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It has been a while since we last updated the order placement procedures for MAS so GSA would like to take this opportunity to clarify order placement procedures for vehicles procured under GSA Automotive Acquisition Support Division Multiple Award Schedule (MAS) Program.  The ordering procedures in the FAR have recently changed so there are now additional requirements that did not exist earlier.
According to Federal Acquisition Regulations (FAR) 8.405-1(c), ordering activities wishing to place an order above the micro-purchase threshold ($3,000) against a schedule contract must review the price lists of at least three schedule contractors. The FAR gives ordering activities the authority to make your best value determination based on price and other related factors. FAR 8.405-7 requires documentation of the contracts being considered and a justification if consideration was given to fewer than the required number of contractors. 
For requirements exceeding the simplified acquisition threshold – the FAR has a strong preference for the use of e-Buy and it is the preferred method of receiving quotes for MIPRs and 1781s.  It is not, however mandatory.  
Should the customer agency not use e-Buy (and is ordering directly without using GSA Automotive) there is a requirement that, as a minimum, at least 3 quotes be received (note this differs from requirements in the past which did not require RECEIPT of 3 quotes).  Should you not receive 3 quotes, but used e-Buy you’ve met the competition requirements and you can make the best value determination as defined in your RFQ.  
If you are sending requirements to GSA Automotive instead of ordering direct indicate that orders will be placed from any request for quote through the issuance of a Motor Vehicle Delivery Order from GSA Automotive.  Make sure you include with your requisition to GSA a copy of your award criteria and any other relevant documents.  We must also receive copies of all quotes received through e-Buy.

Should you not receive 3 quotes and you did not use e-Buy the FAR mandates that you prepare a written determination explaining that no additional contractors capable of fulfilling the requirement could be indentified despite reasonable efforts to do so.  NOTE:  If a firm provides a quote when you issue the RFQ via e-Buy, but does not provide the quote through e-Buy (i.e. they send you an e-mail with the quote instead of using the system) that quote may be considered invalid – all quotes when using e-Buy must be received through the e-Buy system.

When using e-Buy for requisitions MIPRS/1781s sent to GSA it is important to have a statement in the RFQ that orders will be placed via GSA issuing a Motor Vehicle Delivery Order – otherwise, if you ‘award’ via e-Buy there is the potential for duplication (i.e. the contractor may believe that there were 2 orders – one in e-Buy and a second unit ordered via GSA).  If you don’t have that statement and you award via e-Buy you just committed your office and obligated funds.
So, there are two methods of doing an RFQ under the Automotive Superstore (MAS-23V) – either (a) through e-Buy or (b) via obtaining a minimum of three written quotes.  Again, should your choose option (b) and not obtain 3 written quotes then you will need to submit a justification as to why you did not receive 3 quotes.  The justification must show that you did everything possible to obtain the quotes and/or must justify/support why you only went to the firms in question.
REVIEW OF QUOTES BEFORE SUBMISSION TO GSA
GSA reviews each MIPR/1781 and verifies that the item is available under contract, this includes options.  It is the responsibility of the customer agency to verify the quote is accurate and that options are available under contract.  Should the items not be available under contract, then GSA cannot place the order and the MIPR/1781 must be rejected.  In order to expedite order placement and not have MIPRS/1781s returned, please verify that all items are available under contract prior to submitting the MIPR/1781.
Sole source acquisitions can only be considered in accordance with the justifications required by FAR 8.405-6.  Approval for sole source acquisitions needs to be approved by the customer agency before seeking any GSA vendors on schedule.  The CO/CS will also review to ensure that the sole source justification complies with FAR 8.405-6.    

PLACING ORDERS DIRECTLY TO THE VENDOR
Under the MAS program, all customer agencies may place delivery orders directly with schedule contractors. All MAS contracts and products are listed in GSAAdvantage! on www.gsaadvantage.gov. E-Buy can also be used to solicit quotes directly from MAS schedule contracts, which can be found at www.ebuy.gsa.gov. Only products covered by MAS contracts (and thereby listed in GSAAdvantage! or e-Buy) may be procured directly with the contractor.  When you place delivery orders directly with a MAS contractor, the documentation required by FAR 8.405 is still required for your contract files. In this case, responsibility for proper documentation rests with the customer agency, and is subject to audit to ensure compliance with regulations.  Your agency will also be responsible for managing the administration of the order, performing any compliance inspections required, and making payment for the completed product.   
State and Local Government customers utilizing programs such as the 1122 Counterdrug Program, Wildland Fire Program, or Disaster Recovery Purchasing Program must place their orders directly with the schedule contractors.
PLACING ORDERS THROUGH THE OFFICE OF ACQUISITION OPERATIONS
Federal Executive Agency customers may place orders through GSA Automotive Acquisition Support Division if they so choose.  We will gladly assist you in placing your order with any MAS contractor available on schedule.  Please ensure we are given sufficient contractor selection documentation (as outlined below) and the correct funding information is attached to the incoming requisition/MIPR.  In placing your MAS order through GSA Automotive, a 1% surcharge will be assessed on your order based on the total dollar amount of the order. This surcharge is to cover the cost of the administrative services (order management, inspection services, payment, etc) associated with your order.   

Note:  GSA Automotive will not accept MIPRs/1781s requisitions for services.  Requirements for services must be placed directly to the MAS schedule holder..

Procurement Package Requirements 

To avoid any delays when placing an order through GSA Automotive, all requisitions (e.g. GSA form 1781) and MIPRs for acquisitions from a schedule contractor must have the following documentation attached: 

1. A copy of the Request for Quotation (RFQ) sent out to the prospective MAS contractors, and proof of transmission of the request (i.e. copy of the e-Buy information and quotes received from e-Buy). The RFQ must identify the special item number requested, item description, the destination, the quantity, a specific color and the required optional equipment. 

