How to Request a Modification – 874


IMPORTANT NOTICE:  

All postaward requests (modifications to add/delete, requests for price adjustments and administrative changes) are required to be submitted electronically thru the GSA eMod Program.

Information on eMods can be found at GSA’s eOffer/eMod Program website located at http://eoffer.gsa.gov.  A Digital Certificate is required.  Please review Question #1 - “Do you already have a digital certificate?” under the section titled: “If you are submitting an eMod”.  Please follow the instructions and links on that webpage.  The above website also provides a link to the Vendor’s eMod User Guide.

Only individuals listed as ‘Authorized Negotiators” under the contract, with a Digital Certificate, will be able to utilize eMod.  An Authorized Negotiator is someone that legally binds the company to any changes or updates to the contract. This person is usually assigned during the offer and flows to the contract. If this person changes, a contract modification must be done to add/delete a new authorized negotiator.  

If you receive and error message stating” You are not an authorized negotiator on this contract” you may not be listed in the electronic system as an authorized negotiator.  Please contact your Contracting Officer(CO) or Procurement Contracting Officer(PCO) for assistance.

Please ensure that you include your Contract Number on all communications and that your CCR and ORCA registrations are current.

All modification request must be sent utilizing the GSA eMod Program.

Modifications are to be requested in accordance with the Modification Clause 552.243-72, found within your contract.  In order to request a modification for any change (administrative changes, price increases/decreases, product/service additions/deletions) to your GSA Multiple Award Schedules contract, these steps have to be completed:

1) Ensure that the Mod Description field for each mod action on the eMod request includes detailed information such as the following: a statement of what you are requesting, number of items/services being add/deleted/increased/decreased, etc. and whether or not “all other terms and conditions remain the same” and certify that “there has been no change in regards to the price/discount relationship as it relates to the Price Reductions Clause 552.238-75 as a result of the modification requested. The services/courses/products, as applicable, will have the same discount relationship as the existing services/courses/products, as applicable.  If other terms and conditions do not remain the same and changes to the Basis of Award are being made, please state so and provide an updated Commercial Sales Practice Format document to include revised Most Favored Customer discounts and updated MFC information.  A blank CSP Format form is attached below, if needed. 

2) If you change your Point of Contact (POC) or any other information that affects your contract in any way, an eMod request must be submitted.

3) Contractors must use the formats provided in the below Post Award Exhibits.  

4) Technical Requirements:
Note 1: Personal Services Contracts as defined in FAR 37.101 and FAR 37.104 are strictly prohibited.
Agencies are prohibited from utilizing service contracts to augment government staff. A contractor is equally prohibited from knowingly offering to supplement government staff by engaging in a personal services contract/task order.

Note 2: Architect-Engineering (A/E) Services as that term is defined in FAR 36.601-4 are excluded from the Schedules Program. If the agency statement of work, substantially or to a dominant extent, specifies performance or approval by a registered licensed architect or engineer for services related to real property, the Brooks Act applies and such services must be procured in accordance with FAR Part 36. Use of this schedule for Brooks Act architectural or engineering services is not authorized.

Note 3: Offerors are directed to FAR 9.5 Organizational and Consultant Conflict of Interest and Clause C-FSS-370, Contractor Tasks/Special Requirements. The Contracting Officer has determined that potential conflicts of interest may occur during performance of the resultant contract. These include circumstances involving (1) systems engineering and technical direction, (2) preparation of specifications or work statements, (3) providing evaluation services, and (4) obtaining access to proprietary data or information. Ordering Officers may impose organizational conflict of interest provisions and/or clauses as they determine appropriate based upon the individual situation.

Note 4: Inherently Governmental services as identified in FAR 7.503 or by the ordering agency are prohibited under MOBIS. It is the responsibility of the Contracting Officer placing the order to make this determination. Ordering activities must require prospective contractors to identify potential conflicts of interest and address those, prior to task order award. Inherently Governmental services as identified in FAR 7.503 or by the ordering agency are prohibited under MOBIS. It is the responsibility of the Contracting Officer placing the order to make this determination. Ordering activities must require prospective contractors to identify potential conflicts of interest and address those, prior to task order award.

