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A.1.1 Background

As part of the Federal Strategic Sourcing Initiative (FSSI), the General Services Administration (GSA) is facilitating a multi-agency team that seeks to establish a Blanket Purchase Agreement(s) (BPA) to procure Office Supplies.  
With the recent memo from the Office of Management and Budget (OMB) mandating that all Federal agencies formally develop strategic sourcing programs, strategic sourcing has taken on new momentum in the government.  Although strategic sourcing was a focus for many agencies even prior to this memo, the OMB guidance has now put strategic sourcing near the top of the government’s agenda.

The FSSI was launched jointly by the Department of the Treasury and the GSA and is chartered under the purview of the Federal Government’s Chief Acquisition Officer’s Council (CAOC) and the Strategic Sourcing Working Group (SSWG), monitored by the Office of Federal Procurement Policy (OFPP).  It includes the active participation of various federal agencies.  Office Supplies is one of five commodities of the Federal Strategic Sourcing Initiative (FSSI).

The proposed solution will not be mandatory at all agencies.  Therefore guarantees regarding participating agencies’ usage of these vehicles is neither intended nor implied.  However, the resulting contract vehicles will be open for use by all agencies creating a strong possibility that additional agencies from across the government will also choose to utilize the resulting agreements during the contract period of performance.

The anticipated business volume under the BPAs should strongly encourage contractors to offer much better pricing than that achieved by agencies purchasing independently under the MAS program.

Office Supplies

The total expenditure on office supplies for the participating agencies is an estimated $322 million.  In the past, many of these purchases have been made at full retail price and many of these purchases overlook the statutory mandates of Javits-Wagner-O'Day Act (JWOD), Trade Agreements Act (TAA), Comprehensive Procurement Guidelines (CPG), Environmentally Preferable Purchasing (EPP) Programs and statutory requirements set forth in RCRA Section 6002 – Resource Conservation and Recovery Act (RCRA), and Executive Order (EO) 13101, Greening the Government Through Waste Prevention, Recycling, and Federal Acquisition.  Another concern with the Federal Government office products purchases is the limited level of small business participation.  

A.1.2 Goals

The primary goal of the office products BPA is to offer agencies a method to procure office supplies that meets socio-economic goals and regulatory compliance, while capturing valuable expenditure data.  Specifically, the goals of the Office Supplies Commodity Team include:

· Establishing streamlined and common contracting vehicles that can be leveraged by users throughout the government

· Supporting socio-economic goals for each participating agency 

· Gathering and utilizing detailed transactional level data to better support decision making and performance management

· Encouraging measurable environmental savings benefits (i.e. post-consumer waste, buying re-manufactured toner cartridges)

· Achieving total cost savings, while maintaining or improving current service capability levels

A.1.3 Purpose


For purposes of this BPA, Schedule 75 contractors are asked to provide commercially available office products.

The BPA is intended to enable the Federal Government to utilize its economies of scale to order office products; provide maximum opportunity for small businesses; and provide fast and effective ordering of office products.  In this process, the Government is looking for prompt, cost effective delivery of products and effective customer service.

Establishing the BPA is intended to leverage the buying power of several agencies and provide lower prices and better service through the use of DOD EMALL, GSA Advantage!®, contractor operated website, facsimile, email, phone or other means agreed to by the ordering agency and the contractor. Allowing all orders to be processed through various methods will provide the Government valuable information about the products the Government uses to strategically manage its purchasing based on transaction data.

The BPA will also ensure statutory compliance with the Javits-Wagner-O-Day (JWOD) Act (41 USC 46-48c) that requires the Government to purchase supplies on the Procurement List from JWOD participating nonprofit agencies (most JWOD purchases by authorized commercial distributors are through an approved wholesaler) if available within the period required (FAR 8.704), as well as compliance with the Trade Agreements Act (TAA), Resource Conservation and Recovery Act (RCRA), Section 6002, and Executive Order (EO) 13101, Greening the Government through Waste Prevention, Recycling and Federal Acquisition. For more details on the Environmental Protection Agency’s Comprehensive Procurement Guidelines, please visit  www.epa.gov/cpg.

