GSA Schedule Order Checklist
The General Services Administration has prepared a checklist for use to assist you in completing the actions necessary to properly issue and administer orders using the GSA Schedules Program.   The checklist is divided into two parts:

· Checklist A for products, or services not requiring a statement of work (SOW); and

· Checklist B for services requiring an SOW.

Both parts are made up of a series of questions related to the actions needed to properly issue and administer an order using the GSA Schedules Program.  For each checklist question, there are three possible answers “Yes,” “No,” or “Not Applicable.”  When completing the applicable checklist, you should be able to answer “Yes” to ALL the applicable questions.  If your answer is “No” to ANY question, there is a deficiency and you should take appropriate action to correct the deficiency.  You should only consider a “Not Applicable” response when there is a clear rationale for doing so.  For example, if you are evaluating actions related to issuing an order, the questions related to order termination would not apply.  
If you are not sure how to answer a particular question in Checklist A or B, click on the related link for that question under the heading “GO TO Related Questions.”  Selecting that link will move you to one or more related questions to assist you in deciding on the course of action to properly place a GSA Schedule contract order.
NOTE:  The Checklist is based on FAR requirements and good business practice.  The questions do not consider any agency or ordering activity supplements to the FAR.  If you are subject to such supplements, you must consider them as you use these questions to evaluate your GSA Schedules contracting performance.  

	Select the Appropriate Checklist

	If you are acquiring:
	Go To

	Products, or services that do not require an ordering activity statement of work
	Checklist A

	Services that require an ordering activity statement of work
	Checklist B


Note:  The checklist includes hyperlinks.  Your computer may permit you to use these hyperlinks as if you were using an online browser.  However, the default settings for Microsoft Word 2002 require users to depress the “CRTL” key when using a hyperlink.  If you desire, you may change that setting using the “Tools” drop-down menu at the top of the page.  Select “Tools” > “Option” > and “Edit.”   Then find the box for “Use CRTL + Click to follow hyperlink” and uncheck the box.  Once the check is removed, you should be able to use hyperlinks without depressing the “CRTL” key.
	A.  GSA Schedule Contracting Checklist for Products, or Services That Do Not Require an Ordering Activity Statement of Work

	Quest
	When using GSA Schedules you should be able to answer “Yes” to ALL the applicable questions below.  If your answer is “No” to ANY question, take action to correct the deficiency.  For additional guidance in answering any question, select “GO TO Related Questions.” 
	Yes
	No
	N/A
	GO TO Related Questions

	A.1 
	Do you use GSA e-Tools and/or other available sources of GSA Schedules information for market research?
	
	
	
	A.1

	A.2
	Is the requirement description adequate for the acquisition?
	
	
	
	A.2

	A.3
	Should you consider acquiring the requirement using GSA Schedules?
	
	
	
	A.3

	A.4
	Does the current requirement description permit commercial item acquisition?
	
	
	
	A.4

	A.5
	If the current requirement description does not permit commercial item acquisition, can it be modified to permit commercial item acquisition?
	
	
	
	A.5

	A.6
	Can the requirement be acquired using the GSA Schedules Program?
	
	
	
	A.6

	A.7
	Do you consider relevant factors in developing an acquisition strategy for the Schedule order?
	
	
	
	A.7

	A.8
	Should the ordering activity, activities, or agencies establish Schedule blanket purchase agreement(s)?
	
	
	
	A.8

	A.9
	Have you determined the most efficient way to obtain relevant information on Schedule solutions for the evaluation and an award decision?
	
	
	
	A.9

	A.10
	If the requirement is covered by an existing Schedule blanket purchase agreement (BPA), do you follow appropriate procedures when identifying contractors to consider during evaluation of Schedule solutions?
	
	
	
	A.10

	A.11
	If the requirement is not covered by an existing Schedule blanket purchase agreement (BPA), do you consider an adequate number of Schedule sources during evaluation of Schedule solutions?
	
	
	
	A.11

	A.12
	If you use a request for quotations (RFQ), is it adequate for the requirement?
	
	
	
	A.12

	A.13
	Is the evaluation of Schedule solutions conducted fairly and in accordance with the appropriate Federal Acquisition Regulation (FAR) and/or request for quotation (RFQ) requirements?
	
	
	
	A.13

	A.14
	Does the Schedule order meet all Federal Acquisition Regulation (FAR) requirements?
	
	
	
	A.14

	A.15
	When a Schedule blanket purchase agreement (BPA) is used, does the BPA meet all Federal Acquisition Regulation (FAR) requirements?
	
	
	
	A.15

	A.16
	If a request for quotations (RFQ) is used, does the ordering activity provide appropriate information to unsuccessful quoters?
	
	
	
	A.16

	A.17
	Does the order file include at least the minimum documentation required by the Federal Acquisition Regulation (FAR)?
	
	
	
	A.17

	A.18
	Are Schedule blanket purchase agreements (BPAs) given adequate annual reviews?
	
	
	
	A.18

	A.19
	Do order and Schedule blanket purchase agreement (BPA) modifications conform to the requirements of the Federal Acquisition Regulation (FAR) and good business practice?
	
	
	
	A.19

	A.20
	Does the ordering activity take appropriate inspection and acceptance action for the services and supplies?
	
	
	
	A.20

	A.21
	Does the ordering activity take appropriate remedies for nonconformance?
	
	
	
	A.21

	A.22
	When terminating an order for cause, does the ordering activity take appropriate action?
	
	
	
	A.22

	A.23
	When terminating an order for the Government’s convenience, does the ordering activity take appropriate action?
	
	
	
	A.23

	A.24
	When the Schedule contracting officer terminates a Schedule contract item or items, does the ordering activity take appropriate action?
	
	
	
	A.24

	A.25
	Is the ordering activity taking appropriate action in dispute situations?
	
	
	
	A.25


	A.1

Do you use GSA e-Tools and/or other available sources of GSA Schedules information for market research?

	Quest
	Situation
	Related Questions
	Then

	A.1.1
	If your answer is “YES” to EITHER of the following questions:
	· Do you use Schedules e-Library (http://www.gsa.gov/elibrary) to identify contractors that provide the type of service or supply required under the current acquisition? 
· Do you use GSA Advantage! (http://www.gsa.gov/advantage) to identify the services or supplies that meet the current acquisition requirement? 


	You are using GSA e-Tools in your market research.  
Answer “Yes” to Question A.1.

Return to Checklist A.

	A.1.2
	If your answer is “YES” to ANY of the following questions:
	· Do you use information from Schedule pricelists in your market research to identify available services and supplies?
· Do you use information from knowledgeable individuals to identify Schedule contractors, services, or supplies?
· Do you use information from recent market research to identify Schedule contractors, services, or supplies?
· Do you use information from the Interagency Contract Directory (http://www.contractdirectory.gov) to identify Schedule contractors?
· Do you use information from Schedule contractor catalogs to identify services or supplies available under GSA Schedules?
· Do you use information from Schedule contractor brochures and promotional material to identify services or supplies available under GSA Schedules?
	You are using other available sources of Schedule GSA Schedules information.  

Answer “Yes” to Question A.1.

Return to Checklist A.

	Otherwise the answer to Question A.1 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.2
  
Is the requirement description adequate for the acquisition?

	Quest
	Situation
	Related Questions
	Then

	A.2.1
	If your answer is “YES” to ALL the following questions:
	· Does the requirement description describe the minimum needs of the requiring activity?

· Is requirement description selection or preparation consistent with the following order of precedence:

· Requirement description mandated for use by law; 

· Performance-oriented requirement description; 

· Detailed design-oriented requirement description; and 

· Standards, specifications and related publications issued by the Government outside the Defense or Federal series for the non-repetitive acquisition of supplies or services?  (See FAR 11.101(a)) 

· Does the requirement description achieve the maximum practicable: 

· Energy efficiency, including using supplies containing energy-efficient standby power devices and renewable energy technologies; and 

· Use of recovered material, other materials that are environmentally preferable, energy- and water-efficient supplies, and renewable energy technologies?  (See FAR 11.101(b))

· Does the requirement description use voluntary consensus standards (e.g., ISO 9000 quality management requirements), when they exist, in lieu of Government-unique standards, except where inconsistent with law or otherwise impractical?  (See FAR 11.101(c))
	The description is adequate for the acquisition.
Answer “Yes” to Question A.2.

Return to Checklist A.

	A.2.2
	If your answer is “YES” to ALL the following questions:
	· Does the requirement description include the brand name of the item (e.g., manufacture and part number)?

· Does the requirement description state that equal items are acceptable?

· Does the requirement description include a general description of the salient physical, functional, or performance characteristics of the brand name item that an "equal" item must meet to be acceptable for award?

· Is use of a brand name or equal requirement description acceptable under other policies and guidance applicable to the acquiring activity?   (See FAR 11.104)
	The brand name or equal description is acceptable for the acquisition.  
Answer “Yes” to Question A.2.

Return to Checklist A.

	A.2.3
	If your answer is “YES” to ALL the following questions:
	· Is the acquisition of a particular brand name, supply, or feature essential to the Government's requirements? 

· Has the sole source requirement been justified and approved following appropriate FAR requirements (i.e., FAR 8.405-6 for Schedule acquisitions, FAR 13 for open market simplified acquisitions, or FAR 6.302-1 for other open market acquisitions)?  (See FAR 11.105)
	The brand name description is acceptable for the acquisition.  
Answer “Yes” to Question A.2.

Return to Checklist A.

	Otherwise the answer to Question A.2 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.3  
Should you consider acquiring the requirement using GSA Schedules?

	Quest
	Situation
	Related Questions
	Then

	A.3.1
	If your answer is “NO” to the following question:
	· Is the required service available from the Procurement List maintained by the Committee for Purchase From People Who Are Blind or Severely Disabled?  (See FAR 8.002(a)(2))


	The service is not available from a higher priority source of supply for service requirements.  
Answer “Yes” to Question A.3.
Return to Checklist A.

	A.3.2
	If your answer is “NO” to the following question:
	· Is the required supply available from one of the following higher priority sources:

· Agency inventories; 

· Excess from other agencies; 

· Federal Prison Industries, Inc.; 

· The Procurement List maintained by the Committee for Purchase From People Who Are Blind or Severely Disabled; or

· Wholesale supply sources, such as stock programs of the General Services Administration (GSA), the Defense Logistics Agency (DLA), the Department of Veterans Affairs (VA), or military inventory control points?  (See FAR 8.002(a)(1))
	The service is not available from a higher priority source of supply for supply requirements.  
Answer “Yes” to Question A.3.

Return to Checklist A.

	Otherwise the answer to Question A.3 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.4

Does the current requirement description permit commercial item acquisition?

	Quest
	Situation
	Related Questions
	Then

	A.4.1
	If your answer is “YES” to BOTH the following questions:
	· Has the required supply been sold, leased, or licensed to the general public?; or

· Has the required supply been offered for sale, lease, or license to the general public?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.2
	If your answer is “YES” to BOTH the following questions:
	· Has the required supply evolved from a supply customarily used for nongovernmental purposes through advances in technology or performance?

· Will the required supply be available in the commercial marketplace in time to satisfy the Government delivery requirements?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.3
	If your answer is “YES” to BOTH the following questions:
	· Would the required supply be considered a nongovernmental item or an evolved nongovernmental item if it were not for modifications of a type customarily available in the commercial marketplace?

