ASK THE DOC

A CUSTOMER SERVICE GUIDE FOR CONTRACTORS


TO OUR SUPPLIERS/VENDORS/CONTRACTORS:  In order to provide you with the best customer service possible, this guide is published to answer your questions concerning Government procurement.  If you think of any other questions you would like answered, we encourage you to mail them to Army Contracting Agency-SR, Directorate of Contracting, ATTN:  Small Business Advisor, Bldg 6, Rm 250, Fort Benning, GA  31905
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                    Frequently Asked Questions

1.  HOW DO I GET STARTED AS A CONTRACTOR AT FORT Benning?

ANSWER:  If you have Internet access, we suggest you browse our Homepage at http://www.benning.army.mil/doc (click on How to do Business).  It contains important customer service information.  Examples:  solicitations, recent contracts, contracts, web links, and Small Business Programs.  If you do not have Internet access or if you have any questions that are not addressed in this Customer Service Guide, you are encouraged to call (706-545-0355) or fax (706-545-7825). 

2.  WHAT IS CENTRAL CONTRACTOR REGISTRATION?

ANSWER:  The Department of Defense implemented a policy whereby all contractors/vendors who wish to do business with any Federal agency (including Fort Benning) must utilize the Central Contractor Registration (CCR).  The CCR is a single repository for contractor data utilized by DoD Finance Offices to effect electronic funds transfers in lieu of checks for contract payments.  If you do not register in CCR, you will not receive a contract award from any Department of Defense agency.  ALSO, it is mandatory that you update the CCR information annually.  If you do not, your company information will be removed from the CCR database.  

3.  HOW DO I APPLY FOR CENTRAL CONTRACTOR REGISTRATION?

ANSWER:  To register in the CCR, you may use any one of the following methods:  (1) mail completed registration application to the following address:  Central Contractor Registration Assistance Center, 74 Washington Street, Suite 7, Battle Creek, MI  49017-3084; (2) fax your registration application to 616-961-7243;  or (3) register directly with CCR through interactive World Wide Web application at http://www.ccr.gov.  If you intend to register by mail or fax, you may obtain a registration application by calling 1-888-227-2423 or 616-961-4725 (CCR Assistance Center).  You must obtain a Data Universal Numbering System (DUNS) number in order to complete your CCR.  The DUNS number is a unique 9-character identification number provided by Dun & Bradstreet.  This can be obtained simply by calling 1-800-333-0505 or by direct application at http://www.dnb.com.

4.   HOW WILL I KNOW MY REGISTRATION WAS SUCCESSFUL?

ANSWER:   Via the Internet:  You will be unable to submit your registration on-line unless all of the mandatory information is provided.  You will be notified of missing information by a list of “errors” when you click on “Submit”.  Once you have provided the information, click “Submit” again to verify that all necessary fields are filled.  Via fax/mail:  If your registration is missing information, you will receive a letter that includes a copy of your registration and a list of the missing data.  It is your responsibility to provide any missing data back to the CCR Assistance Center so that your registration can be completed.  If your registration was submitted successfully, then you will receive two letters via U.S. mail.  The first letter is to welcome you to CCR and will include a copy of your registration.  The second letter contains your confidential Trading Partner Identification Number (TPIN).  The TPIN is sent separately for security reasons.  Receipt of your TPIN not only confirms that you are successfully registered in CCR, it is required to make or request any changes or updates to your active registration.  The TPIN is your confidential password to change your CCR information.  The TPIN is not to be used on contracts or other Government paperwork.
5.  HOW DO I VERIFY THE STATUS OF MY REGISTRATION?
ANSWER:   Visit CCR’s homepage at http://www.ccr.gov and click on  “Search the Database”.  When prompted, enter your DUNS number and click “Search”.  The registration status is located at the top of the page in RED.  You may also confirm your registration by calling the CCR Assistance Center at 1-888-227-2423 or 616-961-4725.  The Interactive Voice Response (IVR) System for CCR Status allows a calling party to check the status of their CCR status based on entry of a DUNS number.  

6.  HOW DO I RENEW, CHANGE, OR CANCEL AN ACTIVE REGISTRATION?

ANSWER:  The Internet is the recommended option for making changes or renewing your registration.  Changes can be made by going to CCR’s homepage at http://www.ccr.gov and clicking on “Update My Registration” or “Renew My Registration”.  Enter your DUNS number and TPIN, click “Submit”.  Make the 
necessary changes then click “Submit” button for an update to register in the system.  To submit a renewal with no changes, follow the same steps listed 
above with the exception of making changes to your information.  Reminder:  you must click “Submit” to activate the renewal, even if none of your information has changed.  To change or renew registration by mail or fax send your DUNS number, your TPIN number, company name and changes (if necessary) to CCR Assistance Center, 74 Washington Street, Suite 7, Battle Creek, MI 49017-3084 or fax 616-961-7243 for update.  There are three ways to cancel an active registration:  (1) go to http://www.ccr.gov, click on “Update My Registration”, enter your DUNS number and TPIN and click “Submit”, then on the next screen click “delete” to cancel your registration; (2) contact the CCR Assistance Center at 1-888-227-2423 or 616-961-4725; or (3) request cancellation by fax or mail.