Federal Agencies are also required by Executive Order 13101 and the Federal Acquisition Regulation (FAR) to assess and give preference to those products that are environmentally preferable through the Environmentally Preferable Purchasing (EPP) program. The EPP Program should improve the ability to meet existing environmental goals (See Attachment 6). http://www.epa.gov/epp/   
It is anticipated that the BPAs will capture economies of scale and generate significant sales volume.

 

A.1.4 Scope

The scope of this BPA is bound by Schedule 75, specifically Special Item Number (SIN) 75 200 - Office Products.

Schedule contractors are asked to quote commercially available office products.  These commercially available office products shall include consumable office supplies as well as smaller non-consumables normally acquired through office supply retailers.  The office supplies categories/subcategories are defined in Attachment 1.

All products must comply with statutory guidelines for the federal government, such as TAA, JWOD Act, EPP Program, Section 6002 of RCRA, EO 13101, and the FAR.

Items excluded in this procurement (Attachment 2) that are normally found on office supply dealers’ full catalogs include:

· Furniture 

· Electronic information technology (EIT), with the exception of Section C.2.6.

· Janitorial cleaning supplies and break room supplies.

A.2 Tasks

A.2.1 Order Types
Contractor shall provide the supplies ordered on individual orders.  All orders will be on a Firm-Fixed Price (FFP) basis, within the confines of the pricing established under the BPA.  

B. Descriptions/Specifications/STATEMENT OF WORK

B.1   Ordering Procedures

In accordance with FAR 8.405-1, GSA, in partnership with any ordering agency, intends to establish multiple BPAs with Federal Supply Schedule (FSS) 75 contract holders.  

(a) General.  An ordering agency shall use the procedures in this subsection when ordering supplies at prices established by the Schedule 75 contracts.  The applicable supplies shall be Special Item Numbers (SIN) 75 200 Office Products.

(b) Orders at or below the micro purchase threshold.  An ordering agency may place orders at or below the micro-purchase threshold ($3000) with any BPA holder.  An ordering agency should attempt to distribute orders at or below the micro-purchase threshold among all BPA holders.

(c) Orders exceeding the micro-purchase threshold but not exceeding the maximum order threshold. Ordering activities shall place orders with the schedule contractor that can provide the supplies that represents the best value. Before placing an order, an ordering activity shall consider reasonably available information about the supply offered under the BPA by surveying at least three BPA-holders through the DOD EMALL and GSA Advantage!® on-line shopping service, or by reviewing the catalogs or pricelists of at least three BPA-holders (see 8.405-5). In addition to price, when determining best value, the ordering activity may consider, among other factors, the following: 

(1) Past performance 

(2) Special features of the supply or service required for effective program 

      performance 

(3) Trade-in considerations 

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

(5) Warranty considerations 

(6) Maintenance availability 

(7) Environmental and energy efficiency considerations 

(8) 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, ordering activities shall— 

(1) Review the pricelists of additional BPA-holders; 

(2) Based upon the initial evaluation, seek price reductions from the BPA-holder(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 BPA-holder 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 BPA-holders considered, noting the contractor from which the supply was purchased; 

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

(3) The amount paid. 

B.2  Post Award Considerations

B.2.1 Funding

BPAs do not obligate funds.  The Government is obligated only to the extent of authorized orders made under the BPA.  There is no limit on the dollar value of order purchases made under the BPA.  The maximum order limitation in the GSA Schedule 75 is for discount purposes and does not limit the dollar value of an order.

It is the responsibility of each activity whose cardholders place orders under the BPAs to ensure adequate funds are available.

B.2.2 Period of Performance

The period of performance for these BPAs shall be a one-year base period, plus two one-year option periods, for a total period of performance not to exceed 3 years in length.  A BPA may extend beyond the current term of the BPA-holder’s GSA Schedule contract, as long as there are option periods in its GSA Schedule contract that if exercised, will cover the BPA’s period of performance. 

Contractor shall notify the Contracting Officer no less than 60 days prior to the expiration of contractor’s Multiple Award Schedule 75 contract. The BPA will not extend beyond the final expiration of the contractor’s Schedule 75 contract.

