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2.0 SCOPE.  This is a non-mandatory blanket purchase agreement (BPA) for Department of Homeland Security (DHS) use based on General Services Administration (GSA) Federal Supply Schedule 75 for the full range of office supply products.  Orders will be placed under the BPAs by DHS personnel through the Department of Defense (DoD) EMALL or General Services Administration DHSADVANTAGE using the Government Purchase Card (GPC).  

2.1 Office Products Defined.  DHS’ office supplies definition matches the Schedule 75 definition, for purposes of this BPA.  

2.2 “DHS-Wide Use”.  All DHS GPC-holders within the 48 Continental United States may place orders for office products under the DHS-wide BPAs.  Delivery shall be F.O.B. (Free on Board) Destination. 

2.3 GPC Program.  As of 31 January 2006, there were approximately 13,735 DHS GPC-holders within the 48 continental states. 

2.4 Order Point Locations.  RFQ Attachment 3 provides a nonexclusive list of order point locations where delivery may be required.  DHS estimates that approximately 48% of orders, in terms of dollars, will be shipped to three (3) states (Texas, California, Virginia) and the District of Columbia. 

2.5 DoD EMALL and DHSADVANTAGE.  All GPC-holders and BPA vendors are required to process orders under the BPAs through E-tools DoD EMALL or DHSAADVANTAGE.  The use of these E-tools is required because they provide DHS with valuable data essential to effective management of its business decisions.  Vendors who accept orders outside of the E-tools without authorization are subject to cancellation of their BPA.

2.6 Orders.  In accordance with Federal Acquisition Regulation (FAR) 8.405-3 GSA, in partnership with any ordering agency, will establish multiple BPAs with Federal Supply Schedule (FSS) contract holders.
(a) Ordering activities shall use the procedures of this subsection when ordering supplies and services that are listed in the schedules contracts at a fixed price for the performance of a specific task, where a statement of work is not required (e.g., installation, maintenance, and repair) 

(b) Orders at or below the micro-purchase threshold. Ordering activities may place orders at, or below, the micro-purchase threshold with any Federal Supply Schedule contractor that can meet the agency’s needs. Although not required to solicit from a specific number of schedule contractors, ordering activities should attempt to distribute orders among contractors. 

(c) Orders exceeding the micro-purchase threshold but not exceeding the maximum order threshold. 

(1) Ordering activities shall place orders with the schedule contractor that can provide the supply or service that represents the best value. Before placing an order, an ordering activity shall consider reasonably available information about the supply or service offered under MAS contracts by surveying at least three schedule contractors through the GSA Advantage! on-line shopping service, or by reviewing the catalogs or pricelists of at least three schedule contractors (see 8.405-5). 

(2) When an order contains brand name specifications, the contracting officer shall post the Request for Quote (RFQ) along with the justification or documentation as required by 8.405-6. 

(3) In addition to price, when determining best value, the ordering activity may consider, among other factors, the following: 

(i) Past performance. 

(ii) Special features of the supply or service required for effective program performance. 

(iii) Trade-in considerations. 

(iv) Probable life of the item selected as compared with that of a comparable item. 

(v) Warranty considerations. 

(vi) Maintenance availability. 

(vii) Environmental and energy efficiency considerations. 

(viii) Delivery terms. 

(d) Orders exceeding the maximum order threshold. Each schedule contract has a maximum order threshold established on a SIN-by-SIN basis. Although a price reduction may be sought at any time, this threshold represents the point where, given the dollar value of the potential order, the ordering activity shall seek a price reduction. In addition to following the procedures in paragraph (c) of this section and before placing an order that exceeds the maximum order threshold or establishing a BPA (see 8.405-3), ordering activities shall— 

(1) Review (except see (c)(2) of this subsection) the pricelists of additional schedule contractors (the GSA Advantage! on-line shopping service can be used to facilitate this review); 

(2) Based upon the initial evaluation, seek price reductions from the schedule contractor(s) considered to offer the best value (see 8.404(d)); and 

(3) After seeking price reductions (see 8.405-4), place the order with the schedule contractor that provides the best value. If further price reductions are not offered, an order may still be placed. 

(e) Minimum documentation. The ordering activity shall document— 

(1) The schedule contracts considered, noting the contractor from which the supply or service was purchased; 

(2) A description of the supply or service purchased; and 

(3) The amount paid.

2.7 Estimated Spend.  DHS estimates that it spends $85 million on office products annually.  For fiscal year 2005, DHS GPC-holders placed 39,524 orders for office supplies valued at $30,700,524 from 354 DoD EMALL vendors.  This data is merely representative of the historical trend.  DHS does not guarantee any minimum quantity will be ordered under the BPAs.

