[bookmark: _GoBack]How to Order FSSI Domestic Delivery Services 3 (DDS3)
If you are the ordering contracting officer, it is your responsibility to know of agency-specific policies for issuing orders on contract vehicles and to ensure fair opportunity in accordance with the Federal Acquisition Regulation (FAR) part 8.405-3(c)(2).

1. Gather your agency’s requirements
Work with your agency to assess its requirements. Gather your agency’s requirements to communicate them to the BPA contractors as indicated in #2.

2. Provide Fair Opportunity
 
(if under Simplified Acquisition Threshold)
Select the proper ordering procedure based on the dollar value of the order.  If the order is above the micro-purchase threshold, you must provide equal consideration for both FSSI DDS3 contractors. 

As an additional aid for market research, GSA offers the DDS3 Economic Model to estimate the costs of services on the FSSI DDS3 BPAs.

(if over Simplified Acquisition Threshold)
Issue the request for quotation if over the simplified acquisition threshold.  Use the one-page DDS3 template if desired.  You can contact each of the contractors directly as follows:

	Company
	BPA Number
(different from Schedule 48
contract numbers)
	Contact Information

	Federal Express
	GS-33F-CA001
	Ms. Gay Cook, Senior Strategic Sales Specialist

Phone: 202-292-2232
Email:  cgcook@fedex.com

	UPS
	GS-33F-BA016
	Mr. Tom Dames, UPS Strategic Accounts Director

Phone:  240-676-7540
Email:  tdames@ups.com



3. Evaluate quotes
Evaluate information from each BPA holder and, in light of your agency’s needs, make a best value award decision.

4. Make the award and manage the task order

Want GSA to place the order for you? Please contact Stevie Graham for more information.