REMEMBER:  You must renew your registration at least once a year.  If you do not renew your registration, it will expire.  An expired registration will affect your ability to conduct business with the Department of Defense.  It will also affect any outstanding invoices being processed by the Defense Finance and Accounting Service.  (That is, you will not receive payment until your registration is current.)  
7.  ONCE I HAVE BEEN REGISTERED IN THE CENTRAL CONTRACTOR REGISTRATION (CCR), WILL I AUTOMATICALLY RECEIVE SOLICITATIONS FOR MY PRODUCTS/SERVICES?

ANSWER:  Input of your company’s information into the vendor database through the CCR does NOT automatically insure that you will be sent a solicitation for your services/supplies.   It is the vendor’s responsibility to search the various Internet sites (including Fort Benning's Directorate of Contracting Homepage) for upcoming Government procurements.  (See Appendix A for a quick reference of Internet addresses and contacts discussed in this guide.)

8.  WHAT IS THE BEST WAY TO ENSURE THAT I RECEIVE SOLICITATIONS FOR MY PRODUCTS/SERVICES?

ANSWER:  The Directorate of Contracting posts all procurement advertisements (including those construction projects under $25,000) on its Homepage.  Any interested bidder is welcome to visit the office to inquire about publicized solicitations.  Office hours are 7:30 AM to 12:00 PM and 12:30 PM to 4:00 PM, Monday through Friday, excluding Federal holidays.  Also, all Federal procurement offices are required to announce proposed procurement actions over $25,000 on General Services Administration’s (GSA) Federal Business Opportunities (FedBizOpps) website.  FedBizOpps is accessible at http://www.fedbizopps.gov.

9.  DOES FORT BENNING ADVERTISE THEIR REQUIREMENTS WITH AGENCIES OTHER THAN GSA’S FEDERAL BUSINESS OPPORTUNITIES (FEDBIZOPPS)?

ANSWER:  We post the FedBizOpps announcement on our Homepage.  Once the solicitation is actually issued to the public, it is posted on our Homepage and on the Army Single Face to Industry (ASFI) website at http://acquisition.army.mil.  The ASFI website contains information on procurement actions throughout the Army as well as links to many other valuable websites.  Your local Builder’s Exchange may also have information regarding our construction procurement actions.
10.  WHAT ARE SIC AND NAICS?

ANSWER:  They are the Standard Industrial Classification (SIC) system and North American Industrial Classification System (NAICS).  These are codes that classify types of products or services by industry type.  SIC codes are being phased out and replaced with NAICS codes; implementation will continue through 2004.  Although not required, it will be helpful to you to know the appropriate NAICS codes for the products and services your company has available when accessing most of the websites referenced in this Guide.  Procurement notices and solicitation documents normally always include a NAICS, and it may save you time in discerning what work may be of interest to your company.  You can review the NAICS and obtain additional information about NAICS by accessing http://www.census.gov/epcd/www/naics.html.

11.  IN WHAT FORMAT DOES FORT BENNING ISSUE ITS SOLICITATIONS?

ANSWER:  Generally, our solicitations are issued as a word document or a portable document format (pdf) file and posted on the ASFI at  http://acquisition.army.mil and on the DOC Homepage at www.benning.army.mil/doc.

12.  HOW CAN I TELL WHEN THE SOLICITATION IS ACTUALLY ISSUED BY YOUR OFFICE AND READY FOR DOWNLOADING FROM YOUR HOMEPAGE?

ANSWER:  When the solicitation is issued, the statement “Available Now” will appear above the solicitation number on our Homepage.  Do not rely on solicitation issue dates published by the Builder’s Exchanges.  All they have been given is an “on or about” (O/A) issue date.  You should continually check our Homepage to determine if the solicitation has been issued.

13.   AT TIMES I CANNOT ACCESS YOUR HOMEPAGE.  WHAT IS THE PROBLEM? 

ANSWER:  If you are unable to access our Homepage, log off and try again in a few minutes.  Most of the time the problem is due to heavy traffic on our Homepage.  Other times the problem is due to Homepage maintenance, power outages, and sometimes your network provider.  If the problem persists, please call our office at 706-545-1088.

14.  DO YOU MAINTAIN BIDDER’S MAILING LISTS?

ANSWER:  This office does not collect this information; however, information on prime contractors and subcontractors interested in a particular solicitation is collected on the Federal Business Opportunities website (http://www.fedbizopps.gov).  Subcontractors can also search SUB-Net at http://web.sba.gov/subnet for subcontracting opportunities that prime contractors have posted.  
15.  HOW ARE AMENDMENTS TO AN ELECTRONIC SOLICITATION ISSUED?

ANSWER:  Amendments are issued in the same manner as the solicitation and are posted on our Homepage.  Go to the solicitations download page.  In the solicitation section list, the amendment will be listed by its number (e.g., Amend 0001, etc.).  In the “amendment column”, a little red ball will appear signifying an amendment has been issued.  NOTE:  IT IS THE RESPONSIBILITY OF BIDDERS/OFFERORS TO CHECK OUR HOMEPAGE FOR AMENDMENTS TO SOLICITATIONS.  YOU WILL NOT BE NOTIFIED BY THIS OFFICE.