Note 5: The acquisition of professional services covered by other GSA Schedules is permitted as long as the services are incidental to the overall service requirement and are directly linked to the successful performance of the task. This determination shall be made by the responsible ordering agency Contracting Officer.

Services that are not authorized for purchase under a MOBIS task order are services where the primary purpose or the preponderance of work performed is specifically covered by another GSA Schedule, such as: financial services covered by GSA Schedule 520; engineering services covered by GSA Schedule 871; IT services covered by GSA Schedule 70; advertising and marketing services covered by GSA Schedule 541; human resources services covered by GSA Schedule 738X; logistics services covered by GSA Schedule 874V; security services covered by GSA Schedule 84; transportation services covered by GSA Schedule 48; travel services covered by GSA Schedule 599; environmental services covered by GSA Schedule 899; and language services covered by GSA Schedule 738II.

Additions:
If requesting to add a SIN, the following is required:

For SIN 874 1, Consulting Services - Financial audits are covered under GSA Schedule 520, Financial and Business Services, and are not allowed under this SIN. The term "consulting" as defined herein does not include staff augmentation. NOTE: Expert witness, consulting, and audit services pertaining to financial matters are not covered under this SIN. Refer to Schedule 520, SIN 520-6, Professional Legal Services. Consulting services relating to public relations are not covered under this SIN. Refer to Schedule 541, SIN 541-2, Public Relations Services. Legal services are not covered under this
SIN.

For SIN 874 4, Training Services: Instructor Led Training, Web Based Training
and Education Courses, Course Development and Test Administration -  Support materials
not included may be offered on SIN 874-5. Acquisition training will be accomplished under SIN 874-8.
Functional training covered under other schedules will not be accomplished under this SIN
Notes:
NAICS: 611430
Professional and Management Development Training
NAICS: 611710
Contractors Shall Provide the Following:
Submit Labor Category Descriptions. Clerical, non-professional categories are excluded. Copy of Commercial End User Licensing or Service Agreement for all Learning Management Systems.
NAICS: 611519
Copy of Commercial End User Licensing Agreement, if any 
Resumes of all staff instructors for classroom instruction. Copy of dated Commercial Course Catalog (course descriptions should indicate min and max enrollment and duration). Pricing must exclude travel and per diem. If internships are proposed, the business model must specify the responsibilities of the customer and those of the educational institution. For learning management services, specify whether it is web-based.

For SIN 874 8, DAU and FAI Certified DAWIA and FAC Acquisition Workforce Training for GS-1102 and non-1102 Personnel – 
Note: NAICS: 611430
Contractors Shall Provide the Following:
A copy of the Course Equivalency Certification issued by DAU for each course offered. Resumes of all current instructors. Instructors must be Clinger-Cohen compliant. Provide a detail training plan evidencing how instructors are kept up to date and conversant with federal acquisition regulations on a continuous basis. References: Last 3 customers

For SIN 874 9, Off-the-Shelf and Customizable Print, Audio, and Visual Instructional Training Devices - 
Notes: 
NAICS: 423490
Contractors Shall Provide the Following, if applicable:
Copy of Commercial End User Licensing Agreement. Copy of Commercial Service Agreement.
Copy of End User Systems Requirements. Copy of Manufacturer Authorization to Resell/Distribute.
Statement that Live Ammunition is NOT used in any training product.
NAICS: 511199
Contractors Shall Provide the Following:
Copy of Reseller Agreement if applicable from each publisher/manufacturer.
NAICS: 451220
Contractors Shall Provide the Following:
Copy of Commercial End User Licensing Agreement, if any. Copy of Reseller Agreement if applicable from each publisher/distributor. Customizable Training Devices/Materials: Proposed off-the-shelf devices and simulators may be customized to customer specifications via a scope of work and priced on a firm fixed price or labor hour basis. All proposed print materials, audio-visual and multi-media formats, electronic media, etc., shall directly train students in a specific subject or assist in the training of specific subject matter

1. For each service SIN requesting to be added, the contractor must provide descriptions of two (2) projects.  Each description must state the SIN to which it applies, and identify the specific services being proposed for that SIN.