2. Copies of the valid price quotes must accompany your requisition or MIPR. Each price quote must be based on current contractor pricing, and have a unique quote number assigned.
3. An attached statement documenting the rationale behind contractor’s selection is required for all orders.  Supporting documentation must be provided for your best value determination.  The selection must be supported by your evaluation criteria established in the RFQ issued through e-Buy.
4. All 1781 forms must include the appropriate funding citations, which are explained on page 2 of this form. In addition, the Standard Item Number must state 999 and the option code blocks must be left blank.
Requisitions and MIPRs not meeting the documentation requirements listed above will be returned to the ordering activity. GSA Automotive will not retain a copy of the rejected requisition or MIPR. GSA Automotive will keep on file a copy of the rejection letter, but a rejected requisition/MIPR will be returned in its entirety. Customer agencies may resubmit their request at any time, but must provide the entire original document along with the required documentation. 
These measures are meant to ensure GSA Automotive is placing an order for the exact product that your organization coordinated with the desired vendor. Not only is the information requested needed to ensure order accuracy, the documentation is required by the FAR.
What Happens Once You Decided to Place your Order Through GSA Automotive?

The GSA Contracting Officer (CO)/Contract Specialist (CS) will verify that products and options listed on the requisition are approved under the vendor’s GSA contract. The CO/CS will also validate that the pricing accurately reflects the contract. The vendor should only be quoting products that are approved under their GSA contract. If there are options that are not covered by the contract, the vendor is responsible for stating these items are “open market” and listing them as separate line items. Therefore, the vendor is to report sales only on those items that are approved under their GSA contract.
The GSA CO/CS will place the order and a Motor Vehicle Delivery Order (MVDO) will be generated based on your requisition and automatically sent to both the MAS vendor and to you, the customer.  This MVDO contains your contact information, the MAS vendor contact information, Order Number, Order Date, Shipment Date, CO/CS (referred to as the Buyer on the MVDO) price, etc. 
The CO/CS will also send an email addressed to you, the vendor, GSA Engineering, and the Industrial Operations Analyst (IOA) to confirm the order has been placed.  The responsibility of the IOA will be addressed in another section of this overview.

Post Order Placement Telephone Conference 
In addition, a post order placement telephone conference will be scheduled by the GSA CO/CS responsible for managing your order, when the CO/CS determines it is necessary based on the dollar value and the complexity of the order. The participants of this conference will include:
You (customer)

MAS vendor

GSA CO/CS

GSA Engineering
IOA
The purpose of this conference call is to review the MVDO as well as the procedures for managing the order. The CO/CS will summarize the discussion and distribute the information to all parties involved. Appendix A details the topics for the telephone conference.
Changes to Orders

After the order is placed with the MAS vendor, the customer must notify the CO/CS of any required changes to the order. The CO/CS will contact the vendor to obtain a quote for the changes which will be submitted to the customer for acceptance and confirmation of available funds. Once the changes have been accepted by the customer, the CO/CS will issue a modification to the vendor to incorporate the changes. All changes must be approved by a modification to the contract. At time of inspection if the vehicle does not accurately reflect the order, the vehicle will be rejected.  Please note, the vendor will be responsible for re-inspection costs.  
Delivery and Inspection
The delivery timeframe on all MAS orders placed by GSA will be monitored, and within 30 days of the shipment date stipulated on the MVDO, the CO/CS will contact the vendor to confirm the delivery is on schedule. It is important to note that the vendor is responsible for notifying GSA if there is an issue with the vehicle or if the vehicle will not be delivered on time. If there is a vendor caused delay, the CO/CS will require consideration from the vendor and will notify you of any impact to the order.  Please also be aware that the CO/CS must be notified of any shipments for orders which will be made before the specified delivery date.
When your vehicle is within 10 days of completion, the MAS vendor is responsible for contacting the IOA to establish a date for the inspection. The vendor must also notify the CO/CS. You may attend the inspection if you wish. Please note that you will be responsible for your associated travel expenses.
After your vehicle has been inspected and found to be acceptable, the IOA will complete a GSA Form 308 (Notice of Inspection) or DD250 (Material Inspection and Receiving Report) if required, and submit this form to the MAS vendor.  This form authorizes the vendor to release your vehicle for shipment, subject to the order delivery terms.

Should you need assistance, please contact the MAS team:

Mr. Jack Mitchell



Mr. Jeffrey Meyers
Contractor Support



Director – Medium & Heavy Vehicles
703-603-8274




703-605-2951
jackie.mitchell@gsa.gov


jeffrey.meyers@gsa.gov


Ms. Brenda Samuels-Smith


Ms. Charlene Cardenas
Contractor Support



Contract Specialist
brenda.samuels-smith@gsa.gov

charlene.cardenas@gsa.gov

Ms. Cheryl Capers
Contract Specialist
cheryl.capers@gsa.gov

Appendix A - Topics to be covered in Post Order Conference
1.  The RPN Number

2.  Contact information for the:

· Customer’s authorized representative

· CO/CS

· MAS Vendor’s authorized representative

· GSA Engineer
· IOA
3.  The Vendor’s Quote:
· Customer approved shop order

· Customer approved drawing

4.  Change Request(s):
· Formal modification required

5.  Compliance inspection:
· 100% complete

· Attendees
6.  Payment

· Certificate of Origin

7.  Delivery

· How

· When

· Where
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