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Pricelist current through Modification # PS‐0015 dated: Dec. 14, 2011 

 
 
 
 
 
 

For more information on ordering from Federal Supply Schedules click on the FSS Schedules button at 
http://www.fss.gsa.gov. 

 
 

 

 

On-line access to contract ordering information, terms and conditions, up-to-date pricing, and the option to create an 
electronic delivery order are available through GSA Advantage!™ , a menu-driven database system.  The INTERNET 
address GSA Advantage!™ is: http://www.GSAAdvantage.gov.
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CUSTOMER INFORMATION 
 
1a.   Table of SINs:   
SIN Description Pg. 
874‐6  Acquisition Management Support   3 
874‐6 RC  Acquisition Management Support  ‐ Disaster Recovery  3 
874‐7  Program Integration & Project Management   3 
874‐7 RC  Program Integration & Project Management   ‐ Disaster Recovery  3 
 
1b.   Identification of Lowest Priced Model Number/Unit Price: NA. 
 
1c.   Description of Proposed Hourly Rates:  See description of commercial job titles below. 
 
2.     Maximum Order:  The Maximum dollar amount to be issued is:   $1,000,000 

  
3.     Minimum Order:  The minimum dollar value of orders to be issued is:  $100.00 
 
4.     Geographic Coverage:  The geographic scope of this contract is the 48 contiguous states and the 
District of Columbia.   
 
5.     Points(s) of Production:  Hyattsville, MD 
 
6.     Discount from List Price /Statement of Net Price:  All prices from herein are net. 
 
7.     Quantity Discounts:  None 
 
8.     Prompt Payment Terms:  1%, 20—Net 30 
 
9a.  Notification that Government Purchased Cards are Accepted at or below the micro-purchase 
Threshold:  MAIC, Inc. (MAIC) will accept Government purchase cards up to the micro-purchase 
threshold. 
 
9b.  Notification whether Government Purchased Cards are Accepted or Not Accepted above the 
micro-purchase threshold:  MAIC will accept Government purchase cards above the micro-purchase 
threshold. 
 
10.   Foreign Items:  NA 
 
11a. Time of Delivery:  The Contractor shall deliver to destination within the number of calendar days after 
receipt of order (ARO).  Special Item Number 874-6, 874-6 RC, 874-7, and 874-7RC; MAIC will adhere to 
the delivery schedule stipulated in each delivery order and/or delivery order amendment. 
 
11b. Expedited Delivery:  NA 
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11c. Overnight and 2-day Delivery:  NA 
 
11d. Urgent Requirements:  When the Federal Supply Schedule contract delivery period does not meet 
the bona fide urgent delivery requirements of an ordering agency, agencies are encouraged, if time 
permits, to contact the Contractor for the purpose of obtaining accelerated delivery.  The Contractor shall 
reply to the inquiry within 3 workdays after receipt.  (The Contractor shall confirm telephonic replies in 
writing.)  If the Contractor offers an accelerated delivery time acceptable to the ordering agency, any 
order(s) placed pursuant to the agreed upon accelerated delivery time frame shall be delivered within this 
shorter delivery time and in accordance with all other terms and conditions of the contract. 
 
12.   F.O.B. point(s):  Destination 
 
13a. Ordering Address:  MAIC, Inc., 8181 Professional Place, Suite 240 Hyattsville, MD 20785-7218 
 
13b. Ordering Procedures:  For supplies and services the ordering procedures for Blanket Purchase 
Agreements (BPA) can be found at the GSA FSS Schedule homepage (fss.gsa.gov/schedules). 
 
14.   Payment Address(es):  MAIC, Inc., 8181 Professional Place, Suite 240 Hyattsville, MD 20785-7218 
 
15.   Warranty Provisions:  For supplies and services, the ordering procedures, information on Blanket 
Purchase Agreements (BPA's), and a sample BPA can be found at the GSA/FSS Schedule homepage 
(fss.gsa.gov/schedules). 
 