Review of BPAs: 

(1) GSA will review it at least once a year to determine whether— 

(i) The schedule contract, upon which the BPA was established, is still in effect; 

(ii) The BPA still represents the best value to the government (see FAR Subpart 8.404(d)); and 

(iii) Estimated quantities/amounts have been exceeded and additional price reductions can be obtained. 

(2) GSA will document the results of its review.

B.2.3 Delivery Orders

Contractor shall provide all supplies in accordance with the specific requirements outlined in the order issued by the individual ordering agency.  

All orders placed under this BPA shall be placed via DOD EMALL, GSA Advantage!®, contractor operated website, facsimile, E-mail, phone or other means agreed to by the ordering agency and the contractor. The contractor shall ensure that all transaction data from orders is captured, consolidated, and reflected in the required reporting. 

B.2.4 Security  

Homeland Security Presidential Directive (HSPD-12 Policy for a Common Identification Standard for Federal Employees and Contractors, was signed by President Bush on August 27, 2004. HSPD-12 mandates the issuance of a common form of identification for all federal employees and contractors for use in accessing government-controlled facilities and information systems. Personal Identity Verification (PIV) standards were published on February 25, 2005 in response to HSPD-12. To be compliant with this Directive, new PIV processes for issuing identification cards to new employees and contractors was implemented effective October 27, 2006.

Contractor shall be responsible for security clearances and identification badges, when required, to make inside deliveries to locations specified, such as to specific offices or rooms inside large government office buildings or facilities.
B.2.5 Deliverables

B.2.5.1  Submission

Contractor shall submit deliverables in accordance with Section C.3.5

B.2.5.2 Metrics and Measures Reports 

Contractor shall submit a monthly BPA-related Performance Metrics and Measures (see Section C.3.5).

B.2.5.3 Program Review 

Contractor shall meet with the GSA Contracting Officer or their designee to conduct program reviews no less than each calendar quarter (see Section C.3.5.4).

B.2.6 Special Instructions

Section 508 Compliance Specification.  (1) Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. 794d) requires Federal agencies acquiring Electronic and Information Technology (EIT) to ensure that Federal employees with disabilities have access to and use of information and data that is comparable to the access and use by Federal employees who are not individuals with disabilities. 

(2) All EIT procured for under the resulting BPAs must meet the following 36 CFR 1194 accessibility standards.  The full text of the accessibility standards is available at: http://www.access-board.gov/sec508/508standards.htm.

___1194.21 - Software Applications and Operating Systems
___1194.22 - Web Based Intranet and Internet Information and Applications
___1194.23 - Telecommunications Products
___1194.24 - Video and Multimedia Products
___1194.25 - Self-contained, Closed Products
___1194.26 - Desktop and Portable Computers
___1194.31 - Functional Performance Criteria

(3) The standards do not require the installation of specific accessibility-related software or the attachment of an assistive technology devise(s), but merely require that the EIT be compatible with such software and device(s) so that it can be made accessible if so required in the future.

B.2.7 Privacy Act 

Anticipated work under the resulting BPAs may require that contractor personnel have access to Privacy Information.  Contractor personnel shall adhere to the Privacy Act, Title 5 of the U.S. Code, Section 552a and applicable agency rules and regulations.   
B.2.8 Terms and Conditions 

The terms and conditions of the BPA are provided herein:  

Contractor shall substitute commercial items ordered that are Essentially the Same (ETS) as JWOD items with available JWOD items.  Further, all commercial equivalents or ETS JWOD items must be blocked by the contractor’s ETS JWOD Blocking System.  If JWOD items are not available to meet delivery times required by this BPA, the contractor shall contact JWOD partnership representative Mr. Eric Beale at ebeale@jwod.gov to report stock-outs and request a purchase exception, and shall advise the customer and the Contracting Officer, via e-mail of any stock-outs and purchase exceptions.  
B.2.8.1 The Contractor shall not show commercial items and prices in its catalog on DOD EMALL/GSA Advantage!® that have JWOD equivalents unless a purchase exception has been approved by the Government.  Substitutes shall be identified to the cardholder at the time of order/checkout on DOD EMALL/GSA Advantage!®.  

