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5 February 2003

To: Prospective Vendors

FROM: 460 CONS/ LGCM


320 B. Beaver Creek St., (MS 84)


BUCKLEY AFB, CO 80011-9509

SUBJ: "Getting Started in Federal Government Contracting – How To Do Business


With Buckley AFB"

Our goal is to introduce you to the 460th Contracting Squadron, and provide information about how to do business with Buckley Air Force Base.

Our mission at the 460th Contracting Squadron is to provide quality acquisition support for Buckley AFB.

We appreciate your interest in doing business with Buckley AFB, and welcome the opportunity to meet you.  If you would like to present your company's capabilities and speak with our staff, call me at 303-677-6745, or e-mail me at 460cons.sba@buckley.af.mil  to make an appointment.

Small Business Specialist/ 








460 CONS/LGCM
THE CONTRACTING OFFICE
The purpose of this section is to provide Small Businesses with a better understanding how the 460th Contracting Squadron solicits, evaluates, and awards contracts at Buckley Air Force Base.

The 460th Contracting office functions include researching the market, initiating solicitations, evaluating proposals, investigating contractors, awarding contracts, providing complete “cradle to grave” contact administration, processing payments, interpreting policy, and providing guidance for procedures in accordance with Federal Acquisition Regulations.

Most contracting actions are competitive negotiated procurements.  The majority of our contracting actions are competed using Best Value and Price Performance Trade Off  (PPTO).  Our goal is to award contracts without discussions where feasible.

In addition, the 460th Contracting Squadron awards and administers several long-term contracts.  These usually have a base year with additional option years.  These contracting actions include roofing, fencing, painting, paving, asbestos abatement, and Architectural and Engineering requirements. These type of requirements can be viewed and accessed at the Long Range Acquisition Estimate website www.selltoairforce.org.

SECTION I

INTRODUCTION & SBA (SMALL BUSINESS ADMINISTRATION) INFO

MISSION OF THE U.S. SMALL BUSINESS ADMINISTRATION
The U.S. Small Business Administration (SBA) created by Congress 1953, provides financial, technical and management assistance to help Americans start, run, and grow their businesses.  With a portfolio of business loans, loan guarantees and disaster loans worth more than $45 billion, in addition to a venture capital portfolio of $13 billion, SBA is the nation's largest single financial backer of small businesses.  Last year, the SBA offered management and technical assistance to more than one million small business owners.  Today, SBA's program offices in every state offer financing, training and advocacy for small firms.  SBA offices in every state, the District of Columbia, the Virgin Islands and Puerto Rico, deliver these programs.  In addition, the SBA works with thousands of lending, educational and training institutions nationwide. You can find the Denver Region office’s web page at: http://www.sba.gov/co
WHY ARE SMALL BUSINESSES IMPORTANT?
Small businesses are the backbone of the American economy.  They create two of every three new jobs, produce 39% of the gross national product, and invent more than half the nation's technological innovation.  Our 20 million small companies provide dynamic opportunities for all Americans.

CAN SBA HELP ME?
If your business is independently owned and operated, not dominant within its field, and falls within size standards met by the SBA, the SBA can help you.

CERTIFICATION(s) or QUALIFICTION(s) REQUIREMENTS
As a Small Business: To qualify as small business… a business concern eligible for assistance from SBA as a small business is one that is organized for profit, with a place of business located in the United States.  It must operate primarily within the United States or make a significant contribution to the U.S. economy through payment of taxes or use of American products, materials or labor.  Together with its affiliates, it must meet the numerical size standards as defined in the Small Business Size Regulations, 13 CFR 121.  See our Size Standards home page or go to our Quick Lookup based on your business type or North American Industry Classification System (NAICS) code. 

8(a): The applicant firm must be a small business, must be unconditionally owned and controlled by one or more socially and economically disadvantaged individuals who are of good character and citizens of the United States, and must demonstrate potential for success. See 8(a) FAQs or visit the 8(a) Business Development home page at http://www.sba.gov/8abd/.

8(a) Mentor - Protégé Program: How does a firm enter the program? Mentor and protégé firms enter into an SBA-approved written agreement outlining the protégé’s needs and describing the assistance the mentor has committed to providing. The protégé’s servicing district office evaluates the agreement according to the provisions contained in 13 CFR 124.520. SBA conducts annual reviews to determine the success of the mentor-protégé relationship. 

HUBZone

To participate in the HUBZone Empowerment Contracting Program, a concern must be determined to be a "qualified HUBZone small business concern." A firm can be found to be a qualified HUBZone concern, if: 

1.It is small, 

2.It is located in a "historically underutilized business zone" (HUBZone) 

3.It is owned and controlled by one or more U.S. Citizens, and 

4.At least 35% of its employees reside in a HUBZone. 

Ref: Federal Acquisition Regulation (FAR) 19 (http://www.arnet.gov/far/loadmainre.html, go to part 19.001, 19.304.)

For additional information, visit the HUBZone home page at: https://eweb1.sba.gov/hubzone/internet/
SDB: There are several different applications for various business legal structures. Each legal structure has its own application page.  For more complete information visit the SDB home page at: http://www.sba.gov/sdb/
ABOUT SMALL DISADVANTAGED BUSINESS (SDB) CERTIFICATION AND ELIGIBILITY
SBA's minority development programs are intended to help small businesses be successful for the future.  Companies like yours, just starting or in a growth stage, can benefit from the wide-range services we offer—support for government contractors, access to capital, management and technical assistance, and export assistance—just to name a few.

We accomplish our goal by building community-based small businesses, which in turn revitalizes neighborhoods, creates jobs, and encourages economic growth.  SBA uses a number of assistance intervention tools, ranging from contract support to low-interest loans for site acquisition, construction, and the purchase of new or upgraded equipment. 

The SBA administers two particular business assistance programs for small disadvantaged businesses (SDBs).  These programs are the 8(a) Business Development Program and the Small Disadvantaged Business Certification Program.  While the 8(a) Program offers a broad scope of assistance to socially and economically disadvantaged firms, SDB certification strictly pertains to benefits in federal procurement.  8(a) firms automatically qualify for SDB certification.

SBA has become, in effect, the gateway to opportunity for small contractors and subcontractors.  We are also directing the new HUBZone Empowerment Contracting Program that allows small firms located in many urban or rural areas to qualify for sole-source and other types of federal contract benefits.  HUBZone stands for "historically underutilized business zone."  Our task is to teach 8(a) and other small companies how to compete in the federal contracting arena and how to take advantage of greater subcontracting opportunities available from large firms as the result of public-private partnerships. 

Under new federal procurement regulations, the SBA certifies SDBs for participation in federal procurements aimed at overcoming the effects of discrimination. The Clinton Administration developed the new rules as part of its effort to "mend, not end, affirmative action programs."  The new guidelines are designed to ensure that benefits used in the federal procurement program are fair and effective, and conform to the U.S. Supreme Court’s 1995 Adarand court decision.

SBA certifies small businesses that meet specific social, economic, ownership, and control eligibility criteria.  Once certified, the firm is added to an on-line registry of SDB-certified firms maintained in PRO-Net. Certified firms remain on the list for three years.  Contracting officers and large business prime contractors may search this on-line registry for potential suppliers.  (http://pro-net.sba.gov/)

Ref: FAR 19.2 at http://www.arnet.gov/far/loadmainre.html; go to part 19.2.

You can contact Buckley Air Force Base’s Small Business representative at 303-677-6745.

Benefits of SDB Certification
In addition, effective January 1, 1999, negotiated contracts where SDB participation is an evaluation factor can provide monetary incentives for prime contractors that meet specified targets for SDB subcontracting in the SIC major groups. 

Eligibility Requirements Qualifications for the program are similar to those for the 8(a) Business Development Program.  A small business must be at least 51% owned and controlled by a socially and economically disadvantaged individual or individuals.  African Americans, Hispanic Americans, Asian Pacific Americans, Subcontinent Asian Americans, and Native Americans are presumed to qualify.  Other individuals can qualify if they show by a " preponderance of the evidence" that they are disadvantaged.  All individuals must have a net worth of less than $750,000, excluding the equity of the business and primary residence.  Successful applicants must also meet applicable size standards for small businesses in their industry.

Applying for SDB Certification
The SBA must certify small businesses wanting to take advantage of the SDB Program.  You can apply to the SDB Program by contacting any SBA district office. 

Tips on Marketing to the Federal Government

Once certified by the SBA you will need to market your firm. Marketing to the government requires essentially the same skills and techniques that are necessary for effective marketing to the private sector.  Some of the questions you will need to answer in developing your marketing strategy, include the following: 

· Does the government use the product or service that I provide? 

· If so, where is this product or service needed? 

· Will my product or service provide a unique resource that the government would use if it became aware of what I can offer? 

· How do I find the opportunities? 

· How can I effectively compete with other businesses? 

