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Support, Inc.

ADMINISTRATIVE, TECHNICAL, AND MANAGEMENT SERVICES

A Service Disabled Vietnam Veteran Owned-Small Business
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Quality Support, Inc.
8201 Corporate Drive, Suite 220

301-459-3777 (phone)

301-459-6961 (fax)

www.qualitysupport.com

CONTRACT ADMINISTRATOR
Jami Carnagey at: jcarnagey@qualitysupport.com, and/or, Barbara Parham at: bparham@qualitysupport.com.   
GENERAL SERVICE ADMINISTRATION FEDERAL SUPPLY SERVICE

Contract Number: GS-00F-0068M
Contract Period: May 16, 2002 through May 15, 2017
Business Size: Service Disabled Veteran-Owned Small Business (SDVOSB), 
Minority-Owned; 8(a) Graduate
Facility Clearance: DSS Top Secret
QUALITY SUPPORT, INC.
As a 23-year old project management and program support professional services firm, and a founding member of the U.S. Department of Veteran Affairs (VA), "Veteran's First" Program of the Center for Veterans Enterprise (CVE), Quality Support and our CEO, Wayne M. Gatewood, Jr. USMC (Ret) are committed to assisting government agencies meet mission-central requirements with dependable, professional and quality support.

Further, as a Service Disabled, Veteran-Owned Small Business (SDVOSB), Quality Support is eligible for set-aside and sole source procurements.  Quality Support, Inc. has earned a reputation for providing superior, cost-effective, and timely technical, management and administrative support worldwide with our service groups. We have dozens of high level security cleared team members ready to provide business solutions, strategic focus, communication planning, event management and executive administrative support, either on-site or off-site, for long, short or emergency requirements. We can be anywhere, anytime with all of the resources needed for project success. Our clients are a diversified variety of government and commercial sector 
managers with directives and initiatives to better health, security and business processes. 
Many of Quality Supports efforts to date have resulted in several accolades from the public sector to include winner of the SBA Washington Area Office, SBA 8(a) Graduate of the Year, SBA Veterans Small Business Advocate of the Year, a nomination for the U.S. Department of State's 2003 Small Business Prime Contractor of the Year, winner of the American Express Small Business Open Small Business competition for 2002, and positive features in local small business magazines and newspapers. 

Our CEO, Wayne M. Gatewood, Jr. USMC (Ret) is committed to assisting government agencies meet mission government requirements with dependable, professional customer service, and our employees, executive staff and ownership pride themselves in continually providing nothing less than Quality Support!

Authorized Federal Supply Schedule Price List 

Online access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an electronic delivery order are available through GSA Advantage!TM, a menu-driven database system.


The INTERNET address for GSA Advantage!TM is: http://www.gsaadvantage.gov.

For more information on ordering from Federal Supply Schedules click on the FSS 

Schedules button at fss.gsa.gov 

Schedule Title:
00CORP Consolidated Products and Services Schedule       (formerly Corporate Contracts Schedule); including Advertising and Integrated Marketing Services (AIMS) and Mission-Oriented Business Integrated Services (MOBIS) SINs.
CURRENT OFFERINGS

            541-4D 
Conference, Events and Trade Show Planning Services

            541-4A 
Market Research and Analysis

 874-1

Consulting Services


 874-7

Program and Project Management
Contract Information
1. Maximum Order: $1,000,000 
2. Minimum Order: $100.00
3. Geographic Coverage: Domestic and Overseas delivery provided.
4. Points of Production: Landover, Maryland
5. Discount from list prices: Prices shown are net.
6. Quantity Discounts: N/A
7. Prompt Payment Terms: TBD 
8. Government purchase cards are accepted. Government purchase cards may be accepted above the micro-purchase threshold if agreed upon by Quality Support, Inc. and the ordering agency.
9. F.O.B. Point: Destination
10. Ordering Address:

      8201 Corporate Drive, Suite 220

      Landover, MD 20785-2230
11.   
Payment Address:

       
8201 Corporate Drive, Suite 220

    
Landover, MD 20785-2230
12.
Terms and Conditions of Government Commercial Credit Card Acceptance:

Accepted in accordance with the Government Commercial Credit Guidelines.
13.
DUNS Number: 077523426
14.
Quality Support, Inc. is registered in the Central Contractor Registration 