The projects must either have been completed within the last two years or be ongoing. For ongoing contracts with a base year and option years, at a minimum, the base year must have been completed; for multi-year task orders, at a minimum, the first year must have been completed.

The contractor must demonstrate that the tasks performed are of a similar complexity to the work solicited under each SIN. The contractor may provide the same project for more than one SIN as long as the description identifies which specific work relates to each SIN. All examples of completed services must have been found to be acceptable by the client. Project descriptions shall not exceed four (4) pages per project.

Each project description shall include the following customer reference information:
(A) Customer/Client Name
(B) Project Name/Contract Number
(C) Customer Point of Contact for Project
(D) POC's phone number and email
(E) Project performance period (include months/years)
(F) Dollar value of the entire project
(G) Dollar value received for the work preformed relevant to the SIN offered
(H) Brief summary of the project as a whole (background, purpose, etc.)
(I) A copy of the Statement of Work for the project; this does not count against the limitation of four pages per project.

As applicable, each project description shall include a narrative account of the work performed that addresses the following elements:
(A) Detailed description of SIN relevant work performed and results achieved
(B) Methodology, tools, and/or processes utilized in performing the work
(C) Demonstration of compliance with any applicable laws, regulations, Executive Orders, OMB Circulars, professional standards, etc.
(D) Project schedule (i.e., major milestones, tasks, deliverables), including an explanation of any delays
(E) How the work performed is similar in scope and complexity to that described in the Statement of Work
(F) Demonstration of specific experience and/or special qualifications detailed in the Statement of Work

Substitution For Relevant Project Experience: If project experience does not exist, the contractor may substitute relevant projects of predecessor companies or key personnel that will be performing major aspects of the work. If the contractor chooses to make such a substitution, the narratives must clearly identify the entity or personnel that performed the services, and include all elements indicated in the above list.

2. For each proposed labor category, if applicable, the contractor shall provide a detailed position description. Position descriptions must include functional responsibilities.  This is to be provided in addition to the MAS 874 Post Award Template – Additions.  If it is the firm's standard commercial practice to substitute experience for education, explain the methodology in use (e.g., five years experience equates to a BA/BS degree).

Note:  Travel will be handled in accordance with clause C-FSS-370. Costs for transportation, lodging, meals and incidental expenses incurred by the contractor are allowable subject to the limitations contained in the Federal Travel Regulations and/or Joint Travel Regulations. They should not be included in the proposed prices and will be considered at the task order level.

If requesting to add professional services (as defined by 29 CFR 541), contractor MUST submit a Professional Compensation Plan setting forth salaries and fringe benefits proposed for the professional employees who will work under the contract in accordance with Clause 52.222-46 Evaluation of Compensation for Professional Employees. Individual compensation disclosure is not required. Submission of general compensation practices often printed in an employee handbook is sufficient.

If requesting to add professional or technical services, submit a copy of the your policy that addresses uncompensated overtime in accordance with Clause 52.237-10 Identification of Uncompensated Overtime.

5) Pricing Support:

Pricing shall be submitted and clearly identified as being based either on a "Commercial Price List" or on "Commercial Market Price".

The contractor shall include a detailed narrative containing sufficient information for the SIN or Service/Course or Product Addition or Price Increase(s) to enable the Contracting Officer to determine that offered prices are fair and reasonable. For example, if a proposed price is not equal to or better than the price offered to the firm's designated MFC, the narrative must fully explain the contractor’s rationale for proposing such a rate as well as demonstrate why the GSA price is still fair and reasonable. Any deviation from an contractor’s commercial sales practices must be explained, including the circumstances surrounding and frequency of the deviations.

SIN or Service/Course or Product Additions:
Contractor must submit pricing documentation for EACH proposed service/product (e.g., each labor category, percentage based fee, etc).  Supporting documentation may consist of copies of invoices, contracts, quote sheets, etc. and MUST be included as attachments with the modification requests.  Invoices or other supporting documentation are clearly marked and tie to the offered items/services listed on the MAS 738X Post Award Template – Addition(s).  Where there is not a clear relationship between the supporting documentation and Post Award Template, the contractor must prepare and attach a crosswalk mapping the supporting documentation to the offered items.  Note:  GSA's pricing goal is to obtain equal to or better than the Most Favored Customer (MFC) pricing with the same or similar terms and conditions.