A wide range of resources are available to assist you answer these questions.  To take advantage of the annual $200 billion government market for private sector goods and services, small businesses need to understand basic government programs that can benefit them—and know where to look for these opportunities. 

The Commerce Business Daily and CBDNet

Proposed procurement actions expected to exceed the sole-source 8(a) award requirements threshold, designated as SDB-eligible, or are over $25,000 are published in the US Department of Commerce’s Commerce Business Daily (CBD).  The CBD may be obtained from the Government Printing Office (GPO), SBA Small Business Development Centers (SBDC), or the CBD.

Many agencies publish their requirements on their own home pages.  Agency websites can be useful to small businesses that supply regionally and locally.  The Small Business Act requires that agencies annually publish a list of their requirements for upcoming fiscal year.  These listings may be accessed through individual agency websites or the SBA website.

Finding Potential Customers

Contact the Office of Small Disadvantaged Business Utilization (OSDBU) of the agency you wish to do business with.  The staff can provide you with a directory of agency buying locations and advise you on the types of goods and services that the agency regularly purchases. Many agencies promote outreach programs and offer "how to" publications that provide assistance in understanding their procurement programs.  Register in PRO-Net, an SBA database of small business contractors and their areas of business.  Agency contracting officers and prime contractors search the database to find small business sources and subcontractors. Firms can easily register from the SBA website. 

Register in the US Department of Defense’s Central Contractor Register (CCR) through the Internet.  Some agency purchasing offices maintain source lists for the goods and services that they buy.  Wherever possible, arrange marketing visits to agency project and program personnel.  Provide catalogues and brochures to key personnel within the agencies.  Participate in agency market research by attending pre-solicitation conferences.  Many federal agencies hold small business fairs that emphasize how to do business with the government and provide information regarding their program activities. Some have the added feature of making on-the-spot purchases from small business attendees. 

At some point in your business career with SBA you may need a loan or other form of financing to help grow your business. SBA has been successfully providing small businesses with access to capital. We offer a wide variety of products aimed at meeting the needs of small businesses to increase exports, access to short-term and cyclical working capital, and specialized loans for small businesses engaged in energy conservation or pollution control. SBA loan guarantees can be used to cover loans starting from $25,000 – up to $750,000, or more.

Be Ready When the Call Comes

Understanding the buying techniques that your customer uses can provide you with a competitive advantage.  If your market is in the simplified acquisition area, be ready to accept orders issued through the government-wide purchase (IMPAC) card.  If you provide commercial products or services, familiarize yourself with the expedited buying techniques for selling commercial products.  Don't wait until the solicitation arrives to begin your research.  Finally-strive to provide excellent quality products and customer service.  The concept of best value, including a contractor's record of past performance, is the common standard government agencies use to make purchasing decisions

SECTION II

REQUESTS FOR PROPOSALS AND PROPOSAL EVALUATION
Past Performance

There is a high emphasis on your record of past performance.  You will be asked to submit a listing of relevant contracts with your proposal so your record of past performance can be verified.  During proposal evaluation, we will contact the references you provide for verification of performance quality.  The FAR requires that you be informed of any adverse past performance information found during the evaluation process.  

Once you have been awarded a contract, your performance will be monitored.  A past performance assessment will be made regarding your contract performance, and will be made available to other Federal and State Government organizations for use in determining your suitability for future awards. 

Requests for Proposals

General Rules:

· Synopsis are posted for at least 15 days through FedBizOpps for actions greater than $25,000 (see section VII on EPS/FedBizOpps)
· Please observe strict time deadlines such as the proposal submission date identified in the solicitation
· Monitor the FedBizOpps website for solicitation amendments and pre-proposal conferences or site visits
· Please read all pages of the Request for Proposal carefully for information, “fill ins” (information we require from you), or other requirements
· Contracting method is normally negotiated procurement, using “best value” approach
· Requests for Proposals (RFP) are based on the Uniform Contract Format (UCF):
· Section A: Cover Sheet

· Section B: Schedule.  Identifies items to be procured and options

· Section C: Statement of Work (SOW)

· Section D & E: Packaging / Marking Requirements

· Section F: Delivery Requirements and Period of Performance

· Section G: Administrative Data – fund cite and accounting information

· Section H: Special Contract Requirements – Specifically written clauses pertinent to the contract

· Section I: Clauses Incorporated by Reference – normally based on dollar value and type of contract

· Section J: List of Attachments

· Statement of Work

· Specifications

· Wage Determinations

· Climate Data

· Government Furnished Property

· Section K: Representations and Certifications

· Section L: Proposal Preparation Instructions

· Section M: Evaluation Factors for Award

Proposal Evaluation

After receipt of your proposal, the contracting team will evaluate it using the Price Performance Trade Off (PPTO) method.  

· The proposal is reviewed to determine that

· All fill-ins are completed

· All amendments are acknowledged

· Prices are proposed in Section B

· There are no obvious errors or missing information

· Past Performance data is verified.  

· Questionnaires are sent to references identified in your proposal and other Government sources and databases are consulted.

· Proposals are ranked by price

· An integrated assessment is made using price and performance.

· Depending on your record of past performance, even if you are the low bidder, there is a possibility that you may not be selected if you have negative past performance data.

· The apparent bid awardee is selected, bonds are requested, and the review process begins.
SECTION III
SYSTEM REQUIREMENTS
Due to the technological advancements over the last few years the basic system computer requirements can be met with the purchase of most any “over the-counter” computer system.  In order to facilitate conducting business with the U.S Air Force/U.S Government the computer system must have the capability to access the Internet.   

Although it is not absolutely necessary to have a computer to conduct business with the U.S Government it is highly recommended.  A computer system with Internet access will greatly reduce the time frames in obtaining the required documents and researching the Federal Acquisition Regulations (FAR) associated with the solicitation and award process.  

The minimum computer system requirements are as follows:

· 56K Modem

· 32 Meg RAM

· Pentium Processor
Privileges associated with membership in SIBA include the availability of hard copy downloads of solicitation documents posted on EPS.  

SECTION IV

REQUIRED CODES

Data Universal Numbering System
The Dun & Bradstreet D-U-N-S Number is a unique nine-digit identification sequence, which provides unique identifiers of single business entities, while linking corporate family structures together. 

D&B links the D&B D-U-N-S Numbers of parents, subsidiaries, headquarters, and branches of 66 million corporate family members around the world. Used by the world's most influential standards-setting organizations, it is recognized, recommended, and/or required by more than 50 global, industry, and trade associations, including the United Nations, the U.S. Federal Government, the Australian Government, and the European Commission. 

In today's global economy, the D&B D-U-N-S Number has become the standard for keeping track of the world's businesses.  Once a number has been allocated to a business, it can be used to identify and link millions of companies worldwide.  You will need a unique DUNS number for each physical location and legal division of your company.

You must have at least one DUNS number in order to register in the CCR, which is required in government contracts.  To be assigned a number, call Dun & Bradstreet at 1-800-333-0505 or see the website www.dnb.com, under "D&B D-U-N-S number".

Commercial And Government Entity Code
You must have a Commercial And Government Entity code.  
This is a 5-character identification number used extensively throughout the federal government.

The "Search CCR - Find my CAGE", "CAGE Code Search" at http://www.ccr.gov will help you determine if your company has already been assigned a code.  Search by partial company name (scroll down to view this option), or DUNS number.

If you need a CAGE code, CCR will assign you one during the registration and validation process when you start your new CCR registration.

Construction NAICS Codes

The North American Industry Classification System (NAICS) has replaced the U.S. Standard Industrial Classification (SIC) system.  The U.S., Canada, and Mexico to provide new comparability in statistics about business activity across North America developed NAICS jointly.  This system uses a six-digit code to identify industries.

Changes:  NAICS 2002 is the same as NAICS 1997 for sixteen of twenty sectors. Construction and wholesale trade are substantially changed, but the revisions also modify a number of retail classifications and the organization of the information sector.  If you are new to NAICS, begin with this site: http://epic.od.nih.gov/naics/index.asp.

The following is a list of the 230000 series for construction-related NAICS codes.  These are not the only codes, which may apply to your company.  You may want to do a NAICS search on the website, www.census.gov/naics, using a keyword describing your business.  You can also use the website to find the corresponding U.S. Standard Industrial Classification (SIC) system code.