     
(CCR) database.
15. 
CAGE Code 0NSX2 

2.) LABOR CATEGORIES AND PRICING

Labor Category Years 5/2011 to 5/2017.
GSA CONTRACT RATES
[image: image1.emf]Labor Category

SIN

Item Number

Year Eleven 

5/16/2012 to 

5/15/2013

Year Twelve 

5/16/2013 to 

5/15/2014

Year Thirteen 

5/16/2014 to 

5/15/2015

Year Fourteen 

5/16/2015 to 

5/15/2016

Year Fifteen 

5/16/2016 to 

5/15/2017

2.60% 2.60% 2.60% 2.60% 2.60%

Program Coordinator 874-7 1 $105.58 $105.58 $108.33 $111.15 $114.04

Executive Officer 1 874-7 2 $146.67 $146.67 $150.48 $154.39 $158.40

Executive Officer 2 874-7 3 $176.00 $176.00 $180.58 $185.28 $190.11

Executive 1 874-1, 874-7 4 $88.00 $88.00 $90.29 $92.64 $95.05

Executive 2 874-1, 874-7 5 $105.60 $105.60 $108.35 $111.17 $114.06

Executive 3 874-1, 874-7 6 $129.07 $129.07 $132.43 $135.87 $139.40

Management Consultant III 874-1, 874-7 7 $181.13 $181.13 $185.84 $190.67 $195.63

Project Manager 2 C541-4A, C541-4D 1 $63.66 $65.32 $67.02 $68.76 $70.55

Project Manager 1 C541-4A, C541-4D 2 $46.98 $48.20 $49.45 $50.74 $52.06

Task Lead C541-4A, C541-4D 3 $40.73 $41.79 $42.88 $43.99 $45.13

Financial/Contracts Administrator C541-4A, C541-4D 4 $85.52 $87.74 $90.02 $92.36 $94.76

Sr. Administrative Assistant C541-4A, C541-4D 5 $55.35 $56.79 $58.27 $59.79 $61.34

Administrative Assistant C541-4A, C541-4D 6 $51.06 $52.39 $53.75 $55.15 $56.58

Technical Writer / Editor C541-4A, C541-4D 7 $107.45 $110.24 $113.11 $116.05 $119.13

Data Entry Level 1 C541-4A, C541-4D 8 $37.41 $38.38 $39.38 $40.40 $41.45

Data Entry Level 2 C541-4A, C541-4D 9 $38.49 $39.49 $40.52 $41.57 $42.65

Reproduction Specialist C541-4A, C541-4D 10 $32.80 $33.65 $34.52 $35.42 $36.34

Public Relations Specialist C541-4A, C541-4D 11 $37.25 $38.22 $39.21 $40.23 $41.28

Sr. Customer Support Specialist C541-4A, C541-4D 12 $32.24 $33.08 $33.94 $34.82 $35.73

Customer Support Specialist C541-4A, C541-4D 13 $28.21 $28.94 $29.69 $30.46 $31.25

Conference Director C541-4A, C541-4D 14 $85.52 $87.74 $90.02 $92.36 $94.76

Conference Manager C541-4A, C541-4D 15 $71.96 $73.83 $75.75 $77.72 $79.74

Conference Coordinator C541-4A, C541-4D 16 $69.17 $70.97 $72.82 $74.71 $76.65

Conference Support Specialist C541-4A, C541-4D 17 $41.49 $42.57 $43.68 $44.82 $45.99

Information Specialist C541-4A, C541-4D 18 $43.86 $45.00 $46.17 $47.37 $48.60

Technical Support Specialist C541-4A, C541-4D 19 $67.18 $68.93 $70.72 $72.56 $74.45


* Job Descriptions for each Labor Category Follow

** Rates are inclusive of all discounts and Industrial Funding Fee. 

 The Service Contract Act (SCA) is applicable to this contract as it applies to the entire 00CORP: Consolidated Schedule 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 the cancellation of the contract.
Labor Category Definitions

Commercial Job Title: Program Manager – SIN 874-7
Minimum/General Experience:

Six years of experience managing programs or projects.  Familiar with standard concepts, practices, and procedures within a particular field.

