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GENERAL SERVICES ADMINISTRATION

FEDERAL ACQUISITION SERVICE

AUTHORIZED FEDERAL SUPPLY SCHEDULE PRICELIST
On-line 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!, a menu-driven database system. The internet address for GSA Advantage! is: GSAAdvantage.gov.
Human Resources and EEO Services 
FSC Group: 738 Part X
Contract Number: GS-02F-156AA
For more information on ordering from Federal Supply Schedules, go to 

www.gsa.gov/schedules-ordering. 
Contract Period: June 7, 2013 through June 6, 2018
	CONTRACTOR:
	Business Management Associates, Inc.
	Business Size:
	Small, Disadvantaged

	
	1940 Duke Street, Suite 200
	
	Woman-Owned

	
	Alexandria, Virginia 22314
	
	Business

	
	Phone: 703-553-2667
	
	

	
	Fax: 301-292-8395
	
	

	
	lrussell@bizmanagers.com
	Contract Administration:
	LaJuanna Russell


CUSTOMER INFORMATION:

1a. 
Awarded Special Item Number(s):

	Special Item Number (SIN)
	Description
	Pricing

	595 21
	Human Resource Services
Recruitment and Internal Placement

Position Classification

Personnel Actions

Training
	See Page 4

	595 25
	EEO Services
	See Page 9


2. Maximum Order:
$1,000,000 for all Special Item Numbers
This maximum order is a dollar amount at which it is suggested that the ordering agency request higher discounts from the contractor before issuing the order. The contractor may: 1.) Offer a new lower price, 2.) Offer the lowest price available under the contract, or 3.) Decline the order within five (5) days. In accordance with the Maximum Order provisions contained in the Schedule, a delivery order may be placed against the Schedule contract even though it exceeds the maximum order.

3. Minimum Order: $100.00

4. Geographic Coverage: 48 contiguous states  and Washington, DC 
5. Point of Production:
Business Management Associates, Inc.




1940 Duke Street, Suite 200




Alexandria, Virginia 22314
6. Prices Shown Herein are Net (discount deducted)

7. Quantity Discount: None

8. Prompt Payment Terms: Net 30

9a.
Government Purchase Cards are accepted below the micro-purchase threshold. 
9b.
Government Purchase Cards are accepted above the micro-purchase threshold. 
10.
Foreign Items: None

11a.
Time of Delivery: 30Days
11b.
Expedited Delivery: Negotiated between Business Management Associates, Inc. and the ordering activity
11c.
Overnight/2-Day Delivery: Consult with Contractor
11d.
Urgent Requirements: Consult with Contractor 

12. FOB Point: FOB Destination

13.
Ordering Address: 
Business Management Associates, Inc.





1940 Duke Street, Suite 200





Alexandria, Virginia 22314

14.
Payment Address: 
Business Management Associates, Inc.





1940 Duke Street, Suite 200





Alexandria, Virginia 22314

15.
Warranty Provisions: Standard Warranty

16.
Export Packing Charges:  Not applicable

17.
Terms and conditions of Government Purchase Card Acceptance:  Contact Business Management Associates, Inc. for terms and conditions of Government Purchase Card acceptance.
18.
Terms and conditions of rental, maintenance, and repair:  Not applicable

19.
Terms and conditions of installation: Business Management Associates, Inc. shall deliver or perform services in accordance with the terms negotiated in an ordering activity’s order.

20.
DUNS Number: 36-0980275
21.
Business Management Associates, Inc. is registered in the System for Award Management (SAM).  Cage Code: 4ALW5
GSA Pricing

For SIN 595-21:

	Labor Category
	GSA Hourly Rate

	Personnel Asst I
	$34.86

	Personnel Asst II
	$39.02

	Personnel Asst III
	$43.91

	Analyst
	$50.28

	File Room Coordinator
	$64.38

	Benefits Specialist II
	$67.73

	HR Specialist eOPF
	$76.72

	HR Generalist III
	$85.72

	Senior Analyst
	$88.87

	Human Capital Consultant
	$91.40

	Consultant
	$93.80

	Senior Human Resources Consultant Classification
	$96.73

	Senior Human Resources Specialist Workforce Training and Development
	$99.63

	HR Specialist Staffing
	$101.66

	Retirement Specialist IV
	$109.03

	Senior Human Capital Consultant
	$109.86

	Project Manager
	$114.22

	Business Process Specialist
	$137.98

	Senior Advisor
	$156.27


Labor Category Descriptions on next page

Labor Category Descriptions – SIN 595-21
[image: image1.emf]Labor Category Education Required Experience Description

