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MODIFICATIONS TO EXISTING CONTRACT 
INSTRUCTIONS FOR SUBMITTING MODIFICATION REQUESTS FOR CONTRACTS 

WHICH HAVE ACCEPTED THE TRANSACTIONAL DATA RULE (TDR)
Effective November 22, 2010, all products added by modification to current contracts or awarded under new contracts for Special Item Numbers  (SINs) 302-49, Refrigeration Equipment - including Blast Freezers, Chillers; Commercial Refrigerators; Commercial Freezers; Dairy Cases; Deli Cases; Walk-In Refrigerators; Walk-In Freezers; Ice Dispensers; Ice Making Equipment; Ice Storage Bins and Carts, and SIN 375-361 - Biodegradable Cleaner/Degreaser (Water Based) Non-Phenolic and Non-Petroleum - Products approved by USDA for Food Handling Areas, must meet the following Government standards.  Executive Order 13514 (http://www.fedcenter.gov/programs/eo13514/) requires that 95% of all new contract actions are designated for “green” products and/or services through certification guidelines established by governmental agencies.  In order to begin implementation of that order, GSA has designated these two SINs on Schedule 73, which will require “green” qualifications.  For SIN 302-49, all items, where applicable, must meet Energy Star or Federal Energy Management Program (FEMP) requirements (where applicable), and be qualified Energy Star or FEMP compliant.  Energy Star lighting specifications can be obtained through the website at http://www.energystar.gov/index.cfm?c=new_specs.luminaires.  Information on how products earn the ENERGY STAR label can be found at http://www.energystar.gov/index.cfm?c=products.pr_how_earn.   Energy Star is a joint program of the U.S. Environmental Protection Agency and the U.S. Department of Energy helping us all save money and protect the environment through energy efficient products and practices.   For SIN 375-361 all items must be certified as Biopreferred by obtaining certification from the U. S. Department of Agriculture at www.biopreferred.gov.  If the products offered meet the eligibility criteria they must be ENERGY STAR or USDA qualified. If they do not meet the criteria (i.e. - there is no available specifications for the items offered), please make that attestation in writing.  

Please follow the following guidelines when requesting modification changes to your contract:

The Greater Southwest Acquisition Center’s Schedule 73 program will only accept contractor initiated modification requests via the GSA eMod system effective February 1, 2010.  The eMod system is a web based application that allows contractors to electronically prepare and submit modification requests.  Modification requests are received, reviewed and tracked with greater efficiency and oversight, when using the eMod system.  The documentation required to support a modification request will remain unchanged.  Contractor initiated modifications transmitted by means other than through the eMod system will be rejected as of February 1, 2010.

Information and training relating to the eMod system is located in the GSA Vendor Support Center and eOffer websites.  Consistent with current practices, modification requests initiated via the eMod process must be submitted by an authorized contract representative.  Under this new process, your authorized contract representative must obtain a digital certificate before initiating an eMod.  A digital certificate is an electronic credential that identifies you, your organization and your web browser.  You will not be able to enter a modification request into the eMod system without a current digital certificate.  The following link will provide guidance on utilizing the eMod system, obtaining digital certificates, and using the eMod training guide.

http://eoffer.gsa.gov
Please use the following instructions and templates of the modification package to upload your modification request in the E-Mod system.

Remember – For each Modification action being requested, you must check the associated action in the eMod system.

The Modification Documents referenced are available at the website:  http://www.gsa.gov/gsac.  Click on the Solicitation Title for the GSA Multiple Award Schedule under which your contract is awarded, then click on the link to Post Award Documents for the available documents.

Please use the following guidelines when requesting modification changes to your contract:

