U.S. Embassy Seoul
 General Services Office

Tel. 82-2-397-4648
Fax: 82-2-796-0516
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Date:  March 21, 2012
Dear Prospective Quoters:
Subject: Request for Quotations number SKS700-12-Q-0020, Retail Price Survey
Enclosed is a Request for Quotations (RFQ) for a Retail Price Survey.  If you would like to submit a quotation, follow the instructions in Section 3 of the solicitation, complete the required portions of the attached document, and submit it to the address shown on the Standard Form 18 that follows this letter.

The U.S. Government intends to award a purchase order to the responsible person submitting an acceptable quotation at the lowest price.  We intend to award a purchase order based on initial quotations, without holding discussions, although we may hold discussions with companies in the competitive range if there is a need to do so.

Quotations are due by 5:00 P.M. on May 4, 2012.
Sincerely,
Otis L. Harrison
Contracting Officer

Enclosure

TABLE OF CONTENTS

Section 1 - The Schedule

· SF 18 cover sheet


· Continuation To SF-18, RFQ Number SKS700-12-Q-0020, Prices, Block 23

· Continuation To SF-18, RFQ Number SKS700-12-Q-0020, Schedule Of Supplies/Services, Block 20 Description/Specifications/Work Statement

· Attachments to Description/Specifications/Statement of Work, Forms are as follows:

· Form DS-2020-I: Instructions for Completing the DS-2020 Part 1,2 and 3

· Form DS-2020 Part 1 and 2: Retail Price Schedule (Part 1-Outlet Report and Part 2-Living Pattern Questionnaire Summary)
· Form DS-2020 Part 3: Retail Price Schedule (Part 3-Retail Prices)
· Form DS-2021-I: Instructions for Completing the DS-2021-Retail Price Schedule (Part 4-Embassy or Consulate Store Survey).far
· Form DS-2021: Retail Price Schedule (Part 4-Embassy or Consulate Store Survey)
Section 2 - Instructions To Offerors 

	REQUEST FOR QUOTATION
(THIS IS NOT AN ORDER)
	THIS RFQ  
 FORMCHECKBOX 
 IS
 FORMCHECKBOX 
 IS NOT A SMALL BUSINESS SET-ASIDE
	PAGE     OF 
PAGES

	
	
	1
	9
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1. REQUEST NO.

SKS700-12-Q-0020
	2. DATE ISSUED

3/21/2012
	3. REQUISITION/PURCHASE REQUEST NO.
	4.   CERT. FOR NAT. DEF. UNDER BDSA REG. 2
AND/OR DMS REG. 1
	RATING

	5a. ISSUED  BY
U.S. Embassy Seoul, General Services Office, 10, Namyoung-dong, Yongsan-gu, Seoul, Korea
	6. DELIVER BY (Date)

	5b. FOR INFORMATION CALL (NO COLLECT CALLS)
	7. DELIVERY

OTHER
 FORMCHECKBOX 
FOB DESTINATION
 FORMCHECKBOX 

(See  Schedule)

	NAME
Otis L. Harrison, Contracting Officer
	TELEPHONE NUMBER
	

	
	AREA CODE
02
	NUMBER
397-4648
	9. DESTINATION

	
	
	
	a. NAME OF CONSIGNEE

	8. TO:
	

	a. NAME
	b. COMPANY
	b. STREET ADDRESS

	c. STREET  ADDRESS
	c. CITY

	d. CITY
	e. STATE
	f. ZIP CODE
	d. STATE
	e. ZIP CODE

	10. PLEASE FURNISH QUOTATIONS TO THE ISSUING OFFICE IN BLOCK 5a ON OR BEFORE CLOSE OF BUSINESS (Date)

5:00 P.M. on 5/4/2012
	IMPORTANT:   This is a request for information, and quotations furnished are not officers.  If you are unable to quote, please so indicate on this form and return it to the address in Block 5a.  This request does not commit the Government to pay any costs incurred in the preparation of the submission of this quotation or to contract for supplies or service.  Supplies are of domestic origin unless otherwise indicated by quoter.  Any representations and/or certifications attached to this Request for Quotation must be completed by the quoter.


