SECTION G

CONTRACT ADMINISTRATION DATA

G.1  Reporting Requirements

G.1.1   Task Status Reports

G.1.1.1   Monthly Financial Summary (MFS)

This report shall detail all financial information on each task by calendar month.  Specific data elements and format are set forth in Section J.  The report shall be submitted by the fifth workday following the close of each calendar month.  This report shall be transmitted to the GSA electronic system or as otherwise required by the individual task order.
G.1.1.2  Monthly Technical Summary (MTS)

The MTS shall contain the following information:

· Brief description of requirements

· Brief summary of accomplishments during the reporting period and significant events regarding the task order

· Deliverables submitted or progress on deliverable products

· Any current or anticipated problems

· Brief summary of activity planned for the next reporting period

Each report shall be due on the fifth workday following the close of the calendar month.  Each report shall be submitted to the GSA electronic system. 

G.1.1.3  Other Reports

As directed by GSA or client representatives these reports shall be defined in the statement of work or work orders and shall be prepared by task personnel and funded by the client.
Contractor shall submit to the PCO on a monthly basis small business subcontracted dollars by the fifth workday following close of each calendar month. At a minimum the report shall contain the Prime Name, Contract Number, Reporting Period, and Subcontracted Small Business Dollars invoiced.
G.1.2  Contract Status Report

This report shall detail all financial, staffing and vacancies, training, marketing, and problems contract-wide by calendar month.  The report shall be submitted by the fifth workday following the close of each calendar month.  This report shall be submitted to the GWAC Center via e-mail.  See Section J for format.

G.1.3  Cost Recovery Report (CRR)

The CRR is a report of all invoices rendered under this contract.  The CRR is to provide the Task Order Number, Ordering Office, Client, the Invoice Number, the amount of the invoice, and the amount of the Contract Access Fee for each invoice of the reporting period.  The report shall include the total amount of the listed invoices and rebates for both the reporting period as well as cumulative totals for the contract to date.  Specific data elements and formats are set forth in Section J.  A CRR is required even when no invoices occur during the reporting period.  Invoices that extend beyond the contract period will be reported within 60 days of final delivery.  The CRR shall be electronically submitted using the GSA directed software (currently Excel 7.0) by the fifth work day following the close of the calendar month to the ENTERPRISE GWAC Center and regional Technical Services Division Directors via e-mail.

The Government reserves the right to inspect without further notice, such records of the contractor as pertain to orders under this contract.  Willful failure or refusal to furnish the required reports, or falsification thereof, shall constitute sufficient cause for terminating the contract for default under FAR 52.249-8, Default (Fixed-Priced Supply and Service).

G.1.4  Meetings

G.1.4.1  Task Level Meetings

Each month a meeting shall take place at the client site or another site mutually agreed to, that shall include the ITM (except on orders issued by the client agency), the client representative, and a contractor management representative.   This meeting shall address progress on the task, problems that have arisen over the past month, and other matters that are pertinent.

G.1.4.2  Other Meetings

Other meetings shall be required as necessary during the normal course of business.
G.1.5
Marketing Reporting

The contractor shall report marketing activities via the GSA electronic system.

G.1.5.1   Marketing Calls

The contractor shall coordinate, as appropriate, with local FTS IT Solutions personnel in the course of marketing efforts to appraise them of planned client visits.

G.1.5.2   Trade Shows/ Exhibitions

The contractor shall report participation in trade shows/exhibitions prior to attendance.   Information provided shall consist of date, location, and name of conference.   GSA shall be notified at least two weeks prior to the show/exhibition.

G.2  Task Order Process

G.2.1  Task Request

When a task proposal is necessary, the request for task proposal will be issued by the CO, and shall normally include preferred pricing method (i.e., time and materials or fixed price), place of performance, due date for the task proposal, statement of work, and evaluation factors.   GSA will send task requests via the GSA electronic system.   Task orders issued under this contract will not be synopsized in the Commerce Business Daily.

Tasks may be grouped for reasons of efficiency.   It is anticipated that all multiple awardees will be provided a fair opportunity to be considered for each order in excess of $2,500, except as noted below.   The CO need not contact each of the multiple awardees under the contract before selecting an order awardee, if the CO has information available to ensure that each awardee is provided a fair opportunity to be considered for each order.   Award will be made to the contractor based on the evaluation criteria established in the task request.