Functional Responsibility:

Supports the planning, creation, and execution of program initiatives.  Identifies resources, collaborates with service providers, manages training, provides advisory services, and manages the logistic, administration and coordination of programs.

Formulates and enforces work standards, assigns program schedules, reviews work, supervises program personnel, and communicates policies, purposes, and goals of the organization to subordinates. Is responsible for overall program performance.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title: Executive Officer I – SIN 874-7
Minimum/General Experience:

Four to six years related experience or equivalent.

Functional Responsibility:

Plans, develops, manages and analyzes special projects/tasks in high-level setting to ensure that implementation and prescribed activities are carried out in accordance with specified objectives.  Directs and coordinates project activities, and may exercise control over personnel responsible for specific functions or phases of the project.  Reviews reports and records of activities to ensure progress is being accomplished toward specified objectives and modifies or changes methodology as required to redirect activities and attain objectives.  Prepares detailed reports for superiors and controls expenditures in accordance with budget allocations.

Relies on extensive experience and judgment to plan and accomplish goals.  Performs a variety of tasks that include leading and directing the work of others.  A wide degree of creativity and latitude are expected.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title: Executive Officer II – SIN 874-7
Minimum/General Experience:

Five to seven years related experience or equivalent.

Functional Responsibility:

Plans, develops, manages and analyzes special complex projects/tasks at highest organizational levels to ensure that implementation and prescribed activities are carried out in accordance with specified objectives.  Plans and develops methods and procedures for implementing projects, directs and coordinates project activities, and may exercise control over personnel responsible for specific functions or phases of the project.  Reviews reports and records of activities to ensure progress is being accomplished toward specified objectives and modifies or changes methodology as required to redirect activities and attain objectives.  Prepares detailed reports for superiors and controls expenditures in accordance with budget allocations.

Relies on extensive experience and judgment to plan and accomplish goals.  Performs a variety of tasks that include leading and directing the work of others.  A wide degree of creativity and latitude are expected.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title: Executive I – SIN 874-1, 874-7
Minimum/General Experience:

Three to five years related experience or equivalent

Functional Responsibility:

Researches and analyzes routine administrative and/or operational support matters.  Presents management with recommendations based on the results of analysis.  Collects, processes, and compiles data in accordance with established guidelines.  Prepares, edits, reviews, and tracks various documents and reports.  Handles sensitive data at the task level.  Prioritizes, facilitates, and quality controls administrative actions.  Schedules appointments, arranges travel and lodging and maintains calendars.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title: Executive II – SIN 874-1, 874-7
Minimum/General Experience:

Four to six years related experience or equivalent

Functional Responsibility:

Researches and analyzes routine administrative and/or operational support matters.  Presents management with recommendations based on the results of analysis.  Collects, processes, and compiles data in accordance with established guidelines.  Prepares, edits, reviews, and tracks various documents and reports.  Handles sensitive data at the task level.  Prioritizes, facilitates, and quality controls administrative actions.  Schedules appointments, arranges travel and lodging and maintains calendars.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title: Executive III – SIN 874-1, 874-7
Minimum/General Experience:

Five to seven years related experience or equivalent

Functional Responsibility:

Researches and analyzes routine administrative and/or operational support matters.  Presents management with recommendations based on the results of analysis.  Collects, processes, and compiles data in accordance with established guidelines.  Prepares, edits, reviews, and tracks various documents and reports.  Handles sensitive data at the task level.  Prioritizes, facilitates, and quality controls administrative actions.  Schedules appointments, arranges travel and lodging and maintains calendars.

Minimum Education:  

Bachelor's degree in relevant or related field

Commercial Job Title:  Management Consultant III – SIN 874-1, 874-7
Minimum/General Experience:

Fifteen years of experience consulting within a particular field or industry.  Possesses knowledge of best practices in the management and control of personnel, funds and resources for directing business programs.

Functional Responsibility:

Researches and analyzes basic and complex issues surrounding the processes and systems of an organization.  Makes recommendations surrounding improving processes, efficiency and practices.  Simulates and tests process improvements.  Communicates changes and may provide training to impacted business units.

Relies on extensive experience and judgment to plan and accomplish goals.  Performs a variety of tasks that include leading and directing the work of others.  A wide degree of creativity and latitude are expected.

