Instructions for completing the Contractors Report of Sales Spreadsheet
(Please print a copy of these instructions for reference as you fill out the excel spreadsheet)
You should receive an auto-generated e-mail from the FSS Helpdesk on or about the first day after the close of the each quarter if you are required to file a sales report. If your mail server is set up to block this type of mail please have it set to accept mail from helpdesk.ammhinfss@va.gov . It will contain two (2) attachments; this instruction document and a excel spreadsheet. The attached excel spreadsheet will be pre-populated with your contract information at the time of the mailing.
Contract Number
Contracting Officer

Company Name

Fiscal Year (FY)

Reporting quarter (QTR)

All Special Item Numbers (SIN) assigned to contract

Note: If any of the above information is incorrect contact your contracting officer to make the changes required and they will send you a corrected Sales Report. (DO NOT MAKE CHANGES YOURSELF as this will cause the upload to fail)  

There will also be a section for Sales Report Point of Contact’s information if that person is not the same as the administrator you have previously provided. That section you can modify as required.  

The Spreadsheet should be filled out as follows:
1. Open the excel spreadsheet attachment 
2. Save a copy to your desktop or a folder to make the changes to, keep for your own history or records and to send back as an attachment with your recorded sales. Please do not change the name of the file.
3. Check the Sales Point of Contact information for accuracy and make any changes required.  (if this field is left blank the e-mail will default to the Contract Administrator.
4. Do not make any changes to the formatting or attach any worksheet to this document.

5. Put an X in the appropriate box for method of payment, one of these boxes must be marked or the upload will fail. (Note; Both boxes could be marked if that was necessary)

6. Do not change or modify Log Number (this is strictly used internally for the upload process and any changes to these numbers will cause the upload to fail)  

7. Fill in all four (4) columns C, D, E, F. Sales for the 3 types of sales, VA Sales, OGA Sales, and Disaster Recovery Sales and Total Sales. All columns must be filled in even if there were no sales for that sales group, just enter zero (0). You do not need $ just enter the number for example:   1400  = $1400.00     1400.39 = $1400.39    0 = $0.00   .39  = $0.39
8. Save the completed Sales report
Submitting your Report of Sales to the National Acquisition Center

1. Open the original e-mail and reply to sender (helpdesk.ammhinfss@va.gov) and attach a copy of the completed Sales report that you save in step 8 above. 

2. Industrial Funding Fee (IFF) payment sent to



Department of Veterans Affairs



C/O Federal Supply Service – IFF



P.O. Box 76, Bldg37



Hines, IL. 60141

Or via courier



Department of Veterans Affairs



C/O Federal Supply Service – IFF



1st Ave., One Block North of 22nd Street, Bldg37



Hines, IL. 60141

* disregard if you have ACH or electronic deposit set up 

Should you have any questions or concerns regarding this matter, please contact the main FSS Helpdesk at 708-786-7737 or e-mail helpdesk.ammhinfss@va.gov . Thank you for your prompt attention. 