16.   Export Packing Charges:  N/A 
 
17.   Terms and Conditions of Government Purchase Card Acceptance:  MAIC will accept the 
Government Purchase Card above the micro-purchase threshold. 
 
18.   Terms and Conditions of Rental, Maintenance, and Repair:  N/A 
 
19.   Terms and Conditions of Installations:  N/A 
 
20.   Terms and Conditions of Repair Parts Indicating Date of Parts Price Lists and Any Discount 
from List Prices:  N/A 
 
20a. Terms and Conditions for Any Other Services:  N/A 
 
21.   List of Service and Distribution Points:  N/A 
 
22.   List of Participating Dealers:  N/A 
 
23.   Preventive Maintenance:  N/A 
 
24a. Special Attributes such as Environmental Attributes:  N/A 
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24b. Section 508 Compliance Information Available on EIT Supplies and Services:  N/A 
 
25.   Data Universal Numbering System (DUNS) Number:  157019691 
  
26.   Notification Registration in CCR Database:  MAIC is registered in the CCR database. 
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LABOR RATES 
 
874‐6  Acquisition Management Support  
874‐6 RC  Acquisition Management Support  ‐ Disaster Recovery 
874‐7  Program Integration & Project Management  
874‐7 RC  Program Integration & Project Management   ‐ Disaster Recovery 

 
Job Title Rate 
Administrative Assistant $      44.57 
Senior Administrative Assistant $      50.31 
Business Writer $      52.71 
Contract Closeout Specialist $      45.78 
Contract Closeout Specialist II $      58.68 
Contract Closeout Specialist III $      67.79 
Senior Contract Closeout Specialist $      69.25 
Supervisory Contract Closeout Specialist $      74.63 
Senior Contract Specialist II $    112.63 
Contracts Manager $    106.37 
Data Analyst $      41.52 
Data Analyst II $      42.01 
Data Entry Operator $      35.48 
Data Entry Supervisor/Team Leader $      39.57 
Database Developer $      68.88 
Senior Database Developer $    141.37 
Database/Contracts Closeout Administrator $      70.28 
Invoice Processor $      34.45 
Senior Invoice Processor $      38.41 
Procurement Assistant $      41.03 
Senior Procurement Analyst II $      94.79 
Project Manager $    112.46 
Purchasing Agent $      46.32 
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SCA Eligible Contract Labor Category SCA Code WD Number 

Senior Invoice Processor 01013 – Accounting Clerk III 05-2103 (Rev.-10) 
Senior Administrative Assistant 01020 – Administrative Assistant 05-2103 (Rev.-10) 
Administrative Assistant 01313 – Secretary III 05-2103 (Rev.-10) 
Data Entry Operator 01051 – Data Entry Operator I 05-2103 (Rev.-10) 
Invoice Processor 01012 – Accounting  Clerk II 05-2103 (Rev.-10) 
Business Writer 30462 - Technical Writer II 05-2103 (Rev.-10) 
 
“The Service Contract Act (SCA) is applicable to this contract and it includes SCA applicable labor categories. The prices for the 
indicated SCA labor categories are based on the U.S. Department of Labor Wage Determination Number(s) identified in the 
matrix. The prices offered are based on the preponderance of where work is performed and should the contractor perform in an 
area with lower SCA rates, resulting in lower wages being paid, the task order prices will be discounted accordingly.” 
 
DESCRIPTION OF LABOR CATEGORIES 
 
Administrative Assistant  

 
Description: Performs a variety of duties such as typing correspondence, reports and memos. Answers 
and screens telephone calls. Opens and distributes mail. Maintains computer-based and paper files. 
Schedules and maintains calendar of appointments, meetings and travel itineraries.  Resolves routine 
questions and problems. 
 
