its principal office in [insert city]; the XYZ
Corporation (Transferee), [if appropriate add “formerly known as the EFG Corporation”] a
corporation duly organized and existing under the laws of [insert State] with its
principal office in [insert city]; and the United States of America (Government)
enter into this Agreement as of [insert the date transfer of assets became
effective under applicable State law].

(a) The parties agree to the following facts:

(1) The Government, represented by various Contracting Officers of the [insert
name(s) of agency(ies)], has entered into certain contracts with the Transferor, namely:

[insert contract or purchase order identifications]; [or delete “namely” and insert
“as shown in the attached list marked "Exhibit A’ and incorporated in this Agreement by
reference.”’]. The term “the contracts,” as used in this Agreement, means the above contracts
and purchase orders and all other contracts and purchase orders, including all modifications,
made between the Government and the Transferor before the effective date of this Agreement
(whether or not performance and payment have been completed and releases executed if the
Government or the Transferor has any remaining rights, duties, or obligations under these
contracts and purchase orders). Included in the term “the contracts” are also all modifications
made under the terms and conditions of these contracts and purchase orders between the
Government and the Transferee, on or after the effective date of this Agreement.

(2) As of , 20__, the Transferor has transferred to the Transferee all the assets of
the Transferor by virtue of a [insert term descriptive of the legal transaction
involved] between the Transferor and the Transferee.

(3) The Transferee has acquired all the assets of the Transferor by virtue of the above transfer.

(4) The Transferee has assumed all obligations and liabilities of the Transferor under the
contracts by virtue of the above transfer.

(5) The Transferee is in a position to fully perform all obligations that may exist under the
contracts.

(6) It is consistent with the Government’s interest to recognize the Transferee as the successor
party to the contracts.

(7) Evidence of the above transfer has been filed with the Government.
[When a change of name is also involved; e.g., a prior or concurrent change of the
Transferee’s name, an appropriate statement shall be inserted (see example in

paragraph (8) below)].

(8) A certificate dated ,20__, signed by the Secretary of State of
[insert State], to the effect that the corporate name of EFG Corporation was changed to XYZ




Corporation on , 20__, has been filed with the Government.
(b) In consideration of these facts, the parties agree that by this Agreement --

(1) The Transferor confirms the transfer to the Transferee, and waives any claims and rights
against the Government that it now has or may have in the future in connection with the
contracts.

(2) The Transferee agrees to be bound by and to perform each contract in accordance with the
conditions contained in the contracts. The Transferee also assumes all obligations and
liabilities of, and all claims against, the Transferor under the contracts as if the Transferee were
the original party to the contracts.

(3) The Transferee ratifies all previous actions taken by the Transferor with respect to the
contracts, with the same force and effect as if the action had been taken by the Transferee.

(4) The Government recognizes the Transferee as the Transferor’s successor in interest in and
to the contracts. The Transferee by this Agreement becomes entitled to all rights, titles, and
interests of the Transferor in and to the contracts as if the Transferee were the original party to
the contracts. Following the effective date of this Agreement, the term “Contractor,” as used in
the contracts, shall refer to the Transferee.

(5) Except as expressly provided in this Agreement, nothing in it shall be construed as a waiver
of any rights of the Government against the Transferor.

(6) All payments and reimbursements previously made by the Government to the Transferor,
and all other previous actions taken by the Government under the contracts, shall be
considered to have discharged those parts of the Government’s obligations under the
contracts. All payments and reimbursements made by the Government after the date of this
Agreement in the name of or to the Transferor shall have the same force and effect as if made
to the Transferee, and shall constitute a complete discharge of the Government’s obligations
under the contracts, to the extent of the amounts paid or reimbursed.

(7) The Transferor and the Transferee agree that the Government is not obligated to pay or
reimburse either of them for, or otherwise give effect to, any costs, taxes, or other expenses, or
any related increases, directly or indirectly arising out of or resulting from the transfer or this
Agreement, other than those that the Government in the absence of this transfer or Agreement
would have been obligated to pay or reimburse under the terms of the contracts.

(8) The Transferor guarantees payment of all liabilities and the performance of all obligations
that the Transferee --

(i) Assumes under this Agreement; or
(it) May undertake in the future should these contracts be modified under their terms
and conditions. The Transferor waives notice of, and consents to, any such future

modifications.

(9) The contracts shall remain in full force and effect, except as modified by this Agreement.
Each party has executed this Agreement as of the day and year first above written.

United States of America,

By




Title

ABC Corporation,

By
Title
[Corporate Seal]
XYZ Corporation,
XYZ Corporation,
By
Title
[Corporate Seal]
Certificate
l, , certify that | am the Secretary of ABC Corporation; that , who signed
this Agreement for this corporation, was then of this corporation; and that this

Agreement was duly signed for and on behalf of this corporation by authority of its governing
body and within the scope of its corporate powers. Withess my hand and the seal of this
corporation this day of 20

By
[Corporate Seal]
CERTIFICATE
l, , certify that | am the Secretary of XYZ Corporation; that , who signed
this Agreement for this corporation, was then of this corporation; and that this

Agreement was duly signed for and on behalf of this corporation by authority of its governing
body and within the scope of its corporate powers. Withess my hand and the seal of this
corporation this day of 20

By

[Corporate Seal]

**Click here to go back to Table of Contents

Required Document Descriptions

Specific Modification Instructions Affecting Transactional Data Reporting




(TDR) Pilot Participants and eligible contractors that choose to participate in
the TDR pilot

On June 23, 2016, the U.S. General Services Administration (GSA) published a General Services
Administration Acquisition Reqgulation (GSAR) final rule to capture transactional data on
procurements across all of its Federal Supply Schedule (FSS) contracts and Government-wide
Indefinite-Delivery, Indefinite-Quantity (IDIQ) contracts, to include Government-wide Acquisition
Contracts (GWACSs). The TDR Rule requires vendors to electronically report the price the federal
government paid for an item or service purchased through the contracts covered by TDR.

To reduce the burden on industry to participate in the pilot, under the Pilot, you are NOT required to
provide Commercial Sales Practices (CSP) disclosures identifying discounts, terms, and conditions
offered to your commercial customers that equal or exceed the discounts, terms, and conditions
offered to GSA. Additionally, the requirement to monitor price reduction violations through Price
Reductions clause tracking is removed. Thus, participation in the TDR Pilot results in a substantial
decrease in the paperwork burden for offerors submitting offers inclusive of a TDR Pilot SIN.

The TDR Pilot SINs for Schedule 00OCORP are:

871 1 - Strategic Planning for Technology Programs/Activities

871 2 - Concept Development and Requirements Analysis

871 3 - System Design, Engineering and Integration

871 4 - Test and Evaluation

8715 - Integrated Logistics Support

871 6 - Acquisition and Life Cycle Management

871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:

75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (0S4)
75-200 Office Products

75-210 Office Services

75-85 Restroom Products

Please visit GSA Interact, the Vendor Support Center and_https://srp.fas.gsa.gov/ to learn
more about the TDR Pilot. These sites contain a wealth of information about TDR, including
Fact Sheets, Frequently Asked Questions (FAQs), tutorials and presentations.

The following chart highlights the differences between a TDR Pilot offer and a traditional/non-
TDR offer:



https://www.federalregister.gov/articles/2016/06/23/2016-14728/general-services-administration-acquisition-regulation-gsar-transactional-data-reporting
https://www.federalregister.gov/articles/2016/06/23/2016-14728/general-services-administration-acquisition-regulation-gsar-transactional-data-reporting
https://interact.gsa.gov/search/node/pss%20tdr
https://interact.gsa.gov/search/node/pss%20tdr
https://vsc.gsa.gov/TDR/
https://vsc.gsa.gov/TDR/
https://srp.fas.gsa.gov/

Transactional Data Reporting Offer/
Award Requirements

Traditional Offer/Award
Requirements

CSP disclosure is not required with submission
of an offer or after award

CSP disclosure must be submitted with

offer, with certain modification requests,

and may be required prior to exercise of
option periods

MFC/BOA information is not required with
submission of an offer or after award

MFC/BOA information must be
submitted with offer and with certain
modification requests

No MFC/BOA is identified at the time of
award

MFC/BOA is identified at the time of
award

No MFC/BOA discount relationship is
established at the time of award, and
tracking of price reductions is not required

MFC/BOA price/discount relationship is
established at the time of award and
must be maintained throughout the life
of the contract

Tracking of price reduction violations is not
required (see GSAR clause 552.238-75
Price Reductions ALTERNATE I)

Vendor is required to track price
reduction violations pursuant to GSAR
clause 552.238- 75 Price Reductions

Offer is evaluated in accordance with GSAR
538.270-2
Evaluation of offers with access to
transactional data

Offer is evaluated in accordance with
GSAR 538.270-1 Evaluation of offers
without access to transactional data

Vendors are required to report information
on 11 transactional data elements (see
GSAR clause
552.238-74 Industrial Funding Fee and Sales
Reporting ALTERNATE 1)

Not Applicable

Transactional data reporting is required on
a monthly basis, due 30 days after the
end of each month

Not Applicable




Not Applicable Contractors are required to report total

aggregate contract sales, by SIN, on a

quarterly basis, due 30 days after the
end of each quarter

IFF must be remitted no later than 30 days after IFF must be remitted no later than 30
the end of each business quarter days after the end of each business
quarter

Notes For New Offerors:

If your offer is inclusive of a TDR Pilot SIN, your firm is ELIGIBLE to participate in the TDR Pilot.
If a TDR pilot SIN is included in your offer along with non-TDR SIN(s) and you elect to
participate in TDR, then the entire contract will be subject to TDR, and the PRC tracking and
CSP disclosure requirements are removed for the entire contract.

As of November 16, 2017, participation in the TDR Pilot is voluntary for all offers already in
house.

Once the offeror selects whether or not to participate in TDR and the choice is entered within
the eOffer system, the decision is final and cannot be changed in the eOffer system.

In the event that an offeror elects to participate in the TDR pilot, but no TDR-eligible SINs
are determined by GSA'’s offer evaluator to be acceptable for award, then the offer will either
be rejected or withdrawn. A contract cannot be awarded under TDR without at least one
TDR-eligible SIN.

Notes For Existing Contractors:

As of November 16, 2017, participation in the TDR Pilot is voluntary for 1) existing
contractors who hold a TDR Pilot SIN that are under evaluation for the exercise of a
Schedule option period and 2) existing non-TDR contractors wanting to add a TDR Pilot SIN
to their contract.

Once a decision is made to participate in the TDR pilot, the contractor must continue to
participate in TDR until the end of the pilot. There is no way to “opt out” of TDR after the
decision is made to “optin.”

Notes For Existing Contractors Submitting Follow-On Offers:

If an existing FSS contractor submits an offer for a follow-on FSS contract (i.e., the
existing contract is in its final option period and the contractor desires to have a new
contract), the contractor will be given the opportunity to elect whether to participate in
TDR when the new offer is created in eOffer. Contractors who intend to hold “dual”




contracts (i.e., leave the existing contract open until it expires and also have a new FSS
contract) must have the same TDR status for both contracts.

If the contractor intends to have the existing FSS contract be cancelled immediately
upon award of the follow-on FSS contract, the contractor may elect to change its TDR
participation upon submission of the new offer, since there will only be one active FSS
contract at a time. In cases where the contractor has changed its TDR participation in
its new offer, the GSA offer evaluator will presume that it is the contractor’s intent to
have the existing contract be cancelled immediately upon award of the new contract.

The following instructions are only applicable to contractors who are 1) currently participating in the
TDR pilot or 2) choosing to participate in the TDR pilot when requesting to add a TDR pilot SIN.

Pricing Proposal:

A CSP is not required for any price related changes. Do not submit a CSP. If the

system prompts you to complete a CSP, please annotate - “Not Applicable as this
contract is participating in the PSS TDR Pilot”

Although a price proposal template (PPL) is required when proposing to add or delete
labor categories; change minimum education or experience; or change pricing (i.e., an
economic price adjustment), the disclosure of commercial MFC, MFC pricing and
discounts is not required. Please follow these instructions when completing the
spreadsheet, and if you have questions, please contact your PCO for assistance.
Current TDR participants and contractors requesting to add TDR pilot SINs that choose to
participate in TDR are NOT required to submit supporting pricing documentation such as
invoices, contracts, quote sheets when requesting new labor categories or proposing
changes to awarded labor categories. However, the PCO may ask you to provide

supporting pricing documentation if we are unable to determine proposed prices to be fair
and reasonable using horizontal price analysis techniques.

IMPORTANT: All contractors requesting to add TDR pilot SINs are required to submit Project
Descriptions as outlined in_Types of Modifications: Adding Special Item Numbers (SINs) regardless of
whether they are participating or not participating in TDR.

**Click here to go back to Table of Contents

GSA Advantage Upload Guide

Schedules Input Program (SIP) Instruction Guide

Please see SIP Instructions document which is a step by step guide on how to




upload your GSA price list onto GSA Advantage! (Document embedded on left side
of your screen)

e If you want to replace your entire pricing portfolio please hit the “replace”
button (Not recommended because it may change items not included in the
maodification is file being uploaded is incorrect and the process may take
longer.)

e If you want to change or update only the items included in the modification
please hit the “change” button. (Recommended because only the items
included in the modification will be affected and it's a quicker and more
efficient process.

**Click here to go back to Table of Contents

Required Document Descriptions

Common Reasons for Modification Rejections

An offeror elects to participate in the TDR pilot, but no TDR-eligible SINs are
determined by GSA’s Contracting Officer to be acceptable for award, then the offer
will either be rejected or withdrawn. A contract cannot be awarded under TDR
without at least one TDR-eligible SIN;

Items to be added are out of scope for the awarded SIN;

Duplicate items or part numbers on spreadsheet;

Adding same items that are already on contract;

Essentially the same (ETS) products as AbilityOne items being added;

Math is incorrect on pricing spreadsheets;

Pricing or discounts are incorrect;

Attempt to delete items that are not on contract;

Overhead is NOT included in the cost and is being charged separately;

Utilizing non-standardized part numbers;

Proper type of modification is not chosen in GSA e-Mod system;

Incorrect documentation submitted with modification;

Irrelevant documentation submitted with modification;

Not all of the required documentation is initially submitted with modification;

Slow reaction of contractor addressing Contracting Officer's comments or requests.
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Add Labor Category or Service 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Service Proposed (e.g. Labor Category or Job Title/Task)		Labor Category Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Minimum Education		Minimum Years of Experience (cannot be a range)		Identify Required Licenses or Certifications (State "None" if not required)		Security Clearance Required		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)		Supporting Invoice or Document Number(Initial submittal)

		999999999		ABC company		GS-02F-XXXXX		874-1		Accountant II		financial, review, compliance, forensic, audit		Bachelors		2		Certified Public Accountant		Yes		Both		Domestic Only		$   100.00		hour		ABC Company		5.00%		$   95.00		10.00%		$   90.00		$   90.68		5.26%		JK102439

		999999999		ABC company		GS-02F-XXXXX		874-1		Secretary		Administrative		None		0		None		No		Customer Site		Overseas Only		$   100.00		Task		All Commercial Customers		3.00%		$   97.00		4.00%		$   96.00		$   96.73		1.03%		03.130008.01-1







Labor Categories/Service Schedule 00CORP Professional Services Schedule		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.





Sheet3






Add Labor Category or Service 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Service Proposed (e.g. Labor Category or Job Title/Task)		Minimum Education / Certification Level		Minimum Years of Experience 		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to MFC (%)		MFC Price		GSA(%) Discount (exclusive of the .75% IFF)		Price Offered To GSA (excluding IFF)		Price Offered To GSA (including IFF)		Quantity/Volume Discount

		999999999		ABC company		GS-02F-XXXXX		595-2		Advisor		Master		4		$   100.00		hour		ABC Company		5.00%		$95.00		10.00%		$90.00		$90.68		n/a































Labor Categories/Service Schedule 67, 738X, 76, 736 TAPS Professional Labor and 81-IB		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Add Labor Category or Service 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Service Proposed (e.g. Labor Category or Job Title/Task)		Health and Welfare Rate		Wage Determination Rate		Contractor or Customer Site		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Most Favored Federal Agency (MFC) **		Most Favored Federal Agency (MFC) Price **		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)

		999999999		ABC company		GS-02F-XXXXX		736-1		Accounting Clerk		$10.00		2		Both		Domestic Only		$10.00		hour		ABC Company		5.00%		$9.50		XYZ Agency		$   9.00		5%		$   9.03		$   9.09































Labor Categories/Service Schedule 736 TAPS Non Professional Labor (SCA Rates)		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Add Labor Category or Service 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Service Proposed (e.g. Labor Category or Job Title/Task)		Health and Welfare Rate		Wage Determination Rate		Contractor or Customer Site		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Most Favored Federal Agency (MFC) **		Most Favored Federal Agency (MFC) Price **		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)

		999999999		ABC company		GS-02F-XXXXX		736-1		Accounting Clerk		$10.00		2		Both		Domestic Only		$10.00		hour		ABC Company		5.00%		$9.50		XYZ Agency		$   9.00		5%		$   9.03		$   9.09







		Most Favored Customer (MFC)___________________

		Identified Certification: __________________________

		Page Size: _____

		Characters Per Page: _______

		Standard Character Size: ________

		Appearance Time Frame: ________

		Cancellation Policy:_______________

		Delivery Timeframe: ________________

		Overtime Policy:____________________

		Postage and Other Expenses:___________________

		Geographic Coverage:_________________________



Labor Categories/Service Schedule 736 TAPS Transcription and Court Reporting 		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Add Products 

		DUNs		Vendor Name		Contract Number		SIN		Manufacturer Name		MFR Part No. 		Dealer Part Number (must be different than MFR Part No. (if applicable)		UPC-A  		Product Name		Product Description		Unit of Issue (UOI)		Green Certification (Energy Star, FEMP, or Bio preferred) (as applicable to schedules 51V, 56 and 73)		Recycled and/or Post-Consumer Material Content % (Schedule 75 only)		Commercial Price List (CPL) OR Market Prices		Most Favored Customer (MFC)*		Discount Offered to MFC (%)		MFC PRICE		GSA (%) Discount (exclusive of the .75% IFF)		GSA Offer Price (exclusive of the .75% IFF)		GSA Offer Price (inclusive of the .75% IFF)		Quantity/Volume Discount		Country of Origin (COO)

		999999999		ABC company		GS-02F-XXXXX		75-200		Hewlett Packard		HEWCF280XD		280DX		Example		Example		Toner 		Each		Example		Example		$   35.00		ABC Company		2.86%		$34.00		28.57%		$25.00		$25.19		None		Japan





Products Schedule 67, 75, 76, 738X,  and 81-IB            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Add Products 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Support Item		Brand Name		Time of Delivery ARO		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)		Supporting Invoice or Document Number(Initial submittal)

		999999999		ABC company		GS-02F-XXXXX		123-1		Soil Sample Testing		N/A		45 Days		Contractor Facility		Domestic Only		$   35.00		Each		ABC Company		2.86%		$   34.00		28.57%		$   25.00		$   25.19		26.47%		JK102439

		999999999		ABC company		GS-02F-XXXXX		123-2		Dehumidifier – DrizAir 1200		Drieaz		30 Days		Both		Worldwide		$   114.00		Day		DEF Company		0.00%		$   114.00		0.00%		$   114.00		$   114.86		0.00%		03.130008.01-1



Support Products Schedule 00CORP Professional Services Schedule                   
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Add Labor Category or Service 

		DUNs		Vendor Name		Contract Number		SIN(s) Proposed		Course Title		Course Length		Minimum Participants		Maximum Participants		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Per Person, Per Course)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)		Supporting Invoice or Document Number(Initial submittal)

		999999999		ABC company		GS-02F-XXXXX		123-1		Environmental Training		2 days		8		12		Customer Site		Domestic Only		$   100.00		Per Person		ABC Company		5.00%		$   95.00		10.00%		$   90.00		$   90.68		5.26%		12346





Training Courses Schedule 00CORP Professional Services Schedule                     
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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AGENT AUTHORIZATION LETTER

[bookmark: _po36ji2vpsng](To be used in conjunction with K-FSS-1, if a third party agent is utilized by the proposing contractor)

[bookmark: _91abyrrit2ek]OUTLINE FOR AGENT AUTHORIZATION – THIS INFORMATION MUST BE PROVIDED IF AN AGENT (I.E., CONSULTANT OR THIRD PARTY AGENT) ASSISTED IN THE PREPARATION OF THE OFFER, WILL BE INVOLVED IN ANY PART OF THE EVALUATION OR NEGOTIATION OF THE OFFER, OR WILL BE INVOLVED IN ANY POST AWARD ACTIONS. 



[bookmark: _GoBack]The contracting officer will review the submitted agent authorization letter in accordance with Federal Acquisition Regulation (FAR) 4.102(e), which states, “When an agent is to sign the contract, other than as stated in paragraphs (a) through (d) of this section, the agent’s authorization to bind the principal must be established by evidence satisfactory to the contracting officer.”

 

Please provide the following information on the principal’s letterhead, without the above instructional language (This letter must be signed only by an authorized principal with authority to bind the offeror/contractor, such as a corporate officer. (i.e. may not be signed by sales or purchasing agent, etc.)

 

For Solicitation No._________________, the undersigned contractor (principal) _________ hereby authorizes __ (agent) ___________, to act as agent for the said contractor, with said specific authority delegated from the contractor to the agent.  The authority of the agent is limited to exact and specific delegations.  You may contact __ (agent/consultant) __ at (phone number and email).

 

(Check desired delegations)

 

Pre-award delegations:

 

·  Negotiate contract

·  Sign contract

·  Communicate with the Government

 

Post-award delegations:

 

·  Submit contract modification requests

·  Negotiate contract modifications

·  Sign contract modifications

·  Submit GSA Advantage Price List

 

 

_________________________________________

Offeror (To be signed only by authorized principal, with authority to bind the undersigned contractor)

 

__________________________   	__________________________    	_____________

Name (Printed)                     	   	Title                                          	  Date


[bookmark: oq6sgodvwbwe][bookmark: _GoBack]Suggested Change of Name Agreement Format (FAR 42.1205)

Change-of-Name Agreement

The ABC Corporation (Contractor), a corporation duly organized and existing under the laws of __________ [insert State], and the United States of America (Government), enter into this Agreement as of __________ [insert date when the change of name became effective under applicable State law].

(a) The parties agree to the following facts:

(1) The Government, represented by various Contracting Officers of the _______________ [insert name(s) of agency(ies)], has entered into certain contracts and purchase orders with the XYZ Corporation, namely: ____________ [insert contract or purchase order identifications]; [or delete “namely” and insert “as shown in the attached list marked “Exhibit A’’ and incorporated in this Agreement by reference.’’]. The term “the contracts,” as used in this Agreement, means the above contracts and purchase orders and all other contracts and purchase orders, including all modifications, made by the Government and the Contractor before the effective date of this Agreement (whether or not performance and payment have been completed and releases executed if the Government or the Contractor has any remaining rights, duties, or obligations under these contracts and purchase orders).

(2) The XYZ Corporation, by an amendment to its certificate of incorporation, dated ___________ 20_, has changed its corporate name to ABC Corporation.

(3) This amendment accomplishes a change of corporate name only and all rights and obligations of the Government and of the Contractor under the contracts are unaffected by this change.

(4) Documentary evidence of this change of corporate name has been filed with the Government.

(b) In consideration of these facts, the parties agree that --

(1) The contracts covered by this Agreement are amended by substituting the name “ABC Corporation” for the name “XYZ Corporation” wherever it appears in the contracts; and

(2) Each party has executed this Agreement as of the day and year first above written.

United States of America,

By ____________________________________________

Title ___________________________________________

ABC Corporation,

By ____________________________________________

Title ___________________________________________

[Corporate Seal]



Certificate

I, ______, certify that I am the Secretary of ABC Corporation; that ___________, who signed this Agreement for this corporation, was then ___________ of this corporation; and that this Agreement was duly signed for and on behalf of this corporation by authority of its governing body and within the scope of its corporate powers. Witness my hand and the seal of this corporation this _____________ day of____________ 20__.



By ____________________________________________

[Corporate Seal]




Company Letterhead



Date: ______________

GSA Contract Number: _________________

 

Contractor:

 

Name: _______________

Street Address (include Suite # if applicable):______________

City, State, Zip ________________

DUNS:______________________

Tax Identification Number (TIN):________________

 

Authorized Negotiators:

 

Name:_________________

Title:___________________

Phone:__________________

Email:___________________



Contact for Contract Administration:

 

(List all contract administrators (Please include email for proper notifications (e-mod))

 

Contact for Industrial Funding Fee (IFF) Administration:

 

(List all IFF administrators)



REASON FOR MODIFICATION REQUEST:

 

Briefly describe your request and the rationale for the request. Also, include the following statement at the end of your modification request cover letter:

“By submission of the modification request, {insert Company Name} has certified that all information is current, complete and accurate.”

 

NOTE:

· Cover letter must be signed by a currently approved authorized negotiator

· For price reduction modifications your price reduction will go into effect effective immediately so set your start date as today's date and also choose the end date if the price reduction is only temporary.



DOCUMENTS:

 

Agent Authorization Letter is already on file:  ☐ N/A ☐ Yes ☐ No

(If “No”, please provide a modification request to add/change authorized negotiator.) 



Any proposed exceptions by contractor ☐ Yes   ☐ No

(If “Yes”, please state exceptions.)



 Complete Section 1 if adding a new SIN



1. Add New SIN(s) 



The modification request is requesting to add SIN(s)   ☐ Yes  ☐  No (If Yes, the contractor should address the following:)



· List SINs proposed for Addition:____________________

· Are you adding Products for this SIN: ☐ Yes  ☐  No. (If Yes, the contractor should also complete Section 2 “Add Products”)

· Are you adding Labor Categories, Courses, and/or Labor Categories for this SIN: ☐ Yes  ☐  No. (If Yes, the contractor should also complete Section 3 “Add Labor Categories, Courses, and/or Labor Categories”)



Complete Section 2 only if adding new Products



2. Add Products 



[bookmark: _GoBack]The modification requests to add product(s) ☐  Yes  ☐ No  (If Yes, the contractor should address the following:)

 

· If other than the manufacturer, the Contractor   ☐  has   ☐ has not submitted prior to award of a contract, either (1) a letter of commitment from the manufacturer, which will assure the Contractor of a source of supply sufficient to satisfy the Government's requirements for the contract period, OR (2) evidence that the Contractor will have an uninterrupted source of supply from which to satisfy the Government's requirements for the contract period.

