SAVES Office Supplies Solicitation #DTFAWA-09-R-00040

Amendment I 

Revsied Section C-Statement of Work
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C.1 BACKGROUND AND OVERVIEW

C.1.1 Background

A primary objective of the Federal Aviation Administration (FAA) Flight Plan is to control costs while delivering quality customer service.  To help achieve this objective, the FAA has in place an important agency-wide strategic sourcing initiative.  This initiative is called SAVES (Strategic Sourcing for the Acquisition of Various Equipment and Supplies). 

C.1.2 Overview

The SAVES Program enables the FAA to purchase selected commodities for less while maintaining or improving the quality of purchases and supplier service levels.  It is the FAA’s intent to establish a partnership with a commercial office supply company which is a certified distributor of Ability One (formerly Javits-Wagner-O’Day –JWOD) products.  This statement of work (SOW) outlines the requirements for the strategic sourcing of office supplies.

The FAA reserves the right to extend the scope of this contract to include the Department of Transportation (DOT) Office of the Secretary of Transportation (OST).

The distribution of office supplies purchased by the FAA is approximately 12% paper, 36% toner, and 52% general office supplies, non-core items, and Ability One.

C.2   DEFINITIONS AND TERMS

C.2.1 Definitions 


· Core Office Supplies (core items):  paper, toner, and General Office Supplies (defined below).  Vendor shall supply OEM and remanufactured toner.

· General Office Supplies (GOS):  includes such items as binders, dividers, tape, pens, pencils, batteries, report covers, easels, calendars, clipboards, paperclips, computer accessories, copier parts, correction fluid, diskettes, CD’s, envelopes and other supplies.

· Non-Core Items:  includes items not usually defined as office supplies, but that are frequently purchased from office supply companies, such as computer peripherals and commercial off the shelf software, furniture, file cabinets, facsimile machines, telephones, bathroom/janitorial supplies, appliances, paper shredders, and scanners.

· Ability One products:  products produced by non-profit organizations associated with the National Industries for the Blind (NIB) and NISH (serving individuals with a wide range of severe disabilities).  See http://www.abilityone.gov for current products.

· Essentially the Same (ETS):  term used to indicate a commercial item that has a corresponding Ability One product with virtually the same characteristics/specifications.

· FOB Destination:  Delivery, free of charge, to the delivery point (individual office, room, or desk) specified at time of order placement.  FOB destination includes all locations within the 48 contiguous states and the District of Columbia.

· FOB Origin:  Delivery charges are permitted.  FOB origin covers all locations outside the 48 contiguous states and the District of Columbia.

· Comprehensive Procurement Guidelines (CPG):  government purchasing guidelines for products containing recycled content published by the Environmental Protection Agency as required by the Resource Conservation and Recovery Act (RCRA), (42 U.S.C. 6901 et seq. 1976), see http://www.epa.gov/cpg/.
· Electronics Products Environmental Assessment Tool (EPEAT):  this tool provides a list of energy consuming products that meet standards acceptable to Government standards for energy conservation, see http://www.epeat.net
· RCRA:  Resource Conservation and Recovery Act.
· P-Card:  Government issues purchase (credit) card
C.2.2 Terms

The following terms must be considered synonymous:

· "provider," "operator,” “contractor,” and "contractor"

· “agency,” “government,” and “FAA”

· "contract" and "agreement"
C.3   GENERAL CONDITIONS

The term of this contract is for one (1) base year, with four (4) option years, if all options are exercised.  This contract represents an estimated opportunity of $86.4M over its five year period of performance.  The FAA will obligate funds against the contract at time of award by placing an initial order.  There will be no minimum quantities on any subsequent orders.  The Government will be obligated only to the extent of the authorized orders placed against the contract.

C.4   TECHNICAL REQUIREMENTS

C.4.1 Product Description

The contractor must supply the full range of FAA’s office supply needs, including all Ability One A-list items.  This includes the various paper, toner, general office supplies and non-core office supplies as defined above in Section C.2.1.  The contractor must supply new items as required by the FAA during the performance period of the contract.

