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Industrial Supplies
PART I – STATEMENT OF WORK
1.0 INTRODUCTION / BACKGROUND

Mission Support Alliance (Buyer) supports the DOE Richland Operations Office (RL) Project Hanford, which entails cleanup of the Hanford Site with the exception of Hanford Site tank waste. Key cleanup activities include Remediation Definition and Analysis, Facility Cleanup, Waste Site Cleanup, Facility and Waste Site Surveillance & Maintenance, and Groundwater Protection. 
2.0 DESCRIPTION OF WORK – GENERAL 

Mission Support Alliance (MSA) requires a dedicated contractor to provide the following items to MSA (and other) organizations via web ordering with payment by credit card (P-Card). The items are categorized as follows:

· General Industrial Supplies to include: Hand, Power and Cutting Tools, General Hardware items, Industrial Supply items and other miscellaneous materials.
· MSA requests to have the Grainger catalog under the Industrial Supplies subcontract.  Proposers of this subcontract will be required to establish an agreement with Grainger.  Please contact Tito Espinoza to enquire about Grainger agreements and pricing. tito.espinoza@grainger.com


This Statement of Work defines the process for ordering the items identified above, including the responsibilities of the Contractor, and Mission Support Alliance.
3.0 DESCRIPTION OF WORK – SPECIFIC (SCOPE OF WORK)

3.1 Safety Products, Tools and General Hardware, Electrical Supplies.
Contractor shall provide Safety products, Tools and General Hardware Supplies.
· Contractor will deliver to Hanford Central Receiving, located at 2355 Stevens Drive, Richland, WA, 99354 (1163 Building).  A listing of Hanford Site/Hanford Central Receiving closure dates shall be provided yearly to the Contractor. In the event that the receiving facilities are relocated, deliveries may be made at other locations within 25 miles of 2355 Stevens Drive.
· Package, label, and deliver items as specified per the subcontract.
· Provide a packing list for each individual order 

· Provide a delivery manifest for all shipments 
· Ensure that cases on pallets are not stacked higher than shoulder height (approximately 5 feet) and that pallet load is plastic wrapped for stability.

3.2 Electronic Commerce Website

· Maintain an Electronic Commerce (eCommerce) website with online ordering capabilities.
· Computer to computer ordering will not be allowed under this agreement.  (No automatic computer orders). 
· End-User profiles shall not be used to transmit any advertisements or other Seller generated communications without specific approval in advance from the Buyer.
· The on-line software system used for ordering is the property of the Contractor.  Contractor agrees to grant access through the Internet to designated End-Users and administrative personnel.  Any cost of ownership, operation or dispute with regard to the software is the Contractor's responsibility.

· Contractor agrees that if material changes are made in the on-line ordering software that reasonable training and/or instructions will be provided to Buyer's End-Users as needed to maintain effectiveness of the ordering process.

· The on-line software system must provide an account security feature, not to exceed 5 failed attempts, for logon.

· It is preferred that the Contractor’s on-line ordering site have the functionality to block items.  The blocking of items will prevent the End-Users from ordering the product(s).

· If the Contractor’s on-line ordering site is unavailable, the Contractor will send an email notification to the Contracting Officer.  The Contractor shall restore the site within 24 hours of notifying the Contracting Officer.  While the site is unavailable, the End-Users may phone or fax orders to the Contractor.
· Contractor will validate the End-User's card number and name for each order.

· End-User information cannot be publicly posted unless agreed upon by both the Buyer and Contractor.

· Buyer and Contractor agree that only a limited number of people will have passwords and/or security profiles which permit access to the ordering process, security arrangements and/or End-User information.

· The “User Name” at sign in should consist of one of the following options:

· User’s 1st initial and last name with no spaces. (example: jsmith)

· User’s 1st and middle initial and last name with no spaces. (example: jmsmith)

· If 2 users have the identical 1st, middle, and last name, then a numeric character will be added at the end of the name. (example: jmsmith2)

Passwords will not contain Mission Support Alliance, LLC specific information, such as the Hanford Identification Number (HID).
· Both parties agree to control End-User passwords and access in a way that assures only authorized people can place orders or view credit card information.  New passwords will be forced on End-Users every 6 months.  End-User access will be terminated within 24 hours, when the P-Card Administrator notifies Contractor.

