Air Force

Quarterly Enterprise Buy

 Tactical Instructions

For

 Mainstream Desktops, Notebooks and Monitors
Background.

HQ Standard Systems Group (SSG) is the executing organization responsible for implementing a series of quarterly buys of “Mainstream” desktop and notebook computers for the Air Force at the “enterprise” level.  Each “Quarterly Enterprise Buy (QEB)” is in direct support of the approved Air Force Information Technology Commodity Council’s (AF ITCC) strategy for acquiring these devices and is the preferred and most cost effective approach to meeting a majority of Air Force IT requirements.  

The process allows Air Force organizations to select brand name products from a specific vendor when mission needs dictate, or can be otherwise justified.  However, the recommended approach is to specify a non vendor-specific requirement to be competed among the current Air Force enterprise suppliers.

HQ SSG/AQIH has implemented a data collection “tool” to facilitate collection of “Mainstream” desktop, laptop and monitor requirements at the unit level and from across the Air Force. This approach will eliminate the need for MAJCOM manual consolidation prior to submitting the requirement to SSG.  The data collection “tool” is being incrementally developed with enhanced functionality to support future quarterly buys.  

The QEB0403 schedule is as follows:

19 Jul 04 – HQ SSG/AQIH issue tiered pricing quote request to existing BPA holders.

26 Jul 04 – Vendors Proposals due to HQ SSG/AQIH.

28 Jul 04 – Requirements collection “Tool” available for customer input.   

13 Aug 04 – Requirements submission freeze date.  Tool inaccessible.

18 Aug 04 – MAJCOM validation reports due to HQ SSG/AQIH.

19 Aug 04 – HQ SSG/AQIH issues “Spot Bid” quote request to vendors.

25 Aug 04 - Vendors submit “Spot Bid” responses to HQ SSG/AQIH.

30-31 Aug 04 – MAJCOM  COOP decision.

1-9 Sep 04 – Orders awarded to selected vendor(s).

9-30 Sep 04 – Fall-out Funding Orders processed (see below)

Placing Orders.

To activate the data collection tool, you MUST log into https://afway.af.mil/. After completing the log on process, the "Mainstream Computer Quarterly Enterprise Buy QEB0403" Icon will appear in the lower left corner of the screen – select it.  In a moment or two, a “Strategy” screen will appear providing an overview of the current Air Force Information Technology Commodity Council (AFITCC) Co-operative buy and the requirements collection process for desktop and laptop computers and monitors for the 4th quarter of FY04. The current schedule of events for this particular buy is viewable by selecting the “View Quarterly Enterprise Buy (QEB) Schedule” Icon. Otherwise, select the “Next” Icon. 

Unless specifically limited by your respective MAJCOM, there are two distinctively different methods governing what brand of computer will be received, and ultimately the price each organization pays for those computers.  The two methods are referred to as the “Cooperative Buy” and “Select Your Vendor”.  Note the payment and documentation requirements associated with the selected option! 

After indicating you have read and understand the instructions, check the box at the bottom of the page and select the box titled “Start Requirements”.  After you have reviewed the page, select the Icon labeled “Go To Order Information”. You will now be prompted for specific demographic information relating to you and your order. When all requested information is provided, select the “Go To Configurations” Icon at the bottom of the page.

Select one of the following five categories you are interested in purchasing:

