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GSA Long Term Lodging Program
AGENCY ORDERING GUIDE
A step-by-step reference for agency contracting officers, CORs, and program managers procuring temporary housing and corporate lodging through the GSA Multiple Award Schedule for stays of 30 or more consecutive nights.
Ordering Vehicle: GSA Multiple Award Schedule (MAS). FAR Subpart 8.4
Special Item Number: SIN 531110. Long Term Lodging Services
Minimum stay requirement: 30 or more consecutive nights. Per SIN 531110 scope definition.
Governing Travel Regulations: FTR (civilian), JTR (DoD). 41 CFR Chapters 300-304 and DoD JTR



1. About This Guide
This ordering guide is a companion to the GSA SIN 531110 Agency Task Order Statement of Work (SOW) Template. Its purpose is to walk agency contracting officers, CORs, program managers, and travel coordinators through the complete end-to-end process for procuring Long Term Lodging (LTL) services through the GSA Multiple Award Schedule (MAS) program.

Use this guide to:
· Determine whether LTL is the right vehicle for your requirement
· Understand which regulatory frameworks govern your acquisition
· Follow the correct step-by-step ordering process under FAR Subpart 8.4
· Know the protections the SIN 531110 program provides to the Government
· Manage your order from award through closeout

This guide does not replace the SIN 531110 Statement of Work, the Federal Travel Regulation (FTR), the Joint Travel Regulations (JTR), or FAR Subpart 8.4. Always verify current requirements at GSA eLibrary and GSA.gov/per diem before issuing any task order.
2. Program Overview
2.1 What Is SIN 531110?
SIN 531110: Long Term Lodging is a Special Item Number under the GSA Multiple Award Schedule (MAS). It provides Federal agencies with a pre-competed, compliant pathway to procure temporary housing, corporate housing, and serviced apartments for official government travel requiring stays of 30 consecutive nights or more.

The program leverages the Government's collective purchasing power to deliver consistent rates, terms, and conditions across agencies. GSA pre-negotiates ceiling rates at or below the applicable GSA per diem rate, so agencies benefit from guaranteed compliance with the Federal Travel Regulation from day one.

2.2 Use Cases Covered
SIN 531110 accommodates the following government lodging needs:

	Use Case
	Description

	Extended TDY
	Temporary Duty assignments requiring 30 or more consecutive nights at a location away from the employee's Permanent Duty Station (PDS)

	Temporary Change of Station (TCS)
	Employee relocations to a new official station for a temporary period (minimum 6 months, maximum 30 months)

	Permanent Change of Station (PCS)
	Interim lodging for employees during a permanent relocation while permanent housing is being secured

	Agency Training Programs
	Cohorts or groups requiring lodging for 30+ nights at a training location

	Special Project / Mission Assignments
	Operational or program-specific assignments requiring extended temporary accommodation

	Emergency or Surge Response
	Rapid lodging procurement for personnel deployed on time-sensitive missions of 30+ nights


2.3 What LTL Is NOT: The 30-Night Rule
⚠️ SIN 531110 is NOT intended for stays of fewer than 30 consecutive nights. For stays of 1–29 nights, agencies must use their Travel Management Service (TMS) and the FedRooms® program (per FTR 301-50.3). Using LTL for short-term needs is a misuse of the vehicle.
	Need
	Correct Vehicle

	1–29 nights
	FedRooms® via DTS, ETS, or TMC (FTR 301-50.3)

	30+ nights (all use cases above)
	SIN 531110: Long Term Lodging (this guide)

	Permanent housing / real property
	Real property acquisition authorities, not MAS


2.4 What the Program Includes
All SIN 531110 contractors are required by the GSA SOW to provide:
· Fully furnished units with fully equipped kitchens
· Washer and dryer in-unit or on-site
· 24/7 customer service (on-site staff or monitored hotline)
· Concierge-type services equal to commercial customers (fitness center, parking, upgrades, loyalty programs, etc.)
· At least 3 property options per metropolitan city area
· Net billing: rates guaranteed at point of sale, never to exceed GSA MAS Schedule ceiling rates
· Mandatory fee waivers: no early departure fees, no prepayment holds, no pre-check-in cancellation fees
3. Regulatory and Legal Framework
Orders under SIN 531110 must comply with the following authorities. The compliance hierarchy is: statute → FAR → FTR/JTR → SIN 531110 SOW → agency policy → task order SOW.
	Authority
	Application to LTL Orders

