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Commodity Procurement Program:
Become a Qualified Vendor for USDA
Food Commodity Purchases



Presenter Notes
Presentation Notes
Good Afternoon and thank you for joining us for our webinar on how to become a qualified vendor for the USDA Foods Program. 
My name is Diana Dau David, and I am one of the Outreach Coordinators for Commodity Procurement Program with Agricultural Marketing Service at the U.S. Department of Agriculture or USDA. 

Today I’ll be presenting the administrative and technical components of the CPP/Commodity Procurement Program new vendor process to become eligible to bid on government contracts for food commodities.

So, let’s begin!



USDA Agricultural Marketing Service

’ U.S. DEPARTMENT OF AGRICULTURE

Understand the
Requirements

» Review AMS Master Invitation for Bids with contract clauses, provisions, and requirements
» Review Product Specifications to determine what you can supply

» Review Public Procurement Page with current solicitations and contract awards


Presenter Notes
Presentation Notes
It’s important to note that our process can be lengthy, but we ask that you take the process one step at a time. 

Before you even begin your application to become an approved vendor, we ask that you please review the AMS Master Invitation for Bids, the Product Specifications and the Public Procurement Page to ensure you can meet not only CPP’s requirements but also government contracting requirements. 

After reviewing these resources, you can then move onto the administrative and the technical portion of the application, which we will discuss in detail later.  





USDA Agricultural Marketing Service

’ U.S. DEPARTMENT OF AGRICULTURE

Review Master Invitation for Bids

Resource: AMS Master Invitation for Bids
https://www.ams.usda.gov/selling-food/solicitations

The Master Invitation for Bids for Commodity Procurements contains items like:

* Federal Acquisition Regulations (FAR) Clauses & Provisions
e e.g., (https://sam.gov/content/home), Small Business Subcontracting Plans, Prompt Payment Act

» Ag. Acquisition Regulations (AGAR) Clauses & Provisions
* e.g.,Domestic Origin/Traceability

* AMS Policies
» Plant Surveys; GHP/GAP; Food Defense Plans/Audits
* Grading/Inspection/Certification
* Use of the Web-Based Supply Chain Management (WBSCM) System
* Transportation and Delivery Requirements
* Invoicing, etc.


Presenter Notes
Presentation Notes
As we mentioned, the first step of becoming a vendor is the “AMS Master Invitation for Bids for Commodity Procurement”. 

The Master Invitation for Bids is the main body of every contract awarded by AMS. It details the Federal Acquisition Regulation commonly referred to as FAR and includes clauses and provisions governing federal procurements such as financial capabilities, small business subcontracting, pre-bid certifications, product traceability, and more. This is the contract document, please know what it says and be aware that by submitting an offer to AMS, you are confirming that you meet all the requirements laid out in this Master Invitation for Bids- please read it, understand it, and if you have questions, please contact the Contracting Officer to receive clarification.

Also, it important to note that the Master Invitation for Bids is updated frequently, so please check back for any updates. 
 




https://www.ams.usda.gov/selling-food/solicitations
https://www.ams.usda.gov/selling-food/solicitations
https://www.ams.usda.gov/selling-food/solicitations
https://sam.gov/content/home
https://sam.gov/content/home
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Review Product Specifications

Resource: https://www.ams.usda.gov/selling-food/product-specs

Specifications are referred to as “Commodity Specifications” or “Commodity
Requirements Documents” or “Technical Requirement Supplements”

(All are linked to on the above “Product Specs” page)

USDA Specifications include items like:

* Product Descriptions

» Grades/Standards; Commercial Item Descriptions (CIDS)

e Harvest/pack season - current production

* Formulation/Fabrication requirements (fat, sodium, sugar)

* Packaging/packing/labeling

* USDA inspection, grading, and/or auditing requirements

* Food Safety Requirements for Suppliers; Good Agricultural
Practice/Good Handling Practice Audits

* Review any amendments to the specification



Presenter Notes
Presentation Notes
The second Step is to Review Product Specifications—Your application itself should focus on only ONE Commodity Specification, (e.g., canned vegetables, yogurt products, shell eggs), which we’ll discus further in future slides. 
A good way to find out if Commodity Procurement is a good fit for your company is by thoroughly reviewing the USDA Commodity Specifications. These are located on our website. It is critical that you understand the technical requirements before you begin the new vendor process. 