Experience: Zero to two years of related experience  
 
Education: High School and related experience 
 
Senior Administrative Assistant  
 
Description: Performs a variety of complex and confidential administrative duties. Maintains databases 
and displays a working knowledge of computer applications in order to create spreadsheets, presentations 
and word processing documents. Coordinates special projects by developing project plans and schedules. 
May provide work direction to lower level administrative personnel. 
 
Experience: Three years of senior-level administrative experience  
 
Education: High School and related experience 
 
Business Writer 

 
Description: Researches, organizes, writes and edits new and existing documents, both internal and 
customer-directed.  Acts as a writing resource for the development of quality documentation throughout the 
organization. Possesses the ability to write consistent and clear documentation and to translate information 
gained through interviewing various professional staffs into language non-specialists can understand.  
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Experience: Two to three years of writing experience 
 
Education: BA/BS or equivalent experience 
 
Contract Closeout Specialist 

 
Description: Inventories the expired contract instruments received from the client by documenting 
pertinent required data. Physically locates and maintains (as required) the expired contract files to confirm 
inventory counts and to facilitate access to them for closeout processing. Performs closeout processing 
tasks in accordance with customer approved procedures and maintains closeout checklist and updates in 
closeout database or system. Verifies financial information to determine if refund is due from the vendor or 
if payment is required to the vendor and de-obligates any unused funds. Maintains the integrity of the 
closeout database or system by adherence to quality control procedures. 
 
Experience: Three to five years of contracts experience 
 
Education: BA/BS or equivalent experience 
 
Contract Closeout Specialist II 

 
Description: Provides support for all closeout activities, including inventorying, procedures development, 
closeout tasks and personnel. May review closeout packages prior to submission to customers. Supports 
quality control initiatives. Performs all phases of closeout responsibilities and assists in the development of 
performance reports. Handles more complex closeout actions. 
 
Experience: Five to seven years of contracts experience 
 
Education: BA/BS or equivalent experience 
 
Contract Closeout Specialist III  
 
Description: Supports all closeout activities, including planning, inventorying, procedures development, 
closeout tasks and personnel. Assists in the review and approval of closeout packages prior to submission 
to customers.  Manages and supports quality control initiatives, up to and including procedures 
development, implementation and maintenance.  Performs all phases of closeout responsibilities and 
develops reports for client updates as well as participates in meetings.  Leads and performs activities in 
boxing completed contracts for shipment to the Federal Records Center.  Handles more complex closeout 
actions and may act on behalf of manager during absence. 
 
Experience: Seven years of acquisitions experience 
 
Education: BA/BS or equivalent education required 
 
Senior Contracts Closeout Specialist 
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Description: Manages or supports all closeout activities, including planning, inventorying, procedures 
development, closeout tasks and personnel. Reviews and approves closeout packages prior to submission 
to customers. Manages and supports quality control initiatives, up to and including procedures 
development, implementation and maintenance. Performs all phases of closeout responsibilities and 
develops reports for client updates as well as leads or participates in meetings. Handles more complex 
closeout actions. 
 
Experience: Five years of contracts experience  
 
Education: BA/BS or equivalent experience 
 
Supervisory Contract Closeout Specialist 
 
Description: Manages or supports all closeout activities, including planning, inventorying, procedures 
development, closeout tasks and personnel. Reviews and approves closeout packages prior to submission 
to customers.  Manages and supports quality control initiatives, up to and including procedures 
development, implementation and maintenance.  Performs all phases of closeout responsibilities and 
develops reports for client updates as well as leads or participates in meetings.  Handles more complex 
closeout actions. 
 
