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Purpose

The purpose of this guide is to 1) assist DoD contract specialists responsible for preparing competitive solicitations for the acquisition of commercial items using FAR Part 12 procedures, 2) assist DoD contracting officers or other DoD contracting personnel responsible for ensuring the quality of these solicitations prior to their release, and 3) assist administrators of automated procurement systems used by DoD (i.e., PD2, ConWrite, etc.) who are responsible for ensuring that competitive solicitations produced with the aid of these automated procurement systems are of good quality.  This guide does not specifically address the preparation of combined synopsis/solicitation procedure described in FAR 12.603.  However, the information in this guide may be useful in preparing a combined synopsis/solicitation as it relates to the type of information that should be in an addendum, the clauses to be incorporated by reference in FAR 52.212-5, etc.

Solicitation format.

Pursuant to FAR 12.303, solicitations for the acquisition of commercial items prepared using FAR Part 12 shall be assembled, to the maximum extent practicable, using the following format: 

[bookmark: wp1084430](a) Standard Form (SF) 1449; 
[bookmark: wp1084431](b) Continuation of any block from the SF 1449; 
[bookmark: wp1084432][bookmark: wp1084437][bookmark: wp1084438][bookmark: wp1084439][bookmark: wp1084440](c) Contract clauses; 
[bookmark: wp1084441](d) Any solicitation documents, exhibits or attachments; and 
[bookmark: wp1084442][bookmark: wp1084443](e) Solicitation provisions 
[bookmark: wp1084444][bookmark: wp1084445][bookmark: wp1084446]
For ease of use, the organization of this guide resembles the preferred organization of a solicitation for the acquisition of commercial items using FAR Part 12 ((a) through (e) above).

Advice and Recommendations

Users of this guide are advised against printing it out and using it as a desk reference, as it will be continuously updated in response to changes to the FAR or DFARS that affect the acquisition of commercial items and as a result of user feedback.  Instead, it should be accessed online at the Defense Acquisition University Acquisition Community Connection Web site (https://acc.dau.mil) under the Contracting Community of Practice.  All suggestions and recommendations to improve the content and format of this guide are welcome and should be sent to donald.mansfield@dau.mil.
Part (a): Standard Form 1449

	The SF 1449, Solicitation/Contract/Order for Commercial Items, shall be used, to the maximum extent practicable, as the cover page of a solicitation for commercial items.  The official form is available in the GSA Forms Library.  The FAR Home page (www.acquisition.gov/far) contains a hyperlink to the GSA Forms Library.
	When using the SF 1449 as the cover page to a solicitation, the following blocks must be completed:

Block 1: Requisition number (if known).
Block 5: Solicitation number (see DFARS 204.70 for solicitation numbering procedures).
Block 6: Solicitation issue date.
Block 7a&b: Insert name and phone number of the point of contact for the solicitation.
Block 8: Insert the date and local time that quotations (if the solicitation is an RFQ) or offers (if the solicitation is an IFB or an RFP) are due.
Block 9: Insert the address of the contracting office.  Insert the Department of Defense Activity Address Code (DoDAAC) of the contracting office in the “Code” box.
Block 10: Check either the “Unrestricted” or the “Set-Aside” boxes, depending on the extent of competition that you are seeking.  You must also insert the applicable North American Industry Classification System (NAICS) code for the item you intend to procure and the accompanying size standard for the applicable NAICS code.  NAICS codes are available at www.census.gov/naics.  If you check the “Set-Aside” box, you must also check the box indicating the type of set-aside (small business, HUBZone small business, or service-disabled veteran-owned small business).  If you indicate that the procurement will be set-aside for small business, you must indicate the percentage of the procurement that is being set aside for small business.  If the procurement is being conducted using competitive procedures under the Small Business Administration 8(a) business development program, you must check the “8(a)” box to indicate this.
Block 11: If delivery terms are other than FOB destination, check the “See Schedule” box and specify the delivery terms on an SF 1449 continuation sheet.
Block 13a&b: If the procurement is a rated order under the Defense Priorities and Allocations System (DPAS), check the box in block 13a and specify the rating in block 13b.  See FAR Subpart 11.6 and 15 CFR 700 for information on DPAS ratings.
Block 14: Check the box indicating the type of solicitation being issued; Request for Quotations (RFQ), Invitation for Bids (IFB), or Request for Proposals (RFP).
Block 15: Insert place of delivery and, in the “Code” box, the DoDAAC for the receiving activity.
Blocks 19-22: For each contract line item established and numbered in accordance with the criteria in DFARS 204.7103, insert the line item number, description of supply and/or service sought, quantity, and unit of issue.  
Block 27a: Check block 27a and indicate whether or not you are attaching addenda to FAR 52.212-1 or FAR 52.212-4.
Block 28: Check block 28 if you are issuing an IFB or an RFP.  Specify the number of copies that offerors are required to submit.