Experience in Human Resources (HR) business processes or a related field.Applies skills to 

administer HR processes.  Provide HR data entry and phone answering services.  Performs 

tasks such as:

-Inputs data into Human Resource Information Systems (HRIS)

-Inputs data in an electronic case management system

-Provides assistance on employee records

-Processes personnel transactions

-Prepares human resource reports

-Answers questions via phone or internet with scripted responses

Experience in Human Resources (HR) business processes.  Applies skills to administer HR 

processes.  Provide HR data entry and phone answering services.  Performs tasks such as:

-Inputs data into Human Resource Information Systems (HRIS)

-Inputs data in an electronic case management system

-Provides assistance on employee records

-Processes personnel transactions

-Prepares human resource reports

-Answers questions via phone or internet with scripted responses

 Maintain records and prepare documents associated with mailings and shipments; Open 

and read mail that is not specifically addressed, except pieces marked confidential; Record 

and control incoming and outgoing registered, insured, and certified mail; Complete 

associated forms for return to post office; Deliver incoming mail throughout the office; Pick-

up outgoing materials; Respond to routine requests for information and mail routine 

mailings;Performs tasks such as:

 - Upload information into the online case files within CareerConnector/uploads returned excel 

spreadsheets into the CareerConnector system and/or create spreadsheets

 - Answer inquiries concerning job vacancies for which applications are being accepted, merit promotion 

procedures, procedures for reinstatement or transfers from other federal agencies; Control 

correspondence, files and all documents related to entry-level examiner application process; Dispatch 

old files to FRC and shred as appropriate

 - Provide support to include the scheduling of appointments, composition of routine request, transmittal, 

and acknowledgment letters and memoranda; perform other clerical duties incidental to the information 

function

Analyst BA or BS 1-2 years analytical experience

Experience in management or functional consulting.  Demonstrated the knowledge, 

experience, and capabilities in the development of solutions, recommendations, or outcomes 

across multiple tasks and/or organizations.  Supports the development of solutions to 

address organization’s challenges. Supports project objectives and helps assess the impact 

of industry trends, policy, or standard methodologies. Conducts activities in support of 

project team’s objectives. Works closely with senior consultants or Program/Project 

Managers. 

Maintain primary access control of the OPF file room and the OPF and OPF related HR files 

to include payroll and employee performance folders (EPFs)

 - Create e-OPF and related files in accordance with the OPF Guide to Personnel Records 

and the HQ Service Center Regulatory Compliance checklist

 - On a continuing basis, scan forms into the e-OPF system (Examples: entry-on-duty forms, 

updated benefits forms, beneficiary forms, military service records, and authorization 

memos and forms

 - File, interfile, maintain, and store payroll files and EPF’s in accordance with the OPF 

Guide to Personnel Records and the HQ Service Center Regulatory Compliance checklist

 - Periodically review, update and remove various documents from e-OPF and OPF related 

HR Files in accordance with the OPF Guide to Personnel Records and the HQ Service 

Center Regulatory Compliance checklist

 - Prepare and distribute system reports using HR Connect, National Finance Center (NFC), 

e-OPF 

Personnel Asst I

Associates Degree 

or high school 

diploma

2 years work experience with high 

school diploma; 6 mos with 

Associates degree

Personnel Asst II

Associates Degree 

or high school 

diploma

3 years work experience with high 

school diploma; 1 year with 

Associates degree

Associates Degree 

or high school 

diploma

2-3 years administrative 

experience

File Room Coordinator

Associates Degree 

or high school 

diploma

3 years experience

Personnel Assistant III


[image: image2.emf]Experience in Federal Human Resources (HR) business processes with knowledge and skill 

in employee benefits. Applies advanced skills and experience in processing personnel 

transactions, detailed knowledge of Federal HR business processes and supervisory skills to 

administer HR processes in employee benefits.  Provides HR process services and interacts 

with clients at the supervisory level and/or provides HR advisory services to Federal HR 

policy and operations specialists. For example, may be asked to perform some of the 

following tasks:

-Holds open season for benefits

-Makes or reviews eligibility determinations

-Counsels employees

-Develops or interpret HR policy or guidance

-Processes personnel transactions into Human Resources Information Systems (HRIS)

-Prepares HR reports or analytics

-Responds to technical questions received via phone or email

-Provides daily supervision and direction to staff

 - Work closely with policy to understand the HR policies and procedures relating to records 

management, automated HR solutions and eOPF program requirements. 