Minimum Education:  

Bachelor's degree in relevant or related field, advanced degree preferred

Commercial Job Title: Project Manager II – SIN 
Minimum/General Experience:

Five years of experience managing related tasks or projects.  Possesses knowledge of best practices in the management and control of personnel, funds and resources for directing information system programs.

Functional Responsibility:

Directs completion of tasks within estimated time frames and budget constraints. Schedules and assigns duties to subordinates and subcontractors and ensures assignments are completed as directed.

Formulates and enforces work standards, assigns program schedules, reviews work, supervises program personnel, and communicates policies, purposes, and goals of the organization to subordinates. Is responsible for overall program performance.

Minimum Education:  

Bachelor's degree in relevant or related field. 

Commercial Job Title: Project Manager I

Minimum/General Experience:

Three years of in-depth experience working on related tasks or projects. Possesses knowledge of best practices in the management and control of personnel, funds and resources for directing information system programs.

Functional Responsibility:

Formulates and enforces work standards, assigns program schedules, reviews work, supervises program personnel, and communicates policies, purposes, and goals of the organization to subordinates. Is responsible for overall program performance.

Minimum Education:  

Bachelor's degree in relevant or related field, or four additional years of experience.

Commercial Job Title: Task Lead

Minimum/General Experience:

Three, years of in-depth experience working on related tasks or projects.

Functional Responsibility:

Responsible for overseeing the accomplishment of specific tasks on it project, and oversees staff assigned to them. Reviews work for quality, and report any problems to upper management while proposing solutions. May be required to meet schedules and complete task within budgets.

Minimum Education:  

High School diploma

Commercial Job Title:  Financial Contracts Administrator

Minimum/General Experience:

Five years of financial responsibility overseeing project budgeting and cost control, as well as other project administrative duties.

Functional Responsibility:

Supports the Program Manager and/ or Project Manager in meeting the administrative requirements of large projects. Manages all aspects of contract administration, and coordinates estimates of costs, performance requirements, and delivery schedules. Prepares budgets, bids, specifications, and progress reports. Tracks contract resources and 
ensures compliance to contract specifications. Works independently without direct supervision. 

Process invoices and receiving reports via electronic systems such as Wide Area Workflow (WAWF).  Review payment status in Accounts Payable systems such as the Integrated Accounts Payable System (Air Force) and the Base Query (Air Force) system.  Work with vendors on invoice issues and/or problems.  Train users (government) on WAWF.  
Coordinate with government accounting systems, such as DFAS, to ensure timely input of invoices and receiving reports.

Minimum Education:  

Bachelor's degree or four additional years of experience.

Commercial Job Title: Senior Administrative Assistant
Minimum/General Experience:

Three years of administrative office experience. More than adequate knowledge of general office applications such as Microsoft Word, Excel, and PowerPoint, or Corel WordPerfect, as required.  Knowledge of presentation software (MS PowerPoint) a plus.  Able to check work for quality and supervise junior staff.

Functional Responsibility:

Supports the Program Manager and/ or Project Manager in meeting the administrative requirements of projects. Coordinates meetings, travel arrangements, and office schedules.  Prepares project reports from materials provided by project staff. May be responsible for time card and travel expense voucher submittals, and other administrative duties. Works under minimal supervision.

Duties may include word processing, copying, faxing, generation of name tags, signs, correspondence with client and constituents (phone, e-mail, fax), reception of guests at conferences, and preparing conference materials/package (i.e., agenda, handouts, publications and promotional items).

Minimum Education:  

High School diploma or three additional years of experience

Commercial Job Title:  Administrative Assistant
Minimum/General Experience:

One year of general office experience. General knowledge of general office applications such as Microsoft Word, Excel, and PowerPoint, or Corel WordPerfect, as required. Knowledge of presentation software (MS PowerPoint) a plus.

Functional Responsibility:

Supports project staff in meeting the administrative requirements of projects. Assists with the coordination of meetings, travel arrangements, and office schedules. Helps prepares project reports from materials provided by project staff. May be responsible for time card and travel expense voucher submittals, and other administrative duties.
Duties may include word processing, copying, faxing, generation of name tags, signs, correspondence with client and constituents (phone, e-mail, fax), reception of guests at conferences, and preparing conference materials/package (i.e., agenda, handouts, publications and promotional items).  Works under daily supervision.

Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Technical Writer/Editor
Minimum/General Experience:

Five years of editing/writing experience.

Functional Responsibility:

Writes and edits documents, including conference materials, operational reports, technical manuals, and other types of publications. Coordinates with graphic artists and writers in preparing documents for internal and external distribution. Conducts technical research and collaborates with technical professionals. May write manuals and documentation at user level, technical support level, or both. Works independently with minimal direct supervision.

Minimum Education:  

Bachelor's degree or five additional years of experience.

Commercial Job Title: Data Entry Level II
Minimum/General Experience:

Two years of related data entry experience using similar computer software. Knows how to use basic computer functions. Accurate and efficient input of data into documents.

Functional Responsibility:

•
Enters data into computerized form

•
Validates data

•
May talk to customer during or after data entry to obtain data

•
Performs quality check on work

Works under daily supervision of senior staff.

Minimum Education:  

High School diploma or two additional years of similar experience.
Commercial Job Title: Data Entry Level I
Minimum/General Experience:

Knows how to use basic computer functions. Accurate and efficient input of data into documents.

Functional Responsibility:

Enters data into computerized form.  Validates data.  May talk to customer during or after data entry to obtain data.  Performs quality check on work.  Works under daily supervision of senior staff.

Minimum Education:  

High School diploma or two years of similar experience.

Commercial Job Title: Reproduction Specialist
Minimum/General Experience:

Ability to operate copier equipment.

Functional Responsibility:

Makes copies of documents.  Collates and staples, and inserts into binders as required.  Checks documents for quality control.  Interacts with customers to receive documents and notify when complete.  Works under daily supervision of senior staff.

Minimum Education:  

None

Commercial Job Title: Public Relations Specialist
Minimum/General Experience:

Good telephone manners and ability to explain program activities and goals to people.

Functional Responsibility:

Uses telephone to contact clients or customers.  Explains program details and discusses involvement.  Coordinates schedules and provides directions.  Follows up to ensure maximum participation.  Maintain paperwork and proper logs of all calls.  Requires minimal supervision.

Minimum Education:  

High School diploma or two years of similar experience.
Commercial Job Title: Senior Customer Support Specialist
Minimum/General Experience:

One year of customer support experience. Pleasant and professional telephone demeanor required.

Functional Responsibility:

Responds to telephone inquiries and provides information about services.  Handles difficult or complex questions referred by Customer Support Specialists.  Refers calls to other agencies/programs as appropriate.  Enters call data into database.  Reviews database for accuracy.  Provides some staff leadership and supervision.  Maintains up-to-date knowledge of topics in order to respond to inquiries.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Customer Support Specialist
Minimum/General Experience:

One year of general office experience. Pleasant and professional telephone demeanor required.

Functional Responsibility:

Responds to telephone inquiries and provides information about services.  Refers calls to other agencies/programs as appropriate.  Refers difficult or complex questions to supervisors/Senior Customer Support Specialists.  Enters call data into database.   Maintains  up-to-date knowledge of topics in order to respond to inquiries.

Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Conference Director
Minimum/General Experience:

Experienced in business and organizational planning, coordination, and execution. This includes strategic planning, resource allocation, manpower modeling, leadership techniques, and production methods. Also has experience with principles and processes for providing customer services including needs assessment techniques, quality service standards, alternative delivery systems, and customer satisfaction evaluation techniques.

Functional Responsibility:

The Conference Director is responsible for the full completion of all contract tasks and deliverables.  Manages a professional conference management team and provides strategic planning to coordinate administrative and logistical support for international elections with an international humanitarian organization.  Negotiates property and equipment leases. Provides financial analysis: budget generation, ongoing analysis of expenditures to ensure adherence to budget, including direct labor.  Develops travel procedure to facilitate reconciliation and refunds.  Manages national and international training programs.  Interviews and hires technical, administrative and management personnel.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Conference Manager
Minimum/General Experience:

Knowledge of the principles and practices of travel agency management, tour arranging and planning, convention and event planning, travel industry operations and procedures, including air, ground and other modes of transportation. 