	FAR Subpart 8.4: Federal Supply Schedules
	Governs all ordering procedures, competition requirements, and order documentation for MAS task orders

	SIN 531110 Statement of Work (GSA)
	The master program document establishes all scope, property, technical, and reporting requirements. Incorporated by reference into every task order. Governs in any conflict with agency SOW.

	Federal Travel Regulation (FTR): 41 CFR Ch. 300-304
	Governs travel and lodging allowances for Federal civilian employees. Per diem rates set by GSA under FTR. Applies to all civilian agency LTL orders.

	Joint Travel Regulations (JTR)
	Governs DoD uniformed service members and DoD civilian employees. Both FTR and JTR may apply if a requirement covers mixed civilian and military personnel.

	Hotel and Motel Fire Safety Act: 15 U.S.C. § 2225
	Requires travel to be booked in properties listed on the FEMA Fire Safe Hotel Registry whenever available. The contractor must notify the agency if property is not listed.

	Americans with Disabilities Act: 42 U.S.C. § 12101
	All LTL properties must comply with ADA. Number of ADA-accessible units must be specified in each task order.

	5 U.S.C. § 5707a
	Travel arrangements must use lodging in FEMA-approved places of public accommodation whenever available.

	24 CFR Part 35 (Lead-Based Paint)
	Properties must comply with lead-based paint requirements. Notice required if children under 7 will occupy a unit.



GSA per diem rates set the maximum nightly lodging reimbursement for both FTR (civilian) and JTR (DoD) travelers. SIN 531110 requires all contract rates to be at or below the applicable per diem. Verify current rates at GSA.gov/per diem before issuing any task order. Economic Price Adjustment (EPA) clauses do NOT apply to SIN 531110, rates float automatically with annual GSA per diem adjustments.
4. Step-by-Step Ordering Process
Follow these ten steps in sequence to procure LTL services correctly under SIN 531110. Each step identifies the responsible party and the required actions. Action items are lettered; sub-options and notes are bulleted.

	Step
	Phase
	Required Actions

	1
	Confirm LTL Is the Right Vehicle
	1. Verify the total stay is 30 or more consecutive nights per traveler or group.
2. Confirm the use case falls within SIN 531110 scope:
a. Extended TDY, TCS, PCS interim, training, special project, or mission assignment
3. If the stay requirement is fewer than 30 nights, do not use this vehicle:
a. 1 to 29 nights: use FedRooms® via DTS, ETS, or TMC (FTR 301-50.3)
b. Permanent housing or real property: use real property acquisition authorities
4. Confirm your agency has a Contracting Officer (CO) with warrant authority to issue a FAR 8.4 task order.

Responsible: Program Manager, Travel Coordinator

	2
	Define and Document Your Requirement
	1. Complete the SIN 531110 Agency Task Order SOW Template (current version).
2. Specify all the following in the SOW:
a. Mission description and use case
b. Geographic location and proximity to primary worksite
c. Number and type of units (Studio, 1BR, 2BR, 3BR) and any ADA requirements
d. Period of performance: base period and any option periods
3. Determine occupancy structure: simultaneous check-in or phased/staggered schedule.
4. Identify any special requirements: security clearance level, health/medical proximity, co-location constraints.
5. Set the minimum acceptable property tier. Note: Upscale selection requires written CO justification (SIN 531110 §3(b)).
a. Economy, Midscale, Upper-Midscale, or Upscale (CO justification required)
b. Conduct and document market research for the contract file (FAR 10.002).