Multiple awardees need not be given an opportunity to be considered for a particular order in excess of $2,500 when the CO determines that:

· The need for services is of such urgency that providing a fair opportunity to be considered would result in unacceptable delays

· Only one such contractor is capable of providing the services at the level of quality required because the services ordered are unique or highly specialized

· The order should be issued on a sole-source basis in the interest of economy and efficiency as a logical follow-on to a task already issued under the contract

· It is necessary to place an order to satisfy a minimum guarantee

The CO’s selection decision on each task order request shall be final and shall not be subject to the protest or disputes provisions of the contract, except for a protest that the task order increases the scope, period, or maximum value of the contract.   Disputes related to other matters affecting the task order award may be directed to the Ombudsman designated for this contract.   The Ombudsman will be responsible for those duties described at FAR 16.505(b)(5).   The Ombudsman for GSA is:

Donald J. Suda

U. S. General Services Administration

Office of Acquisition Policy

1800 F Street, N.W.

Washington, DC 20405.

G.2.2  Task Proposal

As requested, the contractor shall submit the task proposal, via the GSA electronic system, to the CO no later than 5 working days after the issue date of the task request, or by a date indicated in the task request.

If the contractor needs a pre-proposal meeting, a request for the meeting shall be made to the CO no later than 3 working days after receipt of the task request.   If a pre-proposal meeting is held, the proposal shall be submitted within 5 working days after the pre-proposal meeting.

The proposal shall comply with the task request requirements but will usually include the following sections: 

· A narrative description of the plans for performance and technical approach, to include what and how the work will be accomplished, qualitative descriptions of any automated tools and any structured methodology proposed, and any potential risks or problem areas  

· Identification of assumptions on the contractor's part used in developing the technical or cost portions of the proposal

· Definitions and schedules for milestones and deliverables products; description of acceptance criteria, including when and how the contractor shall ensure each is met

· A general work breakdown structure for accomplishing the task requirements and functions identified above, showing the skill level, number of people (full and part time, showing the number of hours for part time people), and totals that shall be applied to each time period.   The proposed staffing must be consistent with the contractor's staffing plan.   Detailed discussion of any other overtime or other than a normal work schedule that the contractor may propose or Work Breakdown Structure for  Fixed Price Task Orders.   A detailed work breakdown structure for accomplishing the task requirements identified above, showing the skill level, number of people, and labor hours shall be applied to each milestone and deliverable product.   The proposed staffing and work hours must be consistent with the contractor's staffing plan including a detailed rationale for why and how the skill level and number of people were determined, and how they shall be used.

· The fully loaded rates contained in Section B are ceiling price rates.   The contractor may, at his discretion, elect to propose lower hourly rates on a task-by-task basis.

· The G&A rate contained in Section B is a ceiling rate.  The contractor may, at his discretion, elect to propose lower G&A rates on a task-by-task basis.  If a lower G&A rate is accepted for a task order, the discounted G&A rate shall be fixed for the life of the task order.  
· Each ODC must have a breakdown of its composition and an estimate for each element, together with a total estimated ODC cost.   All travel requirements in the SOW must be included.   Any additional travel the contractor considers necessary for performance under the task order must be described, justified, and included in the cost estimate. 

· The Proposal Summary shall be submitted using the GSA provided format or as required by the Task Order.   All staffing, staffing hours and costs, ODCs by principal category, and totals, shall be shown.   For fixed price task orders, the staffing shall be shown by milestone or deliverable.  

· The contractor may, in its response to the SOW, submit an alternative task proposal if the contractor determines another technical approach or pricing structure should be considered.

For the purpose of this contract, all costs associated with the development, presentation and negotiation of the contractor's task order proposal, whether issued or not, shall not be directly charged to the task.

G.2.3  Negotiations and Final Proposal

When required, negotiations shall take place at a time and place designated by the CO.   Following negotiations, the contractor shall submit a final proposal within two (2) workdays, which reflects the results of the negotiations.   Following negotiations, if the original task proposal is acceptable, or if negotiations are not required, no additional submission is required.   Otherwise, the contractor shall submit the final proposal in the same manner as previously discussed for the original task proposal.  

In the event no proposals are received, the CO may designate a contractor who shall perform the task.   The CO and contractor shall negotiate the terms and conditions of performance.