The specifications detail technical requirements for the product and production, including raw materials, formulation, packaging and packing, inspection and certification requirements, and much more. These detailed specifications ensure USDA gets the same quality end-product under every contract, regardless of which supplier is awarded. Sometimes, we make changes to our technical requirements for our products. These are called amendments, which we link under the specification. We ask that you please take the time to review any associated amendments included with the product specification.

USDA takes product integrity very seriously, and we expect that our vendors supply product that consistently meet the quality and safety expectations of our customers.


https://www.ams.usda.gov/selling-food/product-specs
https://www.ams.usda.gov/selling-food/product-specs
https://www.ams.usda.gov/selling-food/product-specs
https://www.ams.usda.gov/selling-food/product-specs
https://www.ams.usda.gov/selling-food/product-specs
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Purchase Programs: Solicitations and Awards Webpage
Resource: https://www.ams.usda.gov/selling-food/solicitations
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ABOUT AMS  MNEWS &ANNOUNCEMENTS  CONTACT US

HOME MARKET NEWS RULES & REGULATIONS GRADES & STANDARDS SERVICES RESOURCES COMMODITY PROCUREMENT

Sl

HOME - SELLING FOOD TO USDA - PURCHASE PROGRAMS: SOLICITATIONS & AWARDS

Home

Market News AMS issues solicitations on an ongoing basis for over 200 different USDA Foods. Approved USDA Vendors are invited to submit

offers via the Web-Based Supply Chain Management System (WBSCM).
Rules & Regulations :
View current solicitation and contract award documents@. < Publlc
Purchase Grades & Standards Procurement
Services > View purchase announcements > P h
Announcements urchase Page
Recotifios View purchasing reports > 4 Summary
Commodity Procurement Report
Clite ot LEDs Solicitations Schedules
International Commodity Procurement e AMS CPP Procurement Schedule for 2026 to 2027 (xlsx)

How the Process Works = AMS CPP Procurement Schedule for 2025 to 2026 (xlsx)



Presenter Notes
Presentation Notes
Lastly, another great resource that you will want to review before determining if your company would be a good fit into our Commodity Procurement Program is our Purchase Program: Solicitations and Awards website.

There are three helpful links at the top of the webpage.

The first is the Public Procurement Page to view current solicitations and contract awards; 

The second is the Purchase Announcements;

And the third is the Purchase Summary Report to be able to review the products AMS CPP Purchases.

Lastly, to better understand our upcoming solicitations this webpage also includes the Solicitation Schedules, which provide an estimated timeframe for when we will issue solicitations asking vendors to submit a bid. 



https://www.ams.usda.gov/selling-food/solicitations
https://www.ams.usda.gov/selling-food/solicitations
https://www.ams.usda.gov/selling-food/solicitations
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Main Search Screen

Review Public Procurement Page (PPP)
Resource: https://portal.wbscm.usda.gov/ppp

USDA Agricultural Marketing Service .
@l U.S.Department of Agriculture Public Procurement Page

The USDA issues solicitations on an ongoing basis for a variety of 100% domestically produced and processed commodity food products for use in domestic nutrition assistance
and international food aid programs. Approved USDA vendors are invited to submit offers via the Web Based Supply Chain Management System (WBSCM). Choose a product
category or enter solicitation search criteria to view current solicitation and contract award documentation for different products. Advanced Search option is available for

additional search criteria.
Document Type

Solicitation Number Procurement Instrument Identifier (PI1ID) Award ID Document Type - Solicitation
e.g., 2000010823 Any external identifier e.g., 4100001220 Solicitation ol l| Solicitation
) Pre-Solicitation
Product Category Product Name Publish Date Offer Due Date
Specification
Any " e.g., PORK CAN-24/24 0Z Last 1 Year " Any "