16.  HOW CAN I GET THE DRAWINGS PRINTED OUT TO “FULL SCALE”?

ANSWER:  Obviously, it is not possible to do this from your computer.  It is your responsibility to have them enlarged.  You can check with your local Builder’s Exchanges to see if they can/will print the drawings full scale or recommend someone who can.


17.  CAN WE MAIL OUR BID IN WITH ALL APPROPRIATE PAPERWORK INCLUDING SIGNATURES AND BONDS BEFORE BID DAY AND THEN ON BID DAY, BEFORE THE TIME FOR OPENING, FAX IN AN INCREASE OR DECREASE TO OUR BID?

ANSWER:  Information regarding facsimile modifications to bids differs with each agency.  Check the instructions in each solicitation for applicable instructions for submitting changes to your bids/proposals.

18.  CAN BIDDERS OBTAIN RESULTS OF THE BID OPENING PRIOR TO AWARD OF THE CONTRACT?

ANSWER:  Yes.  All Invitations for Bids (IFBs) are opened publicly at the Directorate of Contracting, Bldg 6, Room 250, Fort Benning, GA, and bidders are welcome to attend the bid opening.  If they do not attend bid opening, they may obtain a copy of the “Abstract of Offers”  through the Freedom of Information Act (FOIA).  Address request to:  Directorate of Information Management, ATTN:  FOIA Officer, Bldg 16, Fort Benning, GA  31905 or fax to 706-545-4930.  NOTE:  Requests for Proposals (RFPs) and Requests for Quotations (RFQs) are not publicly opened; therefore, “abstracts” for these types of solicitations are not available to the public. 

19.  HOW WOULD A VENDOR KNOW IF A REQUESTED ITEM IS AUTHORIZED FOR PURCHASE BY FORT BENNING?

ANSWER:  The Directorate of Contracting uses several methods for simplified purchases (those under $100,000) and only certain individuals are authorized to 

purchase items for the Government.  Whenever someone calls or writes to order 

an item, it is always your responsibility to ensure that the person has the authority to buy items for the Government.  There are two things you can do to obtain verification that the purchase is authorized:  (1) ask for a purchase order number (it will always begin with DABK03); or (2) ask for his/her Government VISA purchase (credit) card number.  If the individual who contacted you cannot provide either one of the above, you MUST refuse to honor the order.

20.  WHAT HAPPENS IF I DO HONOR AN UNAUTHORIZED PURCHASE?

ANSWER:  Normally, it takes several months for an unauthorized commitment (purchase) to come to the attention of the Directorate of Contracting.  Once this office is notified, we will initiate a “ratification” process whereby the Government takes steps to pay the vendor’s claim.  You will be asked to provide proof of purchase, delivery, and information on why you accepted the order.  Once the ratification process has begun, it can take 3 months or more to receive payment of your claim.  Our best advice to every vendor is to verify the authority of the individual who is placing the order with your company (ask for a purchase order or purchase (credit) card number), thereby avoiding a lengthy ratification process.

21.  I HAVE BEEN HEARING A LOT ABOUT FORT BENNING USING PURCHASE (CREDIT) CARDS TO MAKE ITS PURCHASES.  WHAT IS THIS PROGRAM ALL ABOUT?

ANSWER:  The DOD requires the use of the Government Purchase Card VISA Credit Card for all “micropurchases”.  Micropurchases include supplies, services, and subsistence procurements at or below $2,500 and construction projects at or below $2,000.  Individuals on the Fort Benning and in other areas supported by Fort Benning have been appointed as “buyers” for these purchases and have been issued VISA purchase cards.  This means that if an activity has a requirement to make these types of purchases, he/she will either place a phone call to the vendor of his/her choice or visit the vendor’s place of business to order the item(s).  The vendor will be asked if he accepts a VISA purchase card.  If not, the buyer may go elsewhere to make his/her purchase.  More information on this program can be obtained from the Directorate of Contracting by calling 706-545-5243.  (NOTE:  See Appendix C for a complete overview of the program and answers to frequently asked questions from merchants.) 

22.  I HAVE HEARD THAT FORT BENNING IS AN “OPEN” POST.  WHAT DOES THIS MEAN?

ANSWER:  Following events of 9/11/01, Fort Benning has installed Security Access Points at every open entry to Fort Benning.  Any visitor must present a current driver’s license at the point of entry.  Currently, commercial and non-commercial vehicles are not restricted as to which access road they use to enter Fort Benning.  However, in the near future, access may be restricted to specific roads when new access facilities with card readers have been constructed and become operational. 

23.  MAY I PERFORM A DEMONSTRATION OF MY PRODUCT OR SERVICE FOR POTENTIAL CUSTOMERS AT FORT DRUM?

ANSWER:  Yes.  You may contact the unit you think most likely to use your product or service.   If they are receptive to supporting a demonstration provided by you, they will recommend that a Vendor Demonstration Agreement be processed.  This form can be found on the DOC Homepage under the "Forms" icon.  Please be aware that a demonstration is not a guarantee to purchase your product or service, and the Government is not liable for loss or damage occurring during the demonstration.

24.  MAY I CONDUCT A “TRADE FAIR” AT FORT BENNING?

ANSWER:  The Directorate of Contracting does not sponsor trade fairs.

