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Procedures Document  
Information Technology  

Cellular Service  
DOC Wireless Communication  
BPA Ordering Procedures  
 
How to establish a Cellular Service Account with Verizon Wireless: 
 
To establish a new account contact the local area Verizon Wireless (VZW) Federal 
Account Business Sales Representative or the alternate contact is the Verizon Wireless 
Federal National Account Manager for Department of Commerce (DOC):  
 

William “Bill” Lewis, Jr. 
National Account Manager  

Verizon Wireless 
william.lewis@verizonwireless.com 

202-329-5060 – cell 
240-568-1874 - fax 

  
1. Contact local VZW (Verizon Wireless) representative to request a BPA call quotation 
2. Review BPA call quotation for devices and cellular service price plans 
3. Provide a BPA Call/Purchase Order (PO) award and/or the signed Credit Card 

Authorization Form. The authorization should be signed by the Contract Officer (CO) 
or the authorized PCard Holder and sent to VZW via email response. 

4. VZW will email a confirmation Approval of the order or request updated changes. 
5. Provide VZW the funding documents for any hardware devices (open market items) 

to be ordered outside of the provided GSA contract service plans via separate award 
or identify the devices to be purchase as OPEN MARKET within the BPA call award 
document. 

 
SPECIAL NOTE:  FOR Purchases over the $3,000 annual threshold:   
A BPA Call/Purchase Order (PO) award should ONLY be used when the total annual cost is 
anticipated to exceed the $3,000.00 threshold (see below) for the Pcard Holders to include a 
completed Credit Card Authorization Form.  In this instance, the contract specialist can use the 
Pcard for payment upon the completion of the Credit Card Authorization Form but a CO signed 
award document should also accompany the order.   

 
SPECIAL NOTE:  FOR Purchases under the $3,000 annual threshold: 
The only document that is required to utilize the discounted service price plans under this BPA 
is a completed Credit Card Authorization Form signed by an authorized PCard Holder or a CO.  
  

  

Please refer to Department of Commerce Directive  

CAM 1301.301 Telecommunication Services over $3,000.00 (January 2010) 

If the services are in the amount of $3K or going to be greater than $3K for one fiscal year, a PO 

must be set up and the Pcard can be used at a method of payment.  The card is usually charged 

monthly. 
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Transition of Cellular Service from a Different Service Provider: (Porting) 
 
If the subscriber has existing service with another provider and a new phone number 
will be requested from Verizon Wireless, follow the procedure for the Establishment of 
Cellular Service Account. After the new service has been established, send a request to 
the previous service provider to cancel the old service. Note that termination fees may 
apply if canceling service prior to contract term expiration. 
OR 
If the subscriber has existing service with another provider and the existing phone 
number is to be ported (transitioned) to Verizon Wireless. 
 
 The following information will need to be provided to Verizon Wireless: 
1. The account name as it is listed with the existing service provider. 
2. A copy of the most recent invoice from the existing service provider. 
3. The credit card number that will be used to establish the account. 
4. Current list of the names and phone numbers of the cell phone subscribers on the 
    account including any feature requirements. 
5. The tax exempt id # which is 30005004. 
6. Any passwords for the current account that are needed when requesting changes. 
7. Referencing the NOAA/DOC BPA, the new plan selection for each of the subscribers. 
This last should be determined by reviewing the monthly usage history for the account. 
Accounts with more than five subscribers will be able to share plan minutes. 
 

 Note that the process of porting over existing cell phone numbers from other service 
providers to Verizon Wireless will take longer than having a new numbers assigned. The 
porting process may take several days during which the subscribers will need to carry 
both the old and new phones. Incoming calls will be received on the old phone; outgoing 
calls will be made from the new phone. A text message will notify users with instructions 
when the service has been ported successfully. 
 