B.2.8.2 Similarly, the contractor is encouraged to provide an extensive selection of EPP (www.epa.gov/epp) and CPG (www.epa.gov/cpg) products and automatically substitute products for items ordered when CPG or EPP products are identical or Essentially the Same (ETS) as items ordered.  The contractor shall not offer non- EPP/CPG items when EPP/CPG items are available.

B.2.8.3 Within ten (10) business days of award, the contractor must submit 4 copies of its 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. 
B.2.8.4 Paper catalogs provided to customers by any BPA contractor shall contain a flyer that clearly identifies which JWOD items are ETS for commercial items and explains the statutory policy on JWOD products.  

B.2.8.5 If prices are increased on the contractor’s Schedule contract, the contractor 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.  Contractor shall ensure price changes are reflected on DOD EMALL and GSA Advantage!® within 5 business days.

B.2.8.6 Prices are subject to periodic price adjustment in accordance with the terms of the contractor’s FSS Schedule 75 Contract. 

B.2.8.7 Contractor is strongly encouraged to offer BPA prices that are better than pricing offered to any other federal government agency, but shall, at no time, exceed those prices on the contractor’s FSS 75 contract.      

B.2.8.8  Minimum order shall be $ ______ (to be incorporated at time of award).  Maximum order shall be the customer’s individual purchase card limitation.  Unpriced orders are not permitted to be placed against this BPA.

B.2.8.9 Only authorized ordering officials at each agency, acting within the scope of their delegated procurement authority, are authorized to place orders against the BPA.

B.2.8.10 Authorized ordering officials shall pay with the Government-wide purchase card (GPC) and issue transactions via DOD EMALL, GSA Advantage!®, contractor operated website, facsimile, E-mail, phone or other means agreed to by the ordering agency and the contractor.
B.2.8.11 Contractor shall agree to accept the GPC as the method of payment for orders under this BPA. 

B.2.8.12 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.  Contractor shall notify the Contracting Officer and Agency Project Officer no less than 60 days prior to the expiration of contractor’s Multiple Award Schedule 75 contract.  The BPA will not extend beyond the final expiration of the contractor’s GSA Schedule contract.  

B.2.8.13 The terms and conditions 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 contractor’s packing slip, the provisions of this BPA will take precedence.

B.2.9.1
All terms and conditions of the awarded Schedule 75 Contract shall apply to this BPA and orders issued against the BPA by participating agencies.  The terms and conditions of the Contractor’s Schedule 75 Contract shall prevail over the BPA and order, except to the extent that lower prices established in the resulting BPA takes precedence over Schedule 75 higher prices.

The following clauses are incorporated by reference:

52.204-9 
PERSONAL IDENTITY VERIFICATION OF CONTRACTOR PERSONNEL (JAN 2006)

52.224-1
PRIVACY ACT NOTIFICATION (APR 1984)

52.224-2
PRIVACY ACT (1984)

52.239-1
PRIVACY OR SECURITY SAFEGUARDS (AUG 1996)

B.3  Requirements

Contractors that are awarded BPAs under this procurement will be required to provide sufficient information for the following categories of requirements:

· General

· Product

· Regulatory 

· DOD EMALL and GSA Advantage!®

· Business Intelligence and Reporting

· Pricing

· Ordering

· Invoice and Payment

· Delivery 

B.3.1 General Requirements

B.3.1.1  JWOD Authorized Distributor 

Contractor must be a certified JWOD distributor by the Committee for Purchase From People Who Are Blind or Severely Disabled at the time the RFQ is issued. Contractor shall meet the JWOD Exclusivity Requirement by blocking orders of commercial products that are identified as being identical to or “Essentially the Same” (ETS) as JWOD products. If JWOD items are not available to meet delivery times required by this BPA the contractor shall contact JWOD partnership representative Mr. Eric Beale at ebeale@jwod.gov to report the stock being out and request a purchase exception, advise the customer, and advise the Contracting Officer via e-mail of any stock outages and purchase exceptions.  See http://www.jwod.gov for current list.