· Contractor must have a “Forgot your Password” button.

· End-Users must receive a new password if they forget their existing password.

· Site must require End-Users to enter their password each time they logon and passwords cannot be saved.

· Passwords shall be changed every six (6) months.
· Both parties agree to share information between system administration or operations personnel which might affect the security or operation of this ordering agreement with respect to system security, virus concerns, scams, spam, fraud attempts hacker attacks, firewall violation, etc. as might be applicable.

· End-User’s credit card number will be suppressed in full (once the End-User leaves the checkout page, the CC# is suppressed or the field will be empty). 

· Buyer prefers the checkout panel to have a time out feature.

3.3 Credit Card Capability

Have capability to accept credit card payment online and provide Level III data.

· Payment will be made by End-User's credit card supplied by the End-User at the time an order is placed on the Internet.  Contractor will validate the credit card number before processing each transaction.  Validation will be directly from the Contractor’s web site to their bank; no manual Credit Card validation is allowed.  Contractor will provide level three (3) data that includes the End User’s Log Number.  Level 3 data is the following:  Log Number, Line Item Detail, and Total Order Value.
· Process credit card charges daily. 
· Reimbursement for materials provided under this contract will be made using the Buyer’s Purchasing Card (P-Card) System.  Acceptance of the P-Card for payment will be in lieu of any other forms of payment by the Buyer on this contract. 

· The Contractor is required to report to the Buyer all P-Card purchases in a form and frequency stipulated by the Buyer.  As a minimum, the report will contain the materials purchased, identify the person purchasing the material/service and the price charged.

· The Buyer’s P-Card system uses a Visa Card the Contractor must have a merchant account and/or otherwise be authorized to accept Visa Card for any payment to be made. 

· The credit card numbers, expiration dates, account numbers, card holder’s names and contact information is considered business sensitive by the Buyer, and in no way shall be stored by the Contractor.  By accepting such information, Contractor agrees to take reasonable steps to secure and safeguard the information, not to disclose it to third parties, not to transmit such information via an unsecured method, and to ensure that only a limited number of people with a need-to- know have access to the data.  In the event data security is compromised, immediate steps must be taken to notify the Buyer.    To the extent that adequate safeguards are not in place or Contractor fails to take prompt action to mitigate the potential for loss or fraud, Contractor will be responsible for such loss.

· End-User’s credit card number will be suppressed in full (once the End-User leaves the checkout page, the CC# is suppressed or the field will be empty). 

3.4 Customer Service Point of Contact

Designate a single Point of Contact (POC) and back up POC to provide technical information and customer service to MSA customers.
Submit the name and business telephone and off-hours telephone numbers of a POC, and an alternate, designated to administer the contract.  The Contractor shall notify the Buyer of any changes to this information throughout the term of the contract.
4.0 TECHNICAL REQUIREMENTS

4.1 Facility/Process Requirements

· Supplier shall maintain necessary licenses (state and local) to perform work described within this contract.

· Contractor’s facility is subject to a no-notice inspection, performed by Buyer and other designated parties at Buyer’s discretion, at any time during the performance period of this contract.

· Contractor shall notify Buyer immediately when Contractor’s process has not met the minimum acceptable requirements for quality or production standards, or has been identified as not meeting requirements as prescribed in the applicable regulatory documents.  Proposed remedy of deficiency shall be provided to Buyer with notification for Buyer’s approval.
4.2 Records

· Contractor agrees to maintain an electronic record of each transaction for a period of 1 year.

· Buyer will be granted reasonable access to the electronic records upon request.

5.0 PERSONNEL REQUIREMENTS

5.1 Training and Qualification

A. Contractor shall ensure that its customer service personnel meet and maintain the appropriate training, qualification and certification requirements.  Hanford site-specific training requirements to safely perform this work are identified below.
B. The following training is required: Hanford General Employee Training (HGET) OR Hanford Site Orientation (HSO).

C. MSA required site training will be provided by MSA.
D. The required training shall be completed prior to obtaining access to the Hanford site.
5.2 Security and Badging Requirements

A. The Contractor’s POC and any other contractor personnel accessing the Hanford Site shall obtain a security badge or the MSA Contracting Officer will provide a temporary security badge prior to obtaining access to the Hanford site.
B. A minimum of two working days advance notice is needed for site badging.