 - Prepare Standard Operating Procedures (SOPs) and “how to” documentation for 

processing specific personnel actions.

 - Experience in performing day-to-day analyses and reporting.

 - Develop detailed communications plan, including all written announcements, FAQs and 

memorandums.

Experience in Federal Human Resources (HR) business processes with knowledge and skill 

in at least two different functional areas. Applies advanced skills and experience in 

processing personnel transactions, detailed knowledge of Federal HR business processes 

and supervisory skills to administer HR processes in at least two HR functional areas. 

Provides HR process services and interacts with clients at the supervisory level and/or 

provides HR advisory services to Federal HR policy and operations specialists. For example 

may be asked to perform some of the following tasks:

-Develop or interpret HR policy or guidance

-Process personnel transactions into Human Resources Information Systems (HRIS)

-Prepare HR reports or analytics

Identify and apply best practices, policy, and process improvements to support client 

solutions.  For example, may be asked to perform some of the following tasks:

-Extract data  and create Microsoft Excel® spreadsheets or PowerPoint® Slides for client when 

requested.

'-Analyze data, develop processes for storing and manipulating information, and prepare research of 

findings

'-Support preparation and implementation of meetings, workshops and focus groups; document results 

Experience assisting in preparing workforce analysis plans that detail how organizations will 

be assessed in terms of current and future human resources needs. Evaluate organizational 

structures in relation to designed organizational

strategies and mission requirements, and recommend organizational structures

to bring those elements into alignment.  May have experience recommending succession 

planning, career pathways, and future growth into organizational design components. Tasks 

may include:

Use skill inventories and other means to identify current organizational,

Recommend communication strategies and methods for adapting structures

Make recommendations on appropriate mission/fuction statements

Make recommendations on new positions in line with the recommended or revised structure.

Serves as a project advisor or expert reviewer on the development and implementation of 

human capital systems, products, and processes in accordance with recognized 

professional and legal guidelines.  For example, may be asked to perform some of the 

following tasks:

 - Formulates innovative methodologies and techniques based on specialized fields related to human 

capital

- Creates or develops highly innovative solutions based on specialized technical or domain knowledge 

Experience in Federal Human Resources (HR) business processes with knowledge and skill 

in position classification, position management and organizational design.  Provides HR 

process services and interacts with clients at the supervisory level and/or provides HR 

advisory services to Federal HR policy and operations specialists. For example may be 

asked to perform some of the following tasks:

-Reviews position descriptions, classification determinations and the results of  desk audits

-Develops or interpret HR policy or guidance

Benefits Specialist II BA or BS 4 years federal benefits experience

HR Specialist eOPF BA or BS 2-3 years experience

Senior Human Resources 

Consultant/Classification

BS, Masters 

preferred

5+ years federal human 

capital/resources experience, 5 

years experience in federal 

classification

HR Generalist III BA or BS

7 - 10 years federal human capital 

experience

Sr Analyst BA or BS

at least 5 years human capital 

experience

Human Capital Consultant BS 

5 -7 years human capital 

experience

Consultant BA or BS

at least 7 years federal human 

capital experience


[image: image3.emf]Senior Human Resources Specialist 

/ Workforce Training and 

Development

BS, Masters 

preferred

5+ years workforce training 

development experience

Experience evalutating, forecasting, and planning current workforce training needs. Outlines 

specific initiatives to train, develop and reward staff.  Develops targeted training and 

development programs that focus on and manages a robust talent enhancement program. 

Experience establishing the infrastructure to design, create, deploy, manage, assess and 

oversee a solid talent management program.