· Letter(s) of commitment  ☐  Yes  ☐  No  ☐  N/A



· Letter of Supply (LOS) already on file ☐  Yes  ☐  No  ☐  N/A

· New Letter of Supply (LOS) was included with this modification request ☐  Yes  ☐  No      ☐  N/A

· Acknowledgment Letter already on file (required if adding Toner/ink products) ☐  Yes  ☐  No  ☐  N/A

· Acknowledgment Letter was included with this modification request (required if adding Toner/Ink products) ☐  Yes  ☐  No  ☐  N/A

· All items being added are EPA-CPG, TAA and Ability One Compliant. ☐  Yes  ☐  No  ☐  N/A

· Provide Warranty information:_______________ (State N/A if not applicable):

· Provide Licensing agreement:_______________ (State N/A if not applicable):

· If vendor is other than the manufacturer, please provide verification from the manufacturer providing the Country of Origin of items offered: ________________

· Identify the Quantity/Volume discounts being offered: _________________

· Provide FOB Terms: _________________

· Provide Prompt Payment Terms: ________________

· Real time ordering for this SIN: _________________________ 

· Restocking fee for this SIN: ____________________________

· List Delivery time(s) for the item(s) under the new SIN(s): _________________

· List Production point(s) for the item(s) under the new SIN(s): _______________

· List Hazardous Material information: _________________

· Provide if any information has changed as requested by Clause 52.212-3, Contractor Representations and Certifications—Commercial Items, that may be necessary to assure compliance with Foreign, FTA, Canadian, Israeli, and other end products._______________

· List Foreign End Products (if applicable): Provide information on a separate spreadsheet. The country of origin for foreign end products is/are:___________________.

· If marketing through dealers, please provide:

· List of dealer(s)/reseller(s) ____________________

· In regards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016) check below which method you are basing your EPA clause:



☐ Index (if “yes”, name the index) ______________________  

☐ Commercial Price List (if “yes”, include CPL with mod)  



●   Provide if any information has changed as requested by Clause 52.212-3, Contractor Representations and Certifications—Commercial Items, that may be necessary to assure compliance with Foreign, FTA, Canadian, Israeli, and other end products_________________

  



Complete Section 3 only if adding new Labor Categories, Courses, or Service Offerings



3. Adding Labor Categories, Courses, or Service Offerings



· In regards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016) check below which method you are basing your EPA clause:



☐ Index (if “yes”, name the index) ______________________  

☐ Commercial Price List (if “yes”, include CPL with mod)  



· Are any of the Labor Categories applicable to the Service Contract Act (SCA) 

☐ Yes ☐ No (If yes then complete SCA Matrix)





Complete Section 4 only if adjusting pricing on current approved Products or Labor Categories, Courses, or Service Offerings



4. Economic Price Adjustments.  The modification request is to increase prices  ☐  Yes  ☐ No  (If Yes, the contractor should submit the following:)



· State the reason for Price Increase Request:____________________________

· In regards to EPA clause (GSAR 552.216-70) (SEP 1999) (DEVIATION II-JUL 2016) check below which method you are basing your EPA clause:



☐ Index (if “yes”, name the index) ______________________  

☐ Commercial Price List (if “yes”, include CPL with mod)  







All items being added are EPA-CPG, TAA and Ability One Compliant. I certify to the best of my knowledge that the information I provided is current, complete and accurate.  All other terms and conditions remain the same. 







____________________________                                             ________________________                 

Authorized Negotiator Signature                                                                     Date 



 





 



 







 

 


 Supplemental Instructions 		Solicitation 7FCM-N6-030736-B Refresh 31	

Critical Information Schedule 736 TAPS



Temporary Appointment is an appointment lasting one year or less, with a specific expiration date. It is appropriate when an agency expects there will be no permanent need for the employee. An agency may make a temporary appointment to:

· Fill short-term position that is not expected to last more than one year; or,

· Meet an employment need that is scheduled to be terminated within one or more years for reasons as the completion of a specific project or peak workload; or

· Fill positions that involve intermittent (irregular) or seasonal (recurring annually) work schedules. 



A temporary employee does not serve a probationary period and is not eligible for promotion, reassignment, or transfer to other jobs 



SCP-FSS-OO2		SPECIFIC PROPOSAL SUBMISSION INSTRUCTIONS (FEB 2012)

	NOTE:  Additional requirements to SCP-FSS-002, Specific Proposal Submission Instructions (FEB 2012) (Alternate 1-Dec 2010) located in the Solicitation attachments.



[bookmark: instructions]SECTION II – TECHNICAL PROPOSAL

[bookmark: Factor_one]FACTOR FIVE:  INSURANCE

The minimum required insurance for this contract shall be:

	a.	Workers' compensation and employer liability:  Contractors are required to comply with applicable Federal and State workers' compensation and occupational disease statutes.

	b.	General Liability:  Bodily injury liability insurance coverage of at least $500,000 per occurrence.  

In accordance with Clause 52.228-5 entitled "Insurance - work on a Government Installation, provide a current copy of the Certificate of Insurance showing the limits covered.



SECTION III – PRICE PROPOSAL 

CLASSIFYING POSITIONS:

GSA does not make the determination as to whether a position will be classified as professional or non-professional. Therefore, please clearly indicate each proposed labor category as professional (P) or non-professional (N) on your pricing proposal.  As the contractor, you are subject to all of Department of Labor's rules and are subject to the Department of Labor's audit procedures.  By classifying the positions, you take full responsibility for any of the Department of Labor's findings during an audit.



Professional

Professional labor categories are NOT subject to the Service Contract Act. Pricing Methods 1 or 2 shall be utilized for professional rates.


Non-Professional 

Pricing Method 3 shall be utilized for all non-professional rates. All non-professional services are subject to the Service Contract Act. If your labor category is not listed within the wage determination () and is not professional, the following instructions apply:

a. Review the Service Contract Act Directory of Occupations which can be found at  https://beta.sam.gov /. If you can make a reasonable relationship between your labor category and a category listed on the SCA Directory of Occupations, provide a cross reference sheet showing which DOL position relates to the position in your offer.  



b. If you cannot make a reasonable relationship between your labor category and a category listed on the SCA Directory of Occupations https://beta.sam.gov, review the following instructions in accordance with the DOL SCA Conformance Process.

c. If you decide that the position(s) requires conformance, include a statement of your intent to prepare the required written reports and forms within the timeframes specified by the Department of Labor. Also provide documentation as to how the hourly base rates were developed and provide supporting documentation such as invoices, price lists, Salary.com, current contracts, etc. You must provide invoices to show commercial sales in support of the rates proposed. Since these positions will not appear on future wage determinations, you must propose a method to be used for future price adjustments.




PRICE PROPOSAL SUBMISSION METHODS


METHOD 1: MARKET PRICES (PROFESSIONAL)

In accordance with clause I-FSS-969, Economic Price Adjustment - FSS Multiple Award Schedule, paragraph (b)(1) pricing shall be proposed based on a negotiated five year fixed annual rate of escalation Method 1 pricing may only be used for professional labor categories.  Non-professional labor categories subject to SCA Wage Determinations will not be permitted under this method.  Utilize the pricing proposal template provided in the solicitation attachments.  The offeror must certify that the annual escalation rate requested conforms to its historic pricing escalation practices and agrees to provide the Government additional supporting documentation to validate requested escalation rate, if required. 



METHOD 2: COMMERCIAL PRICE LIST (PROFESSIONAL)

In accordance with 552.216-70 Economic Price Adjustment- FSS Multiple Award Schedule, pricing shall be proposed for the first year only based on a commercial price list (CPL).  Utilize the pricing proposal template provided in the solicitation attachments.  Method 2 pricing may only be used for professional labor categories. Non-professional labor categories subject to SCA Wage Determinations will not be permitted under this method. Utilize the pricing proposal template provided in the solicitation attachments. 



METHOD 3:  SCA RATES Required for all SCA labor categories (NON-PROFESSIONAL)

 In accordance with clause I-FSS-969, - Economic Price Adjustment – FSS Multiple Award Schedule, paragraph (b)(2) pricing may be proposed based on a market indicator identified by an economic indicator such as the Bureau of Labor Statistics Employment Cost Index (www.bls.gov) (not to exceed the conditions specified in (d)(4) of the clause).  



*When submitting Labor Categories subject to SCA Wage Determination, the offeror is required to provide rates for their intended places of performance along with any supporting documentation. The offeror should indicate any differences in WD base rates for proposal pricing, for instance if Accounting Clerk I (under SIN 736-1) is being proposed for a lower WD base rate than Janitor (under SIN 736-3) the appropriate WD should be indicated. The contractor is responsible to adjust their proposal and for paying the appropriate WD for the locality for the intended performance local. 



*In addition the contractor is required to make any modifications in the event their locality has changed





METHOD 4: Court Reporting and Transcription

In accordance with 552.216-70 Economic Price Adjustment- FSS Multiple Award Schedule, pricing shall be proposed for the first year only based on a commercial price list (CPL).  Utilize the pricing proposal template provided in the solicitation attachments.  Method 4 pricing may only be used for ALL Court Reporting and Transcription labor categories. 





COURT REPORTING & TRANSCRIPTION SERVICES  

If you are offering Court Reporting and/or related services, please note the following instructions: 

a. Pricing Method 4 is preferred for pricing offered on an hourly basis.

b. Identify specific formatting method used, if any.  The recommended method is set forth by the National Court Reporters Association (NCRA) (http://www.ncra.org/) 

a. No fewer than 25 typed lines on standard 8-1/2 x 11 paper.

b. No fewer than nine or 10 characters to the typed inch.

c. Left-hand margin to be set at no more than 1-3/4 inches.

d. Right-hand margin to be set at no more than 3/8 inch.

e. Each question and answer to begin on a separate line.

f. Each question and answer to begin no more than five spaces from the left-hand margin with no more than five spaces from the Q and A to the text.

g. Carry-over Q&A lines to begin at the left-hand margin.

h. Colloquy material to begin no more than 15 spaces from the left-hand margin, with carryover colloquy to the left-hand margin.

i. Quoted material to begin no more than 15 spaces from the left-hand margin, with carry-over lines to begin no more than 10 spaces from the left-hand margin.

j. Parentheticals and exhibits markings to begin no more than 15 spaces from the left-hand margin, with carry-over lines to begin no more than 15 spaces from the left-hand margin. 

· Be sure to adhere to the Transcript Formatting Guidelines as set forth in comment 9202 of the Code of Professional Ethics of National Court Reporters Association (www.ncra.org) for such categories as Depositions, Court Appearances, Meetings, Conferences, and Administrative Hearings, etc. 



c. Specify and describe any charges including appearance fee, shipping rates for different shipping times, prices per additional transcript copies, videography services and resulting digital or electronic copies, fees for technical / semi-technical / non-technical transcription, and any other additional service.   

· Pricing schedule should include a firm-fixed price per transcribed page based on typically the following delivery times;

· Same day delivery

· Next day delivery

· Progression of days from 2 to 10 for delivery

· Premium hours (outside normal business hours/holidays/weekends etc.); and

· Minimum charge fee



d. Regardless of the Pricing Method selected, SCA wage determination(s), including determination number, revision date, state and counties for the preponderance of work location must be submitted.



SECTION IV – SKILL DESCRIPTIONS/JOB DESCRIPTIONS

JOB DESCRIPTIONS

Job descriptions must contain at a minimum the basic duties the employee will perform, minimum education and experience. Job descriptions that contain any of the duties listed in the Federal Acquisition Regulation (FAR) 7.5 entitled Inherently Government Functions will be rejected. Web link to FAR 7.5 is http://farsite.hill.af.mil/reghtml/regs/far2afmcfars/fardfars/far/07.htm#P335_53329

 



HELPFUL WEBSITE LINKS FOR VENDORS

· Wage Determinations Online (wage rates per location)

·  

· SCA Directory of Occupations (use for cross-reference)

· http://www.dol.gov/whd/regs/compliance/wage/SCADirV5/SCADirectVers5.pdf 

· SCA FAQs (answers regarding wage determinations)

· http://www.dol.gov/whd/regs/compliance/web/SCA_FAQ.htm 

· SCA Overview (add’l information about the Service Contract Act)

· https://www.dol.gov/whd/govcontracts/sca.htm

· Wage and Hour Division Contact Information (conformance process (use also for SIN 760-99)) 

· http://www.dol.gov/whd/contact_us.htm 

· Health and Welfare Fringe Benefit Rate

· http://www.dol.gov/whd/govcontracts/sca/sf98/index.asp

· 


Schedule 75: Office Products & Supplies

Solicitation Number 2FYB-BU-050001-B





Critical Information

The information provided in this document is specific to Schedule 75: Enhanced SIN 75 220 and 75 280 (Overseas). Before submitting your offer, please ensure you have met all of the requirements outlined in this document that are applicable to the products or services you are offering, as well as any other applicable general requirements listed in the solicitation attachments:

· Business Rules

· Updated Letter of Supply 

· MAS 75 Price Proposal Template



Complete and upload this document with your offer. All offeror attachments must be in PDF, Excel, or Word, and documents must be electronically typed, not handwritten, except for signatures as needed. 



SIN REQUIREMENTS:



SIN 75 220 - ENHANCED SIN FOR OFFICE PRODUCTS & SERVICES / OFFICE SUPPLIES 4TH GENERATION (OS4)

The new enhanced SIN 75 220 will incorporate higher-level technical evaluation factors to raise standards.  A contractor must meet the following technical go/no-go requirements. The offer will be rejected if all of the below requirements are not met: 



· AbilityOne-certified Distributor

Offeror shall provide the authorization letter from AbilityOne with their proposal in  

order to provide acceptable evidence of AbilityOne certification. GSA will also 

verify with AbilityOne that this certification is still current (please provide the file name below).



______________________________________________________________________



· Demonstrated ability to meet all environmental reporting and green product requirements;

	Offeror must provide written explanation of how they will meet environmental

requirement (Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





· Demonstrated system to remain compliant with the Trade Agreements Act;

	Offeror must provide written explanation of how they will meet this requirement 

            for TAA compliance.



Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance on page 12 to provide your explanation.



· Currently be able to provide point of sale discount for all contract orders;

In evaluating the ability to provide a point of sale discount currently, GSA will look 

for controls that ensure the capability will be met. In evaluating the offeror’s ability 

to provide transaction data, GSA will look for supporting documentation from the 

Contractor’s order processor (e.g., merchant bank).

· Immediately after the effective date of the OS4 contract, Contractor shall provide a point-of-sale discount for all orders when payment is made through the GSA SmartPay card. Contractor shall recognize the GSA SmartPay card and automatically charge a price no higher than the OS4 price. The point-of-sale discount shall apply to all purchases for items covered by the OS4, except when the ordering agency specifies that it is using another acquisition vehicle. OS4 pricing shall be honored through all purchase channels.

· It is anticipated that in the vast majority of situations authorized ordering officials shall pay with the GSA SmartPay card and issue transactions via FEDMALL or GSA Advantage!®. Contractor shall accept all ordering methods and payment methods, however, including purchase orders, convenience checks, and cash.

· Contractor shall agree to accept the GSA SmartPay card as a method of payment for orders under the OS4. Payment via GSA SmartPay card shall automatically trigger OS4 pricing, without separate request, regardless of the sales channel. The cardholder shall not be required to ask for the discount, reference OS4 or contract number, and also shall not be required to sign up for a loyalty card program.

· GSA SmartPay card holders in the 48 contiguous United States, Alaska, Hawaii, Puerto Rico, and international locations may use the OS4 for the purchase of office supplies.

· Contractors are required to accept the GSA SmartPay card and purchase orders for orders against the OS4. Personnel who provide a valid GSA SmartPay card with the appropriate agency prefixes are authorized. Contractor shall charge the GSA SmartPay card holder only upon 100 percent fulfillment of an order, excluding any agreed to back-ordered items. Contractor shall charge the GSA SmartPay card only once per order, regardless of the number of shipments, except that agreed to back-ordered items may be charged separately upon order fulfillment. When a GSA SmartPay card is not used, Contractor must restrict purchases to the Agency Project Officer or his/her designated purchasing official.

(Please provide explanation on Point of Sale and the file name for supporting documentation from the order processor below):



________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Agency-defined reports at no additional cost; 

            Offeror must describe how they will provide agency defined reports as required. 

(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Standard delivery anywhere CONUS within 4 business days;

	GSA will evaluate the offeror's written explanation of how it will provide 4 business

            days transportation After Receipt of Order (ARO) within CONUS to ensure it is a realistic 
            approach. Please state under what unusual circumstances four day delivery would not  

            be possible. 

(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Demonstrated ability to provide Fill or Kill status;

	Offeror must provide written explanation of how they will meet fill or kill requirement.

(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Satisfactory past performance; and,

	Offeror shall provide documentation of past performance and provide evidence of 

            relevant experience under their proposed SIN(s) for evaluation/consideration, such as 
            reference letters from customers.

(Please provide the file names for supporting documentation below).



____________________________________________________________________________________________________________________________________________



· Submission of completed Subcontracting Plan, if applicable.

Other than Small Business Concerns must submit a Subcontracting Plan with acceptable goals.  Subcontracting plans are completed within the eOffer system.  Submission of a separate subcontracting plan document will not be accepted. All small businesses will receive an automatic go on this element if not applicable.  



Additional enhanced features include:

· Modernized Terms and Conditions (T & C)

· Elevated technical qualifications and requirements

· Stringent Letter of Supply (LOS) requirements to reduce customer problems with receiving non-compliant items

· Continuous open season

· Transactional Data Reporting required

· IFF of 0.75% and Contract Access Fee of 1.25%



FEDMALL & GSA ADVANTAGE REQUIREMENTS



· Contractor shall maintain a current catalog on GSA Advantage! ® throughout OS4’s period of performance, as well as other customer portals such as FEDMALL.

· Contractor shall conform to terms and conditions of  GSA Advantage! ®. A 5-day lead time will be provided for price changes to be effective in GSA Advantage! ®.

· Contractor shall not show commercial items and prices in its catalog on GSA Advantage! ® that have AbilityOne equivalents unless a purchase exception has been approved by the Government. Substitutes shall be identified to the buyer at the time of order/checkout on GSA Advantage! ®. If AbilityOne items are not available to meet delivery times required by the OS4 contract, the Contractor shall contact AbilityOne partnership representative Mr. Michael Jurkowski at mjurkowski@abilityone.gov to report stock-outs and request a purchase exception. In this event, Contractor shall advise the customer and Contracting Officer via e-mail of any stock-outs and purchase exceptions.

· If Contractor has its own website or portal, GSA OS4 contract items shall be easily distinguishable from non-contract (open-market) items on the website or portal so the government customer can easily identify which items are on the OS4 contract and which items are not on the OS4 contract.

· Within 5 business days of OS4 establishment notification, Contractor shall upload the OS4 catalog reflecting awarded OS4 pricing to GSA Advantage! ®. Other Federal Agencies also may require the OS4 catalog to be uploaded to other portals, such as FEDMALL, as a condition of placing orders. The catalog shall:

· Contain pictures and dimensions for all products (to be completed within 30 days of OS4 establishment);

· Identify clearly the manufactured status of the product (e.g., for each printer and facsimile replacement toner cartridge such as identifying whether the cartridge is new OEM, new non-OEM, or remanufactured/rebuilt/refilled, and if internal components, such as drum/photoreceptor, charger roller, mag roller, wiper blade, are new, and if the print head is new and unused);

· Identify clearly the environmental attributes, such as recycled or bio-based content;

· Maintain consistent product offering and pricing within FEDMALL, GSA Advantage!®, and any other ordering channels used;

· Ensure the manufacturer’s part number reflects the part number assigned by the product’s manufacturer; and

· In the event there are technical issues with FEDMALL, the contractor shall notify the GSA Contracting Officer and give advisement of conditions.

· The Contractor shall ensure price changes are reflected on GSA Advantage! ® within 5 business days after contract modification. As a condition of placing orders, Federal Agencies also may require the uploading of the OS4 catalog to other portals, such as FEDMALL.

· Contractor shall charge the product price appearing in the OS4 catalog at the time an order is placed, unless a more advantageous price is available to the Government. Contractor shall consider timeframes that are required to make pricing and product changes to the OS4 catalog posted to FEDMALL and GSA Advantage!®

 



75 280 - ENHANCED SIN FOR OVERSEAS OFFICE PRODUCTS & SERVICES / OFFICE SUPPLIES 4TH GENERATION (OS4) 



The new enhanced SIN 75 280 will incorporate higher-level technical evaluation factors to raise standards.  A contractor must meet the following technical go/no-go requirements. The offer will be rejected if all of the below requirements are not met: 



· Demonstrated ability to meet all environmental reporting and green product requirements;

	Offeror must provide written explanation of how they will meet environmental

requirement (Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Demonstrated system to remain compliant with the Trade Agreements Act;

	Offeror must provide written explanation of how they will meet this requirement 

            for TAA compliance.



Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance on page 12 to provide your explanation. 



· Currently be able to provide point of sale discount for all contract orders;

	In evaluating the ability to provide a point of sale discount currently, GSA will look 

for controls that ensure the capability will be met. In evaluating the offeror’s ability 

to provide transaction data, GSA will look for supporting documentation from the 

Contractor’s order processor (e.g., merchant bank).



· Immediately after the effective date of the OS4 contract, Contractor shall provide a point-of-sale discount for all orders when payment is made through the GSA SmartPay card. Contractor shall recognize the GSA SmartPay card and automatically charge a price no higher than the OS4 price. The point-of-sale discount shall apply to all purchases for items covered by the OS4, except when the ordering agency specifies that it is using another acquisition vehicle. OS4 pricing shall be honored through all purchase channels.

· It is anticipated that in the vast majority of situations authorized ordering officials shall pay with the GSA SmartPay card and issue transactions via FEDMALL or GSA Advantage!®. Contractor shall accept all ordering methods and payment methods, however, including purchase orders, convenience checks, and cash.

· Contractor shall agree to accept the GSA SmartPay card as a method of payment for orders under the OS4. Payment via GSA SmartPay card shall automatically trigger OS4 pricing, without separate request, regardless of the sales channel. The cardholder shall not be required to ask for the discount, reference OS4 or contract number, and also shall not be required to sign up for a loyalty card program.

· GSA SmartPay card holders in the 48 contiguous United States, Alaska, Hawaii, Puerto Rico, and international locations may use the OS4 for the purchase of office supplies.

· Contractors are required to accept the GSA SmartPay card and purchase orders for orders against the OS4. Personnel who provide a valid GSA SmartPay card with the appropriate agency prefixes are authorized. Contractor shall charge the GSA SmartPay card holder only upon 100 percent fulfillment of an order, excluding any agreed to back-ordered items. Contractor shall charge the GSA SmartPay card only once per order, regardless of the number of shipments, except that agreed to back-ordered items may be charged separately upon order fulfillment. When a GSA SmartPay card is not used, Contractor must restrict purchases to the Agency Project Officer or his/her designated purchasing official.

(Please provide explanation on Point of Sale and the file name for supporting documentation from the order processor below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Agency-defined reports at no additional cost; 

            Offeror must describe how they will provide agency defined reports as required. 

(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



· Standard delivery OCONUS within 7 business days;

	GSA will evaluate the offeror's written explanation of how it will provide 7 business

            days transportation After Receipt of Order (ARO) OCONUS in the proposed service area 
            to ensure it is a realistic approach. Please state under what unusual circumstances 

            seven day delivery would not be possible.



(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Demonstrated ability to provide Fill or Kill status;

            Offeror must provide written explanation of how they will meet fill or kill requirement.

(Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Satisfactory past performance; and

	Offeror shall provide documentation of past performance and provide evidence of 

            relevant experience under their proposed SIN(s) for evaluation/consideration, such as 
            reference letters from customers.

(Please provide the file names for supporting documentation below).



____________________________________________________________________________________________________________________________________________

· Submission of completed Subcontracting Plan, if applicable.

	Other than Small Business Concerns must submit a Subcontracting Plan with 

            acceptable goals.  All small businesses will receive an automatic go on this 

            element if not applicable.



Additional enhanced features include:

· Elevated technical qualifications and requirements

· Stringent Letter of Supply (LOS) requirements to improve customer experience with receiving compliant items

· Continuous open season

· Transactional Data Reporting Required 

· IFF of 0.75% and Contract Access Fee of 1.25%



Optional Services:



Under MAS 75, vendors will have the option to offer other enhanced delivery options such as next-day delivery, desktop delivery and secure desktop delivery. In addition, they may offer real time order status tracking on GSA Advantage, office services, and walk-in/on-site stores.



Convenience Fee for Enhanced SIN(s) 75 220 and 75 280 Offerors ONLY: A convenience fee to fulfill orders below the minimum order amount may be proposed.  If a convenience fee is proposed, this fee will be negotiated and the Contractor will fulfill orders below the minimum order amount with the addition of this convenience fee. This convenience fee must be specified in the applicable catalog/pricelist. 



NOTE – As of April 2019, vendor must offer both Convenience Fee and Real Time Order Status. These are mandatory requirements.



Identify proposed fee for optional delivery service(s). (Enter “N/A” if none is offered):

		Service

		Proposed Fee



		Next-Day Delivery

		



		Desktop Delivery

		



		Secure Desktop Delivery

		



		Convenience Fee

		







Real time order status for GSA Advantage! can be submitted by vendors via the following sites:



· PO Portal - for those SIP users (https://www.poportal.gsa.gov/poportal/welcome.do)

· EDI (https://vsc.gsa.gov/EDIUser/gsaadvdocs.cfm)

· cXML (Can be provided upon request post-award)



Please indicate that you can comply with Real Time Order Status:        ___________



Returns and Restocking Fees:

· Returns: Contractor shall allow the Government to return items in the original packaging and in saleable condition up to 30 days from the date the item was delivered. Contractor shall provide a full refund, less any applicable restocking fee, for such item within 30 days of receipt of the returned item. 

· Restocking fees: Contractor may assess a restocking fee of up to 10 percent of the item cost when the Contractor incurs additional costs due to customer ordering error. There shall be no restocking fees when the item is returned due to nonconforming item or Contractor error.



Proposed Restocking Fee % (if any):  ___________





Full-Product and Broad-Service Proposal Offerings:

A full-product catalog is encouraged, but not mandatory.  A vendor may offer a more limited array of office products if that is what they specialize in, such as offerors that specialize in only toner or paper, etc. Offerors must be registered under a NAICS code applicable to the Special Item Number (SIN) the products are proposed under.  Review this information under the SIN description on the solicitation document. 

List the number of items being offered under each SIN below. (Note: The below format can be recreated to include more space for your responses.):

		SIN: 

		Number of Products: 



		SIN: 

		Number of Products: 



		Total Number of Products:

		







PLEASE NOTE – If you are also offering on Legacy SIN 75 85 - in addition to either Enhanced SIN 75 220 or 75 280 - all terms and conditions from this Critical Information Document specific to the Enhanced SINs will also apply to SIN 75 85. 



Quantity Discount:



Offerors proposing quantity discounts may do so in the below tiered structure. Identify the quantity discounts being offered below. (Enter “N/A” if none is offered): 



		Delivery Order Size Tier

		Percentage Discount Offered At Delivery Order Volume Tier



		$300 - $999.99 

		



		$1,000 - $2,999.99

		



		$3,000 - $4,999.99 

		



		$5,000 - $9,999.99

		



		$10,000+

		









Contract Access Fee:



A Contract Access Fee (CAF) of 1.25% will be applicable for SINs 75 220 and 75 280 in addition to an Industrial Funding Fee (IFF) of 0.75%. The total fee of 2% will provide resources to: 

· Perform a higher level of price analysis than other MAS SINs to further reduce pricing and price variability in order to provide documented savings as compared to other government acquisition vehicles.

