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July 2, 2002

General
In accordance with the terms and conditions contained herein and pursuant to the specifications and requirements as set forth in the GSA Tender of service and the GSA Household Goods Move Management Services Contract, Berger Management Solutions, identified as BMS/MMS will provide Move Management Services on behalf of Health & Human Services, identified as HHS as acknowledged and agreed to by the undersigned.  These services will include but are not limited to: transferee counseling, making carrier selection, providing carrier service performance reviews, providing customer assistance in the areas of claims including preparation of documents and assuring timely resolution, determining which shipments require storage-in-transit (SIT), preparing and submitting invoices for services rendered, managing the GSA Form 3080, and preparing and submitting management reports to HHS.

Initiation of Service and Authorization

A.
HHS will advise BMS/MMS in writing, by telephone, facsimile or other electronically agreed method of their pending employee relocation.  The following information is required to effectively initiate the move:



1.
Transferee name



2.
Transferee home and business telephone number



3.
Travel authorization number



4.
Authorization information such as weight or not to exceed amount



5.
Origin and destination locations



6.
Approximate move dates

B.
HHS will provide BMS/MMS with telephone numbers in order for BMS/MMS to contact the transferee for counseling purposes.  BMS/MMS will attempt to contact a transferee within four business hours after receiving the initial request for move management services.  In the event BMS/MMS is unsuccessful in contacting a transferee within 48 hours, BMS/MMS will advise HHS accordingly.

C. In compliance with the GSA Tender of Service, agency policy and the Federal Travel Regulations (FTR), BMS/MMS is authorized to approve additional accessorial services up to $500.00.  If additional services are deemed required and exceed this amount, BMS/MMS will obtain written authorization received via an agreed method prior to any such service being ordered.  The intent is to maintain the progress of a move that would be otherwise delayed.  HHS reserves the right to review any accessorial service authorized by BMS/MMS.  Examples of services that may or could arise during the process of an employee’s household goods, including, but not limited to are:

· Shuttle service

· Special crating

· Third party servicing

· Elevator charges

· Long carries

· Stair carries

D.
BMS/MMS assumes all financial liability for services authorized exceeding the $500.00 allowance where written authorization from HHS was not obtained. BMS/MMS will be monetarily liable to the party who performed said services in good faith.

E.
BMS/MMS will advise transferees of their rights and responsibilities during their household goods move.  The topics will include but are not limited to the following:

1.
Relocating employee entitlement as defined under the FTR and HHS  regulations

2.
Pre-move survey responsibilities

3.
Level of service (released valuation) and excess valuation

4.
The disassembly and subsequent re-assembly of household furniture

5.
Pursuant to FTR regulation, shipment and storage of household goods services that are paid at government expense

6.
Authorized storage-in-transit (SIT), extra pick-ups and deliveries

7.
Name and address of destination SIT agent and delivery out of storage procedures

8.
Appliances servicing, accessorial, third party servicing and special items;

9.
Separate authorization for movement of privately owned vehicles (POV) and the separate authorization for professional books, papers, and/or equipment (PBPE)

10.
Advise the transferee of the importance of the GSA Form 3080

11. Costs that are the transferees responsibility

Carrier Selection Criteria
A.
BMS/MMS will provide a list of CHAMP participating carriers who have agreed to participate in this program to HHS.  The HHS will reserve the right to select a program carrier from the list provided for each move and advise BMS of the selection.

B.
It is recommend that the following criteria be used in monitoring a carriers performance:

1.
Professionalism and courtesy of carrier personnel

2.
Performance of pre-move survey

3.
Performance of pack, load, and subsequent delivery of household goods

4.
Quality of level of service provided to transferee including but not limited to: processing, handling and settlement of claims, responsiveness to requests

5. Review of the SF-3080 evaluations and where applicable Gallup polling response

Preparation and Distribution of GBLs

A.
HHS will provide BMS/MMS with a virtual GBL number and an appropriations number at time of move initiation.   The virtual GBL number and appropriations number will be noted on the carrier’s commercial bill of lading.

B.
HHS will prepare the GBL for internal HHS use in a timely manner prior and forward the GBL to the appropriate finance payment center.

C.
HHS will issue separate GBLs (for internal use only) for privately owned vehicles, unaccompanied baggage and/or professional books, papers, and/or equipment used in government employment.  HHS will provide such numbers to BMS/MMS at time of move initiation for use on commercial bill of lading.

Valuation Charges

A.
Pursuant to the Tender of Service, BMS/MMS is authorized to order $5.00 per pound valuation coverage for all shipments at no additional charge.

B.
BMS/MMS will advise all transferees that any request for excess shipment valuation over their entitlement must be made in writing and will be their personal monetary responsibility.  Any valuation over the transferee entitlement will be reflected on the GBL.

C.
BMS/MMS will furnish the agency with a faxed copy of the excess valuation requested by the transferee.  In the event BMS/MMS neglects to obtain a written request from the transferee for the excess valuation, BMS/MMS will be held personally and financially responsible for payment of these charges.