Part (b): Continuation of any block from the SF 1449

[bookmark: wp1084433][bookmark: wp1084434][bookmark: wp1084435][bookmark: wp1084436]For information that does not completely fit into the blocks of the SF 1449 (e.g., Block 11 if specifying other than FOB destination delivery terms or blocks 19-22 for contract line item numbers, schedule of supplies/services, quantity, and unit of issue), you should use an SF 1449 continuation sheet.  If you are going to use an SF 1449 continuation sheet, be sure to indicate in the block on the SF 1449 that the information is contained on the continuation sheet.  The SF 1449 continuation sheet should be labeled as such and should, for all information provided, clearly indicate the corresponding block(s) on the SF 1449. 

Part (c): Contract Clauses

[bookmark: wp1084413][bookmark: wp1084414][bookmark: wp1084415][bookmark: wp1086221][bookmark: wp1086222][bookmark: wp1087154][bookmark: wp1095234][bookmark: wp1088658][bookmark: wp1088659][bookmark: wp1088660][bookmark: wp1088661][bookmark: wp1089354][bookmark: wp1087947][bookmark: wp1087948][bookmark: wp1087949][bookmark: wp1087978][bookmark: wp1087979][bookmark: wp1087980][bookmark: wp1087990][bookmark: wp1087355][bookmark: wp1087356][bookmark: wp1087363][bookmark: wp1087350][bookmark: wp1105236][bookmark: wp1105237][bookmark: wp1191189][bookmark: wp1110772][bookmark: wp1110773][bookmark: wp1086290][bookmark: wp1086291][bookmark: P496_20530][bookmark: P498_20596][bookmark: wp1084410]Prescriptions for provisions and clauses are now contained in the FAR/DFARS/DoD Class Deviations Provision and Clause Matrix. The matrix contains a column marked “CI” which indicates whether a provision or clause is authorized for use in a solicitation for commercial items. The Matrix is located at https://acc.dau.mil/CommunityBrowser.aspx?id=742982&lang=en-US.  

Appendix A – FAR 52.212-1 Tailored for SAP

Example 1

Instructions to Quoters—Commercial Items

(a) North American Industry Classification System (NAICS) code and small business size standard. The NAICS code and small business size standard for this acquisition appear in Block 10 of the solicitation cover sheet (SF 1449). However, the small business size standard for a concern which submits a quotation in its own name, but which proposes to furnish an item which it did not itself manufacture, is 500 employees.

(b) Submission of quotations. Submit quotations to the office specified in this solicitation at or before the exact time specified in this solicitation. Quotations may be submitted on the SF 1449, letterhead stationery, or as otherwise specified in the solicitation. As a minimum, quotations must show-
(1) The solicitation number;
(2) The time specified in the solicitation for receipt of quotations;
(3) The name, address, and telephone number of the quoter;
(4) A technical description of the items being quoted in sufficient detail to evaluate compliance with the requirements in the solicitation. This may include product literature, or other documents, if necessary;
(5) Terms of any express warranty;
(6) Price and any discount terms;
(7) “Remit to” address, if different than mailing address;
(8) A completed copy of the representations and certifications at FAR 52.212-3 (see FAR 52.212-3(b) for those representations and certifications that the quoter shall complete electronically);
(9) Acknowledgment of Solicitation Amendments;
(10) Past performance information, when included as an evaluation factor, to include recent and relevant contracts for the same or similar items and other references (including contract numbers, points of contact with telephone numbers and other relevant information); and
(11) If the quotation is not submitted on the SF 1449, include a statement specifying the extent of agreement with all terms, conditions, and provisions included in the solicitation. Quotations that fail to furnish required representations or information, or reject the terms and conditions of the solicitation may be excluded from consideration.

(c) Reserved. 

(d) Product samples. When required by the solicitation, product samples shall be submitted at or prior to the time specified for receipt of quotations. Unless otherwise specified in this solicitation, these samples shall be submitted at no expense to the Government, and returned at the sender’s request and expense, unless they are destroyed during testing.

(e) Multiple quotations. Quoters are encouraged to submit multiple quotations presenting alternative terms and conditions or commercial items for satisfying the requirements of this solicitation. Each quotation submitted will be evaluated separately.