A cover letter should always be included in all of your modification requests.  The letter should provide a detailed listing of each modification action requested (i.e. model number changes, model additions, model deletions, price increases, decreases, new brands, new SINs, etc).  Please make sure that the letter is detailed and clearly states the purpose of the mod action.  If your modification includes changes based on a new commercial pricelist, state in your cover letter if the price list you are offering is in addition to what is currently on your contract, or if it is a replacement price list that includes all current awarded items plus the new items (a comprehensive price list is required).  For each request, provide a recap of other active/current price lists that remain on the contract (and the applicable modification numbers) in your letter.  
1. Commercial price list - Please be sure to line through any items that you do not wish to offer and also the items that should be excluded because they are from a non-designated country of origin under the Trade Agreements Act (if applicable).  Identify each of the remaining products with the applicable Special Item Number (SIN).  Additionally, the price list must have a name/title and an effective date and it is very helpful to have the pages numbered. If you have prepared a verbatim extract, your price list must make a statement to that effect and indicate the specific pricelist title and effective date upon which the increases are based.
2. If you are requesting an economic price adjustment, your letter must make reference to this request and should include the following: the reason(s) for the price increase (ex:  labor, specific types of materials, etc).  If you are a Dealer and a letter or notice of price increase from the manufacturer is available (regarding the price increase), please submit a copy.  Additionally, you should state the amount (range) of percentage increase in your letter (example:  “prices have increased 1%-10% - see attached spreadsheet”, OR “prices have increased 10% straight across the board – see attached spreadsheet”). A spreadsheet titled ‘EPA Spreadsheet’ is located with the post award documentation and should be utilized.  Additionally, provide a copy of your comprehensive commercial price list (This price list will supersede all other previously approved price lists); cross off the items you are not offering to indicate those items excluded.  The offered products must be identified with the applicable Special Item Number). The price list should be a replacement to the previous price list on your contract (i.e, it should contain all of the affected changes, and also the information that has not changed).  The new commercial price list should reflect the increased list prices. Note: please restate the previous (current) modification number and price list name and date to which you are seeking to replace.   Recap of what should be included for an EPA:  cover letter, modification package, spreadsheet with all changes listed, and a new commercial price list. 
3. If there are price reductions, your letter must make reference to this request (the reasons for the decrease, etc).  Temporary price reductions may be submitted through SIP/EDI – a modification is not required.  Additionally, you should state the amount of decreases (i.e. range or straight across the board percentage of decrease) and you must also submit a spreadsheet that includes a column showing decrease by model.  The spreadsheet should be the same as that of the EPA spreadsheet described in paragraph 2 above except that the spreadsheet should reflect decrease information in lieu of increases.  The new commercial price list should reflect the decreased list prices.  Note:  Contractor’s shall notify the Contracting Officer of any price reduction subject to clause 552.238-75 – Price Reductions, as soon as possible, but not later than 15 calendar days after its effective date (see paragraph (f) of the applicable clause).   Recap of what should be included for this type of request:  cover letter, spreadsheet with all changes listed, and a new commercial price list. 

4. If you are changing model/part numbers, your letter must make reference to this request.  Additionally, you must provide the spreadsheet titled ‘Part Number and Model Change Spreadsheet’ reflecting the old and new models.  Note that model number changes are for products that have the same function, price and for models that have not had significant changes; otherwise they are viewed as new models (see further instructions below).  Recap of what should be included for this type of request:  cover letter, spreadsheet and a new commercial price list. 

5. If some of the models are discontinued, you must provide a statement in your letter and provide an itemized list.  Note: if there is more than one brand on your contract, the itemized list must also include the brand.  Recap of what should be included for this type of request:  cover letter, spreadsheet, and a comprehensive commercial price list reflecting requested changes.

6. Description change:  your letter must include a statement as to why you are requesting this change.  Additionally, an itemized list must be included (the list should include the part numbers, the current description and the new description).  If there are any other changes, such as the function, price, etc., this is viewed as a new model (see further instructions below). Additionally, a new comprehensive commercial price list must be provided.  Recap of what should be included for this type of request:  cover letter, spreadsheet, and a new commercial price list. 
7. If you are adding new models, new Special Item Numbers (SIN’s) and or new brands, you must include a statement in your letter and complete the most recent edition of the contract modification package available at the website listed at the top of page 1 of these instructions.  Additionally, you must complete the spreadsheet titled ‘Add Spreadsheet’.  A letter of commitment is required for products not manufactured by your company (if adding new brands/manufacture’s items not already awarded under the contract).  A current Letter of Supply template can be found at the website listed on page 1 of these instructions.  Please provide product literature/spec sheets, warranty information, and return/restocking information for all new items offered.

Recap of what should be included for this type of request:  cover letter, modification package, letter of commitment (if applicable), spreadsheet(s), and a new commercial price list. 