11. SCHEDULE (Include applicable Federal, State and local taxes)
	ITEM NO.
(a)
	SUPPLIES/ SERVICES
(b)
	QUANTITY
(c)
	UNIT
(d)
	UNIT PRICE
(e)
	AMOUNT
(f)

	
	Retail Price Survey
(See attached)
	
	
	
	

	
12. DISCOUNT FOR PROMPT PAYMENT
	a. 10 CALENDAR DAYS
(%)
	b. 20 CALENDAR DAYS
(%)
	c. 30 CALENDAR DAYS 
(%)
	d. CALENDAR DAYS

	
	
	
	
	NUMBER
	PERCENTAGE


NOTE:  Additional provisions and representations 
are 
are not attached.
	13. NAME AND ADDRESS OF QUOTER
	14. SIGNATURE OF PERSON AUTHORIZED TO 
SIGN QUOTATION
	15. DATE OF QUOTATION

	a. NAME OF QUOTER
	
	

	b. STREET ADDRESS
	16. SIGNER

	
	a. NAME (Type  or print)
	b. TELEPHONE

	c. COUNTY
	
	AREA CODE

	d. CITY
	e. STATE
	f. ZIP CODE
	c. TITLE (Type  or print)
	NUMBER


AUTHORIZED FOR LOCAL REPRODUCTION
STANDARD FORM 18 (REV. 6-95)
Previous edition not usable
Prescribed by GSA-FAR (48 CFR) 53.215-1(a)

SECTION 1 - THE SCHEDULE

CONTINUATION TO SF-18
RFQ NUMBER SKS700-12-Q-0020
 PRICES, BLOCK 23

SCOPE OF SERVICES

The contractor shall complete all work, including furnishing all labor, material, transportation, equipment and services, required under this contract for the cost-of-living survey services within the time specified.  The price listed below shall include all labor, materials, overhead, and profit.  In consideration of satisfactory performance of all scheduled services required under this contract, the Government will pay the contractor a firm-fixed-price for performing the following survey(s):

Line Item
Description






Price (US Dollar)
1
Outlet Report, the Living Pattern Questionnaire Summary  

__________

and the Retail Price Schedule (DS-2020 Parts 1, 2, and 3)

2

Retail Price Schedule –


Embassy or Consulate Store Survey (DS-2021)


__________







Total:


__________

CONTINUATION TO SF-18
RFQ NUMBER SKS700-12-Q-0020
SCHEDULE OF SUPPLIES/SERVICES

BLOCK 20 DESCRIPTION/SPECIFICATIONS/WORK STATEMENT

The contractor shall perform the following surveys.  The contractor shall be familiar with the local market, American norms, and be able to read English well enough to follow the instructions provided below and the forms required to complete the work.  The contractor must have access to Yongsan Garrison and the Commissary; have the ability to use a personal computer; and also have the ability to read and understand comprehensive governmental regulations explaining how to complete the Retail Price Survey.  
(1)
IMPORTANCE OF RETAIL PRICE SURVEY


Outlet Report, the Living Pattern Questionnaire Summary,  and the Retail Price Schedule (DS-2020 Parts 1, 2, and 3) are used to measure living cost differences between locations abroad and Washington, D.C., serves as the basis for determining:
· Any "post" (cost-of-living) allowance for Federal civilian employees; 

· The U.S. Department of Defense cost-of-living allowances (COLA) for members of the Uniformed Services; and  

· Cost-of-living comparisons for American business firms and other organizations who maintain allowances for private Americans abroad.

The Retail Price Schedule – Embassy or Consulate Store Survey (DS-2021)
· The Retail Price Schedule – Embassy Commissary Report is used to report prices at Embassy and Consulate Commissaries or Employee Association Stores.  In locations with such facilities, these prices are an integral part of determining the cost-of-living.
(2)
PREPARATION FOR RETAIL PRICE SURVEY


This survey must accurately reflect foreign living costs for the average American family.  The index numbers computed from the survey are designed to reflect costs for the average Washington, DC family living in the foreign area.  The contractor must be familiar with the retail outlets and types of goods and services generally used by an average family.