Mainstream Desktop

Expandable Mini-Tower

Mainstream Laptop/Notebook

Lightweight Laptop/Notebook

Monitor (17” and 19” Flat Panel
)
If your MAJCOM has mandated use of the “Cooperative Buy” method, the phrase “This MAJCOM Requires AF CO-Op Buy” will be displayed in red.  The “Cooperative Buy” method will result in the “best overall value” for the Air Force, but the requesting organization gives up the right to determine which vendor or brand of computer is purchased to meet their requirement.  The vendor selection decision will be made by the AF ITCC, which has representatives from each MAJCOM participating in the cooperative buy.  HQ SSG has now made it possible for units to not only order computer systems, but a unit may also order monitors as a separate component.
If your MAJCOM has NOT restricted use of the “Select Your Vendor” method, a drop down box will appear allowing the user to select a particular vendor. Although the “Select Your Vendor” method allows the individual ordering organization to select the specific vendor and model of computer they will receive, this option may not result in the lowest total overall cost to the Air Force.  Organizations selecting this method must provide a written sole source justification. (Federal Acquisition Regulation (FAR) 8.405-6). The justification must include the information required at FAR 6.303-2 as well as the rationale for specifying a brand name item that is not available on sufficient schedules to satisfy the requirements of FAR8.405-1.  This document must be received prior to submitting the requirement, with the SSG contracting officer as the final authority. Failure to submit an approved sole source document will result in order cancellation.

Enter the quantity of systems and/or monitors you intend to purchase.

Enter the e-mail address of the individual receiving the order. The individual must be a registered AFWay user and authorized to accept delivery of the order (i.e. Equipment Custodian or Equipment Control Officer).

You may submit one “Configuration” per category (Mainstream Desktop, Expandable Mini-Tower, Mainstream Laptop/Notebook, Lightweight Laptop/Notebook or Monitor) of equipment, per order form. A “Configuration” is defined as a specific quantity of systems in which the ship-to address, vendor and upgrades are all identical across the quantity of systems to be procured.

   For example: 

If you require 100 identically configured Mainstream Desktop systems delivered to the same ship-to location, that’s a single order as defined above. 

The requirement to deliver 100 identically configured Mainstream Desktop systems to multiple ship-to locations can be accomplished in two ways. The preferred method would require creation of a unique order for each “Configuration” as defined above.  The second method would be to clearly indicate in the comments field of the tool, your requirement for multiple ship-to locations. This method introduces a degree of human intervention that is unavoidable. 
If you need 50 Mainstream Desktop systems with 17” flat panel monitors and 50 without monitors, all going to the same ship-to location, you have two “Configurations” and therefore you must submit two separate orders, one for each different configuration.   

If you need 50 Mainstream Desktop systems with 17” flat panel monitors and 50 without monitors, going to multiple ship-to locations, the preferred method would require creation of a unique order for each “Configuration” as defined above.  The second method would be to clearly indicate in the comments field of the tool, your requirement for multiple ship-to locations. This method introduces a degree of human intervention that is unavoidable. 
Enter the e-mail address of your MAJCOM, DRU, or FOA POC for software images.

At this point, you will be asked to complete a series of questions relating to funding. Indicate which type funding document you intend to provide. HQ SSG will accept AF Form 9, MIPR (Direct or Reimbursable) or any other document containing “Certified” funds.  To accommodate end-of-year funding issues, funding will be accepted any time during the QEB process, once the tool is open.
Enter the e-mail address of the funding POC.  

Indicate if you wish to purchase more systems if the price decreases or if you want a refund of excess funds. If you desire more systems, HQ SSG will adjust the number of systems to be purchased commensurate with the available funding and ensure any excess funding is returned.  This only applies to those organizations that sent funding prior to order submission.
Identification of orders requiring “Staggered delivery” is important. Please indicate by clicking the box and be sure to describe your delivery schedule in the “Comments block” later in the tool.

Should the user require inclusion of certain factory installed upgrades with their system, select the “Customize Configuration” Icon. Select the desired upgrade by placing a check mark in the box to the right of the description.  Should the user select the wrong factory installed upgrade, deselect the item by removing the check mark. You may change the quantity of systems by selecting the “Go Back to Step One” Icon 

Once the system configuration phase is complete, select the “Configuration Complete” Icon. A check mark will be inserted over the name of the system you selected. Repeat this process for each type system you require. 

You will return to the page displaying the five system Icons. When you have completed entering your requirements, go to the “Submit Order” screen. Should you wish to change your order, you may again do so at this time by clicking on the system you wish to modify. 

If there are any special instructions you wish to convey regarding this particular order, please describe them in the “Special Instructions” box. 