If proposing to add Labor Categories, identify the SCA eligible labor categories as shown in the following example.  (Note: Labor category titles and rates are shown for example purposes only.)

	Labor Categories
	Hourly Rate

	Principal Consultant
	$180.00

	Consultant I
	$85.00

	Course Instructor**
	$59.00

	Subject Matter Expert
	$175.00

	Administrative Assistant**
	$38.00


**Indicates SCA eligible categories. See the SCA Matrix following the price list for additional information regarding these labor categories.

Note:  The following paragraph is meant to be instructive and NOT to be included as part of the modification request or post-award template.

For all the identified SCA eligible labor categories, map the SCA equivalent labor category title (titles/descriptions available at http://www.wdol.gov. Click on the "library" link, then download the SCA Directory of Occupations, 5th Edition). Also identify the WD# that the labor categories in your offer are predicated on. Note that the applicable revision number for any Wage Determination number is the revision number identified in the solicitation index of wage determinations.

Utilize the following spreadsheet format (labor categories shown are for example purposes):

	SCA MATRIX

	SCA Eligible Contract Labor Category
	SCA Equivalent Code - Title
	WD Number

	Course Instructor
	29160 – Instructor
	05-2059

	Administrative Assistant
	01011 - Accounting Clerk I
	05-2059



Insert the following language below the SCA matrix at the end of the MAS 738X Post Award Template - Additions.

"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 SCA 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."

Note:  If your modification request does not contain any SCA eligible labor categories, please state so in the Mod Description Field on the eMod screen.

Price Increases:
Please ensure that justifications for price increase request are inputted in Mod Description field.  Also, provide the date the last Economic Price Adjustment was requested and approved.  

NOTE:  Modification Requests lacking clear and relevant pricing documentation will be rejected.  

6) Once the Modification Request has been received and evaluated by the Contract Specialist/Contracting Officer assigned to your contract and approved, you will receive a notification via the eMod System.  Once approved, you can upload your approved modification into the Schedules Input Program, if applicable.  Updates will also be required on your FSS Authorized Schedule Price List, refer to Clause I-FSS-600 – Contract Price Lists.  Once updated, please send an electronic copy to your CS/CO.

7) No updates/changes/revisions should ever be uploaded in SIP without prior approval from the Contracting Officer.

Notes:

· Please ensure that you attach documents to the eMod System that support your modification request.

· Any products are to be in compliance with the Trade Agreement Act, Executive Order 13423 and AbilityOne ETS.

· Deletion requests must include the reason for the deletion, such as discontinued items, or non compliance under the TAA.

EPA Comprehensive Procurement Guidelines (CPGs) may be applicable if awarded or requesting to add products.  Please review clause 552.238-72 and visit the CPG web site at http://www.epa.gov/cpg.  If applicable, these items should also be identified in the contractor’s commercial catalogs, brochures, price lists and online product website.

In addition to the above, please read the following in preparation of your modification request:

Clause 552.238-75, Price Reductions

Clause 552.243-72, Modifications

Pricing based on Commercial Price List is subject to Clause 552.216-70 Economic Price Adjustment-FSS Multiple Award Schedule Contracts

Pricing based on Commercial Market Prices are subject to Clause I-FSS-969 Economic Price Adjustment

Clause 52.225-5 Trade Agreements 

The list of Designated Countries under the Trade Agreements can be found in the FAR, Part 25, under definitions https://www.acquisition.gov/far/).  Please check the website for the current listing of Designated Countries.