Template

Supporting Document

m Advanced Search Clear Fields Latest Version D Active Solicitation

Advanced Search Options

Period of Performance Award Announcement Date International Package Solicitation Solicitation Method

<>

mm/dd/yyyy D Any s For Intl. invitations e.g., 0325A Any

Questions? Please contact WBSCM: 877-927-2648 or WBSCMAMSHelpDesk@usda.gov



Presenter Notes
Presentation Notes
We do want to highlight the Public Procurement Page mentioned in the previous slide, which includes a search screen that allows vendors to view current solicitations and contract awards. 
All our bid invitations, solicitations, and purchases are linked to this website, and it can give you a better idea of the prices, competition, and quantity. Plus, you can even see if certain bids contain small business set asides. 

Typically, a bid is opened for two weeks, although this timeframe does vary, and it’s important to note that you cannot submit an offer after a bid has closed. 

For any question related to this Public Procurement Page, please reach out to the WBSMC team by calling: 877-927-2648 or emailing: WBSCMAMSHelpDesk@usda.gov 




***FOR AWARENESS, but not to mention during presentation:
Search Fields Overview
The user can search for documents using the following fields and filters:
 
Solicitation Number – To identify documents by a number generated by WBSCM.
Procurement Instrument Identifier (PIID) – To locate documents using the Supplementary Procurement Instrument Identification Number (SPIIN) or external reference number.
Award ID – To search for documents using the WBSCM Purchase Order or Contract Number for the solicitations that have been awarded, and for which the Procurement Contract Award (PCA) was generated in WBSCM.
Note: Manually posted PCAs does not get picked up by the Award ID search.
Document Type – To select the type of documents supported by the PPP Application: 
Solicitation- To view official solicitation documents. Defaulted option.
Pre-Solicitation- To explore potential procurement opportunities for documents that provide information before a solicitation is issued.
Specification- To define detailed USDA food requirements or standards for the solicitation process.
Template- To access predefined document formats.
Supporting Document- To filter documents that supplement or provide additional context to the solicitation.
Product Category – To search for commodities based on categories supported by WBSCM.
Product Name – To search for Product used in solicitation, such as beans or lentils.
Publish Date – To Narrow the search by the start date of the solicitation.
Offer Due Date – To focus on the submission deadline for the solicitation.
Note: The Document Type field is set to Solicitation by default, and the Publish Date defaults to Last 30 days. Each option can be modified as needed. Based on the selected Document Type some of the displayed fields are grayed out.
Note: The Latest Version checkbox when selected does not show older versions in the search results. The Active Solicitation checkbox when selected displays only open Solicitations (not awarded). If a PCA is not posted in WBSCM, the solicitation is considered Active. To search for awarded Solicitation, the checkbox must be unselected.
 
***The list of columns in the results changes depending on the Document Type chosen.


https://portal.wbscm.usda.gov/ppp
tel:1-800-555-5555
tel:1-800-555-5555
tel:1-800-555-5555
tel:1-800-555-5555
tel:1-800-555-5555
mailto:WBSCMAMSHelpDesk@usda.gov
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Next: New Vendor Team

Administrative Requirements


Presenter Notes
Presentation Notes
After you’ve looked through our resources and determined our program is a good fit for your company; you can then move on to the actual new vendor approval application. As we mentioned earlier, there is an administrative and a technical component to the new vendor application process. The administrative part is completed first followed by the technical, which includes audits and inspections. 
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v' Active SAM Registration - “All Awards”

. e . v'New Vendor Checklist
Administrative
Application v Company Letter
Requirements

v’ Three Customer References

v WBSCM Vendor Registration Form

If non-manufacturer, you must submit
two additional items:

v Supplier Letter
v Complaint and Dispute Resolution Proposal



Presenter Notes
Presentation Notes

Here is a quick overview of the Administrative application process, which we will go over in detail in the next several slides. 