3.0 PURPOSES AND OBJECTIVES.

Vendors are advised to ensure their approach and submissions related to DHS-wide Office Products BPAs consider and promote the purposes and objectives outlined below.

3.1 Purpose.  The purpose of establishing DHS-wide BPAs is:

3.2 Standardize DHS’ Purchase of Office Products through the Use of DoD EMALL/DHSADVANTAGE.  Processing all orders through E-tools provides DHS with valuable information about the products DHS uses, prices paid, the socio-economic status of the vendors, etc. so that it can strategically manage its purchasing based on automated data.

3.3 Ensure Compliance with Statutory Preference for JWOD Products.  The Javits-Wagner-O’Day Act (41 USC 46-48c) requires the Government to purchase supplies on the Procurement List from a JWOD participating nonprofit agency if available within the period required ( FAR 8.704).  Where a JWOD product is available, it must be ordered in preference to other similar items when it is identical or essentially the same as required by the GSA FSS contract for office products.

3.4 Capture Economies of Scale.  DHS anticipates these BPAs will generate significant sales volume and expects consideration in return.  Such consideration may be in the form of additional reductions of the vendor’s FSS catalog price, quantity discounts, or other such Customer Relationship Management Programs (CRMPs) which will provide DHS GPC-holders with incentives to place orders under the BPAs.   

3.5 Objectives.   The objectives of establishing DHS-wide BPA(s) are to:

3.6 Ensure Participation by Small Business.  In establishing BPAs DHS will ensure small businesses are afforded the maximum opportunity to participate in DHS’ Office Products purchases.  The term “small business” includes those types of businesses identified in FAR Subpart 19.000.  The attention of vendors is invited to FAR 8.405-5 regarding the participation of small businesses when orders are placed under Federal Supply Schedules.  Further, DHS is including socio-economic status as a primary evaluation factor.

3.7 Provide Cost-Effective, Convenient, and Customer-Focused Delivery of Office Products.  DHS customers require and deserve prompt and cost-effective delivery of Office Products under the BPAs and effective customer service related to tracking, invoicing, substitutions and product quality.

4.0 REQUIREMENTS.

4.1 Vendor shall be required to deliver orders within the 48 Continental United States. 

4.2 Vendor shall upload the catalog to EMALL reflecting awarded BPA pricing within 10 business days of award of a BPA.  Upon deployment of DHSADVANTAGE, vendor shall upload their identical EMALL catalog reflecting awarded BPA pricing within 10 business days of receiving notice that DHSADVANTAGE is operational.  The catalog shall:

a)
contain pictures for all products (to be completed within 30 days of BPA award)


b)
clearly identify the manufactured status of each printer and facsimile replacement toner cartridge such as identifying whether the cartridge is a new Original Equipment Manufacturer (OEM), new Third Party Manufacturer compatible, remanufactured/rebuilt/refilled, if internal components are new (i.e. drum/photoreceptor, charger roller, mag roller, wiper blade), and if the print head is new and unused

c)
maintain consistent product offering and pricing with both the DoD EMALL and DHSADVANTAGE 

d)
reflect pricing that maintains the percentage discount relationship between  BPA pricing at time of award and vendor’s  FSS 75 contract pricing at time of BPA award, except for any downward price adjustments that may occur 

e)
clearly identify Javits-Wagner-O’Day (JWOD) products

f)
omit JWOD essentially the same (ETS) as products, unless a waiver is granted

g)
ensure that the manufacturer’s part number reflects the part number assigned by the product’s manufacturer  

h)
clearly reflect any and all sale priced items offered on GSAADVANTAGE 

4.3 Vendor shall provide electronic notice/acknowledgement to the DHS GPC-holder that the order was received and shipped within eight (8) hours of either action. 

4.4 Vendor shall maintain an order tracking system that permits obtaining the location of an order between the time the order leaves vendor’s facility and delivery and acceptance at destination.
4.5 Vendor shall not utilize a “fill or kill” practice for any order unless approval is obtained from the DHS GPC-holder.

4.6 Vendor shall comply with all specifications, clauses, terms, and conditions in the vendor’s FSS 75 contract; the specific terms and conditions contained in this BPA; and the DoD EMALL Business Rules and Agreement. The DoD EMALL Business Rules and Agreement is provided as RFQ Attachment 4.

4.7 Vendor shall furnish reports in accordance with RFQ Attachment 5 Data Item Description (DID) or as directed in writing by the Project Officer or designee(s) in accordance with the schedule identified in Section 7.0, Deliverables. 

