The following are answers to several questions about the questionnaire for GSA Schedule 520-4 contractors.

Question: Should we submit the completed questionnaire through GSA e-Buy or should we follow the instructions and e-mail it to pca.2004@ed.gov?

Answer:  E-mail the completed questionnaire to pca.2004@ed.gov?

Question: Can a respondent delete these and similar instructions from column D and reformat the corresponding row heights when submitting their reply? 

Answer:  Yes.

Question: Also, the instructions said that respondents can add rows, but can a respondent delete unused rows from the spreadsheet to conserve space?

Answer:  We would prefer that you do not delete unused rows since they help improve the readability.

Question:  Please define the term "key personnel". Is ED is referring to personnel that are key to accomplishing our core business? This would be a broad reading of the term, which would include front line personnel as well as management. Or does ED's reference to "key personnel" mean key "management" personnel, with the word "management" understood?

Answer:  ED will not define “key personnel.”  For purposes of the questionnaire, the submitter should decide which staff are key in relation to the task order.

Question:  Please clarify Question 5 from the Questionnaire for small businesses “If you are a small business, do you have any system, goals or procedures limiting how much to subcontract to large businesses?”  Should this question read “How much to subcontract FROM large businesses?”  My understanding would be that small businesses do not normally subcontract business to large agencies but rather the opposite.

Answer:  Question 5 was written correctly.  Many small businesses subcontract work to large businesses.  This may be a perfectly appropriate way for a small business to handle an area it cannot address effectively with its own staff or resources.  However, if too much work is subcontracted to a large business, it may result in de facto control of a small business by the large business.  Moreover, the purpose of the small business set-aside is to give opportunities to small business, not to channel work to large businesses indirectly through small businesses.  Question 5 allows small businesses to tell ED whether they have anything in place to control how much may be subcontracted to large businesses.  

Question:  I am unable to type my response in the designated cell (C56).  It comes up with a warning box stating this cell is read only.  Will a new questionnaire be provided or can I respond to question 10 in the cell below (C 7), which is asking for the vintage of the PC's?  If I find other cells that are designated as "read only" how should we handle this?

Answer:  A new questionnaire will not be provided.  You may either enter your answer in cell C57 or you may turn off worksheet protection (Tools, Protection, Unprotect Sheet).

Question:  The instructions for the ED Questionnaire state: "...contractors should submit completed questionnaires by midnight March 31 via email to pca.2004@ed.gov." Question: Please confirm that questionnaires are due by end of day on Wednesday, March 31, 2004 (as opposed to end of day Tuesday, March 30, since "midnight" is dividing line between two days.

Answer:  March 31, 11:59 PM + 60 seconds.