G.2.4  Task Order

A task order specifies work to be accomplished by the contractor to satisfy a Government requirement and establishes a time frame and ceiling price for accomplishing the work.  Task Orders, awarded after March 1, 2004 must be completed within the contract period or within five years of task order award, whichever is later. The task order defines the performance of a specified unit of work in a definable service or applications area, and has one or more deliverable products.

The CO shall award task orders using a GSA Form 300 (or other appropriate form), and incorporating the statement of work and the final proposal by reference.  The GSA Form 300 (or other appropriate form), authorizes the contractor to proceed based upon the agreed technical requirements, milestone and deliverable schedules, and total price.  For fixed price tasks, a milestone schedule, including start and end dates for each milestone or deliverable, shall be submitted to the ITM. 

All tasks must be fully staffed within 30 calendar days after task award (date on the Form 300) unless otherwise negotiated and specifically stated in the task order.

Resumes shall be submitted to the Government in the format provided in Section J (cover sheet and resume).  The Government will approve or reject the resume within five workdays.  For approved resumes, the contractor shall notify the Government when the individual will report to work on the task order.  If review of the resume shows the individual not qualified for the position indicated, the resume shall be rejected and a verbal explanation provided.  If the contractor desires further consideration of the candidate, the resume must be resubmitted within two workdays of the notice of rejection with the necessary clarification or additional information.  Rejection of a resume does not obviate the contractor's responsibility to fully staff by the negotiated start date.

G.2.5  Task Order Changes

Task orders may be changed, either at the Government's initiative, or in response to the contractor's proposal.  No direction changing the requirements of a task order will be binding upon the contractor unless issued by the CO in writing.  Likewise, the Government shall not be liable for an equitable adjustment to the price of a task order on account of a change, unless the change is authorized in writing by the CO.  Task order changes are issued by means of a Standard Form 30 (Amendment of Solicitation/Modification of Contract).

For time and materials tasks, within 60 days of task order completion, the contractor shall submit a final proposal showing actual billed hours and billed costs expended on the task.  This will occur at the same time that the financial manager is informed that all costs have been invoiced (see Section G.3.1).  The task order will then be modified by the CO to reflect a cost-ceiling equal to the actual expenditures.  If the contractor requires an extension of the 60-day period, a request with supporting rationale must be received by the CO prior to the end of the 60-day period.

G.2.6  Failure to Reach Agreement

If agreement cannot be reached on total price, time for performance, or other terms, the CO may unilaterally establish the terms at issuance.  The contractor may pursue any disagreement as a dispute under the "Disputes" clause of this contract.

G.2.7  Types of Tasks

G.2.7.1    Fixed Price Task

A task order with well defined requirements and fixed deliverable products will normally be issued on a  fixed price basis.

G.2.7.2  Time and Materials Task

A task order for which the performance requirements or deliverable products cannot be quantified or well defined in advance, typically shall be issued on a time and material basis.  Work orders are issued by the Government to define individual performance requirements for specific work or milestones to be accomplished. 

G.3  Billing and Payment

G.3.1  General Billing Information

A proper invoice for each task order shall be submitted not later than 5 work days after acceptance by the Government of the product, service, and/or cost item.  In the absence of Government acceptance within 30 days, the contractor shall submit an invoice.  A separate invoice for each task order shall be submitted on official company letterhead with detailed costs for each of the following categories:

· For fixed price tasks, products delivered and accepted, listed by deliverable number

· For time and materials tasks, labor expended for each skill level

· Total labor charges

· Travel and per diem charges

· Total other direct charges (ODC)

· Total invoice amount

· Prompt payment discount offered (if applicable)

For fixed price tasks, an invoice reflecting amounts that do not exceed the fixed price approved for that deliverable product or service in the task order shall be submitted for those tangible deliverable products or services that have been accepted by the Government.

For time and materials tasks, the amount invoiced shall include labor charges for actual hours worked and other actual expenses based upon contract rates and conditions, not to exceed the limits specified in the task order and that have been accepted by the Government.  

For other direct costs such as equipment, travel, per diem, subcontractor labor, etc., invoices shall reflect the contractor's actual expense for the item, plus General and Administrative costs (G&A) (the only allowable mark-up), to include the Contract Access Fee.  These charges shall not exceed limits specified in the task order.  No charges will be paid by the Government, which are not specifically detailed in the individual task order, and specifically approved in the MFS.