Post-Award Template documents are attached below:
As of August 2011



	MAS 874 POST-AWARD TEMPLATES

ADDITIONS:


	SIN(S)  (ONE PER SERVICE)
	SERVICE(S) (E.G. JOB TITLE/TASK)
	EDUCATION/ CERTIFICATION LEVEL
	YEARS OF EXPERIENCE
	UNIT OF ISSUE (E.G. HOUR, TASK, SQ FT)

	COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES

	MOST FAVORED CUSTOMER (MFC)
	DISCOUNT OFFERED TO MFC (%)
	MFC PRICE
	DISCOUNT OFFERED TO GSA (OFF CPL OR MARKET PRICES) (%)
	PRICE OFFERED TO GSA (EXCLUDING IFF)
	PRICE OFFERED TO GSA (INCLUDING IFF)

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
*NOTE:  INCLUDE PRICING FOR CONTRACTOR FACILITY/CUSTOMER FACILITY OR DOMESTIC/OVERSEAS, AS APPLICABLE


	SIN(S)
(ONE PER COURSE)
	COURSE(S)
PROPOSED
	COURSE LENGTH
	MINIMUM PARTICIPANTS
	MAXIMUM PARTICIPANTS
	COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	MOST FAVORED CUSTOMER (MFC)
	DISCOUNT OFFERED TO MFC (%)
	MFC PRICE
	DISCOUNT OFFERED TO GSA (OFF CPL OR MARKET PRICES) (%)
	PRICE OFFERED TO GSA (EXCLUDING IFF)
	PRICE OFFERED TO GSA (INCLUDING IFF)

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	*
NOTE:  INCLUDE PRICING FOR CONTRACTOR FACILITY/CUSTOMER FACILITY OR DOMESTIC/OVERSEAS, AS APPLICABLE


	SIN(S)
(ONE PER PRODUCT)
	PRODUCT(S)
PROPOSED
	BRAND NAME
	UNIT OF ISSUE (E.G. HOUR, TASK, SQ FT)
	TIME OF DELIVERY ARO
	COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	MOST FAVORED CUSTOMER (MFC)
	DISCOUNT OFFERED TO MFC (%)
	MFC PRICE
	DISCOUNT OFFERED TO GSA (OFF CPL OR MARKET PRICES) (%)
	PRICE OFFERED TO GSA (EXCLUDING IFF)
	PRICE OFFERED TO GSA (INCLUDING IFF)
	COUNTRY OF ORIGIN

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	






MAS 874 POST-AWARD TEMPLATES


DELETIONS:

	SIN
	DESCRIPTION/TITLE OF SERVICE(S)/COURSE(S)/PRODUCT(S)
	GSA PRICE
	REASONS FOR DELETION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	
	MAS 874 POST-AWARD TEMPLATES


PRICE INCREASES/DECREASES:


	SIN(S)  
	SERVICE(S) (E.G. JOB TITLE/TASK)
	EDUCATION/ CERT LEVEL
	YEARS OF EXP
	UNIT OF ISSUE (E.G. HOUR, TASK, SQ FT)
	CURRENT COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	NEW COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	CURRENT MFC PRICE
	NEW MFC PRICE
	% DIFF
	CURRENT GSA PRICE W/O IFF
	CURRENT GSA PRICE W/IFF 
	NEW GSA PRICE W/O IFF
	NEW GSA PRICE W/IFF
	% DIFF BTWN CURRENT AND NEW GSA PRICE W/O IFF

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	



	
	
	

	SIN(S)
	COURSE(S)
	COURSE LENGTH
	MIN PART
	MAX PART
	CURRENT COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	NEW COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	CURRENT MFC PRICE
	NEW MFC PRICE
	% DIFF
	CURRENT GSA PRICE W/O IFF
	CURRENT GSA PRICE W/IFF
	NEW GSA PRICE W/O IFF
	NEW GSA PRICE W/IFF
	% DIFF BTWN CURRENT AND NEW GSA PRICE W/O IFF

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	



	
	
	

	SIN(S)
	PRODUCT(S)
	BRAND NAME
	UNIT OF ISSUE (E.G. HOUR, TASK, SQ FT)
	CURRENT COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	NEW COMMERCIAL PRICE LIST (CPL)   OR MARKET  PRICES
	CURRENT MFC PRICE
	NEW MFC PRICE
	% DIFF
	CURRENT GSA PRICE W/O IFF
	CURRENT GSA PRICE W/IFF
	NEW GSA PRICE W/O IFF
	NEW GSA PRICE W/IFF
	% DIFF BTWN CURRENT AND NEW GSA PRICE W/O IFF