C.4.1.1   Products provided by the contractor must be new, but as appropriate must be made of recycled content when required by the RCRA.  Reconditioned products will not be accepted unless specifically requested by the Government. 
1. Toner – The contractor must offer both Original Equipment Manufacturer (OEM) and remanufactured toner when available.  Toner shall include other consumables such as inkjet cartridges, drums, and fusers that are offered in the vendor’s current online catalog and any items specifically requested by the FAA.

C.4.1.2   Mandatory Product Requirements
1. The contractor must automatically block and substitute commercial ETS items with Ability One products where available.  See http://www.abilityone.gov for current ETS list.
2. The contractor must provide products that conform to CPG, when applicable.
3. The contractor must provide ENERGY STAR® qualified and FEMP-designated products meeting the performance criteria listed in Section J Attachment I as required by the Energy Policy Act of 2005 (P.L. 109-58).  Also see http://www.epeat.net for a list of products that meet these performance criteria.

4. All electronic information technology (EIT) products must be compliant with Section 508 of the Rehabilitation Act of 1973. See Section J Attachment II, Section 508 Compliance within 1 year of contract initiation.

5. The contractor must implement a system to ensure maximum compliance with mandatory product requirements listed above. 
6. UNICOR Calendars and Planners – Contractor must have the following items available for shipment to all FAA CONUS locations no later than August 15th of the preceding fiscal year (i.e. August 15, 2009 for 2010 items):
a. NSN 7540-01-545-3714 UNICOR Activity Schedule

b. NSN 7530-01-545-3767 UNICOR Appointment Book

c. NSN 7510-01-545-3731 UNICOR Calendar Pad

d. NSN 7510-01-545-3761 UNICOR Wall Calendar

Note:   The NSNs listed above are for 2009.  These numbers may change for 2010.

7. When directed by the FAA, the contractor must block specific items deemed prohibited from purchase by FAA personnel.
C.4.2 Methods of Purchase

Within 30 calendar days of contract award the contractor must begin accepting orders from authorized FAA personnel via the internet/web portal, electronic data interchange/email, and telephone.
C.4.2.1   The contractor must accept the government-wide commercial purchase card (P-card) or purchase orders.  FAA personnel with registered P-cards are considered to be authorized.

Charges to the P-card must not be processed until shipment of 100% of ordered quantities occurs. 

For purchases not using a P-card, the contractor must be restricted to purchases only made by the FAA contracting officer or his/her designated purchasing official.

C.4.2.2   The contractor must provide automatic tax exemption where applicable for all purchases covered under this contract.

C.4.2.3   The contractor must also email shipping and tracking information within 24 hours of receipt of any order to include order number, delivery address, shipping company, and delivery date.

C.4.2.4   Paper catalogs may be provided at the contractor’s discretion.  If paper catalogs are supplied, the contractor must provide only catalogs that contain the standard full-line assortment of products (core and non-core items) and must prominently identify all Ability One, CPG, EPLEAT/ENERGY STAR compliant items and must prominently identify ETS items and reference the appropriate Ability One substitute.

C.4.2.5 Web Portal/Internet Orders

The provider will furnish a secure website address for this web portal with 24 hours a day/365 days a year availability.  The website must meet the appropriate level of security as outlined in the Payment Card Industry Data Security Standard.
The contractor must provide a web portal with the following capabilities and/or characteristics:

· Exclusive and secure use by FAA personnel.

· Permit FAA users to register their information including P-card, multiple shipping addresses, region, Line of Business (LOB), and customer generated order/PO number.

· The ability for FAA management to restrict/prohibit items and limit quantities.

· Provide sequential electronic order approval for registered FAA users.

· Accept orders only from authorized registered FAA users. 

· On-line review of product availability, delivery options, order history, and order tracking. 

