Attachment 1
Instructions to Quoters and Evaluation Criteria
GSA eBuy Request for Quote (RFQ) under GSAM Subpart 538.71
EDITOR NOTE. This attachment is the FAR Part 8 / GSAM 538.71 analogue to FAR 52.212-1 and 52.212-2. It does NOT repeat fields that are set in eBuy itself (RFQ number, title, issue and close dates, set-aside, contract type, award method, place of performance, contact). Those live in the eBuy form, and putting them in this document creates ambiguity when the form and the attachment disagree. Replace every [BRACKETED] field. Pair with Attachment 2 (Salient Characteristics) and your pricing schedule. Cross-check current GSAM section numbers against acquisition.gov before issuing; the Revolutionary FAR Overhaul is still moving content out of FAR Subpart 8.4.
1.0  Instructions to Quoters
1.1  Authority and Procedures
This Request for Quote (RFQ) is issued under GSAM Subpart 538.71, which sets the ordering procedures for GSA Federal Supply Schedules. Quotes will be evaluated and an order issued in accordance with GSAM 538.7103-3 (above-SAT orders) or 538.7104 (Fair Opportunity), as applicable to the dollar value of this requirement. Specific subsection citations may shift as the Revolutionary FAR Overhaul (RFO) continues to consolidate FAR Subpart 8.4 procedures into the GSAM. The provisions and clauses incorporated into the underlying GSA Multiple Award Schedule (MAS) contract apply to any resulting order. The procedures of FAR Part 15 do not apply.
1.2  Quote Validity Period
Quotes shall remain valid for [INSERT, e.g., 60] calendar days from the close date stated in the eBuy RFQ. The Government reserves the right to seek extensions of validity from short-listed quoters.
1.3  Format Requirements
File format: PDF preferred. Pricing may be submitted as Excel.
Page limit: not to exceed [INSERT, e.g., 10] pages, excluding the pricing schedule and product literature.
Single-spaced, 11-point Times New Roman or Arial, 1-inch margins.
Each file shall be labeled with the quoter's company name and the eBuy RFQ number.
1.4  Required Content
Quotes shall include the following:
Cover letter identifying the quoter, GSA contract number, point of contact (name, phone, email), period of validity of the quote, and any prompt-payment discount terms.
Pricing schedule per the CLIN structure in the eBuy RFQ. Pricing shall be at or below the quoter's GSA Schedule rate. Identify any quantity discounts offered for this order.
Manufacturer name, model number, color or finish, and lead time for each line item. Confirm compliance with the salient characteristics in Attachment 2.
Past performance information for up to three (3) recent and relevant projects within the past three (3) years. Provide customer name, contract or order number, period of performance, dollar value, and a brief description of work.
Identification of any items proposed under the Ancillary SIN (e.g., installation, removal of existing furniture, in-place protection) if applicable. Pricing for ancillary services shall be separately broken out.
Identification of any Order-Level Materials (OLM) anticipated, with a not-to-exceed estimate, if applicable. OLM is governed by FAR 8.403(b) and the underlying MAS terms; the per-order OLM cap applies.
Confirmation of small business size status under the SIN, if applicable.
Any technical or commercial exceptions to the specifications in Attachment 2. Quotes that take exception to mandatory salient characteristics may be determined technically unacceptable.
1.5  Questions and Amendments
Questions shall be submitted through eBuy no later than [INSERT, e.g., five (5)] calendar days before the close date. The Contracting Officer will respond by amendment to the RFQ. Quoters are responsible for monitoring eBuy for amendments and acknowledging them in their quote.
1.6  Site Visit
[INSERT: not required / required on date / available by appointment] A site visit is [available / not available] for this requirement. If available, the point of contact for site-visit coordination is [INSERT NAME, EMAIL, PHONE].
1.7  Discounts
Prompt-payment discount terms may be offered but will not be evaluated for purposes of award. Discounts may be taken if earned at time of payment.
1.8  Late Quotes
Late quotes are governed by the eBuy timestamp at the close date and time set in the RFQ. The provisions of FAR 15.208 do not apply. The Government will not consider quotes received after the close time absent a written amendment extending the deadline issued before the close time.
2.0  Evaluation Factors and Basis of Award
2.1  Basis of Award
Award will be made on a Lowest Price Technically Acceptable (LPTA) basis in accordance with GSAM Subpart 538.71. The Contracting Officer will award to the responsible quoter offering the lowest evaluated price among quotes determined technically acceptable, with acceptable past performance.
Alternative wording for best-value tradeoff (delete one):
Award will be made on a best-value tradeoff basis. The Contracting Officer may award to other than the lowest-priced quoter when the technical or past-performance advantage offered by a higher-priced quote justifies the price premium. Tradeoffs will be documented in a brief written best-value determination.
2.2  Technical Acceptability
A quote is technically acceptable if it meets all of the following:
All line items meet or exceed the salient characteristics in Attachment 2.
Manufacturer, model, color or finish, and lead time are identified for every line item.
Lead times for delivery and installation are within the period of performance stated in the eBuy RFQ.
All items proposed are within the quoter's awarded SIN(s) on its GSA MAS contract. Items not on the quoter's MAS contract may not be evaluated unless properly proposed under Order-Level Materials (OLM) per FAR 8.403(b).
Quotes that fail any of the above will be rated technically unacceptable and will not be further evaluated.
2.3  Price Reasonableness
The Government will evaluate proposed pricing for fairness and reasonableness for this specific requirement. The Contracting Officer will document the analysis in the contract file using the competitive quotes received as the primary reference, supplemented by independent pricing data as appropriate. Where fewer than two competitive quotes are received, the Contracting Officer will document additional price-reasonableness analysis sufficient to support the award.
2.4  Past Performance
The Contracting Officer will perform a responsibility determination per FAR 9.103, which may include review of past-performance information submitted by the quoter and a CPARS check on prior federal performance. Past performance will be used to determine responsibility, not as a separately scored evaluation factor under LPTA.
If best-value tradeoff is the basis (delete if LPTA):
Under best-value tradeoff, past performance is a separately evaluated factor. The Contracting Officer will assess relevance, recency, and quality of the quoter's past-performance information, and will consider the relative confidence in the quoter's ability to perform the work.
2.5  Tiebreaker
If two or more technically acceptable quotes are tied on price, the Contracting Officer will award to the quoter offering the earliest delivery and installation date. If still tied, the Contracting Officer may seek voluntary discounts or apply any priority required by socioeconomic policy.
2.6  Award Without Discussions
The Government intends to award without discussions on the basis of the initial quotes received. The Contracting Officer reserves the right to communicate with quoters for clarifications or to address apparent clerical errors. Any such communications do not constitute discussions and do not entitle quoters to revise their quotes.
2.7  Reserved Rights
The Government reserves the right not to make an award if no quote is determined to be in the Government's best interest.
The Government reserves the right to cancel this RFQ at any time prior to award.
The Government reserves the right to award by line item, by group, or in the aggregate.
The Government reserves the right to reduce or increase quantities prior to award by amendment.
3.0  Attachments
Attachment 1 — Instructions to Quoters and Evaluation Criteria (this document)
Attachment 2 — Salient Characteristics and Specifications
Attachment 3 — Pricing Schedule (CLIN structure) — optional if eBuy line items are used directly
[Add or remove attachments as needed]