Copies of contractor paid invoices, receipts, travel vouchers completed in accordance with Federal Travel Regulations (FTR), shall be maintained by the contractor and made available to the Government upon request. 

In addition to the above information, the invoice shall include the following minimum task identification:

· GSA task order number

· Accounting Control Transaction (ACT) number (assigned by GSA on the Delivery Order, GSA Form 300, Block 4)

· Period of Performance (month services performed for work request task orders, month deliverable completed for fixed price task orders).

· Invoice Number

· Client name and address

When the paying office is GSA, the original of each invoice, with supporting documentation, shall be submitted to the GSA Paying Office designated in Block 24 of the GSA Form 300.

In those cases where the paying office is other than GSA, the invoice/paying office will be designated on an order-by-order basis.  

One additional copy of each invoice, with supporting documentation, shall be submitted to the address as designated on an order-by-order basis.

Invoices for final payment must be so identified and submitted when tasks have been completed and no further charges are to be incurred.  These close-out invoices, or a written notification that final invoicing has been completed, must be submitted to the ordering agency within 60 days of task order completion.  A copy of the written acceptance of task completion must be attached to final invoices.  If the contractor requires an extension of the 60- day period, a request with supporting rationale must be received prior to the end of the 60-day period.  This invoice close-out is normally done in conjunction with the submission of a final proposal (see Section G.2.5).

The contractor shall not be compensated directly for the Program Manager, Group Managers, or any other management or staff member not directly associated with and negotiated for task order performance as hourly-rate contract line items.

Labor hours of subcontractors shall not be billed at a rate other than the fully burdened hourly rates agreed to in task negotiation or at a rate specifically authorized for the task order as ODC’s.

G.3.2  Payment of Invoices

Payment of invoices will be made based upon acceptance by the Government of the entire task or the tangible product deliverable(s) invoiced.  For task orders that have no tangible products, payments are based on the Government certifying that satisfactory services were provided, and the contractor has certified that labor charges are accurate.  The Government will pay only for hours authorized, worked, and accepted.

If the supplies or services are rejected for failure to conform to the technical requirements of the contract, or any other contractually legitimate reason, the contractor shall not be paid, or shall be paid an amount negotiated by the CO.

Payment to the contractor will not be made for temporary work stoppage due to circumstances beyond the control of the client agency such as acts of God, inclement weather, power outages, and results thereof, or temporary closings of facilities at which contractor personnel are performing.  This may, however, be justification for excusable delays. 

The rate of compensation to the contractor for overtime hours will be as established in Section B.  Overtime payments are unallowable except when authorized by the task order to meet task order requirements on a bonafide exigency basis.  The Government will not authorize overtime to compensate for shortcomings in contractor performance.

The contractor will be reimbursed by the Government for travel and per diem expenses incurred by contractor personnel for travel specifically authorized in a task order and approved by the Government.  At the option of the Government, the Government may make available to the contractor, Government supply sources for official travel, subject to the same conditions as for Government employees; except the contractor's employees are not employees of the Government as defined by 28 U.S.C. 2671, and thus are not covered under the tort claims provisions of 28 U.S.C. 2679(b).  Conditions and limitations applying to travel associated with work under this contract follow:

· Travel costs approved under a task order shall be included as unique costs, but shall not be paid unless actual travel occurs and the costs are approved by the Government.   

· A regular duty station is defined as the contractor employee's continuing place of duty, whether on a permanent or temporary assignment.

· The contractor will be reimbursed for local travel of personnel between multiple places of performance within a task order, not to exceed the amount authorized by the task order for such travel.  The contractor will not be reimbursed for travel of its employees to and from their residence and their assigned regular duty station.

· If a task order requires assignment of contractor personnel away from the employee's regular duty station for less than six (6) months, such assignments are considered temporary assignments.  Travel and per diem expenses associated with Government-approved temporary assignments are allowable.  On task orders of this nature, reimbursable travel and per diem expenses shall not exceed authorized amounts incorporated into the task order.

· If a task or series of tasks requires continuous assignment of contractor personnel at a location away from the employees’ regular duty station for a continuous period of six (6) months or longer, such assignments are considered permanent assignments.  The contractor may, at its discretion, accept assignments of less than six (6) months under permanent assignment terms.  No relocation, travel, per diem expenses, or travel time will be allowed by the Government for placing contractor personnel at permanent assignments.