· Provide detailed analysis of customer spend, savings, small business, and socioeconomic spend on these SINs.  This includes custom reports as needed.





· NOTE - For SIN 75 85 IFF - If a contractor has an OS4 SIN and SIN 75 85, for 75 85 sales they only pay .75%. They need to report all sales in TDR but pay 2% on OS4 SINs 75 220 & 75 280 and only pay .75% on 75 85. 



Instructions on How to Calculate the Sales Price for Enhanced SINs 75 220 and 75 280 only:



The final Schedule contract award price is calculated as follows:

Negotiated price divided by (1 minus the total fee) 

 

The total fee is 2%. Take 1 - 2.00% = 1 - 0.0200 = 0.9800. The Schedule contract award price is calculated as the negotiated price divided by 0.9800. 

 

For example, if the negotiated price is $100,000, the proper way to calculate the Schedule contract award price is:

 

($100,000 / 0.9800) = $102,040.82



TDR is mandatory for SINs 75 220 and 75 280:



(a) Definition:  Transactional data encompasses the historical details of the products or services delivered by the Contractor during the performance of task or delivery orders issued against this contract. 



(b) Reporting of Transactional Data: The Contractor must report all transactional data under this contract as follows: 



1. The Contractor must electronically report transactional data by utilizing the       automated reporting system at an Internet website designated by the General Services Administration (GSA) or by uploading the data according to GSA instructions. GSA will post registration instructions and reporting procedures on the Vendor Support Center website, https://vsc.gsa.gov. The reporting system website address, as well as registration instructions and reporting procedures, will be provided at the time of award or inclusion of this clause in the contract. 

2. The Contractor must provide, at no additional cost to the Government, the following transactional data elements, as applicable: 



1. Contract Number of Blanket Purchase Agreement (BPA) Number. 

2. Delivery/Task Order Number/Procurement Instrument Identifier (PIID). 

3. Non-Federal Entity. 

4. Description of Deliverable

5. Manufacturer Name. 

6. Manufacturer Part Number. 

7. Unit Measure (each, hour, case, lot)

8. Quantity of Item Sold.

9. Universal Product Code.

10. Price Paid per Unit.

11. Total Price

12. Special Item Number (SIN)



Please note that TDR reporting is per contract, so if offeror chooses to offer on Enhanced SINs and also wants to offer Legacy SIN 75 85, TDR reporting will be mandatory for the entire contract. Manufacturer name and manufacturer part number are mandatory TDR fields for MAS 75.



· EPA Clauses for TDR (OS4): 

Please choose one of the clauses below: 

 

☐ Regulation 552.216-70 - If participating in TDR, clause 552.216-70 Economic Price Adjustment FSS Multiple Award Schedule Deviation II applies.

OR

☐ Regulation I-FSS-969 - If participating in TDR, clause I-FSS-969 Economic Price Adjustment FSS Multiple Award Schedule Alternate II applies.



Exclusions/Requirements:  EPA Comprehensive Procurement Guidelines (CPG):

The offeror shall acknowledge and certify that the products applicable under the EPA CPG for recovered and post-consumer materials offered under this proposal meet or exceed the minimum content levels established under the CPG program managed by the Environmental Protection Agency (EPA).

If the products being offered meet or exceed the minimum content levels established under the CPG program then the offeror must furnish proof in the form of a copy of the certification from the manufacturer/supplier or a copy of the environmental organization’s certification in order for you to be allowed to display the appropriate environmental attributes.  The percentage of the recovered materials and post-consumer materials must also be shown on the Proposal Price List under the EPA CPG column. Per clause 552.238-72 (c)(2)(iv), the CPG compliance icon may be used in GSA Advantage to identify CPG compliant products only if these products meet or exceed the EPA recommended minimum recovered materials and post-consumer materials levels shown on the below CPG website.  These items should also be identified in the offeror’s printed commercial catalogs, brochures, price lists and online product website.

If a product is not available that meets or exceeds the EPA recommended minimum recovered materials and post-consumer materials levels, then the product must be identified in the Proposal Price list under the EPA CPG column as containing the maximum recovered materials and post-consumer materials content levels practicable based on market availability.  Specifically, show the percentage of the total recovered material and, if applicable, the percentage of post-consumer material content.  If products are not subject to the CPG guidelines, then show N/A.  Refer to CPG website at https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program 

The EPA maintains a list of EPA-designated products to provide Federal agencies purchasing recommendations on specific products in several Recovered Materials Advisory Notices (RMANs).  Each RMAN contains recommended recovered and post-consumer material content levels for the specific products designated by EPA. Visit the CPG web site to view the current list of products that must comply with Comprehensive Procurement Guidelines.  Also, CPG supporting documentations and background information (such as RMANs) can be found at: https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-program-cpg 

Products offered under this contract that have environmental attributes, such as recovered materials, must be appropriately identified as required by General Services Acquisition Regulation (GSAR) 552.238-72, Identification of Products that have Environmental Attributes.  In addition, the Federal Trade Commission (FTC) issued Guides for the Use of Environmental Marketing Claims (16 CFR part 260).  These guides address environmental marketing and advertising practices.  The FTC Guides for the Use of Environmental Marketing Claims can be found at: http://www.access.gpo.gov/nara/cfr/waisidx_06/16cfr260_06.html





Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance:



Trade Agreements Act of 1979 (TAA) (19 U.S.C. § 2501–2581)

Contractors shall only provide products that are U.S.-made or designated country end products as set out in the Trade Agreements Act. Compliance with Trade Agreements Act (TAA) and Country of Origin (COO) accuracy is a critical requirement for obtaining and maintaining a MAS 75 contract.  Noncompliance is a violation under the False Claims Act.  Prior to being awarded a new Schedule 75 contract, Offerors will be expected to have a documented Standard Operating Procedure (SOP) detailing their process for Trade Agreements Act and Country of Origin compliance.  The documented process shall be reviewed and updated as necessary, but no less than annually.  



At a minimum, the SOP shall include the following:



· Identify the role and responsibilities of the department and/or team that will be responsible for TAA compliance and maintaining manufacturer COO accuracy.  

· Describe the process for reviewing and verifying TAA compliance and COO accuracy.  Identify any software and/or program that will be utilized. 

· State the frequency that products will be reviewed for compliance.  In determining the frequency of reviews, the Offeror should take into account the volume of items and types of products.  However, GSA expects reviews to be conducted no less than quarterly, and many should be at least monthly. 

· Identify the type of documentation that will be obtained and maintained to verify TAA compliance and COO accuracy.  While documentation provided by suppliers can be utilized, it is ultimately the Contractor's responsibility to ensure products comply. 

· A record of each review shall be kept and made available to government representatives upon request.  These records shall contain information and documentation such as: 

· Date of review, team/department that conducted the review, software utilized, any discrepancies noted and corrective action taken. 

· The documentation used for the internal compliance reviews, such as, documentation provided by suppliers (letters of supply, periodic updates provided by suppliers) and/or documents provided to customs to verify country of origin, etc.

Upon award, Contractors will be responsible for: 

· Modifying the contract when notified by supplier(s) that the country of origin (COO) has changed or if the internal review discovers products no longer TAA compliant.

· Prior to the modification being approved, Contractor shall inform all GSA customers that the item(s) in question is no longer available on the contract. 

· Updating GSA Advantage after receiving approval of a modification deleting items from the contract.

Description of Standard Operating Procedure for Trade Agreements Act and Country of Origin compliance (add additional lines or separate attachment if necessary):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Applicable Only To Mandatory Source Authorized Distributor Program:

[bookmark: _1fob9te]

Based on Congressional statutes, there are two socioeconomic procurement programs that furnish products and/or services to support Federal Government requirements.  These programs have mandatory source status and preference over the products and services of other vendors, as implemented by Federal Acquisition Regulation (FAR) Part 8.



Pursuant to the provisions of the Javits-Wagner-O’Day (JWOD) Act 41 U.S.C. 46-48(c), production facilities associated with National Industries of the Blind (NIB) and Source America (serving people with a wide range of disabilities) are mandatory sources for items on the AbilityOne (formerly JWOD) Procurement List.  Pursuant to the provisions of the Federal Prisons Industrials (FPI) enabling statute, 18 U.S.C. 4124(a), FPI (doing business as UNICOR) is a mandatory source for federal customers.



Purchases by Federal customers of commercial items that are identical to or essentially the same (ETS) as AbilityOne (formerly JWOD) products when AbilityOne products are available to meet the customers’ requirements, are in violations of the JWOD Act (4 U.S.C. 46-48c).  Purchases by Federal customers of commercial items that are identical to UNICOR products are in violation of FPI’s Act (18 U.S.C. 4124a).  Thus Offerors will be prohibited from selling ETS items to Federal employees.



Offerors will provide GSA’s Contracting Officer with one copy of their product line catalog (electronic copy) to be sold under this contract.  Additional catalogs may be required upon request by the Contracting Officer.  The offeror will review AbilityOne (formerly JWOD) cross-reference files that identify the ETS commercial items.  Those files can be downloaded from (www.abilityone.gov).  All products, which have been determined to be ETS as items available under the AbilityOne (formerly JWOD) program shall not be listed in Proposal Price List.  



During the term of the contract, additional items may be added to or deleted from the Procurement List, which is the official list of AbilityOne (formerly JWOD) Program products and services, maintained by the U.S. AbilityOne Commission.  The AbilityOne Program and UNICOR shall normally provide 90 day notice of product additions and deletions. 



Offerors should address how AbilityOne (formerly JWOD) items will be shown and marketed to Federal Customers in their proposals, but at a minimum, the AbilityOne items should be included in marketing materials in a manner consistent with the commercial items.  If the contractor distributes a printed catalog to their government customers, the AbilityOne (formerly JWOD) Program prefers, but does not require, a fully integrated Government-unique print catalog.  A commercial printed catalog with AbilityOne inserts in lieu of an integrated catalog would be acceptable, but must have appropriate blocking of ETS items, and should integrate AbilityOne items into the index (unless otherwise negotiated with the AbilityOne staff).



If electronic catalogs are used, all items, terms and conditions not accepted by the Government (including the items ETS as AbilityOne (formerly JWOD) products) must be deleted on the Government site. At the same time, the AbilityOne product line must be fully integrated in a manner consistent with commercial items. Electronic or online catalogs must integrate AbilityOne items into all search buttons for Government customers and/or integration into the remaining areas of the catalog.  Removal of ETS items is required.  Items which are not in stock or available at the time the order is place, the contractors will inform the customer in accordance with the contractor’s commercial policy. 



Offerors must acknowledge that they will comply with the exclusion(s)/requirements mentioned above and describing what kind of blocking system for Essentially The Same (ETS) as AbilityOne items they will have in place under their order entry system.



Description of Blocking System for ETS items (add additional lines or separate attachment if necessary):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

AbilityOne Program:

Federal law creates a mandatory requirement for Federal customers to buy items produced under the Javit’s-Wagner-O’Day (JWOD) Program (41 U.S.C. 48).  No commercial items that are essentially the same (ETS) as AbilityOne Products will be awarded under this schedule.



Regardless of whether or not an Offeror is an authorized AbilityOne (formerly JWOD) product distributor, no Offeror will be permitted to sell commercial items under this Schedule to Federal Customers if the commercial items are essentially the same as AbilityOne products. Only authorized AbilityOne distributors may sell or market Ability One products. The following requirements shall be met for all AbilityOne products:



· Only the 13 digit AbilityOne National Stock Number (NSN) shall be utilized when selling or marketing AbilityOne products on the GSA contract.

· For all AbilityOne products, the manufacturer name shall be listed as “AbilityOne”.  No other variations such as NIB, Source America, JWOD, or Skilcraft shall be accepted.



(Check Yes/No) (Check "Yes" or "No" for each of the three (3) sections below.)

		☐ Yes
☐ No

		Offeror is already authorized to distribute AbilityOne products by the U.S. AbilityOne Commission.



		☐Yes

☐ No

		Offeror is not currently authorized to distributor AbilityOne products but this offer is based on the intention of applying for authorization to distribute AbilityOne products by the U.S. AbilityOne Commission.  Offeror acknowledges that, they are not authorized to distribute AbilityOne products.  Offerors will distribute neither AbilityOne products nor commercial items that are essentially the same as AbilityOne products under this Schedule.



		☐Yes

☐ No

		Offeror does not intend to distribute AbilityOne products.







Requirements: Letter of Supply (LOS):



If other than the manufacturer, offerors must provide a LOS. The changes to the LOS will affect vendors on the new SINs 75 220 and 75 280, as well as existing SIN 75 200, 75 210, and 75 85. 



The portion of the 2nd page of the LOS refers to toner manufacturers HP, Lexmark, Xerox and Clover.  Although everyone must provide this letter of supply, please note the toner portion only applies to offerors providing toner.  All new offers must provide the LOS. All existing contractors must submit a new LOS within 6 months from date of issuance of the mass modification.





For each manufacturer being offered (HP, Lexmark, Xerox and Clover), Offeror must be listed on the following website: https://businesssolutionsassociation.site-ym.com/page/dealerauthorization , as an authorized reseller for each manufacturer at the time of offer submission and, if awarded a contract, must remain on the website for the entire duration of the contract.





Excerpt and important information from the Letter of Supply:



Offeror Acknowledgement

[Offeror Name] understands that:



1.  The following manufacturers have a Reseller Authorization Program: HP, Lexmark, Xerox and Clover.

2.  [Offeror Name] must be authorized by the above-listed manufacturers to offer those manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS.

3.  [Offeror Name]’s Reseller Authorization status may change at any time, and any such changes may be reported by the manufacturer directly to GSA. Should the manufacturer deem [Offeror Name] as no longer meeting the OEM’s authorization/partner program and/or policy requirements, [Offeror Name]’s authorization to resell said product will cease immediately, and [Offeror Name] must take action to remove those items from its GSA contract and GSA Advantage listing within 48 hours. [Offeror Name] may contact the manufacturer directly for information regarding its Reseller Authorization status.

4. 	A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover, and other legitimate manufacturers may be found on https://businesssolutionsassociation.site-ym.com/page/dealerauthorization. 

    [Offeror Name] may also inquire with the manufacturer for information regarding [Offeror Name]’s authorization status.



Manufacturer Authorization:

Please check the boxes below for all manufacturers that have granted authorization: 

☐ HP 



☐ Lexmark



☐ Xerox



☐ Clover



Empty Toner Return Policy: 

Toner cartridge offerors must provide arrangements for empty toner cartridges to be returned from the customers. 

Please describe your Empty Toner Return Policy below: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________









GSA Catalogs and Price Lists:

The following requirements shall be met:

· Duplicated Part Numbers are not permitted within the Product Description Fields on GSA Advantage. 

· Vendors who offer different Units of Issue for the same product shall not offer larger quantities at a price higher than the individual unit.

· AbilityOne products shall be represented with the 13 digit National Stock Numbers (NSN) in the “Manufacturer Part Number” field on GSA Advantage and identify “AbilityOne” as the manufacturer name.  Variations such as “NIB/Source America”, “Skilcraft” and “JWOD” will not be accepted.

· Contractors must be an Authorized Distributor, Reseller, or Wholesaler for catalog items. Contractors are required to provide documentation from the Original Equipment Manufacturer (OEM) confirming this authorization. Purchase, Distribution and/or sale of Grey/Black Market items are not allowed.

Regarding Product Substitutions:

No product(s) shall be substituted unless specifically approved by the ordering office.  If an item is on backorder, the contractor shall contact the customer for further instructions prior to order cancellation.

Offerors with more than one supplier must ensure that there are no duplications of the exact same products by the same manufacturers for the items being proposed.  

Regarding Conformed Price Lists:

For all modification requests, a conformed price list is required to be submitted along with all other pertinent documents. For example, if a vendor currently has a catalog count of 2,000 items and they are in the process of submitting a modification to add an additional 3000 items then two separate spreadsheets are required to be submitted to the respective Contracting Officer. One spreadsheet should list the additional 3,000 items that are in the process of being added while the second spreadsheet should be the conformed price list that includes all 5,000 items. Customer Agencies request conformed price lists from time to time and this will enable GSA to meet those requests in a timely manner. 

The Contractor shall provide to the GSA Contracting Officer:



1. One copy of the Authorized GSA Schedule Price list, with Catalog.



2. The Authorized GSA Schedule Price list on a common-use electronic medium.  The Contracting Officer will provide detailed instructions for the electronic submission with the award notification.  Some structured data entry in a prescribed format may be required.





The person whose signature appears below is authorized to make the commitments noted above.

		

Signature: _________________________

		

Date: ___________________________



		

Print Name: ________________________

		

Title: ___________________________











































Appendix: 

OFFICE SUPPLIES DEFINITION

Full Commercial Catalog Offer is defined as follows: 



Offerors have the option of submitting their entire full commercial catalog which includes a variety of office supplies/products and a small amount of office furniture.  The ratio should be 80% Office Supplies/Products and 20% other, such as office furniture, IT products/accessories, etc. Incidental transactional items such as restroom products, IT accessories, and small furniture items may be included in orders from customers only for convenience but will be a minimal portion of offeror catalog. Offerors with a significant number of restroom products are encouraged to offer SIN 75 85. 



Furniture products offered under this solicitation are required to meet applicable industry standards, tests, and GSA requirements in effect on the date of issuance of the solicitation. During the contract period of the schedule, product manufactured must meet the applicable standards, in effect at the time of manufacture.  Furniture products may only be offered as part of an offeror’s Full Commercial Catalog.



Partial Catalog Offer is defined as follows: 



Offeror is proposing a select number of Office Products that fall under Special Item Numbers 75 200, 75 220, 75 280 or 75 85.



Office Supply Definitions per Category: This list is not meant to be all encompassing, but examples of common items in these categories.



		Office Supplies Definition Office Supplies Category

		Office Supplies Subcategories

		Definition



		Paper

		1. Paper

		Carbon, cards, computer, fine stationery, inkjet, laser multipurpose, copier, notebook filler, bond, résumé, rolls, stationery, and labels



		Toner 

		2. New toner and inkjet cartridges

		New ink and laser jet cartridges; multicolor and black; and solid ink



		

		3. Remanufactured toner and inkjet

Cartridges

		Remanufactured ink and laser jet cartridges; multicolor and black; and solid ink



		General Office Supplies

		4. Adding machines and calculators



		

		5. Binding and filing supplies

		Binders, binding elements, file folders, document protectors, bank boxes and other filing boxes



		

		6. Calendars, personal organizers, and other dated office items

		All office-related calendars and organizers



		

		7. Cases and portfolios

		Carrying cases, presentation portfolios, leather and vinyl portfolios, twin-pocket portfolios, and zipper portfolios



		

		8. Computer accessories

		Mouse pads, wrist rests, antiglare screens, desktop cleaning supplies, media storage, keyboard drawers (excludes electronic information technology (EIT)



		

		9. Computer media

		Diskettes, CDs, DVDs, data tape, USB devices



		

		10. Drawing and graphic arts supplies

		Adhesives and glue, erasers, rulers and measures



		

		11. Mailing and shipping supplies

		Envelopes, shipping sacks, packaging tape



		

		12. Miscellaneous office supplies

		Fastening items including staplers, paper clips, binder clips, etc.; adhesive tape, label makers, rubber stamps, ink, push pins, paper- hole punchers



		

		13. Office furnishings

		Clocks, stools, picture frames, wastebaskets



		

		14. Shredders

		Office-type and high-security shredders



		

		15. Visual communications and meeting aids

		Blackboards, whiteboards, easels, videotapes, audiotapes, dictation supplies



		

		16. Writing instruments

		Pens, pencils, highlighters, markers











Delivery:

Desktop Delivery: Desktop delivery is direct delivery of packages to a customer's desk. 

Secure Desktop Delivery: Secure Desktop delivery is direct delivery of packages to a customer's desk from an individual with security clearance. 

Toner:



Original Equipment Manufacturer (OEM): A new cartridge that is designed, manufactured and/or distributed by the manufacturer of the printer in which the cartridge is intended to be used. An OEM cartridge may contain recycled parts.



Non-OEM New Build: A new cartridge with a shell, internal components and ink or toner that is produced by a company NOT affiliated with the printer hardware manufacturer of the printer in which the cartridge is intended to be used.



Remanufactured: A cartridge that has been previously used, the marking substance consumed, and then is subsequently collected, inspected, cleaned, had new or reconditioned parts installed, refilled with ink or toner, and tested so that its capability to print has been restored. This previously used cartridge could be either an OEM or a non-OEM cartridge.



Refilled: A cartridge that is refilled with non-OEM ink or toner and resealed. Some components may be replaced, but the principal service is replacing the marking substance in a cartridge supplied by the customer. The process may be performed by a technician in a local store, or by the customer using commercially available supplies. This previously used cartridge could be either an OEM or a non-OEM cartridge.



All toners being offered shall be identified as: New OEM, Non-OEM New Build, Remanufactured, or Refilled



Gray/Grey and Black Market: 



Gray Market: Goods that are defined as items sold into the country of consumption without the consent of the trademark holder. Gray market goods are not counterfeits; however, differences may exist between these goods and those goods produced for sale in the country of consumption. Some of these differences may involve warranty coverage or compliance with local regulatory requirements.



Black Market: Black market and counterfeit in the printing supplies business means the manufacturing, refilling or ("reman") remanufacturing of a print cartridge with the intention to market it in a way that suggests it is an original brand name product. This usually involves putting a reman or refill into a box that closely resembles genuine manufacturer packaging, which can deceive customers into paying a higher price for a fraudulent product.









Other Standards and Terms:



A vendor should also indicate in the product description whether:



· Remanufactured cartridges meet applicable Business Solutions Association (BSA) standards

· Compatible suppliers can represent and warrant that they have investigated and confirmed that their products do not violate any United States patents

· The cartridge is CPG compliant:

· Comprehensive Procurement Guidelines: EPA's Recovered Materials Advisory Notice (RMAN) recommends that procuring agencies establish procedures and policies that give priority to remanufacturing the agencies' expended toner cartridges. EPA recommends that, under such policies and procedures, agencies procure remanufacturing services for expended cartridges and, when such services are unavailable or not practicable, obtain remanufactured toner cartridges or new toner cartridges made with recovered materials from product vendors.



Sources:

· https://c.ymcdn.com/sites/businesssolutionsassociation.site-ym.com/resource/resmgr/docs/Print_Cartridge_10-14.pdf  

· https://sftool.gov/greenprocurement/green-products/9/non-paper-office-products/0 

· http://www.i-itc.org/stmc.html





FILL/KILL: 



In the “fill” or “kill” phase, Contractors are required to obtain affirmative acknowledgement from the customer on all orders received. Should an order fail to be able to be fulfilled by the Contractor at the time order is placed, the Contractor shall provide notification to the customer that the intended order cannot be filled within the time specified and provide (when applicable) backorder details regarding the order.



Should the customer fail to acknowledge to the Contractor to move forth with the requested items placed on backorder, the Contractor shall “kill” (not fulfill) the order within 24 hours of the Contractor’s response to the customer’s backorder. Otherwise, Contractor’s receipt of acknowledgment to move forth with the backorder for the agreed date of fulfillment, the Contractor shall “fill” the order as requested, agreed, and acknowledged.

Fill or Kill applies at the line-item level, not at the order level. The Contractor must:



· Notify the ordering office placing the order within 24 hours if there are any problems filling an order;

· Provide any anticipated wait time; and

· Allow the customer to cancel that item or wait for the later delivery.



Notification and agreement with the customer must be in writing or through the ordering portal. The Contractor shall automatically deliver items available and notify customers within 24 hours of order placement when a backordered item can be delivered at a later date/time. Customers will determine if they wish to wait for the backordered item or order from another contract holder. If no response is received from the customer within 24 hours of notification of a backordered items’ delivery estimate, the Contractor shall default to “Kill” for the line item.



OS4 Mandatory Use/Policy Letters by Agency

OS4 Agency Commitment Letters and OS4 Commitment Comments can be found on the Acquisition Gateway.  FSSI OS4 commitment letters lay out an agency’s specific level of commitment to FSSI OS4 and help support government efforts to support the FSSI OS4 initiative. 

OS4 Mandatory Use/Policy Letters by Agency link is below:

https://hallways.cap.gsa.gov/app/#/gateway/office-management/9382/updated-os-4-mandatory-use-policy-letters-by-agency%3Ftid=1364?tid=1364
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Schedule 75: Office Products & Supplies

Solicitation Number 2FYB-BU-050001-B





Critical Information

The information provided in this document is specific to Schedule 75: Legacy SIN(s) 75 85, 75 200 & 75 210. Before submitting your offer, please ensure you have met all of the requirements outlined in this document that are applicable to the products or services you are offering, as well as any other applicable general requirements listed in the solicitation attachments:

· Business Rules

· Updated Letter of Supply 

· MAS 75  Price Proposal Template



Complete and upload this document with your offer. All offeror attachments must be in PDF, Excel, or Word, and documents must be electronically typed, not hand written, except for signatures as needed. 



SIN REQUIREMENTS:



SINs 75 85, 75 200 & 75 210: 



· Demonstrated ability to meet all environmental reporting and green product requirements;

Offeror must provide written explanation of how they will meet environmental requirement. (Add additional lines or separate attachment if necessary. If information is included in separate attachment, please provide the file name below):



______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

· Demonstrated system to remain compliant with the Trade Agreements Act;

	Offeror must provide written explanation of how they will meet this requirement 

for TAA compliance.



Please refer to section Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance on page 5 to provide your explanation.





Additional features include:

· Modernized Terms and Conditions (T & C)

· Elevated technical qualifications and requirements

· Stringent Letter of Supply (LOS) requirements to reduce customer problems with receiving non-compliant items

· Continuous open season

· IFF of 0.75%







Optional Services:



Under MAS 75, vendors will have the option to offer other enhanced delivery options such as next-day delivery, desktop delivery and secure desktop delivery. In addition, they may offer real time order status tracking on GSA Advantage, office services, and walk-in/on-site stores



Identify proposed fee for optional delivery service(s). (Enter “N/A” if none is offered):

		Service

		Proposed Fee



		Next-Day Delivery

		



		Desktop Delivery

		



		Secure Desktop Delivery

		







Real time order status for GSA Advantage! can be submitted by vendors via the following sites:

Below are three mechanisms for submitting catalog data to GSA Advantage:



· PO Portal - for those SIP users (https://www.poportal.gsa.gov/poportal/welcome.do)

· EDI (https://vsc.gsa.gov/EDIUser/gsaadvdocs.cfm)

· cXML (Can be provided upon request post-award)



Returns and Restocking Fees:

· Returns: Contractor shall allow the Government to return items in the original packaging and in saleable condition up to 30 days from the date the item was delivered. Contractor shall provide a full refund, less any applicable restocking fee, for such item within 30 days of receipt of the returned item. 

· Restocking fees: Contractor may assess a restocking fee of up to 10 percent of the item cost when the Contractor incurs additional costs due to customer ordering error. There shall be no restocking fees when the item is returned due to nonconforming item or Contractor error.



Proposed Restocking Fee % (if any):  ___________





Full-Product and Broad-Service Proposal Offerings:

A full-product catalog is encouraged, but not mandatory.  A vendor may offer a more limited array of office products if that is what they specialize in, such as offerors that specialize in only toner or paper, etc. Offerors must be registered under a NAICS code applicable to the Special Item Number (SIN) the products are proposed under.  Review this information under the SIN description on the solicitation document. 