Experience: Ten years of acquisitions experience 
 
Education: BA/BS or equivalent experience 
 
Senior Contract Specialist II 
 
Description: Plans, negotiates, leads and administers the complex acquisition of goods, systems or 
services using a variety of contract types with frequent changes in terms, conditions or funding 
arrangements, and similar difficulties.  Responsible for contracts arrived through both competitive and sole 
source means, including firm-fixed price, cost reimbursement, or time & material types.  Develops task 
orders and provides justifications, technical evaluations and cost analyses as required by contract.  
Monitors outstanding contracts to ensure compliance with the terms and conditions of the contract, and to 
identify problems that threaten contractor performance.  Serves as senior advisor to program officials in 
acquisition planning. Advises on the objectives to be used and assists in the preparation of statements of 
work.  Performs detailed analyses of cost elements in contractor proposals, and makes competitive range 
determinations. Prepares determinations and findings and solicitation documents and performs other duties 
as assigned. 
 
Experience: Seven or more years of directly related experience in contracting 
 
Education: BA/BS or equivalent experience 
 
Contracts Manager 
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Description: Manages all contractual actions and phases of the programs including planning, requirements 
definition, acquisition strategy, pre-solicitation conferences, source selection plan, evaluation plan, 
negotiations, competitive range determination, contract administration and closeout. Manages and 
oversees the activities of a highly specialized personnel who possess expertise in contracts administration 
and/or closeout.  May serve as the Program Manager for contracts and/or grants projects. 
 
Experience: Ten years of contracts experience 
 
Education: BA/BS or equivalent experience 
 
 
Data Analyst  

 
Description: Assists with all contractual actions and phases of the programs including planning, 
requirements definition, acquisition strategy, pre-solicitation conferences, source selection plan, evaluation 
plan, negotiations, competitive range determination, contract administration and closeout. Interacts with 
various levels of personnel to secure required contractual information and adherence to federal and 
procedural requirements. 
 
Experience: One to two years of contracts experience or related experience 
 
Education: High School and related experience 
 
 
Data Analyst II  
 
Description: Performs all phases of closeout responsibilities.  Assists in maintaining the integrity of 
closeout data and enters electronically or manually closeout data in established database or system.  
Assists in performing quality control checks.  Assists in creating and providing standard and query reports 
for performance monitoring and customer updates.   Supports inventorying activities and boxing of closed 
files to the Federal Records Center. 
 
Experience: Three years of acquisitions or senior-level administrative experience 
 
Education: High School or equivalent education required 
 
Data Entry Operator 

 
Description: Performs data entry and data verification according to established procedures using data 
entry devices, data entry screens, or data handling systems to add, update and/or revise data captured in 
databases.  Assists with performing quality checks to maintain database integrity. Performs job-related 
administrative duties as assigned. 

 
Experience: Two years of data entry or administrative experience 
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Education: High School and related experience 
 
Data Entry Supervisor/Team Leader 

 
Description: Provides the senior role in participating in the performance of data entry and data verification 
according to established procedures using data entry devices, data entry screens, or data handling 
systems to add, update and/or revise data captured in Microsoft Access databases.  Guides subordinate 
staff in accomplishing data input and quality requirements.  Troubleshoots matters that require more in-
depth knowledge of database issues and/or senior management interface.  Performs job-related 
administrative duties as assigned. 

 
Experience: Four years of data entry or senior-level administrative experience 
 
Education: High School plus required experience 
 
Database Developer 

 
Description: Supports the design, development, testing and deployment of a database and its associated 
applications. Works with development staff and project managers/team leads in developing databases on 
multiple platforms and various relational database environments.  
 
Experience: Three years of related Information Technology experience  
  
Education: BA/BS or equivalent experience 
 
Senior Database Developer 

 
Description: Responsible for the design, development, testing and deployment of a database and its 
associated applications. Working with development staff and project managers/team leads in developing 
databases on multiple platforms and various relational database environments.  
 
Experience: Eight years of related Information Technology experience 
  
Education: BA/BS or equivalent experience 
 
Database/Contracts Closeout Administrator 

 
Description: Maintains integrity of closeout data and enters electronically or manually closeout data in 
established database or system. Performs quality control checks and reconciliation activities to ensure data 
quality. Creates and routinely provides standard and query reports for performance monitoring and 
customer updates. Also, provides database trouble�shooting and contract closeout support tasks and 
activities. Skilled in Microsoft Access and Excel. 
 