Responsible: Program Manager, COR, with CO review

	3
	Verify Per Diem Rates
	1. Look up the current GSA per diem for the required location and fiscal year at GSA.gov/perdiem.
2. For DoD or OCONUS travel, consult DoD PDTATAC at defensetravel.dod.mil.
3. Confirm all anticipated unit rates are at or below the applicable per diem.
a. If any rate may exceed per diem: obtain written CO rate exception approval before solicitation and attach to contract file
4. Note: Economic Price Adjustment (EPA) clauses do not apply to SIN 531110. Rates float automatically with annual GSA per diem adjustments.

Responsible: CO, COR

	4
	Identify Eligible Contractors
	1. Search GSA eLibrary for active SIN 531110 MAS contract holders: gsaelibrary.gsa.gov.
2. Filter by geographic location. Confirm each candidate holds an active SIN 531110 contract (not expired or terminated).
3. Verify each candidate can provide a minimum of 3 property options per metropolitan city area (SIN 531110 §2(l)).
4. Note the following property types are excluded under SIN 531110 scope:
a. Single-building properties
b. Single-unit properties
c. Campgrounds

Responsible: CO

	5
	Complete the Requirement via eBuy
	1. Log in to GSA eBuy (ebuy.gsa.gov) and create an RFQ for SIN 531110.
2. Post the completed agency SOW to the eBuy solicitation. All SIN 531110 MAS holders serving the required location are eligible to respond.
3. Set a response period of at least 5 business days. Allow more time for large or complex multi-unit requirements.
4. Record the eBuy RFQ number in the contract file (required by FAR 8.405-2).
5. If a limited or sole-source approach is needed, prepare a written Justification and Approval (J&A) per FAR 8.405-6 before award.

Responsible: CO

	6
	Evaluate Quotes and Select Best Value
	1. Review all quotes received. Evaluate on the following criteria:
a. Technical capability and unit specifications
b. Price relative to applicable per diem
c. Past performance
d. Geographic proximity to primary worksite
2. MAS orders are awarded on a best value trade-off basis. The lowest price is not required if technical factors justify a higher-priced offer.
3. Verify FEMA Fire Safe Hotel Registry status for each proposed property at apps.usfa.fema.gov/hotel.
4. Confirm all proposed rates are at or below GSA MAS Schedule ceiling rates and the applicable per diem.
5. Document the best value determination and retain all quotes in the contract file.

Responsible: CO, with COR input on technical evaluation

	7
	Issue the Task Order
	1. Complete all required fields in the agency SOW template. Mandatory fields (marked *) may not be removed without CO and GSA program office coordination.
2. Issue the task order using an authorized order form:
a. SF1449: Solicitation/Contract/Order for Commercial Items
b. OF347: Order for Supplies or Services
c. GSA Form 300: Order for Supplies and Services
3. Reference the contractor's GSA MAS contract number on all order forms.
4. Designate a COR in writing before award. COR designation letter must be on file (FAR 1.602-2).
5. Send a copy of the executed task order SOW and lease agreement (if applicable) to: travel.programs@gsa.gov.

Responsible: CO

	8
	Manage Order Execution
	1. If phased occupancy applies, provide the contractor with an Occupancy Schedule (SOW Attachment A) before the base period start date.
2. Ensure all personnel have valid written travel authorizations before check-in. No unit may be occupied without authorization on file.
3. Present Government tax exemption certificates or SmartPay card documentation at check-in.
4. Monitor unit compliance throughout the Period of Performance:
a. Habitability and property condition
b. Fire safety and FEMA registry status
c. ADA accessibility for designated units
5. Report deficiencies to the contractor within 1 business day. Escalate unresolved deficiencies to the CO within 5 business days.
6. All changes to the Period of Performance require written CO modification.

Responsible: COR (Primary and Alternate)

	9
	Review Invoices and Process Payment
	1. Invoices are due AFTER each completed 30-day period. Advance billing and pre-payment are prohibited under SIN 531110.
2. Verify each invoice is itemized by unit and includes all the following:
a. Unit identifier (room or apartment number)
b. Unit type (Studio, 1BR, 2BR, or 3BR)
c. Occupied dates for the billing period
d. Applicable nightly or monthly rate
e. Subtotal per unit and grand total
3. Reject and return any lump-sum or non-itemized invoices.
4. Confirm billed rates do not exceed GSA MAS Schedule ceiling rates or the applicable per diem.
5. Confirm taxes are not included where Government tax exemption applies.
6. Process payment per the Prompt Payment Act (31 U.S.C. § 3901). Standard payment method: GSA SmartPay travel charge card or centrally billed account.