5.3 Site Access and Work Hours

Deliveries shall take place between the hours of 6:00 a.m. and 4:30 p.m. Monday through Thursday.  Site is closed on Friday.
6.0 ENVIRONMENTAL, SAFETY, HEALTH, AND QUALITY REQUIREMENTS

The Contractor shall perform work safely, in a manner that ensures adequate protection for employees, the public, and the environment, and shall be accountable for the safe performance of work.  The Contractor shall comply with, and assist the Buyer in complying with, ES&H requirements of all applicable laws, regulations and directives.

6.1 Safety Requirements
The Contractor and its subcontractors shall be responsible to comply with State and Federal requirements or regulations.

6.2 Quality Assurance and Control
Contractor shall be responsible for performing quality workmanship and shall conduct the quality control measures necessary to ensure work conforms to requirements above.
Materials shall be those specified in the order.  The Contractor shall not make substitution without prior authorization from the Contracting Officer.

Controls for handling, storage, cleaning, packaging, preserving, and shipping of items to prevent damage or loss and to minimize deterioration shall be established. 
Prompt identification, control and correction of conditions adverse to quality.  Any nonconforming product identified by the Seller during inspection activities shall not be supplied.

6.3 Quality Assurance/Inspection Requirements

Electrical Safety Requirements

All electrical control panels and electrical equipment [a general term including material, fittings, devices, appliances, luminaries (fixtures), apparatus, and the like, used as a part of, or in connection with, an electrical installation] delivered or brought onto the site in performance of this contract must be listed, labeled, and/or recognized by an organization currently recognized by OSHA as a nationally recognized testing laboratory (NRTL).

All electrical equipment installed as part of this contract must comply with the National Electrical Code (NEC), NFPA 70, and where applicable ANSI C2 (NESC). The Buyer reserves the right to inspect electrical equipment and installations. Contractor is responsible for notifying Buyer when installations are available for inspection.

Electric motors shall be labeled to be in accordance with NEMA MG‑1 or listed by an organization currently recognized by OSHA as an NRTL.

Electrical equipment and devices for which there is an NRTL listing category must be Listed or Labeled and/or recognized by UL or another organization currently recognized by OSHA as an NRTL.

a. The Canadian Standard Association (CSA) marking is currently recognized by OSHA as an NRTL when the label includes “US” or “NRTL” subscript.

b. The European Union “CE” marking, Directive 93/68EEC, is not currently recognized by OSHA as an NRTL marking.

c. The International Electrotechnical Commission (IEC) Standard 60529 for enclosures, (IPxx), is not currently recognized by OSHA as an NRTL label.

Unlisted electrical equipment for which there is no listing category or no acceptable listed and labeled substitute must be evaluated or tested using a method submitted to and approved by the Buyer prior to delivery of the equipment.

7.0 MEETINGS and SUBMITTALS

7.1 Meetings

A. After contract award, the Contractor may be asked to participate in a Kickoff Meeting to be held at the Buyer’s site.  The time, date and agenda for the meeting will be provided to the Contractor by the Buyer.

B. The person or persons designated by the Contractor to attend all meetings shall have all required authority to make decisions and commit Contractor to decisions made during meetings.

C. At a minimum, the Contractor and Buyer shall meet on an annual basis throughout the term of the Contract.

D. MSA and the Contractor will interface only through the Contracting Officer for clarification/questions regarding the contract.  For clarification of logistical issues, the Contractor will contact the Buyers Technical Representative (BTR).

7.2 Submittals

A. Contracting Officer may request the Contractor provide semi-annual performance reports as defined by the Buyer.  These reports shall include usage and activity reports that show ordering method (on-line vs. phone, fax or walk-in) and can also show which Contractor ordered the item (i.e. Mission Support Alliance or CH2MHill).
B. Communication materials to assist employee awareness of the goods and services provided under this Contract.

8.0 DELIVERABLES, PROJECT CONTROLS, MILESTONES, AND PERFORMANCE SCHEDULE requirements

8.1 Deliverables