 GSA Schedule 75 Contract Holder 

Contractors selected for a non-mandatory BPA shall be a current holder of a GSA Federal Supply Schedule (FSS) 75 contract at the time this RFQ is issued.

 Federal Acquisition Regulation 

Contractor shall comply with all specifications, clauses, terms, and conditions in the contractor’s FSS 75 contract; the specific terms and conditions contained in this BPA; and the terms and conditions of DOD EMALL and GSA Advantage!® . 
 Customer Service 

Contractor shall provide a customer service center, at a minimum, 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 customers in the 48 Contiguous United States, Alaska, Hawaii, and Puerto Rico.  Customer service personnel shall be knowledgeable of the Federal Government’s purchase procedures and those procedures specifically tailored to this BPA.
 Prohibited Items 


Within 10 business days of notification by the BPA Contracting Officer or agency Project Officer, the contractor shall block specific items deemed prohibited from purchase by agency personnel.

 Confidentiality 

Contractor shall maintain the confidentiality of all personal and financial information furnished to it in the ordinary course of business. Contractor further agrees that such personal and financial information shall, once obtained, be maintained in confidence, and shall not be sold, distributed or used for any purpose not directly related to performance of the BPA.

B.3.2 Product Requirements

Office Supplies have been divided into the following three main categories: Paper, Toner, and General Office Supplies.   Contractor must meet product requirements for any or all category submission.  

Contractor shall meet or exceed government CPG requirements for product categories’ post consumer and total recovered material content levels to ensure that agencies with higher content level requirements will be encouraged to utilize this BPA.  Additional information regarding content levels can be found www.epa.gov/cpg.  Contractor is also encouraged to offer environmentally preferable products found at www.epa.gov/epp.

Product detail can be found at Attachment 1.

 Paper

Provide paper products as defined in Attachment 1.

Toner

Provide toner products as defined in Attachment 1.

 Toner – Recycling 

Contractor shall provide a mechanism for recycling used toner cartridges in accordance with its FSS Schedule 75 contract.  

Toner – Original Equipment Manufacturer (OEM)

Contractor shall offer OEM and remanufactured toner and separately identify the status of these products on all electronic catalogs.

General Office Supplies

Provide general office supplies as defined in Attachment 1.

Warranties

All products must come with full manufacturer’s warranties, where applicable.

B.3.3 Regulatory Requirements

Trade Agreements Act (TAA) compliant

Contractor 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).

Environmental Preferable Purchasing (EPP) Program

Contractor shall comply with Executive Order 13101 “Greening and Government through Waste Prevention, Recycling, and Federal Acquisition” by using the EPP program, which aims to increase waste prevention, recycling, and the acquisition of recycled content and environmentally preferable products.  www.epa.gov/epp
Comprehensive Procurement Guidelines (CPG) Compliance

Contractor shall provide products that conform to CPG (i.e. meet the appropriate levels of recycled materials that the designated products must contain), when applicable, and in accordance with the CPG program authorized by Congress under Section 6002 of the Resource Conservation and Recovery Act (RCRA) and Executive Order 13101. For more details, visit www.epa.gov/cpg.

Section 508 Web Accessibility

All electronic information technology (EIT) must be compliant with Section 508 of the Rehabilitation Act of 1973. www.section508.gov
Online Representations and Certifications Application (ORCA)

Contractor is required to register on ORCA at https://orca.bpn.gov/login.aspx
Central Contractor Registration (CCR)

Contractor is required to register on CCR at http://www.ccr.gov/
B.3.4 DOD EMALL and GSA Advantage!® 
 Contractor shall maintain a current catalog on DOD EMALL and GSA Advantage!®  at the time of submittal of response to this RFQ.

 Contractor shall conform to terms and conditions of DOD EMALL and GSA Advantage!®. A five (5) day lead time will be provided for price changes to be effective in DOD EMALL and GSA Advantage!®.   