	2002 NAICS Code
	2002 NAICS Title

	23 
	Construction 

	236115 
	New Single-Family Housing Construction (except Operative Builders) 

	236116 
	New Multifamily Housing Construction (except Operative Builders) 

	236117 
	New Housing Operative Builders 

	236118 
	Residential Remodelers 

	236210 
	Industrial Building Construction 

	236220 
	Commercial and Institutional Building Construction 

	237110 
	Water and Sewer Line and Related Structures Construction 

	237120 
	Oil and Gas Pipeline and Related Structures Construction 

	237130 
	Power and Communication Line and Related Structures Construction 

	237210 
	Land Subdivision 

	237310 
	Highway, Street, and Bridge Construction 

	237990 
	Other Heavy and Civil Engineering Construction 

	238110 
	Poured Concrete Foundation and Structure Contractors 

	238120 
	Structural Steel and Precast Concrete Contractors 

	238130 
	Framing Contractors 

	238140 
	Masonry Contractors 

	238150 
	Glass and Glazing Contractors 

	238160 
	Roofing Contractors 

	238170 
	Siding Contractors 

	238190 
	Other Foundation, Structure, and Building Exterior Contractors 

	238210 
	Electrical Contractors 

	238220 
	Plumbing, Heating, and Air-Conditioning Contractors 

	238290 
	Other Building Equipment Contractors 

	238310 
	Drywall and Insulation Contractors 

	238320 
	Painting and Wall Covering Contractors 

	238330 
	Flooring Contractors 

	238340 
	Tile and Terrazzo Contractors 

	238350 
	Finish Carpentry Contractors 

	238390 
	Other Building Finishing Contractors 

	238910 
	Site Preparation Contractors 

	238990 
	All Other Specialty Trade Contractors 


Here are some other NAICS codes that may be applicable.  Use the NAICS website to read a more detailed description of these categories.

	325520
	Adhesive Manufacturing

	813910
	Business Associations

	541330
	Engineering Services

	532412
	Construction, Mining, and Forestry Machinery and Equipment Rental and Leasing

	522292
	Real Estate Credit

	532412
	Construction, Mining, and Forestry Machinery and Equipment Rental and Leasing

	811310
	Commercial and Industrial Machinery and Equipment (except Automotive and Electronic) Repair and Maintenance

	421810
	Construction and Mining (except Oil Well) Machinery and Equipment Wholesalers

	333120
	Construction Machinery Manufacturing

	234120
	Bridge and Tunnel Construction

	233320
	Commercial and Institutional Building Construction

	234110
	Highway and Street Construction

	234930
	Industrial Nonbuilding Structure Construction

	233310
	Manufacturing and Industrial Building Construction

	233220
	Multifamily Housing Construction

	234990
	All Other Heavy Construction

	234920
	Power and Communication Transmission Line Construction

	233210
	Single Family Housing Construction

	234910
	Water, Sewer, and Pipeline Construction

	421610
	Electrical Apparatus and Equipment, Wiring Supplies, and Construction Material Wholesalers

	322233
	Stationery, Tablet, and Related Product Manufacturing

	322121
	Paper (except Newsprint) Mills

	212321
	Construction Sand and Gravel Mining

	212321
	Construction Sand and Gravel Mining

	333120
	Construction Machinery Manufacturing


SECTION V

CCR (CENTRAL CONTRACTOR REGISTRATION)

Welcome to CCR

Introduction

The Central Contractor Registration (CCR) is the primary vendor database for the Department of Defense (DoD), NASA, and Department of Transportation (DoT). The CCR collects, validates, stores and disseminates data in support of agency missions. 

You must have an active registration in order to be awarded a government contract.

Both current and potential government vendors are required to register in CCR in order to be awarded contracts by the DoD, NASA, and DoT. Vendors are required to complete a one-time registration to provide basic information relevant to procurement and financial transactions. Vendors must update or renew their registration annually to maintain an active status.  
The Defense Finance and Accounting Service (DFAS) use CCR information to make vendor payments.  Expired registration will stop all contract payments.

CCR validates the vendor's information and electronically shares the secure and encrypted data with the federal agencies' finance offices to facilitate paperless payments through electronic funds transfer (EFT). Additionally, CCR shares the data with several government procurement and electronic business systems.  At http://www.ccr.gov, take advantage of the links for small businesses and other helpful information.
Who registers in CCR?

According to the DFARS 204.7302, NASA and DoT FAR Supplements, prospective vendors must be registered in CCR prior to the award of a contract, basic agreement, basic ordering agreement, or blanket purchase agreement. 

Prime contractors are not required to have their subcontractors register in CCR. If a prime's subcontractor wants to bid directly for contracts with the Government, they should register in the CCR. 

EFT and assignment of claims as stated FAR 52.232-33 Para. H.:

EFT and assignment of claims. If the Contractor assigns the proceeds of this contract as provided for in the assignment of claims terms of this contract, the Contractor shall require as a condition of any such assignment, that the assignee shall register in the CCR database and shall be paid by EFT in accordance with the terms of this clause. In all respects, the requirements of this clause shall apply to the assignee as if it were the Contractor. EFT information that shows the ultimate recipient of the transfer to be other than the Contractor, in the absence of a proper assignment of claims acceptable to the Government, is incorrect EFT information within the meaning of paragraph (d) of this clause."

All Government Agencies that perform contract work.
Ways to Register

Internet: Going through the Internet (World Wide Web) is the fastest and most efficient way to register. 

Step 1: For details on the information to gather before you register, see the section of this document, "Information Needed to Register". 

Step 2: Access the CCR online registration through the CCR homepage at http://www.ccr.gov.

Step 3: Complete and submit the online registration. If you already have the necessary information on hand, the on-line registration takes approximately 30 minutes to complete, depending upon the size and complexity of your company. 

Additional important information for Web users:  When you register via the Web, a temporary confirmation number will be assigned to you so that your application can be saved in the event you are unable to complete it during your initial online session. It is important that you write down your temporary confirmation number, as you must have it, along with your D‑U‑N‑S number, to resume your application. Clicking "submit" will save the incomplete registration. A list of information you are missing will appear as well as your confirmation number. Registrations-in-process are saved for up to 30 days for your convenience. Once your complete registration is submitted, the confirmation number becomes invalid.
Fax or Mail:

Step 1: Fill out the registration form provided at http://www.dlis.dla.mil/ccr/PDFs/central_contr_reg_form.pdf or by calling (888) 227-2423 or (616) 961-4725 internationally.

Step 2: For details on the information to gather before you register, see the section of this document, Information Needed to Register. 

Step 3: Fax or mail your CCR registration to the CCR Assistance Center.

CCR Assistance Center 
74 Washington Street North
Suite 7 
Battle Creek, MI 49017-3084
FAX: (616) 961 7243

You may fax the forms to the number shown, however, any problems with legibility of data may cause delay or rejection of your trading partner profile. 

Additional Information: CCR Assistance Center personnel will enter the data as received. If your registration is incomplete, you will receive a letter that will include a copy of your registration and a list of missing data. It is your responsibility to provide any missing data.

How to Know Your Registration Was Successful

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 "Submit". Once you have provided the information click "Submit" again to verify that all necessary fields are filled.

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 that data back to the CCR Assistance Center so that your registration can be completed.  If your registration was submitted successfully then you will you receive two letters via U.S. mail. This first letter is to welcome you to CCR and will include a copy of your registration. Please make sure you review the registration for accuracy.  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. 
Information Needed to Register

* Items are mandatory

· General Information: This section contains mandatory fields.

· *Data Universal Numbering System (DUNS) Number: The Data Universal Numbering System (DUNS) number is a unique nine-character identification number provided by the commercial company Dun & Bradstreet (D&B). Call D&B at 1-800-333-0505 or 610-882-7000 if you do not have a DUNS number. The process to request a DUNS number takes about 10 minutes and is free of charge. If you already have a DUNS number, the D&B representative will advise you over the phone. You must have a different 9 digit DUNS for each physical location/different address in your company as well as each legal division that may be co-located. When entering your DUNS number, enter only the numbers; do not include dashes. As a result of obtaining a DUNS number you might be included on D&B's marketing list that is sold to other companies. If you do not want your name/company included on this marketing list, D&B has asked that you contact them, anytime, at the same numbers noted above to request they be removed.

· DUNS +4: The use of DUNS+4 numbers to identify vendors is limited to identifying different CCR records for the same vendor at the same physical location. For example a vendor could have two records for themselves at the same physical location to identify two separate bank accounts. Vendors wishing to register their subsidiaries and other entities should ensure that each additional location obtains a separate DUNS number from Dun & Bradstreet at (800) 333-0505. If you have questions regarding the use of DUNS +4 please contact our CCR Assistance Center at 1-888-227-2423.

· CAGE Code: The Commercial And Government Entity (CAGE) Code is a five-character ID number used extensively within the Department of Defense. Vendors with a U.S. address may submit the application without a CAGE Code if they do not have one. If your application does not contain a CAGE Code, one will be assigned to you. The CCR registration process will also verify existing CAGE Codes for all applicants. To speed up the process, make every effort to use a current CAGE Code in your application. You must have a separate CAGE Code for each physical location and separate division at the same physical location. Each separate CCR registration must have its own CAGE Code. If you think you have a CAGE Code, search the DLIS CAGE web at https://www.dlis.dla.mil/CAGESEARCH/. Foreign vendors must include an NCAGE Code on the registration or it will be considered incomplete.