List the number of items being offered under each SIN below. (Note: The below format can be recreated to include more space for your responses.):



		SIN: 

		Number of Products: 



		SIN: 

		Number of Products: 



		Total Number of Offerings:

		









Transactional Data Reporting (TDR) is not mandatory for the Legacy SINs. If you are accepting TDR:





(a) Definition:  Transactional data encompasses the historical details of the products or services delivered by the Contractor during the performance of task or delivery orders issued against this contract. 



(b) Reporting of Transactional Data: The Contractor must report all transactional data under this contract as follows: 



1. The Contractor must electronically report transactional data by utilizing the       automated reporting system at an Internet website designated by the General Services Administration (GSA) or by uploading the data according to GSA instructions. GSA will post registration instructions and reporting procedures on the Vendor Support Center website, https://vsc.gsa.gov. The reporting system website address, as well as registration instructions and reporting procedures, will be provided at the time of award or inclusion of this clause in the contract. 



2. The Contractor must provide, at no additional cost to the Government, the following transactional data elements, as applicable: 



1. Contract Number of Blanket Purchase Agreement (BPA) Number. 

2. Delivery/Task Order Number/Procurement Instrument Identifier (PIID). 

3. Non-Federal Entity. 

4. Description of Deliverable

5. Manufacturer Name. 

6. Manufacturer Part Number. 

7. Unit Measure (each, hour, case, lot)

8. Quantity of Item Sold.

9. Universal Product Code.

10. Price Paid per Unit.

11. Total Price

12. Special Item Number (SIN)



Please note that TDR reporting is per contract. Manufacturer name and manufacturer part number are mandatory TDR fields for MAS 75, if you decide to accept TDR.





· EPA Clauses for TDR (OS4): 

Please choose one of the clauses below: 

 

☐ Regulation 552.216-70 - If participating in TDR, clause 552.216-70 Economic Price Adjustment FSS Multiple Award Schedule Deviation II applies.

OR

☐ Regulation I-FSS-969 - If participating in TDR, clause I-FSS-969 Economic Price Adjustment FSS Multiple Award Schedule Alternate II applies.





Exclusions/Requirements:  EPA Comprehensive Procurement Guidelines (CPG):

The offeror shall acknowledge and certify that the products applicable under the EPA CPG for recovered and post-consumer materials offered under this proposal meet or exceed the minimum content levels established under the CPG program managed by the Environmental Protection Agency (EPA).

If the products being offered meet or exceed the minimum content levels established under the CPG program then the offeror must furnish proof in the form of a copy of the certification from the manufacturer/supplier or a copy of the environmental organization’s certification in order for you to be allowed to display the appropriate environmental attributes.  The percentage of the recovered materials and post-consumer materials must also be shown on the Proposal Price List under the EPA CPG column. Per clause 552.238-72 (c)(2)(iv), the CPG compliance icon may be used in GSA Advantage to identify CPG compliant products only if these products meet or exceed the EPA recommended minimum recovered materials and post-consumer materials levels shown on the below CPG website.  These items should also be identified in the offeror’s printed commercial catalogs, brochures, price lists and online product website.

If a product is not available that meets or exceeds the EPA recommended minimum recovered materials and post-consumer materials levels, then the product must be identified in the Proposal Price list under the EPA CPG column as containing the maximum recovered materials and post-consumer materials content levels practicable based on market availability.  Specifically, show the percentage of the total recovered material and, if applicable, the percentage of post-consumer material content.  If products are not subject to the CPG guidelines, then show N/A.  Refer to CPG website at https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program 

The EPA maintains a list of EPA-designated products to provide Federal agencies purchasing recommendations on specific products in several Recovered Materials Advisory Notices (RMANs).  Each RMAN contains recommended recovered and post-consumer material content levels for the specific products designated by EPA. Visit the CPG web site to view the current list of products that must comply with Comprehensive Procurement Guidelines.  Also, CPG supporting documentations and background information (such as RMANs) can be found at: https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-program-cpg 

Products offered under this contract that have environmental attributes, such as recovered materials, must be appropriately identified as required by General Services Acquisition Regulation (GSAR) 552.238-72, Identification of Products that have Environmental Attributes.  In addition, the Federal Trade Commission (FTC) issued Guides for the Use of Environmental Marketing Claims (16 CFR Part 260).  These guides address environmental marketing and advertising practices.  The FTC Guides for the Use of Environmental Marketing Claims can be found at: http://www.access.gpo.gov/nara/cfr/waisidx_06/16cfr260_06.html



Requirements: FAR 52.225-5 TRADE AGREEMENTS Compliance:



Trade Agreements Act of 1979 (TAA) (19 U.S.C. § 2501–2581)

Contractors shall only provide products that are U.S.-made or designated country end products as set out in the Trade Agreements Act. Compliance with Trade Agreements Act (TAA) and Country of Origin (COO) accuracy is a critical requirement for obtaining and maintaining a MAS 75 contract.  Noncompliance is a violation under the False Claims Act.  Prior to being awarded a new Schedule 75 contract, Offerors will be expected to have a documented Standard Operating Procedure (SOP) detailing their process for Trade Agreements Act and Country of Origin compliance.  The documented process shall be reviewed and updated as necessary, but no less than annually.  



At a minimum, the SOP shall include the following:



· Identify the role and responsibilities of the department and/or team that will be responsible for TAA compliance and maintaining manufacturer COO accuracy.  

· Describe the process for reviewing and verifying TAA compliance and COO accuracy.  Identify any software and/or program that will be utilized. 

· State the frequency that products will be reviewed for compliance.  In determining the frequency of reviews, the Offeror should take into account the volume of items and types of products.  However, GSA expects reviews to be conducted no less than quarterly, and many should be at least monthly. 

· Identify the type of documentation that will be obtained and maintained to verify TAA compliance and COO accuracy.  While documentation provided by suppliers can be utilized, it is ultimately the Contractor's responsibility to ensure products comply. 

· A record of each review shall be kept and made available to government representatives upon request.  These records shall contain information and documentation such as: 

· Date of review, team/department that conducted the review, software utilized, any discrepancies noted and corrective action taken. 

· The documentation used for the internal compliance reviews, such as, documentation provided by suppliers (letters of supply, periodic updates provided by suppliers) and/or documents provided to customs to verify country of origin, etc.

Upon award, Contractors will be responsible for: 

· Modifying the contract when notified by supplier(s) that the country of origin (COO) has changed or if the internal review discovers products no longer TAA compliant.

· Prior to the modification being approved, Contractor shall inform all GSA customers that the item(s) in question is no longer available on the contract. 

· Updating GSA Advantage after receiving approval of a modification deleting items from the contract.

Description of Standard Operating Procedure for Trade Agreements Act and Country of Origin compliance (add additional lines or separate attachment if necessary):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________







Applicable Only To Mandatory Source Authorized Distributor Program:

[bookmark: _30j0zll]

Based on Congressional statutes, there are two socioeconomic procurement programs that furnish products and/or services to support Federal Government requirements.  These programs have mandatory source status and preference over the products and services of other vendors, as implemented by Federal Acquisition Regulation (FAR) Part 8.



Pursuant to the provisions of the Javits-Wagner-O’Day (JWOD) Act 41 U.S.C. 46-48(c), production facilities associated with National Industries of the Blind (NIB) and Source America (serving people with a wide range of disabilities) are mandatory sources for items on the AbilityOne (formerly JWOD) Procurement List.  Pursuant to the provisions of the Federal Prisons Industrials (FPI) enabling statute, 18 U.S.C. 4124(a), FPI (doing business as UNICOR) is a mandatory source for federal customers.



Purchases by Federal customers of commercial items that are identical to or essentially the same (ETS) as AbilityOne (formerly JWOD) products when AbilityOne products are available to meet the customers’ requirements, are in violations of the JWOD Act (4 U.S.C. 46-48c).  Purchases by Federal customers of commercial items that are identical to UNICOR products are in violation of FPI’s Act (18 U.S.C. 4124a).  Thus Offerors will be prohibited from selling ETS items to Federal employees.



Offerors will provide GSA’s Contracting Officer with one copy of their product line catalog (electronic copy) to be sold under this contract.  Additional catalogs may be required upon request by the Contracting Officer.  The offeror will review AbilityOne (formerly JWOD) cross-reference files that identify the ETS commercial items.  Those files can be downloaded from (www.abilityone.gov).  All products, which have been determined to be ETS as items available under the AbilityOne (formerly JWOD) program shall not be listed in Proposal Price List.  



During the term of the contract, additional items may be added to or deleted from the Procurement List, which is the official list of AbilityOne (formerly JWOD) Program products and services, maintained by the U.S. AbilityOne Commission.  The AbilityOne Program and UNICOR shall normally provide 90 day notice of product additions and deletions. 



Offerors should address how AbilityOne (formerly JWOD) items will be shown and marketed to Federal Customers in their proposals, but at a minimum, the AbilityOne items should be included in marketing materials in a manner consistent with the commercial items.  If the contractor distributes a printed catalog to their government customers, the AbilityOne (formerly JWOD) Program prefers, but does not require, a fully integrated Government-unique print catalog.  A commercial printed catalog with AbilityOne inserts in lieu of an integrated catalog would be acceptable, but must have appropriate blocking of ETS items, and should integrate AbilityOne items into the index (unless otherwise negotiated with the AbilityOne staff).



If electronic catalogs are used, all items, terms and conditions not accepted by the Government (including the items ETS as AbilityOne (formerly JWOD) products) must be deleted on the Government site. At the same time, the AbilityOne product line must be fully integrated in a manner consistent with commercial items. Electronic or online catalogs must integrate AbilityOne items into all search buttons for Government customers and/or integration into the remaining areas of the catalog.  Removal of ETS items is required.  Items which are not in stock or available at the time the order is place, the contractors will inform the customer in accordance with the contractor’s commercial policy. 



Offerors must acknowledge that they will comply with the exclusion(s)/requirements mentioned above and describing what kind of blocking system for Essentially The Same (ETS) as AbilityOne items they will have in place under their order entry system.



Description of Blocking System for ETS items: (add additional lines or separate attachment if necessary

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

AbilityOne Program:

Federal law creates a mandatory requirement for Federal customers to buy items produced under the Javit’s-Wagner-O’Day (JWOD) Program (41 U.S.C. 48).  No commercial items that are essentially the same (ETS) as AbilityOne Products will be awarded under this schedule.



Regardless of whether or not an Offeror is an authorized AbilityOne (formerly JWOD) product distributor, no Offeror will be permitted to sell commercial items under this Schedule to Federal Customers if the commercial items are essentially the same as AbilityOne products. Only authorized AbilityOne distributors may sell or market Ability One products. The following requirements shall be met for all AbilityOne products:



· Only the 13 digit AbilityOne National Stock Number (NSN) shall be utilized when selling or marketing AbilityOne products on the GSA contract.

· For all AbilityOne products, the manufacturer name shall be listed as “AbilityOne”.  No other variations such as NIB, Source America, JWOD, or Skilcraft shall be accepted.



(Check Yes/No) (Check "Yes" or "No" for each of the three (3) sections below.)

		☐ Yes
☐ No

		Offeror is already authorized to distribute AbilityOne products by the U.S. AbilityOne Commission.



		☐Yes

☐ No

		Offeror is not currently authorized to distributor AbilityOne products but this offer is based on the intention of applying for authorization to distribute AbilityOne products by the U.S. AbilityOne Commission.  Offeror acknowledges that, they are not authorized to distribute AbilityOne products.  Offerors will distribute neither AbilityOne products nor commercial items that are essentially the same as AbilityOne products under this Schedule.



		☐Yes

☐ No

		Offeror does not intend to distribute AbilityOne products.











Requirements: Letter of Supply (LOS):



If other than the manufacturer, offerors must provide a LOS. The changes to the LOS will affect vendors on the new SINs 75 220 and 75 280, as well as existing SIN 75 200, 75 210, and 75 85. 



The portion of the 2nd page of the LOS refers to toner manufacturers HP, Lexmark, Xerox and Clover.  Although everyone must provide this letter of supply, please note the toner portion only applies to offerors providing toner.  All new offers must provide the LOS. All existing contractors must submit a new LOS within 6 months from date of issuance of the mass modification.



For each manufacturer being offered (HP, Lexmark, Xerox and Clover), Offeror must be listed on the following website: https://businesssolutionsassociation.site-ym.com/page/dealerauthorization , as an authorized reseller for each manufacturer at the time of offer submission and, if awarded a contract, must remain on the website for the entire duration of the contract.



Excerpt and Important Information from the Letter of Supply:



Offeror Acknowledgement

[Offeror Name] understands that:



1.  The following manufacturers have a Reseller Authorization Program: HP, Lexmark, Xerox and Clover.

2.  [Offeror Name] must be authorized by the above-listed manufacturers to offer those manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS.

3.  [Offeror Name]’s Reseller Authorization status may change at any time, and any such changes may be reported by the manufacturer directly to GSA. Should the manufacturer deem [Offeror Name] as no longer meeting the OEM’s authorization/partner program and/or policy requirements, [Offeror Name]’s authorization to resell said product will cease immediately, and [Offeror Name] must take action to remove those items from its GSA contract and GSA Advantage listing within 48 hours. [Offeror Name] may contact the manufacturer directly for information regarding its Reseller Authorization status.

4. 	A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover, and other legitimate manufacturers may be found on https://businesssolutionsassociation.site-ym.com/page/dealerauthorization

    [Offeror Name] may also inquire with the manufacturer for information regarding [Offeror Name]’s authorization status.



Empty Toner Return Policy: 

Toner cartridge offerors must provide arrangements for empty toner cartridges to be returned from the customers. 

Please describe your Empty Toner Return Policy below: 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________





GSA Catalogs and Price Lists:

The following requirements shall be met:

· Duplicated Part Numbers are not permitted within the Product Description Fields on GSA Advantage. 

· Vendors who offer different Units of Issue for the same product shall not offer larger quantities at a price higher than the individual unit.

· AbilityOne products shall be represented with the 13 digit National Stock Numbers (NSN) in the “Manufacturer Part Number” field on GSA Advantage and identify “AbilityOne” as the manufacturer name.  Variations such as “NIB/Source America”, “Skilcraft” and “JWOD” will not be accepted.

· Contractors must be an Authorized Distributor, Reseller, or Wholesaler for catalog items. Contractors are required to provide documentation from the Original Equipment Manufacturer (OEM) confirming this authorization. Purchase, Distribution and/or sale of Grey/Black Market items are not allowed.

Regarding Product Substitutions:

No product(s) shall be substituted unless specifically approved by the ordering office.  If an item is on backorder, the contractor shall contact the customer for further instructions prior to order cancellation.

Offerors with more than one supplier must ensure that there are no duplications of the exact same products by the same manufacturers for the items being proposed.  

Regarding Conformed Price Lists:

For all modification requests, a conformed price list is required to be submitted along with all other pertinent documents. For example, if a vendor currently has a catalog count of 2,000 items and they are in the process of submitting a modification to add an additional 3000 items then two separate spreadsheets are required to be submitted to the respective Contracting Officer. One spreadsheet should list the additional 3,000 items that are in the process of being added while the second spreadsheet should be the conformed price list that includes all 5,000 items. Customer Agencies request conformed price lists from time to time and this will enable GSA to meet those requests in a timely manner. 







The Contractor shall provide to the GSA Contracting Officer:



1. One copy of the Authorized GSA Schedule Price list, with Catalog.



2. The Authorized GSA Schedule Price list on a common-use electronic medium.  The Contracting Officer will provide detailed instructions for the electronic submission with the award notification.  Some structured data entry in a prescribed format may be required.



The person whose signature appears below is authorized to make the commitments noted above.

		

Signature: _________________________

		

Date: ___________________________



		

Print Name: ________________________

		

Title: ___________________________



































Appendix:

OFFICE SUPPLIES DEFINITION



Full Commercial Catalog Offer is defined as follows: 



Offerors have the option of submitting their entire full commercial catalog which includes a variety of office supplies/products and a small amount of office furniture.  The ratio should be 80% Office Supplies/Products and 20% other, such as office furniture, IT products/accessories, etc. Incidental transactional items such as restroom products, IT accessories, and small furniture items may be included in orders from customers only for convenience but will be a minimal portion of offeror catalog.  Offerors with a significant number of restroom products are encouraged to offer SIN 75 85. 



Furniture products offered under this solicitation are required to meet applicable industry standards, tests, and GSA requirements in effect on the date of issuance of the solicitation. During the contract period of the schedule, product manufactured must meet the applicable standards, in effect at the time of manufacture.  Furniture products may only be offered as part of an offeror’s Full Commercial Catalog.  



Partial Catalog Offer is defined as follows: 



Offeror is proposing a select number of Office Products that fall under Special Item Numbers 75 200, 75 220, 75 280 or 75 85.



Office Supply Definitions per Category: This list is not meant to be all encompassing, but examples of common items in these categories.



		Office Supplies Definition Office Supplies Category

		Office Supplies Subcategories

		Definition



		Paper

		1. Paper

		Carbon, cards, computer, fine stationery, inkjet, laser multipurpose, copier, notebook filler, bond, résumé, rolls, stationery, and labels



		Toner 

		2. New toner and inkjet cartridges

		New ink and laser jet cartridges; multicolor and black; and solid ink



		

		3. Remanufactured toner and inkjet

cartridges

		Remanufactured ink and laser jet cartridges; multicolor and black; and solid ink



		General Office Supplies

		4. Adding machines and calculators



		

		5. Binding and filing supplies

		Binders, binding elements, file folders, document protectors, bank boxes and other filing boxes



		

		6. Calendars, personal organizers, and other dated office items

		All office-related calendars and organizers



		

		7. Cases and portfolios

		Carrying cases, presentation portfolios, leather and vinyl portfolios, twin-pocket portfolios, and zipper portfolios



		

		8. Computer accessories

		Mouse pads, wrist rests, antiglare screens, desktop cleaning supplies, media storage, keyboard drawers (excludes electronic information technology (EIT)



		

		9. Computer media

		Diskettes, CDs, DVDs, data tape, USB devices



		

		10. Drawing and graphic arts supplies

		Adhesives and glue, erasers, rulers and measures



		

		11. Mailing and shipping supplies

		Envelopes, shipping sacks, packaging tape



		

		12. Miscellaneous office supplies

		Fastening items including staplers, paper clips, binder clips, etc.; adhesive tape, label makers, rubber stamps, ink, push pins, paper- hole punchers



		

		13. Office furnishings

		Clocks, stools, picture frames, wastebaskets



		

		14. Shredders

		Office-type and high-security shredders



		

		15. Visual communications and meeting aids

		Blackboards, whiteboards, easels, videotapes, audiotapes, dictation supplies



		

		16. Writing instruments

		Pens, pencils, highlighters, markers











Delivery:

Desktop Delivery: Desktop delivery is direct delivery of packages to a customer's desk. 

Secure Desktop Delivery: Secure Desktop delivery is direct delivery of packages to a customer's desk from an individual with security clearance. 

Toner:



Original Equipment Manufacturer (OEM): A new cartridge that is designed, manufactured and/or distributed by the manufacturer of the printer in which the cartridge is intended to be used. An OEM cartridge may contain recycled parts.



Non-OEM New Build: A new cartridge with a shell, internal components and ink or toner that is produced by a company NOT affiliated with the printer hardware manufacturer of the printer in which the cartridge is intended to be used.



Remanufactured: A cartridge that has been previously used, the marking substance consumed, and then is subsequently collected, inspected, cleaned, had new or reconditioned parts installed, refilled with ink or toner, and tested so that its capability to print has been restored. This previously used cartridge could be either an OEM or a non-OEM cartridge.



Refilled: A cartridge that is refilled with non-OEM ink or toner and resealed. Some components may be replaced, but the principal service is replacing the marking substance in a cartridge supplied by the customer. The process may be performed by a technician in a local store, or by the customer using commercially available supplies. This previously used cartridge could be either an OEM or a non-OEM cartridge.



All toners being offered shall be identified as: New OEM, Non-OEM New Build, Remanufactured, or Refilled



Gray/Grey Market: 



Gray Market: Goods that are defined as items sold into the country of consumption without the consent of the trademark holder. Gray market goods are not counterfeits; however, differences may exist between these goods and those goods produced for sale in the country of consumption. Some of these differences may involve warranty coverage or compliance with local regulatory requirements.



Black Market: Black market and counterfeit in the printing supplies business means the manufacturing, refilling or ("reman") remanufacturing of a print cartridge with the intention to market it in a way that suggests it is an original brand name product. This usually involves putting a reman or refill into a box that closely resembles genuine manufacturer packaging, which can deceive customers into paying a higher price for a fraudulent product.









Other Standards and Terms:



A vendor should also indicate in the product description whether:



· Remanufactured cartridges meet applicable Business Solutions Association (BSA) standards

· Compatible suppliers can represent and warrant that they have investigated and confirmed that their products do not violate any United States patents

· The cartridge is CPG compliant:

· Comprehensive Procurement Guidelines: EPA's Recovered Materials Advisory Notice (RMAN) recommends that procuring agencies establish procedures and policies that give priority to remanufacturing the agencies' expended toner cartridges. EPA recommends that, under such policies and procedures, agencies procure remanufacturing services for expended cartridges and, when such services are unavailable or not practicable, obtain remanufactured toner cartridges or new toner cartridges made with recovered materials from product vendors.



Sources:

· https://c.ymcdn.com/sites/businesssolutionsassociation.site-ym.com/resource/resmgr/docs/Print_Cartridge_10-14.pdf  

· https://sftool.gov/greenprocurement/green-products/9/non-paper-office-products/0 

· http://www.i-itc.org/stmc.html



FILL/KILL: 



In the “fill” or “kill” phase, Contractors are required to obtain affirmative acknowledgement from the customer on all orders received. Should an order fail to be able to be fulfilled by the Contractor at the time order is placed, the Contractor shall provide notification to the customer that the intended order cannot be filled within the time specified and provide (when applicable) backorder details regarding the order.



Should the customer fail to acknowledge to the Contractor to move forth with the requested items placed on backorder, the Contractor shall “kill” (not fulfill) the order within 24 hours of the Contractor’s response to the customer’s backorder. Otherwise, Contractor’s receipt of acknowledgment to move forth with the backorder for the agreed date of fulfillment, the Contractor shall “fill” the order as requested, agreed, and acknowledged.

Fill or Kill applies at the line-item level, not at the order level. The Contractor must:



· Notify the ordering office placing the order within 24 hours if there are any problems filling an order;

· Provide any anticipated wait time; and

· Allow the customer to cancel that item or wait for the later delivery.



Notification and agreement with the customer must be in writing or through the ordering portal. The Contractor shall automatically deliver items available and notify customers within 24 hours of order placement when a backordered item can be delivered at a later date/time. Customers will determine if they wish to wait for the backordered item or order from another contract holder. If no response is received from the customer within 24 hours of notification of a backordered items’ delivery estimate, the Contractor shall default to “Kill” for the line item.
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Delete Labor, Courses, Services

		SIN		Service (e.g. Labor Category, Course, or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		GSA Price (including IFF)		Reason For Deletion

		874-1		Accountant II		financial, review, compliance, forensic, audit		$90.68		No longer offering





Delete Labor Categories/Course/Service             
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Delete Product

		SIN		Manufacturer Name		MFR Part No. 		Dealer Name (if applicable)		Dealer Part Number (if applicable)(MUST BE DIFF. FROM MFG'S P/N)		Product Name		Product Description		Unit of Issue (UOI)		GSA Offer Price (inclusive of the .75% IFF)		Reason For Deletion

		75-200		Hewlett Packard		HEWCF280XD		NA		NA		Example		Toner		Each		$25.19		Discontinued



		Total Number of Products Deleted This Modification __________.



Delete Products             
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Econ Price Adj Labor-Services

		DUNs		Vendor Name		Contract Number		SIN		Service Proposed (e.g. Labor Category/Job Title/ or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Service Contract Act (SCA) Eligible If Labor Category (Yes/No)		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		999999999		ABC company		GS-02F-XXXXX		Example		Example		Example		Example		Example		$145.30		$150.45		3.54%		Example		5.00%		5.00%		0.00%		$138.04		$142.93		3.54%		10.00%		10.00%		0.00%		$130.77		$135.41		3.54%		$131.76		$136.43		3.54%



Economic Price Adjustment (EPA) Labor, Courses, or Services            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Econ Price Adjustment Products

		DUNs		Vendor Name		Contract Number		SIN		Manufacturer Name		Manufacturer Part Number		Dealer Name		Dealer Part Number (Must be Diff From MFG's P/N if applicable)		Product Name		Product Description		Unit of Issue (UOI)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		999999999		ABC company		GS-02F-XXXXX		Example		Example		Example		Example		Example		Example		Example		EA		$145.30		$150.45		3.54%		Example		5.00%		5.00%		0.00%		$138.04		$142.93		3.54%		10.00%		10.00%		0.00%		$130.77		$135.41		3.54%		$131.76		$136.43		3.54%









Economic Price Adjustment (EPA) Products            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Labor-Services Descript Change 

		SIN(s) 		Service Proposed (e.g. Labor Category or Job Title/Task)		Current Labor Category Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		New Labor Category Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Current Minimum Education / Certification Level		New Minimum Education / Certification Level (if applicable)		Current Minimum Years of Experience (cannot be a range)		New Minimum Years of Experience (cannot be a range) (if applicable)		Identify Required Licenses or Certifications (State "None" if not required)		Security Clearance Required		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)

		874-1		Accountant II		financial, review, compliance, forensic, audit		Internal financial, review, compliance, forensic, audit		Master		PHD		2		4		Certified Public Accountant		Yes		Both		Domestic Only		$   100.00		hour		ABC Company		5.00%		$   95.00		10.00%		$   90.00		$   90.68		5.26%



Labor Categories/Service Description Change Schedule 00CORP		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Labor-Services Descript Change 

		SIN(s)		Service Proposed (e.g. Labor Category or Job Title/Task)		Current Minimum Education / Certification Level		New Minimum Education / Certification Level (if applicable)		Current Minimum Years of Experience 		New Minimum Years of Experience (if applicable)		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to MFC (%)		MFC Price		GSA(%) Discount (exclusive of the .75% IFF)		Price Offered To GSA (excluding IFF)		Price Offered To GSA (including IFF)		Quantity/Volume Discount

		595-2		Advisor		Master		PHD		4		6		$   100.00		hour		ABC Company		5.00%		$95.00		10.00%		$90.00		$90.68		NA



Labor Categories/Service Description Change Schedule 67, 738X, 76, and 81-IB		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Labor-Services Descript Change 

		SIN(s) 		Service Proposed (e.g. Labor Category or Job Title/Task)		Current Minimum Education / Certification Level		New Minimum Education / Certification Level (if applicable)		Current Minimum Years of Experience (cannot be a range)		New Minimum Years of Experience (cannot be a range) (if applicable)		Contractor or Customer Site		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Most Favored Federal Agency (MFC) **		Most Favored Federal Agency (MFC) Price **		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)

		736-2		Consultant II		Professional Certification		Master Degree		2		4		Both		Domestic Only		$10.00		hour		ABC Company		5.00%		$9.50		XYZ Agency		$   9.00		5%		$   9.03		$   9.09



Labor Categories/Service Description Change Schedule 736 TAPS		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Suggested Legal Certification of Name Change Template

(FAR 42.1205(a)(2))



(Date)

(Name), Contracting Officer/Specialist

U.S. General Services Administration

One World Trade Center 55th Floor

New York, NY 10007

Re: Name Change of (Previous Name) Corporation to (New Name), Contract Number: GS-02F-XXXX.