 
Requests for Service and/or Equipment Additions, Changes or Deletions: 

 
Nicole Woodard 
Account Liaison Department of Commerce 
800-295-1614 ext 5930 
 
Via Email: VZWFederal.NOAA@VerizonWireless.com 
 
David Gore, Sr. 
Federal Accounts Liaison Census Bureau 
800-295-1614 ext 543 
 
Via Email: VZWFederal.AcctLiaison@VerizonWireless.com 

 
DOC - Government Contact:  
Kathy Gatewood Clark 
Contract Specialist 
Office:  (303) 497-3870 or 
Business Cell:  (303) 242-4922 
Via Email:  Kathy.Clark@noaa.gov 

 

mailto:Kathy.Clark@noaa.gov
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• Orders can be initiated by fax or electronic mail. 

• Provide the NOAA BPA #RA133009BU0053, Task Order # and the existing 
account number for your organization in Block 4. See sample below: 4. Billing 
Information (for Equipment Bill of Sale) 

Task Order #: DG133004BU0001 (EXAMPLE #) 

Bill to Existing Account #: 123456789-00001 (Example) 

Credit Card Information (if applicable) 

Name of Agency: 

Name on Credit Card: 

Credit Card Type: Select One: 

Credit Card #: 

Expiration Date: 

Amount to be Billed to Credit Card: $ 

Date of Price Quote: 

Signature: 

Printed Name: 

Phone #: Date: 

 
 
 
 
Verizon Wireless approved funding document: 
 
 
 
 
 



For Verizon Wireless internal use only:  Approval: ________________________________________          Date: ___________ 

Attachment C – Contract No. RA1330-09-BU-0053 
GSA-Federal Supply Schedule 

Credit Card Authorization Form 
Date: April 1, 2011 

Vendor: Verizon Wireless 

Address: 7600 Montpelier Road 
Laurel, MD 20723 

Email: VZWFederal.Implementations@VerizonWireless.com 

Implementation Phone: 1.800.561.6227 Opt. 4 Sales Phone:       

Fax Number:  Sales Fax:       

 
Authorized By: 

 
I,       (Name as it appears on credit card), authorize Verizon Wireless to set up a 
wireless account for cellular services as listed below in the in the “Funds Authorized” 
section for       (Name of Agency). This authorization is for the initial account set-up 
and does not designate authorization for monthly auto-billing via this credit card. 
 
Credit card type: Visa MasterCard American Express  (check one) 
My credit card #: (enter only the last 4 digits)      . 
My expiration date: (example: 09/10)       
 
Agency/Organization Program Coordinator:       
Agency/Organization Program Coordinator Signature: ____________________ 
            Phone Number:       
            Email Address:       
 
Signature of cardholder: ____________________________________________ 
(Electronic signatures are acceptable) 
 
Printed name of cardholder:      _____________________________________ 
 

Contact Information:  
Email address:       
 

Phone number:       FAX number:       

 
Billing Information: 

 
      
      
      
      
      
 

Payment Terms: Net 30 

 
Description of 

Goods/Services; Pricing: 

 
Cellular service on the accounts listed below (or attached) totaling       units in 

accordance with the rate plans and terms and conditions now or in the future applicable 
to each of such lines pursuant to GSA Federal Supply Schedule Number GS-35F-0119P,  
Rate Plan(s):       
Equipment:       

 
Term: 

 
           , 2011 for       months through       
(Month) (Day)          (#)                          (Year) 

 
Funds Authorized: 

 
Monthly Access Fees on       Lines (Estimated)   $      
Equipment Charge(s) on       Lines (Estimated) $      
Total Access and Equipment Fees on       lines over course of term (Estimate)  $      
Plus applicable fees, taxes and charges 

 
Contract Number: 

 
GSA Federal Supply Schedule Contract Number GS-35F-0119P 

 
Equipment  

(Open Market): 

 
None of the equipment listed are products listed on GSA Federal Supply Schedule 

Contract No. GS-35F-0119P. All are open market items. Specify Phones/accessories: 
      

 
Miscellaneous: 

 
Specify Phones, Delivery, Additional Authorized Signers, Etc.:       

 
Customer Acceptance: 

 
Signature: ___________________________________     Date: ______________ 
 

 

mailto:VZWFederal.Implementations@VerizonWireless.com