· *Legal Business Name and Doing Business As: Enter the legal name by which you are incorporated and pay taxes. If you commonly use another name for normal operations, such as a franchise or licensee name, then include that in the DBA space below the Legal Business Name. Your legal business name as entered on the CCR registration MUST match the legal business name at Dun & Bradstreet. If the information does not match, your registration may be rejected during processing.

· *US Federal TIN: The Tax Identification Number (TIN) is the nine-digit number companies use for income tax purposes. If you do not know your TIN, contact the Internal Revenue Service (IRS) at 1-800-829-1040. If you operate as an individual sole proprietorship, you must use your Social Security Number in the space to the right. If you are located outside the United States, you are not required to provide a TIN. When entering your TIN or SSN on the web site, enter only the numbers; do not include the dashes (Example: 123456789 not 123-45-6789) Note: Authority: 31 U.S.C. 7701 (c) (3) Principal Purpose(s). The TIN may be used by the Government to collect and report on delinquent amounts arising out of the offeror's relationship with the Government. The TIN is not mandatory for vendors who are located outside the United States.

· Division Name and Number: If you do business as a division of a larger company, use this space to indicate the proper name for your division. If some other identifier commonly distinguishes your division, enter that in the space on the right. Otherwise, leave blank.

· *Physical Street Address 1: PO Box and c/o MAY NOT BE USED IN THIS SPACE. You must include a valid street address where your business is located. If you use a PO Box for correspondence, this may be included in the space allocated under the tab "Address Info". Your street address, as entered on the CCR registration, MUST match the street address for which Dun & Bradstreet has you registered. If the information does not match, your registration may be rejected during processing. You may not register a branch of the business with the branch address and the headquarters duns number.

· *City, State, and Zip: The 9-digit zip code is preferred. When entering the nine-digit zip code on the web, enter numbers only; do not include the dash. (Example 123456789 not 12345-6789)

· *Country: Choose the appropriate country code abbreviation from the list provided.

· *Date Business Started: Enter the date your business was started in its present form. This may be used to distinguish you from others with similar names. When entering the information on the web site, you must enter as mm/dd/yyyy. (Example: 01/01/1995)

· *Fiscal Year End Close Date: Enter the day on which you close your fiscal year. For example, if you use the calendar year, this would be 12/31. When entering the information on the web site, you must enter as mm/dd. 

· *Average # of Employees and Annual Revenue: Be sure to provide accurate information about the number of employees and 3-year average annual receipts for your business, as these values can determine your business size classification. These cannot be zero. You must enter a number. When entering revenue in the web site, enter numbers only, no dollar signs or commas.

· Corporate Information: This section contains mandatory fields.

· *Type of Organization: You must choose one of the boxes to indicate the legal form of your business. 

· Sole Proprietorship.  If you choose Sole Proprietorship as your status, you must complete "Owner Information" located in the "Registration Name" tab at top of your screen

· Corporate Entity (Not Tax Exempt).  If you choose Corporation as your status, you must enter the state of incorporation if incorporated in the USA.

· Corporate Entity (Tax Exempt).  If you choose Corporation as your status, you must enter the state of incorporation if incorporated in the USA. 
· Partnership

· Federal, State or Local Government

· Foreign Government

· International Organization.  Defined in the Code of Federal Regulations (26 CFR 1.6049-4) found at http://www.access.gpo.gov/nara/cfr/cfr-table-search.html.
· Other 
Note: If you are a Limited Liability Partners Company or S-Corporation, choose Corporation
· *Business Types: Check all the descriptions that apply to your business (you must choose at least one). If you are unsure of whether you qualify under a category, contact your local Small Business Administration (SBA) office for the appropriate guidelines. You may visit their web site at www.sba.gov. If none of the choices apply to you, you may check Emerging Business/other unlisted type. If you check 8(a) Program Participant, you will be required to complete name and address of certifying party in the address section.
	Tribal Government 
	Educational Institution 

	Research Institute
	Municipality

	Sheltered workshop 
	Emerging Business/Other unlisted type

	Nonprofit Institution
	Construction Firm

	Historically Black College/University
	Federal, State, County, or City Facility

	Foreign Supplier
	Federal Agency

	8(a) Program Participant 
	Minority Owned Business

	Service Location
	Woman Owned Business

	Manufacturer of Goods 
	Small Disadvantaged Business

	Hub Zone
	Veteran Owned

	Minority Institution
	American Indian Owned

	Labor Surplus Area Firm
	Limited Liability Company

	S-Corporation 
	Small Business


· Goods/Services: This section contains mandatory fields.
· *North American Industry Classification System (NAICS): The Office of Management and Budget (OMB) announced its decision to adopt NAICS as the industry classification system used by the statistical agencies of the U.S.  You must supply at least one NAICS code for your registration to be complete. If you do not know your NAICS codes, you may search on the Internet at www.census.gov/naics.
· *Standard Industrial Classification (SIC) Codes: Use this section to list all the classification codes that apply to your products and services. Be sure to list as many as apply. SIC codes can be four or eight digits, all numeric. You must supply at least one valid SIC code for your registration to be complete. If you do not know your SIC codes, you may search on the Internet at www.osha.gov/oshstats/sicser.html.  When typing in SIC's, PSC's, or FSC's separate them with a comma, no spaces. (Ex: 1234,5231,9012)

· Electronic Funds Transfer (EFT): This section contains mandatory fields.
· All registrants must complete this section; exceptions are noted below. Electronic Funds Transfer (EFT) is the preferred payment method and has been legally mandated for all contract payments. Contact your bank or financial institution for the necessary information to complete this section.

· **Vendors that do not need to complete the EFT information include foreign vendors doing business outside the United States, utility companies, and government agencies. If you are unsure if your registration requires EFT information, please call the Registration Assistance Center at (888) 227-2423 or (616) 961-4725 internationally.

· *Financial Institution: Provide the name of the bank that you use for banking purposes. 

· *ABA Routing Number: ABA Routing number is the American Banking Association 9-digit routing transit number of your financial institution. Contact your financial institution if you require assistance obtaining this number. You may also find the routing number on a check. It is usually the first nine digits in the lower left-hand corner. Must be the EFT ABA routing number, not the Wire Transfer ABA number.
· *Account Number, Type, & Lockbox Number - Enter the appropriate account number to which you want your EFT payments deposited and check the proper box to indicate whether it is checking or savings account. If you prefer to use a lockbox service, enter the appropriate account number in the space provided. If you use a lockbox for your banking purposes, you must also check "checking" under account type. 
· *Authorization Date: Enter the date when EFT information submitted on this form is valid and in effect. This form may be used to initiate changes in EFT/banking deposit information (i.e. you change banks or accounts) and the authorization date identifies the effective date for the EFT data furnished. When entering the date on the web site, you must enter as mm/dd/yyyy. No date earlier than the date of registration may be entered. 

· *Automated Clearing House: ACH is the Automated Clearing House department of your bank. Enter the appropriate contact information for the ACH coordinator at your bank. This information is necessary in case problems occur with your EFT transfer; payment locations must have a bank contact to call. Note that e-mail addresses requested under the contact entries refer to Internet e-mail, not a local area network e-mail address within your office. When entering the phone numbers on the web site, enter the numbers only; do not put in dashes or parentheses. (Example: 9995551212 not (999) 555-1212)

· * Credit Card Information: Does your company accept credit cards for payment? This is a YES or NO question.
· Address Information: This section contains mandatory fields.

NOTE: When entering on the web site, this information is "read only" until a registration is first submitted. Once you submit the registration, go back and fill the information in completely; scroll all the way to the right and click the "ADD" button, then click submit again.
· *Remittance Information: This is the address where you would like a paper check mailed in the event an EFT transfer does not work. Please indicate on the name line the party to whom the check should be mailed to and fill in the appropriate information. If you use a lockbox and want checks mailed directly to the bank, put in the bank name and address here. 

· Mailing Address Information: If you are unable to receive mail at your physical mailing address, enter a proper mailing address here.  A Post Office Box is permissible. Any address used here will receive all CCR correspondence. If the Point of Contact is in a different location than the legal business address and wishes to receive the mail directly, please enter the appropriate address here. 

· Government Business POC: This POC is that person in the company responsible for marketing and sales with the government. Completion of the Government POC does not have to include the MPIN, however, an MPIN cannot be obtained without completion of the Government POC field. This information is optional and, if entered, will be publicly displayed on the CCR Inquiry web site. After entering the data into the fields click the "ADD" button.
· Point Of Contact: This section contains mandatory fields.
· *Registrant Name: Also known as the CCR POC. List the name of the person that acknowledges that the information provided in the registration is current, accurate, and complete. The person named here will be the ONLY person within the registering company to receive the Trading Partner Identification Number (TPIN) via U.S. Postal mail. The Registrant and the Alternate Contact are the only people authorized to share information with CCR Assistance Center personnel. It is important that the person named here have knowledge about the CCR Registration.
· *Alternate Contact: Provide name and a phone number for another person at your company, in case questions arise when the primary contact is not available.