Experience: Two to three years of experience in contract administration and in using database software 
programs 
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Education: BA/BS or equivalent experience 
 
Invoice Processor 

 
Description: Verifies invoices, invoice number, account codes and financial amounts. Enters data into an 
established database for tracking, monitoring and reporting. Interacts with internal and external personnel 
to secure sign-offs before submittal of invoices for payment. 
 
Experience: Two years of administrative or related experience 
 
Education: High School and related experience 
 
Senior Invoice Processor 

 
Description: Verifies invoices, invoice number, account codes and financial amounts. Enters data into an 
established database for tracking, monitoring and reporting. Interacts with internal and external personnel 
to secure sign-offs before submittal of invoices for payment.  Handles special projects and troublesome 
issues that warrant senior level expertise.  
 
Experience: Three to five years of administrative or related experience 
 
Education: High School and related experience 
 
Procurement Assistant 
 
Description: Demonstrates thorough working knowledge of all administrative support functions within a 
federal acquisition operations environment. Performs contract administration including maintenance of filing 
systems, reports, etc.  Functions effectively in many administrative roles, including serving as a liaison or 
point of contact between the acquisition staff, program transaction teams, and external vendors. Assists 
management with day to day contract support activities and special projects and performs other duties as 
assigned. 
 
Experience: Two years of acquisitions or administrative experience 
 
Education: BA/BS or equivalent education required 
 
Senior Procurement Analyst II 
 
Description: Manages/Assists/Supports the purchasing of equipment, property, materials and services 
needed in order for the business/organization to function properly. Ensures that all costs are in the 
designated budget and that best spending practices are used. Also ensures that the research of vendors 
fits the business/organization’s needs in order to ensure that quality products and services are being 
purchased. Composes RFI’s and RFP’s in order for vendors to bid on projects and jobs. 
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Experience: Five years of experience in procurements and acquisitions 
 
Education: BA/BS or equivalent experience 
 
Project Manager 
 
Description: Provides management and technical direction to program or project personnel.  Regularly 
exercises independent judgment as well as a high level of analytical skill in solving complex and unusual 
technical, administrative, and managerial problems.  Establishes work plan and staffing for each phase of 
project, and arranges for recruitment or assignment of project personnel.  Individual is ultimately 
responsible for project planning, execution, and performance.  Demonstrates extensive subject matter 
expertise and communication skills to interface with all levels of management.  Plans, directs, coordinates, 
and controls technical and administrative activities of designated projects to ensure that goals or objectives 
of project are accomplished within prescribed time frame and funding parameters.  Supervises program or 
project personnel in accomplishing their assigned tasks.  Reviews and maintains the quality of work 
performed on the project.  Makes administrative judgments and provides advice on resolving problems.  
Coordinates project activities with activities of government regulatory or other governmental agencies. 
 
Experience: Ten years of management experience   
 
Education: BA/BS or equivalent experience 
 
Purchasing Agent  
 
Description: Duties include acquiring supplies and services in accordance with the Federal 
Acquisition Regulation to meet the needs of the agency by utilizing Simplified Acquisition 
Procedures within the small purchase dollar limitation.  Screens purchase requests for 
completeness and adequacy to determine how the purchase should be made, considering such 
factors as the availability of certified funds; prior authorizations or approvals; required justifications 
or other documentation; potential consolidation of separate requirements; applicable labor laws or 
other social legislation; required sources of supply; dollar value of requested goods or services; 
available or required competition; method to locate sources; and urgency of requirement. Drafts 
and solicits quotes orally or through written requests for quotations.  Performs other related duties. 
 
Experience: Three or more years of directly related experience in contracting   
 
Education: BA/BS or equivalent experience 