4.8 Vendor shall maintain a used toner recycling program in accordance with their FSS contract. 

4.9 Vendor shall maintain a policy regarding a low price guarantee or meeting a competitor’s price. 

4.10 Vendor shall offer original equipment manufacturer (OEM), remanufactured and third party OEM toner and separately identify the status of these products on all electronic catalogs. 

4.11 Vendor shall provide the bank with sufficient information to enable level III reporting.  For the purposes of this BPA, level III reporting includes: 

a) unit cost

b) quantities

c) unit of measure

d) product codes

e) product descriptions

f) ship to/from zip codes

g) freight amount

h) duty amount


i) order date`

j) discount amount

k) order number
l) debit/credit indicator

m) total purchase amount

n) date of purchase, 

o) merchant’s name, city/state, 

p) date vendor processed the charge/credit

q) vendor processing/transaction reference number for each charge/credit

r) merchant category code

s) sales tax amount 

t) accounting code

u) merchant TIN

v) minority/women owned, service-disabled veteran owned business codes

w) 1099 status and merchant zip code

4.12 Vendor shall provide a customer service center from 8:00 A.M. to 5:00 P.M., Monday through Friday, except Federal holidays.  The hours of operation shall be those of the location of the vendor.  Customer service personnel shall be knowledgeable of the Federal Government’s purchase procedures and those procedures specifically tailored to this BPA.

4.13
Order placement via phone, fax, email, or vendor operated website shall not be accepted unless the Contracting Officer or DHS Project Officer determines DoD EMALL and DHSADVANTAGE are unavailable and grants the vendor permission to accept orders via other means.

4.14 Vendor shall ensure product pricing maintains the percentage discount relationship between BPA pricing at time of award and vendor’s FSS contracting pricing at time of BPA award for the duration of the BPA’s period of performance. The exception to this condition is for any downward price adjustments. At no time during the BPA’s period of performance can a product price exceed the calculated price using the percentage agreed to at time of BPA award. 

4.15 Vendor shall charge the product price appearing in the BPA catalog at the time an order is placed, unless a more advantageous price is available to the Government. Vendor shall consider timeframes that are required to make pricing and product changes to the BPA catalog posted to the DoD EMALL and DHSADVANTAGE.   

4.16 Vendor shall maintain a Management Program to ensure that end products comply with the Trade Agreements Act (TAA), 19 U.S.C. sections 2501-81 (2000). 

4.17 Vendor shall charge the DHS GPC-holder only upon 100% fulfillment of an order excluding any agreed to back-ordered items. Vendor shall charge the GPC only once per order, regardless of the number of shipments. Agreed to back-ordered items may be charged separately. 

4.18 Vendor shall furnish a packing slip with all orders. 


4.19 Vendor need only make an invoice available upon customer request. 

4.20 Vendor shall report, at no cost to the Government, BPA related performance metrics and measures. Vendor shall work in partnership with the DHS Project Officer or designated personnel to develop performance metrics and measurement reports.  These metrics and measures will gauge vendor BPA performance and will evaluate areas that include, but are not limited to:

Adherence to delivery schedule
Meeting BPA terms and conditions

Maintaining pricing integrity 
Ensuring adequate inventory levels

Meeting reporting requirements
Product returns

Customer satisfaction



4.21 Vendor(s) shall maintain the confidentiality of personal financial information furnished to them in the ordinary course of business. Vendor further agrees that such personal financial information shall, once obtained, be maintained in confidence, and shall not be sold, distributed or used for any commercial purpose not directly related to performance of the BPA.

4.22 Vendor shall meet with the DHS Project Officer and Contracting Officer or their designee(s) to conduct program reviews no less than each calendar quarter. These program reviews will address such topics as: program objectives, purchasing and savings statistics, accomplishments, customer service statistics, product ordering analysis, performance measures and proposed program improvements. The agenda and schedule for these program reviews will be determined upon BPA award.

4.23 Restocking fees can be assessed if costs are incurred by vendor due to customer error, not to exceed 10%.  Restocking fees shall not be assessed due to vendor error.

4.24 Vendor shall state their order minimum.  The order minimum shall be incorporated into the BPA.

4.25 Vendor shall state their aggregate dollar purchase threshold where additional percentage discounts can be obtained.  DHS aggregate dollar purchase threshold, percentage discount and any conditions shall be incorporated into the BPA.

4.26 Vendor shall issue one detailed invoice to cardholder for the total amount of order regardless of number of partial shipments.  Invoice prices shall reflect EMALL prices per item.  No split invoices are authorized.