· Would the required supply be considered a nongovernmental item or an evolved nongovernmental item if it were not for minor modifications of a type not customarily available in the commercial marketplace that must be made to meet Federal Government requirements?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.4
	If your answer is “YES” to BOTH the following questions:
	· Is the required service an installation service, maintenance service, repair service, training service, or other service being acquired for support of nongovernmental supplies, evolved nongovernmental supplies, or modified nongovernmental supplies, whether or not such services are provided by the same source or at the same time as the related supply? 

· Does the source of the required installation service, maintenance service, repair service, training service, or other service provide similar services contemporaneously to the general public under terms and conditions similar to those offered to the acquiring activity?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.5
	If your answer is “YES” to BOTH the following questions:
	· Is the current requirement a combination of one or more of the following 

· Nongovernmental supplies;

· Evolved nongovernmental supplies;

· Modified nongovernmental supplies; or

· Nongovernmental item support services?
· Are the required supplies and/or services customarily combined and sold in combination to the general public?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.6
	If your answer is “YES” to the following question: 
	· Is the required service offered and sold competitively in substantial quantities in the commercial marketplace based on established catalog prices or market prices?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	A.4.7
	If your answer is “YES” to the following question: 
	· Is the requirement an item that was developed exclusively at private expense and sold in substantial quantities, on a competitive basis, to multiple state and local governments?  (See commercial item definition FAR 2.101(b))
	The description describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question A.4.

Return to Checklist A.

	Otherwise the answer to Question A.4 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.5
If the current requirement description does not permit commercial item acquisition, can it be modified to permit commercial item acquisition?

	Quest
	Situation
	Related Questions
	Then

	A.5.1
	 If your answer is “YES” to BOTH the following questions:
	· Is it possible to modify the description to describe the requirement in terms that will permit the activity to acquire a commercial item?  

· Does the Government acquisition team agree that modifying the requirement description will be in the best interests of the Government?
	The requirement should be modified to permit commercial item acquisition.
Answer “Yes” to Question A.5.

Return to Checklist A.

	Otherwise the answer to Question A.5 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.6

Can the requirement be acquired using the GSA Schedules Program?

	Quest
	Situation
	Related Questions
	Then

	A.6.1
	If your answer is “YES” to BOTH of the following questions:
	· Can individual Schedule contractors meet the total requirement by providing services and/or supplies available under the GSA Schedules Program?
· Are available services and/or supplies included in the scope of the relevant Schedule contract(s)?
	You can acquire the service under the GSA Schedule Program.
Answer “Yes” to Question A.6.

Return to Checklist A.

	A.6.2
	If your answer is “YES” to BOTH of the following questions:
	· Can two or more Schedule contractors team together to meet the total requirement by providing services and/or supplies available under the GSA Schedules Program?
· Are available services and/or supplies included in the scope of the relevant Schedule contract(s)?
	You can acquire the service under the GSA Schedule Program. 
Answer “Yes” to Question A.6.

Return to Checklist A.

	A.6.3
	If your answer is “YES” to ALL the following questions:
	· Can the ordering activity meet a portion of the requirement under the GSA Schedules Program while meeting the remainder of the requirement using an open market acquisition?
· Are available Schedule services and/or supplies included in the scope of the relevant Schedule contract(s)?
· Will the ordering activity benefit by meeting a portion of the requirement under the GSA Schedules Program while meeting the remainder of the requirement using an open market acquisition?

· Can the open market portion of the acquisition be completed while complying with all applicable acquisition regulations (e.g., the guidance on publicizing acquisitions in FAR Part 5; competition in FAR Part 6; commercial item acquisition in FAR Part 12; contracting methods in FAR Parts 13, 14, and 15; and small business programs in FAR Part 19)?  (See FAR 8.402(f)(1))
· Will the ordering activity contracting officer be able to determine that the price for the items not on the GSA Schedule is fair and reasonable?  (See FAR 8.402(f)(2))
· Can the services or supplies not on GSA Schedule be clearly identified and labeled?   (See FAR 8.402(f)(3))
· Can all clauses applicable to items not on the GSA Schedule be included in the order? (See FAR 8.402(f)(4))
	You can acquire the requirement using a combination of GSA Schedule Program and open market contracting.
Answer “Yes” to Question A.6.

Return to Checklist A.

	Otherwise the answer to Question A.6 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.7

Do you consider relevant factors in developing an acquisition strategy for the Schedule order?

	Quest
	Situation
	Related Questions
	Then

	A.7.1
	If your answer is “YES” to the following question:
	· Can you obtain the best value by awarding the order to the contractor with the lowest price for a technically acceptable service or supply?
	Your strategy for evaluating Schedule solutions should select for order award the solution that provides the lowest price for a technically acceptable service or supply.

	A.7.2
	If your answer is “YES” to the following question:
	· Should tradeoffs between factors such as (but not limited to) the following be considered in addition to price and technical acceptability in identifying the best value for the ordering activity:

· Past performance;

· Special features required for effective program performance;

· Trade-in considerations;

· Probable life of the item selected as compared with that of comparable items;

· Warranty considerations;

· Maintenance availability; 

· Environmental and energy efficiency considerations; or

· Delivery terms?
	Your evaluation of Schedule solutions should select for order award the solution that provides the best value considering tradeoffs between price and the other identified best value factors.

	A.7.3
	If your answer is “YES” to ALL the following questions:
	· Does the Government acquisition team agree that the Government will benefit from superior contractor performance in providing the requirement?

· Can a performance incentive be used to give the contractor reason to provide superior quality performance?  

· Would the benefit from superior contractor performance exceed the cost of the incentive and related order administration necessary to obtain that level of performance?
· Can the contracting officer obtain the funds and any ordering activity approval needed for use of a performance incentive?
	Your acquisition strategy should provide for including a performance incentive in the RFQ and the Schedule order.

	A.7.4
	If your answer is “YES” to BOTH the following questions:
	· Are there other requirements (e.g., a Defense Priorities and Allocation System rating) that should be added to the Schedule acquisition?

· Can the additional requirement be added using terms and conditions that do not conflict with the Schedule contract terms and conditions?
	Your acquisition strategy should provide for adding the identified requirement to the RFQ and the Schedule order.  

	A.7.5
	If your answer is “YES” to BOTH the following questions:
	· Will a contractor need additional services or supplies (e.g., parts for a service contract) to complete the contract?

· Are the required additional services or supplies included under the Schedule contract (i.e., contract support items)?
	Your acquisition strategy may provide for including contract support items as part of the Schedule order.  

	A.7.6
	If your answer is “YES” to ALL the following questions:
	· Will a contractor need additional services or supplies to complete the contract?

· If the required additional services or supplies are not included under the Schedule contract, can they be acquired following ALL the applicable open market acquisition requirements, including those in:

· FAR Part 5 – Publicizing Contract Actions;

· FAR Part 6 – Competition Requirements;

· FAR Part 12 – Acquisition of Commercial Items;

· FAR Part 13 – Simplified Acquisition Procedures;

· FAR Part 14 – Sealed Bidding;

· FAR Part 15 – Contracting by Negotiation; and

· FAR Part 19 – Small Business Programs?

· Can any services or supplies not covered by a Schedule contract be clearly identified in the order?
	Your acquisition strategy may provide for including incidental items as part of the Schedule order.  
HOWEVER, any services or supplies not on Schedule contract MUST be clearly identified and all terms and conditions applicable to the open market acquisition MUST be included in the order. 

	A.7.7
	If your answer is “YES” to BOTH  the following questions
	· Will travel be required to support a service contract?

· Can the contractor be reimbursed for travel following the requirements of:

· Ordering agency regulations for local travel or

· The Federal Travel Regulation (FTR) or Joint Federal Travel Regulation (JFTR) for other travel?
	Your acquisition strategy should provide for travel cost reimbursement in the Schedule order.    

	A.7.8
	If your answer is “YES” to BOTH the following questions:
	· Does the requirement involve bundling, that is the consolidating of two or more service requirements, previously provided or performed under separate smaller contracts, into a solicitation for a single contract that is likely to be unsuitable for award to a small business concern due to: 

· The diversity, size, or specialized nature of the elements of the performance specified; 

· The aggregate dollar value of the anticipated award; 

· The geographical dispersion of the contract performance sites; or 

· Any combination of the factors described above. 

· Have you complied with all applicable FAR requirements related to bundling (e.g., FAR 7.107)?  (See FAR 8.404(c)(2))
	Your acquisition strategy MUST comply with ALL applicable FAR requirements related to bundling.

	A.7.9
	If your answer is “YES” to BOTH the following questions:
	· Are you acquiring a service or supply for another agency?

· Is your planning consistent with the requiring agency’s statutory and regulatory requirements applicable to the acquisition?  (See FAR 8.404(c)(3))
	Your acquisition strategy MUST comply with ALL applicable statutory and regulatory requirements of the requiring agency.

	A.7.10
	If your answer is “YES” to BOTH the following questions:
	· Is a written acquisition plan required by agency policy?  (See FAR 7.103(e) and applicable agency policy)?

· When required, does the acquisition plan address all the applicable FAR and agency requirements?  (See FAR 7.105 and applicable agency policy)
	A written plan must be prepared addressing ALL applicable FAR and agency acquisition plan requirements.

	Answer “Yes” to Question A.7 if your acquisition strategy considers all relevant factors including those above.  Return to Checklist A.

	Otherwise the answer to Question A.7 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.8

Should the ordering activity, activities, or agencies establish Schedule blanket purchase agreement(s)?

	Quest
	Situation
	Related Questions
	Then

	A.8.1
	If your answer is “YES” to ALL the following questions:
	· Do multiple activities or agencies have a continuing requirement for the same or similar services or supplies?

· Does it appear that the multiple ordering activities or agencies will benefit from the acquisition streamlining and additional discounts typically associated with using one or more Schedule blanket purchase agreements (BPAs)?

· Can the participating activities or agencies and their estimated requirements be identified at the time the BPA is established?  (See FAR 8.405-3(a)(4))
	The multiple activities or agencies should establish one or more Schedule BPAs.  

Answer “Yes” to Question A.8.

Return to Checklist A.

	A.8.2
	If your answer is “YES” to ALL the following questions:
	· Does the ordering activity have a continuing requirement for the same or similar services or supplies?

· Does it appear that the ordering activity will benefit from the acquisition streamlining and additional discounts typically associated with using one or more Schedule blanket purchase agreements (BPAs)?

· Does it appear that multiple ordering activities or agencies:

· Will not benefit from establishing one or more Schedule blanket purchase agreements (BPAs); or

· Will not be able to identify their requirements at the time a Schedule BPA is established?  (See FAR 8.405-3(a)(1))
	The ordering activity should establish one or more Schedule BPAs.
Answer “Yes” to Question A.8.

Return to Checklist A.

	Otherwise the answer to Question A.8 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.9
Have you determined the most efficient way to obtain relevant information on Schedule solutions for the evaluation and an award decision?

	Quest
	Situation
	Related Questions
	Then

	A.9.1
	If your answer is “YES” to the following question:
	· Would it be most efficient to use GSA Advantage! to obtain relevant information on contractors and supplies/services for evaluation and an award decision?
	You should use GSA Advantage! to obtain information on Schedule solutions for evaluation and an award decision.
Answer “Yes” to Question A.9.

