


INSTRUCTIONS FOR ADDING SPECIAL ITEM NUMBERS (SINs)

Please read the instructions in their entirety before submitting your modification request.

ATTENTION CONTRACTORS:  PLEASE BE ADVISED THAT THE MODIFICATION INSTRUCTIONS CITED BELOW MUST BE ADHERED TO IN ORDER TO AVOID REJECTION OF YOUR SUBMISSION.  If at any time during this process you have questions, please contact the Contract Specialist assigned to your contract.  Email and phone number can be found via http://www.gsaelibrary.gsa.gov .  (Enter your contract #, click on your company name in red, your GSA Contract Specialist is on the right, across from your company POC).

Please Note: GSA will only consider modification requests from contractors who are in compliance with the contract. Prior to submitting a modification request, ensure that your GSA Advantage text file and catalog file, CCR and ORCA registrations are current and accurate and all mandatory modifications have been accepted.   GSA will accept only modification requests submitted via eMod. For information on enabling eMod submittal capability go to http://www.eoffer.gsa.gov/

Please submit the information specific to your modification request per the instructions below.  You can disregard the instructions that do not apply to your specific modification request. It is not necessary to return these instructions to GSA as part of your modification request.

SECTION I:  Requirements for ALL Modification Requests 
The following numbered items (1-4) MUST be submitted with all modification requests.  If these items are not addressed, the modification may be rejected.

1. Submit a cover letter signed by an authorized negotiator (as identified in your contract) briefly describing your request and the rationale for the request, and confirming the following: 

· Whether or not the Economic Price Adjustment (EPA) method for the proposed new additions will be the same as the existing EPA method in the contract (if it is different, you must provide a rationale for the change).  Please indicate which method of escalation is in your contract.
· All prices offered to GSA are inclusive of the current 0.75% IFF. 
· Unless you specifically state otherwise, GSA will assume that any new SIN(s) added to the contract will be subject to Recovery Act and the American Recovery and Reinvestment Act (ARRA), pursuant to your contract award or subsequent mass modification your firm accepted incorporating those programs into the contract

2. Commercial Sales Practices Format (CSP) Information:

· You can either submit an updated CSP or provide the following statement in lieu of submitting a CSP: 

“In lieu of submitting Commercial Sales Practices Format (CSP) information, we hereby certify that there has been no change in regards to the price/discount relationship as it relates to the Price Reductions Clause 552.238-75 as a result of the modification requested. The proposed labor categories (or items/ fixed priced services (if applicable)) will have the same discount relationship as the existing contract labor categories (or items/fixed priced services (if applicable)). MFC(s) is/are X* and GSA prices are (equal to or lower than / at least X*% lower than) MFC rates.”** 
· ** For complex specific multiple company MFCs, it is acceptable to insert the language “…identified in the CSP dated X* submitted at time of award/ submitted with MOD X*.
· * Fill in the X with the appropriate MFC information from your contract.     
· If not providing the statement above, then complete and submit an updated CSP and Pricing Proposal Template.  You can find the current CSP and Sample Pricing Proposal Template in the Schedule solicitation.  

3. Service Contract Act (SCA) Matrix:

· If there are SCA applicable labor categories currently on contract or proposed, please submit an SCA matrix as shown in the example below. 
· For all the identified SCA eligible labor categories, map the SCA equivalent labor category title (titles/descriptions available at http://www.wdol.gov Click on the “library” link then download the SCA Directory of Occupations 5th Edition). 
· Identify the Wage Determination # that the prices in your contract are predicated on. Please specify the applicable rev# and revision date identified in the latest index of the WDs in your contract. Please also specify the state and area associated with the WD. Utilize the following spreadsheet format (labor categories shown are for example purposes):  

	SCA Matrix

	SCA Eligible Contract Labor Category
	SCA Equivalent Code - Title
	WD Number

	Administrative Assistant
	01011 - Accounting Clerk I
	05-2059



Insert the following language below the matrix at the end of your GSA price list.  