25.  IF I RECEIVE A CONTRACT AT FORT BENNING, DO I HAVE TO PAY MY EMPLOYEES “FEDERAL” WAGE RATES?

ANSWER:  All contracts over $2,000 for construction and over $2,500 for services awarded by Federal government agencies contain wage rates.  The contractor must pay the minimum hourly rate and fringe benefits specified in the contract for the locality in which the work will be performed.

26.  I HAVE HEARD THAT THE SMALL BUSINESS ADMINISTRATION (SBA) HAS A DATABASE CALLED “PRO-NET”.  WHAT IS IT AND HOW DO I ACCESS IT?

ANSWER:  It is an electronic search engine for information on more than 195,000 small, disadvantaged, 8(a), HUBZone, women-owned, service disables, veteran, and Vietnam veteran owned small businesses.  It is open to all small firms seeking federal, state, and private contracts.  Businesses on the system are responsible for updating their profiles and keeping information current.  

Companies with home pages can link their web site to their PRO-Net profile.  PRO-Net provides access and is linked to the Commerce Business Daily (CBD), agency home pages, and other sources of procurement opportunities.  PRO-Net is available at http://pro-net.sba.gov.




27.  WHAT IS “SUB-NET”?  HOW DO I ACCESS IT?

ANSWER:  Prime contractors use SUB-Net to post subcontracting opportunities.  These may or may not be reserved for small business, and they may include either solicitations or other notices – for example, notices of sources sought for teaming partners and subcontractors on future contracts.  Small businesses can view this website to identify opportunities in their areas of expertise.  SUB-Net is available at http://web.sba.gov/subnet

28.  WHAT IS THE HUBZONE EMPOWERMENT CONTRACTING PROGRAM?

ANSWER:  It is an initiative designed to stimulate economic development by providing federal contracting opportunities to small businesses located in eligible areas.  A HUBZone is a “historically” underutilized business zone.  It is a “place-based” federal contracting program serving new market communities with low income or high unemployment.  The program provides both prime contract and subcontract benefits.  Companies must be certified by the Small Business 

Administration (SBA) to participate in the program.  At the HUBZone website (http://sba.gov/hubzone), you can quickly determine whether your firm is located in a qualified HUBZone, and you can apply for participation in this program.

29.  WHAT IS THE 8(a) BUSINESS DEVELOPMENT PROGRAM?  HOW CAN I GET INVOLVED?

ANSWER:  Section 8(a) of the Small Business Act established a program that authorizes the Small Business Administration (SBA) to enter into all types of contracts with other agencies and to choose subcontractors eligible for program participation to perform the contracts.  The SBA’s subcontractors are referred to as “8(a) contractors” (who are small disadvantaged businesses).  Selecting businesses for the 8(a) Business Development Program is the responsibility of the SBA.  In order for your business to participate in the 8(a) Business Development Program you must contact your regional SBA Office at http://www.sba.gov or go to the Section 8(a) Business Development Program website at http://www.sba.gov/8abd.  
  
30.  WHAT IS THE SMALL BUSINESS DEVELOPMENT CENTER (SBDC) PROGRAM?


ANSWER:  The Small Business Administration administers the Small Business Development Center Program to provide management assistance to current and prospective small business owners.  SBDCs offer one-stop assistance to small businesses by providing a wide variety of information and guidance in easily accessible branch locations.  SBDC assistance is tailored to the local community and the needs of the individual clients.  This program is designed to deliver up-to-date counseling, training, and technical assistance in all aspects of small business management.  SBDC services include, but are not limited to, assisting small businesses with financial, marketing, production, organization, engineering, and technical problems and feasibility studies.  To locate the Small Business Development Center in your area, go to http://www.sba.gov/sbdc.  The Small Business Development Center that is nearest to Fort Benning is located at University of GA Business Outreach Office, 1030 First Avenue, Columbus, GA  31901-2402, phone 706-649-7433.

31.  WHAT IS THE FEDERAL CONTRACTOR PROGRAM?

ANSWER:  Under Title 38 of the U.S. Code, any contractor or subcontractor with a contract of $25,000 or more with the Federal Government must take affirmative action to hire and promote qualified Special Disabled Veterans, Veterans of the Vietnam-era and any other Veterans who served on active duty during a war or in a campaign or expedition for which a campaign badge has been authorized.

32.  WHAT DO I NEED TO DO TO COMPLY WITH THE FEDERAL CONTRACTOR JOB LISTING PROGRAM?

ANSWER:  If you are a contractor or subcontractor with a contract of $25,000 or more and have openings for jobs other than top management positions, you must list them with the nearest State Employment Service office.  For vacancies on Fort Benning, job openings may be listed with the Georgia State Department of Labor at 700 Veterans Parkway, Columbus, GA 31901,  by calling 706-6491141.

33.  WHAT HAPPENS AFTER A JOB IS LISTED WITH THE STATE EMPLOYMENT SERVICE?

ANSWER:  Department of Labor Veterans Representatives search for qualified veterans (including Special Disabled Veterans, Vietnam-era Veterans, and any other Veterans who service on active during a war or campaign or expedition for which a campaign badge has been authorized) who have exactly the skills and experience the contractor specifies.  These veterans are referred to the contractor per the contractor’s referral instructions.  Contractors are not required to hire those who are referred but must have affirmative action plans.