· *Accounts Receivable: Provide contact information for the accounts receivable person at your company. This is the contact provided to Defense Finance and Accounting Service regarding EFT payments on your government contracts. Please note that this contact is not authorized to receive and/or release information regarding the CCR registration to any Registration Assistance Center personnel. It may be beneficial to have the accounts receivable contact also act as the additional contact for the registration. 

· EDI Contact Information: Provide an EDI Point Of Contact here.
· *Owner Information: Mandatory if you have checked "Sole Proprietorship" as business type. You must provide the name and phone number of the owner of the business.
Electronic Data Interchange (EDI)

If you have questions about doing business through EDI please contact your local Procurement Technical Assistance Center (PTAC) by visiting them at http://www.dla.mil/db/procurem.htm
SECTION VI

SBA (SMALL BUSINESS ADMINISTRATION) PRO-NET DATABASE

SBA Pro-Net
Pro-Net is an electronic gateway of procurement information -- for and about small businesses. It is a search engine for contracting officers, a marketing tool for small firms and a "link" to procurement opportunities and important information. It is designed to be a "virtual" one-stop-procurement-shop.  The website is www.pro-net.sba.gov.

A Search Engine... 

Pro-Net is an Internet-based database of information on more than 195,000 small, disadvantaged, 8(a), HUBZone, and women-owned businesses. It is free to federal and state government agencies as well as prime and other contractors seeking small business contractors, subcontractors and/or partnership opportunities. Pro-Net is open to all small firms seeking federal, state and private contracts. 

Businesses profiled on the Pro-Net system can be searched by SIC codes; key words; location; quality certifications; business type; ownership race and gender; EDI capability, etc. 

A Marketing Tool... 

Business profiles in the Pro-Net system include data from SBA's files and other available databases, plus additional business and marketing information on individual firms. Businesses on the system will be responsible for updating their profiles and keeping information current. 

Profiles are structured like executive business summaries, with specific data search fields that are user-friendly and designed to meet the needs of contracting officers and other potential users. 

Profiles provide vendors an opportunity to put a controlled "marketing spin" on their businesses.  Companies with home pages can link their web site to their Pro-Net profile, creating a very powerful marketing tool. 

A Link to Procurement Opportunities... 

As an electronic gateway, Pro-Net provides access and is linked to the Commerce Business Daily (CBD), agency home pages, and other sources of procurement opportunities.  The system is also linked to key sources of information, assistance, and training. 

From the website, do a search in “Register” to determine if your company is already registered.  Also take advantage of links to multiple electronic sources of procurement assistance. 

SECTION VII

EPS – ELECTRONIC POSTING SYSTEM (FedBizOpps)

Contract opportunities must be listed via a Government-Wide Point of Entry (GPE).  This allows potential contractors to view solicitation requirements and register to receive notifications about projects.  The method we use is the FedBizOpps website, formerly known as EPS.

The following are excerpts from the Federal Acquisition Regulation (FAR) pertaining to contracting rules for using a GPE.

FAR -- Part 5
Publicizing Contract Actions

5.000 -- Scope of Part.
This part prescribes policies and procedures for publicizing contract opportunities and award information.

5.001 -- Definition.
"Contracting action," as used in this part, means an action resulting in a contract, as defined in Subpart 2.1, including contract modifications for additional supplies or services, but not including contract modifications that are within the scope and under the terms of the contract, such as contract modifications issued pursuant to the Changes clause, or funding and other administrative changes.

5.002 -- Policy.
Contracting officers must publicize contract actions in order to -- 

(a) Increase competition;

(b) Broaden industry participation in meeting Government requirements; and

(c) Assist small business concerns, veteran-owned small business concerns, service-disabled veteran-owned small business concerns, HUBZone small business concerns, small disadvantaged business concerns, and women-owned small business concerns in obtaining contracts and subcontracts.

5.003 – Government-wide point of entry.
For any requirement in the FAR to publish a notice, the contracting officer may transmit the notice to the Commerce Business Daily (CBD) if the contracting office lacks the capability to access the Government-wide point of entry (GPE) and the notice is issued prior to October 1, 2001. Effective October 1, 2001, the contracting officer must transmit all notices to the GPE.

Subpart 5.1 -- Dissemination of Information
5.101 -- Methods of Disseminating Information.
(a) As required by the Small Business Act (15 U.S.C. 637(e)) and the Office of Federal Procurement Policy Act (41 U.S.C. 416), contracting officers must disseminate information on proposed contract actions as follows:

(1) For proposed contract actions expected to exceed $25,000, by synopsizing in the GPE (see 5.201), unless covered by 5.003.

(2) For proposed contract actions expected to exceed $10,000, but not expected to exceed $25,000, by displaying in a public place, or by any appropriate electronic means, an unclassified notice of the solicitation or a copy of the solicitation satisfying the requirements of 5.207(d) and (g). The notice must include a statement that all responsible sources may submit a response, which, if timely received, must be considered by the agency. The information must be posted not later than the date the solicitation is issued, and must remain posted for at least 10 days or until after quotations have been opened, whichever is later.

(i) If solicitations are posted instead of a notice, the contracting officer may employ various methods of satisfying the requirements of 5.207(d) and (g). For example, the contracting officer may meet the requirements of 5.207(d) and (g) by stamping the solicitation, by a cover sheet to the solicitation, or by placing a general statement in the display room.

(ii) The contracting officer need not comply with the display requirements of this section when the exemptions at 5.202(a)(1), (a)(4) through (a)(9), or (a)(11) apply, when oral or Federal Acquisition Computer Network (FACNET) solicitations are used, or when providing access to a notice of proposed contract action and solicitation through the GPE and the notice permits the public to respond to the solicitation electronically.

(iii) Contracting officers may use electronic posting of requirements in a place accessible by the general public at the Government installation to satisfy the public display requirement. Contracting offices using electronic systems for public posting that are not accessible outside the installation must periodically publicize the methods for accessing the information.

(iv) Electronic posting of requirements in a place accessible by the general public at the Government installation may be used to satisfy the public display requirement. Contracting offices using electronic systems for public posting that are not accessible outside the installation shall periodically publicize the methods for accessing such information.

Subpart 5.2 -- Synopses of Proposed Contract Actions
5.201 -- General.
(a) As required by the Small Business Act (15 U.S.C. 637(e)) and the Office of Federal Procurement Policy Act (41 U.S.C. 416), agencies must make notices of proposed contract actions available as specified in paragraph (b) of this section.

(b) 

(1) For acquisitions of supplies and services, other than those covered by the exceptions in 5.202, and the special situations in 5.205, the contracting officer must transmit a notice to the GPE, for each proposed -- 

(i) Contract action meeting the threshold in 5.101(a)(1);

(ii) Modification to an existing contract for additional supplies or services that meets the threshold in 5.101(a)(1); or

(iii) Contract action in any amount when advantageous to the Government.

(2) When transmitting notices to the GPE before January 1, 2002, contracting officers must direct the GPE to forward the notice to the CBD.

(3) When transmitting notices to FACNET, contracting officers must ensure the notice is forwarded to the GPE. For notices published before January 1, 2002, contracting officers must ensure that the notices are forwarded by the GPE to the CBD.

(c) The primary purposes of the notice are to improve small business access to acquisition information and enhance competition by identifying contracting and subcontracting opportunities.

(d) 

(1) The GPE may be accessed via the Internet at http://www.fedbizopps.gov.

(2) Subscriptions to the CBD must be placed with the

Superintendent of Documents

Government Printing Office

Washington, DC 20402

Telephone (202)-512-1800

5.203 -- Publicizing and Response Time.
Whenever agencies are required to publicize notice of proposed contract actions under 5.201, they must proceed as follows:

(a) An agency must transmit a notice of proposed contract action to the GPE (see 5.201). All publicizing and response times are calculated based on the date of publication. For notices published before January 1, 2002, the publication date is the date the notice is published in the CBD. For notices published on or after January 1, 2002, the publication date is the date the notice appears on the GPE. The notice must be published at least 15 days before issuance of a solicitation except that, for acquisitions of commercial items, the contracting officer may --

(1) Establish a shorter period for issuance of the solicitation; or

(2) Use the combined synopsis and solicitation procedure (see 12.603).

(b) The contracting officer must establish a solicitation response time that will afford potential offerors a reasonable opportunity to respond to each proposed contract action, (including actions via FACNET or for which the notice of proposed contract action and solicitation information is accessible through the GPE), in an amount estimated to be greater than $25,000, but not greater than the simplified acquisition threshold; or each contract action for the acquisition of commercial items in an amount estimated to be greater than $25,000. The contracting officer should consider the circumstances of the individual acquisition, such as the complexity, commerciality, availability, and urgency, when establishing the solicitation response time.