Each step of the way, there is someone to assist you—whether that is the new vendor team compiling all the required documentation, the Procurement Analysts doing the initial review of that documentation, the Program Area conducting the audits and inspections, or the WBSCM Help Desk to help you get set up to bid after being approved. 

So please, do not hesitate to ask for help!
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New Vendor Administrative Application

“Qualifications Requirements for Prospective Contractors”- Responsible Prospective
Contractor’s Documentation (FAR 9.104-1 and FAR 9.104-3)

v'System for Award Management (SAM) Registration
(https://www.sam.gov), in accordance with FAR Part 4.11

v'Notarized Letter

v'Business Status-www.sba.gov

v'Help Tab on SAM

v APEX Accelerators, formerly known as Procurement

Technical Assistance Centers (PTACs)


Presenter Notes
Presentation Notes
Let’s delve more into the administrative paperwork that needs to be completed.

The next step focuses on the Administrative paperwork, which begins with the System for Award Management or SAM. SAM is a Federal-government-owned and operated free website. Every vendor who wants to participate in a federal government procurement must be registered in SAM. 

Vendors must be registered and “active” in SAM for “All Awards.” And must list all the North American Industry Classification System (NAICS) codes for the products you are interested in applying for, which are all listed in our Master Invitation for Bids.

Also, small businesses can self-certify as small or small disadvantaged businesses when they register on SAM.gov, and the process can take 2–8 weeks. Additionally, small businesses would need to reach out to the Small Business Administration (SBA) to certify their business as HUBZone, Service-Disabled Veteran-Owned Small Business (SDVOSB), Veteran-Owned Small Business (VOSB), Woman-Owned Small Business (WOSB), Minority-owned Business, or 8(a) Business. The SBA certification process can take 90–120 days on average.  

While SAM registration is only needed to be done once, you must update or renew your registration annually. There is no fee to register your company into SAM. This system is free, so please be aware of similar systems that will charge a hefty fee.  

If you run into some trouble registering in SAM, there is a Help Tab on SAM’s main page, which features FAQs, User Guides, and Helpful Hints.  

A great contact to help you register your company in SAM are APEX Accelerators, formerly known as Procurement Technical Assistance Centers or PTACs.

There are more than 90 APEX Accelerators, assisting businesses in 49 states, Washington, D.C., Puerto Rico, Guam, the U.S. Virgin Islands, the Commonwealth of Northern Marianas, and in regions established by the Bureau of Indian Affairs in the U.S. Department of the Interior.

APEX Accelerators provide free counseling and training for vendors that want to do business with the government. One of the great things about APEX Accelerators is their free help with SAM registration, they even have a webpage highlighting their assistance with SAM, general tips, and videos. 





Resources:
PTAC website: Help for Government Contracting - APTAC - Association of Procurement Technical Assistance Centers (aptac-us.org)
APEX Accelerators website: Apex Accelerators

https://www.sam.gov/
http://www.sba.gov/
https://www.apexaccelerators.us/#/
https://www.apexaccelerators.us/#/
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New Vendor Qualification Requirements Checklist

e
_ United States Departmenl of Agriculture

AMS CPP VENDOR QUALIFICATION REQUIREMENTS CHECELIST

Company Name:

UEL

Material Description(s):
Confact Person:
Address:

Emal:

Phone Number:

Part L. Administrative Requirements

System for Award Management (SAM): https://sam sov/contenthome

Small Business designation and certificate (if applicable)

[ ] Small Business | _|Womm-Owned | |HUBZone | |sDB
|:| Veteran-Owned Ds@) DSm‘ice—DisabledVeteranOwned

