PROCEDURES FOR USING

GSA FEDERAL SUPPLY SCHEDULES

Introduction:  The Federal Supply Schedule (FSS) program, directed and managed by the General Services Administration (GSA), provides Federal agencies with a simplified process for obtaining commonly used commercial supplies and services at prices associated with volume buying.  Indefinite delivery contracts have been established by GSA with commercial firms to provide supplies and services at stated prices for given periods of time.  

When appropriate, using GSA Schedules can be a simpler process and reduce total procurement process time.  Most of the time is saved by abbreviated clause development, shortened time allowed for receipt of quotes, quicker price evaluation due to pre-established pricing, and a smaller number of proposals to evaluate.  Ordering agencies (that’s us) create task or delivery orders under the GSA FSS contracts which must have either firm fixed price or time-and-materials/labor-hour pricing arrangements. 
The ordering agency meets CICA requirements by following the GSA ordering procedures, i.e., selecting at least three vendors to receive the solicitation (four if the estimated value will be greater than $10 million). 

GSA has, in essence, screened contractors and determined that they meet the basic qualifications of capability, responsibility, and fair and reasonable published prices.  The GSA Schedule contracts have been synopsized so no further synopsis is necessary.  Also not necessary are separate determinations of fair and reasonable pricing, or consideration of small business programs.

Do NOT use FSS contracts for Davis-Bacon or construction actions.

(Reference: FAR 8.4)

The following steps walk you through the process:

1.  Select the Appropriate Schedule/Market Research
There are numerous Schedules for services found on www.gsa.gov .  Hang in there -- maneuvering through the GSA web site can be difficult!  
Click on “Commercial Services and Products on GSA Schedules” for a second listing of possible choices.  
Note that MOBIS (Management, Organization, and Business Information Services) is a specific Schedule, not another name for FSS contracting.  Use of a MOBIS Schedule is only appropriate for business and process improvement services as opposed to routine, established services.

Find the right Schedule to fit your needs.

Print a copy of the Schedule contract for the files and for searching for existing clauses later.
Collect names of firms that expressed an interest in this type of work.  
Compare to the selected Schedule.

Confirm that the companies are on the Schedule.

Scan the GSA Schedule listing for additional companies if necessary.  
Select a group of companies.

Send a letter requesting a copy of the companies’ GSA FSS contract.  Their GSA contract should include their published loaded hourly rates.
Review company capabilities and prices for the best matches to the Government requirements with the assistance of the program office requestors.
Select a minimum of three vendors (four vendors if estimated value exceeds $10 million).  (Discussions are underway to change the rules to require that we ensure that three offers be received, meaning that we send our solicitation to many more than three or four vendors in the future).

Note that more than one Schedule may be used.  Each Schedule has Special Interest Numbers (SINs).  These are a combination of NAICS/SIC codes; therefore you will note different size standards and company size status than SBA records.  The GSA size status prevails.  If necessary, the ordering agency may require contractors to recertify their small business size status as of the time they submit their quotes in response to the RFQ under a Schedule contract.
Do NOT use GSA FSS contracts for making 8(a) sole source awards under SBA authority.
The Schedule may require that all teaming partners or subcontractors be on the chosen Schedule(s).

Orders placed against the Schedules may be credited toward our small business goals.  Limit the solicitation of orders under GSA FSS contracts to small businesses wherever possible.  When doing so, the RFQs should NOT state a NAICS code, NOT use the term small business set-aside, NOT use set-aside clauses or provisions, or NOT do anything that would indicate that the RFQ is a formal small business set-aside.  Do NOT set aside FSS delivery or task orders for small businesses -- just select them to receive your RFQ.  

If required, you may select a combination of large and small firms to receive your solicitation.  In that case, ordering offices should give preference for award to a small business concern when two or more supplies or services at the same delivered price will satisfy the requirement.

(References: FAR 9.6 on teaming arrangements; FAR 19.502-1(b) and Acquisition Flash 2002-19 on not using set-asides; www.gao.gov/decisions/bidpro/290541 on size status; Acquisition Letter 2000-02 on small business participation)

Revert to traditional contracting (competitive, 8a sole source, etc.) if a sufficient number of capable and interested firms is not available on the Schedule.

Do NOT proceed until this step has been completed to avoid negatively impacting your procurement schedule.
2. Work with the Program Office to Prepare PR Package
Commensurate with the requirements, complete these items as you normally would:

Obtain award/solicitation number 

Procurement Request

FOCI Determination

Reporting Requirements

Performance Based Statement of Work

Independent Government Estimate

Government Property List

Acquisition Plan 

Other Than Sealed Bid Documentation
Justification for Options

Justification for Using T&M/LH Pricing Arrangement

Confidentiality/Conflict of Interest Certifications
ES&H/Patent Memos

Security/PAO review of PBSOW

Do NOT complete DOE F 4220.2 SB/8a Review until after selection
Do NOT write SBA Offering Letter

Do NOT synopsize

3. Prepare Request For Quote Package
RFQ FSS Form.  This form is used for the initial solicitation, solicitation amendments, award, and delivery/task order modifications throughout the life of the contract.
Instructions to Offerors.  This simple document is used in lieu of Sections L and M.  Always ask for price reductions.  Provide relative importance of evaluation criteria that were selected on the RFQ FSS Form.  The time given for vendors to prepare their quotes usually ranges from four days to two weeks.  
Terms and Conditions.  You only need to create a package of local and DEAR clauses to supplement the GSA contract clauses.  Use STRIPES only for selecting the latest local and DEAR clauses.  Full development of a solicitation on STRIPES is not recommended since the GSA Schedule contract contains the appropriate Section I FAR clauses and Section K Representations and Certifications, and information similar to Section L Instructions and Section M Evaluation Criteria are included in Instructions to Offerors.
Past Performance Surveys.  Past performance under similar contracts should be reviewed and included in the evaluation criteria.

Performance Based Statement of Work.  Use the standard format.
The RFQ solicitation should be appropriately reviewed prior to release on STRIPES. 
4. Post RFQ on IIPS

Follow directions to post to STRIPES.  The solicitation should only be obtainable by the selected group of vendors from the Schedule.

Contact vendors on your list to ask them to register and subscribe in STRIPES in order for them to receive the solicitation and receive notifications of messages, amendments, etc.
5. Evaluate Proposals
A technical group evaluates the proposals in accordance with the criteria established in the RFQ.  Findings should be documented.

A price evaluation should check the math on the proposals, review total price reasonableness and realism against the Independent Government Estimate, and confirm financial responsibility.  If incidental other direct costs are to be incurred on the task/delivery order, a determination of fairness and reasonableness may be necessary on those costs.
Non-debarment status should be confirmed.

6. Select Best Value
Document the file to sufficiently justify the selection decision.