Responsible: COR (invoice review), Finance Office (payment processing)

	10
	Closeout and Reporting
	1. Upon POP end, confirm all units are vacated and access credentials returned within 1 business day.
2. Review the final invoice for accuracy. Resolve all outstanding discrepancies before closing the order.
3. Confirm the contractor submitted all required quarterly usage reports for every quarter in the order period:
a. Uploaded to GSA Sales Reporting Portal (SRP): srp.fas.gsa.gov
b. Emailed to travel.programs@gsa.gov
4. Enter contractor performance in CPARS if applicable.
5. Retain all contract file documentation, including:
a. eBuy RFQ and all quotes received
b. Best value determination
c. Executed SOW, lease agreement, and all invoices
d. Quarterly usage reports and any incident reports

Responsible: CO, COR


5. Mandatory Government Protections Under SIN 531110
SIN 531110 has built-in specific contractual protections for the Government that cannot be waived, modified, or negotiated away by the contractor. Every task order automatically inherits these protections. CORs and program managers should know these protections and enforce them throughout the order.
5.1 Mandatory Fee Waivers
By holding an active SIN 531110 MAS contract, the contractor has already agreed to the following waivers. These apply to every task order automatically:
	Waiver
	What It Means for Your Order

	No early check-out or departure fees
	If a government employee is directed back to their duty station due to mission change, the contractor cannot charge early departure or break-lease fees.

	No prepayment to hold units
	The contractor cannot require advance payment or deposit to reserve units. No money is due until after the 30-day billing period.

	No pre-check-in cancellation fees
	If the mission is changed or cancelled, or funding is not authorized, orders cancelled before check-in carry no penalty or fee.

	72-hour pre-check-in cancellation (lease)
	When a lease is executed, it must allow penalty-free cancellation up to 72 hours before the check-in date due to mission change.

	2-week early vacate (lease)
	When a lease is executed, the Government may vacate with 2 weeks’ written notice before lease expiration when mission is cancelled or changed, with no penalty.



5.2 Billing Protections
· Billing occurs AFTER each completed 30-day period, never in advance.
· Billed rates may never exceed the contractor’s GSA MAS Schedule ceiling rates.
· The Government receives Most Favored Customer (MFC) pricing, the contractor cannot offer better rates to commercial customers for comparable requirements.
· All additional charges (housekeeping, utilities, parking, on-site services) must be disclosed upfront before any unit is leased. Charges not disclosed upfront may not be invoiced.
· Invoices must be itemized by unit. Lump-sum invoices are not acceptable.
5.3 Lease Protections
When a lease is required, it must:
· Incorporate the terms and conditions of the SIN 531110 SOW by reference
· Include the mandatory early vacate clause (2-week notice, no penalty)
· Include the mandatory pre-check-in cancellation clause (72 hours, no penalty)
· Include the required verbatim GSA MAS lease language from SIN 531110 §5(f):
· “This agreement is entered into by [guest name], an employee/representative of the [agency name], pursuant to U.S. General Services Administration contract [GSA contract number]. To the extent that any term or condition discussed in this Rental Agreement is inconsistent with the terms of the GSA contract, the terms and conditions of the GSA contract take precedence.”
In any conflict between the lease and the GSA MAS contract: the GSA MAS contract governs.
5.4 Service Level Protections
· Government employees must receive the same level of service as commercial/corporate customers — the contractor cannot discriminate in favor of commercial customers in pricing, quality, or service level.
· 24/7/365 customer service is mandatory via on-site staff or a monitored customer care hotline.
· The contractor must work in good faith with other government suppliers (TMCs, relocation contractors) to support agency requirements.
· The contractor must maintain a sales tracking system that distinguishes GSA MAS sales from non-GSA sales and must ask, for every reservation, whether the customer is an eligible government user.
6. Property Compliance Requirements
All properties offered under SIN 531110 must meet the following statutory and SIN-specific standards. Non-compliance is grounds for order termination. CORs should verify these requirements before occupancy and monitor throughout the Period of Performance.
6.1 Mandatory Property Standards
	Requirement
	Standard