Registrations and Licenses (if applicable)

|:| FDA Food Facility Registration Number (Farms are exempt per 21 CER 1.227)
D USDA Establishment Number (for meat or poultry product facilities)

Penishable Agricultural Commedity Act (PACA) License Number and date issuance
(for fresh or frozen fruits and vegetables)

WEBSCM Vendor Registration Form

Company letter

Three Reference Letters

Non-manufacturers, if applicable:
L) Supplier Letter
1.) Complaint and Dispute Resolution Proposal

Administrative Requirements: Prior to completing Part IT (Technical Requirements), please submit all the
administrative documents to the New Vendor email (newvendori@usda gov), at your earliest convenience. After the
Procurement Analysts conduct an imtial review, they will provide next steps for audits and/or mspection for Part IT.

Financial Capabilities: After the vendor’s entire administrative paperwork package is received and reviewed, the
approving Procurement Analyst will determine the vendor’s financial responsibility in accordance with Federal
Acquisition Regulations 9.104-1(a). Additional information may be requested.



Presenter Notes
Presentation Notes

While you may not be able to see it well on the slide, we would be remiss if we didn’t mention the updated “New Vendor Qualifications Requirement” Checklist, which is the next step in the Administrative Application. This checklist has been revised to include an overview of the administrative and technical requirements needed to become approved. It also includes a Program Area Directory for the various program areas you will need to contact to schedule any audits or inspections needed to fulfill the technical requirements

To receive a copy of the checklist, please email the New Vendor email: NewVendor@usda.gov. 
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Administrative Application for MANUFACTURERS:

“Qualifications Requirements for Prospective Contractors”- Responsible Prospective
Contractor’s Documentation (FAR 9.104-1 and FAR 9.104-3)

1. New Vendor Checklist

i

Company Letter

3. Three Letters of Reference

4. WBSCM Vendor Registration Form


Presenter Notes
Presentation Notes
A manufacturer is an organization that manufactures, processes or produces the product they plan to supply to the USDA. 

Aside from completing the checklist, you must also include a company letter with your capability statement. It must be on company letterhead and signed by a principal of the company. Your capability statement must include the products that you would like to provide, including pack sizes and capacity, and list the material codes. Also, it should include a description of your company’s historical business experiences, including the number of years these or similar products have been sold in the commercial marketplace or to other governmental entities. You must also provide information about your firm’s record of integrity and business ethics, as well as documentation that your firm is qualified and eligible to receive an award under all applicable laws and regulations. 

We will also need three letters of references from satisfied customers. Each reference letter should be on official letterhead, signed by a company representative, and include a phone number and address for verification. The letters must mention the purchased product that is the same or similar to the products you would like to apply for and describe the customer’s satisfaction with the products provided. 
All reference letters should come from current customers, showcasing your firm’s past performance.

Lastly, in your package is the WBSCM vendor registration form, which is needed to create a user-profile and grant access to the WBSCM system once you are approved as a Vendor. As we previously mentioned, we ask vendors to select only ONE Commodity Specification, (e.g., canned vegetables, yogurt products, shell eggs) for your application. New vendors may undergo a probationary period during which they are awarded 10 truckloads or equivalent as determined by the Contracting Officer. Once half of this volume has been delivered, the probationary period may be lifted. Once you complete the probationary period, your company can apply to supply additional products. 

An important reminder is that we require the legal company name on every piece of documentation. Your legal company name should match the company name registered with your state. And you can verify your company name by visiting your secretary of state’s website. 