(3)
BASIC SURVEY TECHNIQUES

The contractor shall personally visit the retail outlets covered in the survey.  In addition to personally inspecting the items and their prices, it is important that the contractor meets the store or department manager and obtains their cooperation, which is essential for a good survey.  Contractors shall identify themselves as working under contract to the U.S. Mission and explain the reasons for the survey and its importance to the American community.  The contractor shall ask to collect the information on his or her own.  In a large store, the contractor shall request the names of the managers of the various departments.  


The contractor shall gather specific information from each retail source.  The forms provide instructions for each section.  In order to accurately compare overseas costs with those in Washington, D.C., it is important that the contractor follow these specifications as closely as local conditions permit. 


The contractor shall view the actual items rather than relying on an inventory list from the store manager in order to judge the suitability of individual items for American employees.


Sometimes it is necessary for contractors to pledge confidentiality or to place other restrictions on the use of data they collect from a specific retail establishment.  Any such restrictions must be clearly noted in an attachment to the survey report.  This specific proprietary information will not be subject to disclosure under the Freedom of Information Act.  This is an important point, as the ability of the program to obtain objective and reliable price data hinges upon the goodwill and cooperation of the retail merchants participating in the survey. 

(4)
SELECTION OF OUTLETS

The contractor shall identify the two most frequently used local retail establishments at post for the various categories of retail products (such as, beef, seafood, men’s clothes) by tallying page two of the individual Living Pattern Questionnaires completed by employees.  The contractor shall visit these retail establishments to collect information on the corresponding goods and services.  If an establishment no longer carries a particular product, a substitute outlet that also is popular among U.S. government and private personnel shall be chosen and the information collected.  The retail establishment must be available to Government, military, and private personnel.  Use the comments section of the appropriate pages to fully explain why the substitution was necessary. 

(5)
SELECTION OF PRICES

The Retail Price Schedule lists the names of specific items and sometimes, specific sizes and requests The Typical Retail Price for those items (such as, steak, apples, canned vegetables (15-17 oz.)).

· The items priced shall be as close as possible in quality to those found in the U.S.

· If a survey item is available at more than one price and no size is specified on the package, report the price for the one that appears to be the closest to that requested in the DS-2020 Parts 1, 2, and 3.
· If a requested size is not available, the closest equivalent size shall be selected.

· If a requested item is not available at the retail outlet, a comparable item may be substituted but this substitution must be explained in the comments section of the appropriate page of the DS-2020 Parts 1, 2, and 3.    

· Embassy commissary prices shall be reported only on DS-2021.


For most survey items, the report also asks for substitute and economy price items. 

· The Substitute Price Item represents the item most often purchased as the consumer's second choice when the typical item is unavailable.  This item may be more or less expensive than the typically priced item.  In some cases, it may be an identical price but represent a different brand or item variation.

· The Economy Price Item represents the least expensive item suitable for use by the American family at the foreign location.

If either the "typical" or the "substitute" item is also the lowest price item, it shall be repeated as the economy item.  The contractor shall use its judgment, based upon an average American family’s selection of items and normal budget constraints, to select items which would represent substitute and economy items. 

The reporting of three price levels where appropriate is important.  If an item is temporarily out of stock, the price last charged shall be listed in the report.  Anticipated price changes shall be given separately.  Every effort shall be made to provide the full price range requested for a particular outlet.  If either the first or second most frequently used outlets do not carry the item requested, the contractor shall visit another retail outlet (preferably, the third most used outlet as determined by the LPQs) to collect the price data.


All prices in the report shall be those actually paid by Americans.  If a survey item is on sale, the regular price, the special sale price, and the duration of the sale must be reported.  If the reported prices do not include local retail sales taxes, the amount of tax added to each item by the merchant (at the time of purchase) shall be clearly reported at the top of the appropriate pages of the Retail Price Schedule.  Special cash discounts and delivery charges shall be reported in the “description” or “comments” areas. 


If prices are significantly lower when purchased with U.S. dollars or other forms of currency, this shall be reported.  


