DRAFT – 1/25/99


GSA SCHEDULE GS-35F-4660G PROCEDURES

General Guidelines:

1. Effective January 1, 1999 there will no longer be IWAs generated by MASI for GSA orders that are strictly pass through orders to another ManTech company. IWAs requiring another company’s expertise will still be in effect.
Procedures have not yet been defined for when another ManTech company needs to pass-through monies on a BPA in the name of another ManTech company.  Since this is also a pass-through situation, there should be no IWA; however, contract administrative procedures have to be developed in concert with all existing BPA administrators.   

2. MASI will maintain overall contract administration to include responsibility for paying the required Industrial Funding Fee, maintaining all records of schedule sales, administering the overall contract- level small business plan, modifying the schedule as required, and providing liaison with the various GSA entities (Headquarters and Field Offices).

3. The performing ManTech company will assume responsibility for task administration and customer billing.  The designated GSA Point of Contact at each location is responsible for all aspects of contract administration for all of their respective GSA job/tasks at that location.  MASI will interface with this designated representative on any contractual issue. The GSA Contractual and Technical Points of Contact will be identified to MASI.  Turnover will be accomplished by Jan. 29. 

4. The performing ManTech company will be responsible for developing the cost proposals.  Note that the GSA Schedule labor categories of Administrative Support and Data Entry are incidental labor categories and must be bid only as part of a larger order.  Copies of cost proposals for Direct Orders and GSA FAST Program Orders must be sent to MASI at the same time they are submitted to the Government for processing.

5. The performing ManTech company will ensure that copies of all BPAs and all orders and modifications are forwarded to MASI – the House of Records.  Copies will be forwarded within 5 business days from receipt. Should there be a GSA audit, the House of Records needs to have all supporting documentation to fully comply with the audit requirements.  GSA has, and will continue to review procedures for calculating and paying the IFF.

6. “Direct Orders” and “GSA FAST Program  Orders” should be addressed to

ManTech Advanced Systems International

14119A Sullyfield Circle

Chantilly, VA 20151

Attn: Ms. Sue Siegel

7. All BPA’s and their respective tasking under the BPA should be addressed to the performing ManTech company.

8. The remittance address for all GSA tasking, including BPA’s should be addressed to Corporate Accounts Receivable.

9. The performing ManTech company is responsible for reserving the Industrial Funding Fee and the Contract Administration Fee for each task (similar procedure as for management reserve).

10. GSA Job numbers as well as numbers for newly awarded BPA’s will be issued by corporate.  Task numbers are the responsibility of the performing company.  If the performing company desires to continue with the MASI Job Numbers for future tasking, task numbers will be assigned by MASI to prevent duplication.

11. The performing ManTech company is accountable for all reporting requirements as outlined below and for the accuracy of accounting in the event of audit.

Specific Requirements:

12. The performing company will designate Contract POCs who will be responsible for forwarding the following to the House of Records (Charlie Tellis, Chantilly, VA office):

a. Copies of all cost proposals, orders, modifications, and contract set-up sheets (when submitted to the Government for “Direct Orders” and “GSA FAST Program Orders”, and within 5 business days for BPA’s). 

b. Standard Form 294 for subcontracting reporting.  The SF-294 is due semiannually and at contract completion. SF-294 identifies the total dollars subcontracted, and of that total, the dollars that went to 1) small business concerns, 2) small disadvantaged business concerns, and 3) woman-owned small business concerns.  This must be submitted to the House of Records by April 15th for the period through March 31st, and by October 15th for the period through September 30th.  The starting period of performance is the date the particular task was awarded.  A blank copy of the SF-294 may be found at http://www.gsa.gov/forms/.  The performing company is responsible for maintaining files regarding efforts to subcontract to SB, SDB, and WOSB to ensure that they have an equitable opportunity to compete for the subcontracting opportunities.  This evaluation criteria is being added to GSA RFQs.

c. Spreadsheet showing:
Job #, Task #, Div #, ManTech General Ledger Name, Total Order Value, Current Period Revenue for Schedule Sales, Task Inception to Date Revenue on Schedule Sales. (Submit on the 15th of each month for the prior month – hard copy and email copy.)

Ensure that the Schedule Sale values properly reflect only the schedule labor to include subcontractors, and that it does not include sales for open-market items (travel and material/ODCs).  It also does not include sales from team members who are responsible for paying their own IFF. Job set-ups should be structured in such a way as to be able to identify Schedule Sales, including subcontractors: Team Member Sales, Travel, and Other Direct Costs.  

The spreadsheet is required for tracking the total sales and for calculating the quarterly IFF due to GSA.  The format to be used is:

Job
Task
Div #
ManTech Gen. Ledger Name
Total Order Value (Labor, ODC’s, Travel)
Current Period Revenue on Schedule Sales
Inception to Date Revenue on Schedule Sales

4652
S21
04
TEMCO
  75,000.00
10,000.00
50,000.00

4652
S22
04
TEMCO
  50,000.00
20,000.00
25,000.00




TOTAL
125,000.00
30,000.00
75,000.00

d. Copies of all invoices within 10 business days from being sent to customer.  Invoices must have a point of contact and telephone number for the individual within the performing company that is responsible should the payment office or client/customer have any questions.  A copy of the JSR will be forwarded with the invoice to MASI.  All aged receivables and unbilled issues are the responsibility of each performing company.

e. In the event the HofR does not have certain documentation, it can call upon the “Contracts” POC to provide the needed items to meet an authorized objective.

13. The House of Records is responsible for:

a. Interfacing with the designated “contracts” point of contact on any issue relating to the GSA contract.

b. Forwarding copies of all orders received by MASI to the responsible performing company.

c. Paying the GSA quarterly 1% Industrial Funding Fee, calculated on the sale of Schedule Labor Items.

d. Submitting to GSA subcontracting reports.
e. Maintaining records for all GSA orders; Direct, FAST program and BPA.  Complete records need to include cost proposals, orders, modifications, invoices, JSRs, and SF-294s, to meet a GSA audit. In the event the HofR does not have certain documentation, it can call upon the “Contracts” POC to provide the needed items to meet an authorized objective.

f. Answering questions from the performing companies relating to invoicing procedures, cost proposals, client requirements and the like.

g. Providing liaison as the central point of contact for all “Direct Orders” (Orders issued from the client agency directly to ManTech) and for orders out of any GSA regional office.

h. Responding to Requests for Quote from GSA Regional Offices.

i. Reviewing cost proposals developed by performing company for Direct Orders and GSA FAST Program orders and by request for BPAs.

j. Tracking proposal efforts by the various ManTech companies, relating to the GSA Schedule.

k. Modifying the Schedule as required, with appropriate data submitted by the performing companies.