Dear Mr./Ms. (Name of Contracting Officer/Specialist):

I am writing to you as General Counsel for (Previous Name) Corporation, now known as (New Name) Corporation, in compliance with the requirements of FAR 42.1205(a)(2) of the rules forwarded by you to XXXX of our office.

It is my legal opinion that the name change of this (Name of State) corporation from (Previous Name) Corporation to (New Name) Corporation was properly effected in compliance with the laws of the State of (Name of State), effective (Date), the date on which the Articles of Amendment were filed with the (Name of State) Department of State's Office under document number P0########.

[bookmark: _GoBack]I further certify that on the date of this opinion letter, this corporation is active and in good standing with the (Name of State) Department of State, Division of Corporations, and I am attaching to this letter copies of the following documents issued by the Division of Corporations:

1.   Certified copy of the Articles of Amendment filed on (Date), issued by the (Name of State) Secretary of State, changing the name of the corporation to (New Name) Corporation.

2.   Certificate of Status issued by the (Name of State) Secretary of State as to (New Name)   Corporation.

The originals of these documents are being submitted to your office with the formal modification request.

 

 

Sincerely,

 

 

(Name)

Legal Counsel






Letter or Supply (Schedule 75) Format

Letter of Commitment/Supply*

Offerors/Contractors - Please note this Letter of Commitment/Supply Template is the GSA template for Schedule 75. Please forward this approved letter to your supplier with the appropriate Solicitation number (if for a new offer) or Contract number (if adding a new product or product line or contract extension)



[bookmark: _GoBack]Letter or Supply (Schedule 75) 



· [Submit on Supplier** Letterhead]

· [Date (must be within 12 months of offer submittal)] 

· [Offeror Name]

· [Offeror Point of Contact (POC)] [Address]

Re: Letter of Supply


Dear [Offeror POC],


This Letter of Supply is in reference to the offer that [Offeror Name] submitted in response to the General Services Administration’s Solicitation [enter Solicitation Number if a new offer] or Contract number [enter Contract number if existing contract].


In the event the [Offeror Name] has been or is awarded a Multiple Award Schedule (MAS) contract under the aforementioned solicitation/contract number, [Supplier Name] will assure an uninterrupted source of supply, with sufficient quantities of product to satisfy the Government’s requirements, for the duration of the contract period (to include option periods) provided [Offeror Name] remains in good standing with [Supplier Name]  and [Supplier Name] is permitted to sell such products to [Offeror Name] under [Supplier Name]’s agreements with its vendors. 


[Supplier Name] understands that all products and services offered on [Offeror Name]’s MAS contract must be compliant with the Trade Agreements Act (TAA)(19 U.S.C. § 2501, et seq.). Further, while we [Supplier Name] understands that responsibility for TAA compliance and Country Of Origin accuracy resides with [Offeror Name], [Supplier Name] agrees to work and cooperate with [Offeror Name] to support [Offeror Name]’s TAA compliance of items offered on its contract and to provide country of origin information. 


[Supplier Name] will provide country of origin information or otherwise make the information available to the [Offeror Name] and will update such information and make it available to the reseller on a quarterly basis. Country of origin and TAA information provided by [Supplier Name] is based on information provided by product manufacturers and other third parties.  


[Offeror Name] understands the receipt of this LOS is not transferable to any partner/APD (authorized participating dealer)/subcontractor/teamed organization.


[Supplier Name] understands that if it certifies to [Offeror Name] that an item being supplied meets or exceeds the minimum content levels established under the Comprehensive Procurement Guidelines***(CPGs) program, then,  in  order for [Offeror Name] to display the appropriate environmental attributes on its GSA Contract for the item, [Offeror Name] must retain proof in the form of a copy of the certification from the manufacturer or a copy of the environmental organization’s certification or be able to obtain such proof from [Supplier Name] on request. A document showing the percentage of the recovered materials and post-consumer materials in the item offered must also be retained by [Offeror Name] or be available from [Supplier Name] to [Offeror Name] upon request. Accordingly, [Offeror Name] and [Supplier Name] will mutually agree on a process to facilitate [Offeror Name’s] compliance with its EPA/CPG obligations under the Contract.


[Supplier Name] understands that if no proof of the environmental attributes being claimed is provided then [Offeror Name] will not be allowed to display the applicable environmental attribute icon.

[Offeror Name] understands that the Offeror Acknowledgement section, regarding manufacturer authorization status, on the following page, must accompany this letter of commitment/supply in order for this letter of commitment/supply to be valid.

The person whose signature appears below is authorized to make the commitments noted above.


Sincerely, 




[Signed by a [Supplier Name] company official authorized to make the commitment]




*The letter of commitment/supply is a template and will constitute the first page of the letter. Although the content herein is sufficient, Suppliers may provide additional verbiage in subsequent pages as long as the verbiage does not contradict the statements made in the above information.


**Please note that "Supplier" name is synonymous with "Manufacturer" and/or "Distributor."


***The EPA maintains a list of EPA-designated products in their CPGs to provide Federal agencies purchasing recommendations on specific products in several Recovered Materials Advisory Notices (RMANs). Each RMAN contains recommended recovered and post-consumer material content levels for the specific products designated by EPA (40 CFR part 247 and EO 13423: Strengthening Federal Environmental, Energy, and Transportation Management). Visit the CPG web site at https://www.epa.gov/smm/comprehensive-procurement-guideline-cpg-program to view the current list of products that must comply with Comprehensive Procurement Guidelines (CPGs). Also, CPG supporting documentations and background information (such as RMANs) can be found at:
https://www.epa.gov/smm/regulatory-background-comprehensive-procurement-guideline-program-cpg


Suggested Novation Agreement Format 

(FAR 42.1204(i))

Novation Agreement

The ABC Corporation (Transferor), a corporation duly organized and existing under the laws of __________  [insert State] with its principal office in ____________ [insert city]; the XYZ Corporation (Transferee), [if appropriate add “formerly known as the EFG Corporation”] a corporation duly organized and existing under the laws of _________ [insert State] with its principal office in ____________ [insert city]; and the United States of America (Government) enter into this Agreement as of ___________ [insert the date transfer of assets became effective under applicable State law].

(a) The parties agree to the following facts:

(1) The Government, represented by various Contracting Officers of the _____________ [insert name(s) of agency(ies)], has entered into certain contracts with the Transferor, namely: __________ [insert contract or purchase order identifications]; [or delete “namely” and insert “as shown in the attached list marked `Exhibit A’ and incorporated in this Agreement by reference.’’]. The term “the contracts,” as used in this Agreement, means the above contracts and purchase orders and all other contracts and purchase orders, including all modifications, made between the Government and the Transferor before the effective date of this Agreement (whether or not performance and payment have been completed and releases executed if the Government or the Transferor has any remaining rights, duties, or obligations under these contracts and purchase orders). Included in the term “the contracts” are also all modifications made under the terms and conditions of these contracts and purchase orders between the Government and the Transferee, on or after the effective date of this Agreement.

(2) As of ____________, 20__, the Transferor has transferred to the Transferee all the assets of the Transferor by virtue of a __________ [insert term descriptive of the legal transaction involved] between the Transferor and the Transferee.

(3) The Transferee has acquired all the assets of the Transferor by virtue of the above transfer.

(4) The Transferee has assumed all obligations and liabilities of the Transferor under the contracts by virtue of the above transfer.

(5) The Transferee is in a position to fully perform all obligations that may exist under the contracts.

(6) It is consistent with the Government’s interest to recognize the Transferee as the successor party to the contracts.

(7) Evidence of the above transfer has been filed with the Government.

[When a change of name is also involved; e.g., a prior or concurrent change of the Transferee’s name, an appropriate statement shall be inserted (see example in paragraph (8) below)].

(8) A certificate dated __________, 20__, signed by the Secretary of State of ___________ [insert State], to the effect that the corporate name of EFG Corporation was changed to XYZ Corporation on ____ ________, 20__, has been filed with the Government.

(b) In consideration of these facts, the parties agree that by this Agreement --

(1) The Transferor confirms the transfer to the Transferee, and waives any claims and rights against the Government that it now has or may have in the future in connection with the contracts.

(2) The Transferee agrees to be bound by and to perform each contract in accordance with the conditions contained in the contracts. The Transferee also assumes all obligations and liabilities of, and all claims against, the Transferor under the contracts as if the Transferee were the original party to the contracts.

(3) The Transferee ratifies all previous actions taken by the Transferor with respect to the contracts, with the same force and effect as if the action had been taken by the Transferee.

(4) The Government recognizes the Transferee as the Transferor’s successor in interest in and to the contracts. The Transferee by this Agreement becomes entitled to all rights, titles, and interests of the Transferor in and to the contracts as if the Transferee were the original party to the contracts. Following the effective date of this Agreement, the term “Contractor,” as used in the contracts, shall refer to the Transferee.

(5) Except as expressly provided in this Agreement, nothing in it shall be construed as a waiver of any rights of the Government against the Transferor.

(6) All payments and reimbursements previously made by the Government to the Transferor, and all other previous actions taken by the Government under the contracts, shall be considered to have discharged those parts of the Government’s obligations under the contracts. All payments and reimbursements made by the Government after the date of this Agreement in the name of or to the Transferor shall have the same force and effect as if made to the Transferee, and shall constitute a complete discharge of the Government’s obligations under the contracts, to the extent of the amounts paid or reimbursed.

(7) The Transferor and the Transferee agree that the Government is not obligated to pay or reimburse either of them for, or otherwise give effect to, any costs, taxes, or other expenses, or any related increases, directly or indirectly arising out of or resulting from the transfer or this Agreement, other than those that the Government in the absence of this transfer or Agreement would have been obligated to pay or reimburse under the terms of the contracts.

(8) The Transferor guarantees payment of all liabilities and the performance of all obligations that the Transferee --

(i) Assumes under this Agreement; or

(ii) May undertake in the future should these contracts be modified under their terms and conditions. The Transferor waives notice of, and consents to, any such future modifications.

(9) The contracts shall remain in full force and effect, except as modified by this Agreement. Each party has executed this Agreement as of the day and year first above written.

United States of America,

By ____________________________________________

Title ___________________________________________

ABC Corporation,

By ____________________________________________

Title ___________________________________________

[Corporate Seal]

XYZ Corporation,

XYZ Corporation,

By ____________________________________________

Title ___________________________________________

[Corporate Seal]

Certificate

I, _________, certify that I am the Secretary of ABC Corporation; that __________, who signed this Agreement for this corporation, was then ___________ of this corporation; and that this Agreement was duly signed for and on behalf of this corporation by authority of its governing body and within the scope of its corporate powers. Witness my hand and the seal of this corporation this day of ___________ 20 ___________

By_____________________________________________

[Corporate Seal]

CERTIFICATE

I, ________, certify that I am the Secretary of XYZ Corporation; that ___________, who signed this Agreement for this corporation, was then ___________ of this corporation; and that this Agreement was duly signed for and on behalf of this corporation by authority of its governing body and within the scope of its corporate powers. Witness my hand and the seal of this corporation this day of ___________ 20_____________

By_____________________________________________

[Corporate Seal]

[bookmark: _GoBack]


Offeror Acknowledgment Letter Schedule 75

[bookmark: _GoBack]**Only if offerors offering toner



Offeror Acknowledgement



[Offeror Name] understands that: 

1.	The following manufacturers have a Reseller Authorization Program: HP, Lexmark, Xerox and Clover.

 
2.	[Offeror Name] must be authorized by the above-listed manufacturers to offer those manufacturers’ imaging supplies (ink or toner cartridges) product(s) on MAS. 


3.	[Offeror Name]’s Reseller Authorization status may change at any time, and any such changes may be reported by the manufacturer directly to GSA. Should the manufacturer deem [Offeror Name] as no longer meeting the OEM’s authorization/partner program and/or policy requirements, [Offeror Name]’s authorization to resell said product will cease immediately, and [Offeror Name] must take action to remove those items from its GSA contract and GSA Advantage listing within 48 hours. [Offeror Name] may contact the manufacturer directly for information regarding its Reseller Authorization status.


4.	A roster of wholesale agents and dealers segregated by HP, Lexmark, Xerox, Clover, and other legitimate manufacturers may be found on https://www.businesssolutionsassociation.com/authorizeddealers [Offeror Name] may also inquire with the manufacturer for information regarding [Offeror Name]’s authorization status.

Signed,





[Offeror]  



Part(s) Description Change 

		SIN		Manufacturer Name		MFR Part No. 		Dealer Part Number (if applicable)		UPC-A  		Product Name		Current Product Description		New Product Description		Unit of Issue (UOI)		Green Certification (Energy Star, FEMP, or Bio preferred) (as applicable to schedules 51V, 56 and 73)		Recycled and/or Post-Consumer Material Content % (Schedule 75 only)		Commercial Price List (CPL) OR Market Prices		Most Favored Customer (MFC)*		Discount Offered to MFC (%)		MFC PRICE		GSA (%) Discount (exclusive of the .75% IFF)		GSA Offer Price (exclusive of the .75% IFF)		GSA Offer Price (inclusive of the .75% IFF)		Quantity/Volume Discount		Country of Origin (COO)

		75-200		Hewlett Packard		HEWCF282XD		280DX		Example		Example		Toner 		OEM Toner		Each		Example		Example		$   35.00		ABC Company		2.86%		$34.00		28.57%		$25.00		$25.19		None		Japan



Part Description Change Products Schedule 67, 75, 76, 738X, 76, and 81-IB            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Part(s) Descript Change 00CORP 

		SIN(s) Proposed		Support Item		Support Item Current Description		Support Item New Description		Brand Name		Time of Delivery ARO		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)

		123-1		Soil Sample Testing		Test Ground Soil		Test all types of ground soil		N/A		45 Days		Contractor Facility		Domestic Only		$   35.00		Each h		ABC Company		2.86%		$   34.00		20.00%		$   28.00		$   28.21		17.65%

		123-2		Dehumidifier – DrizAir 1200		handles 24sq ft.		handles 32 sq. ft.		Drieaz		30 Days		Both		Worldwide		$   114.00		Day		DEF Company		0.00%		$   114.00		0.00%		$   114.00		$   114.86		0.00%



Part Description Change Support Products Schedule 00CORP Professional Services            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Part(s) Number Change 

		SIN		Manufacturer Name		MFR Current Part No. 		MFR New Part No. 		Dealer Current Part Number (if applicable)		Dealer New Part Number (if applicable)		UPC-A  		Product Name		Product Description		Unit of Issue (UOI)		Green Certification (Energy Star, FEMP, or Bio preferred) (as applicable to schedules 51V, 56 and 73)		Recycled and/or Post-Consumer Material Content % (Schedule 75 only)		Commercial Price List (CPL) OR Market Prices		Most Favored Customer (MFC)*		Discount Offered to MFC (%)		MFC PRICE		GSA (%) Discount (exclusive of the .75% IFF)		GSA Offer Price (exclusive of the .75% IFF)		GSA Offer Price (inclusive of the .75% IFF)		Quantity/Volume Discount		Country of Origin (COO)

		75-200		Hewlett Packard		HEWCF280XD		HEWCF282XD		280DX		282DX		Example		Example		Toner 		Each		Example		Example		$   35.00		ABC Company		2.86%		$34.00		28.57%		$25.00		$25.19		None		Japan



Part Number Change Products Schedule 67, 75, 76, 738X, 76, and 81-IB            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Part(s) Number Change 00CORP 

		SIN(s) Proposed		Support Item		Brand Name		MFR Current Part No. 		MFR New Part No. 		Time of Delivery ARO		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)

		123-1		Soil Sample Testing		N/A		X		Y		45 Days		Contractor Facility		Domestic Only		$   35.00		Each h		ABC Company		2.86%		$   34.00		20.00%		$   28.00		$   28.21		17.65%

		123-2		Dehumidifier – DrizAir 1200		Drieaz		ABC		CDF		30 Days		Both		Worldwide		$   114.00		Day		DEF Company		0.00%		$   114.00		0.00%		$   114.00		$   114.86		0.00%



Part Number Change Support Products Schedule 00CORP Professional Services            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Perm Price Reduct Labor-Service

		SIN		Service Proposed (e.g. Labor Category/Job Title/ or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Service Contract Act (SCA) Eligible If Labor Category (Yes/No)		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		Example		Example		Example		Example		Example		$145.30		$145.30		0.00%		Example		5.00%		6.00%		1.00%		$138.04		$136.58		-1.05%		10.00%		11.00%		1.00%		$130.77		$129.32		-1.11%		$131.76		$130.29		-1.11%



Permanent Price Reduction Labor, Courses, or Services		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Perm Price Reduction Products

		SIN		Manufacturer Name		Manufacturer Part Number		Dealer Name		Dealer Part Number (Must be Diff From MFG's P/N if applicable)		Product Name		Product Description		Unit of Issue (UOI)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		75-200		Hewlett Packard		HEWCF280XD		NA		HEWCF280XD		Example		Toner		EA		$145.30		$145.30		0.00%		Example		5.00%		6.00%		1.00%		$138.04		$136.58		-1.05%		10.00%		11.00%		1.00%		$130.77		$129.32		-1.11%		$131.76		$130.29		-1.11%



		Most Favored Customer’s Discount or Discount Range (MFC) __________.

		GSA’s Discount or Discount Range W/O IFF __________.

		Total Number of Products Adjusted This Modification __________.



Permanent Price Reduction Products            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.





Sheet3






GSA/FAS
Vendor Support Center
Schedules Input Program (SIP)
Version 8.x Documentation

October 2017

VSC-SIP-VER 8.1

Table of Contents

Schedules Input Program Version 8.x Documentation






Table of Contents

1  GENERAL INFORMATION ...c.ooiiiiiieiest sttt ste st ane s 1-1
1.1 INEPOTUCTION . ..c.eiiiitiiticie sttt bbb bbb 1-1

1.2 GSAAGVANTAGE! OVEIVIEW. .....eiiiiiiieiieitieiieeie ettt 1-1

1.3 Schedules INput Program (SIP).......ccoiiieiiei et 1-1

1.4 Vendor SUPPOIt CeNLEr (VSC) ..ottt 1-1

1.5 GSA CONrACE AWAIT. ....cuiiiieiiiieiieite sttt e ettt sb b be e 1-1

1.6 GSAAdvantage! Catalog Upload PrOCESS........cccccueierieriniieieeniesie e 1-1

2 GETTING STARTED ...ttt bbb 2-1
2.1 SIP REQISIIALION ...c.eeiiiiiie ettt sttt et sne e sbe et s sneeae s 2-1

3 SIPDATAENTRY Lottt bbbttt bbb enes 3-5
3.1 Contractor INfOrmation SCIEEN ..........ccuiiiiiieiiiie e 3-5

3.2 Primary Contract INfOrmation SCrEEN .........cccvivueiverieiiee e 3-6

3.3 Product INfOrmation SCIEENM ........ceiiuiiiiiiiie et 3-13
3.3.1 Quantity Volume Discount Breaks...........ccocvveieiieeiesiiesieeseseeseeseseesseeneens 3-14

3.3.2 Dollar Volume DiScount Breaks ..........ccoocueiiiiriieienieneesesie e 3-15

3.4 Accessories INfOrmation SCIEEN ...........coiiiriiiieiieie e 3-16

3.5 Options INFOrMAtiON SCIEEN .......ccuiiiiiiieeie e e 3-17

4 ADDING PRODUCT PHOTOS. ..ottt 4-19
4.1  Adding Photos Using Product Information SCreen...........cccoceveevieneeninnieseesieneenn 4-19

4.2 Adding Photos in the PhOtO SCreen ........ccccvieiiieii e 4-20

5 IMPORTING PRODUCTS ...ttt sttt st aneas 5-21
5.1  IMPOrt Program OVEIVIEW .........ccveiieiierieeiesieseeieseestesseessaesaasseesseessessesssaessessessees 5-21

5.2 Building IMPOIt FIIES .....coeiie e e 5-21

5.3 Shortcut for Building IMpPort FIlES........cccoviiieiiie e 5-21

5.4  Adding Photos Using SPreadsheets ..........ccciveiiiieieeienieseesiesee e s 5-22

55  IMpPorting FIleS N0 SIP......cuiiieiicc e 5-22

6 ENTERING SERVICE CATALOG INFORMATION .....cccoiiiiiiiiiieieie e 5-23
6.1  Creating TEXE FIlES ...c..oiieie et 5-24

6.2  Attaching TexXt FIES 10 SIP ....cc.eoiiiiieee s 5-24

Table of Contents Schedules Input Program Version 8.x Documentation v






7  UPLOADING CATALOG INFORMATION.....ccciiiiiiiiiiciie e 6-1

7.1 SIPUPIOAd File TYPES ..oeveeiiee ettt snaeae s 6-1
7.2 FIreWAll SEHHINGS ..c.veevieieiiieiiee ettt ae s 6-1
7.3 SIPUPIoad INSIIUCTIONS .....covieiieciicieeie et sne e 6-1
7.4 Uploading/UsiNg VSC WEDSITE. ........coouiiiiiiee e 6-1
7.5  Website Upload CoNAItIONS ........ccceiieiriiiiiee et se e 6-2
8 DOWNLOADING AND PROCESSING RESPONSE FILES........cccccocvviiiienicie 7-2
8.1 Downloading and ProcessSing FIlES.........cccovveiiiieiieeii e 7-3
8.2 CONNECHVILY EITOIS...uiiiiiiiiitieie sttt ettt saeeae s 7-3
9 BACKING UPAND RESTORING SIPDATA ...ttt 8-4
0.1  BacKing UP SIP DAta.......cccueiiiiiiieiiieie ettt sttt ae s 8-4
0.2 RESIONNG SIP DatA......eceeiiieiieeieciecie ettt sae e sraesneeneesneenee s 8-5
10 UPGRADING SIPVERSION ....oooiiiiiiieit sttt snesne s sne s 9-5
10.1 Upgrading SIP Version 8.x with Firewall .............cccccoooviiiii i 9-6
10.2  Upgrading From SIP VEISION 7.X .....ccuiiiiiiaieiie ettt sttt 9-6
11 VENDOR SUPPORT CENTER CONTACT INFORMATION.......cccooviiiiniriniinen, 10-6

Table of Contents Schedules Input Program Version 8.x Documentation Vi






1 GENERAL INFORMATION
1.1 Introduction

The Schedules Input Program (SIP) Version 8.x Users Guide defines the process, procedures and
tools used to maintain and support the SIP software by the General Services
Administration/Federal Acquisition Services (GSA/FAS) Vendor Support Center (VSC).

1.2 GSA Advantage! Overview

GSA Advantage! is the online shopping and ordering system used by vendors to provide their
products and/or services to government buyers. GSA Advantage allows vendors to sell to the
government without obtaining agency specific contracts.

1.3 Schedules Input Program (SIP)

SIP is a proprietary software program provided by GSA to assist contract holders with uploading
their electronic catalog to GSA Advantage.

1.4  Vendor Support Center (VSC)

The VSC supports GSA contract holders that use SIP to upload their data. The VSC also
supports password related issues concerning eBuy and 72A Quarterly Reporting System.

15 GSA Contract Award

Any contractor interested in providing products and/or services to the government may benefit
from obtaining a GSA contract. Most government buyers use GSA Advantage! to search and
shop for products and/or services. Companies that wish to acquire a GSA contract must contact a
GSA Procurement Contracting Officer (PCO) to obtain the necessary documentation. GSA e-
Offers is another tool used to obtain a GSA contract.

1.6 GSA Advantage! Catalog Upload Process

After a contract is awarded, the contract must be registered with the VSC. Following registration,
a unique password will be assigned to the contract. This password will be used for electronic
catalog submission via SIP. Catalog information is then entered into SIP and uploaded. The PCO
will receive the file and check for consistency between the electronic file and the written
contract. After verification and approval in CORS (Contract Officer Review System) the file is
posted in GSA Advantage..
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Acronyms and Abbreviations
The acronyms and abbreviations used in this document are listed and defined in the table below.

Acronym Definition
ATSM/EPA | Acute Traumatic Stress Management/Environmental
Protection Agency
CPG Comprehensive Procurement Guidelines
EDI Electronic Data Interchange
FOB Freight On Board
FAS Federal Acquisition Service
FTP File Transfer Protocol
GBL Government Bills of Lading
GSA General Services Administration
MB Megabyte
NSN National Stock Number
PCO Procurement Contracting Officer
QTY/VOL Quantity Volume
SIN Special Items Numbers
SIP Schedules Input Program
VER \ersion
VSC Vendor Support Center

General Information
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2 GETTING STARTED
2.1  SIP Registration

You must register your contract before you can upload your catalog. To register, visit the VSC
website at (https://vsc.gsa.gov).

SA Vendor Support Center |Wanta Contract B All Things Green ®  Marketing® ~ Administration ®  Education /&

Federal Acquisition Service

= Updates & Information

WE]COI’T\E 10 the NEW VSC Introducing the PROFESSIONAL SERVICES SCHEDULE (PSS)

Effective September 30, 2015, the MOBIS (874), AMs (541), FABs (520), Language
(73811}, Logworld (874V), PES (871) and Environmental (899) schedules will no
longer be available as individual MAS programs. All of the senvices covered under
these schedules, and all ofthe existing contractors will be available under the new
Click here to learn more about the new site PROFESSIONAL SERVICES SCHEDULE (PSS), effective October 1, 2015.
Additional information pertaining to the Professional Services Schedule (PSS)
program can be found on the Interact - Professional Senvices Category Community

andfram tha Denfacrinnal @anicne Sehndila nana

The Vendor Support Center(VSC} is a one-stop resource fonelp
GSA's commercial partners succeed in the federal government
marketplace:

£ Vendor ToolBox [ Already on Schedule? %, Can't find what you're looking for? We're here to help
Get Started Do you need to ragister your contract to use GSA Advantage!, eBuy or one of our Click here to locate the right person to talk o

Research - Analyze - Decide eTools?

ToolBox Brochure

p now

@ Getting on Advantage! % Popular Pages @ stay Connected

Register EDI Documentation 724 Online Reporting ¢t GSAAdvantage! ¢ 9 o s |

Vendor Start-up Ki Advantage! EDI Docs Mass Mod System e GSA Advantage! e-Buye w —

8P - Download Software EDD EDI Docs 104 and ACO Locator GSAeLibran e Facebook- Twiter - Youlube - GSA Interact RSS
SIP Training Lookup Tables Updates and Information

Check Your File Status CAV

Part Numbers ellodg
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Select “Register” Then select your contract type in the drop down box and enter in your contract
number.

