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INSTRUCTIONS FOR SUBMITTING MODIFICATION REQUESTS

The Greater Southwest Acquisition Center’s Schedule 56 program will only accept contractor initiated modification requests via the GSA eMod system effective February 8, 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 8, 2010.
Effective January 17, 2011, products added by modification to current contracts or awarded under new contracts for Special Item Numbers  (SINs) 206-4, Energy Saving Lighting, Energy Efficient and/or Environmentally Friendly Lamps (light bulbs), Lighting Fixtures and Accessories, Indoor Emergency Lighting, Reading Lights, Lighting Sensor Systems ; 563-25, Plumbing Products and Bathroom Fixtures; 563-28,  Industrial and Commercial Electric and Gas Water Heaters, Boiled Water Heaters, including options and accessories, either by new offer or modification 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 three SINs on Schedule 56, which will require “green” certification.  For SIN  206-4, all light bulbs including fixtures with light bulbs, must meet Energy Star or  Federal Energy Management Program (FEMP) requirements (where applicable), and be certified Energy Star or FEMP compliant.  Energy Star certification can be obtained through the website at www.energystar.gov.   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.  Product designation process for FEMP can be found at http://www1.eere.energy.gov/femp/technologies/eep_fempdesignatedproducts.html.     For SIN 563-25 all toilets, urinals, bathroom faucets and shower heads must meet WaterSense requirements and be certified as WaterSense compliant by obtaining certification through the U. S. Environmental Protection Agency (EPA) at http://www.epa.gov/Watersense/about_us/watersense_label.html.  For SIN 563-28, all gas water heaters must meet either Energy Star or Federal Energy Management Program (FEMP) requirements and be certified Energy Star or FEMP compliant. Certification for Energy Star can be obtained through the website at www.energystar.gov.  Product designation process for FEMP can be found at http://www1.eere.energy.gov/femp/technologies/eep_fempdesignatedproducts.html.  The offeror must make an affirmative statement that the products offered are compliant with the applicable standard and the products are listed on the Energy Star, FEMP or EPA website.   Dealers using their own part numbers must also list the corresponding manufacturer part number.  If not listed, the Contracting Officer reserves the right to ask for copies of the certification.

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

1.  If you are requesting an economic price adjustment, you must submit a letter stating the reason for the price increase.  If a letter from the manufacturer is available (regarding the price increase), please submit a copy.  Additionally, you should state the amount of percentage increase in your letter. If the price increases are a range, you must provide a spreadsheet listing all of the products affected by the price increase, along with the applicable percentage of increase.  Additionally, provide two copies of your new commercial price list (cross off the items you are not offering and the remaining products must be identified with the applicable Special Item Number).  You must also submit the modification package or a certification statement as per clause 552.216-70, paragraph (d)(2).  


2.  If there are price reductions, you must submit an itemized list and state that there have been price reductions.  The itemized list should include the model numbers, the old price list date and old prices, and the new price list date and new 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). 

3.  If you are changing model numbers, you must provide an itemized list of the old and new model numbers.  Provide two copies of the new price list, or addendum to the price list.  Note:  model number changes are for products that have the same function and for models that have not had significant changes.  Otherwise, the product should be considered new. 

4.  If some of the models are discontinued, you must provide a statement in your letter and must also submit an itemized list.


5.  If you are adding new models, new Special Item Numbers (SIN’s) and or new brands, you must complete the contract modification package located with the post award documentation.  Additionally, you must itemize the new information and provide two copies of the new price list.  Note:  the sales of the new products must be included in the sales figure in the CSP, paragraph 1.  If the sales are not included, you may request that the products be added at a later date when there have been significant sales to the general public, or you may provide 2 or more price comparisons for a reasonable random selection of products offered, for the same or similar items. 

6.  If you are adding a new product line to your 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.

7.  If your company is a dealer, and there are no commercial sales to the general public, list the manufacturer’s sales on paragraph (1) of the CSP.  State in your cover letter the fact that your company has not had sales to the general public.  If your company has had Government sales, you may include the information on your cover letter.  The MFC information in the chart under paragraph 4(a) of the CSP should be your information not the manufacturer’s.  If your company has several brands, the MFC information should be at the individual brand level, not the overall MFC for all brands on your contract.  Additionally, you will be requested to provide 2 or more price comparisons for a reasonable random selection of products offered, for the same or similar items. 

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.  Also make a statement as to the overall changes you are requesting (if there are price increases, price reductions, model deletions and or model additions). 

