
Solicitation Elements: 

1. Review Ordering Procedures 

2. Use the RFQ/RFP/IFB methodology
a. Commercial Non-Services Purchases (use Tool, not SF 1449)
b. Commercial Services (as determined by CO to use Solicitation Instrument or Tool) 
c. A&E and Construction (FAR 36)

3. Requirements – (See FAR.  A&E/Construction may differ)
a. Description
b. Quantity 
c. Delivery/Performance Time
d. Delivery Location

4. Attached Files – If Applicable (in this order)
a. Instructions to Offerors
b. Evaluation Factors – if not low price
c. PWS/SOW/SOO
d. [bookmark: _GoBack]Section 508 /IPV 6
e. Drawings/Diagrams/Specifications/Photos
f. Additional Provisions/Clauses
g. Justification and Approval for JOFOC 
h. Past Performance Questionnaire
i. Questions and Answers Template
j. Pricing Template
k. Sample Task
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