34.  WHAT ARE THE ADVANTAGES OF LISTING MY JOBS WITH THE GEORGIA STATE DEPARTMENT OF LABOR?

ANSWER:  Listing jobs with the New York State Department of Labor can help you meet your affirmative action and equal employment opportunity obligations.  You also have trained professionals at the Department of Labor working for you to find workers with exactly the skills you need.  There is no charge for listing a job opening with the Department of Labor.

35.  WHERE CAN I GET FURTHER INFORMATION REGARDING THE REQUIREMENTS OF THE FEDERAL CONTRACTOR PROGRAM?

ANSWER:  For other requirements, including the VETS-100 Report, and for a complete description of the Federal Contractor Program, visit the U.S. Department of Labor website at http://www.dol.gov/vets/contractor, the Georgia DOL at www.dol.state.ga.us or call the Veterans Representative at the Georgia State Department of Labor in Atlanta, GA, at 404-656-3011 or Columbus, GA, at 706-649-1141. 

36.  HOW DO I GET ON THE GENERAL SERVICES ADMINISTRATION (GSA) SCHEDULE OR BECOME A GSA VENDOR?

ANSWER:  Go to the following website and follow directions contained in the guides:  http://apps.fss.gsa.gov/contractorguide.

37.  HOW DO I BECOME A SUPPLIER TO THE DEFENSE COMMISSARY AGENCY (DeCA)?

ANSWER:  You may contact one of their small business specialists, a region buyer, your local commissary officer (at Fort Benning), or their small business office.  Website is www.commissaries.com/business.htm.  Fort Benning Commissary Website is www.commissaries.com/stores/html/store.cfm/dodaac-hqcsjw.


Fort Benning Commissary is located at Bldg 8150, Marne Road


Phone:  706-544-3965

38.  
HOW DO I CONTACT OTHER AGENCIES TO SELL THEM MY ITEMS/SERVICES?

ANSWER:   The Department of Defense has a booklet entitled “Selling to the Military” which contains addresses and phone numbers of various Government agencies who are ready to do business with competent firms that supply the products or services they need.  This booklet can be obtained by contacting the U.S. Government Printing Office on the Internet at http://www.access.gpo.gov or call 1-866-512-1800 or you can download a copy (free of charge) by accessing the website http://www.acq.osd.mil/sadbu/publications/index.htm.  The booklet may also be available at a library near you.  You may also access the FedBizOpps website at http://www.fedbizopps.gov or the Army Single Face to Industry (ASFI) website at http://acquisition.army.mil for additional information on procurement opportunities with other agencies.

39.  I HAVE HEARD ABOUT A “JOB ORDER CONTRACT” AT FORT BENNING.  WHAT IS IT AND HOW CAN I BECOME A CONTRACTOR?

ANSWER:  The latest “job order contract” for construction requirements was awarded in 2002 to four 8(a) firms.  It is a Basic Ordering Agreement (BOA) that contains numerous line items of many different types of construction work (i.e., electrical, sheetrock, painting, wallpapering, flooring, earthwork, environmental, plumbing/HVAC, and general construction).  Whenever the Government determines that it has a construction requirement that can be performed under this contract, it obtains a proposal from the four vendors and accepts the lowest, technical acceptable to do the work.  For information on how to participate in this contract, contact the Contracting Officer at 706-545-0357.
40.  DOES FORT BENNING OFFER ANY OTHER SUBCONTRACTING OPPORTUNITIES?  

ANSWER:  Fort Benning recently awarded a major A76 contract for its public works and logistics base operations to SHAW Infrastructure.  Much of the work under this contract can be performed by Subcontract.  If interested, you should contact the Contracting Officer at 706-545-2430 to obtain the name and phone number for the contractor's project managers.  

41.  IS THE DIRECTORATE OF CONTRACTING THE ONLY PROCURING AGENCY FOR CONSTRUCTION OR SERVICE CONTRACTS ON FORT BENNING?

ANSWER:  No.  Certain construction projects are approved and funded by Congress under Military Construction Appropriations Acts; these projects are procured by the Army Corps of Engineers, Savannah, GA.  The Corps of Engineers has an office on Fort Benning located in Building 6, Room 207 and may be contacted at (706) 545-2100.  Also, some service contracts may be procured by Fort McPherson utilizing regionalized solicitations.  Some examples of regionalized procurements the Army Oil Analysis Laboratory, laundry services, and rental of port-a-johns.  Procurement notices for these projects will be published on the FedBizOpps and/or the ASFI website.

42.  IF I AM A SUBCONTRACTOR OR SUPPLIER FOR A CONTRACTOR WHO IS WORKING ON A FORT BENNING PROJECT AWARDED BY THE DIRECTORATE OF CONTRACTING AND THE CONTRACTOR FAILS TO PAY ME FOR MY SUPPLIES/SERVICES, WHAT SHOULD I DO TO OBTAIN PAYMENT?

ANSWER:  First, you should contact the contractor to request payment.  If this fails, you may contact the Directorate of Contracting at (706) 545-8747 for assistance in obtaining payment.  You should have available the prime contractor’s name, address, telephone number and Government contract number.