· Provide detailed product information including FAA price & photograph when available

· Allow shopping cart features:  save (place on hold), purchase, send to approver/manager

· Prominently identify Ability One, CPG and EPLEAT/ENERGY STAR compliant products.

· Prominently identify ETS items and provide reference to appropriate Ability One substitute.

· Permit purchases by government purchase card or pre-established account number.

· Provide immediate order confirmation during checkout.

· Provide technical and program assistance via telephone and online customer support team.

· Be compliant with Section 508 of the Rehabilitation Act of 1973.  See Section J Attachment II, Section 508 Compliance.
· Set default delivery option must be the timeframe specified in Section C.4.4.

· Provide the option to download and print a catalog of products.

C.4.2.6 Email Orders

The contractor must be capable of accepting email orders during normal business hours consisting of electronic spreadsheets containing the items, quantities, delivery locations, and purchase order information. 

The FAA orders will be sent via email in Microsoft Excel spreadsheet format and include the following information:

Column A:
FAA provided order and line item number

Column B:
POC name, phone number and room number

Column C:
Address 1

Column D:
Address 2

Column E:
City, State and Zip Code

Column F:
Unused column

Column G:
Model Name of requested product

Column H:
Manufacturer of requested product

Column I:
Manufacturer’s Part Number

Column J:
Contractor’s ID or SKU number for requested product

Column K:
FAA Part Number  

Column L:
Quantity

Column M:
Printer Model (for validation)

Column N:
Printer Manufacturer (for validation)

Column O:
Requester (FAA personnel requesting product)

Column P:
Requester’s email

NOTE:  Columns A-P should not be changed without notifying FAA authorized personnel.  Columns A-P will be filled out with the requested orders.  
Column Q:
Price per item    

Column R:
Extended price

Column S:
Contractor order number/Confirmation number

Column T:
Delivery date

Column U:
Reason for Unavailability (discontinued, out-of-stock, etc.)     

The vendor will place the order for all items available in their online catalog and complete Columns Q through T.  If an item(s) is not available for any reason, that reason shall be entered in Column U.  

The completed spreadsheet showing order confirmation number and status shall be returned to the FAA via email within 24 hours.

CONUS and OCONUS email orders will be placed via different Excel spreadsheets.

C.4.2.7 Telephone Orders

The contractor must provide a toll-free telephone number with availability Monday-Friday 8:00 AM to 8:00 PM Eastern Time.  The contractor must also provide an alternate number that must accommodate TTY functionality.  This TTY capability must be compliant with Section 508 of the Rehabilitation Act of 1973. See Section J Attachment II, Section 508 Compliance.

C.4.2.8 Order Confirmation

Within 24 hours of receiving an order via email or telephone the contractor must send an email confirmation that includes the order number, an itemized list of ordered products, quantities, prices, total cost and delivery date.  If an item(s) is not available (out of stock, discontinued, etc), the contractor shall note this on the quote confirmation and the order processed without these items to avoid delay.  

C.4.3 Pricing and Pricing Adjustments

FAA office supply contract pricing shall be based on a discount off the contractor’s commercial/internet pricing.  Discounts may vary depending on the product category.  FAA prices will fluctuate with changes in the contractor’s commercial price.  

If a commercial internet price is not available, contract pricing will be based on GSA or another commercially available pricing schedule such as a catalog.

Ability-One items will be priced a fixed percentage above the Ability-One committee price.  The contractor’s prices for these items will only fluctuate with changes in the Ability-One committee pricing schedule.

Agreed upon price discounts are valid for the life of the contract (base year + option years).  FAA contract prices must include all shipping/delivery charges and credit card transaction fees.  No additional fees are permitted.
C.4.4 Delivery Service Level

C.4.4.1   The contractor must ensure inside delivery of ordered items, FOB destination.  These sites include over 850 facilities located in the 48 contiguous states and the District of Columbia only as stated in paragraph C.2.1 above.  
C.4.4.2   Contractor must deliver orders in good condition within 2 business days of order placement for items delivered within the 48 contiguous states and the District of Columbia.