Sample Scenario for Reference
This template was developed around the following sample scenario, used in the FAR Part 8 / GSAM 538.71 training on ContractingHQ. Replace with your actual requirement before issuing.
	Requirement
	Replace failed conference room furniture and outfit a small adjacent break-room area for a single squadron.

	CLIN structure
	0001  Conference table, 12-foot oval, wood-veneer top, qty 1
0002  Conference chair, mid-back, swivel, casters, qty 12
0003  Lounge chair, commercial-grade, removable cushion, qty 4
0004  Coffee table, qty 1
0005  Cafe-height bar stool, qty 6
0006  36-inch round high-top cafe table, qty 2
0007  Modular storage cabinet, lockable, qty 2
0008  Installation services (Ancillary SIN)


	SIN / Subgroup
	33721 Office Furniture / Miscellaneous Office Furniture and Accessories

	Set-aside
	Small Business set-aside under FAR 8.405-5

	Period of Performance
	Delivery within 60 calendar days After Receipt of Order; installation complete within 75 calendar days After Receipt of Order

	Award basis
	Lowest Price Technically Acceptable (LPTA)



Template developed for ContractingHQ (KTHQ.org) FAR Part 8 / GSAM 538.71 training. This document does not replace your local clause review, your legal counsel's input, or the specific terms of the underlying GSA Multiple Award Schedule contract. Always tailor to your actual requirement before posting.