(c) Except for the acquisition of commercial items (see 5.203(b)), agencies shall allow at least a 30-day response time for receipt of bids or proposals from the date of issuance of a solicitation, if the proposed contract action is expected to exceed the simplified acquisition threshold.

The following are Frequently Asked Questions from the FedBizOpps website.

1. How can I obtain a password? 

a) Vendors do not need a user ID or password to access the system.  Only Government Buyers (i.e., federal personnel authorized to post procurement solicitations for their agency) require User ID’s and passwords.  

2. How can I obtain a user’s manual? 

a) A user manual for Vendors is available on the website.  To access the manual from the homepage:

i) Click on Vendor  

ii) Click on “FBO Vendors Users Manual”

3. Why can’t I find this posting, it was here before?
a) The posting may have been deleted but more likely it was archived.  To find an archived posting:

i) Start at www.fedbizopps.gov
ii) Click on “FBO for vendors”

iii) Click on “Search FBO Posts”

iv) Switch the “documents to search” from active to archived

v) Proceed to search for the solicitation number.

4. Why can’t I find this solicitation, the contracting officer just posted it? 

a) When an item is posted, it will not be immediately viewable.  It takes approximately 20 minutes for files to be available via both servers.  If the item is not evident within an hour, contact the FBO Help Desk at 877-472-3779.

5. What are Procurement Classification Codes? 

a) In this system, procurements are classified by Federal Supply Codes/Product Services Codes.

b) The following site has excellent information on the content of the procurement classification codes: http://www.ecrc.scranton.edu/fsc-codes/fsc.html
c) Remember that the contracting official has final authority on which procurement classification code the solicitation will use.  It can be useful to search on as many different classification codes as could possibly be related to your area of interest.

6. Why can’t I open files? 

a) If you receive an “open” error or are asked to convert the files, you may need a document viewer, such as, Acrobat (.pdf files) or WinZip (.zip files). FedBizOpps contains a link to a documents viewers list.  This link is located on each page with attached documents: http://www.fedbizopps.gov/DocViewers.html.  If the file type is not on this list, please contact the solicitation POC.

7. How do I find a solicitation without the solicitation number? 

a) FBO provides two ways to find solicitations - the drill down via the list of agencies or via the field search.  To locate a specific solicitation without the solicitation number you need to search other unique attributes of that solicitation.  This could include a combination of:  Agency, office, posted date, procurement classification code, and/or archived versus active status.

b) When you have as much information as possible you will want to search for the solicitation by: 

i) Start at www.fedbizopps.gov
ii) Click on “FBO for vendors”

iii) Initiate drill down through your target agency OR

iv) Click on “Search FBO Posts”

v) Specify all the information you have available

vi) Proceed to search for the solicitation by clicking the “start search”.

8. What is the Acquisition Notification Service?
a) A service of the FedBizOpps that allows vendors to register to receive emails notifying the Vendor of the following: 

i) All notices for a particular solicitation number.

ii) All notices from selected organizations and product service classifications.

iii) All procurement notices.
Disclaimer: This service is provided for convenience only and does not serve as a guarantee of notification. Subscribers to this list service are ultimately responsible for reviewing the Federal Business Opportunities site for all information relevant to desired acquisitions.
9. How do I register to have notifications sent to me?

a) From the FedBizOpps home page, click on "Notification Registration".  This takes the user to the Acquisition Notification Service main page.  Click on the subscription option desired and follow the instructions.  

10. How do I get on the GSA Schedule or become a GSA vendor?
a) Contact the GSA schedule POC, based on the type of product or service your company provides:
General Products: Small craft and marine equipment; temporary professional services; wheel and track vehicles; material handling equipment; firefighting and rescue equipment; automotive & repair shop equipment and product; above ground storage tanks; construction and building materials; batteries; energy efficient products; alarm systems; recycling/waste containers and receptacles; food service and handling equipment; audio and video equipment; athletic and recreational equipment; cleaning equipment and supplies; clothing and footwear; law enforcement equipment; signs; recruiting aid promotional materials; trophies and awards, biodegradable cleaners and de greasers; washing compounds and detergents; floor care products; automotive care products; chemical cleaning dispensing systems. 

 The following is a simplified manual for using FedBizOpps for Buckley AFB Contracting opportunities.

Log on to www.FedBizOpps.com.
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This is the first screen you will see – click on “Vendors”.



Scroll down to USAF and click on “Offices”.  

· Posted Dates, Classification Code, or Award may also be used, but these options will display all opportunities the Air Force has posted.



Find Air Force Space Command and click on “Locations”.  

· Again, Posted Dates, Classification Code, or Award may also be used, but these options will display all opportunities the Air Force Space Command has posted.



Find Buckley AFB, CO and click on “Posted Dates”.  

· Here, if you choose Classification Code, you can search opportunities sorted by classification codes.  

· The most commonly used for construction contracting are 56 -- Construction and Building Materials; and Z -- Maintenance, repair, and alteration of real property, but these are NOT the only codes used.  

· If you are searching for a particular project that has been awarded, click on “Award”.



This is the screen that will display when you choose “Posted Dates”.  Find an opportunity you are interested in, and click on the “synopsis” link or the “solicitation” link.

· A synopsis is a description of an upcoming requirement.  It is simply a notice that bids for the project will be requested 15 days after the synopsis is posted.  Acquisitions expected to exceed $25,000 will be synopsized.    

· Acquisitions not expected to exceed $100,000 may be publicized using a combined synopsis/solicitation.  This is a notification of the project, but is also a request for bids.  It will contain instructions for submitting bids to our office.

· A solicitation is a request for bids.  It will contain instructions regarding submitting your bids to our office, along with all necessary details regarding the project.  The solicitation will be posted 15 days after the synopsis or combined with the synopsis, depending upon the dollar amount.



Above is an example of the screen displayed when the “synopsis” link on the previous screen is clicked.  You can choose to “Register to Receive Notification” by clicking on the button and providing your e-mail address.





This is a sample synopsis.



This is a sample solicitation.  

· You will need to download all of the files and view them on your computer. The solicitation will contain all of the information you will need to prepare and submit your bid.  Be sure to keep up to date if/when there are amendments posted, they may contain important changes to the solicitation.
SECTION VIII

CBD – COMMERCE BUSINESS DAILY

CBD is another listing of proposed government projects.  Actions that are posted to FedBizOpps are normally sent simultaneously to the CBD.

The following is the CBD handbook found at http://cbdnet.access.gpo.gov/.



Reader's Guide



The Commerce Business Daily (CBD) lists notices of proposed government procurement actions, contract awards, sales of government property, and other procurement information. A new edition of the CBD is issued every business day. Each edition contains approximately 500-1,000 notices. Each notice appears in the CBD only once. The CBD databases online via GPO Access contain notices from December 2, 1996 forward. 

All Federal procurement offices are required to announce proposed procurement actions over $25,000 and contract awards over $25,000, that are likely to result in the award of any subcontracts, in the CBD. 

General Exceptions: The CBD usually does not list procurement notices for:

(1) Classified services or supplies

(2) Services or supplies that are required immediately due to an unusual or compelling emergency

(3) Services or supplies that are required from specified sources as a result of the terms of an international agreement or treaty

(4) Services or supplies where U.S. law specifies a specific source or requires that the procurement be made by another federal agency

(5) Certain utility services where only one source is available

(6) A contract action where an order is placed under a requirements contract

(7) A contract action that would result from the acceptance of a proposal under the Small Business Innovation Development Act of 1982

(8) A contract action that would disclose or jeopardize innovative research

(9) Perishable supplies

(10) Resale of brand name commercial items

(11) Supplies or services obtained under the terms of an existing contract that was previously announced in the CBD

(12) Services and supplies obtained by the Department of Defense which will be performed or made outside the U.S., its possessions, Puerto Rico, and only local sources will be solicited

(13) Contract actions made through FACNET that meet acquisition threshold regulations. For complete information regarding exceptions, see the Federal Acquisition Regulation subpart 5.202. 

If you wish to review previous editions of the CBD contact your local public library for assistance. Copies of the CBD are maintained in over 700 Federal Depository Libraries located throughout the United States. 



Common Abbreviations Used in the CBD

The CBD contains many abbreviations. Listed below are simple explanations of the most common abbreviations that appear in the CBD: 

A-E: Architect-Engineer 

ARO: After Receipt of Order 

BAA: Broad Agency Announcement--A notice from the government that requests scientific or research proposals from private firms concerning certain areas of interest to the government. The proposals submitted by the private firms may lead to contracts. 

BLS: Bureau of Labor Statistics--An organization in the U.S. Department of Labor. 