	FEMA Fire Safe Hotel Registry
	Property must be listed on the FEMA Fire Safe Hotel Registry (apps.usfa.fema.gov/hotel/) or the contractor must notify the agency in writing at time of booking. Battery-only smoke alarms are not acceptable. AC-powered (hard-wired) alarms required per NFPA 72. Buildings over 3 stories must have a fully automatic sprinkler system (NFPA 13 or 13R for systems installed on or after October 25, 1992).

	ADA Compliance
	All properties must comply with the Americans with Disabilities Act. ADA-accessible units must be specified in the task order and maintained throughout the Period of Performance.

	Health, Safety & Building Codes
	Structurally sound, weather-tight, in good repair. Safe and adequate electrical wiring. Heating/cooling capable of sustaining healthful temperatures. Private bathroom with sink, tub/shower, and working toilet. Kitchen with sink, potable water, sewage drainage, and appliance connections.

	Lead-Based Paint
	Compliance with 24 CFR Part 35 required. No cracking, peeling, chipping, or scaling paint. Lead paint notice required if children under 7 will occupy the unit.

	Environmental & Site
	Property must not be in areas subject to unreasonable adverse environmental conditions. Must have reasonable access to public and commercial facilities.

	Decent, Safe & Sanitary
	Must meet the standards of the applicable local housing or occupancy code.



6.2 Required Unit Amenities (SIN 531110 Minimums)
The following are minimum requirements for every unit offered under SIN 531110 — they may not be negotiated below:
· Fully furnished (bedroom, living area, dining area, window treatments, kitchenware)
· Fully equipped kitchen: range/stove, refrigerator, microwave, dishwasher, cooking utensils, dishes, pots/pans. Kitchenette-only units do not qualify.
· Washer and dryer: in-unit or on-site laundry facility
· Private bathroom: sink, bathtub or shower, toilet in good working order
· Individual climate control (heating and cooling): centrally-controlled systems without individual zone control are not acceptable
· Work desk and high-speed Wi-Fi/internet access at no additional charge
· 24/7 customer service coverage
7. Reporting Requirements
Reporting obligations under SIN 531110 fall on the contractor, but the COR should track receipt and flag non-compliance to the CO.
7.1 Contractor Quarterly Usage Reports
The contractor must submit the following to GSA on a quarterly schedule:
	Report Period
	Due Date

	January 1 – March 31
	April 30

	April 1 – June 30
	July 30

	July 1 – September 30
	October 30

	October 1 – December 31
	January 30



Required data fields per report: Type of Service, Federal Government Agency, Number of Transactions, Dollar Value, Average Length of Stay, Price Per Night, GSA IFF.
Reports must be submitted even if no services were provided during the quarter. Failure to submit reports in 2 consecutive quarters or 3 of 4 quarters may result in negative performance ratings for option renewal. CORs should verify receipt and notify the CO of any missed submissions.
7.2 Report Submission Instructions
· Upload to: GSA Sales Reporting Portal (SRP): srp.fas.gsa.gov (as an attachment to the contractor's quarterly IFF and sales reporting)
· Email to: travel.programs@gsa.gov
· Email subject line must read: "Quarterly Long Term Lodging Report, by Agency"
· Email must include: GSA Contract Number, Company Name, and Special Item Number (SIN 531110)
· Format: Microsoft Excel 2010 or later
7.3 Task Order Deliverables Schedule
The following deliverable schedule applies to all task orders issued under this vehicle. Agencies should incorporate this schedule into Section 15 of the agency SOW template.
	Deliverable
	Due Date
	Submit To
	Notes

	Unit Roster (all unit IDs, types, addresses)
	2 business days after award
	COR
	Required before occupancy scheduling can begin