GSA Vendor 8uppor't Center IWanta Contract Bl All Things Green ®  Marketingi®  Administration = Education =
A

Federal Acquisition Service

Home  Register Register your Contract

 § Register your Contract to use our eTools

€eBuy is an innovative web-based Request for Quote (RFQ) tool used by Federal purchasers (buyers) to facilitate the request for and submission of quoies for supplies and services
offered through GSA acquisition vehicles: GSA Multiple Award Schedules (MAS), Government-wide Acquisition Contracts (GWACs), Network Service and Telecommunication, One
Acquisition Solution for Integrated Services (OASIS), and Federal Strategic Sourcing Inftiative (FSSI) Office Supplies (0S3) Third Generation contracts. For more information on the
advantages of eBuy, view Benefits of eBuy ~

Additional information for Multiple Award Schedule (MAS) contracts.

« In order to participate in eBuy you must: 1) register your contract with the GSA Vendor Support Center; and 2) post your MAS catalog on GSA Advantage!.
« If you already have your MAS catalog on GSA Advantage! - you may simply go directly to eBuy and enter your regisiration user id/password (assigned when you registered for GSA
Advantage! via SIP/EDI). Note: Upon logging in for the first time. you will be prompted to select the categories you want to receive RFQ notices.

Registering your contract will allow you to upload your catalog file to GSA Advantage! using SIP or EDI. You will need to have a few pieces of information when registering

1. Contract Number
2. DUNS Number

If you register with the wrong DUNS number, please call the Vendor Support Center @ 877-495-4849.

Contractype | wsia x| ff—

GWAC

Contract Number | . ork senicerTelecommunications Contract (.e. SATCOM - not GWAC or NAS)

OASIS
0s3

The SIP registration form is shown below. All required information is indicated by
an asterisk (*):

3 Yendor Support Center - GSA Federal Supply Service - Microsoft Internet Explorer - |ﬁ' ﬂ

File Edit view Favorites Tools Help |z’

@Back . Q . @ @ gh|)"_) Search *Favurites A redia @'| E’, - :_;,

Address IE httpffvec, gsa, govfregistration/con_Ffil_reg.cfm

VSCHome S5IPUser EDIUser SupportCenter Lookup Tables
Register(SIP, EDI, 72A, e-Buy)

Vendor S uppt;r‘.t")Cen‘tMer

GSA Federal Supply Service

Registration Form...
Dernotes reguired flalds * Flease complete the form below

* Contract #: * Registration Type: |SIP T |wrhats the ditference™
* DUNS #: * First Name: I
* Compam. * Last Name: I
* Aiddress 1: * Login Name: I

Address 2: * Fax #:
* City: * Phone #:
* State: * Alt Phone:
* ZIP; * E-Mail:
* Country: * Alt E-Mail:

Schedule #:

Complete Registration | Cancel I

E
|a http:/fwsc.gsa gov) ’_’_’_ g Local intranet
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After registration is complete, a confirmation will be sent to the email address provided. The
confirmation will include a unique password used for SIP uploads and GSA eBuy

*Before you can access eBuy, you must upload a catalog using the SIP software or EDI. The file
must then be approved by your GSA Contracting Officer. If your products or services are not
posted on www.gsaadvantage.gov, you will not have access to eBuy.

SIP Download and Installation

SIP can be downloaded from the VVSC website (https://vsc.gsa.qov/sipuser/sip download.cfm).

System requirements: Windows XP/VISTA/Windows 7, Windows 8, Windows 10 Operating
System, Pentium 11 processor, 32 MB of RAM, internet capabilities and 12 MB of hard disk
space.

* Note — Depending on the amount of product data, more disk space may be required.

GSA Vendor Support Center | Want a Contract & Al Things Green ®  Marketing @  Administration 2 Education /&

Federal Acquisition Service

Introducing the PROFESSIONAL SERVICES SCHEDULE (PSS)

Effective September 30, 2015, the MOBIS (874), Allls (541), FABS (520), Language
(73811}, Logworld (874¥), PES (871) and Environmental (899) schedules will no
longer be available as individual MAS programs. All ofthe services covered under
these schedules, and all of the existing contractors will be available under the new
PROFESSIONAL SERVICES SCHEDULE (PSS), effective October 1, 2015
Additional information pertaining ta the Professional Services Schedule (PSS)
program can be found on the Interact - Professional Services Category Community
A e s O ; ;

— e st G b ey s
view all

£ Vendor ToolBox I Arready on Schedule? . Can't find what you're looking for? We're here to help
Get Started Do you need to register your contractto use GSA Advantage!, eBuy or one of our Click here to locate the right person to talk to.
Research - Analyze - Decide eTools?
ToolBox Brochure
Gethelp now
@ Getting on Advantage! ~ Popular Pages @ stay Connected
Register EDI Documentation 72A Online Reporting & GSA Advantage! & 9 u T,
Vendor Start-up Kit Advantage! EDI Docs Mass Mod System o GSA Advantage! e-Buy e @ =

SIP- Download Software EDD EDI Docs 104 and ACO Lacator GSA eLibrarye Facebook - Twitier - Youtube - GSA Inferadi RSS
SIP Training Lookup Tables Updates and Information

Check Your File Status ‘\ i

Part Numbers

CLICK HERE DOWNLOAD SIP ]

The SIP program is available in two formats (.exe and .zip). The download files are
approximately 9.6 MB is size. Vendors with firewalls that will not allow the download of .exe
file will want to download the .zip format.

Note: You must have full administrative rights on your computer to install the SIP software. If
you do not or encounter an error during installation, please contact your IT department. They
may need to install the software for you.

Entering Service Catalog Schedules Input Program 2-3
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GSA vendor Suppc"-t Center I'Want a Contract 5|~ All Things Green #  Marketing@®  Administration 2= Education &=

Fedoral Acquisition Service

Home  SIF USer B8 Software

& SIP - Download software

Schedule Input Program
The Schedule Inpul Program, or SIP, s a proprielary software program provided by GSA 1o assst conlract holders wilh uploading ther electronic catalog onto GSA Advantage.

Addilignal information

= Defore downloading SIP. you will need 1o register your contract. Register here
& Toinstall SIP software, you must hawve full administrative dghts on your computer, I you do nol. or encounber an error during ivstaliation, please contact your 1T department as they

may need 1o Install the software for you

Select the .exe or .zip format J

Heed Help? If you should have any questions regarding SIP, the Vendor Support Center is here L provide you support. 877-405-4849

O GEAFAS 2015 - ** WARNING *** This is a LI 8 Genoral Servicos Administration compuler system that is "FOR OFFICIAL USE ONLY", This spstem is subjed lo monilosing Therefore, no sxpoctafion of pevacy
actnitie; et criminal 5

14 10 b as5Umad.
Privacy and Secunity - Contact Uiz - Site Map - Accessibay

Step 1: Download and install the .exe or .zip format.

Step 2: Select ”"Next” on each of the dialog boxes to accept the default settings.

Step 3: Select “Finish” to complete the installation.

SIPU8.D - InstalShield Wizard

Choose Destination Location

Selectfolder where Setup will install files.

coS I

Setup will install SIPvE.0 in the following folder.

To install to this folder, click Next To installto & different folder, click Browse and select another
falder.

WARNING - f you hawve SIP vb.x or greater and wish to preserve your data, please backup your
data before proceeding. You may restore the backup file from earler versions (6 xjof SIP after
the install process is complete

Welcome 1o the InstallShield Wizard for SIPvE 0

Destination Folder

InztallShisld

< Back MNext > ] [ Cancel ]
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SIPVB0 - InstalShield Wizard

Install | Concal Install5e | cgack [ Finishl ‘ Cence

3 SIPDATAENTRY

If you have a newly installed SIP program you will receive the following dialog box when you
open the software. If you have used SIP before, you will not see the below dialog box.

SIP Registration x|

In order to uze Schedules Input Program with G54, you must first
register with G54, 'ou will be provided a passward which must be
included with wour file submissions. If vou choose o reaister later,
you may do 5o by going ta the "HelplRegister! aption on the file
menu above.

Select one of the following:

Heglster Already Hegisteredl Register Later |

If your company has already registered using the steps in section 2, select “Already Registered”.
If your company is brand new and have not registered, select “Register”. If you selected
“Already Registered” proceed to section 3.1 “Contractor Information”. If you have not
registered, select “Register” and go back to section 2

3.1  Contractor Information Screen
In the Contractor Information screen you will enter information such as DUNs number,

password provided by GSA (Password you received after you registered your contract in
section 2) and company address.

Step 1: Select “File” — “Open” — “Contractor” or select the “Contractor” icon shown below.
This icon is located in the top left corner of the SIP software.
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SIP v8.1a for - VENDOR SUPPORT CEMTER A 'T BT

File Edit Teools Communications Windows Help

FEEEEEDT =

‘essaqe Center
put Program (SIP) is d
and services to G52

M click here to enter contractor
i informtion
. registered Federal bu

over 10,000 vendors currently using 5l

Step 2: Select “Edit” on the top tool bar Shown with the arrow below. This will highlight the
fields and allow you to edit the fields. If the fields are all gray, it will not allow you to edit the
data.

Step 3: Enter contractor information and click “Save” at the top of the program.

M 51P%8.1a for - VENDOR SUPPORT CENTER. - - = = | |
File Edit Tools Communica tions Windows Help

] | [ ®a

- =R
Contractor name: NDOR SUPPORT CENTER]
DUNS: 123456789

Password provided by GSA: [1235%678

Division name: e
Address 1: [oticRvsTALOR
Address e

Country: us
City: [TEWPLE HILLS

Stateiprovince: MARYLAND
Zip code: 22202

Wiebsite: Ihttp Ilvendor suppori@gsa gov

Orders:
Send Orders to this email address: (email entered will have access to orders via GSA PO Portal at www.poportal.gsa.gov)

Email: [vendor.support@gsa.gov

Re-enter Email: [vendor.support@gsa.gov

Fax orders to: (This number must be correct to receive fax orders. Fax is used as backup method)
[703-305-7944.

Phone: (person who can respond to order questions)

1-877-455-4849

Please see the Index for field descriptions

Step 4: Close the Contractor Information Screen.
3.2  Primary Contract Information Screen

Step 1: Select — “File” —”Open” — “Contracts” or select the “Contracts” icon shown below.

Entering Service Catalog Schedules Input Program
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SIP w8.1a for - VENDOR SUPPORT CENTER
B e for “e Besss

File Edit Tools Communications Windows Help

‘&' ﬂ Q_i @lhi%l |Q!|ﬁll Impnrt
|

o - click here to enter contract .
P Checkre - 5 (SIP) iz d
S information to GEA
P Catalog files Federal bL

owver 10,000 vendors currenthy using S

Step 2: Select “Add”.

Step 3: Enter all required and applicable contract information.

S — —— o e

a SIP v8.1a for - VENDOR SUP.PORT CE!‘J'ER-_[Pn[nar{Ccntlact Infcrma:on] e as = - " a :
H File Edit Tools Communicstions Windows Help

A I Fi | F'ic:l le Laml Add De\eiel Editl 9E-$|-:EI.CE-! e Elsl '1?|

‘ess F1 for field help

[ [=]x

Browse Window

Input Window

Schedule number: a11e ¥
Contract number: IEIM— click on Add
Modification number: l—
Catalog effective date: IW
“Your company contract administrator info
Name: [soroAN vANRYAN
Phone: 1-877-495-4849
Fax: 1-B77-485-434%

E-mail: Ivendnr support@gsa.gov

Prompt pay info — Maximum is 30 days.
I—S % discount if paid in I_SD days
I— % discount if paid in l— days

Warranty: ID_ lm

Production points: m or m

What is the minimum order you will accept? § 300.00

Time of delivery: S days [Shipped (after receint of order) -1
FOB points
Continental US: |D - Destination. j
Alaska: ID - Destination. LI
Hawail: [0 - Destination. =]
Puerto Rico: ID—Destmat\on. LI

Please see the index for field descriptions

Step 4: Select “Save” when finished.

If this is the first time you are using SIP, it will automatically take you to the SIN Maximum
Order screen (Step 5).
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Step 5: The SIN/Maximum Order screen will appear. Enter Special Iltem Numbers (SIN's) and
Maximum Order Limit(s).

ses SIMN S MMaxinunm Order 1! I - I I:II_ZC_]
Browse Windowe
Contract: GS-99F-99990 Press F1 for field help
Special tem nurnberIMa::imurn urderI i’
kl132-51 s00,000
| J132-= s00,000
=

Inpurt WWindowswy k.
Maximum order based on

o Special ey AU e £ Contract |
SiH: Maximum order:
|1z2-51 | | sopoon ~ |

Plea=se indicate below the products or service=s you provide under this SIH:
I I FACILITY OPERATION AHD MAOIHTEHAHCE
T ITSYySTEMS DEVELOPRMENT SERYVWICES
T 17 SySITEMS AHALYSIS SERVICES
= MR IR P CTT RA DEEeSR IET-DrC D NTCy E _.:-i

Some SIN may require “Sub SIN’s” or sub-categories. Not all SIN have sub SIN’s. At least one
of these sub SIN’s must be selected (checked) in order for the selected SIN to be saved.

NOTE: For each sub SIN selected, it must be attached to at least 1 product. For a list of SIN’s
that require sub SIN’s please see the index.

Step 5: Select “Save” and close the SIN/Maximum Order screen.

Step 6: The Dealer/Sales Office Addresses screen will appear. If the address for receiving orders
and/or payments is the same as the address entered in the “Contractor Screen”, select No and do
not complete this screen. Select Yes if you have Dealer/sales offices and then fill out the
information and then select “Save”

Note: Dealers/Sales offices are other locations or authorized entities to make transactions on your
behalf. If you not have dealers DO NOT complete this screen.
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SIP v8.1a for - VENDOR SUPPORT CENTER
%"“ - ) P " L. Baas = - -

e Edit Tools Communications Windows Help
Flriil Fllurl le I.mtl Addlbcmel Edit | Save |uzn<:|! = Eﬂ

Aolmamelll <

I Dealer/Sales Office Addresses

Browse Window
Contract: G5-39F-9339A

Dealer or sales office

TEMPLE HILLS

Input Window
Name of dealer, distributor or sales office.
vsC
Address 1: Address 2
2011 CRYSTAL DR.
StateiProvince: Zip code:

Country: city:
Jus -] [rEmpE LS [warvano <] ez

Phone: Fax orders to: (this number must be correct to receive fax orders. Faxed is used as backup method)
1-877-495-4249  |703-305-7944

Send Orders to this email address: (email entered will have access to orders via GSA PO Portal at www.poportal.gsa.gov)

E-mail: IORDERS@VSC\NC COM

Re-enter E-mail: IURDERS@VSC\NC Com

mn

Step 7: Close Dealer/Sales Office Addresses.

Entering Service Catalog
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ZONES

If your pricing varies depending on what part of the country the buyer is located, use this

screen.

o

Are waur prices skruckured by zones?

X

zss 20ne Definitions

Contract: G5-99F-9999A

ACCESSOTY You enter.

=10f i

Pre=ss F1 for field Help
Azzign a Zone Humber (0-10) to States
If your prices vary by geographic/delivery zone, then assign zone numbers to each state (up to 10

2ones). Please note that later you will be required to enter prices for each zone for every product/

Zone State Zong State Zone  State Zone State

: fAlaska Minois : Horth Carolina : Rhode Island

[ flabama Indiana | Horth Dakota | South Carolina
Arkan=sas Kansas Hebraska South Dakota

: Arizona Kentucky : Hew Hampshire : Tennessee
California Lriineria Hew Jersey Texas

- Colorado Massachusetts - Hew Mexico _ IHah

: Connecticut Mandand : Hevada : Yirginia

I Di=trict of Columbia Maine L Hew York | Virgin Islands

| Delaware Michigan | Ohio | VYermont

I Florida Mitinasinia | Oklahoma | Washington

| Georgia fis=our — Oregon = Wisconsin

| Hawaii Mississippi | Pennsylvania | West Virginia
lowa Montana Puerto Rico Wioming

N Idaho

Ex 1: Prices in VA, MD, DC, NC, PA are different from anywhere else in the country. In this
example VA, MD, DC, NC, PA would be Zone 1. All other states would be Zone 2. If you use
this table each state must have a zone.

EX 2: Prices in FL, GA, SC are $100. These would be Zone 1. Prices in CA, AZ, WA are $150.
These would be Zone 2. All other states are $125. The rest of the states would be Zone 3. All

stares must have a zone number if this table is used.

Note: Do not complete this table if your prices are the same across the country. Leave the entire

table blank
COLORS/FABRICS

Entering Service Catalog
Information
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If your items have color or fabric options, enter the information here.

x

If mary of ywour praduct or options have calor ar Fabric chaices, You may use this input screen o build a
. ColorsiFabrics Table of all of the choices, Later, at the "Option" tab, ywou may easily assign color or Fabric
choices for producks or produck options,Enker information now?

uc.|

z+s, Colors/Fabrics | E I I:IIEI

If many of your product or options have color or fabric choices, You may uze thiz input =creen
to hwild & ColorFabrics Table of all of the choices. Later, at the "Option tak, yvou may easily
azzign coloror fabric choices for product options,

Brows=se Window
Contract: GS-99F-999948 Press F1 for field help

Type Color Color #or Part #

Input Window
Type: j

Color:

Color & or part &

Entering Service Catalog Schedules Input Program 3-11
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SPECIAL CHARGES
If your items have additional charges enter that information here.

x

:r) Are there special charges applicable to all producks under this conkrack?
[

cis Special charges 4 ;IEIEI

Browse Window:
Contract: GS-99F-99994 Pre=s= F1 for field help

Services Charges Per Description/conditions -

4

EXPEDITING PREMIUM
INSIDE DELIVER'Y
INSTALLATION
LAY 0T DESIGN ' ' =
OME D&Y SERVICE ' '
SAME DAY SERVICE
SATURDAY DELIVERY
TRAINING
: TWIO DAY SERVICE ' ' -

Input Window:
Services: Charges: Per: Description/conditions:

4 SEEMBLY j |

Step 9: Close the Special Charges screen.
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3.3 Product Information Screen

(Do not enter services in this screen. See section 6.1 on how to enter a text file.)

Step 1: Select “File” — “Open” —”Products” or select the “Products” icon shown below.

E SIP w8.1a for - WVENDOR SUPPORT CENTER
i - — - - - i |

File Edit Tocls Communications Windows Help

I@IMII@I WI%I IQII Import

Message Cenic

L4 Check response file status click to enter products iz desi
G558 A

L Cataloqg files ready to send al buwe
owver 10,000 wvendors currenthy using SIP t

L Process response file

Advantaos.

Step 2: Select “Add”.

product information and select “Save”
£ < L | » L 1§

File Edit Tools Communications Windows Help

Step 3: Enter

ﬁ|$|\g‘.‘ 3] nmlmm|rm|m|nnd‘nm|mu‘. | ‘ﬂﬂﬂ

B Product Information
Browse Window (5 Products) Show accessories | Press F1 for field help
Contractno. | part no. | name Product name uPCASBH s
T I | I
| |ossorosssa  vsceantz = PARTE2 617-2 £
| |osesresssn  vsceamma vse PARTES 617-2 L4
| |os-0or-000a  |vscearta vsc PARTS4 617-2
| |osssr-ssssa  |vscearts vse PART#S 617-2
Input Window
Contract number:
sin:
UPCASBH:
UNSPSC:
Manufacturer: [vs -
Manufacturer partimodel number: [VSCPART1
Contractor part number: [vscearTt
Wational stock number (NSH): - -
Productitem name: ParTEt
Photo name: [pess1zp =]

Product description: 1

haracter imit

Product specific website (may include photo): |

Product dimensions: Humberivalue Unit of measurement

Product length: 0
Product width: [ ¢
Product height: l—n

Shippingunitweight: | 25 lbs.

Shipping package cubes| 125 cubic feet

Unitofissue:  |EACH ~| Quantity per unirli | (Ex: BOX 4 EACH OR CARTON 10 REAM)

=

Order increment: |1

Time of delivery: | 5 days [Deivered (afer receipt of order) K|
Warranty: o STHD -
Production points: Us =

Product FOB points

Continental US: [o-Destnation =]
Alaska: [0 - Destination |
Hawait: [p~Destmation |
Puerto Rico: [o-Destaation |

Please see the index for field descriptions
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Step 4: The Price Information screen will appear. Enter your pricing information and select
“Save” when finished.

sz Product - Price Information | =of =]
Mfg. part: PCD1 Press F1 for field help
Unit of issue |EA Order increment or minimum | Show State Lones
Gty per unit | Standard pack | Calc GSA Price
Temporary Effective dates
Zone Cataloq price GSA price Discounts price From To
| ssooooon SfEEEENE ool | $| $0.0000

Please see the index for field descriptions

If you have quantity discounts/dollar volume discounts, select the “Qty/\Vole” button shown
below and select “Edit”.

51 product - Price Information ) =] 5]

Mfg. part: CHEMD1 Press F1 for field help

Unit of issue EA Order increment or minimum Show State Fones
Oty per unit Standard pack Calc GSA Price

Temporary Effective dates
Zone Catalog price GSA price Discounts price From To

+ [T §| 500000 otynval | s 30,0000 | |

CLICK HERE TO ENTER QUANTITY/DOLLAR
VOLUME DISCOUNTS

3.3.1 Quantity Volume Discount Breaks

ot ity discounts for mfg. part: CHEMO1 o =] |
ollar volume I Temporary guartity I Temporary dollar volume I GSA price: $1900.0000

Start range |End 1ange |GSA price: |Disc0unt % | Clear
1 Quantiy break. |0 0 $0.0000 0.0000% il |
2 Quantity break 1] 1] $0.0000 0.0000% Page |
3 Quantity break 1] 1] $0.0000 0.0000%
4 Quantity break 1] 1] $0.0000 00000z By
5 Quantity break 0 1} $0.0000 0.0000% an
B Quantity break 1] 1] $0.0000 00000z
7 Quantity break |0 ] $0.0000 0.00003% Fage
Insert 99999999 if the range is "+ or up to maximum order
Discount conditions:
Entering Service Catalog Schedules Input Program 3-14
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3.3.2 Dollar Volume Discount Breaks

TP Quantity discounts for mfg. part: CHEMO =lox|
Quartity : Dollar volume i Tempaorary quantity I Temporary dollar valume I G54 price: $1900.0000
Start range |End range |GSA price |Discount 4 | Clear
T$Volume break |40 $0 $0.0000 0.0000% Al
2 $Volume break 30 $0 $0.0000 0.0000% Page |
3 $ Wolurne break $0 $0 $0.0000 0.0000%
4 $Volume break 30 $0 $0.0000 0.0000% Copy
5 $ Volume break $0 $0 $0.0000 0.0000% all
B $ Yolurne break $0 $0 $0.0000 0.0000%
7 $Volume bieak |40 30 $0.0000 0.0000% ﬂl
Ingert 99999999 if the range iz "+' or up to maximum order
Discount conditions: I

Save and close this screen. You will be redirected back to the “Price” screen.

Step 5: Close the Price Information screen.

Step 6: The Environmental/Special Features screen will appear as shown below. Complete this
screen various product features apply.

File ~Edit s Help
AEED : | wfe
Product - Environmental/Special Features

[E=E =X
Mfg.Part No: VSCPART4

Instructions: please indicate below all environmental or special features applicable to this item. Important: new legislation now requires Federal Agency to purchase
environmentally friendly tems. I is important that you accurately indicate the environmental features of your tems, as this may have a direct impact on future sales.

ools | Commu Windows

Check all features that apply. If Section 503 item is checked, you may enter a URL below that wil provide customers additional information about the 508 features of this product.
Grayed out features are not applicable to this item. Click on links below for more information.

Environmental Features:
7 FEMP FEMP Enerqy Efficiency item - kem meets Federal Eneroy Mot Program energy efficient levels as required by EO 13123 and 13221
€ c Procurement Guidelines (CPG) liant EPA Recovered Material advisory Notice (RMAN) standard
Low VOC - This product meets the low volati organic compounds (VOC) standard for product categories listed in California Air Res
[3¥] Shipboard Use Approved item - evalusted and tested by the US Navy and documented for use on Navy ships
W EPA Significant New Alternatives Program approved item - mests the EPA Significant New Alernatives Program criteria requirement
1% BioPreferred item - product meets or exceeds the U.S. Department of Agricutture (USDA) biobased content requirements. BioPreferred products
NaterSense item - item approved by EPA WaterSense program and meets or exceeds water efficiency and performance standards.
1PS 201 approved item - this specific product andior service has been approved by the GSA FIPS 201 Evaluation Program
&0 Safer Choice - product is qualified by the U.S. Environmental Protection Agency to carry the Safer Choice label These producis are req
P Meets Ecolabels - tem meets a federal standard or ecolabel r bythe US.

M Click to view the list of EPA Recommended Certifications

Special Features:
508 Section 608 item - Electronic/information Technology item containing Section 508 features.
LEUS Ability One item - mandatory source ftem available from NIB or NISH under the AbiltyOne program
wecwr UNICOR item - mandatory source item available from the U.S. department of Justices, Federal Prison Industries (UNICOR) program
i3, Ergonomic item
@pps Pre-purchased stack
Scan code1 - click o enter Scan code below related to GSA Parallel Contracting program
Scan code2- click to enter Scan code below related to GSA Parallel Contracting program
Scan code3 - click to enter Scan code below related to GSA Paralisl Contracting program.
Hazmat item - item contains hazardous material, UNID required
This product requires custom text when ordered {i.e. stamps,awards,stationary, etc.)

Step 7: Repeat steps 2 - 7 to add additional items.
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Step 8: Close Product Information screen.

3.4 Accessories Information Screen

Step 1: Select “File” — “Open” — “Accessories” or select the Accessories icon.

g SIP v&.1a for - WVENDOR SUPPORT CEE; —

File Edit Toeols Communications Windows Help

Iﬁlﬁlﬁl@lh =L IQII ImDDrtI

Message Centel

Check response file status The Schedules Input Program (SIP) is des

_ contract products and services to GSAL

Cataloq files ready to send has ower 300,000 registered Federal buy

T e eTgrci fmles owver 10,000 vendors currenthy using SIP
Advantaoce

Step 2: Select “Add”.

Step 3: Enter Accessory information and select “Save”.

[ S1P v8.1a for - VENDOR SUPPORT CE |

File Edit Jools Communica tions Windows Help
ﬁl $|¥f|@| Firs | Frinrl 7‘|5k!| Lza‘l Addlns\s'fl Ed\tl Save [ Gancel] = E ?| ‘
B Accessory Information =R
Browse Window (0 Accessories) Press F1 for field help

Contract no.  |Manufacturer part no. Manufacturer name Accessory name UPCNISBH SIN B

Input Window 5

Contract number: — = N
st — -

UPCAISBN: D
unsPsc: | Psceode:|
Manufacturer: =]

Manufacturer partimadel number:

Contractor part number:
& Hational stock number (HSN):

Accessorylitem name:

Photo name: IB?BE‘\Z.J PG =] _astach product:

Accessory description: P

Accessory website address (URL):

Accessory length:

Accessory width:

Leliedie

Accessory height:

Shipping unit weight: Ibs. = [
Shipping package cube: cubic feet
Unitof issue: | | Quantity per unit; [ | (Ex: BOX 4 EACH OR CARTON 10 REAM)

Qrder increment:

Time of delivery: days | |
Warranty: > 2

The Accessory screen is identical to the Product screen, with the exception of the “Attach
Product” button

Entering Service Catalog Schedules Input Program 3-16
Information Version 8.x Documentation






Step 4: The Accessory Price Information screen will appear. Enter price information and select

“Save” when finished.