After your administrative paperwork package is received, our new vendor team will send it over to the approving Procurement Analyst, who will review your application and determine contractor responsibility. Vendors must have a Unique Entity Identifier and be active on SAM to conduct this review, which is why it is ESSENTIAL for your company to be successfully registered in SAM from the very beginning.
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Administrative Application for NON-MANUFACTURERS

“Qualifications Requirements for Prospective Contractors”- Responsible Prospective
Contractor’s Documentation (FAR 9.104-1 and FAR 9.104-3)

1. New Vendor

v -
Checklist If you are a non-manufacturer,

you will need to provide two additional items:

2. Company Letter .
pany 5. Supplier Letter

3. Three Letters of 6. Complaint and Dispute Resolution Proposal

Reference v’ Before becoming approved, your supplier must

meet our technical requirements
4, WBSCM Vendor

Registration Form


Presenter Notes
Presentation Notes
A non-manufacturer is an organization that does not manufacture, process, or produce the product they plan to supply to the USDA. If you are a non-manufacturer, we will require two additional items from you aside from the first four we previously discussed . 

Your company must have a written agreement with a supplier. Therefore, non-manufacturers that use suppliers or manufacturers must submit a supplier letter. This a letter from a manufacturer or supplier, stating it is willing to provide product that meets the commodity specifications. 

Please ensure the letter is on your manufacturer’s letterhead, includes the material code and description, and is signed by both you and your supplier. Your firm must have a written agreement with a supplier. The agreement must specify the product the supplier will provide. Additionally, it must explain how your company, as a non-manufacturer, will take ownership or possession of the item(s) using your personnel, equipment or facilities in a manner consistent with industry practice (see 13 CFR 121.406(b) Non-Manufacturers).

Non-manufacturers will also need to submit a Complaint and Dispute Resolution Proposal Agreement. This is an agreement between you and the supplier detailing how you, the prospective contractor, would remedy a situation should something happen to the product. The submitted document must be signed by both you and your supplier.   
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Next: AMS Program Areas

Technical Requirements Review


Presenter Notes
Presentation Notes
Now, that we’ve gone over the administrative portion of the application, we will talk about the next step in the new vendor approval process, which are the technical requirements. 
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Technical
Requirements

v" The vendor must contact the AMS Program Area to
schedule audits and inspections using contacts on
the email from the Procurement Analyst.

v" Contact information for AMS Auditing Services,
AMS Inspection Services, and links to our product
ic,/peaflcatlon.s, etc. can also be found on our New

endor Qualification Checklist.

v' Please make sure your company has passed the
necessary inspections, food defense audits, and
plant surveys prior to submitting a bid.


Presenter Notes
Presentation Notes
Once your administrative paperwork has been submitted, you will receive an email from the Procurement Analyst, which will detail that your paperwork is being reviewed, and you will now need to complete the technical requirements for your commodity. 

That same email will include the Auditing and Inspection points of contact for the AMS program area responsible for your commodity.  These contacts are also listed in the New Vendor Checklist.

It is the vendor’s responsibility to contact the respective program area to schedule any audits or inspections, and all requirements must be met PRIOR to the bid opening date. 

Once you have completed the administrative AND the technical requirements, you will receive an additional email from our Procurement Analyst stating that you are now an approved vendor and they will include the WBSCM team in that email for the next step in the process.
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Next: Web Based Supply
Chain Management (WBSCM)

WBSCM Team Uploads
New Vendor WBSCM Registration Form


Presenter Notes
Presentation Notes
After you get that full approval email from the Program Analyst with the WBSCM Help Desk on copy, the Help Desk will upload your WBSCM Vendor Registration Form into the system. 

Once your form is successfully uploaded to WBSCM you will receive an email directly from the WBSCM Help Desk asking for additional information, such as other users for your account and plants to be filled out and submitted.

PLEASE READ THIS EMAIL! It is your lifeline into our system and if the information requested by our WBSCM team is not submitted in a timely manner, it may hold up the process for you to submit bids. 
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WBSCM Registration Upload

WBSCM Email Excerpt:

g New Vendor Docs - Reg. Purchase (1).zip o
5 MB

1. Atfter logging into WBSCM successfully, the CVA must enter the plants and shipping points (if
required). Once the CVA has entered the vendor plants and/or shipping points, please
alert WBSCMAMSHelpDesk@usda.gov so they can be approved within the system. In
the body of the e-mail, please provide the complete name and address of the vendor plants
and/or shipping points.