8. If you are adding a new product line to your contract, you must include a statement to that effect in your letter, and you must also submit the document titled ‘Add Spreadsheet’ available at the referenced website.  You must complete and submit the spreadsheet in addition to a completed modification attachment.  Note:  an example of this type of request is when you have warehouse equipment on your contract but you want to add one of the other products lines on Schedule 56 (such as lighting).  Recap of what should be included for this type of request cover letter, modification package, add spreadsheet, new commercial price list. 
IMPORTANT NOTE:  the above information may not include all information required by the Contracting Officer.  You may or may not be requested to provide additional information to support the changes being proposed to the contract. 
To determine fair and reasonable pricing, the GSA Contracting Officer may consider many factors, including pricing on competitor contracts, historical pricing, and currently available pricing in other venues.  Offers which provide Most Favored Customer pricing, but which are not highly competitive, will not be found fair and reasonable and will not be accepted. 
Offeror must provide a full and broad offering on services and/or products.  Offers will not be accepted with only limited item/offering (product. labor category, training course, or fixed-price service) unless it represents a total solutions for the Special Item Numbers (SINs).

Ability One - Offeror must be an authorized AbilityOne distributor by the Committee for Purchase from People Who Are Blind or Severely Disabled. Contractor shall meet the AbilityOne Exclusivity Requirement by blocking orders of commercial products that are identified as being identical to or “Essentially the Same” (ETS) as AbilityOne offered products.
CHECKLIST OF REQUIRED INFORMATION
ADDITION OF NEW ITEMS/SPECIAL ITEM NUMBERS (SIN)

OR REQUEST FOR AN ECONOMIC PRICE ADJUSTMENT

FEDERAL SUPPLY SCHEDULE 73 “Food Service, Hospitality, Cleaning Equipment and Supplies, Chemicals and Services”.
CONTRACT NUMBER:  GS-___F-_______

 [   ]
1. If other than the manufacturer and you are offering a brand not already awarded under your current contract, clause I‑FSS-644, Dealers and Suppliers, requires you to provide a letter of commitment from the manufacturer for each new brand offered.  The letter needs to be on the manufacturer’s original letterhead with an original signature from an officer (CEO, President, Vice President) of the company.  It must reference your contract number (GS-XXF-XXXXX), the contract period (found in your contract), and contain a statement similar to the following:  “Manufacturer’s Name guarantees Your Company Name a source of supply sufficient to meet the Government’s requirements”, and end products are US Made.

[   ]
2.  Indicate the offered discount for the new items/SINs in Enclosure B.

[   ]
3.
Submit two copies of product literature and ALL applicable (non-Government) dated published price lists.  Identify items in the price list by SIN, and exclude any items/terms not being offered or not appropriate for the SIN.  See clause 552.212-70, Preparation of Offer, MAS, in Enclosure F.

[   ]
4.
Signify any additional discounts offered, such as prompt payment, quantity, etc. in Enclosure B.

[   ]
5.
Furnish a description of any concessions being offered, which are not granted to other customers, in Enclosure B.

[   ]
6.
Include the production point(s) for the new items/SINs, in accordance with clauses 52.215-6, Place of Performance, in Enclosure B and E-FSS-516, Production Point and Inspection Information, in Enclosure C.

[   ]
7.
Include the delivery time for the new items/SINs, in accordance with clause 552.211-78, Commercial Delivery Schedule, MAS, in Enclosure C.

[   ]
8.
Include information regarding compliance with clause 52.225-5, Trade Agreements Act and Certification Regarding Knowledge of Child Labor for Listed End Products, in Enclosure D.

[   ]
9.
Submit Hazardous Material information, if applicable, according to clause 52.223-3, Alternate I, Hazardous Material Identification and Material Safety Data, in Enclosure E.

[   ]
NOTE:
If you are adding a product/service that is not currently a part of the contract, then you must also submit the document titled ‘Discount Proposal Spreadsheet’ located with the post award documents.  You must complete and submit this spreadsheet in addition to a completed modification attachment.
ENCLOSURE  (A)
GSA OFFERED TERMS

The following is/are offered for the items/SINs currently on contract under FEDERAL SUPPLY SCHEDULE 73, “Food Service, Hospitality, Cleaning Equipment and Supplies, Chemicals and Services”.
1.
Basic Discount ________________________


(List each model number if the discount varies per model or indicate the discount next to each model on the price list.)

2.
Prompt Payment Discount _______________


(If none offered, show the Net term, i.e., Net 30 days.  How does this compare with already awarded payment discounts?  The payment discount applies to the entire contract.  If your contract already has a payment discount awarded, these items are also covered by the existing payment discount.)