Return to Checklist A.

	A.9.2
	If your answer is “YES” to the following question:
	· Would it be more efficient to use Schedule catalogs and pricelists to obtain relevant information on contractors and supplies/services for evaluation and an award decision?
	You should use Schedule catalogs and pricelists to obtain information on Schedule solutions for evaluation and an award decision.
Answer “Yes” to Question A.9.

Return to Checklist A.

	A.9.3
	If your answer is “YES” to the following question:
	· Would it be more efficient to use a request for quotations (RFQ) to obtain relevant information on contractors and supplies/services for evaluation and an award decision?
	You should only use an RFQ when it is the most efficient way to obtain information on Schedule solutions for evaluation and an award decision. 
Answer “Yes” to Question A.9.

Return to Checklist A.

	Otherwise the answer to Question A.9 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.10
If the requirement is covered by an existing Schedule blanket purchase agreement (BPA), do you follow appropriate procedures when identifying contractors to consider during evaluation of Schedule solutions? 

	Quest
	Situation
	Related Questions
	Then

	A.10.1
	If the requirement is covered by a single BPA and your answer is “YES” to ALL the following questions:
	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Do you only consider solutions available from the BPA contractor?


	The identification of solutions follows appropriate procedures.  
Answer “Yes” to Question A.10.

Return to Checklist A.

	A.10.2
	If the requirement is equal to or less than the micro-purchase threshold, covered by multiple BPAs, and your answer is “YES” to ALL the following questions:
	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Do you consider solutions available from at least one of the BPA holders?

· Do you distribute orders among BPA holders?  
	The identification of solutions follows appropriate procedures.  
Answer “Yes” to Question A.10.

Return to Checklist A.

	A.10.3
	If the requirement is greater than the micro-purchase threshold, covered by multiple BPAs, and your answer is “YES” to ALL the following questions:
	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Do the BPAs include guidelines on the BPA holders that will be considered during the evaluation of Schedule solutions?

· Do you forward the requirement and the evaluation criteria to an appropriate additional number of BPA holders as established in the BPAs’ ordering procedures?
	The identification of solutions follows appropriate procedures.
Answer “Yes” to Question A.10.

Return to Checklist A. 

	Otherwise the answer to Question A.10 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.11
If requirement is not covered by an existing Schedule blanket purchase agreement (BPA), do you consider an adequate number of Schedule sources during evaluation of Schedule solutions?

	Quest
	Situation
	Related Questions
	Then

	A.11.1
	If the order will be at or below the micro-purchase threshold and  your answer is “YES” to BOTH the following questions:
	· Do you consider information from at least one Schedule contractor that can meet the ordering activities requirements?

· Do you distribute orders among competitive Schedule contractors?  (See FAR 8.405-1(b))
	The number and type of contractors considered in your evaluation are adequate for the requirement.
Answer “Yes” to Question A.11.

Return to Checklist A.

	A.11.2
	If the order will be greater than the micro-purchase threshold but less than or equal to the Schedule maximum order (MO) threshold and  your answer is “YES” to BOTH the following questions:
	· Do you consider information from at least three Schedule contractors that can meet the ordering activities requirements?  (See FAR 8.405-1(c))
· If available, do you consider information from at least one contractor that falls into one of the following classifications:

· Small business concern;

· Veteran-owned small business concern;

· Service disabled veteran-owned small business concern;

· HUBZone small business concern;

· Women-owned small business concern; or

· Small disadvantaged business concern?  (See FAR 8.405-5(b))
	The number and type of contractors considered in your evaluation are adequate for the requirement.
Answer “Yes” to Question A.11.

Return to Checklist A.

	A.11.3
	If the order will be greater than the Schedule maximum order (MO) threshold and  your answer is “YES” to BOTH the following questions:
	· Have you considered information from more than three Schedule contractors? (See FAR 8.405-1(d))
· If available, did the selected Schedule contractors considered include at least one contractor that falls into one of the following classifications:

· Small business concern;

· Veteran-owned small business concern;

· Service disabled veteran-owned small business concern;

· HUBZone small business concern;

· Women-owned small business concern; or

· Small disadvantaged business concern?  (See FAR 8.405-5(b))
	The number and type of contractors considered in your evaluation are adequate for the requirement.
Answer “Yes” to Question A.11.

Return to Checklist A.

	A.11.4
	If the number of sources identified is less than the number required by FAR 8.405-1 and  your answer is “YES” to ALL the following questions:
	· Do you document the circumstances and rationale for considering fewer sources than required by FAR 8.405-1?  (See FAR 8.405-7(a)(4))
· Is the rationale based on one of the following justifications:

· Only one source is capable of responding due to the unique or specialized nature of the work 

· The new work is a logical follow-on to an existing order provided that the original order was placed in accordance with FAR 8.405-1 (excluding orders placed previously under sole source requirements); 

· The item is peculiar to one manufacturer (a brand name item, available on various Schedule contracts, is an item peculiar to one manufacturer); or 

· An urgent and compelling need exists and following the ordering procedures would result in unacceptable delays?  (See FAR 8.405-7(a)(4))
· Is the justification documented and approved following the requirements of FAR 8.405-6?
	If the answer is “yes,” the limited number of contractors considered in your evaluation is adequate for the requirement.  (See FAR 8.405-6 and FAR 8.405-7(a)(4))
Answer “Yes” to Question A.11.

Return to Checklist A.

	Otherwise the answer to Question A.11 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.12
If you use a request for quotations (RFQ), is it adequate for the requirement?

	Quest
	Situation
	Related Questions
	Then

	A.12.1
	If your answer is “YES” to ALL the following questions:
	· Does the RFQ include:

· Basic information, such as:

· A number or other clear RFQ identification;

· Issuing organization;

· RFQ closing date and time;

· Description of each line item;

· Quantity required of each line item; and 

· Performance/delivery location and time requirements?

· Any special requirements, such as:

· Performance incentives; or

· Any additional terms and conditions (e.g., Defense Priorities and Allocations System) that do not conflict with the Schedule terms and conditions?

· Any relevant information and instructions to quoters, such as any:

· Intent to award a BPA instead of a one-time order (when appropriate); 

· Requirement for quoter information for supply/service evaluation; 

· Requirement for quoter information to evaluate past performance; or

· Requirement that all Schedule contractor team arrangement (CTA) participants must be Schedule contractors?

· Quote evaluation criteria that, as a minimum state:

· Whether award will be made to the contractor with the low priced technically acceptable quote or to the contractor that offers the best value given a tradeoff of price and other identified factors; and

· For any requirement exceeding the micro-purchase threshold, a preference to the items available from small business concerns when two or more items at the same delivered price will satisfy the requirement?

· Any ordering activity documents or other information that the quoter would need to prepare a quotation?

· Is the RFQ clearly and effectively transmitted to the identified sources:

· Orally;

· Using e-Buy (www.gsa.gov/ebuy);

· Using e-mail; or

· Using a paper document?

· Is the RFQ (including the evaluation criteria) provided to any Schedule contractor that requests a copy?
	The RFQ provides relevant information to quoters.
Answer “Yes” to Question A.12.

Return to Checklist A.

	Otherwise the answer to Question A.12 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.13
Is the evaluation of Schedule solutions conducted fairly and in accordance with the appropriate Federal Acquisition Regulation (FAR) and/or request for quotation (RFQ) requirements?

	Quest
	Situation
	Related Questions
	Then

	A.13.1
	If no request for quotations (RFQ) is used and  your answer is “YES” to ALL the following questions:
	· Is the evaluation of solutions conducted using established criteria, either:

· Award to the low-priced technically acceptable solution; or

· Award to the best-value solution considering trade-offs between price and other factors such as:

· Past performance;

· Special features of the supply or service required for effective program performance;

· Trade-in considerations;

· Probable life of the item selected as compared with that of a comparable item;

· Warranty considerations;

· Maintenance availability;

· Environmental and energy efficiency considerations; or

· Delivery terms?  (See FAR 8.405-1(c))
· If the requirement exceeds the micro-purchase threshold, does the evaluation consider reasonably available information about the supplies or services offered under Schedule contracts obtained by surveying GSA Advantage! or by reviewing the catalogs or pricelists of identified Schedule contractors? (See FAR 8.405-1(c)).

· If the requirement exceeds the micro-purchase threshold, is preference given to the services or supplies available from small business concerns when two or more items at the same delivered price will satisfy the requirement?  (See FAR 405-5(c))

· If market research indicates that an additional price reduction is appropriate (e.g., services are available elsewhere at a lower price), does the ordering activity pursue an additional price reduction?  (See FAR 8.405-4)

· If the requirement exceeds the maximum order (MO) threshold, does the ordering activity seek an additional price reduction from the Schedule contractor(s) whose solution(s) appeared to represent best value after the initial evaluation?  (See FAR 8.405-1(d)(2))

· After seeking the additional price reduction, is award made to the Schedule contractor whose solution represents the best value, whether or not the Schedule contractor offered an additional price reduction? 
	The evaluation of Schedule solutions is conducted fairly and in accordance with appropriate requirements.
Answer “Yes” to Question A.13.

Return to Checklist A.

	A.13.2
	If an RFQ is used and  your answer is “YES” to ALL the following questions:
	· Is the evaluation conducted using only the criteria stated in the RFQ?

· If the requirement exceeds the micro-purchase threshold, do the RFQ criteria and the evaluation give preference to the services available from small business concerns when two or more services at the same delivered price will satisfy the requirement?  (See FAR 8.405-5(c))

· If market research indicates that an additional price reduction is appropriate (e.g., services are available elsewhere at a lower price), does the ordering activity pursue an additional price reduction?  (See FAR 8.405-4)

· If the requirement exceeds the maximum order (MO) threshold, does the ordering activity seek an additional price reduction from the Schedule contractor(s) whose solution(s) appear to represent best value after the initial evaluation?  (See FAR 8.405-1(d)(2))

· After seeking the additional price reduction, is award made to the Schedule contractor whose solution represents the best value, whether or not the Schedule contractor offered an additional price reduction?  
	The evaluation of Schedule solutions is conducted fairly and in accordance with appropriate requirements.
Answer “Yes” to Question A.13.

Return to Checklist A.

	Otherwise the answer to Question A.13 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.14
Does the Schedule order meet all Federal Acquisition Regulation (FAR) requirements?

	Quest
	Situation
	Related Questions
	Then

	A.14.1
	If your answer is “YES” to ALL the following questions:
	· Is the purchaser a:

· Warranted contracting officer; 

· Governmentwide commercial purchase card holder acting within authorized limits for card use; or

· Person otherwise authorized by the ordering activity to order using GSA Schedules?

· Prior to placing the order, does the purchaser ensure that the regulatory and statutory requirements of the requiring agency have been applied?  (See FAR 8.404(c)(3))

· If a written order is used, is it prepared using an Optional Form (OF) 347 or an agency-prescribed form?  (See FAR 8.406-1)

· Does the oral, written, or electronic order include the following information in addition to any information required by the Schedule contract: 

· Complete shipping and billing addresses;

· Contract number and date;

· Agency order number;

· F.o.b. delivery point (i.e., origin or destination); 

· Discount terms;

· Delivery time or period of performance;

· Special item number or national stock number;

· A brief, complete description of each item (when ordering by model number, features and options such as color, finish, and electrical characteristics, if available, must be specified). 