When you are satisfied with the order, you will be prompted for a password should you need to modify the order at a later date. The last screen will display a URL dedicated to this purpose. Please ensure you retain a copy the URL! To modify the order you must use the same e-mail and password combination you used to activate the order.

Repeat the above process for each different order. 

The QEB Process.

When the requirements submission freeze date is reached, the “Tool” will be removed from AFWAY and will no longer be available for input by the user. 

All requirements will be merged with other MAJCOM requirements for similar items to obtain quantity discounts. At the close of the requirements collection process, SSG will forward a report to each MAJCOM for validation within 2 working days.

Each MAJCOM AF ITCC representative will review and validate all user requirements from their respective organization. HQ SSG will consolidate all validated requirements and issue a “Spot Bid” quote request to the participating vendors for final pricing based on a finite quantity of each system and upgrade. Participating vendors receiving a “Spot Bid” quote request will provide their bids directly to HQ SSG for review prior transmittal to the AF ITCC. 

SSG will present the vendor proposals to the AF ITCC for review/consideration.  The AF ITCC will have two days to select the quote(s) representing the best overall value to the Government for each product category and prepare/provide a decision document to that effect to HQ SSG.

SSG will then calculate the amount of funds each requesting activity is required to send based on pricing obtained from the “Spot Bid” and issue a “Due Bill” to each unit submitting requirements. Units will have 48 hours after issuance of the “Due Bill” to e-mail (i.e. PDF) a copy of their funding documents to SSG.COOP.DESK@gunter.af.mil. 

SSG will create and issue the order using information obtained from the “Tool”.  SSG will also ensure the user, financial, and ship-to points of contact identified by the tool receive a PDF copy of the order (including applicable acceptance documents) via e-mail as soon as possible. SSG will also ensure the order is entered into AFWay.  

Funding and Sole Source Documentation.

Units will have 48 hours after issuance of the “Due Bill” to e-mail (i.e. PDF) a copy of their funding documents to SSG.COOP.DESK@gunter.af.mil. Units may also fax their funding documents to the attention of the SSG Coop Desk DSN 596-6467/5571 or commercial 334 416-6467/5571.  It is recommended you contact the SSG COOP Desk at DSN 596-6313 or commercial 334 416-6313 to verify receipt and acceptance of your funding documents. Ensure your funding documents clearly reference the subject due bill number and contain the following information:

- Due Bill Number

- Rank/Name of Equipment Custodian/Control Officer

- Office Symbol

- DODAAC

- Commercial Address (including building/room number)

- Commercial Phone Number (including area code)

HQ SSG will accept AF Form 9, MIPR (Direct or Reimbursable) or any other document containing "Certified" funds.  If a MIPR (DOD Form 448) is sent, please also include a completed MIPR Acceptance (DOD Form 448-2).  Both forms are easily generated by ABSS.  Be sure your funding documents have all the appropriate signatures.  Digital signatures are acceptable.  Unsigned documents will be returned and will cause your order to be delayed.
Organizations selecting vendor specific orders must provide a written sole source justification. (FAR 8.405-6). The justification must include the information required at FAR 6.303-2 as well as the rationale for specifying a brand name item that is not available on sufficient schedules to satisfy the requirements of FAR 8.405-1.  This document can be sent to the same e-mail address and fax number listed above and must be received prior to submitting the requirement.  The SSG contracting officer will be the final signature.  All other necessary signatures must be from your command.  Failure to submit an approved sole source document will result in order cancellation.
Fall-Out Funding Orders.

To accommodate end of fiscal year funding and fall-out funding, HQ SSG will process orders after the tool freeze date. The COOP decision will form the basis for any fallout requirements after the freeze date.  Prices will have been competitively established; therefore no additional competition will be required.  The local contracting squadrons will receive an instruction package on how to place fallout orders.  After the freeze date, each organization should first contact its local contracting office to see if it can accommodate the unit’s requirements.  If it cannot, units can contact the SSG COOP desk for ordering.  The COOP Team will be operating on a flexible first-in, first-out system.  Further information will be published at the freeze date.  
If you have questions or concerns regarding the above, please contact the SSG COOP Desk at DSN 596-6313 or commercial (334) 416-6313 and a SSG representative will assist you.  

