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	USAccess Service Request Order Form 
Instructions: This form should be completed by the agency program official or agency HSPD-12 point of contact and submitted to GSAMSO@gsa.gov for processing. Applicable parts of the Form will be completed by the GSA MSO. Mandatory: Ensure the person signing the Service Request Order Form is an authorized official and can order against your agency MOU or IA. Fields the customer is required to complete are identified with an asterisk *. The GSA MSO will verify the information prior to processing the order. 

	

	Customer Information

	1.  Customer Agency Name*: 
	2. GSA Contract Number:

      GS00Q17AHC1003


	3.  Customer Agency Agreement Number*: 
	 4.   MSO Order Number:

     GSA-07-MSO-

	5.  Customer POC and Email Address*: 
	6.  POC Phone Number*: 

	7.  Customer Field POC and Email Address*:
	8.  Field POC Phone Number*:


	Order Information

	9.  Item*:  

	10.  Quantity Requested*: 


	11.  Pricing*(Find the current price list on the www.fedidcard.gov website, Implementation pages.):
11-a Menu Price:

$
11-b QTY:

#
11-c Total NTE:

$
11-1   CLIN 5 CR Pricing 
11-1-a  CIA Price:
$ 
11-1-b 2% Pass Through Fee:

$

11-1-c Customer Total NTE:

$



	12.  Shipping (shipping point for delivery and desired delivery date if applicable)*: 

Desired Delivery Date:

	13.  Special Remarks: 


	14.  Customer Agency Signature*:
(Required if Agency funded)

Date:
	15.  MSO Official:
Date: 
	16.  Contracting Officer:

Date:

	
	As this work is performed pursuant to a task order against Schedule 70, pricing has already been determined to be fair and reasonable per FAR 8.404(d). The labor mix and level of effort have been reviewed and determined to be appropriate for the required. The total obligated amount of CLIN 0005 remains at _____.  Available funds on CLIN 0005 are hereby decreased FROM ______ TO ______

	MSO Use Only

	17.  Item/CLIN Number/ Description:                                                                   17A. Agency Code: 


	18.  Contract Price:   
	19.  Quantity 


INSTRUCTIONS FOR COMPLETING FORM

Block 1.  Fill in full Customer Agency Name.

Block 2.  GSA Contract Number is for MSO Use only.

Block 3.  Fill in the agency’s IA number with the MSO.  Leave blank if you are not sure.

Block 4.  MSO Order Number is for MSO use only.

Block 5.  Fill in person’s name and email address where questions regarding order approval should be directed.
Block 6.  Fill in Customer POC’s Phone Number

Block 7.  Fill in person’s name and email address where questions regarding Technical or site issues should be directed.

Block 8.  Fill in Field POC’s Phone Number.

Block 9.  Fill in the item being ordered. Refer to the USAccess Service Descriptions and Price List.
Block 10.  Fill in the Quantity Requested.
Block 11.  Parts a-c is for pricing for Items ordered off of the USAccess Service Descriptions and Price List
Block 11-a.  Price of item from USAccess Service Descriptions and Price List
Block 11-b.  Quantity of items being ordered.

Block 11-c.  Total not to exceed (NTE) amount (item price X quantity being ordered).

Block 11-1   Parts 11-1-a thru 11-1-c are for CLIN 5 Change Request (CR) orders. This section is normally completed by the MSO. Once the Change Impact Analysis (CIA) (The number of man hours and price of the CIA Creation) is determined by Perspecta, the order will be updated and sent to the customer for approval. Once Perspecta creates the CIA and a final price to complete, the CR is determined. Then the order will be amended and returned for customer re-approval.
Block 11-1-a.  This is the actual cost of Perspecta effort to complete the CR which is taken from the completed CIA.

Block 11-1-b.  This is the fee the MSO charges for orders it processes. Multiply block 11-1-a by .02

Block 11-1-c.  This is the final NTE cost to the customer for the CR order. Add blocks 11-1-a and 11-1-b.
Block 12.  Enter any shipping information and desired Delivery Date.

Block 13.  Enter any Special Remarks concerning the order which the MSO or Perspecta need to be aware of.

Block 14.  The Signature of the person authorizing this expenditure against the Customer’s IA with the MSO.

Block 15.  The Signature of the MSO’s Order Manager.

Block 16.  The Signature of GSA’s Contracting Officer.  

Blocks 17-19 are for MSO only.
 For card defects, customer will be reimbursed for cards determined to have manufacturer defects on a case-by-case basis as deemed appropriate by the GSA MSO. Please follow defective card process.
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