· Quantity and any variation in quantity; 

· Number of units;

· Unit price;

· Total price of order; 

· Points of inspection and acceptance;

· Other pertinent data (e.g., delivery instructions or receiving hours and size-of-truck limitation);

· Marking requirements; and 

· Level of preservation, packaging, and packing.  (See FAR 8.406-1)
· Do orders to contractor teams under Schedule contractor team arrangements (CTAs) clearly indicate which supplies or services will be provided by each team member?  
	The order meets all FAR order placement requirements.
Answer “Yes” to Question A.14.

Return to Checklist A.

	Otherwise the answer to Question A.14 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.15
When a Schedule blanket purchase agreement (BPA) is used, does the BPA meet all Federal Acquisition Regulation (FAR) requirements?

	Quest
	Situation
	Related Questions
	Then

	A.15.1
	If your answer is “YES” to ALL the following questions:
	· Is the person who signed the BPA for the ordering activity a:

· Warranted contracting officer; 

· Governmentwide commercial purchase card holder acting within authorized limits for card use; or

· Person otherwise authorized by the ordering activity to order using GSA Schedules?

· Prior to placing the order, does the purchaser ensure that the regulatory and statutory requirements of the requiring agency have been applied?  (See FAR 8.404(c)(3))

· Is the BPA prepared using a Standard Form 1449 or other authorized form?  (See FAR 12.204(a))

· Does the BPA address the following in addition to any information required by the Schedule contract: 

· Frequency of ordering; 

· Invoicing;

· Discounts; 

· Requirements (e.g. estimated quantities, work to be performed);

· Delivery locations; and 

· Period of the agreement?  (See FAR 8.405-3(a)(2))

· Is the period of the BPA five years or less?  (See FAR 8.405-3(c))

· If the period of the BPA extends beyond the current period of the Schedule contract, is the period less than the period of the current contract plus any available option periods?  (See FAR 8.405-3(c))
	The order meets all FAR order placement requirements.
Answer “Yes” to Question A.15.

Return to Checklist A.

	Otherwise the answer to Question A.15 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.16
If a request for quotations (RFQ) is used, does the ordering activity provide appropriate information to unsuccessful quoters?

	Quest
	Situation
	Related Questions
	Then

	A.16.1
	If your answer is “YES” to BOTH the following questions:
	· If an RFQ is used, does the ordering activity provide timely notice to unsuccessful quoters?
· If a quoter requests information on an award that was based on factors other than price alone, does the ordering activity provide a brief explanation of the basis for the award decision?
	The ordering activity provides appropriate information to unsuccessful quoters.
Answer “Yes” to Question A.16.

Return to Checklist A.




	Otherwise the answer to Question A.16 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.17
Does the order file include at least the minimum documentation required by the Federal Acquisition Regulation (FAR)?

	Quest
	Situation
	Related Questions
	Then

	A.17.1
	If your answer is “YES” to ALL the following questions:
	· Does the order file identify the Schedule contracts considered for award and note the contractor from which the service or supply was purchased?  (See FAR 405-7(a)(1))

· Does the order file include a description of the service or supply acquired?  (See FAR 405-7(a)(2))

· Does the order file in a statement of the amount paid? (See FAR 405-7(a)(3))

· If the ordering activity restricted consideration of Schedule contractors to fewer than the number required in FAR 8.405-1, does the order file include the sole source justification and approval required by FAR 8.405-6 to document the circumstances and rationale for limiting the sources considered?  (See FAR 8.405-7(a)(4))

· If the contractor evaluation included factors other than price and technical acceptability, does the order file include:

· A statement of the evaluation methodology used in selecting the contractor to receive the order? 

· The rationale for any tradeoffs in selecting the contractor to receive the order?  (Best practice requirement) 
	The order file includes at least the minimum documentation required by FAR 8.405-7.
Answer “Yes” to Question A.17.

Return to Checklist A.




	Otherwise the answer to Question A.17 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.18
Are Schedule blanket purchase agreements (BPAs) given adequate annual reviews?

	Quest
	Situation
	Related Questions
	Then

	A.18.1
	If your answer is “YES” to BOTH the following questions:
	· Does the ordering activity that established a BPA review it at least once a year to determine whether:

· The Schedule contract, upon which the BPA was established, is still in effect; 

· The BPA still represents the best value; and 

· Estimated quantities/amounts have been exceeded and additional price reductions can be obtained?  (See FAR 8.405-3(d))

· If it appears that an additional price reduction is appropriate, does the ordering activity pursue the price reduction?  (See FAR 8.405-4)
	BPAs are given adequate annual reviews.
Answer “Yes” to Question A.18.

Return to Checklist A.




	Otherwise the answer to Question A.18 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.19
Do order and Schedule blanket purchase agreement (BPA) modifications conform to the requirements of the Federal Acquisition Regulation (FAR) and good business practice?

	Quest
	Situation
	Related Questions
	Then

	A.19.1
	If your answer is “YES” to ALL the following questions:
	· Are modifications made by:

· The person who placed the order; or 

· Another person authorized in accordance with ordering activity policies to make such modifications? 

· Is the use of unilateral order modifications limited to administrative changes that do not substantively change the rights of the parties?

· Are ALL substantive order modifications bilateral?

· After modification, do ALL orders and Schedule blanket purchase agreements (BPAs) still conform to the terms and conditions of the relevant Schedule contract?

· After modification, are all orders and BPAs still within the scope of the original document?

· Are all modifications funded and approved when required by ordering activity policy?
	Modifications appear to conform to the requirements of the Federal Acquisition Regulation (FAR) and good business practice.
Answer “Yes” to Question A.19.

Return to Checklist A.




	Otherwise the answer to Question A.19 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.20
Does the ordering activity take appropriate inspection and acceptance action for services and supplies?

	Quest
	Situation
	Related Questions
	Then

	A.20.1
	If your answer is “YES” to ALL the following questions:
	· Do consignees inspect supplies at destination except when the Schedule contract requires source inspection or the ordering activity determines that the Schedule contracting agency's inspection assistance is needed (e.g., based on the ordering volume, the complexity of the supplies, or the past performance of the supplier)?  (See FAR 8.406-2 (a)(1)(i))

· When the Schedule contracting agency performs the inspection of supplies, does the ordering activity provide two copies of the order specifying source inspection to the Schedule contracting agency?  (See FAR 8.406-2 (a)(2))

· When the Schedule contracting agency performs the inspection of supplies, does the ordering activity receive the notification of supply acceptance or rejection?  (See FAR 8.406-2 (a)(2))

· When supplies are inspected at source by the Schedule contracting agency and determined to conform to the Schedule supply description, does the consignee limit inspection to kind, count, and condition on receipt?  (See FAR 8.406-2 (a)(3))
· Does the designated individual inspect all services in accordance with Schedule contract and order requirements?  (See FAR 8.406-2 (b))

· Is inspection of services performed in a manner that will not unduly delay the work?  (See 8.405-2(b))

· Are services and supplies accepted if they meet Schedule contract and order requirements?

· Does the ordering activity take appropriate action when there is a suspected latent defect, fraud, or gross mistake that amounts to fraud?  (See FAR 8.406-2 (a)(4))
	The ordering activity appears to be taking appropriate inspection and acceptance action for supplies, and services not requiring a statement of work.
Answer “Yes” to Question A.20.

Return to Checklist A.




	Otherwise the answer to Question A.20 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.21
Does the ordering activity take appropriate remedies for nonconformance?

	Quest
	Situation
	Related Questions
	Then

	A.21.1
	If your answer is “YES” to ALL the following questions:
	· If a contractor delivers a service or supply that does not conform to the order requirements, does the ordering activity take appropriate action in accordance with the inspection and acceptance clause of the Schedule contract, as supplemented by the order?  (See 8.406-3(a))

· If the contractor fails to perform an order, does the ordering activity consider any reasonable contractor claim of excusable delay for occurrences such as:

· Acts of God or the public enemy;

· Acts of the Government in either its sovereign or contractual capacity;

· Fires; 

· Floods; 

· Epidemics; 

· Quarantine restrictions; 

· Strikes;

· Unusually severe weather; or  

· Delays of common carriers?  (See FAR 52.212-4(f))
· If the contractor fails to perform an order, take appropriate corrective action, or clearly demonstrate an excusable delay, does the ordering activity either:

· Terminate the order for cause; or 

· Obtain appropriate consideration and modify the order to establish a new delivery date?  (See FAR 8.406-3(b)) 
	The ordering activity is taking appropriate remedies for nonconformance.
Answer “Yes” to Question A.21.

Return to Checklist A.





	Otherwise the answer to Question A.21 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.22
When terminating an order for cause, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	A.22.1
	If your answer is “YES” to ALL the following questions:
	· Does an ordering activity contracting officer send the contractor a cure notice prior to terminating an order for a reason other than late delivery?  (See FAR 12.403(c)(1)) 

· When a termination for cause is appropriate, does the ordering activity contracting officer send the contractor a written termination notification that meets the requirements of FAR 12.403(c)(3)?

· Does the ordering activity seek an appropriate remedy (e.g., the acquiring of similar services or supplies from another contractor and charging the defaulted contractor with any excess reprocurement costs together with any incidental or consequential damages incurred because of the termination)?  (See FAR 12.403(c)(2))

· Does the ordering activity notify the Schedule contracting officer whenever the ordering activity:

· Terminates a Schedule order for cause; or

· Suspects fraud related to a Schedule order?  (See FAR 8.406-4(a)(2))

· Does the contracting activity follow the appropriate requirements of FAR 8.406-6 in any disputes related to a contractor assertion that the performance failure is excusable?  (See FAR 8.406-4(b))

· When the ordering activity anticipates excess reprocurement costs, does the ordering activity withhold funds due the contractor as offset security, when appropriate?  (See FAR 8.406-(c)(2))

· If the contractor is charged excess costs or reprocurement, does the ordering activity: 

· Reprocure the related services or supplies at as low a price as reasonable, considering the quality required by the Government, delivery requirements, and administrative expenses?

· Insert the notation required by FAR 8.406-4(c)(1) on copies of all reprocurement orders, except the copy furnished to the contractor or any other commercial concern?  (See FAR 8.406-(c)(1))

· If an ordering activity is unable to collect excess reprocurement costs, does it provide the notice required by FAR 8.406-4(c)(3) to the Schedule contracting office after final payment to the contractor? 
	The ordering activity is taking appropriate action related to terminations for cause.
Answer “Yes” to Question A.22.

Return to Checklist A.




	Otherwise the answer to Question A.22 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.23
When terminating an order for the Government’s convenience, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	A.23.1
	If your answer is “YES” to ALL the following questions:
	· Before terminating a Schedule order for the Government's convenience, does the ordering activity contracting officer endeavor to enter into a "no cost" settlement agreement with the contractor?  (See FAR 8.406-5(c))

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does an ordering activity contracting officer provide notice to the contractor? 