Step 5: Repeat steps 2 - 7 to add additional accessories.

Step 6: Close Accessory Information

3.5

Options Information Screen

screen.

Step 1: Select “File” — “Open” — “Options” or select the Options icon.

B 1P v8.1a for - VENDOR SUPPORT CENTERTIIL Wl ey

File Edit Toels Communications

Windows

Help

BEIEIEEIEIE T

ImpnrtJ

Message Center

VWelc:

e Schedules Input Program (SIP} is designed to hel

Step 2: Select “Add”.

Step 3: Enter option information and

55 Options

Products

otract products and services to GSAAdwvantage. C
has ower 300,000 registered Federal buyers located *

SR e : over 10,000 vendors currenthy using SIP to submit an
e ——— A rantama

select “Save”.

=101 %]

<] |

Attached Options {0 opiions)

Group name

>

Type|Mir part #

Group name: |

MiT part &
Option type:

| [

¥ Check if Mncluded™option can be deleted.

De=scription:

Manufacturer:l

Price or credit: $ |

Unit: |

Entering Service Catalog
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Step 4: Close Options Information Screen.
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4 ADDING PRODUCT PHOTOS
Photos can be added using the Product Information Screen or the Photo Screen.
4.1  Adding Photos Using Product Information Screen

Step 1: Photo requirements:

- jpg format or gif format

- no larger than 1 MB

- file name can be no longer that 30 characters

- file name should not contain special characters (i.e. space, symbols, etc.)
Step 2: Place the images into the C:\SIPV8\Photo folder.
Step 3: You can attach the photo in the Product Information screen by selecting a product,
selecting “Edit” on the top tool bar, and then select the photo name drop down menu, and
choosing appropriate photo file.

NOTE: Image of photo will appear in Product Information Screen once selected. Some images
may seem distorted in the Product Information Screen; this is just a thumbnail image. This does
not indicate how the file will view on Advantage!. Images will show correctly on Advantage!.

g5 Product Information 10| x|
Browse Window (76357 Producis) Show accessories I Press F1 for field help
Contract no. |Manufacturer part no. SIH IProduct name |Manufacturer name IUPC Iil
X|=s-02F-02015 AAGTO00S05 5 200 OFFICE SUPPLIES AT-A-GLANCE
FE-02F-02015 AL GTONS505 T 200 QFFICE SUPPLIES AT-4A-GLANCE
GE02F-02015 AAGTO0E405 T 200 COFFICE SUPPLIES AT-A-GLANCE
Ge-02F-02015 ALGTO07S05 5 200 QFFICE SUPPLIES AT-4A-GLAMCE
-
A I I 3
Input Window =
Contract number: IGS-DEF-DQm S vl
SIH: I?S 200 - l
UPCIGTIH: |
Manufacturer: IAT-A-GLANCE =

Manufacturer partimodel number: |A&G70003035

Contractor part number:

Hational stock number (HSH):

Product/item name: CFFICE SUPPLIES -
Photo name:

Product description: Ly & ool 5 &um.- 5 p.m. Perforated ;I
corners for each reference. Monrefilable.

CLICK HERE TO SELECT

Product specific website (may include photo): I PHOTO FIlLE NAME

Product dimensions: Humber/value Unit of measurement
Product length: I a I j
Product width: 0 |
Product height: a j

NOTE: Follow steps 1, 2, and 3 from above to add photos in the Accessory Screen.
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4.2  Adding Photos in the Photo Screen

Step 1: Follow steps 1 and 2 from above.

Step 2: Select File — Open — Photos. When Photo Screen appears, select “Continue”.

5 s o veNDOR SRR -

e Toots =
7]

B tnstruction far photo jr=ng=n |
important nstructions bout photos: Wren was e s e you bougit.a rocct onln wiout s phko? Pltos pove |
expernce fof rsomars and gve you an edge when i final Cs
Advantage can also imit their search results 1o only Please note

~You can now provide muliple photos per produc or accessory fo show different views
p lit, crisp and clear the up ta B0% of the phe
- Photos shoid be ateast 500x500 pixets but we they be at least in size for

niage wil create thumbnaiks of your images when smaller size is shown)
lelﬂs must be in either JPG or GIF format. Maximum photo file size is 1MB. File size cannot be 0.
numbers, and underscores.

- Photos must be located in your SIPYT'PHOTO subdirectory.
-Photos But should be pi pecific, notogos or generic images

/alidate Photos:
S rasvatdred your photos. Shown below are any photos that need correction. You may print this list f you ike. Once
been validated you may click Continue below o go 10 Step 2 where you may beqm ‘adding photos to your products and ¢
May aiso add a photo 1o a product of accessories at the time you add them to

B P o VENOOR PR ORT T =i

Fle Edt Tool Communicstions Windows Help |
2 | [ e [ = | W4

ﬁ; [=]e =

Instructions: use this screen to attach photos to your products and accessones. First, select one or more photos, then double click on the row of the product of accessory you wish
o attach the photo 1o

To import photos: f you have lots of photas 1o attach, try impart below. Suggest you first click on Export to File which will create a formatted fls containing all of your manufacturer
containing all of your manufacturer part numbers. You may then update ths file by adding the photo flename(s) to each part numbar. When complete, click Import Photos button to

validate and impon.

Step 1: Select a photofs) to attach Emoftofile  ImeortPholos

T =] vemove sn protoa snowing

y.

click here to select file photo name

r o -
& Detault © Detautt  Detautt  Detault

Step 2: Double-click row to attach selected photos ‘Search mfg part number ¥l Fing
i ]

= c - B | i memove pnotots)| g view photos for setected tem |
Hold down the Shit and/or Ctrl keys to highlight multiple items 10 attach or remove photos from more than 1 item at a time.
EAL_ moranno [ Manutacturer [ tom ame Dotaurtphote | Proto [ Pnoto. [ Photo =
»|vscearTe vsC | [sssstz1P0

vscrnirz Jvsc [aarez

vsconnrs vsc paarss

vscraaTs vsc paares

vscoanrs vsc panrss

Step 3: Select the appropriate photo from the photo drop down menu.

Step 4: Double click in the last column of the table to attach/detach a photo.
Note: You can add a single photo to multiple products.
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5 IMPORTING PRODUCTS
5.1 Import Program Overview

The import program is used to enter a large number of products into the SIP program at once. It
is suggested that vendors with 100 or more products, use the import program to enter their
product data into SIP.

5.2  Building Import Files

The import program accepts three file types, ASCII text (.txt), Excel spreadsheets (.xls), and
Database files (.dbf). Import Templates are located in the C:\SIPV8\import\template folder.
Also refer to the SIP Import Excel document located at the VSC website for detailed information
on the Excel Import Templates. For further assistance in regards to ASCII text and dbf files,
contact the VSC.

5.3  Shortcut for Building Import Files

The most efficient way to build your import templates is to manually fill out the first 4 screens in
the SIP software (Contractor, Contracts, SIN Max Order, Order Payment). Once those sections
are complete, follow the steps below:

Step 1: Select File — Open, — Products or select the “Product” icon shown below. You cannot
access the Product screen until the Contractor, Contracts, SIN Max Order and Order Payment
screens are complete.

E® siF v8.1a for - VENDOR SUPPORT CEN‘I‘Ea.' - |

File Edit Teels Communications Windows Help

EREIECEER=EE % mport

Message Center

The Schedules Input Program (SIP} is desit
contract products and services to GSAAd
has ower 300, 000 registered Federal buye
mrrar AN AAN vandare ~orranthe sine CI0 4

Step 2: Follow steps 2 — 7 of the Product Information section and manually enter 10 products.
Step 3: Close the Product Information screen and select “File” — “Export”.

Step 4: Select the export file type.
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Export data =B &

Destination directory:
|c A SipV8\Export.

Select file type
" dBase files (*.dbf)

(" Text files - fixed length [*.txt)

(" Excel spreadsheets (*.xls)

Warning: Any files in the destination
directory will be erased.

x Cancel

These files will be exported to the C:\SIPV8\export folder. The first 10 products you entered in
SIP will be in the correct import format. Add the rest of your products to the IPROD and IPRICE
files, following the format from the 10 files you manually entered (additional spreadsheets may
be required if you have accessories, options, volume discounts, zones or colors/fabrics). Once
these files have been completed they MUST be copied or saved to the C:\SIPV8\Import folder
for importing.

54  Adding Photos Using Spreadsheets

Step 1: Follow steps 1 and 2 from the photo section
Step 2: Enter photo file name with the extension ( example: photoname.jpg) next to its
corresponding part number under column C in the IPHOTO.xIs spreadsheet.

5.5 Importing Files into SIP

To open the SIP Import program, open SIP and select the “Import” icon. You can also access this
program by double-clicking the Import32.exe file located in the C:\SIPV8\import folder.

Step 1: Select Import — Move data into import or select the “Move data into import” icon
shown below.

B ste o - 2 1

File Edit Import Tools Windows Help

EEIEE IR

Import Steps

Step 1: Register The SIP Import program allows €

. _— _ . (xlz), database files (dbf), and :
Step 2: Export existing SIP file(optional) S S e Rl

Step 2: Import Data screen will appear. Select your file type and select Import.
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Import data screen ﬂ

Hint: To update your product prices, select Price Update on the Toaols menu in SIP

Select import file type
" Import text files

" Import DBF files

" Import excel files

Sip will ask you if you have column headers, select yes or no depending if you have headers. If
you did an export from the SIP program you will have headers.

Import data screen 5[
x4
Information box & Do your import Exeel files contain column headings in row 17
\._"(/
Wes a] Cancel

Step 3: Once this process is complete you may receive errors with the file(s) if data was not
entered correctly. If this occurs, correct the error(s) indicated in the error report and begin import
process from Step 1.

(*NOTE: If you need assistance with this process, contact the Vendor Support Center.)

Step 4: If there are no errors or when the errors are corrected, select “Import” — “Import Data
into SIP” or select the “Import Data into SIP” icon shown in step 1.

Step 5: You will then be asked if you would like to append or replace the information currently
in SIP. If you are replacing the data in SIP with the information in IPRICE and IPROD, you will
need the following data in the import folder (IPROD, IPRICE, ICORPET, ICONTR, IMOLS,
and IPHOTO files). If you’re appending your data do not include ICORPET.

Step 6: Close the SIP import function and open SIP by selecting Step 8 on the import menu.

Note: If you have the ICORPET sheet in the import folder, it will always replace the data even if
you select append.

ENTERING SERVICE CATALOG INFORMATION
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5.6  Creating Text Files

Vendors offering services to the Government use the text file feature to explain their services,
labor categories and pricing. This option may also be used to explain custom products with
approval from the Contracting Officer.

Step 1: Create a document explaining the services your company offers along with your prices.
The formats that are acceptable are Microsoft Word (.doc), Adobe Acrobat (.PDF), Excel
Spreadsheet (.xls) and Web Page (.htm/.html). NOTE: File names must not include spaces or
special characters and must not exceed 30 characters. This document may include but not
limited to the following:

a. Company’s Information (name, address, phone and fax numbers, web address, and point
of contact information)

b. Contract Information (contract number, schedule number and description, SIN numbers

and description)

Table of Contents

Terms and Conditions

Labor Categories

Labor Categories Description

Price List

Q@ —+o a0

NOTE: Check with your Contracting Officer for text file page format.
5.7  Attaching Text Files to SIP

Step 2: Save or copy your text file into the C:\SIPV8\textfile folder.

Step 3: Open SIP, select “File” — “Open” — “Text Files” or select the text file icon.
Step 4: Choose “Select File” on the bottom left of the screen

Step 5: Select the drop down arrow and select your file.

NOTE: Any file in the text file folder will appear in the drop down list.
Step 6: Select “Save” at the top of the program.

Step 7: Close Text File screen.
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6 UPLOADING CATALOG INFORMATION
6.1  SIP Upload File Types

SIP allows you to upload your product or service information and prices in six (6) file types. SIP
catalog file types are:

1. A80 Original File: Contains original information to be placed on Advantage!
2. C80 Change file: Changes made to existing file on GSA Advantage!

3. R80 Replacement file: Replacing entire catalog on Advantage!

4. W80 Textfile: TextFile document

5. P80A, B, C...etc  Photo File: Contains all photos you have attached in SIP

6. T80 Temporary Price File: Any temporary prices start and stop dates.
6.2 Firewall Settings

When uploading using SIP and you are on a network, please make sure you have full
administrative rights. FTP (port 22) should be open both inbound and outbound to our web
address http://vsc.gsa.gov.

6.3  SIP Upload Instructions

After all the products, service and price information are entered into SIP, and you are connected
to the internet:

1. Select “Communications” — “Create Catalog File”. This will generate an A80 or
C80 file depending if (1) this is the first time uploading with the current SIP program
(A80) (2) you’ve made changes to the existing file in SIP (C80). To create an R80
(Replacement) file, select “Communications” — “Create a Replacement File” to
replace the catalog on GSA Advantage! with the new catalog in SIP. If you have a
text file attached, SIP will generate a W80 file.

2. When the program has notified you that the files were created successfully, Select —
“Communications” — “Send Catalog File(s)” — “Send”. At the top of the dialog
box, you will see “Select File Type”. Make sure “New Catalog” is selected. Select
the button labeled “Click Here to Start Upload” (upload times will vary depending on
the size of the files).

6.4 Uploading/Using VSC Website

If you are behind a firewall or having connectivity issues with SIP, you can upload using our
Vendor Response Retrieval and Catalog Upload System website

Vendor Support Center Contact Schedules Input Program 6-1
Information Version 8.x Documentation




http://vsc.gsa.gov/



https://vsc.gsa.gov/sipuser/sipuploadtool.cfm You can attach SIP files and successfully upload
information to GSA Advantage!. Before uploading file(s) using the website, create the catalog
files using the SIP program (see step 1 in SIP Upload Instructions.)

6.5  Website Upload Conditions

The Vendor Response Retrieval and Catalog Upload System website is only used if you cannot
upload using SIP because of firewall issues, or connectivity issues.

Website Upload Instructions
1. Log into the Vendor Response Retrieval and Catalog Upload System website
https://vsc.gsa.gov/sipuser/sipuploadtool.cfm using your GSA contract number and
user name. Select the “Upload” radio button and select “Proceed”.

2. Click on the browse button(s). From the “Choose File” box and browse to
C:\SIPV8\Upload folder.

3. Attach file(s) from this location. When attaching a photo file (P80A, B, C...) use the
browse button for photo. You can only upload A80, C80, R80, W80, P80A, B, C...,
T80 Or V80 extensions

4. After all files are attached to the website, click on button labeled “Upload Files”.

The website will notify you of a successful upload. After uploading catalog files, please log out
of website.

7 DOWNLOADING AND PROCESSING RESPONSE FILES

After files are uploaded successfully through SIP, a message will appear each time SIP is
accessed. This message will read, "SIP is waiting on a response file..." until the electronic
response file(s) are downloaded and processed. Electronic response files are available via SIP the
day after you receive a fax or e-mail response from your GSA contracting officer.

Download file types: .A80= Original file, .C80= Change file, .R80= Replacement file, .\WW80=
Text file
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7.1  Downloading and Processing Files

Step 1: Open SIP. A message will appear "SIP is waiting on a response file..."
Step 2: Select "I want to download™.

Step 3: Select “Check for Response Files”. Must be connected to the internet to download
response file(s). If you experience connectivity problems or if file is not available for
download, send e-mail to vendor.support@gsa.gov or call the VVendor Support Center at
877-495-4849.

Step 4: Once download is complete, click OK and close the dialog box
Step 5: Dialog box will appear stating, "Response files are ready to be processed.” Select
“Process Now.” After processing is complete, you can review the file.

Step 6: Close the screen to return to the main menu

7.2 Connectivity Errors

If you’ve uploaded using the Vendor Response Retrieval and Catalog Upload System, follow the
steps below.

Step 1: Go online to the Vendor Response Retrieval and Catalog Upload System
(https://vsc.gsa.gov/sipuser/sipuploadtool.cfm).

Step 2: Enter your contract number and username, select “Download”, and click “Login”.
GSA Vendor Support Center IWarh a Contract B All Things Green #  Markelng @ Adminsstration = Education /=

Faderal Acguisition Sarvice

@ Vendor Response Retrieval and Catalog Upload System

Welcome 1o the GSA Advantage! upoad center. This site allows SIP users to upload catalog files and download response fies that can't upload/downioad via SIP for any reason. Please
legin below and lell us whal action you need o lake

Contract Number

Usarnama

What would you iike 10 907

Upioad Dvmioad

Vendor Support Center Contact Schedules Input Program 7-3
Information Version 8.x Documentation




mailto:vendor.support@gsa.gov

https://vsc.gsa.gov/sipuser/sipuploadtool.cfm



Step 3: Follow the instructions in the screen shot below.

a Vendor Support Center - GSA Federal Supply Service - Microsoft Internet Explorer

—15]x]
Fle Edit View Favorites Tools Help

|
Qeack » £ ~ @] @ _::j|/'TJSearch ‘E}S’Favorltes @‘ &4~ :_\,' w o~ i & @
Address I@http.Ijvsc‘gsa‘gov/swpuserﬂnsn'ucﬁons.cfm j Go Links *

Vendor S uppoff tem“er

GSA Federal Supply Service
INSTRUCTIONS... tlose window

‘When you click on the file name you will be asked what vou want to do with the file ex

‘wihat would pou like ta do with this file?

" Open this file from its curent location
¥ Save this file to disk <

click ok, The next screen will ask you where vou want to save the file choose the CASIPVEldownload dir. and make sure the file type is All
Eiles ex

File ame. [35F 12348, 080 =l

Save astype. > [H

Once you have the file(s) saved open the SIF program ga to Communications from the tool bar and select Process Response Files.
Example:

File Edt Tools | Communications Windows  Help
©x,  Create Catalog Files
ﬂ@@'ﬁ SendjReceive Files
> Process Response Files
Create 5 Replacement: File
Check File Status
Check File Status on VSC Website

Once you have clicked this letthe process run until it tells you its complete

=l
&] Done

i ’_‘ | % Local inranet
M _—4\‘.’ =5 ’m @ > | @ikenco... | B3 avava.. | @ AR sys.. | € contra.. | Cacipoe.. | Cacnpoc... | &MENH... |@5ip_inst‘..| L

= = Bdrrotol.. | ®Docum...| & Apri- .. | @jagent .. | 49 windo... | &1 vendor.. @vendo... « Bl wednesday
EEErEC]) '

&2 151712007

8 BACKING UPAND RESTORING SIP DATA
8.1  Backing up SIP Data

To backup data, select “Tools” — “Backup”.

x

9P This option will backup wour data Files ko the SIP backup directary, Continue?
e W )

Select “Yes”
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x

Backup Completed! Backup file name is BACKLP.001, For extra security, copy this file to a floppy
- diskette.

Select “OK” to complete process.

The process created a file called backup.001. This file is located in the C:\SIPV8\backup folder.
Keep a copy of this file in another location (CD, floppy, network drive, etc.). If you lose your
SIP data and do not have a backup file, you must re-enter the entire catalog in SIP. We do not
keep copies of this file.

8.2  Restoring SIP Data

Copy the backup.001 file into C:\SIPV8\backup folder. Open SIP and select “Tools” —
“Restore”.

x

y This process will restore the data files contained in wour backup directory, Your current data will be
L) CMERMYRITTEM, Do wiou wish bo conkinue?

Select “Yes” to restore SIP data.

x

\i:) Files have been successfully restared,
-

Select “OK”
9 UPGRADING SIPVERSION

SIP version 8.x automatically searches for upgrades when the SIP program is opened and will
upgrade to version 8. For versions earlier than 8.x or for those with firewalls preventing
automatic upgrades please read below:
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9.1 Upgrading SIP Version 7.x with Firewall

If SIP version 7.x does not upgrade automatically to the newest version of 8, follow section 6.1
“Back up SIP Data”. Download latest version of SIP from the Vendor Support Center website
(http://vsc.gsa.gov), and then follow section 6.2 “Restoring SIP Data”. After you backup your
data, save the backup.001 file on a different drive to prevent any data loss.

9.2  Upgrading From SIP Version 6.2

Contact the VSC

10 VENDOR SUPPORT CENTER CONTACT INFORMATION

For any problems regarding SIP or SIP documentation, send an email to
vendor.support@agsa.gov or call the Vendor Support Center at (703) 305-6235 or toll free at
(877) 495-4849.
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Contractor Screen

INDEX

FIELD NAME REQUIRED (Y/N) DESCRIPTION
Contractor Name Y Company/Business Name
DUNS Y Dun and Bradstreet Number
Password Y Password provided at the time of SIP registration.
Provided by GSA
Division Name N Not required
Address 1 Y Company/Business Street Address
Address 2 N Additional address info. (ex. Suite 900)
Country Y Country
City Y City
State Y State
Zip Code Y Zip Code
Telephone Y Business Phone Number
Fax Y Business Fax Number
Website N Business website/URL

Contracts Screen

FIELD NAME

REQUIRED (Y/N)

DESCRIPTION

Schedule Number Y GSA Schedule Category Number
Contract Number Y Assigned GSA Contract Number
Modification N Required only when there is a modification to
Number original contract. Modification Number will be given
by assigned Procurement Contracting Officer (PCO).
Catalog Effective Y Date GSA contract was awarded
Date
Name Y Company Contract Administrator’s name
Phone Y Company Contract Administrator’s phone number
Fax Y Company Contract Administrator’s fax number
E-Mail Y Company Contract Administrator’s e-mail address
Prompt Pay Info N Additional discount if payment is made within a
certain number of days
Warranty Y Warranty information; if no warranty applies select
“No Warranty” from drop down menu
Production Points Y Country(ies) where products are manufactured. If you
provide services use “US”
Minimum Order Y Minimum order amount
Time of Delivery Y Time of Delivery of products:

Shipped — Products will be shipped in indicated
number of days after the receipt of order
Delivered — Products will be delivered in the
indicated amount of days after the receipt of order

Contracts providing services must select “from date

Vendor Support Center Contact
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FIELD NAME REQUIRED (Y/N) DESCRIPTION
of award to date of completion”
FOB Points Y Freight information

D — Destination

O - Origin — Freight prepaid by seller

W — Worldwide (Continental US = destination,
Outside Continental US = origin)

N — No delivery to this destination

Products Screen

FIELD NAME | REQUIRED (Y/N) DESCRIPTION
Contract Number Y Assigned GSA Contract Number
SIN Y Special Item Number
UPC/GTIN N
Manufacturer Y Manufacturer of Product
Manufacturer Y Manufacturer part/model number of product
part/model
number
Contractor part N Contractors that use their own part number scheme
number rather than the manufacturers part number
National Stock N National Stock Number
Number (NSN)
Product/Item Y Name of Product or Item
Name
Photo Name N Filename of photo associated with product - Note:
The Photo Name field can only be entered when
all appropriate photos files have been placed in
the C \SIPV8\Photo folder and follow all photo
criteria. Please refer to the “Addding Product
Photos” section.
Product Y Detailed description of products. (1000 character
Description limit)
Product Specific N URL for webpage with product information or
Website company website
Product Length N Length of product packaging — NOTE: This field is
required when FOB point value is O or W.
Product Width N Width of product packaging — NOTE: This field is
required when FOB point value is O or W.
Product Height N Height of product packaging — NOTE: This field is
required when FOB point value is O or W.
Unit of N Unit of measurement used for product length, width,
Measurement and height - NOTE: This field is required when
Product Length, Width, and Height are entered.
Shipping Unit N Shipping weight of packaged product - NOTE:

Vendor Support Center Contact
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FIELD NAME

REQUIRED (Y/N)

DESCRIPTION

Weight

This field is required when FOB point value is O
or W.

Shipping Package N Shipping Package Cube (cubic feet) - NOTE: This

Cube field is required when FOB point value is O or W.
Unit of Issue Y Unit in which the product is issued/sold
Quantity Per Unit N This field is activated when the Unit of Issue
requires additional information.
Order Increment N Order increment information
Time of Delivery Y Number of days in which product will be delivered.
Warranty Y Warranty information.
Production Points Y Country in which product is manufactured.

Price Screen

FIELD NAME | REQUIRED (Y/N) DESCRIPTION
Unit of Issue Y Cannot be edited in pricing screen. Must be edited in
product information screen.
Quantity per unit N Cannot be edited in pricing screen. Must be edited in
product information screen.
Order Increment N Cannot be edited in pricing screen. Must be edited in
or minimum product information screen.
Standard Pack N Cannot be edited in pricing screen. Must be edited in
product information screen.
Catalog Price Y Catalog/Commercial Price
GSA Price Y GSA Price
Temp Price N Temporary discount price — must be lower than GSA
price
Effective Date N Temporary discount start date — required if temp
From price is entered
Effective Date To N Temporary discount end date — required if temp price

is entered
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QTY/Vole Screen

FIELD NAME

REQUIRED (Y/N)

DESCRIPTION

Start Range Y Start range (quantity or dollar volume amount) of
current break. Start range MUST be 1 greater than
previous end range. First start range must be greater
than 1. The number 1 is already assumed to be the
original GSA price.

End Range Y End range (quantity or dollar volume amount) of
current break. The final end range value MUST be
entered as 999999999 to indicate infinite value OR
up to maximum order.

GSA Discount Yif> GSA discount price OR discount percentage is to be
price entered. Both fields cannot be used.

Discount % Yif> GSA discount price OR discount percentage is to be
entered. Both fields cannot be used.

Discount N Conditions to discounts that may apply to the

Conditions product.