Within 5 business days of award notification, contractor shall upload the BPA catalog to DOD EMALL and GSA Advantage!® reflecting awarded office products BPA pricing.  The catalog shall:

· Contain pictures for all products (to be completed within 30 days of BPA award)

· Clearly identify the manufactured status of  product (e.g. each printer and facsimile replacement toner cartridge such as identifying whether the cartridge is a new Original Equipment Manufacturer (OEM), and 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)
· Clearly identify products that are environmentally preferable products (as per CPG and EPP guidelines)
· Maintain consistent product offering and pricing with both DOD EMALL and GSA Advantage!® 

· Reflect pricing that maintains the percentage discount relationship between  BPA pricing at time of award and contractor’s FSS 75 contract pricing at time of BPA award, except for any downward price adjustments that may occur 
· Omit commercial items that are “essentially the same” ETS as JWOD products, unless a purchase exception is granted.

· Ensure that the manufacturer’s part number reflects the part number assigned by the product’s manufacturer  

· Clearly reflect any and all sale priced items offered on DOD EMALL or Advantage!® 
· Block out any product that do not meet requirements 

· Prominently identify JWOD, CPG and EPP compliant products.
Secure website  

Contractor will furnish a secure website allowing availability 24 hours a day/365 days per year.  The website must meet the appropriate level of security as outlined in the Payment Card Industry Data Security Standard.

Catalog Download 
Contractor shall provide the option to download and print a catalog of products.

B.3.5 Business Intelligence/Deliverables/Program Review 

Capture Level III Data

Contractor shall capture and provide Level III data at point of sale (sales data at line item level) to its merchant bank (the acquiring bank).  At a minimum, fields must include:

· unit cost

· quantities

· unit of measure

· manufacturer name

· manufacturer SKU

· product codes

· product descriptions

· ship to/from zip codes

· freight amount

· duty amount


· order date

· discount amount

· order number
· debit/credit indicator

· total purchase amount

· date of purchase

· merchant’s name, city/state, 

· date contractor processed the charge/credit

· contractor processing/transaction reference number for each charge/credit

· merchant category code

· sales tax amount 

· accounting code

· merchant TIN

· minority/women owned, service-disabled veteran owned business codes

· 1099 status and merchant zip code

Performance Metrics Reporting 

Contractor shall provide, at no cost to the Government, BPA-related performance metrics and measures on the 15th of each month. 

Contractor shall work in partnership with the Contracting Officer, Agency Project Officers or their 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 damages and returns

· Customer satisfaction
· Environmental footprints


Contractor will provide performance metrics and measures at the aggregate BPA level to the GSA Contracting Officer. 

Contractor will furnish individual agency reports, as directed in writing, by the agency’s Project Officer or designee(s).  

Data Reporting Capability

Contractor shall provide, at no cost to the Government, monthly usage reports on the 15th of each month, containing at a minimum:

· Item Description

· Manufacturer Name

· Manufacturer Part Number

· Unit Measure

· Quantity of Item Sold

· Number of times the items were ordered during the period

· The total extended cost

· The price per unit

· Value and percentage of all purchases that are EPP items

· Value and percentage of all CPG items purchased

· Report of activities to identify and promote EPP items

Contractor shall furnish reports as directed, in writing, by the Project Officer or designee(s) in accordance with the schedule identified in the deliverables.

 Program Review 

Contractor shall meet face to face or via teleconference with the Contracting Officer and Project Officer or their designee(s) to conduct program reviews no less than twice during the first calendar year and annually thereafter.  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. 

 Ensure Compliance

Contractor shall have a Management Program in place to ensure compliance with applicable Environmental Regulations, such as the Resource Conservation and Recovery Act (RCRA), Section 6002, Environmentally Preferable Products and Executive Order 13101, “Greening the Government through Waste Prevention, Recycling”.

B.3.6 Catalog Pricing Requirements

Product Pricing

Contractor shall ensure product pricing maintains the percentage discount relationship between BPA pricing and contractor’s FSS 75 contract 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.