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does the ordering activity pay the contractor: 

· The percentage of the contract price reflecting the percentage of the work performed prior to the notice of the termination, and 

· Any charges the contractor can demonstrate directly resulted from the termination?  (See FAR 12.403(d)(1))

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does the contracting activity:

· Agree to termination proposal requirements that balance the Government's need to obtain sufficient documentation to support payment to the contractor against the goal of having a simple and expeditious settlement; and

· Allow the contractor to demonstrate charges that directly resulted from the termination using its standard record keeping system?  (See FAR 12.403(d))
	The ordering activity is taking appropriate action related to terminations for the Government’s convenience.
Answer “Yes” to Question A.23.

Return to Checklist A.




	Otherwise the answer to Question A.23 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.24
When the Schedule contracting officer terminates a Schedule contract item or items, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	A.24.1
	If the Schedule contracting officer terminates a Schedule contract item or items and your answer is “YES” to BOTH the following questions:
	· Does the ordering activity stop placing orders for the terminated Schedule items?  (See FAR 8.406-4(d))

· Does the ordering activity treat any existing order for the terminated Schedule item just like any other Schedule order?  (See FAR 8.406-4(d))
	The ordering activity is taking appropriate action related to the terminated Schedule items.
Answer “Yes” to Question A.24.

Return to Checklist A.




	Otherwise the answer to Question A.24 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	A.25
Is the ordering activity taking appropriate action in dispute situations?

	Quest
	Situation
	Related Questions
	Then

	A.25.1
	If your answer is “YES” to ALL the following questions:
	· When a dispute related to order performance occurs, does the ordering activity contracting officer either:

· Issue a final decision; or 

· Refer the dispute to the Schedule contracting officer?  (See FAR 8.406-6(a)(1))

· Does the contracting officer use the solution dispute resolution (ADR) procedures, to the maximum extent practicable?  (See FAR 8.406-6(d))

· Does the ordering activity contracting officer notify the schedule contracting officer promptly of any final decision?  (See FAR 8.406-6(a)(2))
· When a dispute related to Schedule contract terms and conditions occurs, does the ordering activity contracting officer:

· Refer the dispute Schedule contracting officer for resolution under the Schedule contract Disputes clause; and 

· Notify the schedule contractor of the referral?  (See FAR 8.406-6(b))
· If the Schedule contractor appeals a final decision, does the ordering activity provide data, documentation, information, and support required to support resolution of the appeal?  (See FAR 33.212)
	The ordering activity is taking appropriate action in dispute situations.
Answer “Yes” to Question A.25.

Return to Checklist A.





	Otherwise the answer to Question A.25 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist A.


	B.  GSA Schedule Contracting Checklist for Services That Require an Ordering Activity Statement of Work

	Quest
	When using GSA Schedules you should be able to answer “Yes” to ALL the applicable questions below.  If your answer is “No” to ANY question, take action to correct the deficiency.  For additional guidance in answering any question, select “GO TO Related Questions.” 
	Yes
	No
	N/A
	GO TO Related Questions

	B.1 
	Do you use GSA e-Tools and/or other available sources for market research?
	
	
	
	B.1

	B.2
	Is the statement of work (SOW) adequate for the requirement?
	
	
	
	B.2

	B.3
	Does the quality assurance surveillance plan (QASP) meet the requirements of good business practice?
	
	
	
	B.3

	B.4
	Is the required service available from a higher priority source?
	
	
	
	B.4

	B.5
	Does the statement of work permit commercial item acquisition?
	
	
	
	B.5

	B.6
	If the current statement of work does not permit commercial item acquisition, should it be modified to permit commercial item acquisition?
	
	
	
	B.6

	B.7
	Can the service be acquired using the GSA Schedules Program?
	
	
	
	B.7

	B.8
	Do you consider relevant factors in developing an acquisition strategy for the Schedule order?
	
	
	
	B.8

	B.9
	Should the ordering activity, activities, or agencies establish Schedule blanket purchase agreement(s)?
	
	
	
	B.9

	B.10
	If the requirement is covered by an existing Schedule blanket purchase agreement (BPA), do you follow appropriate procedures when identifying contractors to receive a copy of the request for quotations (RFQ)?
	
	
	
	B.10

	B.11
	If the requirement is not covered by an existing Schedule blanket purchase agreement, is the number of Schedule contractors identified to receive the request for quotations adequate for the requirement?
	
	
	
	B.11

	B.12
	Is the request for quotations adequate for the requirement?
	
	
	
	B.12

	B.13
	Are Schedule solutions evaluated fairly in accordance with the criteria established in the request for quotations?
	
	
	
	B.13

	B.14
	Does the Schedule order meet all Federal Acquisition Regulation (FAR) requirements?
	
	
	
	B.14

	B.15
	When a Schedule blanket purchase agreement (BPA) is used, does the BPA meet all FAR order placement requirements?
	
	
	
	B.15

	B.16
	Does the ordering activity provide all required information to unsuccessful quoters?
	
	
	
	B.16

	B.17
	Does the order file include at least the minimum documentation required by the Federal Acquisition Regulation (FAR)?
	
	
	
	B.17

	B.18
	Are Schedule blanket purchase agreements given adequate annual reviews?
	
	
	
	B.18

	B.19
	Do order and Schedule blanket purchase agreement modifications conform to the requirements of the Federal Acquisition Regulation (FAR), the Schedule contract, and good business practice?
	
	
	
	B.19

	B.20
	Does the ordering activity take appropriate inspection and acceptance action for the services?
	
	
	
	B.20

	B.21
	Does the ordering activity take appropriate remedies for nonconformance?
	
	
	
	B.21

	B.22
	When terminating an order for cause, does the ordering activity take appropriate action?
	
	
	
	B.22

	B.23
	When terminating an order for the Government’s convenience, does the ordering activity take appropriate action?
	
	
	
	B.23

	B.24
	When the Schedule contracting officer terminates a Schedule contract item or items, does the ordering activity take appropriate action?
	
	
	
	B.24

	B.25
	Is the ordering activity taking appropriate action in dispute situations?
	
	
	
	B.25


	B.1

Do you use GSA e-Tools and/or other available sources of GSA Schedules information for market research?

	Quest
	Situation
	Related Questions
	Then

	B.1.1
	If your answer is “YES” to EITHER of the following questions:
	· Do you use Schedules e-Library (http://www.gsa.gov/elibrary) to identify contractors that provide the type of service or supply required under the current acquisition? 

· Do you use GSA Advantage! (http://www.gsa.gov/advantage)  to identify the services or supplies that meet the current acquisition requirement? 


	You are using GSA e-Tools in your market research.  

Answer “Yes” to Question B.1.

Return to Checklist B.

	B.1.2
	If your answer is “YES” to  ANY of the following questions:
	· Do you use information from Schedule pricelists in your market research to identify available services and supplies?

· Do you use information from knowledgeable individuals to identify Schedule contractors, services, or supplies?
· Do you use information from recent market research to identify Schedule contractors, services, or supplies?
· Do you use information from the Interagency Contract Directory (http://www.contractdirectory.gov) to identify Schedule contractors?
· Do you use information from Schedule contractor catalogs to identify services or supplies available under GSA Schedules?
· Do you use information from Schedule contractor brochures and promotional material to identify services or supplies available under GSA Schedules?
	You are using other available sources of Schedule GSA Schedules information.  

Answer “Yes” to Question B.1.

Return to Checklist B.

	Otherwise the answer to Question B.1 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.2

Is the statement of work adequate for the requirement?

	Quest
	Situation
	Related Questions
	Then

	B.2.1
	If your answer is “YES” to ALL the following questions:


	· Does the statement of work (SOW) include:

· The work to be performed; 

· The location of work; 

· The period of performance; 

· The deliverable schedule; 

· Applicable performance standards; and 

· Any special requirements (e.g., security clearances, travel, or special knowledge)?  (See FAR 8.405-2(b))

· Does the SOW define the requirement using clear, concise language that identifies the specific work to be accomplished?  (See  FAR 37.602-1(a))

· Is the SOW a performance-based document that to the maximum extent practicable:  (See FAR 8.405-2(b) and 37.602-1(b))
· Describes the requirement in terms of the required output rather than either how the work is to be accomplished or the number of hours to be provided; 

· Enables assessment of work performance against measurable performance standards; 

· Relies on the use of measurable performance standards and financial incentives to encourage innovative and cost-effective methods of performing the work; and 

· Avoids combining requirements into a single acquisition that is too broad for the agency or a prospective contractor to manage effectively.  
	The SOW meets requirements of FAR 8.405-2(b) and 37.602-1 for a performance-based SOW.

Answer “Yes” to Question B.2.

Return to Checklist B.

	B.2.2
	If your answer is “YES” to ALL the following questions:


	· Does the statement of work (SOW) include:

· The work to be performed; 

· The location of work; 

· The period of performance; 

· The deliverable schedule; 

· Applicable performance standards; and 

· Any special requirements (e.g., security clearances, travel, or special knowledge)?  (See FAR 8.405-2(b))

· Does the statement of work define the requirement using clear, concise language that identifies the specific work to be accomplished?  (See  FAR 37.602-1(a))

· If the SOW is not performance-based, does the order file include a written statement that describes the rationale for using another type of SOW (i.e., a detailed SOW or level-of-effort SOW)?  (See FAR 8.405-7(b)(4)(ii))
	The SOW meets the requirements of FAR 8.405-2(b) and FAR 8.405-7(b)(4)(ii) for acquiring services using other than a performance based order.

Answer “Yes” to Question B.2.

Return to Checklist B.

	Otherwise the answer to Question B.2 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.3

Does the quality assurance surveillance plan (QASP) meet the requirements of good business practice?

	Quest
	Situation
	Related Questions
	Then

	B.3.1
	If your answer is “YES” to ALL the following questions:


	· Is the quality assurance surveillance plan (QASP) at the same time as the statement of work (SOW)?

· Does the QASP include:

· Purpose or objective of the plan;

· Roles and responsibilities of Government personnel affected by the plan;

· Surveillance tasks associated with the plan;

· Acceptable levels of quality for the service under surveillance; and

· Documentation and reporting requirements?

· Are the surveillance methods (e.g., random sampling or periodic inspection) identified in the surveillance tasks appropriate for the services under surveillance?
	The QASP meets the requirements of FAR 37.602-2 and good business practice.
Answer “Yes” to Question B.3.

Return to Checklist B.

	Otherwise the answer to Question B.3 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.4

Is the required service available from a higher priority source?

	Quest
	Situation
	Related Questions
	Then

	B.4.1
	If your answer is “NO” to the following question:


	· Is the required service available from the Procurement List maintained by the Committee for Purchase From People Who Are Blind or Severely Disabled?  (See FAR 8.002(a)(2))


	The service is not available from a higher priority source for meeting service requirements.  
Answer “Yes” to Question B.4.

Return to Checklist B.

	Otherwise the answer to Question B.4 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.5

Does the statement of work permit commercial item acquisition?

	Quest
	Situation
	Related Questions
	Then

	B.5.1
	If your answer is “YES” to BOTH the following questions:


	· Does the statement of work (SOW) require an installation service, maintenance service, repair service, training service, or other service being acquired for support of nongovernmental supplies, evolved nongovernmental supplies, or modified nongovernmental supplies, whether or not such services are provided by the same source or at the same time as the related supply? 