	Occupancy Confirmation (all units ready for check-in)
	48 hours before check-in
	COR
	Contractor confirms units meet all SIN 531110 standards

	Monthly Invoice (itemized by unit ID, dates, rate)
	After each 30-day period
	COR / IPP
	Advance billing is prohibited; lump-sum invoices rejected

	Occupancy Status Report (occupied vs. vacant, any changes)
	With monthly invoice
	COR
	Required for COR oversight and budget tracking

	Quarterly Usage Report (GSA IFF/SRP)
	Per SIN 531110 §4 schedule above
	SRP + GSA Travel Programs
	Mandatory even if no services provided

	Maintenance Log (all requests, priority, resolution)
	Monthly with invoice
	COR
	Supports oversight and contractor accountability

	FEMA Fire Safety Confirmation
	At award and annually
	COR
	Written notice if property is not listed on registry

	Incident Report (security, safety, emergency)
	Within 24 hours of incident
	CO + COR
	Contractor obligation; COR escalates unresolved issues

	Final Departure Confirmation
	1 business day after POP end
	COR
	All units vacated, access credentials returned




8. Quick Reference
8.1 LTL Decision Checklist
Use this checklist before initiating any LTL procurement:
	Check
	Requirement

	☐
	Stay is 30 or more consecutive nights per traveler (if <30 nights, use FedRooms® via TMS)

	☐
	Use case is within SIN 531110 scope (extended TDY, TCS, PCS interim, training, special project, or mission)

	☐
	CO has appropriate warrant authority for FAR 8.4 task order

	☐
	Agency SOW template is complete and all mandatory fields are filled

	☐
	Per diem rates verified at GSA.gov/per diem for the required location and fiscal year

	☐
	Eligible SIN 531110 contractors verified in GSA eLibrary

	☐
	eBuy RFQ posted with SOW attached; RFQ number documented for contract file

	☐
	Best value determination documented; all quotes on file

	☐
	FEMA Fire Safe Hotel Registry status confirmed for selected property

	☐
	COR designated in writing before award (FAR 1.602-2)

	☐
	Travel authorizations obtained for all personnel before check-in

	☐
	Lease reviewed for mandatory SIN 531110 clauses if a lease is required

	☐
	Copy of executed SOW and lease sent to travel.programs@gsa.gov



8.2 Key Contacts and Resources
	Resource
	Link / Contact

	GSA eLibrary: SIN 531110 Active Contractors
	https://www.gsaelibrary.gsa.gov (search SIN 531110)

	GSA Per Diem Rates
	https://www.gsa.gov/perdiem

	FEMA Fire Safe Hotel Registry
	https://apps.usfa.fema.gov/hotel/

	GSA eBuy (RFQ Tool)
	https://www.ebuy.gsa.gov/ebuy/

	GSA Sales Reporting Portal (SRP)
	https://srp.fas.gsa.gov/

	GSA Travel Programs (quarterly report submissions)
	travel.programs@gsa.gov

	Federal Travel Regulation (FTR)
	https://www.gsa.gov/ftr (41 CFR Chapters 300–304)

	Joint Travel Regulations (JTR)
	https://www.defensetravel.dod.mil/site/travelreg.cfm

	DoD PDTATAC (OCONUS per diem)
	https://www.defensetravel.dod.mil/

	FedRooms® (for stays under 30 nights)
	https://www.fedrooms.com

	GSA SmartPay (tax exemption policies)
	https://smartpay.gsa.gov


8.3 Regulatory Cross-Reference
Quick lookup of regulatory citations most commonly referenced in LTL task orders:
	Requirement
	Regulatory Citation

	MAS ordering procedures
	FAR Subpart 8.4 / FAR 8.405-2

	COR designation
	FAR 1.602-2

	Market research
	FAR 10.002

	J&A for limited/sole source
	FAR 8.405-6

	Options on MAS orders
	FAR 17.207

	Prompt Payment Act
	31 U.S.C. § 3901

	Civilian per diem / lodging
	FTR 301-11 (41 CFR 301-11)

