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Department of Commerce Cost Reduction Initative  
PCs & Accessories Contract 

Ordering Instructions 

Summary/Background:
The Department of Commerce (DoC) awarded a single Custom User Purchasing Agreement (CUPA) with 
Intelligent Decisions under the NASA SEWP IV vehicle, to establish a department-wide procurement vehicle for 
the acquisition of Personal Computers, Monitors, Accessories, and Services. This is a mandatory use vehicle for 
the DoC, and this document provides guidance on how to order PCs & Accessories under this contract.

Order Placement
Only orders placed by a Contracting Officer or a Bureau authorized purchase card holder shall be fulfilled 
under this agreement.  

Order placement via phone, email or through an Online Ordering Portal website shall be accepted. 

It is recommended that all orders placed under this agreement be placed and tracked through a DoC-specific 
Online Ordering Portal. The Portal will be available mid-March 2012. Until that time, please place orders through 
email or phone with the points of contact listed below. 

Order Submission: 
Online Ordering Portal: TBD mid March 
Email: akimmel@intelligent.net or jgornik@intelligent.net 
Phone: Amanda Kimmel 703-554-1752 or Jenn Gornik 703-554-1733 
Fax: 703-554-1952 or 703-554-1933 

Order Payment - Acceptance of Government Purchase Cards
The Contractor is required to accept the GSA SmartPay card and purchase orders for orders issued against the 
agreement.  

Products & Services Offered:
A detailed list of products and services offered under this contract can be found on the following pages.

Questions/Concerns:
DoC PCs & Accessories Contact:  

Tammy Journet 
Deputy for Procurement Performance Excellence
202-482-4511
tjournet@doc.gov

Developed by the Procurement Performance Excellence Office (PPEO)
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PCs & Accessories Product List: 
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March 27, 2012 

NOAA Process for Purchasing Desktop/Laptop Computers and Accessories 

Overview

An agreement between the Department of Commerce, US Census Bureau, and NASA has 
established a contract under the NASA SEWP vehicle for “Personal Computers (PC) and 
Accessories”, which includes Desktop and Laptop Computers, Monitors, Accessories, and 
Services, at discounted prices. The PC portion of the contract includes three desktop and three 
laptop base configurations, with the ability to modify/reconfigure selected components. This 
contract is a mandatory source within DOC for acquiring these types of equipment and related 
services. For detailed ordering instructions on using the PC portal, refer to the DOC ordering 
guide.

Implementation 

The goal of this process is to maximize ease of use, ensure conformance to architectural 
standards, maintain visibility of purchases, manage waiver requests and assure consistency with 
NOAA policies and the Desktop-Laptop Purchase Management Policy.  To accomplish this, Line 
Offices and Staff Offices will establish a process for purchasing PCs through the portal including 
developing an approval process, identifying the LO/SO purchasing agents, and 
identifying/documenting allowable exceptions.  The process will also include the LO/SO 
established configurations that will promote homogeneity and consistency with the LO/SO 
technical architecture. In addition, following such best practices will ease any future transitions
to environments such as thin clients and virtualization. 

Waivers 

Waivers from use of the DOC ordering vehicle must be approved by LO CIO or designated 
representative and accompanied with a bona fide justification, such as: 

- For field emergency 
- a specialty computer that provides a cost-effective functionality not offered in the 

standard configurations)

In order to ensure compliance with the DOC ordering process, all LOs and SOs are responsible 
to submit a monthly report of all approved waivers to NOAAPC.initiative@noaa.gov by the 7th

day following the month being reported in the attached format. 

All waived PCs must be procured through the NOAALink vehicle and will be subject to the 3% 
fee.  The approved waiver shall be attached to the procurement request along with the other 
procurement documentation. 

(Note: Staff Offices should get approvals from OCIO SSD/CSB.) 



2

NOAALink will be responsible to collect post-action reports of purchases through the portal and 
share this information with the CIOs to ensure consistency with NOAA policy on the Desktop-
Laptop Purchase Management Policy. 

Order Processing 

The preferred process is through the use of purchase card.  LO/SO purchases would be approved 
by the LO CIO  ( or designated representative) prior to orders being placed via an on-line 
“ordering portal” by designated “Field Delegates”  with authorization to purchase up to their 
warrant levels. The name of the designee should be sent to NOAAPC.initative@noaa.gov.

