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1.0 INTRODUCTION / BACKGROUND
Mission Support Alliance (MSA) is the prime contractor performing Hanford’s Mission Support Contract for the United States Department of Energy (DOE).  Lockheed Martin, Jacobs Engineering Group, Inc., and Wackenhut Services, Incorporated (WSI) joined in partnership to create the Mission Support Alliance (MSA), LLC.  Under the Mission Support Contract the Mission Support Alliance provides direct support to DOE and its contractors with cost-effective infrastructure and site services integral and necessary to accomplish the Hanford Site environmental cleanup mission. The MSA’s scope includes five primary functions: safety, security and environment, site infrastructure and utilities, site business management, information resource and content management, and portfolio management.  The Department of Energy’s Hanford Site sits on 586-square miles located in Richland, Washington. Approximately 11,000 employees support the Hanford cleanup mission through contractors or subcontractors and are located in multiple facilities throughout the Hanford site. The site uses the Hanford Local Area Network (HLAN) to connect approximately 8,000 site users.
2.0 OBJECTIVE
MSA (Buyer) requires a Subcontractor to provide site-standard computers and computer related products, including desktop computers, notebook computers, and standard monitors to MSA and other Hanford contractors via web ordering with payment by credit card (P-Card).  The list of standard products to be provided are identified in Attachment III.  The list of products may be updated via email from the Buyer’s Technical Representative (BTR) to the Contracting Officer.  This update will be flowed down to the Subcontractor via email.
3.0 DESCRIPTION OF WORK – SPECIFIC
3.1
Electronic Commerce Website

A. Develop and/or maintain an Electronic Commerce (eCommerce) website with online ordering capabilities that meet the requirements of the Ecommerce Agreement (ECA) Attachment II.

B. When logged on to the Subcontractor’s web site, the only products visible will be the items identified in Attachment III.

C. The on-line software system used for ordering is the property of the Subcontractor.  Subcontractor agrees to grant access through the Internet to authorized buying personnel.  Any cost of ownership, operation or dispute with regard to the software is the Subcontractor’s responsibility.

D. System to generate electronic Credit Card Order – Invoice # ___ email to the customer and the BTR.  Emailed invoice shall contain the following information:

· MSA P-Card Log # __________ (Could be MSA, WRPS, CHPRC, or LMSI)
· Seller Name/Address 

· Order Number (Invoice Number)

· Company Name (Recipient Company)

· Ordered by Person’s Name

· Delivery location of 2355 STEVENS BLDG 1163, RICHLAND, WA 99354

· Description of contents

· Serial Number(s) required on all monitors, computers, and projectors.

· Price(s).
3.2
Credit Card Capability

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

A. Provide Level III data for each P-Card transaction, which includes, but is not limited to, the Buyer's P-Card Log Number, Line Item Detail and Total Order Value.

B. Process credit card charges daily. 

C. 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. 

D. The Subcontractor 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 company and person purchasing the material/service and the price charged.

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

F. 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 Subcontractor.  By accepting such information, Subcontractor 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 (within 1 hour) steps must be taken to notify the Buyer and the appropriate banking institution:

· MSA Contract Specialist

· VISA:  US Bank (1-800-344-5696)

G. To the extent that adequate safeguards are not in place or Subcontractor fails to take prompt action to mitigate the potential for loss or fraud, Subcontractor will be responsible for such loss.
3.3
Packaging Requirements


Each package will have a delivery label affixed that contains the following information:

•
MSA P-Card Log # (could be MSA, WRPS, CHPRC or LMSI)

•
Order Number/Unique Tracking Number

•
MSA Receiving, 2355 Stevens Drive, Richland, WA  99354

If possible, multiple pieces of a single order shipment will be identified as 1 of __, 2 of __, etc.

A packing list will be included in a plastic sleeve on the outside of one of the boxes for each order that contains the following information:
· MSA P-Card Log # __________ (Could be MSA, WRPS, CHPRC, or LMSI)

· Order Date

· Order Number

· Ordered by Person’s Name

· Company Name (Recipient Company)

· Recipient’s Name

· Recipient’s Delivery Address (Building/Room/Area)

· Product Description and Price

· Signature Line, HID Line, Tag Line and Serial Number

3.4
Returns/Receipt of Incorrect or Damaged Material

In the event Subcontractor ships incorrect or damaged products, Subcontractor will replace the products by immediately shipping replacements.  All returns will be coordinated between the Subcontractor and the user.
3.5
Customer Service Point of Contact

The Subcontractor shall designate a single Point of Contact (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 Subcontractor shall notify the Buyer of any changes to this information throughout the term of the contract.
4.0 REQUIREMENTS

4.1 Engineering Requirements
No MSA Engineering procedure nor standard applies to the performance of this contract.

4.2 Environment, Safety, & Health (ES&H) Requirements
The Subcontractor 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 Subcontractor shall comply with, and assist the Buyer in complying with ES&H requirements of all applicable laws, regulations and directives.