3.
Quantity/Volume Discount________________


(Show the percentage and quantity/dollar level.)

4.
Other Discounts: _______________________

5.
Any other concession being offered to the Government, but not the Most Favored Customer __________________________

6.
Delivery (Days ARO)   Normal:          Days ARO
Expedited:          Days ARO
7.  FOB Terms _____________________________

8.  Minimum Order Limitation _______________________
**********************************************************************************************************************

52.215-6
PLACE OF PERFORMANCE  (OCT 1997)  15.209(f)


(a)
The offeror or respondent, in the performance of any contract resulting from this solicitation,  FORMCHECKBOX 
 intends,  FORMCHECKBOX 
 does not intend [check applicable box] to use one or more plants or facilities located at a different address from the address of the offeror or respondent as indicated in this proposal or response to request for information.

(b)
If the offeror or respondent checks “intends” in paragraph (a) of this provision, it shall insert in the following spaces the required information: 
	PLACE OF PERFORMANCE (Street

Address, City, State, County,

Zip Code)
	
	NAME AND ADDRESS OF OWNER AND 

OPERATOR OF THE PLANT OR 

FACILITY IF OTHER THAN 

OFFEROR OR RESPONDENT

	
	
	

	
	
	

	
	
	


NOTE:  In no event are any items included which are produced in non-designated countries.  A list of designated countries can be found in clause 52.225-5, Trade Agreements Act.

ENCLOSURE (B)
552.211-78
COMMERCIAL DELIVERY SCHEDULE (MULTIPLE AWARD SCHEDULE)  (FEB 1996)  511.404(a)(2)
(a)
Time of Delivery.  The Contractor shall deliver to destination within the number of calendar days after receipt of order (ARO) in the case of F.O.B. Destination prices; or to place of shipment in transit in the case of F.O.B. Origin prices, as set forth below.  Offerors shall insert in the “Time of Delivery (days ARO)” column in the schedule of Items a definite number of calendar days within which delivery will be made.  In no case shall the offered delivery time exceed the Contractor's normal commercial practice.  The Government requires the Contractor's normal commercial delivery time, as long as it is less than the “stated” delivery time(s) shown below.  If the Offeror does not insert a delivery time in the schedule of items, the Offeror will be deemed to offer delivery in accordance with the Government's stated delivery time, as stated below:

	ITEMS OR GROUPS
OF ITEMS 
Special Item Number (SIN)
	
	GOVERNMENT’S STATED

DELIVERY TIME

(DAYS ARO)
	
	CONTRACTOR’S

NORMAL

COMMERCIAL
DELIVERY TIME

	ALL SINs
	
	No Greater than Contractor’s
	
	

	
	
	Normal Commercial Delivery Time
	
	


(b)
Expedited Delivery Times.  For those items that can be delivered quicker than the delivery times in paragraph (a), above, the Offeror is requested to insert below, a time (hours/days ARO) that delivery can be made when expedited delivery is requested.

	ITEM OR GROUP OF ITEMS 
(Special Item Number)
	
	Expedited delivery time

(Hours/Days ARO)

	
	
	

	
	
	

	
	
	


(c) Overnight and 2-Day Delivery Times.  Ordering activities may require overnight or 2—day delivery.  The Offeror is requested to annotate its price list or by separate attachment identify the items that can be delivered overnight or within 2 days.  Contractors offering such delivery services will be required to state in the cover sheet to its FSS price list details concerning this service.

ENCLOSURE C
52.212-3
OFFEROR REPRESENTATIONS AND CERTIFICATIONS—COMMERCIAL ITEMS (Nov 2007) 
. . . . . . . . . . . . . . ………………………………..12.301(b)(2)

(4)
Trade Agreements Certificate.  (Applies only if the clause at FAR 52.225-5, Trade Agreements, is included in this solicitation.)



(i)
The offeror certifies that each end product, except those listed in paragraph (g)(4)(ii) of this provision, is a U.S.-made or designated country end product, as defined in the clause of this solicitation entitled “Trade Agreements.”



(ii)
The offeror shall list as other end products those end products that are not U.S.-made, designated country, Caribbean Basin country, or FTA country end products.