· Do the sources of the required installation service, maintenance service, repair service, training service, or other service provide similar services contemporaneously to the general public under terms and conditions similar to those offered to the acquiring activity?  
	The SOW describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 
Answer “Yes” to Question B.5.

Return to Checklist B.

	B.5.2
	If your answer is “YES” to the following question:
	· Does the SOW require a service offered and sold competitively in substantial quantities in the commercial marketplace based on established catalog prices or market prices?  
	The SOW describes a requirement that meets the commercial item definition. (FAR 2.101(b)) 

Answer “Yes” to Question B.5.

Return to Checklist B.

	Otherwise the answer to Question B.5 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.6
If the current statement of work does not permit commercial item acquisition, should it be modified to permit commercial item acquisition?

	Quest
	Situation
	Related Questions
	Then

	B.6.1
	 If your answer is “YES” to BOTH the following questions:


	· Is it possible to modify the statement of work (SOW) to describe the requirement in terms that will permit the activity to acquire a commercial item? 

· Does the Government acquisition team agree that modifying the SOW will be in the best interests of the Government?
	The requirement should be modified to permit commercial item acquisition considering the FAR 11.002(a)(2)(ii) preference for commercial item acquisition.
Answer “Yes” to Question B.6.

Return to Checklist B.

	Otherwise the answer to Question B.6 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.7

Can the service be acquired using the GSA Schedules Program?

	Quest
	Situation
	Related Questions
	Then

	B.7.2
	If your answer is “YES” to ALL the following questions:
	· Can individual Schedule contractors meet the total requirement by providing services available under the GSA Schedules Program?
· Are available services and/or supplies included in the scope of the relevant Schedule contract(s)?

· Is use of GSA Schedules to acquire this service permitted by current law and regulation (e.g., Architect-Engineer services CANNOT be acquired using GSA Schedules because Contracting Officers must follow the requirements of the Brooks Act and FAR 36.6, Architect-Engineer Services)?


	You can acquire the service under the GSA Schedule Program.
Answer “Yes” to Question B.7.

Return to Checklist B.

	B.7.3
	If your answer is “YES” to ALL the following questions:
	· Can two or more Schedule contractors team together to meet the total requirement by providing services available under the GSA Schedules Program?
· Are available services included in the scope of the relevant Schedule contract(s)?

· Is use of GSA Schedules to acquire this service permitted by current law and regulation (e.g., Architect-Engineer services CANNOT be acquired using GSA Schedules because Contracting Officers must follow the requirements of the Brooks Act and FAR 36.6, Architect-Engineer Services)?


	You can acquire the service under the GSA Schedule Program. 
Answer “Yes” to Question B.7.

Return to Checklist B.

	B.7.4
	If your answer is “YES” to ALL the following questions:
	· Can the ordering activity meet a portion of the requirement under the GSA Schedules Program while meeting the remainder of the requirement using an open market acquisition?

· Are available Schedule services included in the scope of the relevant Schedule contract(s)?

· Is use of GSA Schedules to acquire this service permitted by current law and regulation (e.g., Architect-Engineer services CANNOT be acquired using GSA Schedules because Contracting Officers must follow the requirements of the Brooks Act and FAR 36.6, Architect-Engineer Services)?

· Will the ordering activity benefit by meeting a portion of the requirement under the GSA Schedules Program while meeting the remainder of the requirement using an open market acquisition?

· Can the open market portion of the acquisition be completed while complying with ALL applicable acquisition regulations (e.g., the guidance on publicizing acquisitions in FAR Part 5; competition in FAR Part 6; commercial item acquisition in FAR Part 12; contracting methods in FAR Parts 13, 14, and 15; and small business programs in FAR Part 19)?  (See FAR 8.402(f)(1))
· Will the ordering activity contracting officer be able to determine that the price for the services or supplies not on a GSA Schedule contract is fair and reasonable?   (See FAR 8.402(f)(2))
· Can the services or supplies not on a GSA Schedule contract be clearly identified and labeled?  (See FAR 8.402(f)(3))
· Can all clauses applicable to the services or supplies not on GSA Schedule be included in the order?  (See FAR 8.402(f)(4))
	You can acquire a portion of the requirement under the GSA Schedule Program.  The remainder of the requirement must be met using ALL applicable open market acquisition procedures.   
Answer “Yes” to Question B.7.

Return to Checklist B.

	Otherwise the answer to Question B.7 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.8

Do you consider relevant factors in developing an acquisition strategy for the Schedule order?

	Quest
	Situation
	Related Questions
	Then

	B.8.1
	If your answer is “YES” to the following question:
	· Can you obtain the best value by awarding the order to the contractor with the lowest price for a technically acceptable service or supply?  
	Your request for quotations (RFQ) should state that award will be made to the contractor that quotes lowest price for a technically acceptable service or supply.

	B.8.2
	If your answer is “YES” to the following question:
	· Should tradeoffs between factors such as (but not limited to) the following be considered in addition to price and technical acceptability in identifying the best value for the ordering activity:

· Past performance;

· Special features required for effective program performance;

· Trade-in considerations;

· Probable life of the item selected as compared with that of comparable items;

· Warranty considerations;

· Maintenance availability; 

· Environmental and energy efficiency considerations; or

· Delivery terms?
	Your request for quotations (RFQ) should state that evaluation for award will consider tradeoffs between price and the other identified best value factors.

	B.8.3
	If your answer is “YES” to ALL the following questions:
	· Does the Government acquisition team agree that the Government will benefit from superior contractor performance in providing the requirement?

· Can a performance incentive be used to give the contractor reason to provide superior quality performance?  (FAR 37.601(a)(4))
· Would the benefit from superior contractor performance exceed the cost of the incentive and related order administration necessary to obtain that level of performance?
· Can the ordering activity obtain the funds and any necessary approval needed for use of a performance incentive?
	Include a performance incentive in the RFQ and the Schedule order.

	B.8.4
	If your answer is “YES” to BOTH the following questions:
	· Are there other requirements (e.g., a Defense Priorities and Allocation System rating) that should be added to the Schedule acquisition?

· Can the additional requirement be added using terms and conditions that do not conflict with the Schedule contract terms and conditions?
	Add the identified requirement to the RFQ and the Schedule order keeping in mind that additional terms and conditions must not conflict with Schedule contract terms and conditions or result in an order scope different than the Schedule contract.

	B.8.5
	If your answer is “YES” to BOTH the following questions:
	· Will a contractor need additional services or supplies to complete the contract?

· Are the required additional services or supplies included under the Schedule contract (i.e., Schedule contract support items)?
	You may include the contract support items as part of the Schedule order.  

	B.8.6
	If your answer is “YES” to ALL the following questions:
	· Will a contractor need additional services or supplies to complete the contract?

· If the required additional services or supplies are not included under the Schedule contract, can they be acquired following ALL the applicable open market acquisition requirements of:

· FAR Part 5 – Publicizing Contract Actions;

· FAR Part 6 – Competition Requirements;

· FAR Part 12 – Acquisition of Commercial Items;

· FAR Part 13 – Simplified Acquisition Procedures;

· FAR Part 14 – Sealed Bidding;

· FAR Part 15 – Contracting by Negotiation; and

· FAR Part 19 – Small Business Programs?

· Can any services or supplies not covered by a Schedule contract be clearly identified in the request for quotations (RFQ) and order?
	You may include incidental items as part of the Schedule order.  HOWEVER, any services or supplies not on Schedule contract must be clearly identified and all terms and conditions applicable to the open market acquisition must be included in the order. 

	B.8.7
	If your answer is “YES” to BOTH  the following questions:
	· Will travel be required to support a service order?

· Can the contractor be reimbursed for travel following the requirements of:

· Ordering agency regulations for local travel or

· The Federal Travel Regulation (FTR) or Joint Federal Travel Regulation (JFTR) for other travel?
	You should provide for travel cost reimbursement in the request for quotations and the Schedule order.    

	B.8.8
	If your answer is “YES” to BOTH the following questions:
	· Is an order with a time-and-material (T&M) or labor hour (LH) pricing arrangement more appropriate than a firm-fixed-price (FFP) order?

· Has the Government acquisition team documented the rationale for using other than an FFP pricing arrangement and placed the documentation in the order file?  (See FAR 8.405-7(b)(4)(i)) 
	You may use a T&M or LH pricing arrangement for the Schedule order.    

	B.8.9
	If your answer is “YES” to BOTH the following questions:
	· Does the requirement involve bundling, that is the consolidating of two or more service requirements, previously provided or performed under separate smaller contracts, into a solicitation for a single contract that is likely to be unsuitable for award to a small business concern due to: 

· The diversity, size, or specialized nature of the elements of the performance specified; 

· The aggregate dollar value of the anticipated award; 

· The geographical dispersion of the contract performance sites; or 

· Any combination of the factors described above. 

· Are you complying with all applicable FAR requirements related to bundling (e.g., FAR 7.107)?  (See FAR 8.404(c)(2))
	Continue with the acquisition ensuring that you are complying with ALL applicable FAR requirements.

	B.8.10
	If your answer is “YES” to BOTH the following questions:
	· Are you acquiring a service requirement for another agency?

· Is your planning consistent with the requiring agency’s statutory and regulatory requirements applicable to the acquisition?  (See FAR 8.404(c)(3))
	Continue with the acquisition ensuring that you comply with ALL applicable statutory and regulatory requirements.

	B.8.11
	If your answer is “YES” to BOTH the following questions:
	· Is a written acquisition plan required by agency policy?  (See FAR 7.103(e) and applicable agency policy)?

· When required, does the acquisition plan address all the applicable FAR and agency requirements?  (See FAR 7.105 and applicable agency policy)
	A written plan must be prepared addressing ALL applicable FAR and agency acquisition plan requirements.

	Answer “Yes” to Question B.8 if your acquisition strategy considers all relevant factors including those above.  Return to Checklist B.

	Otherwise the answer to Question B.8 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.9

Should the ordering activity, activities, or agencies establish Schedule blanket purchase agreement(s)?

	Quest
	Situation
	Related Questions
	Then

	B.9.1
	If your answer is “YES” to ALL the following questions:
	· Do multiple activities or agencies have a continuing requirement for the same or similar services?

· Does it appear that the multiple ordering activities or agencies will benefit from the acquisition streamlining and additional discounts typically associated with using one or more Schedule blanket purchase agreements (BPAs)?

· Can the participating activities or agencies and their estimated requirements be identified at the time the BPA is established?  (See FAR 8.405-3(a)(4))
	The multiple activities or agencies should establish one or more Schedule BPAs.  
Answer “Yes” to Question B.9.

Return to Checklist B.

	B.9.2
	If your answer is “YES” to ALL the following questions:
	· Does the ordering activity have a continuing requirement for the same or similar services?

· Does it appear that the ordering activity will benefit from the acquisition streamlining and additional discounts typically associated with using one or more Schedule blanket purchase agreements (BPAs)?
· Does it appear that multiple ordering activities or agencies:

· Will not benefit from establishing one or more Schedule BPAs; or

· Will not be able to identify their requirements at the time a Schedule BPA is established?  (See FAR 8.405-3(a)(1))
	The ordering activity should establish one or more Schedule BPAs.
Answer “Yes” to Question B.9.

Return to Checklist B.