Functional Responsibility:

The Conference Manager is responsible for all conference activities and tasks.  Manages a professional conference management team.  Oversees all conference logistics and planning activities.  Negotiates property and equipment leases.  Provides ongoing analysis of expenditures to ensure adherence to budget, including direct labor.  Manages travel plans for conference participants and staff.  

Coordinates conference events with conference and facility staff.  Prepares conference reports.  Oversees conference expense reimbursement process.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Conference Coordinator
Minimum/General Experience:

One year of general office experience.

Functional Responsibility:

Under the supervision of the Conference Manager, the Conference Coordinator's duties shall include, but not be limited to: prepares documentation to include promotional/ registration materials, confirmations, presentations, participant list, pre-event roster, welcome letters, conference evaluation forms.  Develop and maintain conference database, verify accuracy via phone, email, fax, etc.  Receive and record conference registration and fees into conference database.  Verify onsite attendance with conference database. Provide updated lists of participants to Conference Manager for distribution to client.  Reconcile registered/ confirmed participants with room reservations, resolve any discrepancies and include in status reports.   Arrange/Coordinate air/ground transportation and hotel accommodations.  
Prepare weekly conference management activity reports to submit to Conference Manager.  Provide support for onsite Business Center.  Collect and tabulate conference evaluation forms.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Conference Support Specialist
Minimum/General Experience:

One year of general office experience.

Functional Responsibility:

The Conference Support Specialist's duties will include, but not be limited to: Set-up and maintain registration desk.  Direct participants to designated areas.  Assist Technical Support Specialist as needed.

Answer questions from participants regarding conference information and specified instructions given by team leaders or chairpersons.  Provide assistance with display setup.  Respond to conference room contingencies.  Assist Administrative Assistant in preparing conference packages, table tents and name badges.  Assist participants with reformatting and generating presentation materials.  Maintain cleanliness and order of conference rooms being used by participants.  Prepare conference materials for shipping/ transport.  Perform other administrative functions, as required.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Information Specialist
Minimum/General Experience:

Two years of relevant information technology (IT) experience. Competent in specific field such as database development/ design.
Functional Responsibility:

Maintain computerized database or other simple application. 
Input data into system/ database.  Verify accuracy and integrity of data.  Produce reports and mailing lists/labels as required.
Minimum Education:  

High School diploma or two years of additional experience.

Commercial Job Title: Technical Support Specialist
Minimum/General Experience:

Three years of relevant information technology (IT) experience. Demonstrated knowledge of computer hardware and software, including applications and programming.

Functional Responsibility:

Assembles, installs, operates, maintains, and repairs computers and related devices.  
 Manages data systems and networks.  Evaluates and recommends solutions for business needs.  Provides information regarding status of equipment to management as required.
Minimum Education:  

High School diploma or two years of additional experience.

SPECIAL NOTICE TO AGENCIES:

SMALL BUSINESS PARTICIPATION

SBA strongly supports the participation of small business concerns in the Federal Supply Schedules Program. To enhance Small Business Participation SBA policy allows agencies to include in their procurement base and goals, the dollar value of orders expected to be placed against the Federal Supply Schedules, and to report accomplishments against these goals.
For orders exceeding the micropurchase threshold, FAR 8.4 requires agencies to consider the catalog/pricelists of at least three schedule contractors or consider reasonably available information by using the GSA Advantage! on-line shopping service (www.fss.gsa.gov). The catalogs/pricelists, GSA Advantage! and the Federal Supply Service Home Page (www.fss.gsa.gov) contains information on a broad array of products and services offered by small business concerns.
This information should be used as a tool to assist ordering activities in meeting or exceeding established small business goals. It should also be used as a tool to assist in including small, small disadvantaged, and women-owned small businesses among those considered when selecting pricelists for a best value determination.
For orders exceeding the micropurchase threshold, customers are to give preference to small business concerns when two or more items at the same delivered price will satisfy their requirement.

For Supplies and Services, the ordering procedures, information on Blanket Purchase Agreements (BPA), and a sample BPA can be found at the GSA/FSS Schedule

homepage (fss.gsa.gov/schedule).