(f) Late submissions.
(1) Quoters are responsible for submitting quotations so as to reach the Government office designated in the solicitation by the time specified in the solicitation. If no time is specified in the solicitation, the time for receipt is 4:30 p.m., local time, for the designated Government office on the date that quotations are due.
(2) Any quotation received at the Government office designated in the solicitation after the exact time specified for receipt of quotations is late and will not be considered unless it is received before purchase order issuance and the Contracting Officer determines that accepting the late quotation would not unduly delay the acquisition.
(3) If an emergency or unanticipated event interrupts normal Government processes so that quotations cannot be received at the Government office designated for receipt of quotations by the exact time specified in the solicitation, and urgent Government requirements preclude amendment of the solicitation or other notice of an extension of the closing date, the time specified for receipt of quotations will be deemed to be extended to the same time of day specified in the solicitation on the first work day on which normal Government processes resume. 

(g) Issuance of purchase order. Quotations should contain the quoter’s best technical and price terms. The Contracting Officer may reject any or all quotations. The Contracting Officer may issue a purchase order to other than the quoter with the lowest priced quotation. After the evaluation of quotations, the Contracting Officer may negotiate final terms with one or more quoters of the Government’s choice before issuing any purchase order. The Contracting Officer will not negotiate with any quoters other than those of the Government’s choice and will not use the formal source selection procedures described in FAR part 15.

(h) Multiple purchase orders. The Government may issue a purchase order for any item or group of items of a quotation, unless the quoter qualifies the quotation by specific limitations. Unless otherwise provided in the Schedule, quotations may not be submitted for quantities less than those specified. The Government reserves the right to issue a purchase order for a quantity less than the quantity quoted, at the unit prices quoted, unless the quoter specifies otherwise in the quotation.

(i) Availability of requirements documents cited in the solicitation.
(1)(i) The GSA Index of Federal Specifications, Standards and Commercial Item Descriptions, FPMR Part 101-29, and copies of specifications, standards, and commercial item descriptions cited in this solicitation may be obtained for a fee by submitting a request to-
GSA Federal Supply Service Specifications Section 
Suite 8100 
470 East L’Enfant Plaza, SW 
Washington, DC 20407
Telephone (202) 619-8925 
Facsimile (202) 619-8978.
(ii) If the General Services Administration, Department of Agriculture, or Department of Veterans Affairs issued this solicitation, a single copy of specifications, standards, and commercial item descriptions cited in this solicitation may be obtained free of charge by submitting a request to the addressee in paragraph (i)(1)(i) of this provision. Additional copies will be issued for a fee.
(2) Most unclassified Defense specifications and standards may be downloaded from the following ASSIST websites:
(i) ASSIST (https://assist.dla.mil/online/start/).
(ii) Quick Search (http://quicksearch.dla.mil/).
(iii) ASSISTdocs.com (http://assistdocs.com).
(3) Documents not available from ASSIST may be ordered from the Department of Defense Single Stock Point (DoDSSP) by-
(i) Using the ASSIST Shopping Wizard (https://assist.dla.mil/wizard/index.cfm);
(ii) Phoning the DoDSSP Customer Service Desk (215) 697-2179, Mon-Fri, 0730 to 1600 EST; or
(iii) Ordering from DoDSSP, Building 4, Section D, 700 Robbins Avenue, Philadelphia, PA 19111-5094, Telephone (215) 697-2667/2179, Facsimile (215) 697-1462.
	(4) Nongovernment (voluntary) standards must be obtained from the organization responsible for their preparation, publication, or maintenance.

(j) Data Universal Numbering System (DUNS) Number. (Applies to all quotations exceeding $3,000, and quotations of $3,000 or less if the solicitation requires the Contractor to be registered in the System for Award Management (SAM) database.) The quoter shall enter, in the block with its name and address on the cover page of its quotation, the annotation “DUNS” or “DUNS+4” followed by the DUNS or DUNS+4 number that identifies the quoter’s name and address. The DUNS+4 is the DUNS number plus a 4-character suffix that may be assigned at the discretion of the quoter to establish additional SAM records for identifying alternative Electronic Funds Transfer (EFT) accounts (see FAR Subpart 32.11) for the same concern. If the quoter does not have a DUNS number, it should contact Dun and Bradstreet directly to obtain one. A quoter within the United States may contact Dun and Bradstreet by calling 1-866-705-5711 or via the internet athttp://fedgov.dnb.com/webform.  A quoter located outside the United States must contact the local Dun and Bradstreet office for a DUNS number. The quoter should indicate that it is a quoter for a Government contract when contacting the local Dun and Bradstreet office.

(k) System for Award Management. Unless exempted by an addendum to this solicitation, by submission of a quotation, the quoter acknowledges the requirement that a prospective contractor shall be registered in the SAM database prior to purchase order issuance, during performance and through final payment of any contract resulting from this solicitation. If the quoter does not become registered in the SAM database in the time prescribed by the Contracting Officer, the Contracting Officer will proceed to issue the purchase order to the next otherwise successful registered quoter. Quoters may obtain information on registration and annual confirmation requirements via the SAM database accessed throughhttps://www.acquisition.gov.