Request for Changes to Purchase Card limits should follow the following process: 

If a Field Delegate needs to have their single purchase limit increased, the cardholder 
needs to provide copies of their FAC-C and warrant to their NOAA APC1 .  An increase 
to the cardholder’s monthly purchase limit requires the Cardholder Approving Official to 
provide additional justification to NOAA APCs based on monthly spending projections.
No purchase card limits will be raised above those set by the individual’s warrant. 

If a Field Delegate’s warrant level is determined to be insufficient for the expected 
purchasing levels, the LO CIO must submit requests for a higher warrant to the Field 
Delegate Program Coordinator.  A new warrant will be re-issued to include increased 
levels for DOC ordering vehicle.  A copy of the re-issued warrant must to be provided to 
NOAA APCs before increases to purchase card limit(s) will be processed.  One-time
increases can also be submitted to the monthly limit based on an anticipated increase in 
a large one-time bulk purchase.   The increased limit to a purchase card holder would 
only apply to purchases through the DOC portal. 

For Staff Offices, designated purchase card holders will also order through the portal.  

For both Line Offices and Staff Offices,  AGO will identify points of contact within the 
Acquisition Divisions to process Staff Office requests and large dollar requests above a Field 
Delegates’ warrant level.  More details on this process will be forthcoming. 

The portal allows requirements to be built and stored in a shopping cart to be procured at a later 
time.  Prior to the designated purchasing agent placing the order, they should verify that the 
requirements are consistent with the SO/LO required configurations.

The purchase card holders will oversee the acquisition, including tracking the procurement, 
ensuring appropriate property accountability and paying invoices. 

1 NOAA APCs are Tracey Cureaux (HQ and Eastern Servicing Areas), CBC staff (Central and 
Mountain Servicing Areas) and Shannon McIlroy (Western Servicing Area). 
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PURPOSE AND SCOPE
The purpose of this policy is to minimize the demand and/or total expenditures associated with the 
purchase of DT/LT devices.  This policy applies to all NOAA Desktop/Laptop (DT/LT) devices. 
AUTHORITY
This policy is established by the NOAA Chief Information Officer in response to the following directives: 

1. OMB Administrative Efficiency Initiative, November 7, 2011. 
2. Department of Commerce, Cost Reduction Implementation, May 2011.  
3. Presidential Executive Order 13576: Delivering an Efficient, Effective, and Accountable Government,

13 June 2011 
4. Presidential Executive Order 13589: Promoting Efficient Spending, 9 November 2011 

INTENDED AUDIENCE
This policy is targeted for any person who makes decisions about the purchase and/or assignment of 
DT/LT devices.  However, all NOAA employees, contractors and affiliates should be familiar with the 
contents and intent of this policy. 

BACKGROUND
NOAA’s total expenditure for DT and LT purchases has increased steadily and is approaching $10M per 
year.   Because this represents a significant and growing investment, it is incumbent upon NOAA leaders 
to improve its management of the purchase, assignment, and cost tracking of these resources. 

DEFINITIONS
� DT/LT - Desktop/Laptop computer.
� DT/LT End User – NOAA employees, affiliates, and contract personnel to whom a DT/LT is 

assigned for their indefinite and exclusive use.
� Functionality – The type of work performed on the device such as office productivity, 

computationally intensive scientific work, instrumentation, remote monitoring of systems or 
facilities, and travel/loaner functions (used for email, web, etc.).  Telework and remote work does 
not by default constitute a different functionality. 

� Tech Refresh - The periodic replacement of systems (or components) to assure continued 
effectiveness and supportability throughout its lifecycle. 

POLICY 

Those who have the authority to make decisions about the purchase and/or assignment of DT/LT 
devices shall:

� Obtain approval from the LO CIO or their designated representatives prior to purchase; 
� Use an enterprise procurement vehicle, when available; 
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� Ensure all “End Users” are limited by default to a single DT/LT device.  Assignment of multiple 
DT/LT devices to a single end user requires approval from the LO CIO or their designated 
representatives and shall be limited to cases where a separate functionality is required. 

� Institute�a�technology�refresh�cycle�of�no�less�than�four�years�for�end�user�DT�and�LT.��
� Review�and/or�take�advantage�of�existing�equipment�inventories�to�avoid�unnecessary�DT/LT�

purchases.�

LO CIOs shall comply with this policy and respond to any applicable reporting/guidance. 