BOA: Basic Ordering Agreement--A general outline of the supplies or services to be provided by the contractor. 

BOD: Bid Opening Date--The final date that a bid must be received by the appropriate government office. 

BPA: Blanket Purchase Agreement--An agreement between the government and a vendor. The agreement gives the government the option to purchase goods or services from the vendor when needed on an on-call basis. 

CAGE: Commercial and Government Entity Code--identification code assigned to the awardees of DOD contracts. DOD uses the codes for record keeping purposes. Offerors do not need a CAGE code to submit a bid for a contract. 

CBD: Commerce Business Daily 

CFR: Code of Federal Regulations--A collection of publications that contains regulations for all Federal Departments and Agencies. 

CICA: Competition in Contracting Act--A law that requires full and open competition for Federal contracts. 

CID: Commercial Item Description 

CNT: Contract 

COB: Close Of Business 

COE: Corps of Engineers--An organization in the U.S. Department of the Army. 

CONUS: Continental United States 

DARO: Days After Receipt Of Order 

DCSC: Defense Construction Supply Center--An organization in the U.S. Department of Defense. 

DEL: Delivery 

DESC: Defense Electronics Supply Center--An organization in the U.S. Department of Defense, Defense Logistics Agency. 

DFAR: Defense Federal Acquisition Regulations--Procurement regulations used by organizations in the Department of Defense. Also called Defense Acquisition Regulations (DAR). 

DGSC: Defense General Supply Center--An organization in the U.S. Department of Defense, Defense Logistics Agency. 

DISC: Defense Industrial Supply Center--An organization in the U.S. Department of Defense, Defense Logistics Agency. 

DOD or DOD: Department of Defense 

DTD: Dated 

ECP: Engineering Change Proposal 

EDI: Electronic Data (or Document) Interchange--Electronic exchange of information, paperless office. 

FAR: Federal Acquisition Regulation--Procurement regulations used by both civilian and defense organizations. 

FAT: First Article Testing--When DOD buys certain goods they may perform extensive tests on the first item delivered. 

FFP: Firm Fixed Price--A type of contract under which the government agrees to purchase goods or services at a set price. 

FFRDC: Federally Funded Research & Development Center--A facility funded by the government that conducts research and development work. A university or a related non-profit organization operates the facility. 

FIRMR: Federal Information Management Resources Regulation--Government-wide regulations that govern the purchase of computer goods and services. 

FMS: Foreign Military Sales 

FSC: Federal Supply Classification--A code number used by the government to identify various items of equipment which are purchased by the government. 

FSN: Federal Stock Number--A code number used to identify documents sold by the U.S. Government Printing Office, Superintendent of Documents. 

FSS: Federal Supply Service--An organization in the U.S. General Services Administration. 

GAO: General Accounting Office 

GFE: Government-Furnished Equipment 

GFM: Government-Furnished Materials 

GOCO: Government-Owned, Contractor Operated 

GSA: General Services Administration 

IAW: In Accordance With 

IFB: Invitation for Bid--A solicitation issued by the government to prospective bidders. An IFB describes what the government requires and how the offerors will be evaluated. Award is based on the lowest bid. Negotiations are not conducted. 

LSA: Labor Surplus Area--A Federal program to set-aside certain contracts to businesses located in areas with high unemployment. 

NLT: No Later Than 

NSN: National Stock Number--A unique number assigned by the General Services Administration which catalogs a wide range of items by commodity, group, and class. 

NSNA: No Stock Number Assigned 

O/a: On or About 

OICC: Officer in Charge of Construction 

OSD: Office of the Secretary of Defense 

OSDBU: Office of Small and Disadvantaged Business Utilization 

PIN: Pre-Invitation Notice--A summary of a solicitation package sent to prospective bidders, who may then request the entire solicitation package. 

P.L.: Public Law 

P/N: Part Number 

PO: Purchase Order 

POC: Point of Contact 

R&D: Research and Development 

RFP: Request for Proposal--A solicitation issued by the government to prospective offerors. An RFP describes what the government requires and how the offerors will be evaluated. Negotiations may be conducted with offers. Award is based on a combination of lowest price and technical merit. 

RFQ: Request for Quotation--A request for market information by the government, used for planning purposes. 

ROICC: Resident Officer in Charge of Construction 

SBSA: Small Business Set Aside--A solicitation restricted to competition completed only among small businesses. 

SDB: Small And Disadvantaged Business--A small business that is owned and operated by a socially or economically disadvantaged individual. 

SF: Standard Form 

SIC: Standard Industrial Classification--A code number used by the government to classify goods or services by their principal purpose. 

SOL: Solicitation--A document that describes the specifications of what the government requires. A solicitation is usually an IFB or a RFP. 

SOW: Statement of Work--A description of the government's requirements for purchasing a good or service. 



Numbered Notes are Footnotes. The purpose of the Numbered Notes is to eliminate the unnecessary duplication of information that appears in various announcements. If a Numbered Note is included in the description of a notice, the note referred to must be read as part of the item. 

When the note(s) applies to a synopsis, the contracting official should reference the note at the end of item 17 in the synopsis e.g., "See Note(s) 22 and 23". 



1.   The proposed contract is 100% set aside for small business concerns. 

2.   A portion of the acquisition is set aside for small business concerns. 

3.   The proposed contract is a labor surplus area set-aside. (This note is deleted as of 7/21/99.) 

4.   The proposed contract is 100 percent set aside for small disadvantaged business concerns (SDB). Offers from concerns other than SDBs will not be considered. (This note is deleted as of 11/24/99.) 

5.   The proposed contract is 100% set aside for Historically Black Colleges and Universities (HBCUs) and Minority Institutions (MIs). Offers from other than HBCUs and MIs will not be considered. 

6.   The proposed contract is a total small disadvantaged business set aside or is being considered as a total small disadvantaged business set aside. (This note is deleted as of 11/24/99.) 

7.   The proposed contract is 100% set aside for Historically Black Colleges, Universities and Minority Institutions or is partially set aside for Historically Black Colleges, Universities and Minority Institutions. 

8.   The solicitation document contains information that has been designated as "Militarily Critical Technical Data." Only businesses that have been certified by the Department of Defense, United States/Canada Joint Certification Office, and have a valid requirement may have a copy of the solicitation document. All requests for copies of the solicitation document must include a certified copy of DD Form 2345, Militarily Critical Technical Data Agreement. To obtain certification, contact: Commander, Defense Logistics Information Service (DLIS), ATTN: U.S./Canada Joint Certification Office, 74 Washington Avenue North, Battle Creek, MI 49017-3084 or call the DLIS at (800)-352-3572. The DLIS Unites States/Canada Joint Certification Lookup service is available via the Internet at: http://www.dlis.dla.mil/ccal/. 

9.   Interested parties may obtain copies of Military and Federal Specifications and Standards, Qualified Product Lists, Military Handbooks, and other standardization documents from the DOD Single Stock Point (DODSSP), in Philadelphia, PA. Most documents are available in Adobe PDF format from the ASSIST database via the Internet at http://assist.daps.mil. 

Users may search for documents using the ASSIST-Quick Search and, in most cases, download the documents directly via the Internet using standard browser software. 

Documents not available for downloading from ASSIST can be ordered from the DODSSP using the ASSIST Shopping Wizard, after establishing a DODSSP Customer Account by following the registration procedures or by phoning the DoDSSP Special Assistance Desk at (215) 697-2179 (DSN: 442-2179). 

Users not having access to the Internet may contact the DODSSP Special Assistance Desk at (215) 697-2179 (DSN: 442-2179) or mail requests to the DODSSP, Bldg. 4/D, 700 Robbins Avenue, Philadelphia, PA 19111-5094. Patterns, Drawings, Deviations Lists, Purchase Descriptions, etc., are not stocked at the DODSSP. 

10-11.   Reserved. 

12.   One or more of the items under this acquisition may be subject to an Agreement on Government Procurement approved and implemented in the United States by the Trade Agreements Act of 1979. All offers shall be in the English language and in U.S. dollars. All interested suppliers may submit an offer. 

13.   The proposed contract is restricted to domestic sources under the authority of FAR 6.302-3. Accordingly, foreign sources, except Canadian sources, are not eligible for award. 

14-21.   Reserved 

22.   The proposed contract action is for supplies or services for which the Government intends to solicit and negotiate with only one source under the authority of FAR 6.302. Interested persons may identify their interest and capability to respond to the requirement or submit proposals. This notice of intent is not a request for competitive proposals. However, all proposals received within forty-five days (thirty days if award is issued under an existing basic ordering agreement) after date of publication of this synopsis will be considered by the Government. A determination by the Government not to compete with this proposed contract based upon responses to this notice is solely within the discretion of the Government. Information received will normally be considered solely for the purpose of determining whether to conduct a competitive procurement. 