C.4.4.3   Items delivered outside the 48 contiguous states and the District of Columbia (OCONUS) can incur shipping charges (FOB Origin) as stated in paragraph C.2.1 above.  The terms and conditions for OCONUS shipments must be negotiated at time of order.

C.4.4.4   The contractor must provide an overnight shipping option and identify the additional cost for this service.

C.4.4.5   The contractor must maintain 98% on time delivery.  
C.4.4.6   The contractor shall be responsible for security clearances and identification badging, if required, to make inside deliveries to locations specified, such as to specific offices or rooms inside large government office buildings or facilities such as air traffic control towers and radar centers.

C.4.4.7   Partial orders

Contractor must notify the cardholder or FAA employee/purchaser placing the order if there are any problems filling an order or any anticipated delivery delays.  The FAA customer shall have the option to cancel that item or wait for the later delivery.  The 98% on time shipping baseline will not include any items for which the contractor has notified the employee of stocking or delivery problems at time of order placement.

C.4.4.8   Returns

Return of damaged products is the contractor’s responsibility and liability.  If ordered items are received in damaged condition, the contractor must replace items at their expense as soon as possible, but must not exceed the delivery time specified in the original order.  The contractor must provide a returned merchandise authorization (RMA) and prepaid shipping label with each replacement order.  If the number of items received exceeds the number ordered, the excess shall be returned at the vendor’s expense.

C.4.5 Reporting

The contractor must provide summarized reports at the category and subcategory level (i.e. core, non-core, Ability One, market basket, paper, toner, general office supplies) as well as line item detailed reports.  These reports must be provided monthly, quarterly, and annually to the Contracting Officer’s Technical Representative showing all purchases made by the agency.  The report must be provided no later than the 10th day of the month following the reporting period

The reports must be in electronic spreadsheet format (Microsoft Excel) and must include all the data fields as shown in the Attachment III, Contractor Reporting Instructions.  These include but are not limited to the following:

· Item purchased (OEM number and contractor’s part/SKU number, product description).

· Commercially published Item Price.

· FAA’s contract Unit Price.

· Item category.

· FAA’s percent discount off the commercially published price.

· Quantity purchased.

· Identify the order date and billing date.

· Identify the shipping location (street address, city, state, and zip code).

· Identify name, Line of Business, and region code of the FAA person placing the order.

· Identify if item was a Ability One, CPG and EPLEAT/ENERGY STAR compliant products.

· Identify if item was an ETS commercial item (for compliance purposes).
· Identify if a P-card or purchase order was used.

· Classify products as recycled or non-recycled.

· Unfilled/Cancelled orders, late deliveries orders.

· On-time deliveries field

C.4.5.1.   The contractor must work with the FAA to define the order tracking criteria.  All reports need to be delivered with the required information.  Details regarding additional reports will be communicated on award of the contract after looking at the contractor’s internal merchandise class/subcategories.  The contractor’s internal classification will be used to define "Core" and "Non Core" segments for FAA.  In addition to the fields provided in Attachment III to Section J, Contractor Reporting Instructions, the contractor must indicate which orders are unfilled/cancelled orders and late deliveries.

C.4.5.2. The FAA will schedule quarterly review meetings with the contractor to review performance and administration issues, including opportunities for cost efficiencies.

Additional meetings may be required if the need arises.  The location of the quarterly review meetings is at the FAA Headquarters Building located at 800 Independence Ave. Washington, DC  

C.4.6.   Property Rights

At all times and at all places all data files generated as a part of this contract are the property of the FAA.  Use is restricted to official FAA purposes.  The contractor must not sell or otherwise share any data generated as a part of this contract.  Upon request, and at contract end, the contractor must tender all data and databases to the FAA in a form suitable as determined by the FAA.
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