PES SCHEDULE 871 INSTRUCTIONS FOR REQUESTING ADMINISTRATIVE CHANGES

Updated 11-17-2008
Administrative Changes

All administrative changes (Point of contact changes, address changes, E-mail changes, etc.) must be submitted in writing and signed by an authorized negotiator as shown in the contract.  Authorized negotiators are shown in clause K-FSS-1 Authorized Negotiators and/or the Cover Page to Offer.  If the only authorized negotiators listed in your contract no longer work for the company, then the company president must sign the request letter. 
We will only accept modification requests submitted via one of the following methods:

1. E-mail at msc.mods@gsa.gov  Ensure that the subject line reads your Schedule Name, Contract Number and Company Name  (e.g. PES, GS-10F-0007X, ABC Company).

2. Submittal by E-mod. For information on enabling e-mod submittal capability go to http://www.eoffer.gsa.gov/
Listed below is additional guidance on the type of administrative change indicated. 

Address Changes

If submitting a change to the Contract address, you must first change the address in CCR prior to submission. 

Point of Contact MODIFICATION
The following information is needed to process a POC modification:

1.
Name of new POC

2.
Title of new POC

3.
Phone # and extension 

4.
Fax #

5.
Address- If different from the Contract address (that which shows in CCR) ensure this is noted.  

6.
Email address

7. 
Company website address

In a cover letter you will state that the request is to revise the POC for contract administration and authorized negotiator list as shown in the attached updated clauses K-FSS-1 & G-FSS-900 C (shown on the next page).  Include the information from 1-7 above when completing the clauses.  If your contract scope is Domestic Only then you do not need to complete the Overseas POC information (input N/A).  NOTE: Ensure that the POC for contract administration also shows in the authorized negotiator list. 

K-FSS-1
Authorized Negotiators (Mar 1998)   MACROBUTTON OpenFSSAL985 FSS A/L FC-98-5
The offeror shall, in the spaces provided below, fill in the names of all persons authorized to negotiate with the Government in connection with this request for proposals or quotations.  (List the names, titles, telephone numbers and electronic mail address of the authorized negotiators.)

	

	

	

	


G-FSS-900-C         CONTACT FOR CONTRACT ADMINISTRATION  (JUL 2003) 

Offerors should complete paragraphs (a) and (b) if providing both domestic and overseas delivery.  Complete paragraph (a) if providing domestic delivery only.  Complete paragraph (b) if providing overseas delivery only.

The Contractor shall designate a person to serve as the contract administrator for the contract both domestically and overseas.  The contract administrator is responsible for overall compliance with contract terms and conditions.  The contract administrator is also the responsible official for issues concerning 552.238-74, Industrial Funding Fee and Sales Reporting (JUL 2003), including reviews of contractor records.  The Contractor’s designation of representatives to handle certain functions under this contract does not relieve the contract administrator of responsibility for contract compliance.  Any changes to the designated individual must be provided to the Contracting Officer in writing, with the proposed effective date of the change

(a)  Domestic:


NAME



TITLE



ADDRESS



ZIP CODE 



TELEPHONE NO. (_______)
 FAX NO. 



E-MAIL ADDRESS


 (b)  Overseas:  Overseas contact points are mandatory for local assistance with the resolution of any delivery, performance, or quality complaint from customer agencies.  (Also, see the requirement in I‑FSS‑594, Parts and Service.)  At a minimum, a contact point must be furnished for each area in which deliveries are contemplated, e.g., Europe, South America, Far East, etc.


NAME



TITLE



ADDRESS



ZIP CODE 



TELEPHONE NO. (_______)
 FAX NO. 



E-MAIL ADDRESS
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