Prices

Contractor 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. Contractor shall consider timeframes that are required to make pricing and product changes to the BPA catalog posted to the DOD EMALL and GSA Advantage!®

Contractor is strongly encouraged to offer BPA prices that are better than pricing offered to any other federal government agency, but shall, at no time, exceed those prices on the contractor’s FSS 75 contract.  

Aggregate BPA Discounts

Contractor may propose additional tiered volume discounts based on Government-determined aggregated dollar purchase thresholds.  These thresholds will be based on yearly aggregated BPA government spend (across all subcategories and the full catalog).   Aggregate dollar purchase threshold, percentage discount and any conditions shall be incorporated into the BPA.  

B.3.7 Ordering Requirements

Order Placement 

Order placement will be placed via DOD EMALL, GSA Advantage!®, contractor operated website, facsimile, email, phone or other means agreed to by the ordering agency and the contractor. 

Order responsiveness

Contractor shall provide the following:  Electronic acknowledgement within 8 hours to the GPC-holder that the order was received; electronic acknowledgement within 8 hours of the order being shipped; acknowledgement of credit returns or refunds within 48 hours; and out of stock/backorder notification within 24 hours with follow up telling customer when item will be available

Partial orders

Contractor must notify the cardholder or government employee/purchaser placing the order 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 customer must be in writing.  
 Damaged Goods

Damaged products are the contractor’s responsibility and liability. If ordered items are received in damaged condition, the contractor must replace items within 3 business days (after notification of damage) at contractor’s expense.  The delivery of replaced item must adhere to the delivery timeframes specified in the original order.  

The contractor must provide a returned merchandise authorization (RMA) and prepaid shipping label with each replacement order.

The cardholder will document damage on shipping documents.
 Order Tracking

Contractor shall maintain an order tracking system that permits the Government to obtain the location of an order between the time the order leaves contractor’s facility and delivery and acceptance at destination.
 Order Minimum

Contractor shall state its order minimum.  The order minimum shall be incorporated into the BPA:

Minimum order shall be $ ______ (to be incorporated at time of award).  Maximum order shall be users (buyer) GPC limitation.  Unpriced orders will not be placed against this BPA.
 Notification of Order Fulfillment

Contractor shall notify the cardholder if there are any problems filling an order.  Contractor shall not under any circumstance cancel an order without notifying the cardholder.
B.3.8  Invoice and Payment

 Acceptance of Government Purchase Cards

Contractor must accept the GPC and purchase orders.  Personnel who provide a valid GPC with the appropriate Agency prefixes are considered to be authorized, subject to second level management approval.  For purchases not using a GPC, the contractor must restrict purchases to the agency contracting officer or his/her designated purchasing official.     

Purchase Card Charges and Payments

Contractor shall agree to accept the GPC as the method of payment for orders under this BPA. 

Contractor shall charge the Purchase Card holder only upon 100% fulfillment of an order, excluding any agreed to back-ordered items. Contractor shall charge the GPC only once per order, regardless of the number of shipments, except that agreed to back-ordered items may be charged separately, upon order fulfillment.

Invoice Request 

Contractor shall make a paper (hardcopy) invoice copy available upon customer request.  An electronic copy of the invoice will be sent automatically to the customer.

Issue One Invoice

Contractor shall issue one detailed invoice to cardholder for the total amount of order regardless of number of partial shipments.  No split invoices are authorized.

Tax Exemption 

Contractor must provide automatic tax exemption, where applicable, for all purchases covered under this BPA in accordance with FAR 52.229-3.
B.3.9 Delivery

Delivery

All orders shall be delivered within the United States, Alaska, Hawaii, and Puerto Rico according to standard commercial practice, within three (3) business days after receipt of order.  

Free on Board (FOB destination)

Contractor must ensure inside delivery to locations specified by agency, such as to specific offices or rooms inside large government buildings or facilities, FOB destination.

Responsiveness 

The contractor must ship orders within 24 hours of placement of order and deliver in good condition within 2-3 business days of shipping.

Delivery Options

Contractor shall provide pricing for standard delivery (2-3 business days) as well as a next business day delivery option.