	Otherwise the answer to Question B.9 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.10
If the requirement is covered by an existing Schedule blanket purchase agreement (BPA), do you follow appropriate procedures when identifying contractors to receive a copy of the request for quotations (RFQ)?

	Quest
	Situation
	Related Questions
	Then

	B.10.1
	If the service requirement is covered by a single BPA and your answer is “YES” to ALL the following questions:


	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Do you only distribute the RFQ to the BPA holder?


	The identification of solutions follows appropriate procedures. 
Answer “Yes” to Question B.10.

Return to Checklist B. 

	B.10.2
	If the service requirement is equal to or less than the micro-purchase threshold, covered by multiple BPAs, and your answer is “YES” to ALL the following questions:
	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Do you distribute the RFQ to at least one of the BPA holders?

· Do you distribute orders among BPA holders? 
	The identification of solutions follows appropriate procedures. 
Answer “Yes” to Question B.10.

Return to Checklist B.  

	B.10.3
	If the service requirement is greater than the micro-purchase threshold, covered by multiple BPAs, and your answer is “YES” to ALL the following questions:
	· Is your activity identified as an authorized ordering activity under the BPA?

· Are you identified in the BPA as a person authorized to place an order?

· Does the BPA include guidelines on the BPA holders that will receive an RFQ for service requirements?

· Do you forward the statement of work and the evaluation criteria to an appropriate additional number of BPA holders as established in the BPA ordering procedures?
	The identification of solutions follows appropriate procedures.
Answer “Yes” to Question B.10.

Return to Checklist B.   

	Otherwise the answer to Question B.10 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.11
If requirement is not covered by an existing Schedule blanket purchase agreement, is the number of Schedule contractors identified to receive the request for quotations adequate for the requirement?

	Quest
	Situation
	Related Questions
	Then

	B.11.1
	If the order will be at or below the micro-purchase threshold and  your answer is “YES” to BOTH the following questions:


	· Have you identified at least one Schedule contractor that can meet the ordering activities requirements?

· Do you distribute orders among competitive Schedule contractors?  (See FAR 8.405-2(c)(1))
	The number of contractors identified to receive a copy of the RFQ is adequate for the requirement.  
Answer “Yes” to Question B.11.

Return to Checklist B.  

	B.11.2
	If the order will be greater than the micro-purchase threshold but less than or equal to the Schedule maximum order (MO) threshold and  your answer is “YES” to ALL the following questions:
	· Have you identified at least three Schedule contractors?   (See FAR 8.405-1(c)

· If available, do the identified Schedule contractors include at least one contractor that falls into one of the following classifications:

· Small business concern;

· Veteran-owned small business concern;

· Service disabled veteran-owned small business concern;

· HUBZone small business concern;

· Women-owned small business concern; or

· Small disadvantaged business concern? FAR 8.405-5(b))

· Is a copy of the RFQ (including the evaluation criteria) provided to any Schedule contractor that requests a copy?
	At least the minimum number of Schedule contractors have been identified receive a copy of the RFQ.  
Answer “Yes” to Question B.11.

Return to Checklist B. 

	B.11.3
	If the order will be greater than the Schedule maximum order (MO) threshold and  your answer is “YES” to ALL the following questions:


	· Have you identified more than three Schedule contractors?  (See FAR 8.405-1(d))

· When identifying number of additional Schedule contractors to receive a copy of the request for quotations (RFQ), do you consider, among other factors, the following: 

· The complexity, scope and estimated value of the requirement; and

· The market search results?

· If available, did the identified Schedule contractors include at least one contractor that falls into one of the following classifications:

· Small business concern;

· Veteran-owned small business concern;

· Service disabled veteran-owned small business concern;

· HUBZone small business concern;

· Women-owned small business concern; or

· Small disadvantaged business concern?  (See FAR 8.405-5(b))

· Is a copy of the RFQ (including the statement of work and the evaluation criteria) provided to any Schedule contractor that requests a copy?
	At least the minimum number of Schedule contractors have been identified receive a copy of the RFQ.  
Answer “Yes” to Question B.11.

Return to Checklist B. 

	B.11.4
	If the number of sources identified is less than the number required by FAR 8.405-2 and  your answer is “YES” to ALL the following questions:


	· Do you document the circumstances and rationale for limiting the number of sources required by FAR 8.405-2?  

· Is the rationale based on one of the following justifications:

· Only one source is capable of responding due to the unique or specialized nature of the work 

· The new work is a logical follow-on to an existing order provided that the original order was placed in accordance with FAR 8.405-1 (excluding orders placed previously under sole source requirements); 

· The item is peculiar to one manufacturer (a brand name item, available on various Schedule contracts, is an item peculiar to one manufacturer); or 

· An urgent and compelling need exists and following the ordering procedures would result in unacceptable delays?  (See FAR 8.405-7(a)(4))

· Is the justification documented and approved following the requirements of FAR 8.405-6? 
	Under these circumstances, the limited number of identified sources is permitted in accordance with FAR 8.405-6.
Answer “Yes” to Question B.11.

Return to Checklist B. 

	Otherwise the answer to Question B.11 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.12
Is the request for quotations adequate for the requirement?

	Quest
	Situation
	Related Questions
	Then

	B.12.1
	If your answer is “YES” to BOTH the following questions:
	· Does the RFQ include:

· Basic information, such as:

· A number or other clear RFQ identification;

· Issuing organization;

· RFQ closing date and time;

· Description of each line item;

· Quantity required of each line item; and 

· Performance/delivery location and time requirements?

· Any special requirements, such as:

· Performance incentives;  (See FAR 37.601(a)(4))
· Pricing arrangement other than firm-fixed-price; or

· Any additional terms and conditions (e.g., Defense Priorities and Allocations System) that do not conflict with the Schedule terms and conditions?

· Any relevant information and instructions to quoters, such as any:

· Any intent to award a BPA instead of a one-time order (when appropriate); 

· Any requirement that all Schedule contractor team arrangement participants must be Schedule contractors;

· Any requirement for quoter information for supply/service evaluation; or

· Requirement for quoter information to evaluate past performance?

· Quote evaluation criteria that, as a minimum:

· Whether award will be made to the contractor with the low priced technically acceptable quote or to the contractor that offers the best value given a tradeoff of price and other identified factors; and

· For any requirement exceeding the micro-purchase threshold, preference to the services available from small business concerns when two or more services at the same delivered price will satisfy the requirement?

· Any ordering activity documents or other information that the quoter would need to prepare a quotation (e.g., a copy of the statement or work and quality assurance surveillance plan)? 

· Is the request for quotations (RFQ) clearly and effectively transmitted to the identified Schedule contracts using:

· e-Buy;

· Email; or

· A paper document?
	The RFQ provides relevant information to quoters.

Answer “Yes” to Question B.12.

Return to Checklist B. 

	Otherwise the answer to Question B.12 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.13
Are Schedule solutions evaluated fairly in accordance with the criteria established in the request for quotations?

	Quest
	Situation
	Related Questions
	Then

	B.13.1
	If your answer is “YES” to ALL the following questions:
	· Is the evaluation conducted using only the criteria stated in the request for quotations (RFQ)?

· If the requirement exceeds the micro-purchase threshold, do the RFQ criteria and the evaluation give preference to the services available from small business concerns when two or more services at the same delivered price will satisfy the requirement?  (See FAR 8.405-5(c))

· If market research indicates that an additional price reduction is appropriate (e.g., services are available elsewhere at a lower price), does the ordering activity pursue an additional price reduction?  (See FAR 8.405-4)

· If the requirement exceeds the maximum order (MO) threshold, does the ordering activity seek an additional price reduction from the Schedule contractor(s) whose solution(s) appear to represent best value after the initial evaluation?  (See FAR 8.405(c)(3)(ii))

· Does the quote selected for award represent the best value, whether or not the Schedule contractor offered an additional price reduction?  

· Is the quoted level of effort and mix of labor reasonable for the task(s) required?  (See FAR 405-3(d)) 

· Is there written documentation stating that the total price is reasonable for the task(s) required?  (See FAR 405-3(d))
	The evaluation of Schedule solutions is conducted fairly in accordance with the criteria established in the RFQ.
Answer “Yes” to Question B.13.

Return to Checklist B. 

	Otherwise the answer to Question B.13 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.14
Does the Schedule order meet all Federal Acquisition Regulation (FAR) requirements?

	Quest
	Situation
	Related Questions
	Then

	B.14.1
	If your answer is “YES” to ALL the following questions:
	· Is the purchaser a:

· Warranted contracting officer; 

· Governmentwide commercial purchase card holder acting within authorized limits for card use; or

· Person otherwise authorized by the ordering activity to order using GSA Schedules?  

· Prior to placing the order, does the purchaser ensure that the regulatory and statutory requirements of the requiring agency have been applied?  (See FAR 8.404(c)(3))

· Is the written order prepared using an Optional Form 347or an agency-prescribed form?  (See FAR 8.406-1)

· Does the order include the following information in addition to any information required by the Schedule contract: 

· Complete shipping and billing addresses;

· Contract number and date;

· Agency order number;

· F.o.b. delivery point (i.e., origin or destination); 

· Discount terms;

· Delivery time or period of performance;

· Special item number or national stock number;

· A brief, complete description of each service: 

· Quantity and any variation in quantity; 

· Number of units;

· Unit price;

· Total price of order; 

· Points of inspection and acceptance;

· Other pertinent data (e.g., delivery instructions or receiving hours and size-of-truck limitation);

· Marking requirements; and 

· Level of preservation, packaging, and packing. 

· Do orders to contractor teams under a Schedule contractor team arrangement (CTA) clearly indicate which services will be provided by each team member?   (See FAR 8.406-1)
	The order meets all FAR order placement requirements.
Answer “Yes” to Question B.14.

Return to Checklist B. 

	Otherwise the answer to Question B.14 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.15
When a Schedule blanket purchase agreement (BPA) is used, does the BPA meet all Federal Acquisition Regulation (FAR) requirements?

	Quest
	Situation
	Related Questions
	Then

	B.15.1
	If your answer is “YES” to ALL the following questions:
	· Is the person who signed the BPA for the ordering activity a:

· Warranted contracting officer; 

· Governmentwide commercial purchase card holder acting within authorized limits for card use; or

· Person otherwise authorized by the ordering activity to order using GSA Schedules?

· Prior to placing the order, does the purchaser ensure that the regulatory and statutory requirements of the requiring agency have been applied?  (See FAR 8.404(c)(3))

· Is the BPA prepared using a Standard Form 1449 or other authorized form?  (See FAR 12.204(a))

· Does the BPA address the following in addition to any information required by the Schedule contract: 

· Frequency of ordering; 

· Invoicing;

· Discounts; 

· Requirements (e.g. estimated quantities, work to be performed);

· Delivery locations; and 

· Period of the agreement?  (See FAR 8.405-3(a)(2))

· If the BPA is for hourly rate services, does the BPA include:

· A statement of work (SOW) for requirements covered by the BPA; and 

· Hourly rates for the performance of the tasks identified in the SOW?  (See FAR 8.405-3(b)(3))

· Is the period of the BPA five years or less?  (See FAR 8.405-3(c))

· If the period of the BPA extends beyond the current period of the Schedule contract, is the period less than the period of the current contract plus any available option periods?  (See FAR 8.405-3(c))
	The order meets all FAR order placement requirements.
Answer “Yes” to Question B.15.