“The Service Contract Act (SCA) is applicable to this contract and it includes SCA applicable labor categories. The prices for the indicated SCA labor categories are based on the U.S. Department of Labor Wage Determination Number(s) identified in the matrix. The prices offered are based on the preponderance of where work is performed and should the contractor perform in an area with lower SCA rates, resulting in lower wages being paid, the task order prices will be discounted accordingly.”

4. GSA Price List:

· Provide the entire contract price list on an Excel spreadsheet (including the new and existing labor categories/support products/courses/fixed priced services) that will be incorporated into a modification if accepted by the Government. If pricing is based on a fixed escalation, show the pricing for the remaining contract years, including all option periods with the annual escalation stated in the price list.  
· Also, please identify which labor categories are SCA eligible as in the following example (labor categories shown are for example purposes):   

	Labor categories
	Hourly Rate

	Principal Consultant
	$180.00

	Consultant I
	$85.00

	Subject Matter Expert
	$175.00

	Administrative Assistant**
	$38.00



**Indicates SCA eligible categories. See the SCA Matrix following the price list for additional information regarding these labor categories.

SECTION II: Requirements for Adding Special Item Numbers

Labor Categories/Courses/Items Applicable to the SIN(s) Requested 

1. State in your cover letter whether your existing labor categories/courses/items are sufficient to cover the new SIN(s) being requested, and if so, which ones are to be covered under the new SIN(s) requested.  If you need to add or change labor categories, support products, courses, or fixed price services to support the new SIN(s) being requested, you must also follow the modification request instructions for adding labor categories/items/classes/fixed price services available for download at through the Schedule specific website (i.e. www.gsa.gov/mobis,  www.gsa.gov/logworld,  www.gsa.gov/engineering, www.gsa.gov/language,  www.gsa.gov/environmental or www.gsa.gov/consolidated).  You may include all requested labor categories/items/classes/fixed price services, changes in a single modification request document.  

2. Any existing labor categories/fixed price services/products identified for the proposed new SIN(s) must be relevant to the services covered in the SIN description.  Thus, you should identify only those services/items that will be utilized to perform services under the proposed SIN. 


Project Descriptions   

For each SIN requested, submit project descriptions for two projects that are relevant to the SIN you are seeking.  For the PES Schedule only: for each SIN/Professional Engineering Discipline (PED) requested, submit a project description for one (1) project this is relevant to the SIN/PED you are seeking to add to your contract. 

All projects must either have been completed within the last two years or be on-going with at least one year of completed performance. For on-going contracts with a base year and option years, at a minimum, the base year must have been completed; for multi-year contracts, at a minimum, the first year must have been completed.  Projects that have a performance period of less than one year and are not yet completed will not be accepted by GSA.  All completed services must have been found to be acceptable by the client.  

1. Each project description shall include the following customer reference information: 

a. Customer/Client Name
b. Project Name/Contract Number
c. Customer Point of Contact for Project
d. Customer Point of Contact’s phone number and e-mail 
e. Project performance period (include months/years)
f. Dollar value of the entire project 
g. Dollar value received for the work preformed relevant to the SIN offered
h. Brief summary of the project as a whole (background, purpose, etc.)

2. Each project description shall include a narrative account of the work performed that addresses 
      the following elements:  

a. Detailed description of SIN-relevant work performed and results achieved
b. Methodology, tools, and/or processes utilized in performing the work
c. Demonstration of compliance with any applicable laws, regulations, Executive Orders, OMB 
    Circulars, professional standards, etc. (as applicable)
d. Project schedule (i.e., major milestones, tasks, deliverables), including an explanation of any
                delays (as applicable)
e. How the work performed is similar in scope and complexity to that described in the 
                SIN requested.
f. Demonstration of specific experience and/or special qualifications detailed in the Statement of 
Work (as applicable)

3. Project descriptions shall not exceed four (4) pages per project.  

4. Provide a copy of the Statement of Work for the project that was issued by the customer/ordering 
            agency describing the work being solicited.  

SECTION III:  Further Instructions
If after reviewing the instructions below, you have further questions about how to prepare your modification request, please contact your GSA Procuring Contracting Officer (PCO) who is listed with your contract information at www.gsaelibrary.gsa.gov.  (Enter your contract #, click on your company name in red, your GSA Contract Specialist is on the right, across from your company POC).
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