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Schedule 073


Food Service/Hospitality/Cleaning Equipment and Supplies/Chemicals and Services


See “General Tips” and “Green Tips”


It is imperative you load the Units of Measure (gallons drum units per case/box, weight, etc. and/or clearly describe in your product description(s).








General Tips (continued)


To expedite the review process, send an email message to your Contracting Officer/Contract Specialist notifying them that you have uploaded a new file and advise them of the changes you have made along with any applicable modification number.


Once you submit a file, you must wait for a response file before you upload another file and/or make any changes.  


Your CS/CO will review and either reject or approve your file(s) (Catalog and Text).  You will receive an email notification advising you if the file(s) submitted were approved or rejected and to download your response file(s).  Do NOT make any changes in SIP until the response file has been downloaded.  If rejected, make the corrections requested then upload your corrected file(s).  If approved, you must still download your response file so updated information will appear in GSA Advantage!.


Look at your company’s and your competitor’s information in GSA Advantage! from the customer’s perspective and ask yourself, who would I buy from?


Make it a priority to keep the information updated and reflective of your contract








Green Tips


Going Green!





It is imperative the Environmental Indicators/Icons are loaded for each applicable product and the icons chosen accurately represent the environmental attributes of product.  


ENERGY STAR Items MUST show the Manufacturer’s approved Energy Star Part Number











Schedule 541 (AIMS)


Advertising and Integrated Marketing Solutions


See “General Tips” 





Schedule 736


Temporary Administrative and Professional Staffing


See “General Tips” 


Text only files are currently accepted; however, since Schedule 736 implemented new pricing procedures in October 2008, if you want your firm to be more visible to customers, you should also upload a catalog file complete with the various skill categories/positions into the "Product List" in SIP.  This way a customer can search by skill category/position.


Put each individual positions approved under the contract into the "Product List" so customers can search by skill category/position.  �Background Information:  Most contractors previously did not do this because they had multiple locations and the product listing would have been so extensive.  Now, with the new 736 pricing procedures, if a contractor has proposed pricing for non-professional positions based on a mark-up to the wage determination, a contractor would only have to enter their pricing for their preponderance of work location.  The contractor cannot exceed the pricing for that position.  If the contractor should perform work in an area with a lower SCA rate, resulting in lower wages being paid, the task order prices must be discounted accordingly.  The contractor must pull and utilize the most recent wage determination revision for that location.


The "Product List" in SIP should be filled out as follows: 


-Mfg. Part No. - Enter either the Location OR the Occupation Code (from the Wage Determination for that position)


-Prod. Name - Enter the position title


-Picture/Photo - Attach either a Logo or Brochure


-List Price & Govt. Price - If pricing was based on a mark-up to the wage determination, enter the Total GSA Hourly Price�                                           in both columns.


-List Price & Govt. Price - If pricing was based on a discount to the commercial price list, enter the Commercial -Price in the�                                          List Price column and the Total GSA Hourly Price in the Govt. Price column.








Schedule 056 


Buildings and Building Materials/Industrial Services and Supplies ���


See “General Tips” and “Green Tips”


Contractors may choose to submit a Catalog File and Text File OR a stand-alone Text File is allowed�


The terms and conditions page (text file) should go beyond the 26 elements of contract terms and conditions.  Provide a brief company overview and links to website.  


For Services, ensure the text file clearly indicates the services approved under your contract for each services SIN and include pictures and descriptions of capabilities and previous projects.  The text file should clearly depict the company’s capabilities and the products/services available on contract.


For those SINs (such as 361-10A) covering a broad range of products, ensure you use key industry terminology and provide a defined description of the type of building(s) available.  For example, if your company provides aircraft hangars, include this in your company overview.  When customers are trying to determine what product/services are available and which company has it, they will review the text files. If it’s not clearly apparent, by the pictures or descriptions listed, that customer may move on to the next Schedule provider.





Schedule 66


Scientific Equipment and Services


See “General Tips” and “Green Tips”








General Tips


All Schedules


When preparing product descriptions for GSA Advantage!, think about the key words/nomenclature your customers will use to search for products, and then work those key words into your product descriptions.


Provide as much detail as possible in your product descriptions, especially regarding specifications that might make your product differ from other similar products. (Note: Product Description Field has character limit of 1000)


Be sure to enter the manufacturer’s part number if it is different from yours.


If your contract has multiple brands and terms, be sure to list and clearly identify all information on your text file.


Include pictures in your GSA catalog and ensure those used accurately represent the product/service being sold.


REMEMBER:  Pricing in catalog and text files MUST be the GSA Schedule price (inclusive of IFF), not commercial pricing.  Ensure to provide a clear description of the product/service as it is priced. Do not just list pricing in text files, provide a clear description of each model number.  


GSA Advantage! Pricing and your Paper Price List must always be kept current.  These price posted in Advantage! is your “Advertised Price”.


 Load any temporary sales or specials


If your contract has dual FOB terms, be sure to load FOB Origin on the main profile.  Load the specifics of your other terms (FOB Destination) in the product description field for the applicable products.


Be sure to use the most updated version of Clause I-FSS-600 as the format for your terms and conditions text file.  Reference Handout.








Schedule 084


Total Solutions for Law Enforcement, Security, Facilities, Management, Fire Rescue, Clothing, Marine Craft and Emergency/Disaster Response


See “General Tips” and “Green Tips”


Make sure to include all information specific to your product in the product description, such as NIJ protection level, magnification level on binoculars, etc.


Pictures are very important and the customers and particularly for SIN 260-01, boats.  These are large-dollar procurements and the customer often uses the pictures as a quick reference when making their comparisons before looking at individual features �and attributes.


If you have numerous product options on a model (i.e. boat), consider listing the options in the GSA Pricelist as part of your text file, load the base model in the catalog file and in the product description reference “view text file for a listing of available options”.   If options are not sold stand-alone, this should be advertised in your product description and/or text file.