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	





CSP-1	COMMERCIAL SALES PRACTICES FORMAT  
Name of Offeror	
SIN(s)	
Note:  Please refer to clause 552.212-70, PREPARATION OF OFFER (MULTIPLE AWARD SCHEDULE), for additional information concerning your offer.  Provide the following information for each SIN (or group of SINs or SubSIN for which information is the same).
(1)	Provide the dollar value of sales to the general public at or based on an established catalog or market price during the previous 12‑month period or the Offerors last fiscal year:  $___________.  State beginning and ending of the 12 month period.  Beginning________Ending______________.  In the event that a dollar value is not an appropriate measure of the sales, provide and describe your own measure of the sales of the item(s).
(2)	Show your total projected annual sales to the Government under this contract for the contract term, excluding options,  for each SIN offered.  If you currently hold a Federal Supply Schedule contract for the SIN the total projected annual sales should be based on your most recent 12 months of sales under that contract.  
	SIN___________________	$___________;
	SIN___________________	$___________;
	SIN___________________	$___________;
(3)	Based on your written discounting policies (standard commercial sales practices in the event you do not have written discounting policies), are the discounts and any concessions which you offer the Government equal to or better than your best price (discount and concessions in any combination) offered to any customer acquiring the same items regardless of quantity or terms and conditions?  YES____  NO_____.  (See definition of “concession” and “discount” in 552.212-70.)
(4)	(a)	Based on your written discounting policies (standard commercial sales practices in the event you do not have written discounting policies), provide information as requested for each SIN (or group of SINs for which the information is the same) in accordance with the instructions at Figure 515.4-2, which is provided in this solicitation for your convenience.  The information should be provided in the chart below or in an equivalent format developed by the Offeror.  Rows should be added to accommodate as many customers as required.
	
Column 1—
Customer
	
Column 2—
Discount
	
Column 3—
 Quantity/Volume
	
Column 4—
FOB Term
	
Column 5—
Concessions

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	(b)	Do any deviations from your written policies or standard commercial sales practices disclosed in the above chart ever result in better discounts (lower prices) or concessions than indicated?  YES ____ NO_____.  If YES, explain deviations in accordance with the instructions at Figure 515.4-2, which is provided in this solicitation for your convenience .
(5)	If you are a dealer/reseller without significant sales to the general public, you should provide manufacturers’ information required by paragraphs (1) through (4) above for each item/SIN offered, if the manufacturer’s sales under any resulting contract are expected to exceed $500,000.  You must also obtain written authorization from the manufacturer(s) for Government access, at any time before award or before agreeing to a modification, to the manufacturer’s sales records for the purpose of verifying the information submitted by the manufacturer.  The information is required in order to enable the Government to make a determination that the offered price is fair and reasonable.  To expedite the review and processing of offers, you should advise the manufacturer(s) of this requirement.  The contracting officer may require the information be submitted on electronic media with commercially available spreadsheet(s).  The information may be provided by the manufacturer directly to the Government.  If the manufacturer's item(s) is being offered by multiple dealers/resellers, only one copy of the requested information should be submitted to the Government.  In addition, you must submit the following information along with a listing of contact information regarding each of the manufacturers whose products and/or services are included in the offer (include the manufacturer's name, address, the manufacturer's contact point, telephone number, and FAX number) for each model offered  by SIN:
	(a)	Manufacturer's Name	
	(b)	Manufacturer's Part Number
	(c)	Dealer's/Reseller's Part Number
	(d)	Product Description
	(e)	Manufacturer's List Price
	(f)	Dealer's/Reseller's percentage discount from List Price or net prices
Figure 515.4-2—Instructions for Commercial Sales Practices Format
If you responded “YES” to question (3), on the COMMERCIAL SALES PRACTICES FORMAT, complete the chart in question (4)(a) for the customer(s) who receive your best discount.  If you responded “NO” complete the chart in question (4)(a) showing your written policies or standard sales practices for all customers or customer categories to whom you sell at a price (discounts and concessions in combination) that is equal to or better than the price(s) offered to the Government under this solicitation or with which the Offeror has a current agreement to sell at a discount which equals or exceeds the discount(s) offered under this solicitation.  Such agreement shall be in effect on the date the offer is submitted or contain an effective date during the proposed multiple award schedule contract period.  If your offer is lower than your price to other customers or customer categories, you will be aligned with the customer or category of customer that receives your best price for purposes of the Price Reduction clause at 552.238-75.  The Government expects you to provide information required by the format in accordance with these instructions that is, to the best of your knowledge and belief, current, accurate, and complete as of 14 calendar days prior to its submission.  You must also disclose any changes in your price list(s), discounts and/or discounting policies which occur after the offer is submitted, but before the close of negotiations.  If your discount practices vary by model or product line, the discount information should be by model or product line as appropriate.  You may limit the number of models or product lines reported to those which exceed 75% of actual historical Government sales (commercial sales may be substituted if Government sales are unavailable) value of the special item number (SIN).