23.   Award will be made only if the offeror, the product/service or the manufacturer meets qualification requirement at time of award, in accordance with FAR clause 52.209-1 or 52.209-2. The solicitation identifies the office where additional information can be obtained concerning qualification requirements and is cited in each individual solicitation. 

24.   Architect-Engineer firms which meet the requirements described in this announcement are invited to submit: (1) a Standard Form 254, Architect-Engineer and Related Services Questionnaire, (2) a Standard Form 255, Architect-Engineer and Related Services Questionnaire for Specific Project, when requested, and (3) any requested supplemental data to the procurement office shown. Firms having a current Standard Form 254 on file with the procurement office shown are not required to register this form. Firms desiring to register for consideration for future projects administered by the procurement office (subject to specific requirements for individual projects) are encouraged to submit annually, a statement of qualifications and performance data, utilizing Standard Form 254, Architect-Engineer and Related Services Questionnaire. Firms responding to this announcement before the closing date will be considered for selection, subject to any limitations indicated with respect to size and geographic location of firm, specialized technical expertise or other requirements listed. Following an initial evaluation of the qualification and performance data submitted, three or more firms that are considered to be the most highly qualified to provide the type of services required, will be chosen for negotiation. Selection of firms for negotiation shall be made through an order of preference based on demonstrated competence and qualifications necessary for the satisfactory performance of the type of professional services required, that include: (1) professional capabilities; (2) specialized experience and technical competence, as required; (3) capacity to accomplish the work in the required time; (4) past performance on contracts with respect to cost control, quality of work, and compliance with performance schedules; (5) geographical location and knowledge of the locality of the project, provided that application of the criterion leaves an appropriate number of qualified firms, given the nature and size of the project; (6) any other special qualification required under this announcement by the contracting activity. In addition to the above qualifications, special qualifications in the Department of Defense include the volume of work previously awarded to the firm by the Department of Defense, with the object of effecting an equitable distribution of Department of Defense architect engineer contracts among qualified architect-engineer firms including small and small disadvantaged business firms, and firms that have not had prior Department of Defense contracts. 

25.   Information submitted should be pertinent and specific in the technical area under consideration, on each of the following qualifications: (1) Experience: An outline of previous projects, specific work previously performed or being performed and any in-house research and development effort; (2) Personnel: Name, professional qualifications and specific experience of scientist, engineers and technical personnel who may be assigned as a principal investigator and/or project officer; (3) Facilities: Availability and description of special facilities required to perform in the technical areas under consideration. A statement regarding industry security clearance. Any other specific and pertinent information as pertains to this particular area of procurement that would enhance our consideration and evaluation of the information submitted. 

26.   Based upon market research, the Government is not using the policies contained in Part 12, Acquisition of Commercial Items, in its solicitation for the described supplies or services. However, interested persons may identify to the contracting officer their interest and capability to satisfy the Government's requirement with a commercial item within 15 days of this notice. 

27.   The proposed contract is set-aside for HUBZone small business concerns. Offers from other than HUBZone small business concerns will not be considered. 

28.   The proposed contract is set-aside for Very Small Business Concerns (VSB). A VSB is a small business concern whose headquarters is located within the geographic area served by a district designated by SBA; and which, together with its affiliates, has no more than 15 employees and has average annual receipts that do not exceed $1 million. Offers from other than very small business concerns will not be considered.  



The printed Commerce Business Daily is mailed each Federal workday. Yearly subscription prices vary according to the postage class desired. A special six-month introductory subscription is also available. Click on the service that best fits your needs and an order form will appear. Canadian and Mexican subscribers must choose first class postage service. 

First class postage service for one year for $373 

Regular postage service for one year for $316 

First class postage service for six months for $186.50 

Regular postage service for six months for $158.00 

Some additional sites for CBD are http://cbd.cos.com/ or http://cbd.savvy.com/.

SECTION IX

BASE SECURITY

The following is a sample base entry letter.





                                                                                                                       Page 1 of __________


Date: ______________

MEMORANDUM FOR: 460th Security Forces Squadron 




FROM:  460th Contracting Squadron  (Reference Contracting Officer Validation, Page 3)

SUBJECT:  Request for AF FM 75, (Visitor Pass) for  _________________________________ employees on behalf of  _________________________              (Sub-contractor)
                                                       (Prime contractor)

1.  Request personnel and/or vehicle passes be issued to the individual in paragraph f. below:

    a.  Name, address, and phone number (provide as much information as possible:  cell phone, site superintendent phone number, 24 hour emergency number, corporate number)


    b.  Contract number:______________________________________________________

    c.  Expiration date of contract that will appear on pass:___________________________

    d.  Times authorized on base: i.e. 0730-1630:___________________________________

    e.  Project location:_______________________________________________________

  (i.e. Bldg. Number, Room Number, Street or any other information relating to location of job site)

    f.  Prime Contractor Site Superintendent will be responsible for the conduct of all contractors to include sub contractors.  

    g.  The Prime Contractor must identify personnel who will be able to sponsor other personnel onto the base.  They must do this by annotating, in the "NAME" field below, the words, "AUTHORIZED CONTRACTOR SPONSOR".   This will normally be the project superintendent and there may be more than one person authorized. This person or persons will be the only ones who can sponsor another person on at an entry gate.  Their personal pass will state "AUTHORIZED CONTRACTOR SPONSOR".   The Prime contractor must also indicate in the "NAME" field if the person will require access to the base on any days or at any hours other than Mon - Fri, 0600 - 1800. 

NAME:_______________________________________________________________________  

             


Last, First MI

SSAN: _____________________________ DOB:_____________________________________
           Last four only




                 DD/MM/YYYY


ADDRESS:____________________________________________________________________ 

Vehicle Info:___________________________________________________________________

            Year, make, model, license plate #

____________            ____________________________________________________________

NAME:_______________________________________________________________________  

             


Last, First MI

SSAN:_____________________________ DOB______________________________________
           Last four only




                 DD/MM/YYYY


ADDRESS:____________________________________________________________________ 

Vehicle Info:___________________________________________________________________

            Year, make, model, license plate #

____________            ____________________________________________________________

NAME:_______________________________________________________________________  

             


Last,  First MI

SSAN:_____________________________ DOB______________________________________
           Last four only




                 DD/MM/YYYY


ADDRESS:____________________________________________________________________ 

Vehicle Info:___________________________________________________________________

            Year, make, model, license plate #

____________            ____________________________________________________________

Note:  The prime contractor will complete this letter for the company and have an additional letter for each sub-contractor.  Once the prime contractor has gathered all information required by this letter, he/she would return the letter to the 460th Contracting Squadron.  The Contracting Officer will review the information and validate it by signing the coordination block on Page 3 of this letter.  The Contracting Officer will hand-carry the original letter (with the completed validation) to Pass & ID and provide a copy to the Security Forces Operations Section.  A copy of the letter will be provided to the contractor.  The contractor should allow 72 hrs after receiving the signed copy of the letter back from contracting before attempting to use that letter to gain access to the base (the 72 hrs is to allow processing and delivery of the letters to all the base gates). The contractor must take their copy and all necessary documentation (per the attached rules) to Pass & ID for use in obtaining their passes.  The Site Superintendent will inform all contractors on the rules of the base (see attachment 1) and which gate(s) the contractor may use.  The prime contractor must ensure all employees to work on base (prime and sub) have the prime's cell phone number.  

    h.  Construction worker:  Initially each construction worker will stop at the gate and receive a 1-day pass. They will receive one pass in two sections.  One will be kept in their wallet and the other section will be displayed in their vehicle.  The following is required to enter the base: 

      (1) Valid Drivers License.

      (2) Valid Vehicle Registration. 

  (3) Valid Proof of Insurance for each vehicle.  

From there, the construction worker will then proceed to 460th Security Forces Squadron, Pass and Registration Office.  They will then receive a pass with a longer expiration date. 

 i.  Gate Entry Procedures: For all vehicles (i.e., cars and pick up trucks) operators will use the 6th Avenue gate. 

    j.  All visitors will abide by all base rules (attachment 1) and comply with Security Forces (Police) directions.  Any person not complying with the rules will be removed from base and can be subject to Barment. 







Prime Contractor Site Superintendent Signature Block







Company and phone number 

Contracting Officer Validation:

I have reviewed the contractor's request for vehicle and/or personal passes and hereby concur that subject contractor has a legitimate need for vehicle and/or personal passes.  Vehicle and/or personal passes are required for this contractor so that they may fulfill their contractual obligations with the United States Air Force.  







Name




Date







CONTRACTING OFFICER

SECTION X

POINTS OF CONTACT

460TH CONTRACTING SQUADRON

FAX 303-677-6443
COMMANDER

___​________




303-677-6438

SECRETARY__




______

303-677-9393
DIRECTOR OF BUSINESS OPERATIONS_____



303-677-6900

SMALL BUSINESS ADMINISTOR





303-677-6745
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