	(l) Requests for information.  The contracting officer will not notify unsuccessful quoters that responded to this solicitation.  Quoters may request information on purchase order(s) resulting from this solicitation from the contracting officer.



Example 2

INSTRUCTIONS TO QUOTERS
 
Submitting your quote. Submit your company’s quote in writing and on paper to the address specified in Block __ of this Request For Quotes (RFQ). You may submit more than one quote. If you do, we will evaluate each separately.
 
Submission deadline. We must receive your quote at the address specified in Block __ by the deadline specified in Block __. We will not consider any quote that we receive after the deadline unless we receive it before we issue a purchase order and considering it will not delay our purchase. In case of an emergency that delays our operations and makes submission or receipt of your quote impossible, we will extend the deadline by one working day.
 
Terms and content of your quote. Your quote must be based on the terms of this RFQ. We might reject any quote that is not based on these terms in every respect. Your quote must contain all of the information described below.
 
Small Business Status. In order to submit a quote, you must know whether your company is a small business. The small business size standard that applies to this purchase is stated in Block __ of the cover sheet of this RFQ, along with the North American Industry Classification System (NAICS) code on which it is based. Regardless of the information in Block __, the small business size standard is 500 employees if you are submitting your quote in your own name but intend to provide a product that you did not manufacture yourself.
 
Issuance of purchase order. Your quote should contain your best terms. The Contracting Officer may reject any or all quotes. After the evaluation of quotes, the Contracting Officer may negotiate final terms with one or more quoters of the Government’s choice before issuing a purchase order. The Contracting Officer will not negotiate with any quoters other than those of the Government’s choice and will not use the formal source selection procedures described in FAR Part 15.
 
The Contracting Officer may issue a purchase order to other than the quoter with the lowest price. We might issue multiple orders, purchasing various items or groups of items from different quoters. We might issue an order for less than the quantity on which your quote is based, at the quoted price, unless you tell us that you will not accept an order on that basis.
 
Information to be submitted. Put the following information on the first page of your quote:
 
1.   the number of this RFQ;
 
2.   your company name, address, DUNS number (see below) and telephone number;
 
3.   your price and any discount terms;
 
4.   acknowledgement of any amendments to this RFQ; and
 
5.   a statement that you assent to all terms of this RFQ.
 
Beginning on the second page of your quote, provide the following information in the following order:
 
1.   a detailed description of the product or service that you will provide, including any product or service literature that you wish to give us;
 
2.   the terms of any express warranty;
 
3.   your payment address;
 
4.   references to current or former customers who will attest to the quality of your product or service in the within the past three years, including (i) customer name, (ii) customer address, (iii) contract or purchase order numbers, (iv) persons to contact, and (v) telephone numbers.
 
Product samples. If this RFQ requires that you submit product samples, you must deliver them to us at the location specified for our receipt on or before the deadline for submission of your quote. We will not pay for the samples, and we will return them to you only upon request and at your expense, unless they are destroyed during testing.
 
Availability of Government Documents. If the descriptions in this RFQ of the products or services we want to buy refer to any Government specification, standard, or commercial item description, you may obtain a copy of any such documents from the places listed in Federal Acquisition Regulation 52.212-1, paragraph (i).
 
System for Award Management (SAM). Unless exempted by the Contracting Officer, you must register in SAM before we will issue a purchase order to you. If you do not register by the date set by the Contracting Officer, the Contracting Officer might issue the order to a different quoter. Once registered, you must remain registered throughout performance until final payment. Go tohttps://www.acquisition.gov for information on SAM registration and annual confirmation.
 
DUNS Number (Data Universal Numbering System Number). [This applies to all quote if the solicitation requires that you be registered in the System for Award Management (SAM).] Place the annotation “DUNS” or “DUNS+4” next to your name and address on the first page of your quote followed by the DUNS or DUNS+4 number that identifies the quoter’s name and address.
 
If you do not have a DUNS number, contact Dun and Bradstreet to obtain one. If you are located within the United States, you may contact Dun and Bradstreet by calling 1-866-705-5711 or via the internet at http://fedgov.dnb.com/webform.
 
If you are located outside the United States, you must contact the local Dun and Bradstreet office for a DUNS number. Tell Dun and Bradstreet that you are a quoter for a Government contract when contacting the local Dun and Bradstreet office.
 
 
The DUNS+4 is the DUNS number plus a 4-character suffix that you may use at your discretion to establish additional SAM records for identifying alternative Electronic Funds Transfer (EFT) accounts (see FAR Subpart 32.11) for your company.
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