5.0 PERIOD OF PERFORMANCE.

The period of performance is provided below.  However, the period of performance cannot exceed the period of performance of the vendor’s FSS 75 contract.  Thus, the BPA will expire on the expiration of the vendor’s FSS contract against which the BPA is written or five years after award, whichever occurs first.

Base Year
(One Year From Date of Award)

Option Period 1
(One Year)

Option Period 2
(One Year)

Option Period 3
(One Year)

Option Period 4
(One year)

The vendor shall notify the Contracting Officer no less than 60 days prior to the expiration of vendor’s FSS 75 contract.  The BPA will remain in effect for the effective period of the GSA contract unless sooner canceled.
6.0 ORDERING PROCEDURES.

6.1 All orders placed under this BPA shall be placed via DoD EMALL or DHSADVANTAGE unless the Contracting Officer or DHS Project Officer determines DoD EMALL and DHSADVANTAGE are unavailable and grants the vendor permission to accept orders via other means. 

6.2 All orders shall be delivered according to standard commercial practice which is generally the next business day after receipt of an order, not to exceed three (3) business days.  

6.3 Delivery of all orders shall be Free On Board (FOB) Destination.

7.0 DELIVERABLES.

7.1 Vendor shall submit the following deliverables to DHS in accordance with the following schedule:

	Deliverable Description
	Due Date
	Submit To

	Data Item Description
	15th day of each month
	Project Officer


7.2 Metrics and Measures Reports – schedule to be determined.

8.0 CONTRACT ADMINISTRATION

8.1  – The Contracting Officer is the only person authorized to make or approve any changes to any of the requirements of this BPA and notwithstanding any clauses contained elsewhere in this BPA, this authority remains solely with the Contracting Officer.  In the event the Contractor makes any changes at the direction of any person other than the Contracting Officer, the change will be considered to have been made without authority and no adjustment will be made in the contract price to cover any increase in cost incurred as a result thereof.  

8.2 The Contracting Officer responsible for administration of this BPA is

Houston Taylor

U.S. General Services Administration

Crystal Plaza 4

2200 Crystal Drive, 7th Floor

Arlington, VA 20406

P: 703.605.2759

Fax: 703.605.9948

E-mail: houston.taylor@gsa.gov
8.3 The Contract Specialists for administration of this BPA are:

David Mugan




Brennan Conaway

U.S. General Services Administration

U.S. General Services Administration

Crystal Plaza 4




Crystal Plaza 4

2200 Crystal Drive, 7th Floor


2200 Crystal Drive, 7th Floor

Arlington, VA 20406



Arlington, VA 20406

P: 703.605.2788



P: 703.605.2613

Fax: 703.605.9948



Fax: 703.605.9948

E-mail: david.mugan@gsa.gov


E-mail: brennan.conaway@gsa.gov
8.4 The DHS Project Officer will represent the Contracting Officer in the administration of technical matters within the scope of this BPA.  The Project Officer is also responsible for final inspection and acceptance of all reports and such other responsibilities as may be specified in this BPA.  The Project Officer is not otherwise authorized to make any representations or commitments of any kind on behalf of the Contracting Officer or the Government.  The Project Officer does not have authority to alter the contractor’s obligations or to change the BPA specifications, pricing, terms, or conditions. If, as a result of technical discussions, it is desirable to modify the BPA requirements or the Statement of Work, changes will be issued in writing and signed by the Contracting Officer. 

8.5 The DHS Project Officer assignment for this BPA may be changed at any time by the Government without prior notice to the Contractor.  However, the Contractor will be notified of the change in writing.  The Project Officer(s) for this BPA are:

Primary:

Deborah Ford

Department of Homeland Security

Washington, DC. 20528

Deborah.ford@dhs.gov
(202) 447-5260

Alternate:

Celeste Steele

Department of Homeland Security

Washington, DC. 20528

Celeste.steele@dhs.gov
(202) 205-8706

9.0 TERMS AND CONDITIONS

The terms and conditions of the BPA are

provided herein:  

9.1 Vendor shall provide a primary point of contact (POC) and an alternate name, e-mail/phone/fax and address that shall be responsible for coordinating all DHS BPA issues to the DHS Project Officer within 7 calendar days after award of the BPA.  The vendor shall update the POC/alternate as changes occur.

9.2 The BPA will remain in effect for the effective period of the GSA contract unless sooner canceled.

9.3 DHS Government Purchase Card (GPC) holders in CONUS – the 48 Continental United States – may use the BPAs for the purchase of office supplies.  