Other End Products:

	
	Line Item No.
	Country of Origin

	
	
	

	
	
	

	
	
	

	
	(List as Necessary)




(iii)
The Government will evaluate offers in accordance with the policies and procedures of FAR Part 25. For line items covered by the WTO GPA, the Government will evaluate offers of U.S.-made or designated country end products without regard to the restrictions of the Buy American Act. The Government will consider for award only offers of U.S.-made or designated country end products unless the Contracting Officer determines that there are no offers for such products or that the offers for such products are insufficient to fulfill the requirements of the solicitation. 

…………………………………………………………………………………………………………………………………
ENCLOSURE D
52.223-3
HAZARDOUS MATERIAL IDENTIFICATION AND MATERIAL SAFETY DATA  (JAN 1997)  (ALTERNATE I—JUL 1995)  23.303
(a)
Hazardous material, as used in this clause, includes any material defined as hazardous under the latest version of Federal Standard No. 313 (including revisions adopted during the term of the contract).

(b)
The offeror must list any hazardous material, as defined in paragraph (a) of this clause, to be delivered under this contract.  The hazardous material shall be properly identified and include any applicable identification number, such as National Stock Number or Special Item Number.  This information shall also be included on the Material Safety Data Sheet submitted under this contract.

	Material

(If none, insert None)
	
	Identification No.

	

	

	


(c)
This list must be updated during performance of the contract whenever the Contractor determines that any other material to be delivered under this contract is hazardous.

(d)
The apparently successful offeror agrees to submit, for each item as required prior to award, a Material Safety Data Sheet, meeting the requirements of 29 CFR 1910.1200(g) and the latest version of Federal Standard No. 313, for all hazardous material identified in paragraph (b) of this clause.  Data shall be submitted in accordance with Federal Standard No. 313, whether or not the apparently successful offeror is the actual manufacturer of these items.  Failure to submit the Material Safety Data Sheet prior to award may result in the apparently successful offeror being considered nonresponsible and ineligible for award.

(e)
If, after award, there is a change in the composition of the item(s) or a revision to Federal Standard No. 313, which renders incomplete or inaccurate the data submitted under paragraph (d) of this clause, the Contractor shall promptly notify the Contracting Officer and resubmit the data.

(f)
Neither the requirements of this clause nor any act or failure to act by the Government shall relieve the Contractor of any responsibility or liability for the safety of Government, Contractor, or subcontractor personnel or property.

(g)
Nothing contained in this clause shall relieve the Contractor from complying with applicable Federal, State, and local laws, codes, ordinances, and regulations (including the obtaining of licenses and permits) in connection with hazardous material.

(h)
The Government's rights in data furnished under this contract with respect to hazardous material are as follows:


(1)
To use, duplicate and disclose any data to which this clause is applicable.  The purposes of this right are to—



(i)
Apprise personnel of the hazards to which they may be exposed in using, handling, packaging, transporting, or disposing of hazardous materials;



(ii)
Obtain medical treatment for those affected by the material; and



(iii)
Have others use, duplicate, and disclose the data for the Government for these purposes.


(2)
To use, duplicate, and disclose data furnished under this clause, in accordance with subparagraph (h)(1) of this clause, in precedence over any other clause of this contract providing for rights in data.


(3)
The Government is not precluded from using similar or identical data acquired from other sources.

(i)
Except as provided in paragraph (i)(2) the Contractor shall prepare and submit a sufficient number of Material Safety Data Sheets (MSDS's), meeting the requirements of 29 CFR 1910.1200(g) and the latest version of Federal Standard No. 313, for all hazardous materials identified in paragraph (b) of this clause.


(1)
For items shipped to consignees, the Contractor shall include a copy of the MSDS with the packing list or other suitable shipping document which accompanies each shipment.  Alternatively, the Contractor is permitted to transmit MSDS's to consignees in advance of receipt of shipments by consignees, if authorized in writing by the Contracting Officer.


(2)
For items shipped to consignees identified by mailing address as agency depots, distribution centers or customer supply centers, the Contractor shall provide one copy of the MSDS's in or on each shipping container.  If affixed to the outside of each container, the MSDS must be placed in a weather resistant envelope.

*************************************************************************************************************

The signature block below must be completed upon submission of this modification package.
_____________________________________________________

Signature
_____________________________________________________
Title
_____________________________________________________

Date

END OF ATTACHMENT  – FULL TEXT OF CLAUSES APPLICABLE TO MODIFICATIONS ARE AVAILABLE IN THE SOLICITATION FOR SCHEDULE 73 