Quarterly Enterprise Buy Online – Console

Instructions

The QEB online tool is provided to ensure that MAJCOM SC’s/LGCs/ and Air Staff have instant visibility into requirements being entered into the Information on Demand Tool.  If you are interested in determining what has been requested at the Base level, Major Command, Unit, DoD component you can view the information at the following link.
http://www.vdialogue.com/forms/qeb_reports/byUnit2.asp
After you have reached the website the information is broken down into eight main categories:  

Base:  Once this option is clicked you can see the total of all entries for the base you have selected.  It is broken down into all four categories of computers to be ordered.

Submitter:  The submitter option allows you to view all of the systems that have been ordered by that individual.  It also gives you a breakdown of what types of systems were ordered.

E-Mail:  Shows submitter’s e-mail address.

Ship to:  Shows the ship to address of the systems ordered by the submitter.

Vendor:  This option will show whether it is a Co-Op buy or the vendor tiered buy from which the items are to be purchased.  If the items are from a specific vendor, once clicked it will show all of the systems to be ordered from that specific vendor.  

Co-op versus Tiered buys:  You may click on individual categories of systems, but it may in effect reflect the “total” of both coop and tiered requirements if there are no tiered buys in that category. This is a known weakness and will be addressed in a subsequent release.  

Machine Type:  This is a summary of the type of machine being requested by the submitter.

Quantity:  Total number of systems requested for that specific submission.

Order Details:  Click this link to display an order summary of the systems ordered, including the person who ordered, the base, MAJCOM, Unit and a specific configuration for the systems ordered.

If you have any problems navigating the web page or any questions please feel free to contact the Quarterly Buy Help Desk at DSN 596-6313.

Small Business Approach

A key element of the overall strategy is a robust approach to meeting small business goals. The USAF Small Business Program is a vital element in maintaining a strong defense industrial base and sustaining national economic growth and development. This can be best accomplished by striking a balance between pooling our requirements and including small business in a fair share of our orders.   The comprehensive small business strategy approved in the Air Force Desktop, Laptop, Server Strategy implements a two-pronged approach that ensures small businesses remain an active partner in providing value-based products and services to the Air Force. 

(1)
Local Purchases. A MAJCOM/DRU/FOA small business goal of six-percent of annual desktop and notebook computer spend has been reserved exclusively for local or regional small businesses including original equipment manufacturers (OEMs) and value added resellers (VARs).   It is important that this strategic goal be met at the MAJCOM/DRU/FOA level and outside of the QEB process to provide maximum support to the small business program.  You are encouraged to work aggressively to ensure implementation of the AF ITCC desktop/notebook computer small business strategy.  Toward that end, MAJCOMs/DRUs/FOAs are required to develop and implement a strategy to meet this goal.

In accordance with ITCC Policy Memorandum 04-01, all small business purchases must be made through AFWay and comply with the approved Air Force “buying standards” which are posted in the Air Force Infostructure Technical Reference Model (i-TRM).  AFWay includes a Request For Quote (RFQ) capability that enables purchases from non-AFWay vendors.  See the AFWay users manual (https://afway.mil) for additional information 

  (2)
Cooperative Buy Purchases.  A small business goal of six-percent of quarterly enterprise desktop/notebook computer buys has been established by the Air Force.  Orders will be awarded to small business subject to competitive pricing and submittal of technically compliant quotes.  The Air Force ITCC will consider awarding orders to invited Air Force enterprise small business BPA holders as part of the government’s best value determinations.
Small business metrics will be tracked and goals will be adjusted annually if necessary.  Working together we will be able to support the Small Business Program in a way that brings maximum benefit to the Air Force.

�The i-TRM spec was changed to 19” FPD’s for this next quarter.