9.4 Vendor shall automatically substitute products for items ordered when JWOD products are identical or ETS to items ordered.  If JWOD items are not available to meet delivery times required by this BPA the vendor shall contact JWOD partnership representative to report stock-outs and request a waiver, advise the customer, and advise the contracting officer via e-mail.  Vendor shall not show commercial items and prices in their catalog on EMALL that have JWOD equivalents unless a waiver has been approved by the Government.  Substitutes will be identified by EMALL to the cardholder to ensure that the substitutes are identified at the time of order/checkout.  Paper catalogs provided to DHS customers by any BPA vendor shall contain a flyer that clearly identifies which JWOD items are ETS for commercial items and explains the statutory, GSA, and DHS policy on JWOD products.  

9.5 The BPA does not obligate any funds.  This agreement does not obligate DHS to purchase any minimum quantities of supplies from the vendor.  DHS will be obligated only to the extent authorized orders are placed against this BPA.

9.6 Within ten (10) days of award, the vendor must submit 4 copies of their most current printed full-line catalog reflecting BPA awarded pricing, along with an electronic format of that catalog (MS Excel spreadsheet) to the Project Officer for merchandising analysis. 

 9.7 Vendors shall conform to DoD EMALL Standard Business rules.  DoD EMALL requires 5 days lead time for price changes to be effective.   
9.8 PRICE AND ITEM MODIFICATIONS:  Price charged to buyer shall be the price displayed on the DoD EMALL/DHSADVANTAGE without exception.
9.8.1 If prices are increased on the Schedule contract, the vendor may request that prices be increased under this BPA.  The Contracting Officer will make the final decision on any request for price increases under this BPA.  Any price decreases made to the Schedule contract shall be immediately effective for this BPA and identified immediately to the Contracting Officer.  

9.8.2 Prices are subject to periodic price adjustment.  A process is established herein for periodic price adjustments and the Government will monitor and approve all price changes. BPA pricing will be fixed but subject to quarterly review and adjustment based on changes in the underlying catalog.

9.9 At no time shall prices submitted to DHS exceed those prices on the FSS contract.  

9.10 Minimum order shall be $ ___0___.  Maximum order shall be users (buyer) individual purchase card limitation.  Unpriced orders will not be placed against this BPA.

9.11 Only authorized ordering officials who are warranted DHS contracting officers and authorized GPC holders, acting within the scope of their delegated procurement authority, are authorized to place orders against the BPA.

9.12 Authorized cardholders shall pay with GPC and issue transactions via EMALL or DHSADVANTAGE.

9.13 Order placement via phone, fax, email, or vendor operated website shall not be accepted unless the Contracting Officer or DHS Project Officer determines DoD EMALL and DHSADVANTAGE are unavailable and grants the vendor permission to accept orders via other means.

9.14 Delivery terms shall be FOB Destination.  

All shipments under this agreement shall contain vendor’s standard commercial packing slip with the following minimum information:

i. Name of Supplier
ii. BPA Number 

9.15 Vendor shall provide hard copy invoices upon customer’s request. 

9.16 Vendor shall issue one detailed invoice to cardholder for the total amount of order regardless of number of partial shipments.  Invoice prices shall reflect EMALL prices per item.  No split invoices are authorized.

9.17 Vendor shall notify the cardholder if there are any problems filling an order.  Vendor shall not under any circumstances use “fill or kill” for an order without notifying the cardholder.  

9.18 If there are visible signs of damage, the vendor shall replace within 3 days after identification of damage free of charge.  The cardholders will document damage on shipping documents.

9.19 Vendor shall agree to accept the Government wide commercial purchase card as the method of payment for orders under this BPA. 

9.20 Vendors shall provide the Government with management information reports as requested and within a reasonable time frame.  Reports will typically consist of information available from the packing slip and the vendor’s shipping system, e.g. ship and delivery dates, but may include other data readily available to the vendor, such as number and dollar value of deliveries by zip code or customer.

9.21 The Government reserves the right to cancel a BPA at any time if it is no longer needed, no longer represents competitive pricing, or does not provide adequate service (delivery, billing, JWOD substitutions, item quality) or the BPA holder is otherwise not in compliance with the BPA terms and conditions.  The vendor shall provide DHS 60 days notification prior to canceling this BPA unilaterally before the expiration of the GSA Schedule.

9.22 The terms and conditions apply in this BPA apply to all purchases made pursuant to it.  In the event of an inconsistency between the provisions of the BPA and the vendor’s packing slip, the provisions of this BPA will take precedence.

9.23 Point of contact for the BPAs is: 

Houston Taylor at Houston.taylor@gsa.gov
Phone: (703) 605.2759

Crystal Plaza 4

2200 Crystal Drive, 7th Floor

Arlington, VA 22202
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