43.  AFTER I HAVE DELIVERED THE SUPPLIES OR PERFORMED THE SERVICES UNDER MY CONTRACT, HOW SOON MAY I EXPECT PAYMENT?

ANSWER:  All contract payments are processed in accordance with the Prompt Payment Act within a specified number of days.  Construction contract payments are due 14 days from the receipt of a proper invoice at the “invoice to” address on your contract.  Service and supply contract payments and final payments for construction contracts are due 30 days from receipt of a proper invoice.  A “proper invoice” is defined as one that contains the name and address of contractor, the contract line item that is being invoiced and a description of the supplies/services, an invoice number, the date the invoice is prepared, unit price, total price, contract number, and delivery order number if applicable.  Payments processed through Defense Finance & Accounting Service (DFAS)-Orlando are paid on the exact day they are due or after.  Late payments receive interest at the current treasury rate.  All payments from the Federal Government will be made by electronic funds transfer (EFT).  (NOTE:  These procedures do not apply to purchases made with the Government purchase (credit) card.)

44.  IS THE FORT BENNING DIRECTORATE OF CONTRACTING CURRENTLY USING ITS PURCHASE (CREDIT) CARD AS A PAYMENT VEHICLE?
ANSWER:  Yes, payment by purchase card is authorized under a few select contracts.   There is a bank fee for this service and contractors are encouraged to shop around for lower fees and insure this is included in their contract prices.  After contract award you may request to receive payment by purchase card, at no additional cost to the contract.  ADVANTAGE:   It is a faster payment method whereby money is deposited in your account 2 to 3 days from the date the (credit card) charge is processed through the Government’s bank.
45.  HOW DO I INQUIRE ABOUT PAYMENTS?

ANSWER:  Defense Finance & Accounting Service maintains a Vendor Pay Inquiry System (VPIS) for the convenience of contractors doing business with the Department of Defense (DoD).  It interactively provides information on invoices submitted against DoD contracts and any payments made within the last 30 days.  You can query VPIS by contract number to research the status of a recently filed invoice and determine when payment will be issued or if something is lacking for payment processing.   The web site address for VPIS is http://www.dfas.mil/money/vendor.  If you have a question regarding a payment made more than 30 days ago, contact Defense Finance & Accounting Service (Orlando) at 1-800-950-9784 or this office at (315) 772-5441/6514.  

Unsatisfactory:  Performance did not meet most contractual requirements.  
46.  WHAT IS “PARTNERING”?

ANSWER:  Partnering is a unique method of Alternate Disputes Resolution (ADR) in that it is the only technique that focuses on dispute avoidance.  It is strictly voluntary and is outside the contract terms and conditions.  It works best on long-term construction and/or service contracts; however, partnering can be accomplished to some degree on most contracts.  Partnering can be formal or informal and can begin in the solicitation phase or be initiated after the contract award.  Ultimately, it establishes a relationship between the parties to work out their problems as they arise during contract performance and develops positive and mutually beneficial relationships by creating a climate characterized by trust and cooperation.

47.  WHAT IS THE NONAPPROPRIATED FUND (NAF) PROCUREMENT OFFICE?  WHERE IS IT LOCATED?  HOW DO I CONTACT THEM?  

ANSWER:  The NAF Procurement Office is independent of the Directorate of Contracting and supports the following NAF activities:  Installation Club System (food, equipment, entertainment, and vending and amusement machines); Community Recreation Division (supplies and equipment for bowling center, physical fitness center, outdoor recreation, arts and crafts, automotive shop, etc.); veterinary clinic (medical supplies and equipment); Army Community Services (supplies and equipment); and Billeting (uniforms, linens, small appliances, and furniture).  The point of contact is Directorate of Community Activities, NAF Procurement Office, BLDG 2783, Fort Benning, GA 31905, telephone: (706) 687-8021/8239 or fax (706) 685-0883.  

48.  HOW DO I SUBMIT COMMENTS ABOUT THE CUSTOMER SERVICE THAT I RECEIVED FROM YOUR OFFICE?

ANSWER:   Fort Benning just recently implemented an Interactive Customer Evaluation program that is a web-based customer feedback system addressing concerns in Installation service.  Go to http://ice.disa.mil.  Click on “Fort Benning” then select “Acquisition” from the category list.  Click on the info column to see service provider information such as hours of operation, phone numbers, and upcoming events.  Click on the service provider list to fill out a comment card and send it to the Directorate of Contracting’s service manager.

APPENDIX A

QUICK REFERENCES

INTERNET ADDRESSES:

http://www.benning.army.mil/doc
Fort Benning Directorate of Contracting Home Page.

http://www.ccr.gov
Central Contractor Registration – REQUIRED to receive a Federal contract

http://www.dnb.com

Dun & Bradstreet website for obtaining a DUNS number

http://cbdnet.access.gpo.gov
Commerce Business Daily website for reviewing synopses of procurement actions

http://www.fedbizopps.gov
General Services Administration (GSA) Federal Business Opportunities website that has become the mandatory government-wide point of entry for procurement notices, effective October 1, 2001

http://acquisition.army.mil
Army Single Face to Industry (ASFI) website containing comprehensive procurement information for the Department of the Army as well as links to other departments and agencies

http://www.monmouth.army.mil/aewpages/vCcecom.html

Links to Communications & Electronics Command (CECOM) acquisition information

http://www.narmc.amedd.army.mil/contracting
Army Medical Command acquisition information

http://www.commissaries.com/business.htm
Defense Commissary Agency business opportunities