4.3 Quality Assurance (QA) Requirements

No MSA quality program controls apply to the performance of this contract 
4.4 Government Property
No government property will be supplied to the Subcontractor in support of this contract.

5.0 PERSONNEL REQUIREMENTS

5.1 Training and Qualifications
The Subcontractor shall ensure that its customer service personnel meet and maintain the appropriate training, qualification and certification requirements to perform the work scope described in this document.

5.2 Security and Badging Requirements

No security badge is required for deliveries to Central Receiving or for material to be picked up from Shipping.  The Subcontractor’s POC and any other Subcontractor personnel accessing the Hanford Site shall be provided a temporary security badge by the Buyer’s Contract Specialist prior to obtaining access to the Hanford Site for any required/scheduled meetings regarding this subcontract.

5.3 Work Location / Potential Access Requirements
Deliveries shall take place between the hours of 8:00 AM and 4:00 PM Monday through Thursday and between 8:00 AM and 3:00 PM on the alternating Friday worked.
5.4 Site Access and Work Hours
The Hanford Site operates on the standard 8/9’s schedule.  The standard work day shall consist of nine (9) hours of work between 7:00 AM and 4:30 PM with one-half hour designated as an unpaid period for lunch.  An eight (8) hour work day is substituted on alternate working Fridays, and no work occurs on the alternate non-working Friday.
6.0 MEETINGS / SUBMITTAL
6.1
Meetings

A. After contract award, the Subcontractor shall 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 Subcontractor by the Buyer.

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

C. The Subcontractor shall immediately (within 24 hours) report availability issues, i.e., product is no longer available, to Buyer’s Contract Specialist and the Buyer’s Technical Representative (BTR) and hold until direction comes through from the Buyer’s  Contract Specialist on how to proceed.

D. Buyer and the Subcontractor will interface only through the Buyer’s Contract Specialist for clarification/questions regarding the subcontract.  For clarification of logistical issues, the subcontractor will contact the BTR.  The Subcontractor will contact the BTR on issues related to computer configurations/order fulfillment.
6.2
Submittals
A. Subcontractor will provide communication materials to assist MSA employee awareness of the goods and services provided under this Contract, including but not limited to: web ordering instructions and frequently asked questions.
7.0 TERM OF CONTRACT, DELIVERABLES, MILESTONES AND PERFORMANCE SCHEDULE
7.1 Term of Contract

The initial term of this Contract shall commence on the date of award and shall end two years later.  After the initial term, the Buyer has the option to extend this contract for one-year periods, indefinitely, based on a review of the Subcontractor’s performance and price.  The Buyer reserves the right to cancel the contract at any time with no further obligation.
7.2
Deliverables
A. The Subcontractor’s website must receive a successful evaluation per the requirements contained in the Attachment IV, “Website Evaluation Form”.

B. Assuming successful results of the website evaluation, the Subcontractor shall be ready to implement this program no later than two (2) weeks after the evaluation.

C. The Buyer reserves the right to amend this date.

7.3
Milestones

There are no milestones applicable to this work.

7.4
Performance Schedule
Subcontractor will deliver the products within 7 business days after receiving an order.
8.0 SPECIAL REQUIREMENTS
8.1
Energy Star / EPEAT Requirement

All computers and monitors delivered or brought onto the site in performance of this subcontract must be listed as Energy Star compliant and will be EPEAT registered.
8.2
Safety Certifications
All computer equipment delivered or brought onto the site in performance of this subcontract must be listed or labeled by an organization currently recognized by OSHA as a nationally recognized testing laboratory (NRTL), i.e. Underwriter’s Laboratory (UL).

9.0 ATTACHMENTS

1. Attachment I- Statement of Work

2. Attachment II - Ecommerce Agreement (ECA)
3. Attachment III – List of Site Standard Products to be ordered through E-Store

4. Attachment IV – Ordering & Delivery Process Details Specific to Subcontractor & Product
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