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Government Order Checklist
General Requirements (All Government Orders)		
☐  Include dealer contact and delivery information
☐  Provide color and material selections
☐  Verification of agency price (*see acceptable forms of verification below)
GSA Orders
[bookmark: _Hlk206749648][bookmark: _Hlk206749631]☐  Agency / End User  Direct - PO must list Safco as the vendor and reference Safco’s GSA Contract #47QSMS24D0039 and the applied discount.
☐  Dealer Direct - PO must include a Teaming Agreement that lists both the dealer’s GSA contract number and Safco’s GSA Contract #47QSMS24D0039
☐  Verify items and pricing are on approved GSA price list
☐  Open market items may be on a GSA PO if “Open Market” is clearly indicated on non-GSA line items (see federal open market orders below)
Federal Open Market Orders
☐  Include “Open Market” on order or specific non-GSA line items
☐  Confirm current commercial list pricing
☐  Include commercial freight program for orders under $4,500
State/Cooperative Orders
☐  Include contract number on order
☐  Confirm contract product and list pricing
☐  Verify contract freight program
Special Pricing (If Applicable – GSA, Federal, or State/Cooperative)
☐  Submit “OP-” quote number or quote copy (for special pricing or space planning)
Dealer Payment Requirements
 *To qualify for dealer payment, one of the following must be submitted with the purchase order:
☐  Safco quote / dealer quote signed by the agency
☐  Agency PO with itemized line pricing or total for Safco's product
☐  Award document specifying Safco’s total
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