Note:  the price information reported on pages 2 through 38 of the retail price schedule must be local retail prices available to all American residents.  These prices are used to develop and publish living cost comparisons for use by the public.
(6)
SUMMARY OF SURVEY PREPARATION GUIDELINES

a.
The contractor shall submit the completed survey to the Contracting Officer’s Representative, who will coordinate the survey with all other U.S. Government agencies at the post, the senior officer of the uniformed services, and the American private community.

b.
The contractor shall complete the newest version of the Retail Price Schedule (form DS-2020 parts 1, 2, and 3).

c.
Reserved.

d.
If there has been a previous survey, it must be used as a guide in preparing the new survey report.  To the extent possible, report the prices of the same type, brand, or model of individual items from survey to survey.  Avoid item substitution beyond that required by the item specifications or changes in local availability.  

e.
Reserved.

f.
Report prices in the currency charged by the individual outlet.  Explain all usage of non-local currency.  The contractor shall not convert local currency prices into U.S. dollars.   


g.
Report local weights and measures for each individual item.  The contractor shall not convert local weight measures (such as kilos) into pounds and ounces.  


h.
All prices reported on pages 2 through 38 of the DSP-23Y report shall be local retail prices available to all American residents, including uniformed military and private U.S. citizens.

i.
Report prices of goods available at Embassy and Consulate Commissaries on pages 44 -51 of the survey form.  These prices are reported separately and in addition to the prices at the two most frequently used local retail outlets.


j.
The finished report shall be submitted to the COR for review for completeness and accuracy, and then coordinated with the heads of all civilian agencies at the post and the senior officer of the uniformed services before submission (see pages 43-44).

(8)
Due Dates for Deliverables

The contractor shall deliver to the Contracting Officer’s Representative the following report(s), in MS Word format and also one (1) hard copy, by the date indicated:

Item

Description






 Due Date
1
Outlet Report, the Living Pattern Questionnaire Summary 

May 31, 2012

and the Retail Price Schedule (DS-2020 Parts 1, 2, and 3)

2

Retail Price Schedule  





May 31, 2012

– Embassy or Consulate Store Survey (DS-2021)
(9)
REVIEW BEFORE SUBMISSION

OMISSIONS


When completed, the contractor shall review the report to ensure that all the information requested is furnished.  While all the items may not necessarily be used by U.S. Government employees, each represents a broad class of other goods and services important to Americans.  The omission of any price quotation eliminates the type of expenditure it represents.  In those cases where goods and services are available to Government employees through special facilities, some local items are important to living-cost comparisons made for private Americans residing at the post.  In addition, should there be a sudden change in the availability of special facilities for Federal employees, this local price information shall enable the Department to make allowance adjustments without a time-consuming survey of the missing items.


INCONSISTENCIES WITH PREVIOUS SURVEY


The contractor shall compare all current prices and weights with the previous survey.  If the prices or weights are substantially different, provide explanations or comments so that it will not be assumed there is an error in the current report.  If errors are discovered in the previous survey, this shall be reported so that a valid comparison between the reports can be made.

ATTACHMENTS
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· Form DS-2020-I: Instructions for Completing the DS-2020 Part 1,2 and 3

· Form DS-2020 Part 1 and 2: Retail Price Schedule (Part 1-Outlet Report and Part 2-Living Pattern Questionnaire Summary)
· Form DS-2020 Part 3: Retail Price Schedule (Part 3-Retail Prices)
· Form DS-2021-I: Instructions for Completing the DS-2021-Retail Price Schedule (Part 4-Embassy or Consulate Store Survey).far
· Form DS-2021: Retail Price Schedule (Part 4-Embassy or Consulate Store Survey)
SECTION 2 - INSTRUCTIONS TO OFFERORS
A.
SUMMARY OF INSTRUCTIONS.  Each offer must consist of the following:

A.1.
SF-18.  A completed solicitation, in which the SF-18 cover page (blocks 12, 17, 19-24, and 30 as appropriate).  

A.2.
INFORMATION.  Information demonstrating the quoter’s ability to perform, including:


(1)
Evidence that the quoter has the requisite written and spoken English skills and the requisite knowledge of MS Office software to complete the reports;


(2)
Evidence that the quoter can provide the necessary equipment and transportation needed to perform the work;


(3)
Evidence to demonstrate that the quoter has the requisite knowledge of American buying patterns, both locally and in the United States, to accurately select and compare appropriate products as described in Section 1(3); 

(4)
Provide evidence of access privileges to Yongsan Garrison and the Commissary.

(5)
List of references.
A.3
The Government intends to award a purchase order resulting from this solicitation to the lowest priced, technically acceptable quoter who is a responsible contractor.
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