2. Upon approval of the vendor plants and/or shipping points, the CVA must assign users to
these entities so that they are available for selection by the user; instructions on how to do
this are found in the “WBSCM CVA-Roles-Responsibilities” pdf.

Helpful Tips and Resources

« WBSCM is configured to work with the Chrome browser, we recommend only using Chrome
for all WBSCM activities to avoid compatibility issues. Please review the attached "WBSCM
Browser Settings and Helpful Tips’ job aid for Chrome-specific settings and other tips

v" Fill out the Excel spreadsheet
attached to the WBSCM email
and return to the WBSCM Help
Desk to create your Corporate
Vendor Administrator or CVA.
CVAs will add their plants and
shipping points to WBSCM.

v Ensure banking information is
correct in SAM.


Presenter Notes
Presentation Notes
When the WBSCM HelpDesk uploads your registration into WBSCM, the point of contact on your Vendor Registration form is the person that will receive the email from the HelpDesk requesting they complete an Excel form to create Corporate Vendor Administrators or CVAs. 

What are CVAs? CVAs add additional users into WBSCM, assign user roles to the applicable plants and shipping points, and review Plant and Shipping Point Information in WBSCM. The CVA should be the first person that users go to for assistance in WBSCM apart from the WBSCM Help Desk. And attached to the Help Desk email, you will find a document which contains information on the roles and responsibilities of a CVA. 

Next, you will need to double check your EFT banking information in SAM to ensure it is up to date. SAM is linked up to WBSCM and when you submit an invoice for payment in WBSCM, funds will be transferred through the EFT information that you listed in SAM.
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WBSCM Helpful Tips & Resources

 Email the WBSCM HelpDesk

.. Sign Up for Updat
WBSCMAMSHelpDesk@usda.gov for trainings 'gh Up for Updates

and assistance with approval of vendor plants Your email address

and/or shipping points.

« WBSCM Webpage:
https://www.ams.usda.gov/selling-
food/wbscm

00°0(0O:-

 Sign up for Email Updates



Presenter Notes
Presentation Notes
If you have any WBSCM questions at any point or need assistance entering your plants and shipping points into WBSCM, feel free to email the WBSCM Help Desk at WBSCMAMSHelpDesk@usda.gov. You can also email them to request access to a live simulation on submitting a bid and a variety of other trainings.
 
If you have more technical questions or questions on the contract itself, please refer to the appropriate contracting specialist, which can be found on the bid invitation.

Additionally, you can always refer back to the WBSCM Webpage for trainings and step-by-step procedure documents, but remember that you must be an approved vendor and uploaded into WBSCM to gain access.

Lastly, in the handy email the WBSCM team sends you, there is a link to sign up for email notifications. By joining our emailing list, and by subscribing to our email updates, you will receive notifications of upcoming bids, awards, specifications, and any CPP news. It is the best way to stay up to date on our contracts.

There are multiple ways to sign up. Either the link on that WBSCM email, or if you go to the CPP webpage, and scroll to the bottom of the page, you can enter your email address or simply click on that little white and red envelope, as you can see on the slide. 


mailto:WBSCMAMSHelpDesk@usda.gov
https://www.ams.usda.gov/selling-food/wbscm
https://www.ams.usda.gov/selling-food/wbscm
https://www.ams.usda.gov/selling-food/wbscm
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Sample Notification

COMMODITY PROCUREMENT

Issued Solicitation L

The Agricultural Marketing Service has issued 2000009536, 12-3J14-23-B-0562 for the

procurement of Frozen Seasonal and Canned Kosher Vegetables:

View the Bid Invitation

Bids for this procurement are due no later than|August 17th, 3pm CT.

| R 5

Questions regarding this procurement should be directed to the following contact:

Ashley Train, Ashley.Train@usda.qgov



Presenter Notes
Presentation Notes
Now, here is a sample email notification announcing an open bid invitation. The blue box is a hyperlink that you would click on to view the bid invitation and any other additional documents pertaining to the bid. Right below is a crucial sentence: “Bids for this procurement are due no later than August 17th, 3pm CT.” Which means that if you were to try to submit a bid at 3:01 CT on August 17th, you would be ineligible.