Return to Checklist B. 

	Otherwise the answer to Question B.15 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.16
Does the ordering activity provide all required information to unsuccessful quoters?

	Quest
	Situation
	Related Questions
	Then

	B.16.1
	If your answer is “YES” to BOTH the following questions:
	· Does the ordering activity provide timely notice to unsuccessful quoters?
· If a quoter requests information on an award that was based on factors other than price alone, does the ordering activity provide a brief explanation of the basis for the award decision?
	The ordering activity provides appropriate information to unsuccessful quoters.
Answer “Yes” to Question B.16.

Return to Checklist B. 

	Otherwise the answer to Question B.16 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.17
Does the order file include at least the minimum documentation required by the Federal Acquisition Regulation (FAR)?

	Quest
	Situation
	Related Questions
	Then

	B.17.1
	If your answer is “YES” to ALL the following questions:
	· Does the order file identify the Schedule contracts considered for award and note the contractor from which the service was acquired?  (See FAR 405-7(a)(1))

· Does the order file include a description of the service acquired?  (See FAR 405-7(a)(2))

· Does the order file include a statement of the amount paid?  (See FAR 405-7(a)(3))

· If the ordering activity restricted consideration of Schedule contractors to fewer than the number required in FAR 8.405-1, does the order file include the sole source justification and approval required by FAR 8.405-6 to document the circumstances and rationale for limiting the sources considered?  (See FAR 8.405-7(a)(4))

· Does the order file include a statement of the evaluation methodology used in selecting the Schedule contractor to receive the order?  (See FAR 8.405-7(b)(1))

· Does the order file include the rationale for any tradeoffs in selecting the contractor to receive the order?  (See FAR 8.405-7(b)(2))

· Does the order file include a determination that the order price is reasonable? (See FAR 8.405-7(b)(3))

· When applicable, does the order file include the rationale for using other than:

· A firm-fixed-price order; or

· A performance-based order?  (See FAR 8.405-7(b)(4))
	The order file includes at least the minimum documentation required by FAR 8.405-7.
Answer “Yes” to Question B.17.

Return to Checklist B. 

	Otherwise the answer to Question B.17 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.18
Are Schedule blanket purchase agreements given adequate annual reviews?

	Quest
	Situation
	Related Questions
	Then

	B.18.1
	If your answer is “YES” to BOTH the following questions:
	· Does the ordering activity that established a BPA review it at least once a year to determine whether:

· The Schedule contract, upon which the BPA was established, is still in effect; 

· The BPA still represents the best value; and 

· Estimated quantities/amounts have been exceeded and additional price reductions can be obtained?  (See FAR 8.405-3(d))

· If it appears that an additional price reduction is appropriate, does the ordering activity pursue the price reduction?  (See FAR 8.405-4)
	BPAs are given adequate annual reviews.
Answer “Yes” to Question B.18.

Return to Checklist B. 

	Otherwise the answer to Question B.18 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.19
Do order and Schedule blanket purchase agreement modifications conform to the requirements of the Federal Acquisition Regulation (FAR), the Schedule contract, and good business practice?

	Quest
	Situation
	Related Questions
	Then

	B.19.1
	If your answer is “YES” to ALL the following questions:
	· Are modifications made by a contracting officer?  (See FAR 43.102(a)) 

· Is the use of unilateral order modifications limited to administrative changes that do not substantively change the rights of the parties?  (See FAR 43.103(b))

· Are ALL substantive order modifications bilateral?  (See FAR 43.103(a))

· After modification, do ALL orders and Schedule blanket purchase agreements still conform to the terms and conditions of the relevant Schedule contract?

· After modification, are all orders and Schedule blanket purchase agreements still within the scope of the original document?

· Are all modifications funded and approved when required by ordering activity policy?
	Modifications appear to conform to the requirements of the Federal Acquisition Regulation (FAR), the Schedule contract, and good business practice.
Answer “Yes” to Question B.19.

Return to Checklist B. 

	Otherwise the answer to Question B.19 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.20
Does the ordering activity take appropriate inspection and acceptance action for services?

	Quest
	Situation
	Related Questions
	Then

	B.20.1
	If your answer is “YES” to ALL the following questions:
	· Does the designated individual inspect all services in accordance with Schedule contract and order requirements?  (See FAR 8.406-2 (b))

· Are the inspections and tests specified in the order’s quality assurance surveillance plan (QASP) performed in a manner that will not unduly delay the work?  (See 8.405-2(b))

· Are services accepted if they meet Schedule contract and order requirements?
	The ordering activity appears to be taking appropriate inspection and acceptance action for services.

Answer “Yes” to Question B.20.

Return to Checklist B. 

	Otherwise the answer to Question B.20 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.21
Does the ordering activity take appropriate remedies for nonconformance?

	Quest
	Situation
	Related Questions
	Then

	B.21.1
	If your answer is “YES” to ALL the following questions:
	· If a contractor delivers a service that does not conform to order requirements, does the ordering activity take appropriate action in accordance with the inspection and acceptance clause of the Schedule contract, as supplemented by the order?  (See 8.406-3(a))

· If the contractor fails to perform an order, does the ordering activity consider any reasonable contractor claim of excusable delay for occurrences such as:

· Acts of God or the public enemy;

· Acts of the Government in either its sovereign or contractual capacity;

· Fires; 

· Floods; 

· Epidemics; 

· Quarantine restrictions; 

· Strikes;

· Unusually severe weather; or  

· Delays of common carriers?  (See FAR 52.212-4(f))
· If the contractor fails to perform an order, take appropriate corrective action, or clearly demonstrate an excusable delay, does the ordering activity either:

· Terminate the order for cause; or 

· Obtain appropriate consideration and modify the order to establish a new delivery date?  (See 8.406-3(b))
	The ordering activity is taking appropriate remedies for nonconformance.
Answer “Yes” to Question B.21.

Return to Checklist B. 

	Otherwise the answer to Question B.21 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.22
When terminating an order for cause, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	B.22.1
	If your answer is “YES” to ALL the following questions:
	· Does an ordering activity contracting officer send the contractor a cure notice prior to terminating an order for a reason other than late delivery?  (See FAR 12.403(c)(1)) 

· When a termination for cause is appropriate, does the ordering activity contracting officer send the contractor a written termination notification that meets the requirements of FAR 12.403(c)(3)?

·  Does the ordering activity notify the Schedule contracting officer whenever the ordering activity:

· Terminates a Schedule order for cause; or

· Suspects fraud related to a Schedule order?  (See FAR 8.406-4(a)(2))

· Does the contracting activity follow the appropriate requirements of FAR 8.406-6 in any disputes related to a contractor assertion that the performance failure s excusable?  (See FAR 8.406-4(b))

· When the ordering activity anticipates excess reprocurement costs, does the ordering activity withhold funds due the contractor as offset security, when appropriate?  (See FAR 8.406-(c)(2))

· If the contractor is charged excess costs of reprocurement, does the ordering activity: 

· Reprocure the related services at as low a price as reasonable, considering the quality required by the Government, delivery requirements, and administrative expenses?  (See FAR 8.406-(c)(1))

· Insert the notation required by FAR 8.406-4(c)(1) on copies of all reprocurement orders, except the copy furnished to the contractor or any other commercial concern?  (See FAR 8.406-(c)(1))

· If the ordering activity is unable to collect excess reprocurement costs, does it provide the notice required by FAR 8.406-4(c)(3) to the Schedule contracting office after final payment to the contractor? 
	The ordering activity is taking appropriate action related to terminations for cause.
Answer “Yes” to Question B.22.

Return to Checklist B. 

	Otherwise the answer to Question B.22 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.23
When terminating an order for the Government’s convenience, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	B.23.1
	If your answer is “YES” to ALL the following questions:
	· Before terminating a Schedule order for the Government's convenience, does the ordering activity contracting officer endeavor to enter into a "no cost" settlement agreement with the contractor?  (See FAR 8.406-5(b))

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does an ordering activity contracting officer provide notice to the contractor? 

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does the ordering activity pay the contractor: 

· The percentage of the contract price reflecting the percentage of the work performed prior to the notice of the termination, and 

· Any charges the contractor can demonstrate directly resulted from the termination?  (See FAR 12.403(d)(1))

· When an ordering activity contracting officer terminates a Schedule order for the Government's convenience, does the contracting activity:

· Agree to termination proposal requirements that balance the Government's need to obtain sufficient documentation to support payment to the contractor against the goal of having a simple and expeditious settlement; and

· Allow the contractor to demonstrate charges that directly resulted from the termination using its standard record keeping system?  (See FAR 12.403(d))
	The ordering activity is taking appropriate action related to terminations for the Government’s convenience.
Answer “Yes” to Question B.23.

Return to Checklist B. 

	Otherwise the answer to Question B.23 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.24
When the Schedule contracting officer terminates a Schedule contract item or items, does the ordering activity take appropriate action?

	Quest
	Situation
	Related Questions
	Then

	B.24.1
	If the Schedule contracting officer terminates a Schedule contract item or items and your answer is “YES” to BOTH the following questions:
	· Does the ordering activity stop placing orders for the terminated Schedule items?  (See FAR 8.406-4(d))

· Does the ordering activity treat any existing order for the terminated Schedule item just like any other Schedule order?  (See FAR 8.406-4(d))
	The ordering activity is taking appropriate action related to the terminated Schedule items.  
Answer “Yes” to Question B.24.

Return to Checklist B. 

	Otherwise the answer to Question B.24 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.


	B.25
Is the ordering activity taking appropriate action in dispute situations?

	Quest
	Situation
	Related Questions
	Then

	B.25.1
	If your answer is “YES” to ALL the following questions:
	· When a dispute related to order performance occurs, does the ordering activity contracting officer either:

· Issue a final decision; or 

· Refer the dispute to the Schedule contracting officer?  (See FAR 8.406-6(a)(1))

· Does the contracting officer use the solution dispute resolution (ADR) procedures, to the maximum extent practicable?  (See FAR 8.406-6(d))

· Does the ordering activity contracting officer notify the schedule contracting officer promptly of any final decision?  (See FAR 8.406-6(a)(2))
	The ordering activity is taking appropriate action related to disputes related to order performance.
Answer “Yes” to Question B.25.

Return to Checklist B. 

	B.25.2
	If your answer is “YES” to the following question:
	· When a dispute related to Schedule contract terms and conditions occurs, does the ordering activity contracting officer:

· Refer the dispute Schedule contracting officer for resolution under the Schedule contract Disputes clause; and 

· Notify the schedule contractor of the referral?  (See FAR 8.406-6(b))
	The ordering activity is taking appropriate action related to disputes related to Schedule contract terms and conditions.
Answer “Yes” to Question B.25.

Return to Checklist B. 

	B.25.3
	If your answer is “YES” to the following question:
	· If the Schedule contractor appeals a final decision, does the ordering activity provide the data, documentation, information, and support required to support resolution of the appeal?  (See FAR 33.212)
	The ordering activity is providing adequate support for appeal resolution. 
Answer “Yes” to Question B.25.

Return to Checklist B. 

	Otherwise the answer to Question B.25 is “No” or “N/A.”  If you select “N/A,” you should be able to explain your rationale.  Return to Checklist B.
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