http://contracting.tacom.army.mil
U.S. Army Tank-Automotive & Armaments Command contracting opportunities

http://www.smdc.army.mil/Contracts/Contracts.html
Space & Strategic Defense Command business opportunities

www.arnet.gov/AcqOpp/AcqSites.html
Information about opportunities to buy and sell  

http://www.census.gov/epcd/www/naics.html
Information on NAICS codes

http://web.sba.gov/subnet
U.S. Small Business Administration’s Subcontracting Network

http://pro-net.sba.gov
U.S. Small Business Administration’s Procurement Marketing and Access Network, an electronic gateway of procurement information for and about small businesses

https://www.sba.gov/hubzone
Find out if your firm is located in a qualified Historically Underutilized Business Zone (HUBZone)

http://www.sba.gov and http://www.sba.gov/8abd

U.S. Small Business Administration’s website for information on the 8(a) Program

http://hydra.gsa.gov/regions
A complete listing of all of GSA’s Small Business Centers

http://www.dfas.mil/money/vendor
Defense Finance & Accounting Service’s Vendor Pay Inquiry System

http://firstgov.gov
Government portal to 47 million pages of Government information, services and on-line transactions

CONTACTS:

ACA-SR Directorate of Contracting

Bldg 6, Room 250 Meloy Hall

Fort Benning, GA  31905

--Purchase Card Program Information:  706-545-5243

--Small Business Advisor: 706-545-0355

Central Contractor Registration Assistance Center

74 Washington Street, Suite 7, Battle Creek, MI  49017-3084

Telephone:  (888) 227-2423 or (616) 961-4725; Fax:  (616) 961-7243

Dun and Bradstreet


Telephone:  (800) 333-0505 

Fort Benning FOIA Officer

Directorate of Information Management, ATTN:  FOIA Officer, Bldg 16, Fort Benning, GA 31905


Telephone:  (706) 545-5356 or Fax:  (706-545-4930

Defense Commissary Agency (DeCA)

DeCA Headquarters, Fort Lee, VA


Telephone:  (804) 734-9947/9765

Fort Benning Commissary


Telephone:  (706) 544-3965

Government Printing Office


Telephone:  1-866-512-1800

Army Corps of Engineers Fort Benning Resident Office

Bldg 6, Room 412, Fort Benning, GA  31905


Telephone:  (706-545-3138

Defense Finance & Accounting Service (Orlando)


Telephone:  (800) 950-9784

Directorate of Community Activities, NAF Procurement Office

Bldg 2783, Fort Benning, GA  31905


Telephone:  (706) 687-8239/8021


Fax:  (706) 685-0883

APPENDIX B

GOVERNMENT PURCHASE CARD (GPC) PROGRAM

OVERVIEW

1. The Government purchase card (GPC) VISA card is similar in nature to a commercial credit card.  Use of the card is intended to streamline purchasing and payment procedures and reduce administrative costs for merchants and the Government.

2. GPC VISA cardholders can only purchase from merchants that accept VISA.  Merchants that are not set up as VISA merchants can contact any financial institution of their choice to sign up to accept VISA credit card charges.  VISA regulations prohibit merchants from processing VISA charges through another merchant.

3. Cardholders are required to check the Government’s supply system and purchase supplies from mandatory sources (i.e., National Industries for the Severely Handicapped (NISH), National Industries for the Blind (NIB), and Federal Prison Industries (FPI)) prior to obtaining supplies commercially with the GPC VISA credit card.

4. Fort Benning purchase cardholders not assigned to the Directorate of Contracting are authorized to purchase supplies and services applying “micropurchase” procedures.  “Micropurchase” is defined as an acquisition of supplies and services (except construction), the aggregate amount of which does not exceed $2,500.  “Micropurchase” for construction is limited to $2,000.

5. A cardholder is bound by laws and regulations governing “micropurchase” procedures that mandate cardholders are not authorized to “split” purchases over $2,500 to stay below the “micropurchase” threshold of $2,500 (e.g., processing two purchases at $1,300 each to purchase $2,600 of supplies/services.)  Likewise, merchants should not violate the law by processing charges to split a purchase over $2,500 in separate charges.

6. The GPC VISA card is embossed with the cardholder’s name and cannot be used by any other individual(s).

7. When quoting prices to a cardholder, merchants are required to give the cardholder a firm-fixed total price (including shipping if applicable) for supplies/services.  Cardholders will not be charged any State taxes for Government purchases.

8. VISA regulations require merchants to obtain authorization for card transactions via telephone or direct communication link to the VISA authorization network.  This protects the merchant as well as the Government from unauthorized transactions.

9. Merchants shall not reimburse cash upon return of merchandise.  The merchant is advised to credit the cardholder’s account immediately.  No cash shall be given for any credit card transaction.  No credits toward future purchases are authorized.

10.   The GPC VISA card shall not be used for the following:  cash advances (not permitted under ANY circumstances); rental or lease of land or buildings; and telecommunication (telephone) services.

11.  All purchases processed with the GPC VISA credit card are tax exempt from State and local taxes.  The phrase “U.S. Government Tax Exempt” is printed on the front of each credit card.  

12.   VISA regulations prohibit merchants from adding a fee to VISA credit card transactions.  Merchants should consider the VISA fee as they would any overhead expenditure.

