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8.405-2 Ordering procedures for serv-
ices requiring a statement of work.

(a) General. Ordering activities shall
use the procedures in this subsection
when ordering services priced at hourly
rates as established by the schedule
contracts. The applicable services will
be identified in the Federal Supply
Schedule publications and the contrac-
tor’s pricelists.

(b) Statements of Work (SOWs). All
Statements of Work shall include the
work to be performed; location of
work; period of performance; deliver-
able schedule; applicable performance
standards; and any special require-
ments (e.g., security clearances, travel,
special knowledge). To the maximum
extent practicable, agency require-
ments shall be performance-based
statements (see subpart 37.6).

(c) Request for Quotation procedures.
The ordering activity must provide the
Request for Quotation (RFQ), which in-
cludes the statement of work and eval-
uation criteria (e.g., experience and
past performance), to schedule contrac-
tors that offer services that will meet
the agency’s needs. The RFQ may be
posted to GSA’s electronic RFQ sys-
tem, e-Buy (see 8.402(d)).

(1) Orders at, or below, the micro-pur-
chase threshold. Ordering activities may
place orders at, or below, the micro-
purchase threshold with any Federal
Supply Schedule contractor that can
meet the agency’s needs. The ordering
activity should attempt to distribute
orders among contractors.

(2) For orders exceeding the micro-pur-
chase threshold, but not exceeding the
maximum order threshold. (i) The order-
ing activity shall develop a statement
of work, in accordance with 8.405-2(b).

(ii) The ordering activity shall pro-
vide the RFQ (including the statement
of work and evaluation criteria) to at
least three schedule contractors that
offer services that will meet the agen-
cy’s needs.

(iii) The ordering activity should re-
quest that contractors submit firm-
fixed prices to perform the services
identified in the statement of work.

(3) For proposed orders exceeding the
maximum order threshold or when estab-
lishing a BPA. In addition to meeting
the requirements of 8.405-2(c)(2), the or-
dering activity shall—
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(i) Provide the RFQ (including the
statement of work and evaluation cri-
teria) to additional schedule contrac-
tors that offer services that will meet
the needs of the ordering activity.
When determining the appropriate
number of additional schedule contrac-
tors, the ordering activity may con-
sider, among other factors, the fol-
lowing:

(A) The complexity, scope and esti-
mated value of the requirement.

(B) The market search results.

(ii) Seek price reductions.

(4) The ordering activity shall pro-
vide the RFQ (including the statement
of work and the evaluation criteria) to
any schedule contractor who requests a
copy of it.

(d) Evaluation. The ordering activity
shall evaluate all responses received
using the evaluation criteria provided
to the schedule contractors. The order-
ing activity is responsible for consid-
ering the level of effort and the mix of
labor proposed to perform a specific
task being ordered, and for deter-
mining that the total price is reason-
able. Place the order, or establish the
BPA, with the schedule contractor that
represents the best value (see 8.404(d)).
After award, ordering activities should
provide timely notification to unsuc-
cessful offerors. If an unsuccessful of-
feror requests information on an award
that was based on factors other than
price alone, a brief explanation of the
basis for the award decision shall be
provided.

(e) Minimum documentation. The or-
dering activity shall document—

(1) The schedule contracts consid-
ered, noting the contractor from which
the service was purchased;

(2) A description of the service pur-
chased;

(3) The amount paid;

(4) The evaluation methodology used
in selecting the contractor to receive
the order;

(5) The rationale for any tradeoffs in
making the selection;

(6) The price reasonableness deter-
mination required by paragraph (d) of
this subsection; and

(7) The rationale for using other
than—

(i) A firm-fixed price order; or
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(ii) A performance-based order.

[69 FR 34234, June 18, 2004, as amended at 70
FR 43579, July 27, 2005]

8.405-3 Blanket purchase agreements
(BPAs).

(a)(1) Establishment. Ordering activi-
ties may establish BPAs under any
schedule contract to fill repetitive
needs for supplies or services. BPAs
may be established with one or more
schedule contractors. The number of
BPAs to be established is within the
discretion of the ordering activity es-
tablishing the BPAs and should be
based on a strategy that is expected to
maximize the effectiveness of the
BPA(s). In determining how many
BPAs to establish, consider—

(i) The scope and complexity of the
requirement(s);

(ii) The need to periodically compare
multiple technical approaches or
prices;

(iii) The administrative costs of
BPAs; and

(iv) The technical qualifications of
the schedule contractor(s).

(2) Establishment of a single BPA, or
multiple BPAs, shall be made using the
same procedures outlined in 8.405-1 or

8.405-2. BPAs shall address the fre-
quency of ordering, invoicing, dis-
counts, requirements (e.g. estimated

quantities, work to be performed), de-
livery locations, and time.

(3) When establishing multiple BPAs,
the ordering activity shall specify the
procedures for placing orders under the
BPAs.

(4) Establishment of a multi-agency
BPA against a Federal Supply Sched-
ule contract is permitted if the multi-
agency BPA identifies the partici-
pating agencies and their estimated re-
quirements at the time the BPA is es-
tablished.

(b) Ordering from BPAs—(1) Single
BPA. If the ordering activity estab-
lishes one BPA, authorized users may
place the order directly under the es-
tablished BPA when the need for the
supply or service arises.

(2) Multiple BPAs. If the ordering ac-
tivity establishes multiple BPAs, be-
fore placing an order exceeding the
micro-purchase threshold, the ordering
activity shall—
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(i) Forward the requirement, or
statement of work and the evaluation
criteria, to an appropriate number of
BPA holders, as established in the BPA
ordering procedures; and

(ii) Evaluate the responses received,
make a best value determination (see
8.404(d)), and place the order with the
BPA holder that represents the best
value.

(3) BPAs for hourly rate services. If the
BPA is for hourly rate services, the or-
dering activity shall develop a state-
ment of work for requirements covered
by the BPA. All orders under the BPA
shall specify a price for the perform-
ance of the tasks identified in the
statement of work.

(c) Duration of BPAs. BPAs generally
should not exceed five years in length,
but may do so to meet program re-
quirements. Contractors may be award-
ed BPAs that extend beyond the cur-
rent term of their GSA Schedule con-
tract, so long as there are option peri-
ods in their GSA Schedule contract
that, if exercised, will cover the BPA’s
period of performance.

(d) Review of BPAs. (1) The ordering
activity that established the BPA shall
review it at least once a year to deter-
mine whether—

(i) The schedule contract, upon which
the BPA was established, is still in ef-
fect;

(ii) The BPA still represents the best
value (see 8.404(d)); and

(iii) Estimated quantities/amounts
have been exceeded and additional
price reductions can be obtained.

(2) The ordering activity shall docu-
ment the results of its review.

[69 FR 34234, June 18, 2004, as amended at 70
FR 43579, July 27, 2005]

8.405-4 Price reductions.

In addition to seeking price reduc-
tions before placing an order exceeding
the maximum order threshold (see
8.405-1(d)), or in conjunction with the
annual BPA review, there may be other
reasons to request a price reduction.
For example, ordering activities should
seek a price reduction when the supply
or service is available elsewhere at a
lower price, or when establishing a
BPA to fill recurring requirements.
The potential volume of orders under
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