Conduct job analysis, develop assessment questions, prepare and post vacancy 

announcements on USAJOBS.gov using a variety of e-recruitment software products, review 

applications for basic eligibility and qualifications, adjudicate veterans’ preference, 

communicate with applicants regarding their applicant status, and maintain staffing case 

files.

 - Assist managers with decisions on advertising vacancies.

 - Assist managers with decisions on advertising vacancies; preparing announcements and uploading to 

USAJOBS

 - Develop evaluation criteria and minimum qualifications

 - Prepare career ladder promotion ticklers for new hires and for selections to positions with career 

ladder promotion eligibility

 - Maintain all records associated with staff acquisitions

Experience in Federal Human Resources (HR) business processes with knowledge and skill 

in retirement. Applies advanced skills and experience in processing personnel transactions, 

detailed knowledge of Federal HR business processes and supervisory skills to administer 

HR processes in retirement. Provides HR process services and interacts with clients at the 

supervisory level and/or provides HR advisory services to Federal HR policy and operations 

specialists. For example may be asked to perform some of the following tasks:

-Provides retirement counseling

-Calculates retirement benefits

-Conducts retirement seminars

-Develop or interpret HR policy or guidance

-Process personnel transactions into Human Resources Information Systems (HRIS)

-Prepare HR reports or analytics

-Responds to technical questions received via phone or email

-Provide daily supervision and direction to staff

Experience assisting in preparing workforce analysis plans that detail how organizations will 

be assessed in terms of current and future human resources needs. Evaluate organizational 

structures in relation to designed organizational

strategies and mission requirements, and recommend organizational structures

to bring those elements into alignment.  May have experience recommending succession 

planning, career pathways, and future growth into organizational design components. Tasks 

may include:

Use skill inventories and other means to identify current organizational,

Recommend communication strategies and methods for adapting structures

Make recommendations on appropriate mission/fuction statements

Make recommendations on new positions in line with the recommended or revised structure.

Project Manager BA or BS

8 - 10 years project management 

experience

Experience in human capital strategic and/or outsourcing services, business process 

redesign, or change management efforts. Applies broad management skills and specialized 

functional and technical expertise to lead complex, large projects in delivering client solutions 

or to manage the operations of multiple projects.  Provides subject matter expertise in 

industry, process or technology areas.   

Experience of business architecture design  and implementation, change management 

efforts or business process redesign. Applies advanced skills, experience and detailed 

knowledge of business processes to implement business solutions. Provides direction to 

project teams and interact with clients at the highest levels.  Performs tasks such as:

Perform human resources workflow analysis

Lead business process redesign teams in the development of new human resources business process 

architectures.

Design training programs for business architecture Design users

Senior Advisor

BS, Masters 

preferred

12 years human capital consulting 

experience with Masters; 14 years 

with BA

Experience in management or functional consulting.  Demonstrated the knowledge, 

experience, and capabilities in the development of solutions, recommendations, or outcomes 

across multiple tasks and/or organizations. Defines project objectives and strategic direction. 

Provides leadership and vision to client and project teams and serves as a key facilitator 

between multiple teams to achieve objectives of complex efforts. Directs the activities of more 

junior consultants or other staff. 

Retirement Specialist IV

BA or BS, Masters 

preferred

9 - 11 years federal human capital 

experience, at least 5 years 

specifically in federal retirements 

planning

Business Process Specialist

BS, Masters 

preferred

12 years process management 

experience with Masters; 14 years 

with BA

BA or BS

at least 7 years federal human 

resources experience

HR Specialist/Staffing

Senior Human Capital Consultant

BS, Masters 

preferred

7-9 years human capital 

experience


GSA Pricing

For SIN 595-25:
	Labor Category
	GSA Hourly Rate

	Administrative Specialist I
	$61.14

	Administrative Specialist II
	$63.30

	Diversity Business Specialist
	$88.92

	Minority Business and Economic Development Specialist
	$104.38

	EEO Specialist
	$118.77


Labor Category Descriptions – SIN 595-25
[image: image4.emf]Labor Category Education Required Experience Description

Operating and maintaining the Department’s EEO 

electronic case management tracking and monitoring 

system.

 - Training field site and headquarters staff in the 

operation of the EEO electronic case management 

-Organizing and maintaining sensitive case records and 

files.

