Request to Add Services
PRIOR TO SUBMITTING A MODIFICATION REQUEST PLEASE ENSURE THAT YOUR GSA ADVANTAGE TEXT FILE IS CURRENT (AS OF YOUR LAST CONTRACT MODIFICATION) OR YOUR MODIFICATION REQUEST MAY BE REJECTED.
ALL ATTACHMENTS (CSP-1, PROPOSAL PRICELIST PREPARATION) CAN BE FOUND IN THE FABS SOLICITATION FCXB-F4-020002-B ON FEDBIZOPPS. OR YOU CAN USE THE FOLLOWING LINK:
https://www.fbo.gov/index?s=opportunity&mode=form&id=89751a164b09c304d3663d2c906d2e9a&tab=core&_cview=1&cck=1&au=&ck= 

THE FINANCIAL AND BUSINESS SOLUTIONS (FABS) SCHEDULE, SCHEDULE 520, WILL ONLY ACCEPT MODIFICATION REQUESTS SUBMITTED THROUGH THE eMod SYSTEM, EFFECTIVE FEBRUARY 15, 2010.  
THE FOLLOWING LINK WILL PROVIDE GUIDANCE ON UTILIZING THE eMod SYSTEM, OBTAINING DIGITAL CERTIFICATES, AND USSING THE eMod TRAINING GUIDE: http://eoffer.gsa.gov
TO REQUEST A MODIFICATION TO ADD SERVICES TO YOUR SCHEDULE, YOU MUST SUBMIT THE FOLLOWING:
Cover Letter

1.  Submit a cover letter signed by an authorized negotiator (as shown in your contract) stating that you are requesting to add services to your contract.  

2.  State that the services being proposed are based on a Commercial Price List (CPL) or Other Than a Commercial Price List (depending on how your contract was awarded). 

3.  State whether the Economic Price Adjustment (EPA) method for the proposed service will be the same as the existing service in the contract (if it is different, you must provide a rationale for this change).  Your awarded prices are based on either the EPA clause 552.216-70 (for contracts based on a Commercial Price List) or EPA clause I-FSS-969 (for contracts based on Other Than a Commercial Price List).

4.  State that all prices offered to GSA are inclusive of the current 0.75% IFF.

Attachments
1.  Provide a rationale for your request to include why you feel it is necessary to add services and how these services differ from the ones already awarded. 
2.  Submit a revised CSP by tailoring it to show all your current and proposed services (see solicitation).  This information shall be submitted even if it has not changed since the last CSP was submitted.  Please ensure the new proposed services are distinguishable from the existing services. 

3.  Provide the applicable Proposal Pricelist Preparation for your new services (see solicitation).
Pricing Support
Pricing based on a Commercial Price List (CPL)

1.  Submit a new dated copy of the CPL ensuring the new proposed categories are distinguished from the existing services on your CPL.  This is your new CPL; it does not show “GSA” on it.  Ensure that the service name and description you are offering GSA matches what is on your CPL. 

2.  Submit supporting documentation (e.g., copies of invoices, signed agreements, signed contracts, etc.) validating the new prices on your CPL.   

Contracts based on Other than a CPL 
1. Submit supporting documentation (e.g., copies of invoices, signed agreements, signed contracts, etc.) for each new service proposed.  
GSA Price List

1. Provide the entire GSA price list that will be incorporated to a Modification if accepted by the government. 

2. If pricing is based on a fixed escalation, show the pricing for the remaining contract years, including all option periods.