13.   A cardholder’s purchase card number must not appear on the outside of the shipping container.  A merchant can request the cardholder provide a call number to reference the order.

14.   Cardholders are required by laws and regulations to rotate commercial merchants.  Mandatory sources (i.e., National Industries for the Blind (NIB), etc.) do not require rotation.

15.   Any questions regarding the Government Purchase Card Program at Fort Benning should be directed to the Directorate of Contracting Purchase Card Coordinator (706) 545-5243.

FREQUENTLY ASKED QUESTIONS

 GOVERNMENT PURCHASE CARD PROGRAM

QUESTION 1:  WHAT TYPE OF CREDIT CARD DOES THE GOVERNMENT USE?

ANSWER:  The Government uses a commercial VISA purchase card that can be accepted by any merchant that accepts VISA.  A purchase card is different from a credit card in that the entire bill is paid monthly and no charges are carried over from month to month.  

QUESTION 2:  I DO NOT ACCEPT VISA, BUT THE BUSINESS NEXT DOOR TO MINE ACCEPTS VISA.  CAN I RUN MY CHARGES THROUGH THEIR BUSINESS?

ANSWER:  No.  It is against VISA regulations to charge through another merchant other than the merchant providing the supplies/services.  

QUESTION 3:  I AM A MERCHANT THAT PRESENTLY DOES NOT ACCEPT VISA.  HOW DO I GET STARTED?

ANSWER:  Contact any financial institution of your choice and inform them you would like to start participating as a merchant that accepts VISA as a method of payment.

QUESTION 4:  I CONTACTED MY BANK AND THEY WANT TO CHARGE ME A FEE TO ACCEPT VISA AS A METHOD OF PAYMENT.  CAN I PASS THIS CHARGE ON TO THE GOVERNMENT?

ANSWER:  VISA regulations prohibit a merchant from charging credit cardholders, government or non-government, a fee to process credit card charges.  A merchant would need to consider this fee as they would any overhead charges.

QUESTION 5:  I CONSIDER THE FEE MY BANK WANTS TO CHARGE ME AS TOO HIGH?  WHAT SHOULD I DO?

ANSWER:  You can shop around and check the fees of other financial institutions to see if you can obtain a preferred rate.

QUESTION 6:  I ACCEPT MASTERCARD.  DO I HAVE TO SWITCH TO VISA?

ANSWER:  The Department of the Army VISA credit cardholders can only process credit card charges with merchants that accept VISA.

QUESTION 7:  WHAT IS THE MAXIMUM DELIVERY TIME FRAME FOR CREDIT CARD PURCHASES?

ANSWER:  30 days.

QUESTION 8:  A CARDHOLDER CHARGED SOME ITEMS THAT EXCEEDED THE CARDHOLDER’S SINGLE PURCHASE LIMIT.  CAN I CHARGE THESE ITEMS WITH TWO SEPARATE TRANSACTIONS?

ANSWER:  No.  A cardholder’s single purchase limit is the maximum amount the cardholder can spend on one single purchase.  This can be one item or several items whose total does not exceed the cardholder’s single purchase limit.

QUESTION 9:  CAN I CHARGE SHIPPING CHARGES TO THE CARDHOLDER?

ANSWER:  Yes, if applicable; however, the total amount of items and shipping charges cannot exceed the cardholder’s single purchase limit, and you are required to inform the cardholder at the time of the order that your price includes shipping.  (NOTE:  You cannot have the shipping company charge the cardholder.  The complete charge order must be charged through the merchant; no second or third party charges.)

QUESTION 10:  I CAN DELIVER FOUR OF THE SIX ITEMS THE CARDHOLDER ORDERED TODAY.  CAN I CHARGE THE CARDHOLDER’S ACCOUNT TODAY FOR THE FOUR ITEMS AND CHARGE THE CARDHOLDER’S ACCOUNT TOMORROW WHEN I DELIVER THE REMAINDER OF THE ITEMS?

ANSWER:  Merchants should not charge the cardholder’s account until all items and/or services have been rendered to complete the order.

QUESTION 11:  HOW DO I GET PAID FOR VISA CHARGES?

ANSWER:  You will get paid by the financial institution through which you have your VISA account set up.  You need to check with your financial institution, but the average merchant accounts are credited within 48 hours of the purchase.

QUESTION 12:  DO ALL GOVERNMENT PERSONNEL POSSESS A CREDIT CARD?

ANSWER:  No.  Merchants should question the individual placing the order to determine if he/she is a VISA cardholder.  The cardholder is the ONLY individual authorized to charge on the credit card.

QUESTION 13:  CAN MERCHANTS GIVE PRICE QUOTES TO INDIVIDUALS WHO ARE NOT CARDHOLDERS?

ANSWER:  Yes.  A merchant can give price quotes to anyone; however, the merchant cannot accept an order, deliver the goods, or charge a credit cardholder’s account unless the merchant has direct contact with cardholder.  No second or third party agreements are allowed.

QUESTION 14:  IF I HAVE A PROBLEM THAT I CANNOT RESOLVE WITH THE CARDHOLDER OR I NEED ADDITIONAL INFORMATION ABOUT THE CREDIT CARD PROGRAM, WHO CAN I CONTACT?

ANSWER:  You can contact the DOC Purchase Card Coordinator at 706-545-5243.











