 - Communicating effectively, both orally and in writing.

 - Composing correspondence and preparing reports to 

track case files.

 - Using appropriate discretion to protect privacy rights 

for accessing sensitive case records and files.

 -Using personal computer applications and various 

methods of data entry.

Communicating effectively, both orally and in writing.

-Composing correspondence and preparing reports.

-Makes or reviews eligibility determinations

-Experience in economic impact and diversity activities 

or Environmental Justice and Outreach.

Administrative Specialist I HS or GED

5 years administrative 

experience

Administrative Specialist II

Associates 

Degree

4 years administrative 

experience


[image: image5.emf]Providing technical advice and expertise on strategies 

for commercializing federal entity's patents, utilizing 

small businesses and minority serving institutions as 

collaborative partners.

 - Designing, developing, and deploying a national 

commercialization program which will improve small 

business utilization, increase job growth, and 

modernize and diversify the workforce.

 - Working with federal offices that are stakeholders in 

agency commercialization infrastructure in order to 

collaborate and leverage respective goals

 - Consolidating commercialization best practices

 - Forging inter-governmental agency partnerships and 

utilize regional innovation clusters.

 - Leading the development of commercialization tools, 

a searchable database, and a patent marketing system.

 - Tracking the economic impact of commercialization 

through the programs developed.

 - Planning and executing strategic planning activities 

for the successful integration of diversity management 

in an organization’s business processes and systems, 

including the development of diversity goals and 

objectives, the development of implementing programs 

and activities, identification of performance measures, 

development of evaluation instruments and activities, 

and development of continual improvement models.

 - Performing trend analyses, including population and 

employment trends, and demographic patterns in 

employment for minorities, women, people with 

disabilities, and other disadvantaged groups.

 - Applying leadership principles to the development of 

leadership models and systems, with the objective of 

enhancing diversity within an organization, including 

the integration of diversity goals and objectives into 

leadership development, and knowledge of transfer 

systems and other related strategies.

Diversity Business 

Specialist

Masters Degree

5 years experience 

working with minority 

businesses


[image: image6.emf]Planning and executing strategic planning activities for 

the successful integration of diversity management in 

an organization’s business processes and systems, 

including the development of diversity goals and 

objectives, the development of implementing programs 

and activities, identification of performance measures, 

development of evaluation instruments and activities, 

and development of continual improvement models.

-Applying leadership principles to the development of 

leadership models and systems, with the objective of 

enhancing diversity within an organization, including 

the integration of diversity goals and objectives into 

leadership development, and knowledge of transfer 

systems and other related strategies.

-Having knowledge of Special Emphasis Programs 

(SEP) and Employee Resource Groups (ERG), and 

advising SEP/ERG managers in the development of 

strategies for hiring, retaining, and promoting a diverse 

work force.

-Developing ERG infrastructure and training ERGs, 

Human Capital, and legal staff on the impacts of 

Diversity and Inclusion in the workplace.

-Reviewing employee development and mentoring 

programs in the workforce.

-Analyzing diversity data such as workforce and 

applicant flow data, including monitoring occupations 

for underrepresentation.

Conducting EEO counseling and investigations for Title 

VII complaints filed pursuant to the Civil Rights Act of 

1964 and related statutes, regulations, executive orders, 

or DOE policy.

 - Managing a full EEO caseload of counseling and 

investigations, including recommending actions for final 

disposition.

 - Working knowledge in conducting settlement 

negotiations and in preparing written settlement 

agreements.

 - Generating or performing high quality counseling 

reports, Reports of Investigation, accept/dismiss letters, 

drafting FAD’s, and other responsive pleadings related 

to the Title VII complaint process.

 - Generating reports, including the EEOC Management 

Directive 715, FEORP, and other documents related to 

the adjudication and disposition of EEO complaints at 

all levels in the processing system.

EEO Specialist BA or BS

8 years experience as an 

EEO specialist, lawyer, 

paralegal, civil rights 

specialist, or other 

comparable discipline

Minority Business and 

Economic Development 

Specialist

Masters Degree

7-9 years experience 

working as a Diversity 

Specialist/Practitioner


11

[image: image7.png][image: image8.png]business
management

assoclates