Please be sure to line through any items in your catalog 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).  
CHECKLIST OF REQUIRED INFORMATION

ADDITION OF NEW ITEMS/SPECIAL ITEM NUMBERS (SIN)

OR REQUEST FOR AN ECONOMIC PRICE ADJUSTMENT

 CONTRACT NUMBER:  GS-___F-_______

[   ]
1.  When adding additional items/brands/SINs, you must provide the information requested in paragraph (1) and (2) of clause CSP-1, Commercial Sales Practices Format, attached in Enclosure A..  Please note that the commercial sales figure provided must be for the new items/brands/SIN(s) proposed for addition.  If multiple brands or SINs are proposed for addition, commercial sales should be broken down by brand or SIN.

[   ]
2. 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”.

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

[   ]
4.  Submit the information requested in paragraphs 3 through 5 of clause CSP-1, Commercial Sales Practices Format, in Enclosure A.  If this information is the same as the initial award, a statement to that effect may be submitted instead.

[   ]
5.
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.

[   ]
6.
Signify any additional discounts offered, such as prompt payment, quantity, etc. in Enclosure B.

[   ]
7.
Furnish a description of any concessions being offered, which are not granted to other customers, in Enclosure B.

[   ]
8.
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.

[   ]
9.
Include the delivery time for the new items/SINs, in accordance with clause 552.211-78, Commercial Delivery Schedule, MAS, in Enclosure C.

[   ]
10.
Include a statement regarding compliance with clause 52.225-5, Trade Agreements Act and Certification Regarding Knowledge of Child Labor for Listed End Products.  
[   ]
11.
Submit Hazardous Material information, if applicable, according to clause 52.223-3, Alternate I, Hazardous Material Identification and Material Safety Data.
[   ]
12.
When requesting an economic price adjustment, you must provide the information requested in paragraph (d) of clause 552.216-70, Alternate I, Economic Price Adjustment—FSS Multiple Award Schedule Contracts, which is shown in full text in the IBR Attachment to the Solicitation.
[   ]
NOTE:
If you are adding new items from a product/service Attachment that is not currently a part of the contract, then you must also submit the product/service Attachment applicable to the new items being added.  You must complete and submit  the new product/service Attachment in addition to a completed Attachment 14.

CSP-1
COMMERCIAL SALES PRACTICES  FORMAT  515.408(b)
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 begining 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).  For evaluation purposes only, provide a copy of your commercial price list that was applicable during the time period shown in this paragraph.
(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—
Most Favored Customer (MFC)
	Column 2—
Basic Discount Granted MFC
	Column 3—
Quantity/Volume Discounts
	Column 4—
FOB Terms
	Column 5—
Concessions (see 552.212-70 for examples)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


(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.

ENCLOSURE B

GSA OFFERED TERMS

The following is/are offered for the items/SINs being added to the current contract under FEDERAL SUPPLY SCHEDULE 056 “BUILDINGS AND BUILDING MATERIALS/INDUSTRIAL SERVICES AND SUPPLIES”

1.  Basic Discount ________________________


(Provide an electronic copy of the updated Price Discount Relationship spreadsheet, template is shown in each product/service Attachment).  

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

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

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:



NAME AND ADDRESS OF OWNER AND

PLACE OF PERFORMANCE (Street
OPERATOR OF THE PLANT OR

Address, City, State, County,
FACILITY IF OTHER THAN

Zip Code)
OFFEROR OR RESPONDENT


_________________________________
___________________________

_________________________________
___________________________

_________________________________
___________________________

NOTE:  In accordance with the terms of Schedule 56, items produced in non-designated countries are excluded from consideration for award.  A list of designated countries can be found in clause 52.225-5, Trade Agreements Act.
ENCLOSURE C

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 GROUP
GOVERNMENT'S STATED

CONTRACTOR'S
OF ITEMS (Special Item
DELIVERY TIME

NORMAL COMMERCIAL
No. or nomenclature)
(Days ARO)

DELIVERY TIME

ALL SINs
No longer than standard

______________



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
Expedited delivery time 

(Special Item No. or nomenclature)
(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.

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

Signature

______________________________

Title

______________________________

Date


OFFEROR:  COMPLETE AND RETURN PAGES 14-3 THROUGH 14-9.
END OF ATTACHMENT 14 – FULL TEXT OF CLAUSES APPLICABLE TO MODIFICATIONS ARE AVAILABLE IN THE SOLICITATION FOR SCHEDULE 56 