Contracting Steps 

1. Statement of Work is prepared.
2. Ordering office obtains price lists from Quality Support and 2 other schedule vendors and develops independent cost estimate. 
3. Ordering office prepares justification for selection of Quality Support. 
4. Ordering office submits justification, funding document, and statement of work to the Contracting Office. 
5. Agency Contracting Office requests Quality Support, Inc. to provide a cost quote. 
6. Quality Support, Inc. provides a cost quote. 
7. Agency Contracting Office issues a firm-fixed price delivery order to Quality Support, Inc. 
8. Quality Support, Inc. provides services to the ordering agency. 

Schedules 

Blanket Purchase Agreement (BPA) 
MAS Helpdesk (National Customer Service Center)
(800) 488-3111
Fax (816) 926-6952
mashelpdesk@gsa.gov

National Customer Service Center (NCSC)

(800) 488-3111

Fax (816) 926-6952
NCSCcustomer.service@gsa.gov

This information will help ordering offices understand how to use Blanket Purchase Agreements (BPAs) under GSA Federal Supply Schedule contracts.  Blanket Purchase Agreements (BPAs) are a simplified method of filling anticipated repetitive needs for services and products. BPAs are "charge accounts" that ordering offices establish with GSA Schedule contractors to provide themselves with an easy ordering tool. 
In accordance with Federal Acquisition Regulation (FAR) 8.404, ordering offices may establish BPAs under any GSA Schedule contract. Benefits and Advantages of Using BPAs Contractual terms and conditions are contained in GSA Schedule contracts and are not to be re-negotiated for GSA Federal Supply Schedule BPAs. Therefore, as a purchasing option, BPAs eliminate such contracting and open market costs as the search for sources, the need to prepare solicitations, and the requirement to synopsize the acquisition. BPAs also satisfy recurring requirements; Reduce acquisition costs through quantity discounts; save time by eliminating repetitive, individual purchases and payments; Reduce administrative efforts and paperwork; Obtain better value by leveraging an ordering office's buying power through volume purchasing; Enable an ordering office to use streamlined ordering procedures with no dollar limitations on individual task/delivery orders; Permit an ordering office to incorporate Contractor Team Arrangements; Allow for quicker turnarounds on orders; and  Permit an ordering office to incorporate terms and conditions not in conflict with the underlying contract. 
A BPA can be set up for field offices across the nation to use, thus allowing them to participate in an ordering office's BPA and place orders directly with GSA Federal Supply Schedule contractors. In doing so, the entire agency reaps the benefits of additional discounts negotiated into the BPA. In addition, the ordering office reduces the administrative burden of writing numerous task/delivery orders, while still being able to order as much as it wants and as often as it wants. The flexibility and advantages are endless when setting up a BPA.
Setting Up a BPA

BPAs are established directly with GSA Schedule contractors. In accordance with FAR 8.404, an ordering office may request a price reduction based on the total estimated volume of the BPA, regardless of the size of individual orders. The Request For Quotation (RFQ) should specify the ordering office's requirements, including estimated 
quantities and work to be performed, and should advise GSA Schedule contractors whether the ordering office intends to establish a single BPA or multiple BPAs.
Generally, a single BPA should be established when the ordering office can easily define its services and/or products requirements and a firm-fixed price or ceiling price can be established. Since a best value selection is made when the single BPA is established, the ordering office does not need to make a separate best value selection for each order under the BPA.
Multiple BPAs should be established when the ordering office cannot easily define its services and/or products requirements, or it determines that more than one BPA is needed to meet its needs. First determine which GSA Schedule contractors are technically qualified and then establish BPAs with them. When multiple BPAs are established, each order must be competed among all BPA holders and a best value selection must be made each time an order is placed.
All BPAs must contain certain information, such as:
The name of the GSA Schedule contractor; 
The GSA Schedule contract number; 
The BPA number assigned by the ordering office; a description of the requirement, to include estimated quantities and work to be performed; 
The prices and/or discounts; 
The extent of the obligation; 
Any additional price reductions negotiated by the ordering office, based on the proposed dollar value of the BPA; 
A listing of individuals authorized to purchase under the BPA; 
The delivery or performance time frames; 
The location of deliveries; 

The frequency of ordering and invoicing; 

The date of BPA expiration; and  

A statement that all other terms and conditions are contained in the GSA Federal Supply Schedule contract. 
Note:  Prices under GSA Federal Supply Schedule contracts have already been 

determined to be fair and reasonable.

