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Introduction 
Many contractors get an award of a GSA Schedule contract and think that their work is complete.  The reality is that the tough work has really only begun.  Compliance issues are of critical importance and are often overlooked or even ignored.  Smart companies implement a GSA Schedule compliance program and oversee that program with great care.  The essential elements of such a program are as follows:
GSA Compliance Officer
A single person, preferably a member of your accounting or financial staff, should be designated as the GSA Compliance Officer.  The designated person must have the authority to ensure GSA contract compliance and be held accountable for keeping the company in compliance. The painful truth is that some companies do not really want to comply with the Schedule contract’s provisions and restrictions because of the lost flexibility in discounting to non-GSA customers.  The economic and legal realities are that your company cannot afford not to comply with the terms and provisions of your GSA contract.  Contrary to common belief, discounting discipline can be a good thing (e.g., your sales may decrease slightly but your profits may have increased). It’s your choice.  Play the discounting game loosely (thereby ignoring the restrictions of your Schedule contract) and you may win and you may lose. If you lose, you will usually lose big.
The responsibilities of the GSA Compliance Officer should be as follows (in order of importance):
· Document and implement strict basis of award group discounting policies (those disclosed in your proposal and used for the basis of the price negotiation).

· Draft and disseminate corporate GSA contract compliance procedures.  Such policies and procedures should include penalties for discounting violations by the sales staff.  For example, let’s say you put a policy in place that, because of your GSA Schedule pricing, the sales staff may not offer more than a 10% discount to any basis of award group customer.  If a sales staff member violates this policy and grants an 11% discount to a basis of award group customer, there should be a financial penalty associated with the first violation and termination should result if there is a second violation of the policy.  

· Obtain CEO approval of the compliance policies and procedures. 

· Train sales management and staff in all aspects of GSA compliance.

· Monitor basis of award customer quotes and orders for compliance.

· Ensure the accuracy, and the timely payment, of the quarterly Industrial Funding Fee (IFF) to GSA. 

· Monitor Trade Agreement Act compliance.

· Review each GSA order to ensure there are no open-market items including (meaning those not awarded under your Schedule contract) or to ensure that the services or products ordered meet the scope of the Schedule contract.  

On a political level, your company’s GSA Compliance officer should establish an open dialogue and ongoing relationship with your GSA contracting Officer. Contract problems and proposed solutions should be communicated in writing and by telephone immediately when discovered. The two parties should establish a trust relationship and view the company and the government as partners. This is the real secret of contract compliance. Experienced federal contractors know this and this is one of the primary reasons they succeed.  

Also, it is important to understand the distinction between the GSA contracting officer overseeing overall contract performance and the contracting officer placing an order from an individual agency. Theoretically, their agendas are the same but this is not necessarily true in practice. The GSA contracting officer is seeking strict contract compliance while the agency contracting office wants to make a purchase quickly. For example, the agency contracting officer may not be overly concerned about the number of open market items in an order while the GSA contracting officer might prefer that none appear at all. 

Implement Systems and Procedure to Support the GSA Compliance Officer (and the GSA Auditor)  
Because the IFF underwrites the Schedules program, GSA is diligent about collecting it.  As a result, GSA and government auditors want to ensure that your company accurately accounts for its GSA Schedule sales.  We therefore suggest that you segregate GSA Schedule orders in your accounting system. Order segregation makes the contracting officer and auditor warm and fuzzy all over. GSA order segregation can take many forms depending on the type and sophistication of your accounting system and the amount of GSA business you do. Establish a field in your accounting software system for the GSA contract number. In doing so, you should be able to track Schedule orders. Or prepare a GSA order spreadsheet (tied to the accounting system by your internal order number) if your accounting system is not capable of tracking Schedule orders.   

Other Suggestions
Your company should also implement paper or electronic procedures that will allow your GSA Compliance Officer to do the following:

· Review basis of award customer quotes for discounting policy compliance before the sale is made; and/or

· Review basis of award customer orders for discounting policy compliance after the sale has been consummated.

Obviously, pre-sale review is better than post-sale review. Compliance violations should be reported to the GSA contracting officer as soon as they are discovered. Following this suggested course of action will allow you to minimize the penalties associated with the violation.  

Summary
The three C’s of effective GSA contract management and administration are compliance, communication, and common sense.  GSA contract administration is not complex. Know what the contract says and pay particular attention to the clauses that have financial ramifications. Follow the letter of the contract and don’t play discounting games. Make accurate discounting disclosures, monitor price reductions to your basis of award group, and pay the IFF on time. Don't cut corners. If you discover problems, correct them immediately and communicate the problem and the corrective action taken to your GSA contracting officer. 
Become a GSA Schedule Holder

Federal buyers prefer purchasing from GSA Schedule holders for the following reasons - the minimal paperwork associated with a GSA Schedule purchase, the speed with which the purchases may be accomplished, and the avoidance of the public bid process. In short, many federal buyers prefer to work exclusively with companies that are on a GSA Schedule.

Completing the paperwork to become a GSA approved vendor is a daunting task. Many companies give up after seeing the length of the solicitation document.  Others toil over the paperwork for months only to have their proposal rejected because the company submitting the offer failed to adhere to GSA's procedures and rules.

Fedmarket.com has helped hundreds of companies complete their GSA proposal offering and become GSA approved vendors. We have a GSA solution to fit your budget. Call a GSA Sales Consultant, at (888) 661-4094 x 2 to discuss the solutions Fedmarket.com has to offer you. 
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