Accessories Screen

FIELD NAME | REQUIRED (Y/N) DESCRIPTION
Contract Number Y Assigned GSA Contract Number
SIN Y Special Item Number
Manufacturer Y Manufacturer of Accessory
Manufacturer Y Manufacturer part/model number of accessory
part/model
number
Contractor part N Contractors that use their own part number scheme
number rather than the manufacturers part number
National Stock N National Stock Number
Number (NSN)
Accessory/ltem Y Name of Accessory or Item
Name
Photo Name N Filename of photo associated with product - Note:
The Photo Name field can only be entered when
all appropriate photos files have been placed in
the C:\ SIPV8\Photo folder and follow all photo
criteria. Please refer to the “Adding Product
Photos” section.
Attach Product Y Attach a product to the accessory. All accessories
must be attached to at least one product.
Accessory Y Detailed description of accessory. (1000 character
Description limit)
Accessory N URL for webpage with accessory info or company
Specific Website website
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FIELD NAME | REQUIRED (Y/N) DESCRIPTION
Accessory Length N Length of accessory packaging — NOTE: This field
is required when FOB point value is O or W.
Accessory Width N Width of accessory packaging — NOTE: This field
is required when FOB point value is O or W.
Accessory Height N Height of accessory packaging— NOTE: This field
is required when FOB point value is O or W.
Unit of N Unit of measurement used for accessory length,
Measurement width, and height - NOTE: This field is required
when Accessory Length, Width, and Height are
entered.
Shipping Unit N Shipping weight of packaged accessory - NOTE:
Weight This field is required when FOB point value is O
or W.
Shipping Package N Shipping Package Cube (cubic feet) - NOTE: This
Cube field is required when FOB point value is O or W.
Unit of Issue Y Unit in which the accessory is issued/sold
Quantity Per Unit N Required when Unit of Issue is BOX, CASE, PACK,
etc. Used to provide quantity within the BOX,
CASE, PACK, etc.
Order Increment N Order increment information
Time of Delivery Y Number of days in which accessory will be
delivered.
Warranty Y Warranty information
Production Points Y Country in which accessory is manufactured

Options Screen

FIELD NAME REQUIRED (Y/N) DESCRIPTION
Group Name Y Accessory group name
Manufacturer Part # Y Manufacturer’s accessory part number
Option Type Y How option will relate to base product. Values are
I=included, S=substituted, A=added, and O=none
can be selected for group. NOTE: Option type
“S” can only be used if first option in group has
an option type”’1”.
Description Y Accessory description
Manufacturer Y Manufacturer of accessory
Price or Credit Y Price or credit of accessory
Quantity Y Number of accessory(s)
Unit Y Unit of measurement of accessory

Vendor Support Center Contact

Information

Version

Schedules Input Program

10-11
8.x Documentation






		1 GENERAL INFORMATION

		1.1 Introduction

		1.2 GSA Advantage! Overview

		1.3 Schedules Input Program (SIP)

		1.4 Vendor Support Center (VSC)

		1.5 GSA Contract Award

		1.6 GSA Advantage! Catalog Upload Process



		2 GETTING STARTED

		2.1 SIP Registration



		3 SIP DATA ENTRY

		3.1 Contractor Information Screen

		3.2 Primary Contract Information Screen

		3.3  Product Information Screen

		3.3.1 Quantity Volume Discount Breaks

		3.3.2 Dollar Volume Discount Breaks



		3.4 Accessories Information Screen

		3.5 Options Information Screen



		4  ADDING PRODUCT PHOTOS

		4.1 Adding Photos Using Product Information Screen

		4.2 Adding Photos in the Photo Screen



		5 IMPORTING PRODUCTS

		5.1 Import Program Overview

		5.2 Building Import Files

		5.3 Shortcut for Building Import Files

		5.4 Adding Photos Using Spreadsheets

		5.5 Importing Files into SIP

		5.6 Creating Text Files

		5.7 Attaching Text Files to SIP



		6 Uploading Catalog Information

		6.1 SIP Upload File Types

		6.2 Firewall Settings

		6.3 SIP Upload Instructions

		6.4 Uploading/Using VSC Website

		6.5 Website Upload Conditions



		7 DOWNLOADING AND PROCESSING RESPONSE FILES

		7.1  Downloading and Processing Files

		7.2 Connectivity Errors



		8 BACKING UP AND RESTORING SIP DATA

		8.1 Backing up SIP Data

		8.2 Restoring SIP Data



		9 UPGRADING SIP VERSION

		9.1 Upgrading SIP Version 7.x with Firewall

		9.2 Upgrading From SIP Version 6.2



		10 VENDOR SUPPORT CENTER CONTACT INFORMATION




[image: ]Multiple Award Schedule

October 1, 2019





Transactional Data Reporting (TDR) Pilot



On June 23, 2016, the U.S. General Services Administration (GSA) published a G eneral

 Services Administration Acquisition Regulation (GSAR) final rule to capture transactional data on procurements across all of its Federal Supply Schedule (FSS) contracts and Government- wide Indefinite-Delivery, Indefinite-Quantity (IDIQ) contracts, to include Government-wide Acquisition Contracts (GWACs). The TDR Rule requires vendors to electronically report the price the federal government paid for an item or service purchased through contracts covered by TDR.



This solicitation is part of the Transactional Data Reporting (TDR) Pilot. Under the Pilot, you are NOT required to provide Commercial Sales Practices (CSP) disclosures identifying discounts, terms, and conditions offered to your commercial customers that equal or exceed the discounts, terms, and conditions offered to GSA. Additionally, the requirement to monitor price reduction violations through Price Reductions clause tracking is removed. Thus, participation in the TDR Pilot results in a substantial decrease in the paperwork burden for offerors submitting offers inclusive of a TDR Pilot SIN.



The following Subcategories contain SINs that are eligible to participate in TDR, as follows:



		LARGE CATEGORY

		SUBCATEGORY

		SIN(s)



		Facilities

		Facilities Maintenance and Repair

		561210FAC



		Facilities

		Facilities Services

		238320, 541690E, 561730,



		Facilities

		Facilities Solutions

		541513 and 811310MR



		Facilities

		Facilities Supplies

		322291, 326119, 339994,

333318F, and 339113G



		Facilities

		Food Service Equipment

		311423, 333241, 335220, 336999,

332215T, and 333415REM



		Furniture & Furnishings

		Flooring

		314110SBSA



		Furniture & Furnishings

		Household, Dormitory & Quarters Furniture

		3FURNISH



		Industrial Products and Services

		Cleaning Supplies

		325611 and 325612



		Industrial Products and Services

		Hardware and Tools

		332510, 333112, 532310,

332510C, 332510S, and

333TOOL



		Industrial Products and Services

		Industrial Products

		314120, 324110, 324191, 325320,

325998, 325998W, 335220D, and

335220E



		Information Technology

		IT Hardware

		33411



		Information Technology

		IT Software

		54151 and 511210



		Information Technology

		Telecommunications

		517410



		Miscellaneous

		Apparel

		315210



		Miscellaneous

		Personal Hair Care Items

		335210



		Miscellaneous

		Complimentary Special Item Numbers

		ANCILLARY* and NEW*,



		Office Management

		Audio Visual Products

		334310, 334290OS, 334511T, and 541990AV







		Office Management

		Office Supplies

		339940, 339940OS4, and

339940OVER



		Professional Services

		Technical and Engineering Services (Non-IT)

		541330ENG, 541420, 541690,

and 541715



		Scientific and Management Solutions

		Testing and Analysis

		541380





[image: ]* These SINs may only be awarded in conjunction with other TDR-eligible pilot SINs.



For more information about the SINs participating in the TDR Pilot, please review the solicitation attachment entitled, “Consolidated MAS Available Offerings.”



The following chart highlights the differences between a TDR Pilot offer and a traditional/non- TDR offer:



		Transactional Data Reporting Offer/ Award Requirements

		Traditional Offer/Award Requirements



		CSP disclosure is not required with submission of an offer or after award

		CSP disclosure must be submitted with offer, with certain modification requests, and may be required prior to exercise of option periods



		MFC/BOA information is not required with submission of an offer or after award

		MFC/BOA information must be submitted with offer and with certain modification requests



		No MFC/BOA is identified at time of award

		MFC/BOA is identified at time of award



		No MFC/BOA discount relationship is established at time of award, and tracking of price reductions is not required

		MFC/BOA price/discount relationship is established at time of award and must be

maintained throughout the life of the contract



		Tracking of price reduction violations is not required (see GSAR clause 552.238-75 Price Reductions

ALTERNATE I)

		Vendor is required to track price reduction violations pursuant to GSAR clause 552.238- 75 Price Reductions



		Offer is evaluated in accordance with GSAR 538.270-2

Evaluation of offers with access to transactional data

		Offer is evaluated in accordance with GSAR 538.270-1 Evaluation of offers without access to transactional data



		Vendors are required to report information on 11 transactional data elements (see GSAR clause

552.238-74 Industrial Funding Fee and Sales Reporting ALTERNATE I)

		Not Applicable



		Transactional data reporting is required on a monthly basis, due 30 days after the end of each month

		Not Applicable



		Not Applicable

		Contractors are required to report total aggregate contract sales, by SIN, on a quarterly basis, due 30 days after the end of each quarter



		IFF must be remitted no later than 30 days after the end of each business quarter

		IFF must be remitted no later than 30 days after the end of each business quarter







Please visit GSA Interact, the Vendor Support Center and h ttps://srp.fas.gsa.gov/ to learn more about the TDR Pilot. These sites contain a wealth of information about TDR,  including Fact Sheets, Frequently Asked Questions (FAQs), tutorials and presentations.
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If your offer is inclusive of a TDR Pilot SIN, your firm is ELIGIBLE to participate in the TDR Pilot. If a TDR pilot SIN is included in your offer along with non-TDR SIN(s) and you elect to participate in TDR, then the entire contract will be subject to TDR, and the PRC tracking and CSP disclosure requirements are removed for the entire contract. Participation in the TDR Pilot



is voluntary for all offers.



Once the offeror selects whether or not to participate in TDR and the choice is entered within the eOffer system, the decision is final and cannot be changed in the eOffer system.



In the event that an offeror elects to participate in the TDR pilot, but no TDR-eligible SINs are determined by GSA’s offer evaluator to be acceptable for award, then the offer will either be rejected or withdrawn. A contract cannot be awarded under TDR without at least one TDR-eligible SIN.



Notes For Existing Contractors Submitting Follow-On Offers:



If an existing contractor submits an offer for a follow-on contract (i.e., the existing Consolidated contract is in its final option period and the contractor desires to have a new Consolidated contract), the contractor will be given the opportunity to elect whether to participate in TDR when the new offer is created in eOffer. Contractors who intend to hold “dual” contracts (i.e., leave the existing contract open until it expires and also have a new Consolidated contract) must have the same TDR status for both contracts.



If the contractor intends to have the existing contract cancelled immediately upon award of the follow-on contract, the contractor may elect to change its TDR participation upon submission of the new offer, since there will only be one active PSS contract at a time.  In cases where the contractor has changed its TDR participation in its new offer, the GSA offer evaluator will presume that it is the contractor’s intent to have the existing contract be cancelled immediately upon award of the new contract, and will cancel that contract accordingly.



 (
apply under a TDR Pilot offer
)The following chart identifies the clauses and provisions that versus a traditional/non-TDR offer:



		Transactional Data Reporting (TDR) Clauses and Provisions

		Traditional Clauses and Provisions



		Not Applicable

		PREPARATION OF OFFER (MULTIPLE

AWARD SCHEDULE) FAS Clause I-FSS-972 (AUG 1997)



		Not Applicable

		552.215-72 Price Adjustment – Failure to Provide Accurate Information



		552.216-70 ECONOMIC PRICE ADJUSTMENT

– FSS MULTIPLE AWARD SCHEDULE CONTRACTS (SEP 1999) (DEVIATION II – JUL 2016)

		552.216-70 ECONOMIC PRICE ADJUSTMENT – FSS MULTIPLE

AWARD SCHEDULE CONTRACTS (SEP 1999) (ALTERNATE I –

SEP 1999)



		552.238-80 INDUSTRIAL FUNDING FEE AND SALES REPORTING (MAY 2019) (ALTERNATE I - JUN 2016)

		552.238-80 INDUSTRIAL FUNDING FEE AND SALES REPORTING (MAY 2019)



		552.238-81 PRICE REDUCTIONS (MAY 2019) (ALTERNATE I - MAY 2019)

		552.238-81 PRICE REDUCTIONS (MAY 2019)



		552.238-81 Modification (Federal Supply Schedule) ALTERNATE II

		552.238-81 Modification (Federal Supply Schedule) ALTERNATE I



		I-FSS-969 ECONOMIC PRICE ADJUSTMENT - FSS MULTIPLE AWARD SCHEDULE (OCT 2014) (ALTERNATE II - JUL 2016)

		I-FSS-969 ECONOMIC PRICE ADJUSTMENT-FSS

MULTIPLE AWARD SCHEDULE (OCT 2014)



		SCP-FSS-001 Instructions Applicable to New Offerors

		SCP-FSS-001 Instructions Applicable to New Offerors



		Not Applicable

		CSP-1 Commercial Sales Practices Format
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Temp Price Reduct Labor-Service

		SIN		Service Proposed (e.g. Labor Category/Job Title/ or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Service Contract Act (SCA) Eligible If Labor Category (Yes/No)		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF		Temp Sale Start Date		Temp Sale End Date

		Example		Example		Example		Example		Example		$145.30		$145.30		0.00%		Example		5.00%		6.00%		1.00%		$138.04		$136.58		-1.05%		10.00%		11.00%		1.00%		$130.77		$129.32		-1.11%		$131.76		$130.29		-1.11%		01/01/2019		03/01/2019



Temporary Price Reduction Labor, Courses, or Services		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Temp Price Reduction Products

		SIN		Manufacturer Name		Manufacturer Part Number		Dealer Name		Dealer Part Number (Must be Diff From MFG's P/N if applicable)		Product Name		Product Description		Unit of Issue (UOI)		Current Commercial List Price		New Commercial List Price		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF		Temp Sale Start Date		Temp Sale End Date

		75-200		Hewlett Packard		HEWCF280XD		NA		HEWCF280XD		Example		Toner		EA		$145.30		$145.30		0.00%		Example		5.00%		6.00%		1.00%		$138.04		$136.58		-1.05%		10.00%		11.00%		1.00%		$130.77		$129.32		-1.11%		$131.76		$130.29		-1.11%		01/01/2019		03/01/2019



		Most Favored Customer’s Discount or Discount Range (MFC) __________.

		GSA’s Discount or Discount Range W/O IFF __________.

		Total Number of Products Adjusted This Modification __________.



Temp Price Reduction Products            
		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Training Course Descript Chang 

		SIN(s) 		Course Title		Current Course Length		New Course Length		Current Minimum Participants		New Minimum Participants		Current Maximum Participants		New Maximum Participants		Contractor or Customer Facility or Both		Domestic or Overseas		Commercial Price List (CPL) OR Market Prices		Unit of Issue (e.g. Per Person, Per Course)		Most Favored Commercial Customer (MFC)*		Discount Offered to Commercial MFC (%)		Commercial MFC Price		Discount Offered to GSA (off CPL or Market Prices) (%)		Price Offered to GSA (Excluding IFF)		Price Offered to GSA (including IFF)		Discount Offered to GSA (off MFC Prices) (%)

		123-1		Environmental Training		2 days		3 days		8		16		12		24		Customer Site		Domestic Only		$   100.00		Per Person		ABC Company		5.00%		$   95.00		10.00%		$   90.00		$   90.68		5.26%



Training Course Description Change Schedule 00CORP		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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Wage Deter Sch 736 TAPS

		DUNs		Vendor Name		Contract Number		SIN		WD Number		Service Proposed (e.g. Labor Category/Job Title/ or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Current Wage Determination Rate		New Wage Determination Rate		Current Health and Welfare		New Health and Welfare		Domestic or Overseas		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Current Commercial List Price or Market Prices		New Commercial List Price or Market Prices		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		999999999		ABC company		GS-02F-XXXXX		736-1		01011		Accounting Clerk I		Example		$   14.50		$   16.50		$   3.45		$   4.45		Domestic Only		hour		$24.00		$25.00		4.17%		ABC Company		1.00%		1.00%		0.00%		$23.76		$24.75		4.17%		5.00%		5.00%		0.00%		$22.80		$23.75		4.17%		$22.97		$23.93		4.17%

		999999999		ABC company		GS-02F-XXXXX		736-2		14041		Computer Operator I		Example		$   16.26		$   18.26		$   3.45		$   4.45		Domestic Only		hour		$26.00		$27.00		3.85%		ABC Company		1.00%		1.00%		0.00%		$25.74		$26.73		3.85%		5.00%		5.00%		0.00%		$24.70		$25.65		3.85%		$24.89		$25.84		3.85%

		999999999		ABC company		GS-02F-XXXXX		736-3		11150		Janitor 		Example		$   10.35		$   12.35		$   3.45		$   4.45		Domestic Only		hour		$18.00		$19.00		5.56%		ABC Company		1.00%		1.00%		0.00%		$17.82		$18.81		5.56%		5.00%		5.00%		0.00%		$17.10		$18.05		5.56%		$17.23		$18.19		5.56%

		Where Work is Performed: _______________________________________________________________

		Wage Determination Number: __________________________

		Wage Revision Number: _______________________________

		Wage Revision Effective Date: __________________________

		Health & Welfare Rate: ___________________

		Health & Welfare Effective Date: ___________



Service Wage Determination Schedules 736 TAPS		




Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.





Sheet3






Wage Deter Sch 738X, 76, 00CORP

		DUNs		Vendor Name		Contract Number		SIN		WD Number		Service Proposed (e.g. Labor Category/Job Title/ or Task)		Labor Category/ Service Description Key Words (separated by commas, limited to five keywords that are in the proposed/existing labor category description)		Current Wage Determination Rate		New Wage Determination Rate		Current Health and Welfare		New Health and Welfare		Domestic or Overseas		Unit of Issue (e.g. Hour, Task, Sq. Ft)		Current Commercial List Price or Market Prices		New Commercial List Price or Market Prices		% Change in Commercial Price		Most Favored Customer (MFC) (If Applicable)		Current MFC Discount		New MFC Discount		Change in MFC Discount		Current MFC Price		New MFC Price		% Change in MFC Price		Current GSA Discount Exclusive of the .75% IFF		New GSA Discount Exclusive of the .75% IFF		% Change in GSA Discount Exclusive of the .75% IFF		Current GSA Price Exclusive of the .75% IFF		New GSA Price Exclusive of the .75% IFF		% Change in GSA Price Exclusive of the .75% IFF		Current GSA Price Inclusive of the .075% IFF		New GSA Price Inclusive of the .075% IFF		% Change in GSA Price Inclusive of the .75% IFF

		999999999		ABC company		GS-02F-XXXXX		874-1		01011		Accounting Clerk I		Example		$   14.50		$   16.50		$   3.45		$   4.45		Domestic		hour		$145.30		$150.45		3.54%		ABC Company		5.00%		5.00%		0.00%		$138.04		$142.93		3.54%		10.00%		10.00%		0.00%		$130.77		$135.41		3.54%		$131.76		$136.43		3.54%
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Instructions

		Completion Instructions

		You MUST complete all necessary fields.  You may enter N/A for any fields that are not applicable except fields containing mathematical formulas. The Contracting Officer may still request any additional information.

		Embedded Mathematical Formulas:  Do not simply plug in numbers in fields where formulas are already embedded in the template. Contracting Officer must be able to see the mathematical formulas that are entered within the sheet. Otherwise your modification may be rejected. 

		Transactional Data Reporting (TDR):  If you are participating in TDR, fields highlighted in yellow on each sheet DO NOT need to be completed. See below under the Transactional Data Reporting section for more detailed information. You must enter "N/A" in the non-mathematical fields.

		Full Products and Broad Services Offerings 

		Offeror must provide a full and broad offering on services and/or products. Offers will not be accepted with only limited item/offering (product, labor category, training unless it represents a total solution for the Special Item Numbers (SINs). course, or fixed-price service)

		Fair and Reasonable Pricing

		To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  

		Offers who provide Most Favored Customer pricing to the government, but the prices are not highly competitive will not be found fair and reasonable and will not be accepted.  

		* Note:  GSA includes federal prime contractors as commercial customers. 

		Transactional Data Reporting (TDR):

		The TDR Pilot SINs for Schedule 00CORP are:
871 1 - Strategic Planning for Technology Programs/Activities 
871 2 - Concept Development and Requirements Analysis
871 3 - System Design, Engineering and Integration
871 4 - Test and Evaluation
871 5 - Integrated Logistics Support
871 6 - Acquisition and Life Cycle Management
871 7 - Construction Management and Engineering Consulting Services Related to Real Property

The TDR Pilot SINs for Schedule 75 are:
75-220 Enhanced SIN for Office Supplies & Services/Office Supplies 4th Generation (OS4)
75-200 Office Products
75-210 Office Services
75-85 Restroom Products

		Participants of TDR Pilot are NOT required to complete the following columns of the Price Proposal Template for any SINs: 
* Most Favored Commercial Customer (MFC)
* Discount Offered to MFC (%)
* Commercial MFC Price
* Discount Offered to GSA (off MFC Prices)(%)
* Supporting Invoice or Document Number/Page Location

These fields should be already highlighted in yellow on the sheet

		Other Direct Costs (ODCs)

		Products, Services and Labor acquired from a third party.  Other Direct Costs are established at Not-To-Exceed Amounts

		Instructions for Services - Labor Category or Job Title/Task, Training, Language or Support Services: 

		Note: Please enter labor categories or courses in the same order as they appear on the Commercial Price List or Market Rate Sheet (Market Prices), to facilitate sequential review. 

		SIN(s) Proposed:

		Enter SIN, SIN(s), or ‘All’ applicable to the labor or task element entry.  NOTE: ODC SIN 541-1000 should not be included in this section

		Service Proposed/Training Course/Language Service/Support Item

		Enter fully burdened direct labor category, training course, language or support service

		Labor Category Description Key Words (Services Tab Only)

		Enter keywords separated by commas, limited to five keywords that are in the proposed/existing labor category description. Use words that clarify or differentiate the key functional responsibilities of the labor category.

		Minimum Education / Certification Level: (Services Tab Only)

		Enter the minimum education required

		Minimum Years of Experience: (Services Tab Only)

		Enter the minimum number of years experience required for the specified labor category

		Required Licenses or Certifications (Services Tab Only)

		Enter required licenses or certifications that must be held by individuals performing under the labor category. State "None" if not required.

		Security Clearance Required (Services Tab Only)

		Indicate whether individuals performing under the labor category are required to possess a security clearance.

		Contractor or Customer Facility:

		Enter the physical location(s) where the services can/will be performed. For example, Contractor Facility, Customer Facility or Both.

		Domestic or Overseas:

		Enter the geographic location(s) where services can/will be performed.  For example, Domestic Only, Overseas Only or Worldwide

		Commercial Price List (CPL) or Market Prices: 

		Enter the fully burdened/undiscounted direct labor or task element commercial market pricing or CPL rates (dollar amount)

		Unit of Issue:

		Enter unit of issue for the labor or task element (Example: Hourly, Daily, Word, Page, etc.)

		Most Favored Commercial Customer (MFC):

		Enter the Most Favored Commercial Customer name corresponding to the direct labor or task entry (i.e.: Company name or Category of Customers). The Most Favored Commercial Customer is the customer or category of customers that receives the most favorable discount, if any, from commercial pricing (Commercial Price List or commercial market rates). If no discount is offered to any commercial customer from the commercial market rates or the Commercial Price List rates, the Most Favored Commercial Customer is ‘All Commercial Customers’. The Most Favored Commercial Customer discount is "0%" if no commercial firm obtains a discount from the commercial market rates or the Commercial Price List rates.

		Discount Offered to Commercial MFC (%):

		Enter the discount (X%) from the commercial pricing (commercial market rates or Commercial Price List rates) offered to the Most Favored Commercial Customer for the direct labor or task element entry

		Commercial MFC Price:

		Enter the fully burdened direct labor or task element commercial pricing (commercial market rate or Commercial Price List rate) discounted by the Most Favored Commercial Customer discount percentage (X%) (dollar amount)

		Discount Offered to GSA (excluding IFF):

		Enter the discount (X%) from commercial pricing (commercial market rates or Commercial Price List rates) offered to GSA for the direct labor or task element entry

		Price Offered to GSA (excluding  IFF):

		Commercial Price (dollar amount) discounted by the GSA discount percentage (X%)

		Price Offered to GSA (including IFF):

		Discounted GSA price (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price. 

		IFF:  Industrial Funding Fee (Clause 552.238-74): Fee is 0.75% (less than 1%)

		IFF Calculation Example: List Price = $100.00

		GSA % Discount: 10%

		GSA Price excluding IFF: $90.00

		GSA Price including IFF: $90.00/0.9925 = $90.68

		Discount Offered to GSA (off MFC Prices) (%):

		GSA price excluding IFF versus MFC

		Supporting Invoice Number:

		Place the invoice, contract number, or supplier quotation number in the Invoice column for each direct labor or task element entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Instructions - OOCORP Other Direct Costs (ODCs): 

		SINS(s) Proposed:

		Enter 541-1000 for ODCs which support any/all SIN(s) (i.e. 541-1, 541-2, 541-3, 541-4A, 541-4B, 541-4C, 541-4D, 541-4E, 541-4F, 541-4G and 541-5)

		Support Product/Labor (ODCs):

		Enter the name of the "Third Party" ODC element. If you are proposing usage rates for equipment or services that your company owns, include those items under the "Support Pricing" tab

		Commercial Price Excluding Markup (CPL):

		Enter the commercial price paid (dollar amount) excluding markup to acquire the ODC element from a third party provider

		Unit of Issue:

		Enter the unit of issue for the ODC element (Ex.: Hourly, Per Shipment, Per Event)

		Most Favored Customer (MFC):

		Enter the MFC name corresponding to the ODC entry (i.e.: Company name or Category of Customers). The MFC is the company or category of customers that receives the most favorable (lowest) markup added to the commercial pricing (Commercial Price Excluding Markup rate). If no firm is offered a reduced markup from the Commercial Price excluding Markup rate, the MFC is ‘All Commercial Customers’. 

		Commercial Markup (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to the MFC for the ODC element entry

		Commercial Price Including Markup (CPL):

		Enter the commercial price paid (dollar amount) including markup to acquire the ODC element from a third party provider, supported by a commercial invoice or supplier quote. A Maximum Ceiling Price (i.e. Not-To-Exceed Price) will be established from the invoice or quotation price.

		Markup Offered To GSA (%):

		Enter the markup (X%) applied to the commercial pricing (Commercial Price Excluding Markup rate) offered to GSA for the ODC element entry

		Ceiling Price/Rate Offered to GSA (excluding IFF): 

		Enter the commercial price paid (dollar amount) including GSA Offered markup to acquire the ODC element from a third party provider

		Ceiling Price/Rate Offered to GSA (including IFF):

		GSA price with proposed markup (dollar amount) (Price Offered to GSA (excluding IFF)) / .9925 (This formula incorporates the 0.75% Industrial Funding Fee). The price inclusive of IFF is referred to as the GSA Net Price.

		Invoicing/Supplier Quotations:

		Place the invoice or supplier quotation number in the Invoice column for each ODC entry. Order supporting invoices or quotes sequentially, as entries appear in your Pricing file, to facilitate review

		Note: Pass Through Other Direct Costs:  Priced at actual cost (price invoiced to your firm) plus Industrial Funding Fee (IFF) and are established at maximum ceiling price/rate.  “Pass Through Other Direct Costs” is/are GSA’s preferred method for use when contracting for Other Direct Costs.

		Note: If Proposing ODCs With A Markup:  Commercial Markup Relationship.  The contractor must demonstrate a clear/documented relationship between what was charged to their firm (i.e. invoice reflecting actual cost paid or a supplier quote) versus what they charged to their customer (i.e. actual invoice amount to your customer which reflects the total cost billed inclusive of any claimed markup) to establish their standard commercial practice and markup rate(s).  Supporting pricing documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included in the Offer.  There must be a clear and relevant relationship between the supporting document and the proposed price it is meant to substantiate.  The Government will attempt negotiation of a more favorable markup in comparison to the contractor’s MFC.
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