· Post differential, travel, and per diem expenses for contractor employees assigned to duty outside the United States shall be at the rates prescribed for Government employees.  The contractor is responsible for obtaining passports, visas, and other necessary documents and clearances at its own expense.

· Normally the Government will not reimburse any costs associated with the relocation of contractor personnel.  For special circumstances, reimbursement may be authorized by the task order.  Payment to the contractor is contingent on the contractor providing the services as agreed (for instance, for a twelve month period, through task completion).

· Except as otherwise provided herein, payment will be made for actual common carrier fares plus cost of travel between the contractor employee's home or regular duty station and the carrier terminal and temporary duty points for travel by the most reasonable and economical means.  If a contractor employee resides within 50 miles of a temporary duty station, he/she shall not be entitled to travel or per diem expenses for duty at that location.

· The contractor will be reimbursed by the Government for travel and per diem expenses incurred by contractor personnel specifically authorized in the task order to travel for contract purposes.  Reimbursement shall not exceed the rates and expenses allowed by Government travel regulations for a Government employee traveling under identical circumstances, and shall not exceed maximum limits authorized in the task order.  At the option of the Government, the Government may make available to the contractor, Government aircraft, Government accommodations, Government transportation requests, Government-owned vehicles, or Government vehicle rental contracts for official travel, subject to the same conditions as for Government employees.

· Subject to prior approval of the Government, reasonable local travel expenses may be paid by the Government for the difference between a contractor's travel expenses from his/her residence to the primary place of performance of the task order and actual travel expenses between the place of residence and the temporary place of performance of the task order in connection with TDY travel or temporary assignments.

· Payment may be made for the use of a privately owned vehicle (POV) for official business in connection with approved temporary assignments, including travel between the regular duty station and temporary duty station, unless the temporary duty station is within 50 miles of his/her residence or regular duty station.  Rates for, and use of, POV shall be per the direction of the FTR. 

· Labor hour payments will be made for actual authorized travel time in support of approved task orders using the same criteria as for Government personnel traveling under the same circumstances.  In general, the regulations provide that exempt employees traveling outside of normal work hours are not reimbursed for labor hours used in the performance of travel, and non-exempt employees are fully reimbursed for their labor hours used for travel.  The contractor is responsible for ensuring that travel time outside of normal work hours is kept to a minimum.  Upon request, the contractor shall furnish schedules and mode of transportation to the Government.

· Travel and per diem payments are intended as reimbursement to contractor employees.  Such payments are not intended as profit for the contractor nor are they intended to be subject to deduction or set-aside by the contractor.

G.3.3 Cost Recovery 




GSA operating costs associated with awarding and managing this contract are recovered through a Contract Access Fee (CAF) of the total invoice amount.  


GSA has the unilateral right to change the percentage at any time, but not more than once per year.  The contractor shall collect the CAF and rebate to GSA the amount of the fee.  The CAF amount due shall be paid by check to:

General Services Administration

FSS, ENTERPRISE GWAC Center (9FG)

9988 Hibert Street, Suite 102

San Diego, CA 92131

Attention: ENTERPRISE GWAC Center
Where multiple invoices and/or multiple orders are involved, the CAF may be consolidated into one payment.  To ensure the payment is credited properly, the contractor shall submit the check along with a printed copy of the “Cost Recovery Report (CRR)” as required by section G.3.1.  Each check shall be annotated with the corresponding ANSWER contract number.
The contractor shall pay GSA not later than the fifth workday of each month, the CAF for all invoices rendered two months prior (for example: the CAF is due in June for invoices rendered in April).

If the full amount of the CAF is not paid within 30 calendar days after the end of the applicable reporting period, it shall constitute a debt to the United States Government under the terms of FAR 32.6.  The Government may exercise all rights under the Debt Collection Act of 1982, including withholding or setting off payments and interest on the debt (see FAR 52.232-17, Interest).

If the contractor fails to submit documented sales reports, payments, falsifies payment documentation, or fails to pay the CAF in a timely manner, the Government may terminate or cancel the contract.  Willful failure or refusal to furnish the required reports, falsification of reports, or failure to pay the CAF timely constitutes sufficient cause for terminating the contractor for cause under the termination provisions of this contract.

G.4 Supervision

The contractor shall provide supervision for all personnel on task orders.  The Government will have no direct supervision over contractor personnel.  Government actions with respect to contractor personnel will conform to the policies stated in Part 37 of the FAR.
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