Also, if you have any questions pertaining to the bid, the contact information for the contract specialist can be found at the bottom.
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New Vendor Process Recap

1. Review documents and tutorials on the website:
Master Invitation for Bids, Product Specifications,
Public Procurement Page, and Webinars |

)
3 ==

N 7V

2. Registerin SAM.gov - “All Awards”

3. Complete the paperwork

4, Submitthe ag)plication to the New Vendor email:
NewVendor@usda.gov
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So, to recap the new vendor process: 
Do your homework and review our contract documents, specifications and previous purchases on our website. 
Register your company on SAM.gov and ensure you’re “active” for “All Awards”
Complete the New Vendor Checklist. Get your company letter written and compile those three customer references. Also, if you’re a non-manufacturer, remember your supplier letters and complaint and dispute resolution proposal. 
And lastly, submit all your documents to the New Vendor email (NewVendor@usda.gov).

mailto:NewVendor@usda.gov
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Application Approval Steps:

1. Administrative Application sent from New Vendor Team to Procurement Analyst (PA) for review.

2. PAsends email to vendor (copies New Vendor Team) stating they are reviewing their application and
provides Program Area contacts to begin audits and inspections.

3. Vendor contacts the respective program area to schedule any audits or inspections, and all
requirements must be met prior to the bid opening date.

4. Program Area confirms the vendor has passed their audits and/or inspections by sending an email to
the approving PA and copying the new vendor email.

5. PAsends an email to the vendor informing them they have been approved, copies the new vendor
inbox, the Program Area and the WBSCM Help Desk.

6. The WBSCM Help Desk uploads the WBSCM vendor registration form into the system and sends an
email to the vendor requesting they fill out an excel spreadsheet with the Corporate Vendor
Administrator (CVA) and any other users.
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Once that administrative paperwork has been submitted, the New Vendor Team sends the administrative application to the Procurement Analyst. The Procurement Analyst will conduct an initial review and will send you an email detailing that your paperwork is being reviewed, and you will now need to complete the technical requirements for your commodity. 

That same email will include the AMS Auditing and Inspection point of contacts, which are also listed in the New Vendor Checklist. It is the vendor’s responsibility to contact the respective program area to schedule any audits or inspections, and all requirements must be met PRIOR to the bid opening date. 

Once you have completed the administrative AND the technical requirements, you will receive an additional email from our Procurement Analyst stating that you are now an approved vendor.

After you get that full approval the WBSCM help desk will upload the WBSCM Vendor Registration Form and you’ll receive a follow up email from them for one final task. 

As we mentioned earlier, the new vendor process can be lengthy and may feel overwhelming at times, but we ask that you take the process one step at a time AND remember that our USDA team is here to help you every step of the way!
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Current Vendor - New Product

* Are you a currently approved vendor and want to
add additional products?

* We help with that too!
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And now, if you are already an approved vendor and wish to begin bidding on additional products, we ask that you please email us at newvendor@usda.gov and we can share the information and documents needed to get that process started!
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Point of Contact
NewVendor@usda.gov
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Here is our email address again, newvendor@usda.gov, and if you have any questions on the information presented today, don’t hesitate to contact our new vendor team.�

mailto:NewVendor@usda.gov
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Thank for your participation.
We appreciate you!
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This was a collaborative effort and on behalf of the New Vendor Team and CPP, we thank everyone for attending this webinar. Have a wonderful day!
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