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PROPOSAL PREPARATION CHECKLIST FOR NEW OFFERS
	Item
	Insert Yes, No or N/A
	Agency Use

	Section I
	
	

	Exceptions taken to terms and conditions of the solicitation: 
	
	

	Standard Form 1449, Blocks 12, 17a, 17b, 30a, 30b and 30c are completed 
	
	

	Copy of past performance evaluation form sent to Dun & Bradstreet is included (See Exhibit 5)
	
	

	Complete solicitation as follows:
	
	

	Completed Paragraph A.2, North American Industry Classification System (NAICS) Code and Small Business Size Standard, if applicable
	
	

	Completed Exhibit 6, Small, Small Disadvantaged, Women-Owned Small, and HUBZone Small Business Concerns Subcontracting Plan, if applicable
	
	

	Completed Paragraph  C.4 ,  Place of Performance
	
	

	Completed Paragraphs C.14(a) & (c), Commercial Delivery Schedule (Multiple Award Schedule)
	
	

	Completed Paragraph C.17, Contractor’s Remittance (Payment) Address and, as applicable, ordering/payment addresses of all participating dealers
	
	

	Completed Paragraph C.19, Ordering Information
	
	

	Completed Paragraph C.32, Scope of Contract for Eligible Ordering Activities
	
	

	Completed Paragraph C.35, Place of Performance
	
	

	Completed Paragraph C.36, Delivery Prices
	
	

	Completed Paragraph C.37, Delivery Prices
	
	

	Completed Paragraph C.38  Contact for Contract Administration
	
	

	Completed Paragraph C.44, Scope of Contract - Worldwide
	
	

	Completed Paragraph C.51, Parts and Service, if offering overseas coverage for products and product-support services
	
	

	Completed Paragraph E.11, Net Billing, as applicable
	
	

	DUNS number  _____________________________ (insert DUNS number)
	
	

	Completed Paragraph F.13, Authorized Negotiators
	
	

	Completed Paragraph H.1, Offeror Representations and Certifications—Commercial Items
	
	

	Completed Paragraph H.2, Exemption from Application of Service Contract Act Provisions for Contracts for Maintenance, Calibration, and/or Repair of Certain Information Technology, Scientific and Medical and/or Office and Business Equipment—Contractor Certification, as applicable
	
	

	Completed Paragraph H.3, Compliance with Veterans Employment Reporting Requirements
	
	

	Completed Paragraph H.4, Section 8(a) Representation for the Multiple Award Schedule Program
	
	

	A copy of your audited annual report, an audited consolidated financial statement, or other such information that demonstrates the company’s financial stability
	
	

	If any proposed non-product support service is applicable to 52.222-41, Service Contract Act of 1965, As Amended, possible places of performance have been identified and included
	
	

	Section II
	
	

	For products and product-support services (installation, maintenance, repair, leasing, rental), demonstrate that the item(s) meet any requirements specified in the solicitation, Exhibit 4 and complete any special clauses/provisions from Exhibit 4
	
	

	For non-product support services, demonstrate you have the necessary organization, experience, accounting and operational controls, and technical skills, or the ability to obtain them (including, as appropriate, such elements as property control systems, quality assurance measures, and safety programs applicable to the services to be performed by the prospective contractor and subcontractors) and any requirements specified in Exhibit 4 as outlined in Paragraph F.17, subparagraph 4.(2)(ii). Complete and submit any special clauses/provisions from Exhibit 4, as applicable
	
	

	If offering professional services (as defined by 29 CFR 541), submit a Professional Compensation Plan in accordance with Clause 52.222-46
	
	

	If offering professional or technical services, submit a copy of your policy that addresses uncompensated overtime in accordance with Clause 52.237-10
	
	

	If offering labor categories based on hourly rates, provide a definition of the labor categories proposed to include minimum training, experience, certifications, security clearances, degrees, etc.
	
	

	Section III
	
	

	For products and product-support services (installation, maintenance, repair, leasing, rental), items requested in Paragraph F.5, subparagraph (c) and Paragraph F.16.1.  
	
	

	For non-product support services or if you do not use a catalog, pricing sheets (Exhibit 3) for each SIN offered as specified in  F.16 (2).
	
	

	Completed commercial sales practice format (Exhibit 8)
	
	

	Supporting Documentation for the Commercial Sales Practice Format
	
	

	Discussion of why the offeror believes pricing is fair and reasonable and how it relates to most favored customer pricing).  If GSA is not offered discounts, terms and conditions equal to or better than your most favored customer (the lowest price), provide an explanation why
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