Waivers

Each LO CIOs will be responsible for establishing a written waiver process to review and approve 
requirements that qualify as exceptions to this policy.  NOAA Staff Offices wills submit their waiver 
requests to the designated person in the NOAA CIO Office. 

The following are examples of potential purchase exceptions:

� Proactive preparation for emergency conditions (e.g., disaster or COOP events) 
� Continuous monitoring of critical operations/systems/equipment 

The following are examples of potential excepted users:

� Some end users with disabilities 
� Operations staff who use a shared pool of workstations 
� Someone who uses only a loaner system (e.g. for travel) 
� Staff who use a shared set of computers as part of field operations or when integrated into 

instrumentation
� Systems staff or web developers who need to support multiple platforms 

Oversight 

NOAA Chief Information Officer will monitor compliance to this policy.    



NOAA JUSTIFICATION AND APPROVAL FOR NON-USE OF DOC BLANKET 
PURCHASE AGREEMENT (BPA) FOR PERSONAL COMPUTERS AND ACCESSORIES 

Use of DOC’s BPA for desktop computers, laptops, monitors and other accessories is required 
for the Department of Commerce. Desktop, laptops, monitors and accessories purchased outside 
of the BPA, must be justified and approved by the Line Office Chief Information Officer or their 
designate and for Systems Support Division in the Office of the Chief Information Officer, for 
purchase orders, contracts, or purchase card transactions. 

Justification and Supporting Documentation: Provide specific information regarding basis for 
non-use including Apple products, ruggedized laptops, think clients, and ultra-high performance 
workstations below: 

 

 

 

 

 

 

Requested by:  _______________________________ ________ 

        Signature       Date 

 

Name of Purchase Cardholder or Contracting Officer 

 

Approved by:  ________________________________ ________ 

        Signature       Date 

 

Name and Title of Approving Official: ___________________________      ________ 

                               Signature        Date 



AGO IRP #9001 



This document provides information on the following: 

 

 Creating and Reporting New Calls (Awards) against Census BPA 
NNG07BA28BYA132312BU0002 with Intelligent Decisions 
 

 Correcting FPDS-NG Reports For Existing Calls (Awards) Against 
Census BPA NNG07BA28BYA132312BU0002 with Intelligent 
Decisions  

 

For reference, below is how the BPA data displays in FPDS-NG: 
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• When creating a new award against the Census BPA 
(NNG07BA28BYA132312BU0002), with Intelligent Decisions (vendor 
00000463), ensure the following is selected/entered: 

 Award Type:   Delivery Order/Other Agency 
 

 GSA/FSS Number:  NNG07BA28BYA132312BU0002 
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• On the Award Administration (Administration Tab), ensure that the 
Business Size is indicated as “Small.” 

 

 

 



• When entering the FPDS-NG interface screen in C.Award ensure that 
the following are selected/entered: 

 Award Type:   BPA Call (not Delivery/Task Order) 

 IDV Agency ID:  1301 

 IDV PIID:   DOCNNG07BA28BYA132312BU0002 
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When correcting the FPDS-NG reporting of an existing NC award 
against the Census BPA (NNG07BA28BYA132312BU0002), with 
Intelligent Decisions (vendor 00000463), take the following steps: 

• Open the award and click Modifications to 
see if any modification(s) were performed 
on the award. 

 
o If modifications were issued, click 

Delete FPDS-NG Report for each 
modification issued as well as the 
award. 

o If no modifications were issued, click 
Delete FPDS-NG Report on Award 
Summary to delete the FPDS-NG report.  

 

• Once the FPDS-NG reports are deleted, 
click on FPDS-NG Report from the Award 
Summary, Reporting Menu to recreate the 
report(s).  
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• When the C.Award FPDS-NG interface screen opens, the default  

    information may be incorrect. Ensure that the following are  

    selected/entered and click Create: 
 

 Award Type:   BPA Call  

 IDV Agency ID:  1301 

 IDV PIID:   DOCNNG07BA28BYA132312BU0002 
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• The FPDS-NG report will display in another window and should look 
similar to the below: 

8 



Verification that the FPDS-NG Report is correct, when both creating 
new awards and correcting existing awards, can be done by ensuring 
the Contracting Officer’s Business Size Selection shows as “Small 
Business” at the bottom of the FPDS-NG Report: 
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