Management Report

A.
Each month BMS/MMS will furnish the following reports no later then the 15th of the subsequent month:

1.
Contact and order report

2.
Monthly shipment report

3.
Claims report

4.
GSA Form 3080 report

B.
BMS/MMS will furnish the following annual reports by January 1st for the prior fiscal year (October 1st through September 30th):

1.
Overall shipment report

2.
Claims report

C. 
BMS/MMS will telephonically obtain transferee responses for the GSA Form SF-3080 in a timely manner.  For each relocation, the original Form 3080 will be sent to HHS to complete the GBL Issuing Officer’s Response and then be forwarded by HHS to GSA in Kansas City.  BMS/MMS will use its best efforts to insure all Form 3080’s are completed and returned.  The 3080 evaluation forms will be provided by BMS/MMS.

Accessorial and Third Party Services and Special Circumstances
A.
The following services will require prior approval from HHS before the services are rendered.  Any service that could be considered outside the normal scope of operation will require agency approval or confirmation.  Services such as but not limited to:

· Shuttle service

· Third party servicing, including third party crating

· Saturday, Sunday or holiday delivery

· SIT at origin

· Waiting time instead of SIT

· Storage of HHG more then 50 miles from the final destination and subsequent delivery from storage

B.
The cost of the following services including, but not limited to, will be at the transferee’s expense.  The costs will appear on BMS’s invoice to the HHS for subsequent collection from the transferee:

· Transportation costs to ship the portion of their HHGs that is in excess of 18,000 pounds

· Additional pickups or drop-offs occurring in a direct route from the origin to destination that have not been approved by the HHS.
Billing/Payment Information

A.
The following billing requirements will be in effect:

· All invoices will be submitted within 90 days of service
· Supplemental invoices: BMS/MMS will be allowed (1) supplemental invoice.  This does not include a SIT invoice, which will be considered as a separate invoice.  BMS/MMS is entitled to (1) extra invoice if it is required because of SIT.
B.
Payment will be made in a timely manner, subject to terms of the Federal Travel Regulation, Final Rule 5 CFR 1315:  Prompt Payment.

Storage

A.
Storage in transit (SIT), when necessary, is authorized without prior approval for an initial storage period not to exceed ninety (90) days.  Any deviation from this practice must be communicated by HHS on the initial order if SIT is not authorized for the full 90 days.  The initial storage period may be increased in 30-day increments or in one 90-day increment with storage not to exceed 180 days of SIT.

B.
As part of the entitlement counseling BMS/MMS will advise the transferee as to the time period of authorized storage.

C. 
BMS/MMS will advise both the transferee and HHS of the actual location of the SIT within five (5) calendar days after the delivery into SIT.  BMS/MMS will notify the agency by writing, facsimile or other electronically agreed upon method and will inform the transferee and HHS of the date of expiration of the initial authorized storage.

D. 
BMS/MMS will counsel the transferee to submit a written request to HHS for any extensions of SIT in addition to the initial period.  HHS will inform BMS/MMS of the approval for the additional SIT.  In the event additional storage is requested and not authorized, the transferee will be informed of their financial responsibility for storage charges.

Agency and Contractor Contact Information
A.
The following BMS/MMS personnel are authorized to receive shipment requests:


1.   Janice McElhaney

2.   Renee Cannizzo

3. Jim Rybarczyk

4.   Rita Montilla

B.
The following BMS/MMS personnel are authorized to initiate claim preparation documents:


1.  Janice McElhaney

2.  Diane McIver

3.  Crystal Bethel

Further Agreements
A.
BMS/MMS will obtain written pre-authorization from HHS in order to conduct a telephone survey or to provide pick-up or delivery service on a Saturday, Sunday or federal holiday.  In the event that BMS’s best efforts to obtain pre-authorization for pick-up or delivery are unsuccessful, then the transferee and BMS must mutually agree, in writing, for these services to be rendered.  The transferee will be advised that services will occur at their expense and at no monetary liability on the part of HHS.  Without pre-authorization from HHS or a written agreement with the transferee, BMS/MMS will not pickup or deliver on Saturday, Sunday or federal holidays.

B.
BMS/MMS will provide the transferee with a pocket-sized pamphlet detailing procedures and relevant information for use during the relocation process.

C.
BMS/MMS will advise HHS, in writing, whenever the actual weight of the household goods shipment exceeds the estimated weight on the pre-move survey by 15% or more.

D.
The transferee and/or their representative, as well as the HHS, will be advised in writing if the shipment is in excess of 18,000 lbs. prior to delivery.  The transferee and/or their representative may request a reweigh of the shipment on a certified scale different from the one on which the original weighing occurred.  The transferee will be advised of their financial responsibility for any excess transportation costs as determined by the Tender of Service.

E.
BMS/MMS will maintain 24-hour telephone accessibility for the transferee and the HHS tendering agency in the event a problem develops during the relocation process.

F.
All amendments and/or changes to this Memorandum of Understanding (MOU) must be in writing and signed by BMS/MMS and HHS.

G.
This MOU is effective (July 31, 2002) and will remain in effect until terminated by either party.  A thirty-day notice of intent to terminate is required from both the contractor and the HHS.  In no instance will this MOU exceed the terms of the GSA Tender of Service, Section 4A, or a customized MOU entered into by an individual HHS Agency.  

SIGNED BY:

Health and Human Services

Berger Management Solutions

Steve Mahaney

Rita Montilla

Director, Logistics Policy

Director, Government  Development

Date  

Date  