Column 1—Identify the applicable customer or category of customer.  A "customer" is any entity, except the Federal Government, which acquires supplies or services from the Offeror.  The term customer includes, but is not limited to original equipment manufacturers, value added resellers, state and local governments, distributors, educational institutions (an elementary, junior high, or degree granting school which maintains a regular faculty and established curriculum and an organized body of students), dealers, national accounts, and end users.  In any instance where the Offeror is asked to disclose information for a customer, the Offeror may disclose information by category of customer if the Offeror's discount policies or practices are the same for all customers in the category.  (Use a separate line for each customer or category of customer.)
Column 2—Identify the discount.  The term “discount” is as defined in solicitation clause 552.212-70, Preparation of Offer (Multiple Award Schedule).  Indicate the best discount (based on your written discounting policies or standard commercial discounting practices if you do not have written discounting policies) at which you sell to the customer or category of customer identified in column 1, without regard to quantity; terms and conditions of the agreements under which the discounts are given; and whether the agreements are written or oral.  Net prices or discounts off of other price lists should be expressed as percentage discounts from the price list which is the basis of your offer.  If the discount disclosed is a combination of various discounts (prompt payment, quantity, etc.), the percentage should be broken out for each type of discount.  If the price lists which are the basis of the discounts given to the customers identified in the chart are different than the price list submitted upon which your offer is based, identify the type or title and date of each price list.  The contracting officer may require submission of these price lists.  To expedite evaluation, Offerors may provide these price lists at the time of submission.
Column 3—Identify the quantity or volume of sales.  Insert the minimum quantity or sales volume which the identified customer or category of customer must either purchase/order, per order or within a specified period,  to earn the discount.  When purchases/orders must be placed within a specified period to earn a discount indicate the time period.
Column 4—Indicate the FOB delivery term for each identified customer.  See FAR 47.3 for an explanation of FOB delivery terms.
Column 5—Indicate concessions regardless of quantity granted to the identified customer or category of customer.  Concessions are defined in solicitation clause 552.212-70, Preparation of Offers (Multiple Award Schedule).  If the space provided is inadequate, the disclosure should be made on a separate sheet by reference.
If you respond "YES" to question 4 (b) in the Commercial Sales Practices Format, provide an explanation of the circumstances under which you deviate from your written policies or standard commercial sales practices disclosed in the chart on the Commercial Sales Practices Format and explain how often they occur.  Your explanation should include a discussion of situations that lead to deviations from standard practice, an explanation of how often they occur, and the controls you employ to assure the integrity of your pricing.  Examples of typical deviations may include, but are not limited to, one time goodwill discounts to charity organizations or to compensate an otherwise disgruntled customer; a limited sale of obsolete or damaged goods; the sale of sample goods to a new customer; or the sales of prototype goods for testing purposes.
If deviations from your written policies or standard commercial sales practices disclosed in the chart on the Commercial Sales Practices Format are so significant and/or frequent that the Contracting Officer cannot establish whether the price(s) offered is fair and reasonable, then you may be asked to provide additional information.  The Contracting Officer may ask for information to demonstrate that you have made substantial sales of the item(s) in the commercial market consistent with the information reflected on the chart on the Commercial Sales Practice Format, a description of the conditions surrounding those sales deviations, or other information that may be necessary in order for the Contracting Officer to determine whether your offered price(s) is fair and reasonable.  In cases where additional information is requested, the Contracting Officer will target the request in order to limit the submission of data to that needed to establish the reasonableness of the offered price.