	Use of TMS for short-term lodging
	FTR 301-50.3

	Hotel and Motel Fire Safety Act
	15 U.S.C. § 2225 / 5 U.S.C. § 5707a

	Americans with Disabilities Act
	42 U.S.C. § 12101

	Lead-based paint
	24 CFR Part 35

	GSA MAS required lease language
	SIN 531110 SOW §5(f)

	IFF/sales reporting
	SIN 531110 SOW §4

	Mandatory fee waivers
	SIN 531110 SOW §2(c)(d)(e)

	Billing after 30-day periods
	SIN 531110 SOW §2(f)

	Upfront charge disclosure
	SIN 531110 SOW §2(g)(h)



9. Key Terms and Definitions
	Term
	Definition

	Long Term Lodging (LTL)
	Commercial services for a corporate housing facility, serviced apartment, or other unit for stays of 30 or more nights per traveler. (SIN 531110)

	SIN 531110
	Special Item Number on the GSA Multiple Award Schedule (MAS) for Long Term Lodging services.

	Contract Rate
	The ceiling rate established under the contractor's GSA MAS Schedule. Rates may float under the ceiling based on market conditions but may never exceed it.

	Per Diem Rate
	The maximum allowance the Government reimburses Federal travelers for lodging, meals, and incidentals while on official travel. Published by GSA at GSA.gov/perdiem.

	Net Billing
	Negotiated contract and task order rates are guaranteed at the point of sale. No rate adjustments after booking.

	Most Favored Customer (MFC)
	The customer to whom the contractor gives its best prices/discounts. Government must receive MFC pricing or better.

	EPA (Economic Price Adjustment)
	Clauses that adjust contract prices for market changes. EPA clauses do NOT apply to SIN 531110, rates float with annual GSA per diem adjustments instead.

	IFF (Industrial Funding Fee)
	A fee paid by MAS contractors to GSA for use of the MAS program. Contractors report IFF sales quarterly to the GSA SRP.

	eBuy
	GSA's online RFQ tool (ebuy.gsa.gov) required for MAS task orders with a SOW (FAR 8.405-2).

	GDS (Global Distribution System)
	Electronic reservation systems (e.g., Sabre, Amadeus) used to distribute lodging inventory. SIN 531110 recommends LTL inventory be distributed in GDS for booking via government travel systems.

	CONUS
	The Conterminous United States: the 48 contiguous states and the District of Columbia.

	OCONUS
	Outside the Continental United States: any country, state, or possession outside the lower 48 states and D.C.

	TDY (Temporary Duty)
	Official travel away from the employee's Permanent Duty Station for a temporary period.

	TCS (Temporary Change of Station)
	Relocation of an employee to a new official station for a temporary period of 6 to 30 months.

	PCS (Permanent Change of Station)
	Relocation of an employee to a new official station for permanent duty.

	CO (Contracting Officer)
	The Government official with authority to enter into, administer, and terminate contracts (FAR 2.101).

	COR (Contracting Officer's Representative)
	Government employee designated by the CO to perform certain administrative functions on the CO's behalf (FAR 1.602-2).

	FTR (Federal Travel Regulation)
	41 CFR Chapters 300–304. Governs travel allowances for Federal civilian employees.

	JTR (Joint Travel Regulations)
	Governs per diem, travel, and transportation allowances for DoD uniformed service members and civilian employees.

	SmartPay
	The GSA-administered government charge card program. SmartPay travel cards are the standard payment method for LTL under SIN 531110.


Compliance Notice
This ordering guide is provided by GSA FAS Travel for internal program use. It is pre-aligned with the SIN 531110 SOW, FTR (41 CFR Chapters 300–304), JTR, and FAR Subpart 8.4 as of its date of publication. Agencies are responsible for verifying current requirements, including per diem rates (GSA.gov/per diem), FEMA Fire Safety Registry status, and contractor active GSA MAS Contract status, before issuing any task order. This guide must be used in conjunction with the current SIN 531110 SOW available at the GSA eLibrary. In the event of any conflict between this guide and the SIN 531110 SOW or applicable regulation, the SIN 531110 SOW and regulation govern.
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