 Packing Slip
Contractor shall prepare a packing slip for each order placed under this BPA and provide it with the order.  Contractor shall ensure the delivery ticket or packing slip contains the following minimum information: 

· Name of BPA Contractor

· BPA Contract Number, Order or Call Number

· Name of Cardholder and Activity address

· Date of Purchase

· Itemized List of Supplies shipped, including total cost of the order Contract Line Item Number

· Model Number or National Stock Number (NSN)

· Quantity, Unit Price, and Total Cost of Each Item shipped.

· Name of cardholder and cardholder’s Agency shall appear in all “Ship To” address blocks of packing slips and invoices

Returns

Contractor shall allow the government to return items contained in the original packaging and in sellable condition up to 30 days from the date the item was delivered.  The supplier shall provide a full refund, less any applicable restocking fee, for such item within 30 days of receipt of the returned item.  Returned items may not be charged a restocking fee unless said item is a specialty item and the ordering party received written notice prior to placing the item order of a potential restocking fee.

Restocking fees

The actual cost to the contractor for restocking returned items, not to exceed 10% of the item cost, may be assessed as a restocking fee only where the contractor incurs additional costs due to customer ordering error.  Restocking fees shall not be assessed when the item is returned due to contractor error.

 Reliability

Contractor must maintain a 98% on time delivery record.  On a rolling 90-day basis, delivery must occur within the required timeframes for at least 98% of orders placed during the period.

The 98% on time shipping baseline will not include any items for which the contractor has notified the customer of stock outages or delivery problems at time of order placement.  

 Security Clearances

Contractor shall be responsible for security clearances and identification badges, if required, to make inside deliveries to locations specified, such as to specific offices or rooms inside large government office buildings or facilities.

B.4 Authorized Users

The ordering agencies will specify the points-of-contact on each order.  

B.5 Administrative Considerations

B.5.1 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.  

B.5.2 The Contracting Officer responsible for administration of this BPA is:

Jeffrey Lau

U.S. General Services Administration

Products Acquisition Division (2FYB)

26 FEDERAL PLAZA 
Room: 19-128 
New York-Manhattan, NY 10278-0000 

jeffrey.lau@gsa.gov
Phone: (212) 264-2459 
Fax: (212) 264-1780
B.5.3 Each agency’s 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 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. 

B.5.4 Assignment of agency Project Officer 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 listed below.

LIST OF AGENCY PROJECT OFFICERS 

Department of Energy

Project Officer: Mr. Ronald Cone

Phone: (202) 287-1473

Email: Ronald.cone@hq.doe.gov

Department of Interior

Project Officer: Ms. Pia Scott

Phone: (202) 208-6321

Email: Pia.scott@ios.doi.gov

Department of Justice

Project Officer: Mr. Vernon Carter

Phone: (202)-616-3681

Email: Vernon.l.carter2@usdoj.gov

Department of Labor

Project Officer: Mr. Al Stewart

Phone:  (202)-693-4028

Email: steward.al@dol.gov

Department of Navy

Project Officer: Mr. Jamey Halke

Phone: (717) 605-7488

Email: Jamey.halke@navy.mil

Department of Treasury

Project Officer: Mr. Kevin Youel-Page

Phone: (202) 622-0651

Email: Kevin.youel-page@do.treas.gov

Department of Veteran’s Affairs

Project Officer: Mr. Jeffrey Ryan

Phone: (412) 365-5462

Email: Jeffrey.ryan2@va.gov

Gayle Brown

Phone: (202) 461-9765

Email: gayle.brown3@va.gov
Environmental Protection Agency 

Project Officer: Ms. Karen Richardson

Phone: (202) 564-4378

Email: Richardson.karen@epamail.epa.gov

General Services Administration

Project Officer: Kristina Nelson

General Services Administration 

703-605-5556

kristina.nelson@gsa.gov

International Broadcasting Bureau

Project Officer: Mr. Gary Hosford

Phone: (202) 619-1623

Email: ghosford@ibb.gov
Social Security Administration

Project Officer: Ms. Eileen Carnaggio

Phone: (410) 965-9478

Email: Eileen.carnaggio@ssa.gov
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